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Court History 
 

• As a Caseworker/Supervisor, from the Case Overview screen, select Courts from the menu on 
the left side of the screen. 

• The Courts History screen will be displayed. 
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“Select a Client” 
dropdown will 

only show active 
clients. 

New “Include 
Inactive 

Children” 
checkbox. 

New menu to 
navigate 

between court 
documents. 

New link for PAC 
file next to 

child’s name. 

New links will 
take user directly 
to the selected 

screen. 

New filters have 
been added for 

Document 
Entries. 

New “Court 
Work Due Date” 

column. 
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• Below are a few key changes to the Court History screen: 
1. “Select a Client” dropdown will now default to only show active children names, their 

client ID and Docket Number (if available). 
2. Users must check the “Include Inactive Children” checkbox if they want to include 

inactive children in the “Select a Client” dropdown. 
3. A new menu on the left navigation allows users to navigate to the different court 

documents. 
4. Alternatively, the user can jump directly to a court screen by clicking the link within a 

row in the Hearing Information table. 
5. When the user clicks the link next to child’s name, the PACfile site will open in a new 

window. 
6. A new column has been added to the Hearing Information table that provides the Court 

Work Due Date. 
7. A new overdue tag has been added in the Court Work Due Date column to indicate if 

work is overdue. 
8. The user is now able to use filters for the Document Entries table. 

 

New overdue 
tag. 
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Filings 
ECA Screen 
• To add an Emergency Court Action, navigate to the ECA screen and click on “New Application”. 
 

 

New “Reset” button 
will clear radio 

button selection.  

New required 
field 

indicators.  

New buttons 
allow the user to 
better manage 
applications. 
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• Below are a few key changes to the ECA screen: 
1. A new “Resubmit” button has been added that will allow the user to resubmit the 

application in the event of a technical failure. 
2. The “Delete ECA” button will allow the user to delete the selected ECA. This access will 

be given to KIDS Specialist. 
3. The new required field indicators are updated as the user completes the application. 
4. Fields will be enabled in the Judge of Record section after the user selects the “Yes” 

radio button. (TBD need to update after CR) 
5. Additional fields will display in the Verbal Instructions from Judge section after the user 

selects either the “Approved” or “Denied” radio button.  

 

Once the user initially 
clicks the Save 

button, “Approve and 
Submit” button will 

   

Hebbar, Nikita
This needs to be updated as we are going to remove some fields as part of CR.
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Shelter Care Application Screen 
• To add a Shelter Care Application, navigate to the Shelter Care Application screen and click on 

“New Application” or “New & Copy from ECA”. 
• The “New & Copy from ECA” button is only enabled after an ECA for the child has been 

approved. 
• On clicking “New Application” or “New & Copy from ECA” button the screen expands to display 

a new application. The user can fill in all details and click on save. 

 

New buttons 
allow the user to 
better manage 
applications. 

“New & Copy from ECA” 
allows the user to 

quickly create a new 
application.  

New banner will display when 
user creates a new 

application but and ECA has 
not been created or 

approved. 
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• Below are a few key changes to the Shelter Care Application screen: 
1. A new “Resubmit” button has been added that will allow the user to resubmit the 

application in the event of a failure. 
2. The “Delete Shelter Care” button will allow the user to delete the selected Shelter Care 

application. This access will be given to KIDS Specialist.  
3. A user can quickly create a new Shelter Care Application by selecting “New & Copy from 

ECA” button. This button is enabled once an ECA been approved. This button will allow 
the user to copy over the latest approved ECA into the Shelter Care fields. 

4. If a user clicks the “New Application” button when an ECA has either not been created 
or has been created but not approved, a yellow banner will display as a reminder to the 
user that an ECA should be approved and submitted within the last 72 hours, first. 
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Petitions 
• Dependency Petitions, Aggravated Circumstances Petitions, and Dependency & Aggravated 

Circumstances Petition are available to view and create from the same screen. To navigate to 
this screen the user will click on “Petitions”. 

• The user can view all existing petitions from the same Petition List. 
• Additionally, user may select to create any of these petitions from the same screen. From the 

Petitions screen, the user will select “New Petition”, the screen will refresh, and the user will 
then select the type of petition to create. The user can then fill out all details and click Save. 

 

New buttons 
allow the user to 
better manage 
applications. 

All three Petition 
Types can be 
created from 

Petition screen. 

All petition types 
are shown within 
the same Petition 

List table. 
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New fields have 
been added to 
the Affidavit of 
Service section 

Witness Slips and 
Hearing Notices 

can now be 
created from the 
Petition screen. 
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• Below are a few key changes to the Petitions screen: 
1. A new “Resubmit” button has been added that will allow the user to resubmit the 

application in the event of a failure. 
2. The “Delete Petition button will allow the user to delete the selected petition 

application. This access will be given to KIDS Specialist. 
3. Users can create any of the listed petition types from the Petition screen. 
4. The Affidavit of Service section has been updated with new fields. 
5. Witness Slips and Hearing Notices can now be created from the Petition screen. 

o Note: If hearing notice generates more than 1 report, example JC8 and JC13, the 
system will open 2 windows to display the reports. User needs to ensure they 
have Allowed the multiple pop-up window setting to view both reports. This will 
be a 1-time activity for a user.  

o Go to the main KIDSTOO window and allow the Pop-ups as shown below.  
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Court Summaries 
Dependency Petition Hearing Summary 

• To navigate to the Dependency Petition Hearing Summary, the user will click “Dep. Petition 
Hearing Summary” from the menu on the left side of the screen. 

 

By default, the 
table will load 

summaries for all 
children in 

case/referral. 
Users can filter 

to view a specific 
child if needed. 

Users can select 
one or multiple 

children to 
include in a new 

summary. 

New button allowing 
user to delete 

selected summary. 
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• The user can click “New Summary” and the screen will expand to display a new summary 
template where one or multiple children can be selected. Once the user selects the clients to 
include in the summary and clicks save, the template expands further and the user can fill in all 
details and click on save. 

 

New fields have 
been added to 
the Affidavit of 
Service section. 

Witness Slips and 
Hearing Notices 

can now be 
created from the 
summary screen. 
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• Below are a few key changes to the Petitions screen: 
1. A new filter allows the user to view one child’s information or all children’s 

information in the list table. 
2. A new delete button has been added to allow users the ability to delete a selected 

summary. This access will be given to KIDS Specialist. 
3. When creating a new summary, users can select one or more children to include in 

that summary. 
4. The Affidavit of Service section has been updated with new fields. 
5. Witness Slips and Hearing Notices can now be created from the summary screen. 
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Permanency Review Addendum 
• To navigate to the Permanency Review Addendum screen, the user will click “Permanency 

Review Addend.” from the menu on the left side of the screen. 
• From here, users can filter to view a specific child or all children in the addendum list table. 

 

New button allowing 
user to delete 

selected addendum. 

Users can select 
one or multiple 

children to 
include in the 

new 
addendum. 
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• The user can click “New Addendum” and the screen will expand to display a new template 
where one or multiple children can be selected. Once the user selects the clients to include in 
the summary and clicks save, the template expands further, and the user can fill in all details. 

• Alternatively, if the user wishes to amend an existing addendum, they will select the addendum 
from the list table and click “Amend”. 

 

Witness Slips and 
Hearing Notices 

can now be 
created from the 

addendum 
 

The system will 
copy over from 
the last approved 
addendum. 

Modernized 
wording of some 
questions. 
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New fields have 
been added to 
the Affidavit of 
Service section. 

Witness Slips and 
Hearing Notices 

can now be 
created from the 
summary screen. 
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• Below are a few key changes to the addendum screen: 
1. A new filter allows the user to view one child’s information or all children’s information 

in the list table. 
2. A new delete button has been added to allow users the ability to delete a selected 

addendum. This access will be given to KIDS Specialist. 
3. When creating a new addendum, users can select one or more children to include in 

that addendum. 
4. The Affidavit of Service section has been updated with new fields. 
5. Witness Slips and Hearing Notices can now be created from the supplemental screen. 
6. Some questions on the Permanency tab have been re-worded. 
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Supplemental 
• To navigate to the Supplemental screen, the user will click “Supplemental” from the menu on 

the left side of the screen. 
• From here, users can filter to view a specific child or all children in the supplemental list table. 

 

Users can choose 
to filter to see all 

children or a 
specific child. New button allowing 

user to delete selected 
supplemental. 

Users can select 
one or multiple 

children to 
include in a new 
supplemental. 



  
 
 
 
 

 

02/24/25                   KIDS TOO Training Materials – Courts                 Page 20 of 26 
  
 
 

JOB AID: Courts Flow   

• The user can click “New Supplemental” and the screen will expand to display a new template 
where one or multiple children can be selected. Once the user selects the clients to include in 
the summary and clicks save, the template expands further, and the user can fill in all details. 

• Alternatively, if the user wishes to amend an existing supplemental, they will select the 
supplemental from the list table and click “Amend”. 

 

New fields have 
been added to 
the Affidavit of 
Service section. 

Witness Slips and 
Hearing Notices can 
now be created from 

the supplemental 
screen. 
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• Below are a few key changes to the addendum screen: 
1. A new filter allows the user to view one child’s information or all children’s information 

in the list table. 
2. A new delete button has been added to allow users the ability to delete a selected 

supplemental. This access will be given to KIDS Specialist. 
3. When creating a new supplemental, users can select one or more children to include in 

that supplemental. 
4. The Affidavit of Service section has been updated with new fields. 
5. Witness Slips and Hearing Notices can now be created from the supplemental screen. 
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Others 
Attachments 

(TBD need to update after CR) 

Hearing Notices 
• To add a Hearing notice, navigate to the Hearing Notices screen and click on “New Hearing 

Notice” 
• On clicking “New Hearing Notice” button the screen expands to display a new application. 
• Once the user selects the hearing information, clients and collateral contacts, the system will 

generate the appropriate notices. 

Hebbar, Nikita
This needs to be updated as we are going to remove some fields as part of CR.
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Witness Slips 
• To create a new Witness Slip, navigate to the Witness Slip screen and click on “New Witness 

Slip” 
• On clicking “New Witness Slip” button the screen expands to display a new application.  
• Once the user selects the hearing information, clients and collateral contacts, the system will 

generate the appropriate notices. 
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