JURY SELECTION PORTAL

FULL USER GUIDE
FOR EXTERNAL USERS
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Purpose

The Jury Selection project allows judges, their staff, and invited external users to review juror
responses to court-administered case-specific questionnaires. The jury questionnaire
responses will be uploaded to the portal for easy, collaborative access by judges and external
users including lawyers. This portal also allows judicial staff and external users to access the
information in a spreadsheet within the portal and in a pdf format.
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How to Register

External users can only register after they have been invited by judicial court staff. External
users will receive an email invitation with a link to the site. The site is best viewed using
Microsoft Edge, Google Chrome, or Firefox.

Google

Q Search Google or type a URL

(=

+

Jury Pool Re... Add shortcut

1. Click on the link in the email invitation

Jury Selection - Invite

donotreply@jbazmc.maricopa.gov
To Me

A trial has been shared with you.
If you already have an account, login to view the trial details.
If you do not have an account, please register to create the account for login.

Click here to access the application.

Jury Selection
Judicial Branch of Arizona
Maricopa County Jury Office
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2. To register, first click on the Register link located at the bottom of the landing page.

‘) The Judicial Branch of Arizona | Maricopa County

Single sign-on

Username
Username
Password

Password

Forgot password

f you do not have an account

3. The drop-down menu defaults to Superior Court and should remain Superior Court. The
application will not continue until a valid email is entered. To be valid, the email address
must match the address used to invite the external user to the portal.

REGISTRATION REQUEST

Court * Email *

Superior Court v testmichellebaker@gmail.com

D

4. The next screen requires an authorization code. The authorization code will be sent to the
email address in the registration window to confirm the use of a valid email address. If you
do not receive the email, you can click the Resend Code button. The code will be valid for

only 5 minutes.
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Jury Selection - Registration Process

donotreply@jbazmc.maricopa.gov
To Me

Note: This notice was generated by an automated service and replies cannot be
answered. If you have any questions or concerns, contact your court administrator.

The Judicial Branch of Arizona in Maricopa County has received your request for a new account.

Here's your security code
To continue with registration, please enter the following code: 342516

Continue to Input Code & REPRIEN expire S minutes after you requested it.

Jury Selection
Judicial Branch of Arizona
Maricopa County Jury Office

5. The user enters the code. If you copy and paste the code from the email, delete any extra
spaces that may appear, or you will not gain access to the portal.

VERIFY CODE

An authorization code was sent to vjsuser01@gmail.com. The code expires 5 minutes after you request it.

Authorization code: *

If you do not receive your code in 2 mins, click Resend Code

6. Complete the form to finish the registration process. Because the initial invitation acts as
approval, no additional approval is needed after the new external user has completed the
registration process.
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REGISTRATION

First Nama * Middie Hama Last Nama * Suffix

Phone Number * Email Address * Court Name *

Password * @ Confirm Password *

a. External users with no SSO account — If this is the user’s first time logging into a
court website with a single sign-on account, all the fields are empty except the
court and email, and the user must enter all required fields.

b. External users with SSO account - If the user has already logged into a court
website with a single sign-on account, all fields will be populated with data. The
user must click on the ‘Request Registration’ button to complete the registration
process.

e First Name, Last Name, and Phone Number are required.

e Phone Number is required for multi-factor authentication.

e Password must be a minimum of 8 characters and have at least 1 lowercase, 1
uppercase, 1 numeric value, and 1 special character.

e Confirm your new password by retyping the password you selected.

e Click the Request Registration button.

e You will see a pop-up window confirming the creation of an SSO account. Click OK.

SUCCESS

Existing maricopa county superior court single sign-on account

can be used to login to access the application.

Click to go to the Appendix for common error messages for the registration process.
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Log in to Your Dashboard

1.

, The Judicial Branch of Arizona | Maricopa County

Single sign-on

Username

Password

Password

Forgot password

Register if you do not have an account

Go to https://www.superiorcourt.maricopa.gov/VirtuallurySelection/web. Open the
application using Microsoft Edge or Google Chrome.

Login in with the email address and password used to register.

Click the Login button to open your dashboard.

4. You will be directed to enter a security code to verify your identity. The confirmation code

will be sent to the registered email address. Click on Submit to receive the code.

This extra step shows it's really you trying to sign in.

19727 ¥ 55
1| The Judicial Branch of Arizona | Maricopa Count
\ iy y) I pa County

Select 2-Step Verification Provider:
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https://www.superiorcourt.maricopa.gov/VirtualJurySelection/web.

5. You will receive a message with a security code. This security code will only be valid for a
few minutes, and you will need a new security code each time you log into the website.

Security Code
DoNotReply@mailbox.maricopa.gov
To @ Michelle Baker (SUP)

Your security code is: 672366

6. Enter the security code and click Submit.

+ } The Judicial Branch of Arizona | Maricopa County

Select 2-Step Verification Provider:

This extra step shows it's really you trying to sign in.Code

If you do not receive your code in 2 mins, click
Resend Code
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Dashboard

External users will only have access to those jury response questionnaires to which they have
been invited.

JURY SELECTION : The Judicial Branch of Arizona | Maricopa County

Jury Questionnaire Templates=  Jury Trial Responses = Administration ~
Log out

Welcome. Michelie

JURY TRIAL RESPONSES

Trial Status

Trial Mame. Trial Juoge status. ‘sl Dote Is Restiicied I8 Active

1 Test r0opa nannival Upload Complete 0713172023

Menus

1. Jury Trial Responses is the only menu option for external users. Clicking on it will allow
the user to View Trial Responses.

Jury Trial Responses » Weicome, Testing
Log out

View Jury Trial Responses

vunit 1rnane RESPONSES

Trial Status

Active
Trial Name Trial Judge Uplosd Status Trial Oate = I8 Restricted I8 Active.

1 JesiDemo2 Judge Gates Upload Complete 0810672022

2. The Trial Status drop-down menu allows the user to view active trials or all trials.
Returning users may see past trial responses for other cases.

E: Triat Judge Upload Status Trisl Cate * Is Restricted I8 Active

1 TestDemo 2 Judge Gates Upload Complete 08/06/2022
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View Jury Trial Responses

All staff and invited parties may view the responses submitted by prospective jurors. Users can
sort the data shown in the table, but it is initially shown by descending order of trial date. To
see past cases, change the drop-down menu to show All for the Trial Status

Upload In Progress Status

If the status column displays Upload in Progress, the data is not yet available, or the trial has
not yet started. You will receive an email when the juror response file is uploaded and available

for viewing.

1. Click on the Trial Name of the case with the Upload in Progress status.

Jury Inal Responses ~
Log out

JURY TRIAL RESPONSES

Trial Status

Trisl Name: Trint dge. Szt Trim Dt * T Restrcsed At

by pdge Santhosh Gop, St Finalzed 00302022
2 e Santhosh Gogi, St Upload Comglete 092772022

3 Case Test Roopashres Nannival Upioad In Progress 09092022

4 Tesicase2 Roopashies Nannwal Ugload In Progress 00082022

2. You will see a red message; Jury Trial Responses are not available yet.

Jury inai Kesponses

TRIAL/QUESTIONNAIRE

Trial Name * Trial Judge * Case Number * Trial Date *

ki

Case Test Roopashree Nannival 123456 9/9/2022

Trial Questionnaire Form URL* @
https//forms.office.com/Pages/ShareformPage. aspx?id = MALUWZuqFOUBWIEZkwRnj_ZGKIVALtDN2XOXFj1 RpURTUWNVRaQTIGTINSUKF TRTNCQKZGUJIVMC4usksharetoke

Jury Trial Responses are not available yet

Restrict Access Is Active

3. You will receive an email when the file is available.
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Jury Selection - Questionnaire Responses Uploaded

donotreply@jbazmc.maricopa.gov
To © Roopashree Nannival Suresh (CTS); @ Michelle Baker (SUP); @ Bhumika Sharma (CTS); ' elijah.m.madden@gmail.com

Questionnaire responses have been added to one of your trials. Click here to access the application.

Jury Selection
Judicial Branch of Arizona
Maricopa County Jury Office
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Upload Complete
Click on the Trial Name to view the responses.

1. Toview information about the trial, click on Trial Info tab.

—
Trial Name *

test Roopashre Nannival caser /2172023 E

Trial Judge * Case Number * Trial Date *

Restrict Access Is Active

File Name(s)
Copy of Judge Test.xlsx

Mark as Finalized

a) You will see the Trial Name, Trial Judge, Case Number, Trial Date, Trial and if the
case Is Active or has been marked as Restrict Access.
b) You will see the juror response file once it is uploaded.
2. You will also see the Share button to invite other users to view the responses, but it is
disabled for all external users.
3. Click on the Questionnaire tab to view the responses. The questionnaire view is the
default view after clicking on the Trial Name.

ury QUesDONNATE IEMpIAtes T AUy IN31 KESPONSES ¥ AGMISITAtIon T

T",...,,I p— | -— e [ S G

E-n . - = =z i -
(The namber on reent of camzen of the. yaars of age o
The card prowid . Maricopa... Uncied Staies? clder?

m] 4 Mara Newlo Rameez 6024481034 TR A24@ 0T Yes Yo Yoi 2

6 MarafestoRsmwez  Diazcacens nrearaagona v ves v 2

] 7 Mara Meslo Ramwss 025743891 ramessnraraigera Ve Yo i 2

4. The Legend in the top right corner displays the icons and their meanings.

weicome, Michelle

Legend: [ Show non-stricken =% Show all B Showstricken @ View Column_ @: View Graph @ Sort order

a) A white box in the Filter Stricken column will display the non-stricken jurors.
b) A box with a horizontal line will display the stricken jurors only.

Page 13 of 25



c) The box with a checkmark will display all jurors.

d) The document icon will display the column in a separate window.

e) The view graph icon will display a pie-chart for questions with five or fewer

distinct answers.
f) The sort icon will sort the column in ascending or descending order.
5. Click on the Show/Hide Column button to open a separate window and change the view

in the table. All visible columns are listed on the left and can be moved to the right to
hide from view in the table.

Show/Hide Columns Legend: | O: Show non

Q2 Phone number Q4 Areyou a Q5 Are you a Q6 Are you 18
resident of citizen of the years of age or
Maricopa... United States? older?

— — m—

6. To hide a column, click on the horizontal line, -, next to the columns name and the
column will appear on the right side of the screen. To view a hidden column, click on the
plus, +, and the column will appear on the left of the screen. Click Ok to accept changes
or Cancel to end the process. Note that the order of the columns in the list is the same
as the order in the table. Click Refresh to update the changes to your table.
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0 Show/Hide Columns

Select columns 0

24 items selected Remove all

2 Q0 Juror Number (The numb... =
2 Q2 Phone number -
2 Q3 Email =
2 Q4 Are you a resident of Mari... —
? Q5Areyouacitizenofthe U.. —
: Q5 Are you 18 years of age 0...
3 Q7 Please state your age.
3 (08 Have you been
T QP Did you restore your cvil ... e
2 Q10 The trial will be conduct... =
2 Q11 Are you asking the court... =
2 Q12 Do you have any difficult .. —
3 Q13 Please explain. -
3 Q1aare you =
2 Q15 if employed or retired, pl... —
: Qi1BAre youmarried ordoy... =
2 Q17 if yes. please provide th. .. =
% Q18 Doyou have children? o
2 010 1fyes. you have children...
3 20 This trial is scheduled to... —
3 Q21 Please explain your har... —

— e

O [o]c)

ramirarnmaria?4Mamai  Vae Vae

7. Scroll down to view responses from each potential juror. The judge or judicial staff that
created the trial response will be able to edit the data in the grid (i.e., filter stricken and
add\update notes), share the questionnaire with external parties, and view report in
PDF format. Other users will only be able to view the questionnaire and the trial detail
in read only mode.

B L T ———
Log out &
Tralifo  Questionnase — Lagend: [0 Snom momstrcien B Shom st B Sow stnchen [ View Colume @ Voew Gvgh @ Sotonder] | 4
R
E“ = — i
et 4 e it B s o g e
Marcova.. ) b=
— L)
D 4 Voo Rameas 8224811034 raraearaliga o e - - ® "~
5 Vst fameer | 4R850 ramremmaraddgm com . e ) “ o
[ Mara tovis Famwer  Draccasens areacrreraligoral com ves . e a ™
r Mara Nevle Ramwas 402874091 rarrecrarali@oned com s e L] 2 e
= s e rameaaal it com v . - = "
« E———
o

Page 15 of 25



8. All columns can be rearranged with a click and drag feature within the table except for
the Filter Stricken column, the Notes, and the Juror Number. Those columns are frozen
at the left of the table even when scrolling to the right.

Jury Questionnaire Templates ¥ Jury Trial Responses ¥ Administration ~

Trial Info Questionnaire

O 4 Maria Nieto Ramirez = 5024481034
O 5 Maria Nieto Ramirez = 480-816-5019
m ~

e AN P e

9. Users can make notes which are unique and private for each user. Click outside of the
notes box to save the note. Users will not see notes left by other users! The entire note
will appear if you hover over the notes box or click inside it.

Jury Questionnaire Templates v Jury Trial Responses ¥ Administration v

Trial Info Questionnaire

answers 4 Maria Nieto Ramirez

(] 5 Maria Nieto Ramirez
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10. The judge, their judicial staff, and jury questionnaire administrators are the only users
that can select the box Filter Stricken at the far left. Click in the box next to the juror’s

name to strike the juror. Use the box in the filter row to hide stricken, show stricken, or
show all.

Jury Questionnaire Templates v Jury Trial Respc

Trial Info Questionnaire

11.The filter option is available for each column. Type in part or all of the answer and click

Enter to filter to those responses. Click the X to clear the filter search and return to the
table.

Show/Hide Columns Legend: (J: Show non-stricken [k Show all &: Show stricken @ : View

Yes No

Yes No
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12. Cells can be highlighted throughout the table. Right-click in the cell to open the Highlight
menu and select the color. Select None to remove a highlight from a cell.

Highlight Color
No

(

None v

13. You can view some answers in pie chart form to better review the potential jurors. Only
guestions with a limited range of under-five answers can be reviewed in pie-chart
format. Click on the pie-chart button and a pop-up window will appear displaying the
guestion, the chart, and the key.

Are you a citizen of the United States?

M Yes
 No

| Did not answer
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14. To focus on a single question, click on the document icon to pull a column from the

table. Double-click on the juror number to focus on a juror’s responses in the pop-out
window. You can scroll down to see how all jurors answered this question. You can also
page over to see the next question or juror in the pop-out.

Administration +

il
—1

View Record
Juror Number (The number on the card provided to you)
Name

Phone number

Email
Are you a resident of Maricopa County?
Are you a citizen of the United States?
Aaria Nieto Ramire:
Are you 18 years of age or older?
Please state your age.
Have you been convicted of a felony?
#Aaria Nieto Ramire: Did you restore your civil rights?

The trial will be conducted in the English language, both spoken and written. Do you
believe you will have any difficulties understanding the trial?

Are you asking the court to excuse you from jury service because you do not
#aria Nieto Ramir d the English | ?

Do you have any difficulty seeing, hearing, or have any other medical problems that
may affect your ability to serve as a juror?
Please explain.

Aaria Nieto Ramires
Are you:
If employed or retired, please provide the name of the employer, how long you worked
for that employer, and the nature of the work.

MAaria Nieto Ramfle:  * | *

Show/Hide Columns Legend: | C: Show non-stricken ) Shov

4 -
Maria Nieto Ramirez
6024481034
ramireznmaria24@gmail com
Yes

Yes

Pinnacle High School 4 years Accounting Clerk

@ Close
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Finalized

Once a jury has been selected, the responses are finalized with the Mark as Finalized checkbox.
No further changes can be made to the responses and the red watermark will disappear from
the PDF report. The report may only be printed and retained in compliance with the Arizona
Rules of Criminal Procedure and the Arizona Rules of Civil Procedure.

1. Click on the Trial Name of the finalized trial.

Prep—

JURY TRIAL RESPONSES

Triah Status

Trad s Tl Judga S o . * pr— e

2. You can view the responses, but the Mark as Finalized Box is checked by Judge or
judicial staff on the Trial Info tab.

Trial Name * Trial Judge * Case Number * Trial Date *

Roopashre Nannival

Restrict Access Is Active

3. You can run the report again, and the red title at the top is now gone.

Jury Selection
by judge

Tril Name: by juige

Trial Date: 08702022
Case Number: aa'ncf

Trial Judge: Santnosh Gope. Sr

‘Stricken Jurar ID Selected Juror ID
100034243 4006
104387446 100031758

10518936 100183137
w08 00579 785

108923047
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View Report of Juror Responses

The View Report feature is only available to attorneys and will generate a PDF report of all juror
responses.

1. Go to the Trial Info tab and click on the View Report button.

Trial Info Questionnaire

Trial Name * Trial Judge * Case Number * Trial Date *

e Roopashre Nannival 772772023
Restrict Access Is Active
File Name(s)
Copy of Judge Testxisx

Mask.acSimaliaad

B View Report

2. The report will open in a PDF to be printed or downloaded as needed. If the jury has not
yet been selected, there will be a red message at the top of the report.
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Contact Information

If you have any questions or need assistance with the application, please contact us by phone
or email.

Maricopa County Jury Office

Matthew Martin, Jury Administrator
Tiana Burdick, Deputy Jury Administrator

Contact us at:
juryroster@jbazmc.maricopa.gov

Technical Support

Small Team Projects

For technical support, contact the Service Desk at ctstechnicalsupport@jbazmc.maricopa.gov or
call 602-506-6311.

Please add the note: Route to Small Projects Team.
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Appendix

Glossary of Terms

Judicial staff

Includes judicial assistants, court assistants,
and any employee that works with a specific
judicial officer.

Judicial Officer

Judge or Commissioner.

Jury Questionnaire Administrator

Includes employees using the portal that are
not directly tied to a specific judicial officer.

Site Administrator

Any portal user with approval rights in the
portal.

External User

All participating attorneys that have been
invited to review the juror responses.

SSO Account

Single Sign-On account refers to email
addresses associated with the Maricopa
County Superior Court.

Stricken, Mark as Stricken

A potential juror was removed from the list
by a judge.

Verification, Authentication, Security code

A 6-digit number sent to your email or phone
number to verify that you are logging into the

system.
Click to return to the top of the document
Registration Error Messages
Error Type Error Meaning
Invalid Email If the email is invalid, a validation message, “Invalid email id for the

selected court,” will appear.

Awaiting Approval | If the user has already entered the email and is awaiting approval, a

validation message, “This email address is already associated with an
account. Existing Maricopa County Superior Court single sign-on account
can be used once the registration is approved,” is displayed.
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Registered and
Approved

If the user has already registered and been approved, a validation
message, “This email address is already associated with an existing
account. Existing Maricopa County Superior Court single sign-on account
can be used to log into the application,” is displayed.

Registration
Denied or
Terminated

If the registration request has been denied or if the user has been
terminated, a validation message, “This email address is already
associated with an account.” is displayed.

Invalid Email for
External
Registration

Only external users that have received an invitation may register with
this application. If no invitation has been sent for the entered email
address, a validation message, “Invalid email id for the selected court,” is
displayed.

Account Exists for
External
Registration

If the email is already registered, a validation message, “This email
address is already associated with an account. Existing Maricopa County
Superior Court single sign-on account can be used to login to the
application,” is displayed

New Registration

If this is a new SSO account, the user will see the message, “Maricopa

Error County Superior Court single sign-on account has been created and can
be used once the registration is approved.”
Existing If it is an existing SSO account, clicking the ‘Request Registration’

Registration Error

user will see the message, “Existing Maricopa County Superior Court
single sign-on account can be used once the registration is approved.”

Invalid
Verification Code

If the entered code is not valid, an error message, “Code is invalid.
Please try again,” is displayed.

Verification Code
Timed Out

If the entered code is past 5 minutes from send time, an error message,
“Code is invalid. Please try again,” is displayed.

Invalid Password
does not meet
Requirements

A validation message, ‘Your password must have at least one uppercase,
one lowercase, one special character, and one numeric character, spaces
are not allowed,’ is displayed when the password entered does not meet
the requirements.

Invalid Password
does not match

If the passwords do not match, a validation message, “The password and
confirmation password do not match,” is displayed.

Click to return to the top of the document
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