
 E-Citation Photo Court Checklist (V 1.0) 

Administrative Office of the Courts 
E-Citation Implementation Court Checklist 

Photo Enforcement Project 
 

Court 
Information 

Court Name:        

Contact Name:                           

Phone Number:       

Email Address:   

DATABASE PREPARATION  

General 
Information 

Has the court ever participated in an E-Citation Project? 
 No - see E-Citation Training Document  

 
 Yes - type of E-Citation Project:            

 

Deputy Code One “generic” deputy code must be in the Deputy Code Table to process batch 
citations.  The AOC recommends using Deputy Code 99 (Name: Batch Process).  
 
Please indicate what Deputy Code the Court will use:  

Charge 
Codes 

A list of charges must be provided to the AOC. The charge codes will be modified 
(ex. 28-701A PE) and Case Category PR will be created to track electronic photo 
citations in AZTEC.  The AOC will provide the modified charges to the vendor.  
 
List of charges and bond amounts provided to AOC on this date: 

Law 
Enforcement 
Codes 

A list of Officers codes must be provided to the AOC. The AOC will provide the list 
of Officer codes to the vendor.  
 
List provided to AOC on this date: 

AZTEC 
Calendar 
Setup 

The New Calendar in AZTEC must be set up so citations will be automatically 
calendared during Batch Process.   
 
Please indicate the AZTEC Calendar Codes required for AOC set up:  

Organization ID:          

Activity Type:                                                    

Judge Code:                                                 

Matter Type:         

Matter Location:                                                
                                                 
 Note: The court must also identify specific, individual days to exclude and make  
them unavailable on the calendar. For example: holidays, judge vacation days. If  
there are any such days, please list those here: 
 
Days when not to schedule: 

 Normal state holidays 
 Other days(please specify): 

 

http://supreme22/acap/Training/Documents/0200Citations/0202.pdf


 E-Citation Photo Court Checklist (V 1.0) 

Civil Traffic 
Information 

What is the event code for CAL: Arraignment on civil traffic citations?  
      
 
What days of the week can AZTEC auto-schedule traffic CIVIL TRAFFIC 
citation arraignments?  
 
  Mon         Tue         Wed         Thu        Fri         Sat  
                                                                                    
 What times can AZTEC auto-schedule the arraignments (if using multiple 
days – please list time for each day if it varies)?       
      
 
Would you like to indicate and “end” time for the arraignment?  

 No 
 Yes – here is the ending time:       

 
How many days in the future do you want the Arraignment Date?       
 
 
What is the maximum number of citations to schedule per day?  
 
 

Criminal 
Traffic 
Information 

 

 Not 
applicable – 
law 
enforcement 
will not be 
citing criminal 
charges. 
(Skip to next 
Section)  

 

 

 

 

What is the event code for CAL: Arraignment on criminal traffic citations?  
      
 
 What days of the week can AZTEC auto-schedule CRIMINAL TRAFFIC 
citation arraignments? 
 

 Mon         Tue         Wed         Thu        Fri         Sat     
 
                                                                                        
What times can AZTEC auto-schedule the arraignments: (if using multiple 
days – please list time for each day if it varies):       
       
 
Would you like to indicate and “end” time for the arraignment?  

 No 
 Yes – here is the ending time:      

 
How many days in the future do you want the Arraignment Date?       
 
 
What is the maximum number of citations to schedule per day?  
 
 

ALL QUESTIONS LEFT BLANK WILL BE FILLED WITH STANDARD AOC CODES. 

E-Citation Business Process or Checklist: Michal Musgrove, mmusgrove@courts.az.gov  (602) 452-3607 

ITD Questions: Ridge Franks, rfranks@courts.az.gov (602) 452-3567 

ATTC Approval: Mary Jacoby, mjacoby@courts.az.gov (602) 452-3815 
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