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Manual Instructions for completing “Base Fine.” 
 
Aztec navigation path:  Main Menu > Table Management > Case 
Management Tables > Penalty Schedule 
 
 

1. Your cursor should be in the “Charge” field: 

 
 

2. Enter your first charge violation.  The “Charge Code” table should 
immediately display with all related violations.  The current charge will be 
highlighted in the table.  Make sure the “From” date is 09/19/2007 and the 
“To” date is 12/30/2099. (If not, select or highlight the charge with the 
aforementioned dates.)  Hit “Enter”. 
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3. Your charge should now display highlighted in the “charge” field of the 
Penalty Schedule screen. 

 
4. Tab off the “charge” field and all applicable fields will auto-fill.  Make sure 

the penalty schedule “Beginning Effective Date” is 09/19/2007 and 
“Ending Effective Date” is 12/30/2099. 

 
5. Tab/enter through the “Base Fine Calculation Type” field.  You may see 

the following pop-up box appear.  Click on “Yes” and continue.          

 
6. Tab/enter to the “Presumed Base Fine” field and enter the new value over 

any existing information.  Do not enter a dollar sign (“$”). Also, do not 
place a decimal point unless you are entering an amount other than a 
whole dollar amount.  In that case, it is acceptable to enter in a dollar 
amount with cents. i.e. 279.85.   

7. Tab or enter through all remaining fields until your transaction saves.  
Click “OK” 

                                                             
 

You are now ready to complete another transaction 
 


