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PROCEDURE

Once the youth’s probation case is dismissed or discharged by the court and the county
probation office is no longer involved or supervising the youth, the MaGIK case can be
closed. On the Case Information page, to the “ACTION” drop down in the upper right

hand corner and select the “Close Case” option. Then click “Go”.
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The “Case Close” pop up screen will be enabled. For services only and/or ESC cases,

the only data field required is the “Actual Close Date”.
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Use the calendar to set the date and use the clock to set the approximate time that the
case is closed.

Click “Close Case” to save the close date which appears in the golden rectangular box on
the top of the Case Information page. Click “Cancel’ to exit the screen without saving.
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