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Forfeiture Documentation 
 

 

 

 

 

 

 

 

 

This document should be used for adding new forfeiture cases through the Wizard  

in the INPCMS system. 
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Notes about adding new cases 
 

This document will show you how to enter a new 
Forfeiture case into INPCMS.  As forfeitures are civil matters, 
the information entered into INPCMS is of a limited nature but 
will provide you with the information/fields needed to track 
seizures through the court process. 

 

Logging into the System 

Go to https://countyname.inpcms.org 

(Replace your county name for “countyname”, i.e. Greene.inpcms.org) 

 

 

 

Log in with the credentials given to you. 

https://countyname.inpcms.org/admin/
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Adding a new “Forfeiture Case” 
Once you are logged into INPCMS select the “Forfeiture” module on the dashboard. 

 

 

 

To enter a new forfeiture case, click on the “Wizards” menu and select “New Case.  The first screen that 
appears is the “Case Master File” screen.   
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Enter the full cause number, if you know it at this time.  If not, you can enter as much of the cause 
number that you do know (i.e. 28 or 28C01-1507-MI-).  You must include the dashes (i.e. 49G17-1504-IF-
000001).   Next enter the filed date.  You will only do this if the case has a complete cause number AND 
you have actually filed the paperwork in Court.  Otherwise, leave this field blank for  now.  The agency 
field is also required.  Enter as much information into the fields as you have for this case and the click 
the “Next” button.  
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The next screen is the “Defendant” screen.   

 

 

 

Unlike the other modules in INPCMS, these fields are free form text fields.  We do not store this 
information for future use with other cases.  Information can be entered as follows: 
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The defendant’s name is a required.  The address fields are optional.  However, if you want that 
information to appear on the “Complaint for Forfeiture” or any other form you might build from 
INPCMS, then you will want to go ahead and enter that information now.   Once you have the 
defendant’s information entered, click the “Next” button.   (Multiple defendants can be entered for 
each forfeiture case.  How to do that will be explained further down in the documentation.)   

 

The next screen will allow you to track the date the item was seized, category of item seized and, if you 
want, the offense that was being committed at the time of the seizure. 
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To track the offense committed during the seizure, do one of the following: 

 

1. Enter the statute number (i.e.35-42-2-1).  A drop down list will appear with the offenses for that 
particular statute.  Each offense shows the class/type and some notes to help you determine the 
correct offense to choose. 
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2. Enter the offense name (i.e. Battery).  A drop down list will appear with all offenses that has the 
word “Battery” in the offense name.  Each offense shows the class/type and some notes to help 
you determine the correct offense to choose. 
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3. Enter the computer generated offense number (i.e. 553).  A drop down list will appear with that 
particular offense as well as any other offense that has “533” in the number (i.e. 1553, 2553, 
etc). 
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The “Item” field is a drop down list.   
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Depending upon which item you choose, additional fields will open for you to track other information 
pertaining to the item.    

Vehicle 

 

 

Personal Property 

 

 

Real Property 

 



 
 

10 West Market Street | Suite 1300 | Indianapolis, IN 46204 | 317.493.2000 
  
 

Page | 13   
 

Currency 

 

 

Drugs 

 

 

Other 
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Next, enter the date the item was seized in the “Seizure Date” field.  You can manually type the date in 
the field or click on the calendar icon at the end of the field and choose the date. 

 

Interested Party 

Sometimes there are other parties who have an interest in the item that was seized (i.e. lienholder for a 
vehicle, etc).  If you “item” has an interested party click the “Add Interested Party” button at the bottom 
of this screen.     

[NOTE:  Interested parties can always be added later from the tree]. 

 

 

 

Enter the name of the interested party (i.e. Chase Bank, Jane Doe, etc).  The “Type” field is a drop down 
list of what type of party they are:  Business, Attorney, Entity, Title Owner, Lienholder and Other. 
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Once this information has been added, click the “Next” button.  If you do not have an interested party, 
skip the above step and click the “Next” button and the following screen appears: 

 

 

 

If you have another item that was seized in this forfeiture case to add, click the “Add Another Item” 
button.   If you have another defendant to add to this forfeiture case, click the “Add Another Defendant” 
button.  

[NOTE:  Additional items and defendants can always be added later from the tree]. 

 

If you have finished your case, click “Create Forfeiture Case”.   The computer will create the case and 
build the tree. 
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