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1. Request a Hearing  
To submit a request for hearing, User (returning user) needs to access an 
already created account with login credentials. 

1. From MiLogin page, navigate to DAIS – Driver Appeal Integrated System page. 

2. Navigate to My Hearing Requests Tab on the MDOS DAIS Home Page. 

 
Figure 1: My Hearing Request Home Page 

 
3. Click “Create New Hearing” to request a new hearing. 

4. On the Request for a New Hearing page, click Case Details tab.  
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5. Select the appropriate Hearing Type: 

a. Implied Consent 

b. Change/Removal of Restrictions 

c. Ignition Interlock Violation 

d. Legal Issue 

e. Medical Application Denial 

f.        Removal of Ignition Interlock 

g. Revocation / Denial 

h. Sobriety Court 

i.        Traffic Safety Div. (Re-exam) 

6. Opt in for email communications by checking the Email Communications? 

checkbox. (if email communication is preferred) 

7. If represented by an attorney, check the Represented by an Attorney? 

checkbox. 

a. If the Represented by an Attorney? checkbox is checked, provide the Last 

Name( mandatory field) and other details (First Name, Middle Name, P#,  

Email Address, Street,  City, State, Zip Code and Country) associated with 

your attorney (if applicable). 

8. Click Save and Continue button to save your application as a draft. 

9. A Case ID is generated. This Case ID is the reference number for the Hearing 

Request Processing. User can access their case using this Case ID. 

10.Attach the Request for Hearing (mandatory document) to the case. 

a. Click Case Documents tab to access the Request for Hearing document. 

b. Click the checkbox to consent and certify that the Hearing Request form is 

attached to the case. This is mandatory to continue. 

c. Click the link provided to access available form(s). 

d. Click Choose File button to select the attaching document from the local 

system and Upload button to attach the document to the case if a document 

is required. 

e. Check if the case requires additional documents to be attached. (Ex:  

Interlock Report (BAIID), Form 257, Form 258, Drug Screen Form, 

Internal Report (BAID) based on your Hearing Type. 
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11.Click Submit Request button on the Hearing Request page. 

12.Click OK on the alert dialogue box to continue with the Hearing Request 

Submission. 

13.Once the Hearing request is submitted, no changes can be made to the hearing 

Request Type or the attached documents.  

Note: Click Update Hearing Request button to update any of the following 

after the case is submitted.  

Email communication preference, represented by an attorney, attorney related 

information. User can also attach additional documents after case submission. 

14.Case ID and submitted case details can be viewed on the My Hearing Requests 

list view. 
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2. Request for Withdraw 
User can withdraw a submitted request at anytime during the process of Hearing 
Request Schedule before the case is closed. 

Pre-condition: The petitioner has already submitted a request for 
hearing and has the Case ID.  

1. Navigate to Case Activities Tab. 

2. Click checkbox “Request for Withdraw” option to certify that a withdraw is 

requested for a submitted case and the appealing action will remain in effect. 

3. Provide appropriate reason for withdraw in the description section.  

4. Click the Submit Withdraw Request button to submit the withdraw request.  

 
 

 
Figure 2: Submit a Withdraw Request 

 
5. An email is sent to relevant parties notifying the withdraw request is received 

and is being processed by the Administrative Hearing Staff. 
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3. Request for Adjournment 
 
User can request one adjournment of a case at any time after the case is 
scheduled and confirmed and when requesting adjournment two business days 
prior to the scheduled hearing. 

Pre-condition: The Hearing request is scheduled and confirmed, and the 
request is made at least two days prior to the scheduled hearing.  

1. Navigate to the Case Activities Tab. 

2. Click checkbox on “Request for Adjournment” to certify that an adjournment is 

requested on a scheduled case and will only be considered after the AHS user 

notifies the adjournment approval. 

3. Click Choose File button to attach the required “Written Proof of Conflict” 

4. Provide appropriate reason for Adjournment Request in the description section. 

5. Click the Submit Adjournment Request button to request an adjournment. 

 
 
Figure 3: Request an Adjournment 

6. An email is sent to relevant parties notifying the adjournment request is received 
and is being processed by the Administrative Hearing Staff. 
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4. Request Reconsideration 
User can request a reconsideration within 21 days of case closure.  

1. Navigate to the Case Activities tab. 

2. Select a document type and Click Choose File button to attach the document 

type selected 

3. Check required checkboxes  

4. Provide appropriate reason for Reconsideration Request in the description section 

5. Click Submit Reconsideration Request to request Reconsideration 

 
Figure 4 Request for Reconsideration 

6. Case sub-status will reflect the stage in which the Reconsideration request is 

being processed. 

7. The uploaded reconsideration document can be found in the Case Documents 

tab, as well as under the “Reconsideration Documents” section. 

 
Figure 5 Reconsideration Documents 
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5. Request for Transcript 
1. Navigate to Case Transcript Tab. 

2. Provide basic information on the application (Ex: Partial request, Circuit Court 

Date, Trial Date and Circuit Court County, all optional)and Delivery Option 

(required field)  

3. Click the Audio Request checkbox to request an Audio file on the case. 

4. Click Expedite checkbox to expedite the request (optional). Please note that 

there is an additional fee. 

5. Click Email Communications? checkbox to receive an email related to 

transcript process 

6. Click Choose File button to attach and upload the “Transcript Order form”. 

7. Click the Submit Transcript Request button to request a Transcript on the 

case.  

 
Figure 6: Submit Transcript Request  

8. An email is sent to relevant parties notifying them that transcript request was 

received and is being processed by the Administrative Hearing Staff. 
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6. Serve a Circuit Court Petition  
User can serve a Circuit Court Petition with an existing Circuit Court Case 

Number.  

1. Navigate to Circuit Court Petitions tab from the home page. 

From the list view, user can see Circuit Court Case Number, Original AHS 

Case Number, Attorney (if applicable), Status and sub-status. 

 
Figure 7 Circuit Court Petition List View 

2. Enter Circuit Court case number (mandatory)  

3. Enter Circuit Court Name  

4. Select Circuit Court County (mandatory)  

5. Enter Judge Name, Appearance Date in Court, and / or Original AHS Case 

number if applicable.  

6. Enter Email Communication 

7. If represented by an attorney, enter attorney information, such as name, P#, 

and email address. 

8. Click Save & Continue 
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Figure 8 Serve Circuit Court Petition 

9. Click on the Case Documents tab to upload document(s). 

10.Click on the hyperlink to retrieve required forms. Upon filling it out, click 

Browse to upload the document(s). 

11.Select the type of document being uploaded.  

12.Check all necessary boxes. 

13.Click “Submit Request” to submit the Circuit Court Petition.  
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7. Serve a Circuit Court Order  
User can serve a Circuit Court Order on an existing Petition, or the Order on its 

own (without Petition). 

1. Navigate to Circuit Court Orders tab from the home page. 

From the list view, user can see Circuit Court Case Number, Original AHS 

Case Number, Attorney (if applicable), Status and sub-status. 

 
Figure 9 Circuit Court Order List View 

2. If there is an existing Petition, enter the CC Case number, then click Show 

Petition Search  

3. Select the Petition in which the Order is associated with 

4. If there is an existing Petition on the Order, the fields on CC will be 

automatically populated. Go directly to Save & Continue  

5. If there is not an existing Petition, enter CC Case Number (mandatory) 

6. Enter Circuit Court Name  

7. Select Circuit Court County (mandatory)  

8. Enter Order Date, Judge Name, Appearance Date in Court, and / or Original 

AHS Case number if applicable.  

9. Enter Email Communication 

10.If represented by an attorney, enter attorney information, such as name, P#, 

and email address. 

11.Click Save & Continue 
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Figure 10 Serve Circuit Court Order 

14.Click on the Case Documents tab to upload document(s). 

15.Click on the hyperlink to retrieve required forms. Upon filling it out, click 

Browse to upload the document(s). 

16.Select the type of document being uploaded.  

17.Check all necessary box. 

Click “Submit Request” to submit the Circuit Court Order. 
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