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Welcome to System Help!

Introduction

This Help is designed to provide you with information about the uses and functionality of the system. You
can get help with such items as using the system screens and performing various task activities.

The Help is broken down into sections that match the top menu navigation items. For example, you can
access information about task overviews and activities related to the following categories:

e The Case Section

e The Accounting Section

e The Calendar Section

e The Courtroom Section

e The Disposition Section

e The Judicial Officers Section
e The Person/Entity Section
e The Reports Section

e The Forms Section

e The Admin Section

e The Work Queue Section

You can search for and access information about the system using the Table of Contents in the left-hand
pane of this Help or using the search feature. There will be a "Show" link you can click to display the
Table of Contents if it is hidden.

Getting Started

The sections below contain information that may help you navigate within this Help and become more
familiar with the system components.

e About This Help

e About System Window Components
e About Screen Header Components
e About the Case Header

e Available Field Types

e List of Icons

e Commonly Used Buttons

e About the Date Selector Window

e About System Sessions

e About System Reports

e About System Work Queues

e About Keyboard Shortcuts or "Quick Keys"
e Special Characters Supported

e Search Feature Overview
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e Sample Search
e Search Business Rules

Exiting the Help

Click the Close button () at the top right-hand corner of the window when you want to exit the Help.
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e Special Characters Supported
e Search Feature Overview

e Sample Search

e Search Business Rules

Exiting the Help

Click the Close button () at the top right-hand corner of the window when you want to exit the Help.

About This Help

Introduction

The purpose of the Help is to outline the activities that you might need in order to perform case
management functions in the California courts. The Help text accomplishes this by providing you with the
steps involved for completing these processes within the system.

The "core" Help pages support the standard system and do not contain court specific information. Refer
to the "My Court Information"” section below for details on accessing your court specific data.

Help Page Components
There are several different components that are available throughout the Help pages. You can use these
items to quickly and easily understand how the system works.

Drop-down Images

Task activities and overview pages contain drop-down images, usually located within a sentence or
activity step. These are images that are hidden from view when you first open a Help page, but display (or
expand) when you click the blue formatted text. This blue text will change to an italic style when you point
at it with your mouse cursor. You may then click the text to display the screen capture image.

The image will display below the text that you clicked. You can expand and collapse these images as
many times as you like.

Click on the blue formatted text in this sentence to view an example of a drop-down image.

Cann Humsbar: =0 TOTr-1EHEET 300 -TT-LLL i & O G0 G S A ) @ security Level [ 2]
*Camm Thbe: |
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Hyperlinks

Most of the Help pages contain hyperlinks. These text items allow you to navigate from page to page
without having to perform a search to find the page you want to access. Clicking on a link will take you to
another page within the Help system.

Help links are formatted in a blue, underlined text. This sentence contains an example of a hyperlink.

Related Links

The Help pages contain a "Related Links" section at the bottom of the page. This section lists other help
topics which may be of interest to you, based on the current Help page you are viewing.

Landing Pages

Most screens in the system have a related Help page that gives you a brief description of each screen's
purpose and main features. They also display screen captures and contain links to the related field
descriptions.

Field Descriptions

The Field Descriptions section lists the fields that are available on a specific system screen. It includes
the field name, a brief description of the field, an indicator as to whether this field is required to complete
an activity, and an example value that may be entered into the field. Refer to the Available Field Types
section for details.

Task Overviews

The Task Overview provides high-level information related to a task or group of tasks. It describes the
purpose of the task(s) and can include background information, a summary of the system functionality
related to the tasks, and any items or activities that must be done before performing these tasks.

Links to Task Activities

The overview includes a logical grouping of task activities that "belong" to the overview. For example, the
Maintain Filings Overview contains two task activities related to filings: Add Filings and Update Filings.

Links to Additional Resources

There may be additional resources that are related to the overview. These are items that may not be
discussed within the overview itself, but would still provide you with relevant information about the topic.
These resources do not include the task activities and screens associated with the overview. For
example, this section may link to a Help page that lists the types of user/system actions that will affect
how the system works.

Task Activities

The Task Activity pages list steps that you would follow to perform a specific task. Refer to the List of
Icons and Commonly Used Buttons sections for details on other Help components that may be used
within the Task Activities.
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My Court Information

This is a hyperlink that will take you to a page that outlines information specific to your court related to a
given task activity. It may also contain other court-specific materials, including items such as Training
Manuals, Standard Operating Procedures, and Work Instructions.

Step Conventions and Formatted Text

The Help pages use certain text formatting conventions to alert you to key information. Review the
following examples to understand the formatting difference:

e Example 1 - Bolded Text: The Filing Date field defaults to the current date.
Bolded text represents a field or screen name. These text items usually indicate that a field or
screen requires an action to be performed or item to be selected.

e Example 2 - Bracketed Bolded Text: Click the [Search] button.
Bracketed, bolded text indicates that you are to use your mouse cursor to click on the specified
item. The above example is for a system button, but this convention can also be used for menu
and navigation items and tabs.

The steps also apply a standard convention to help you access the screen that you need in order to
perform a certain task. This convention is primarily used to navigate through the top menu tabs and the
left navigation pane. The following examples explain these standards:

e Example: Select [Case] > [Initiate Case].
This example represents a menu path that you must follow. The first bolded, bracketed item is a
top menu item. Clicking on this top menu will refresh the screen and its associated left navigation
items. You must then click on the necessary left navigation item, as indicated by the second
bolded, bracketed item. This will take you to the screen needed to start performing your task.

e Example: Select [Case] > [Records Management] > [Exhibits].
This example is similar to the one above, except that there is a third navigation item. In this select
statement, the third item is a sub-item of the selected left navigation item, as seen in the left
navigation pane.

e Example: Click the [Case History] left navigation item.
This example assumes that you are already within the context of a top menu item. This type of
step is most commonly used when you are performing an activity within the context of a case.
The left navigation pane already displays the available choices, which means that you just need
to click on the item indicated in the step.

Notes
Many Help pages include notes or tips to provide you with helpful information related to a particular step

or overall task. This information can clarify a step, provide additional information, or alert you to potential
problems related to data entry or missteps in a process. Notes are usually indicated by a "note" icon.
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Business Rules

The Business Rules sections list all of the business rules associated with a specific task or group of tasks.
These rules are descriptions of how your interaction with the system or the system's behavior can impact
other system processes.

Forms, Notices, and Reports

The Forms, Notices, and Reports section provides you with a list of outputs available at the completion of
a given task. These lists only include forms, notices and reports that are generated after you finish a task.

Related Links

Welcome to System Help

About System Window Components

Introduction

The screens in the system follow the same overall layout and navigation. As a result, a set of standard
window components is available on most of the screens, which allows you to easily recognize and use
the system.

Basic Window Components

The following image identifies many of the standard window components.

~
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System Title/Logo

The official title/logo is a link that takes you to the system's welcome screen. Refer to the About Screen
Header Components section for details.

Top Menu

These menu tabs allow you to navigate to the first level of a screen category. For example, clicking the
Case menu tab will display the Case Search screen.

Username

The system will display your username in this part of the screen throughout the entire session.

Left Navigation

This part of the window contains a list of sub-menu items related to a top menu category. Some of these
drill down even further, as seen in the above example (Records Management displays Physical Case
File, Exhibits, and Pull Lists). All of these left navigation items belong to their parent menu tab.

System Help Link

This link opens the Help designed to support the system. A new window will open at the top right-hand
part of the screen. Refer to the About Screen Header Components section for details.

Contact Us Link

This link navigates you to the Contact Us screen, where you can view contact information related to the
system. Refer to the About Screen Header Components section for details.

Log Out Link
This link allows you to log out of the system and end your user session. The system will display a

message on the screen indicating that you have successfully logged out. If you choose to exit the system
while on a data input screen, the system will make you decide whether to continue with the logout

8
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process or return to the screen to save your data. Refer to the About Screen Header Components section
for details.

Quick Case Search

This component allows you to quickly open a specific case based on its case number. Refer to the About
Quick Case Search section for details on this feature.

Current Date

The system will display the current date in a read-only format.

System-Level Help Link

This is a context-sensitive Help link that opens a page describing the system screen on which you are

currently viewing. It is designed to give you information about what you are looking at, as well as allow
you to search for help on activities you can perform onthat screen.

Related Links

Welcome to System Help

About Screen Header Components

Introduction

This section covers the following screen header components:

e Standard Header Components
e About Case Context

e About Quick Case Search

e About Current Work Queue

e About Case Task Work Queue

Standard Header Components

The following describes the standard header components that you will see on the system screens.

System Title/Logo

The official title/logo designed for the system. This item is a link, so clicking this header image will take
you to the system's welcome screen.

System Help Link

This link opens the Welcome page of the Help system. It will display in a new window at the top right-
hand part of the screen. From here, you can navigate to the Help topic you are interested in viewing.

©
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Contact Us Link

Clicking on this link opens the Contact Us screen, where you can view information on contacting
someone to help you with the system problems you may be experiencing.

Log Out Link

This link allows you to log out of the system and end your user session. If you exit the system while on a
data input screen, the system will display the following warning message:

Microsoft Internet Explorer x|

'::?/', Are vou sure you wish bo logout?  Any unsave data will be lost,  Please click Cancel bo go back to screen. Please
oy

click Ok ko continue to lagout,
(04 I Cancel |

You can choose the "Cancel" option to return to the screen to save your data. Or you can choose the
"OK" option to exit the system without saving. Once you exit the system, a confirmation logout screen will
display indicating that you have successfully logged out.

About Case Context

Case Context allows you to keep a case open until you:

e Close out of the case
e Open anew case
e Log out of the system

This feature allows you to keep a case open while you work on other tasks. For example, you can
schedule an event and/or record a payment while still having a case session open.

A "Current Case" component will display at the top of the screen header once you have opened a case. It
opens and closes from a green arrow button and contains a drop-down menu and an "exit case" button.
However, these components only display after you expand the tab.

The drop-down menu contains a list of all the screens that are considered as "within the context of a

case". These are the same items that are listed in the left navigation pane under the "Case" section. This
feature gives you the "in-a-case" function links that are available to you within any screen in the system.

Viewing an Example

The following images are examples of the Case Context shortcut feature and how it can be used.

10
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1. This image shows the Case Context tab displayed at the top of the screen.

Current Ca

2. This next image is an example of how the tab looks when you click on the green arrow button. It
will expand to display a drop-down field and an "Exit Case" button.

EO— | T

Current Case:; 53-2005-00000400 .

3. This last image shows the contents of the drop-down field. Selecting an item from this list will
navigate you to the appropriate screen.

--------- .

Case Sumrmary
Accept e-Filings

Add Filings

Blocked Accounts
Case Calandar Events
iCaze Details
Case File
Case Histary
Case Motes
Case Participants

tails

About Quick Case Search

The Quick Case Search tool provides a direct way to open a specific case based on its case number.
This feature allows you to easily access a case without having to perform a standard case search.

The Quick Case Search fields are located in the top right-hand corner of the screen header. It contains
three case number text boxes, one legacy number text box, and a select button.

Viewing an Example

The following image is an example of the Quick Case Search tool.

©Help  @contactUs @ Llog Out

cas= EEl- ENEE]- I .- (R »
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Entering Case Numbers

The left-most case number text box is defaulted to your 2-digit local court code. This is a display-only
value that you cannot change.

The next case number text box contains a 4-digit year. While this field defaults to the current year, you
can change it so it applies to the case for which you are searching.

The third text box is available for the 8-digit numeric portion of the case number. This field will assume
that there are zeros in front of any entered number that is fewer than eight digits. In other words, "leading
zeros will be automatically included as part of the case number if you do not enter them. For example, if
you enter a case number of "243" into the text box field, the system will read this entered number as
"00000243".

The fourth and final text box is only for Legacy case numbers. Any case that was not converted or
initiated in this system will have a legacy case number. This field will clear the "Legacy #" text label once
you place (click) the mouse cursor in the box.

Selecting the Case

After you enter the case number in the appropriate Quick Case Search fields and click the arrow button,
the system will attempt to retrieve the entered case.

If a case match is found, then the system will navigate you to the "Case Summary" screen for that case. If
the system does not find a match, then it takes you to the "Case Search" screen and displays a "No
Match Found" alert message. You will then have to search for the case using the available search
parameters.

About Current Work Queue

The system uses work queues to help you complete and monitor system events and to-do items. Work
gueues provide a mechanism for accessing tasks that require your attention. Refer to the About System
Work Queues section for details on understanding work queues.

The Current Work Queue feature allows you to navigate directly back to a work queue in which you have
been performing tasks. A "Current WQ" icon will display at the top of the screen header when you begin a

set of tasks from a particular work queue. You can then access this work queue at any point during your
system session.

Viewing an Example

The following image is an example of the Current Work Queue feature.

Current WQ W a Help @ Contact Lls a Log St

Cas EEl- EE] - I . (R b
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Changing the Work Queue Setting

If you want to change this current work queue, then you must navigate to the default Work Queue menu
tab and select a different work queue. The icon will then point to this new work queue instead.

The "Current WQ" icon only displays when you begin a set of tasks, and it turns off or disappears from the
screen when your system session ends.

About Case Task Work Queue

The Case Task Work Queue feature allows you to view and access the work queue tasks that are related
to the case you are currently viewing. This feature is only available when you are in the context of a case.
Refer to the About Case Context part of this topic for details.

Viewing an Example

The image below is an example of the Case Task Work Queue feature. It consists of an orange tab that
displays above the left navigation pane. It also displays the number of open tasks related to that case.

Clicking on the toggle button will display the three most recent work queue tasks, based on the date the
task was sent to the work queue.

<1 apen tasks Caae txthe; J0HW BENZ VT, CORRMEL CHAN r
LEET LR T ] ]
Task Hame Statmy
-Grark I rear i » Mok Panding
Fivmk Prrk Joha GrTentive Aulings - Cose Wanggement® Pending
Hicmbh Filngs SrTencative Auling: - Cipe Mansdement® Pending
L WS Docoranks Werk
SusuE Lt Fare
Case Task Work Queue 4 el
Cisplays AN Tasks Associated with This Case
Inko Work
Work Queus Copspletson Asasgnead
Eulnct Toxk Name HDI.I:II:I Dur Frigrity Comamant To Status
~  Di0 WT PRESERVE - Wi For Testing Bail Relabsd W Calk - -
[ Traak O - DEAL2¢E05 D512/ 305 Hediurn Pendireg
D0 KOT PRESERLE - Wi For Tasting Ball Ralatad ‘W) Calk - .
' Track [11 - 05427005 etk Hrdum Fanding
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G Fam Waiver Qrder - D4 TN 200 DE1-44 200 Hedium et Frogreas
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Accessing the Work Queue Tasks

Clicking on either the tab itself or on the "More" button will take you to the Case Task Work Queue
screen. Refer to the Case Task Work Queue Screen section for details about this screen.

Related Links

Welcome to System Help

About the Case Header

Introduction

The case header displays at the top of the screen when you are performing a task within the context of a
case. As a result, you will see this header on most of the case-related screens.

Case Header Components

The case header contains read-only fields that allow you to quickly identify key characteristics about the
case. The following image is an example of a case header.

Case Header

Case Mumber: XX-¥¥Y¥Y-12345673-cC-TT-LLL @] & [F ] Filing Date: 04/26/2004
Case Title: Doe ws. Doe Case Status: Open
Case Category: Civil Limited Location: Morth Court
Case Type: Unlawful Detainer Judicial Officer: Judge Smith
Case Age: 165 Days Department: MN47
Mext Event Type: Case Management Conference Mext Event Date: 10/10/2004

Case Header Icons

The case header may display a variety of different icons next to the Case Number field. These icons
relate to the case that you are viewing and are meant to alert you to a special attribute of the case. Refer
to the List of Icons section for details on the types of icons that you may see in the header.

Case Header Field Descriptions
The following table contains brief descriptions of the data fields seen in the case header. It also includes

example values and a Yes/No indicator that lets you know if the field requires data to be entered before
information can be saved.



Getting Started

Field Name

Description

Example

Case Number

A unique identification code that is assigned to a case. This is a
read-only value.

XX-YYYY-12345678-
CC-CT-LLL

or 30 characters max.

Filing Date The date when the initial filing document was filed with the 01/15/2005
court. This is a read-only value.

Case Title A brief but formal title that describes the case. The title usually Johnson vs. Smith
identifies the two parties in conflict. This is a read-only value.

Case Status The current status of the case in the system. This is a read-only Open
value.

Case Category The main category of case classification used to identify a case. Probate
This is a read-only value.

Location The court location that has jurisdiction over the case. This is a North Court
read-only value.

Case Type The second level of case classification used to identify a case. Trust Proceedings
This is a read-only value.

Judicial Officer The name of the Judicial Officer that is currently assigned to the Judge Smith
case. This is a read-only value.

Case Age The age of the case. This age is based on when the initial filing 120
document was submitted with the court and is counted in
calendar days. This is a read-only value.

Department The department that will hear the case. This is a read-only 101

value.

Next Event Type

The name of the next expected event that is scheduled for the
case. This is a read-only value.

Case Management
Conference

Next Event Date

10/10/2005

The date when the next expected event scheduled for the case
occurs. This is a read-only value.

Related Links

Welcome to System Help

Available Field Types

Introduction

The input screens used in the system for saving and maintaining court data contain many different fields
and components. Each field is designed to capture specific data in the system.

While this section does not define each of these items, it does provide you with examples of key field
features.

Field Type Examples

The following image provides examples of the field types used in the system.
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Required Fields

The system identifies a required field by placing a red asterisk (*) to its left. You must enter/select the
appropriate data value into a field in order to save or continue with a process.

Primary Search Fields
Fields that have a red caret (") before their names are primary search fields. These types of fields only

display on search screens. Performing a search requires that you enter/select at least one primary search
field or two secondary search fields.

Related Links
Welcome to System Help
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My Court Information

List of Icons

Introduction

The system uses a variety of icons on its screens. These icons may be within a case header, a search
results list, or next to an open entry field, to name a few.

The purpose of these icons is to provide you with a quick way of accessing related information or
recognizing certain attributes or features. Many icons only appear on a screen to indicate that a condition
exists and do not specifically identify who or what is involved. For these icons, you must investigate
further to find the related details.

Icon List and Descriptions

The following table lists the available system icons and provides a brief description of how they may be
used.

Icon Title and Description
Alert!
H| This icon alerts you to a potential issue that is determined by the system. It is usually followed by

red text that explains the warning message, but it could also display next to a field that is causing
the issue/error. This alert usually displays when you are taking an action that the system does not
recommend.

Amended
A This icon indicates that a Case History entry or judgment has been amended on a case.

Appeals
_kl This icon indicates that a case has been classified as an Appellate case.

Archived
H This icon indicates that the case has been archived.

Case Notes
=l This icon indicates that there at least one case note available on the case.

Check

v The system uses this icon to indicate a selection, usually in a table or column. For example, this
check may indicate that an entry is confidential. The context of this icon depends on the screen on
which it is being used.

<Consolidated>, <Coordinated>, or <Related>

This icon indicates that the selected case has been associated with one or more other cases. The
type of association is indicated in the ALT tag (or text you see when you point to an icon).

<Complex Case>, <Exceptional Case>, <Class Action>

ﬂ This icon indicates that a case is an exceptional case. The ALT tag (or text you see when you point
to an icon) will display the one, two, or three attribute titles belonging to the case.

Court Appointed/Appointable
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This icon indicates that the court has specifically appointed a participant or court resource to the
case. This is an attribute of the appointed person/entity.

Discovery Referee
This icon indicates that a discovery referee has been assigned to the case.

it

Disqualified

This icon indicates that a Judicial Officer has been disqualified for assignment to a case by the
request of a case participant. It displays next to a Judicial Officer profile instance, within the context
of a case.

Document Management System (DMS)

This icon is a link to either an image from the Document Management System or a PDF generated
by the system.

Document Not Available
This icon indicates that there is no DMS image available for the selected document.

Document Sealed
This icon indicates that a DMS image has a security level greater than 1.

=

Expired

This icon indicates that a selected clock has a status of “expired” on a case. This categorizes the
clock as “inactive”.

Entered in Error
This icon indicates that a case history/ROA entry was entered in error. It displays below an entry.

E-file
This icon indicates that the case was initiated through an e-filing.

Fees Not Paid

This icon indicates that there are fees due on the case. This may be the initial filing fee or any other
subsequent fee required by the court. It displays in the case header.

Fee Waiver

This icon indicates that a person/entity has applied for an application for waiver of court fees and
costs. This person/entity does not have to pay a portion of the required fees.

e | B2 | B2

First Appearance Fee Paid
This icon indicates that a person/entity has paid the first appearance fee on a new case.

&

<Is Confined> or <Confinement>
This icon indicates that a person/entity is currently confined, such as in jail or prison.

¥

Judicial Officer Notes
This icon indicates that the case has Judicial Officer notes available.

Lead Attorney/Counsel

This icon indicates that the selected attorney is a case participant’s lead attorney. It displays if there
is more than one attorney assigned to the participant.

Be | B

Lead Person

This icon indicates that the selected person/entity has been selected as the lead record of a
merged group of participants (person/entities).

=

Milestone Met
This icon indicates that a milestone on a case has been met within the expected time frame.

Milestone Met Late
This icon indicates that a milestone on a case has been met later than expected.

18
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Milestone Not Met
This icon indicates that a milestone on a case has not been met.

Missing Case File

This icon indicates that a case file volume has been classified as “missing”. It displays in the case
header.

6 | B | E

NSF

This icon indicates that there was at least one NSF payment made on the case at some point
during the case.

e

<Other Case Number>

This icon indicates that the selected participants or case history entries have been copied from
another case as part of a case association (consolidation, coordination or relation).

Pause

in This icon indicates that a selected clock has a status of “paused” on a case. This categorizes the
clock as “active”.
Recall Warrant

H

This icon indicates that the selected warrant has been recalled.

Recusal

This icon indicates that a Judicial Officer has disqualified his/herself for assignment to a case. This
recusal indicator displays next to the Judicial Officer profile instance, within the context of a case.

Security Level

This icon indicates the security level of the case, entry or DMS image. It will display if the security
level is set for greater than “1”, which means that the item has security associated with it.

Security Level - <X>

This icon indicates the security level of the case, entry or DMS image. It will display if the security
level is set for greater than “1”, which means that the item has security associated with it.

Security Risk
This icon indicates that the person/entity has been labeled as a security risk by the court.

(o}

Something has Changed
This icon indicates that a Case History/ROA entry has had some attribute changed.

lo-

Special Needs
This icon indicates that a person/entity has special needs that must be considered by the court.

\J}

Start

This icon indicates that a selected clock has a status of “started” on a case. This categorizes the
clock as “active”.

L]

Stop

This icon indicates that a selected clock has a status of “stopped” on a case. This categorizes the
clock as “inactive”.

Strike

| This icon indicates that a case history/ROA entry was stricken from the case. It displays below an
entry that has a line striking through the text.
Subpoenaed Record

B This icon indicates that the case has (or is associated with) one or more subpoenaed records.
Temporary

T

This icon indicates that the selected [existing] warrant is temporarily issued.
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Related Links

Welcome to System Help

My Court Information

Commonly Used Buttons

Introduction

While the system uses different button features on its screens, many screens share the same buttons.
You will use these buttons to perform various court functions or tasks in the system.

This section is designed to provide you with basic descriptions of some of the most commonly-used
buttons in the system.

List of Common Buttons

The following table lists commonly-used buttons and their related descriptions.

Button Title and Description

Cancel Button

This button provides a way to navigate “back” to the screen from which you came.

This cancel feature follows a set of defined system rules:

e  Screens containing multiple tabs have different tab “views”. Canceling out
of a tab view takes you to the previous screen, not the previous tab.

e  Canceling out of a screen does not save any newly entered data within
the screen fields. This means that you must either choose to save your
changes or cancel without saving.

e  The Cancel button may not display on the following types of screens:
e  Confirmation pages
®  The first page of a wizard (step) process

®  Any page that you access directly from the top menu or a left
navigation pane

e  Screens that have multiple entry points may have Cancel buttons that do
not return you to an originating screen due to the business process
involved. The Cancel button may instead redirect you to the default back
screen, which is usually a type of search screen.

Example: After you add a filing, you are redirected to the Record Issuance
Judgment screen. The Cancel button on this screen will actually navigate
you to the Record Issuance Search screen, and not the Add Filing screen.

Date Picker

N
o
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This button allows you to easily select a past, present, or future date for a date field.
Clicking the button displays a pop-up window containing a month-view calendar,
which defaults to the current date. Clicking a specific day (number) on the calendar
closes the pop-up window and enters the selected date in the field. Refer to the
About the Date Selector Window section for details on using the calendar
picker.

Filter Button

This button narrows the list of results originally retrieved by a pre-determined query
for that screen. The filter criteria that you enter/select acts as a type of search by
limiting the list of available entries or records in order to display only a subset of
those entries that were originally retrieved.

This component is optional for most screens. It provides a helpful way of quickly
narrowing a long list to find a specific record or entry.

Additional Information Icon (+)

This icon displays next to an item to indicate that it has other associated data. When
you place your mouse-cursor over this icon, pop-up text may display.

Reset Button

This button sets the data within the form that you have manually entered or selected
on a screen to their default values as initially rendered. As a result, some of these
fields may be empty (or "deleted") if no default value has been defined.

Save Button

This button saves all entered or selected data to the system database. Depending
on the configuration of the screen, this button may also navigate you to the invoking
screen, which may display a confirmation message.

Save As Button

This button allows you to copy an existing component (entry, record, etc.) in order to
make a new component. Clicking the “Save As” displays the component in an
"update"” or "edit” mode. You must make the necessary changes to this component
in order to make it unique in the system.

Search Button

This button causes the system to display a list of results that match the entered
search criteria. Refer to the Search Feature Overview for details on
performing searches in the system.

Select Button

This button causes the system to take the selected component(s) and apply the
necessary screen functionality to that component. This Select feature may behave
differently, depending on the context in which it is used. For example:

e |t can open a component to display its details in read-only, add, or update
mode.

® |t can take the selected entry and populate a different field or screen with
that data.

You must have chosen at least one entry from the displayed list in order for the
system to access/open the selected component.

Toggle Button

This arrow button “toggles” (displays/hides) a set of fields on the screen. This
component changes the viewing capability for a group of fields that may not be used
as often as those on the rest of the screen.

The fields are hidden from view when the tip of the triangle is pointing down.
Clicking on the button displays these fields and changes the direction of the triangle
to point upwards. Any data entered into these fields will be saved even if you hide
them from view again.

Quick Case Search Button
This arrow button allows you to perform a quick case search in the system.
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Related Links
Welcome to System Help

About the Date Selector Window

Introduction

The date selector window is available on screens where there is a date field. This option allows you to
quickly select a past, present, or future date.
Date Selector Window Features

When you click on a date picker button ( BEl ), a pop-up window containing a month-view calendar will
display. The image below is an example of a date selector pop-up window.

) Calendar - Microsoft I
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iR
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24 25 |68 27 |28 (29 30
B 2 B k5 B

This window displays the current date by default. If a date has already been selected (there is a date
already listed in the date field), then the Date Selector will open to that date with the specified day
formatted instead of the current date.

Selecting Months/Years
The top of the window displays a title containing the month and year for this calendar. The "Y" arrow
buttons allow you to choose a past or future year. The "M" arrow buttons allow you to choose a past or

future month. When you click on any of these buttons, the window will update the month/year title as
appropriate.

Selecting a Date

The current day is formatted as red, bold text. Clicking on a day date will select the highlighted date and
close the date selector window. The selected date will then display in the appropriate date field.
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Otherwise, you can click the "X" button in the top right-hand corner of the window to close the window

without selecting a date.

Related Links

Welcome to System Help

About System Sessions

Introduction

A session is opened when you log into the system and closes when you exit or log out of the system.

The following bullet points define the rules involved with opening, using, and maintaining system

sessions.

e Using the keyboard keystroke "Control+N" to open a new window using the same session will
have unpredictable results in the case context. This is NOT recommended.
The "Control+N" shortcut is the same as following the menu path within the browser
window. Do not use these features to control your sessions.

File Edit Wiew Favorites Tools  Help

Mew WWindow Chrl+M
Qper. .. i »
Edit ' estsage
Save Zhrl+5 o=
Conktack
Save s,
Inkernet Call
Page Setup...
Prink. .. Ckrl+P

Primk Presview. ..

Send

Import and Expart, ..

Properties
Wiark OFfline
Close

e The system will allow you to open a new browser and re-log in with the same username. This will
create two separate sessions (with two separate case contexts), so you can work on two different
cases at the same time.

You can open a new browser window by using any of the following three processes:
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o0 Click the £ button located on your task bar.

0 Double-click the o button located on your desktop.
o Follow the path: Start (button) > Programs > Internet Explorer.

¢ If you and another user are requesting to edit the same information (or the same version of the
data from the system database), then whomever first saves the changes to the database will
have these changes reflected. The other person will receive a error message that says
"Concurrency Error - The data you are trying to update has changed, please retrieve the latest
data and try again."

Related Links

Welcome to System Help

About System Reports

Introduction

A report is a compiled list of information pertaining to a specific function.

Reports In The System

The system provides two ways for you to generate/view/print reports:

e Within a business process — In-process reports are reports that are generated, viewed, and
printed inside of a business process. At this time, the system contains only a handful of in-
process reports.

e Outside of a business process — Out-of-process reports are reports that are generated, viewed,
and printed outside of a system process. At this time, the system contains about 60 out-of-
process reports.

Custom Reports

The system does not provide functionality to create, generate, view, or print custom reports. However,
you can create compatible custom reports using Crystal Enterprise™. Refer to the Technical Architecture
Design document for more information.

Related Links

Welcome to System Help
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Manage Out-of-Process Reports Overview
|
About System Work Queues

Introduction

A work queue is simply a group of identical tasks, for different cases, that require completion.

For example, all tasks in the "Update Case Title" work queue require an identical action—changing of a
case title. However, the cases requiring a title change are different.

Purpose

The purpose of a work queue is to help complete a "process" in a timely manner.

For example, if a process requires the completion of four tasks, then it may have three work queues (A, B,
and C) supporting it. The full "process" would be as follows:

After the initiation task:

e Work queue A would have one task, the first task required after the initiation task.
e The other two work queues (B and C) would be empty.

After completion of the task in work queue A:

e Work queues A and C would be empty.
e Work queue B would have one task, the second task required after the initiation task.

After completion of the task in work queue B:

e Work queues A and B would be empty.
e Work queue C would have one task, the third task required after the initiation task.

After the completion of the task in work queue C:

e The process is complete.

e Work queues A, B, and C would be empty of any tasks related to the recently completed
process.

Court-Specific Processes

Since each court has a number of tasks that do not easily conform to a standardized process flow, work
gueue set up cannot be completely automated in the system. Even though the system provides
functionality to set up work queues, the underlying business processes that causes tasks to end up in
certain work queues is the responsibility of the court to define and the local administrator to set up.
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Work Queue "Types"

Each work queue ties to only one type of unit of work (UOW):

e Bail Bonds

e Case

e Event

o Fee

e Filings

e E-filings

e Forms

e Participant
e Payment

The work queue description provides users of the work queue with the information they require to
complete the work queue tasks. For example, if a "case" work queue has a description of "Update Case
Title," the users assigned to that work queue know that they will be directed to the screen that enables
them to change the title of case.

DMS Documents work queue

Although the DMS Documents work queue looks and operates like any other work queue, it is a "fixed"
work queue designed to support linking of stranded documents in the document management system to
case filings or exhibits. The term "fixed" is used because the DMS Documents work queue cannot be
created/updated/deleted using the functionality designed to create/update/delete work queues.

Related Links
Welcome to System Help
Configure Work Queues Overview

Complete Work Queue Tasks Overview

My Court Information

About Keyboard Shortcuts or "Quick Keys"

Introduction

The system has keyboard shortcut features or "quick keys" available for you to quickly navigate to a
specific screen.

N
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Top Menu Shortcuts

Getting Started

The top menu uses quick keys that include the "Alt" key plus a letter for accessing the selected menu.
You must then press the Enter key on the keyboard to complete the shortcut command. You can
recognize the appropriate shortcut command by the underlined letter of a top menu navigation item. The

following table provides you with the available top menu navigation shortcuts.

Menu Menu Name Shortcut Command
Case Alt + C, then press Enter
Accounting Accounting Alt + A, then press Enter
Calendar Alt + D, then press Enter
Courtroom Courtroom Alt + U, then press Enter
Dizpaosition Disposition Alt + S, then press Enter

Judicial Officers

Judicial Officers

Alt + J, then press Enter

PersonsEntity Person/Entity Alt + P, then press Enter
Reports Reports Alt + R, then press Enter
Forrns Forms Alt + F, then press Enter
Admin Alt + M, then press Enter
Work Queue Work Queue Alt + Q, then press Enter

Tab Item Shortcuts

Tab items within screens are counted from left to right. As a result, you can use the "Alt" key plus a "1",
"2", etc. depending on the tab you want to access. For example, in the following image you would use the
"Alt"+"1" (plus Enter key) to open the General Information tab, an "Alt"+"2" (plus Enter key) to open the
Associations tab, an "Alt"+"3" (plus Enter key) to open the Position Information tab, and an "Alt"+"4" (plus

Enter key) to open the Additional Information tab.
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Button Shortcuts

Dark blue buttons on the screen use the keyboard shortcut of "Alt"+"V", and then you must press the
Enter key. In the above screen capture, this type of shortcut would apply to the "Save" button.

However, white buttons on the screen, such as the "Cancel" button, use the shortcut keystroke of
"Alt"+"X" and then the Enter key.

Field Navigation Shortcuts

The system uses standard Windows keystrokes to move between fields on a screen. This means that you
can press the Tab key on your keyboard to navigate from one field to another, in a left-to-right direction.

You can also use the keyboard shortcut "Shift"+"Tab" to move between fields in a right-to-left direction.

Related Links

Welcome to System Help

My Court Information

Special Characters Supported

Introduction

The following tables identify the special characters supported by the system in text entry boxes.

N
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Editing Characters

Character

Description

Paragraph Sign

Punctuation Characters

Character Description
Acute Accent
§ Section Sign

Double Left Quote

Round Solid Bullet

Right Quote

Law Characters

Character Description
™ Trademark
® Registered Mark
© Copyright Symbol

Math Characters

Character

Description

Multiplication Sign

Division Sign

Ya

One Quarter

Ya

One Half

EZ

Three Quarter

Cent

Getting Started
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Dollar

Letter Characters

Character

Description

Capital A, Grave

> | >

Capital A, Acute

>

Capital A, Circumflex

Capital A, Tilde

Capital A, Umlaut

Capital A, Ring

capital ae

Capital C, Cedilla

Capital E, Grave

m|m O m|| > > >

Capital E, Acute

Capital E, Circumflex

m: | m

Capital E, Umlaut

Capital I, Grave

Capital I, Acute

Capital I, Circumflex

Capital I, Umlaut

V)

Capital Eth, Icelandic

Capital N, Tilde

Capital O, Grave

O| O 2

Capital O, Acute

O

Capital O, Circumflex

Capital O, Tilde

Capital O, Umlaut

Capital O, Slash

Capital U, Grave

[y el O e Ne

Capital U, Acute

Capital U, Circumflex

Capital U, Umlaut

Capital Y, Acute

Capital Thorn, Icelandic

RIT ||| O

Small Sharp S
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a Small A, Grave

a Small A, Acute

a Small A, Circumflex
a Small A, Tilde

a Small A, Umlaut

a Small A, Ring

& Small ae

G Small C, Cedilla

e Small E, Grave

é Small E, Acute

é Small E, Circumflex
é Small E, Umlaut

i Small I, Grave

i Small I, Acute

1 Small I, Circumflex

T Small I, Umlaut

o] Small Eth, Icelandic
f Small N, Tilde

0 Small O, Grave

o} Small O, Acute

(o] Small O, Circumflex
0 Small O, Tilde

o} Small O, Umlaut

[ Small O, Slash

u Small U, Grave

a Small U, Acute

a Small U, Circumflex
u Small U, Umlaut

y Small Y, Acute

b Small Thorn, Icelandic
y Small Y, Umlaut

Getting Started

Related Links

Welcome to System Help

____________________________________________________________________________________________________]
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Search Feature Overview

Introduction

When performing a system task, you will often begin on a page that allows you to search for data needed
to perform the task.

This section provides you with information and tips about how you can quickly search for and access the
data that you need.

Example

Search screens share a similar format and layout throughout the system. However, the fields on each
screen will be different, depending on the type of search the screen is designed for.

The following image is an example of the Person/Entity Search screen before a search is performed.
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Advanced Search Option

When you access a "search” page, you usually see the most commonly-used search fields near the top of
the screen. However, if you click the Advanced Search toggle button, the screen will refresh and display
additional search fields.

The following image shows examples of advanced search fields available on the Person/Entity Search
screen.
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Performing a Search

When you perform a search, you are requesting to view records that are stored in the system. The system
will only retrieve those records that match the search criteria that you provide. This means that the data
entered in search fields controls the number of records that the system will list in the results. The more
search fields that you use, the more control you have over the records returned.

For example, if you search for a person/entity named "John Smith", you may get several "John Smith"

profile records returned in the results list. However, if you search for "John Mark Smith", fewer records
will be returned and you will have a greater likelihood of finding the match you need.

Primary and Secondary Search Fields and Search Constraints

Since the system contains thousands of records, it has been designed to prevent you from accidentally
requesting all records when performing a search.

Fields that have a red caret (") before their names are primary search fields. These search criteria can be
used alone or with other fields when performing a search. For example, a Case Number is a primary
search field that will return only an exact match.

All other fields are secondary fields. A secondary field requires at least one other secondary field to be
populated in order for the search to function.

Required Fields

Fields that have a red asterisk (*) are required fields. The system will not perform a search unless you
enter appropriate values in all of the required search fields.

Returned Records

When you perform a search, the system will return no more than 100 matching records, or 50 records per
screen. This is the default display setting, which is configured per screen. If you cannot find the records
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that you are searching for, try using more search fields in order to limit the number of records returned to
you.

Sort Order

The order in which records are returned as part of the search results is built-in to the system's dynamic
search feature. In general, the default sort order is ascending based on the left-most column. However,
based on screen functionality, the default sort order may also be reverse chronological order for dates.
Some screens support other ascending/descending sort orders based on certain column headings.
Clicking on one of these headings will re-sort the results in that column in an ascending order.

Entering Data - Exact Matches, Case Sensitivity, Drop-downs, and Dates

The system uses a non-case sensitive search to find records matching the search criteria that you
entered. These are exact matches. List boxes do not allow you to enter data. As its name suggests, you
must select from a list of provided values. You can enter dates using the MM/DD/YYYY format, or you
can click the Date Picker icon to view and select dates from a pop-up calendar. Refer to the Commonly
Used Buttons and About the Date Selector Window sections for details on selecting and entering dates.

Entering Data - Special Search Options

If you have difficultly finding a match, try using one of the following search options:

e Asterisk Wildcards
e Question Mark Wildcards
e "Sounds Like" Feature

Asterisk* Wildcards

Asterisk wildcards allow you to find records that have the same beginning letters/numbers, the same
ending letters/numbers, or a run of the same letters/numbers in the middle of a word. If you do not use a
wildcard in a word search, then the system will only return records that are an exact match. Refer to the
following examples:

e Entering Sm* in the Last Name data field returns all last names beginning with “Sm.”

e Entering *anders in the Last Name data field returns all last names ending with “anders,” such as
Flanders, Sanders, etc.

e Entering J*son in the Last Name data field returns all last names beginning with “J” and ending
with “son,” such as Johnson, Johanson, Jefferson, etc.

When using asterisk wildcards, you must enter at least two letter/number combinations, such as “Sm,”
“St,” etc. An entry of “S*” would not return any records. In addition, you cannot use asterisk wildcards if
the information you are searching for requires you to use something other than a letter or a number in
your search. An entry of “S+” would not return any records.

Wildcard searches work only on fields that are designated for:

e First Name
e Middle Name
e Last Name
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e Entity Name
e Organization Name

Question Mark Wildcards

Question Mark wild cards are similar to asterisk wildcards except that they represent a single
letter/number instead of a run of letters/numbers. For example, entering "Sm?th" in the Last Name data
field returns all last names that begin with “Sm,” end with “th,” and have a single letter/number in
between, such as “Smith" or "Smyth," etc.

If you use an asterisk wildcard instead of a question mark wildcard, you will also get records that have
more than one letter/number in the middle, such as “Smeath.”

"Sounds Like" Feature

The “sounds like” feature allows you to find records based upon how a hame sounds. For example, if you
have this option selected, searching for the last name of "Higareda" may include the last names of
"Egareda” or "lgareda” in the search results.

The "sounds like" feature is only available for person/entity names. When activated for a person, the
system compares entries for the person's first, middle, and last names.

You can apply the "sounds like" feature to your search by checking the "sounds like" checkbox. However,
this option is not available for every search screen.

Understanding the Difference Between Search and Filter

The Search and Filter utilities both retrieve information from the system database. The difference
between these two functions is the base information from which you can select for the search or filter.

For instance, unlike a "normal” search, a filtered search operates based on additional configuration. A
normal search for a person allows you to search for any possible name. On the other hand, searching

work queues assigned to different court-employed people is a type of filtered search, which is based upon
a list of names already provided through the work queue configuration.

Task Activities

Performing searches includes the following task activity:
e Sample Search

Additional Resources

Other items related to this overview include the following:

e Business Rules
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Initiate Cases

Initiate Cases Overview

Introduction
Initiating a case creates and saves a case in the system.

Starting a Case

Case initiation begins when you submit an initial case filing with the Court. This filing may come from the
mail, front counter, E-filing or Kiosk.

Depending on how you receive this filing document, you will either manually complete the case data
entries or allow the system to process the case. Refer to the E-Filing section for details on the automatic
initiation process.

Entering Case Information

The case category and case type that you select will determine the field requirements and system
validations for the case.

In addition, some of the case initiation information may be pre-populated if the process begins from an E-
filing or kiosk submission, or the transformation of a pseudo case.

Assigning Case Numbers

You must indicate your case number assignment preference. You may choose to manually enter the case
number or have the system automatically generate a number. If you manually provide a case number, the
system must check the number format and availability. A number may be unavailable if another case
already has this number or the number has been retired.

Another option is to assign a reserved case number. You may use this assignment only if a reserved case
number block has been set up for the selected case category, case type, and location. Refer to the
Maintain Case Numbers section for details on reserving case numbers in the system.

Adding Case Participants
The case initiation process allows you to add participants on the case and designate their roles.

There are different ways to add a case participant to a case. One way is to directly enter a name into the
case participant fields. If you believe that a person/entity may already be in the system, you can also

select a person/entity record from either the Person/Entity search results or from the Frequent Filers List.
Refer to the Manage Person/Entity Information section for details on searching for person/entity profiles.

You can add more participants through case filings once the case exists in the system. Refer to the
Maintain Case Filings section for details on creating case filings.

If you add an attorney to the case during this process, the system will automatically associate this
attorney with the Plaintiffs/Petitioners on the case. Since the attorney may have been incorrectly
associated with some of the Plaintiffs/Petitioners, you must check and/or correct the participant
associations created by the system after the case initiates. Refer to the Manage Case Participants
section for details on updating case participant associations.
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Checking for Vexatious Litigants

You may choose to check the entered [plaintiff] participants against the Vexatious Litigant List. This check
indicates whether the Court has labeled these participants as vexatious litigants. However, you may only
perform this check if the filer is self represented.

If the system finds a matching person/entity name, then the Vexatious Litigants - List screen will display
with the matching entry highlighted. Otherwise, the Initiate Case screen will refresh and no changes will
occur. Refer to the Manage Vexatious Litigants section for details on maintaining vexatious litigant
entries.

Entering Payor Information and NSF Lookup

You may collect payor information for use against case related fees, such as for the initial case filing fee.
You can also create additional case fees and record fee payments based on other filings received during
the initiation process. This information is kept separate from the participant data since a payor may not be
a case participant.

The system uses these entries to verify whether the Non-Sufficient Funds List contains the payor (or
account) information for a check payment. Refer to the Maintain NSF List section for details on accessing
and maintaining the Non-Sufficient Funds List in the system.

Associating Filings
The case initiation process allows you to record additional filings that come in at case initiation.

The system displays a list of filings that usually accompany the case initiation filing. For example, a filer
may submit the Civil Case Cover Sheet with the complaint. This list allows you to easily record those
filings on the case. These filings are not required but are meant to provide a "check list" of usual case
initiation filings.

The system will create a filing on the case for each filing that you select. It will also create an association
between each selected document and the filer of the initial case filing. Refer to the Maintain Case Filings
section for details on creating case filings.

Selecting a Case Track

You should assign a case track to the case. The track helps Courts to check the progress of the case,
based on the selected case category and case type.

The system will automatically assign a track to the case if a track has been established as the default for
the case category/case type combination. Refer to the Configure Case Tracks section for details on
creating tracks.

Saving a Case as a Draft

You must complete at least the following seven fields in order to successfully initiate a case: (1) Case
Category, (2) Case Type, (3) Filing Document, (4) Case Number, (5) Case Title, (6) a participant Last
Name or Name, and (7) the participant Role.

If you do not have enough information to complete these items, then you may choose to save the entered
case data as a pseudo case. This alternative to rejecting case data allows you to update and convert the
"incomplete” case at a later time. Refer to the Manage Pseudo Cases section for details on saving and
accessing a pseudo case.
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Recording Payments

Based on Court configuration, the payment screen may or may not display. This screen allows some
Courts to maintain a separation of duties between the front counter clerk and the cashier.

If the screen is configured to display, then you can record a payment against fees that are associated with
the filed documents. If there are no due fees (possibly due to a fee waiver), then the system will skip the
Record Payment screen. Refer to the Record Payments task activity for details on taking payments during
case initiation.

Assigning Judicial Officers/Departments

The case initiation process allows you to assign a Judicial Officer or department to the case. The system
will recommend a resource to the case based on configured assignment rules and resource availability.
You may then either accept the proposed resource or select a different resource.

If the system finds conflicts with your selection, then you are responsible for correcting these issues after
saving the assignment.

If there are no assignment rules configured for your Court's resources, or the rule does not include the
"Auto Assign at Case Initiation" attribute, then the system will not recommend a resource. Refer to the
Manage Resource Assignments and Configure Case Assignment Rules sections for details on resource
assignments.

Scheduling Case Events

You have the option of scheduling the first event on the case during the initiation process. If you have
assigned a Judicial Officer/Department resource to the case, then the system will recommend three
available dates for the case event. You may then select one of these dates or choose another set of
dates.

Selecting a new date requires that you use the monthly calendar view for a specific Judicial
Officer/Department. You can also specify the day on which the event should be scheduled.

If the filing party made a reservation on the Court calendar prior to case initiation, then you can enter the
reservation number and confirm the case reservation. Refer to the Schedule/Reserve Calendar Events
section for details on the scheduling processes.

Generating and Printing Forms and Notices

You can also generate the case initiation forms appropriate to the new case. By selecting the "Print Case
Initiation Forms" option, the system will generate the initiation forms related to the case. These forms then
become available from the Generate Forms/Notices tab. At this point, you can choose to send the forms
to a printer.

Saving a Complete Case

Before you finish and save the case, you must indicate whether the case initiation process is complete.
While the case is already created in the system at this point, marking the case as complete will list it in the
public index.

If you do not select the "Is Case Initiation Complete" option, then the system sends the case to the
"Cases Pending Back-Office Processing" work queue for further processing. This work queue reminds
you that the case requires additional data entry. You may then finish the case initiation process for this
case at a later time. Refer to the Work Queues section for details on this work queue.
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Viewing Case Details

After a case successfully initiates, you can view the existing case details from the Register of Actions
(ROA) or the Case Details. You can also perform a case search to access the case.

Refer to the Maintain Case Information section for details on searching for, accessing, and updating case
data.

Task Activities
Initiating cases includes the following task activities:

e [|nitiate Limited Civil Cases

e |nitiate Unlimited Civil Cases

e Initiate Probate Cases

e [|nitiate Small Claims Cases
Additional Resources

Other items related to this overview include the following:

e Business Rules
e Forms/Notices/Reports

Related Links
Initiate Case Screen
Initiate Case - Record Payment Screen

Initiate Case - Summary Screen

My Court Information

Initiate Limited Civil Cases

Introduction

This process creates a limited civil case in the system. Limited civil cases are used, for example, within
the Jurisdiction of the Limited Jurisdiction to get property back or to force someone to complete a
contract.

Only Limited Civil - Unlawful Detainer cases are automatically sealed after you save the case.

Viewing Case Initiation Screens

Courts may configure certain case initiation screens to display or not display. The following activity
assumes that the case initiation screens will display during this process.
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Task Activity

Perform the following steps to initiate a limited civil case.

1. Select[Case] > [Initiate Case].
Result: The Initiate Case screen displays.
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2. Select Limited Civil for the Case Category field value.
3. Enter/Select data for the following required fields:

4. Case Type

5. Filing Date

6. Filing Document
7. Case Number
8. Case Title

The Filing Date defaults to the current date.
If you manually enter a case number, this number must be available and in the correct

format. The system will attach the appropriate county code and year automatically to this
number.
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If you click the [Get Reserved Case Number] link, then the system will automatically
enter the next available reserved number based on the selected category/case type.

4. Enter/Select data for the other necessary fields in the header section.
5. Enter/Select data for the following Participant fields:

6. Last Name or Name
7. Role
The “name” fields depend on the selected Category value.

You may either enter a name directly into the participant name fields or select a
person/entity to add to the case. You must provide at least one participant. The system uses
the first participant and role as the primary participant and role for the case initiation file.
Follow Steps 6-10 to search for an existing person/entity name.

Follow Steps 11-13 to select a person/entity from the Frequent Filers List.

Skip to Step 14 if you entered a name directly.

6. Click the [Search for Existing Person/Entity] link.
Result: The screen refreshes and displays the person/entity search fields.
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Enter/Select data for the appropriate search parameter fields.
Refer to the Search Person/Entity Profiles task activity for details on performing this search.

Click the [Search] button.
Result: The screen refreshes with the search results.
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9. Select the radio button for the person/entity to add as a case participant.



10. Click the [Select] button.
Result: The screen refreshes. The selected person/entity data now displays in the participant
fields.

The Case Section

B Sortectis

BHalp [ TETT-IT
i Gabecr [ - EEEED - I - ETTC See

adr b Qusis Bugurt 17, 2004
s
Case ¥ tele
B0 B Initiata Casa
dppusly
dyryodetn Carary _
Baich Gaws Hirtzry Erbri “Case Category: | = | Burisdcian el mmssust: | | *Filing Baten [Eriiraone
Cirarandate Carar “Case Type: | | M momriby Leust | S
siak . “Filing Do-ommmeat | =] oamer |
Inkizka Lagacy < ern RS oo est Key: | D5 Dot 10:
Inkiska Praude Saza pacumant Sacurte: [ =]
Hairksin Rarersed Cana
- ZIP Code: | Lecatioe: | =l
D *Case Numberl & muomatic T Maruat [ - - Giet Rageryed Cxpe Mumber
R enards Managerrsnt *Come TRbel & mpmstio T Wanual |
Saanch Braudy S o ks _-I
TRNEMF Sasdas
Upduebe &hcha j
Yarakiour Ligants Lik
e R paricipants ¢ Ad@tional Case Information
Wil Erbatn Blanz
Participants Case Indarmation
Catonery: First Mame; Fiddle Manse; *Lasi Mames Suffin; *Rales
[Paaen = | I [ M= T =] taece e
Cabegerys * rhanes| * Pl
Ilnlﬂ, ;I I I ;I More Info
Catugery: First Hamn: Middis Hanme: “Lant Mamez Suffin:  *Rales
| Paraen ;l | I I_LI I ll Core Indo
zheck far Wex atios Litgants add HMprs Particpsts
¥ NSF Lockup
Fisl
Cancal | [[Rme | sen mon | [

11. Click the [Select Frequent Filer] link to choose a person/entity from the Frequent Filers List.
Result: The Frequent Filers screen displays. This list contains the frequent filers that belong to
the selected case category and Court location.

Person/Entity
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Home: 29637 Sunset Or, Bekarsfiskd, Co 93310 Watra il Unlrmibsd
SEkt

12. Select the radio button for the person/entity to add as a case participant.
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13. Click the [Select] button.
Result: The Initiate Case screen re-displays. The selected person/entity data now displays in the

participant fields.
Follow Step 14 to check for vexatious litigant filers if it is a pro per case.

Case F hele
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14. Click the [Check for Vexatious Litigants] button.
Result: If the system finds a vexatious litigant match, then the Vexatious Litigants — List screen
will display with the matching entry highlighted. You may choose to reject the case at this point.
Otherwise, the screen will refresh with no changes.
Follow Steps 15-16 to enter payor information.

15. Click the [NSF Lookup] link.
Result: The screen refreshes and displays the payor fields.
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16. Enter/Select data for the necessary fields.
The system will perform the NSF Check if the payment method is "Check." This check
occurs when you save the case data.

17. Select the [Case Information] tab.
Result: The Case Information tab highlights and displays additional case detail fields.
This screen will display different fields depending on the selected case category and case
type.
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18. Enter/Select data for the necessary fields.

19. Click the [Next] button.
Result: The Initiate Case — Record Payment screen displays. The entered payor information
populates the appropriate fields.
This screen will only display if there are fees due on the case. Skip to Step 21 if clicking the
[Next] button instead takes you to the Initiate Case - Summary screen.
The case header also displays with some of the entered case values, including the case
number and case title. At this point, the case is created in the system but is not complete.
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The Case Section
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20. Enter/Select data for the necessary fields.
Refer to the Record Payments task activity for details on this process.
21. Click the [Save] button.

Result: The Initiate Case — Summary screen displays with the Officer/Department tab highlighted.
Follow Steps 22-23 to assign a Judicial Officer/Department to the case.

3 Follow Steps 24-26 to schedule the first event on the case.

Follow Steps 27-30 to print the case initiation forms and notices.
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22. Enter/Select data for the necessary fields.
The system will recommend a resource based on configured assignment rules. You may
select a (different) resource from the Assigned Resource field, if necessary.

23. Click the [Save] button.
Result: The screen refreshes.
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24. Click the [Scheduling] tab.
Result: The Scheduling tab highlights and displays calendar-related fields.
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25. Enter/Select data for the necessary fields.
Refer to the Schedule/Reserve Calendar Events section for details on scheduling the first

case event.

26. Click the [Schedule/Reserve] button.

Result: The screen refreshes.
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27. Click the [Generate Forms/Notices] tab.
Result: The Generate Forms/Notices tab highlights.
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28. Click the [Print Case Initiation Forms] button.
Result: The screen refreshes and displays the appropriate case initiation forms in this tab.
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29. Select the checkboxes for the forms/notices to send to the printer.
30. Click the [Print] button.
31. Select the [Is Case Initiation Complete?] checkbox.

If you do not select this checkbox, the case will be sent to a work queue.

32. Click the [Finish & Save] button.

Result: The screen refreshes with a confirmation message. The case is saved in the system.
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Related Links

Initiate Cases Overview

Initiate Case Screen

Frequent Filers Screen

Initiate Case - Record Payment Screen

Initiate Case - Summary Screen

My Court Information

Initiate Probate Cases

Introduction

This process creates a probate case in the system. These cases handle wills, estates, conservatorships,
and guardianships.

Assigning Probate Investigators

For Conservatorship cases and Guardianship cases involving an estate, the system (depending on your
configuration) will recommend a Probate Investigator to assign to the case upon scheduling. This



The Case Section

recommendation is based on the zip code specified for the case. You can choose to override this
assignment and select another investigator, or you can choose not to assign an investigator.

Fiduciary Confirmation

The system determines whether the proposed conservator, guardian, or trustee has been appointed for
two or more unrelated Case Subjects. If so, then the system will confirm that the proposed conservator,
guardian or trustee is registered as Private Profession Fiduciary at both the county and state level.

Viewing Case Initiation Screens

Courts may configure certain case initiation screens to display or not display. The following activity
assumes that the case initiation screens will display during this process.

Task Activity

Perform the following steps to initiate a probate case.

1. Select[Case] > [Initiate Case].
Result: The Initiate Case screen displays.
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2. Select Probate for the Case Category field value.
3. Enter/Select data for the following required fields:
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Case Type

Filing Date

Filing Document

Case Number

. Case Title

The Filing Date defaults to the current date.

© N Ok

If you manually enter a case number, this number must be available and in the correct
format. The system will attach the appropriate county code and year automatically to this
number.

If you click the [Get Reserved Case Number] link, then the system will automatically
enter the next available reserved number based on the selected category/case type.

4. Enter/Select data for the other necessary fields in the header section.
5. Enter/Select data for the following Participant fields:

6. Last Name or Name
7. Role
The “name” fields depend on the selected Category value.

You may either enter a name directly into the participant name fields or select a
person/entity to add to the case. You must provide at least one participant.

Follow Steps 6-10 to search for an existing person/entity name.
Follow Steps 11-13 to select a person/entity from the Frequent Filers List.
Skip to Step 14 if you entered a name directly.

6. Click the [Search for Existing Person/Entity] link.
Result: The screen refreshes and displays the person/entity search fields.
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Enter/Select data for the appropriate search parameter fields.
Refer to the Search Person/Entity Profiles task activity for details on performing this search.

Click the [Search] button.
Result: The screen refreshes with the search results.
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9. Select the radio button for the person/entity to add as a case participant.



10. Click the [Select] button.
Result: The screen refreshes. The selected person/entity data now displays in the participant
fields.
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11. Click the [Select Frequent Filer] link to choose a person/entity from the Frequent Filers List.
Result: The Frequent Filers screen displays. This list contains the frequent filers that belong to
the selected case category and Court location.
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12. Select the radio button for the person/entity to add as a case participant.
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13. Click the [Select] button.
Result: The Initiate Case screen re-displays. The selected person/entity data now displays in the
participant fields.
Follow Steps 14-15 to enter payor information.
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14. Click the [NSF Lookup] link.
Result: The screen refreshes and displays the payor fields.
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15. Enter/Select data for the necessary fields.
The system will perform the NSF Check if the payment method is "Check." This check
occurs when you save the case data.

16. Select the [Case Information] tab.
Result: The Case Information tab highlights and displays additional case detail fields.
This screen will display different fields depending on the selected case category and case
type.
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17. Enter/Select data for the necessary fields.

18. Click the [Next] button.
Result: The Initiate Case — Record Payment screen displays. The entered payor information
populates the appropriate fields.
This screen will only display if there are fees due on the case. Skip to Step 20 if clicking the
[Next] button instead takes you to the Initiate Case - Summary screen.
The case header also displays with some of the entered case values, including the case
number and case title. At this point, the case is created in the system but is not complete.
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19. Enter/Select data for the necessary fields.
Refer to the Record Payments task activity for details on this process.
20. Click the [Save] button.

Result: The Initiate Case — Summary screen displays with the Officer/Department tab highlighted.
Follow Steps 21-22 to assign a Judicial Officer/Department to the case.

3 Follow Steps 23-25 to schedule the first event on the case.

Follow Steps 26-29 to print the case initiation forms and notices.
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21. Enter/Select data for the necessary fields.
The system will recommend a resource based on configured assignment rules. You may
select a (different) resource from the Assigned Resource field, if necessary.

22. Click the [Save] button.
Result: The screen refreshes.
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23. Click the [Scheduling] tab.
Result: The Scheduling tab highlights and displays calendar-related fields.
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24. Enter/Select data for the necessary fields.
Refer to the Schedule/Reserve Calendar Events section for details on scheduling the first

case event.

25. Click the [Schedule/Reserve] button.

Result: The screen refreshes.
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26. Click the [Generate Forms/Notices] tab.
Result: The Generate Forms/Notices tab highlights.
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27. Click the [Print Case Initiation Forms] button.
Result: The screen refreshes and displays the appropriate case initiation forms in this tab.
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28. Select the checkboxes for the forms/notices to send to the printer.
29. Click the [Print] button.
30. Select the [Is Case Initiation Complete?] checkbox.

If you do not select this checkbox, the case will be sent to a work queue.

31. Click the [Finish & Save] button.

Result: The screen refreshes with a confirmation message. The case is saved in the system.
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Related Links

Initiate Cases Overview

Initiate Case Screen

Frequent Filers Screen

Initiate Case - Record Payment Screen

Initiate Case - Summary Screen

My Court Information

Initiate Small Claims Cases

Introduction

This process creates a small claims case in the system.

Venue Confirmation

The system determines (based on the acceptable venue locations by zip code) whether the proposed
venue identified by the Filing Party is acceptable. This determination is based on the zip code (identified

in the Plaintiff's claim). When a zip code is provided for a case category/type other than those listed
above, the location will default based on the local court rules.
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Viewing Case Initiation Screens

Courts may configure certain case initiation screens to display or not display. The following activity
assumes that the case initiation screens will display during this process.

Task Activity
Perform the following steps to initiate a small claims case.

1. Select[Case] > [Initiate Case].
Result: The Initiate Case screen displays.
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2. Select Small Claims for the Case Category field value.
3. Enter/Select data for the following required fields:

4. Case Type

Filing Date

Filing Document

Location

Case Number

. Case Title

The Filing Date defaults to the current date.

© N g
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If you manually enter a case number, this number must be available and in the correct
format. The system will attach the appropriate county code and year automatically to this
number.

If you click the [Get Reserved Case Number] link, then the system will automatically
enter the next available reserved number based on the selected category/case type.

4. Enter/Select data for the other necessary fields in the header section.
5. Enter/Select data for the following Participant fields:

6. Last Name or Name
7. Role
The "name" fields depend on the selected Category value.

You may either enter a name directly into the participant name fields or select a
person/entity to add to the case. You must provide at least one participant.

Follow Steps 6-10 to search for an existing person/entity name.
Follow Steps 11-13 to select a person/entity from the Frequent Filers List.

Skip to Step 14 if you entered a name directly.

6. Click the [Search for Existing Person/Entity] link.
Result: The screen refreshes and displays the person/entity search fields.
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Enter/Select data for the appropriate search parameter fields.
Refer to the Search Person/Entity Profiles task activity for details on performing this search.

Click the [Search] button.
Result: The screen refreshes with the search results.
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9. Select the radio button for the person/entity to add as a case participant.



10. Click the [Select] button.
Result: The screen refreshes. The selected person/entity data now displays in the participant
fields.
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11. Click the [Select Frequent Filer] link to choose a person/entity from the Frequent Filers List.
Result: The Frequent Filers screen displays. This list contains the frequent filers that belong to
the selected case category and Court location.
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Fraquant Fllers

Baraan/Eriity Samch

Hanags Judidal e EMS L Hursher

Hamnu
i sy LER Sni o 1EmEs? H Cwga.lamas
i Se4zILE Caa, Janathsen
¢ 100E5a0 Loa, John

Augart 13, 3004
i
Addross Locatisn Ladmanry
Home: 11563 Brook Pl Bdarshald, CA 93310 Hakra Civil Unlrrabad
Home: 87082 10th St. Bakershald, Ch 93310 Makra Civil Unlrritad
Home: 29637 Sunset Or, Bekarsfiskd, Co 93310 Watra il Unlrmibsd
SEkt

12. Select the radio button for the person/entity to add as a case participant.
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13. Click the [Select] button.
Result: The Initiate Case screen re-displays. The selected person/entity data now displays in the

participant fields.
Follow Step 14 to check for vexatious litigant filers if it is a pro per case.
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14. Click the [Check for Vexatious Litigants] button.
Result: If the system finds a vexatious litigant match, then the Vexatious Litigants — List screen
will display with the matching entry highlighted. You may choose to reject the case at this point.
Otherwise, the screen will refresh with no changes.
Follow Steps 15-16 to enter payor information.

15. Click the [NSF Lookup] link.
Result: The screen refreshes and displays the payor fields.
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16. Enter/Select data for the necessary fields.
The system will perform the NSF Check if the payment method is "Check." This check
occurs when you save the case data.

17. Select the [Case Information] tab.
Result: The Case Information tab highlights and displays additional case detail fields.
This screen will display different fields depending on the selected case category and case
type.
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18. Enter/Select data for the necessary fields.

19. Click the [Next] button.
Result: The Initiate Case — Record Payment screen displays. The entered payor information also
displays in the appropriate fields.
This screen will only display if there are fees due on the case. Skip to Step 22 if clicking the
[Next] button instead takes you to the Initiate Case - Summary screen.

The case header also displays with some of the entered case values, including the case
number and case title. At this point, the case is created in the system but is not complete.
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20. Enter/Select data for the necessary fields.

Refer to the Record Payments task activity for details on this process.

21. Click the [Save] button.

Result: The Initiate Case — Summary screen displays with the Officer/Department tab highlighted.

The case is now created in the system.

Follow Steps 22-23 to assign a Judicial Officer/Department to the case.
Follow Steps 24-26 to schedule the first event on the case.
Follow Steps 27-31 to print the case initiation forms and notices.
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22. Enter/Select data for the necessary fields.
The system will recommend a resource based on configured assignment rules. You may
select a (different) resource from the Assigned Resource field, if necessary.

23. Click the [Save] button.
Result: The screen refreshes.
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24. Click the [Scheduling] tab.
Result: The Scheduling tab highlights and displays calendar-related fields.
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25. Enter/Select data for the necessary fields.

Refer to the Schedule/Reserve Calendar Events section for details on scheduling the first
case event.

26. Click the [Schedule/Reserve] button.
Result: The screen refreshes.
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27. Click the [Generate Forms/Notices] tab.

Result: The Generate Forms/Notices tab highlights.
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28. Click the [Print Case Initiation Forms] button.
Result: The screen refreshes and displays the appropriate case initiation forms in this tab.
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29. Select the checkboxes for the forms/notices to send to the printer.
30. Click the [Print] button.

31. Select the [Is Case Initiation Complete?] checkbox.
If you do not select this checkbox, the case will be sent to a work queue.

32. Click the [Finish & Save] button.
Result: The screen refreshes with a confirmation message. The case is saved in the system.
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Related Links

Initiate Cases Overview

Initiate Case Screen

Frequent Filers Screen

Initiate Case - Record Payment Screen

Initiate Case - Summary Screen

My Court Information

Initiate Unlimited Civil Cases

Introduction

This process creates an unlimited civil case in the system. Unlimited civil cases are used, for example, for
an injunction, to get property back, or to force someone to complete a contract.

Viewing Case Initiation Screens

Courts may configure certain case initiation screens to display or not display. The following activity
assumes that the case initiation screens will display during this process.
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Task Activity

Perform the following steps to initiate an unlimited civil case.

1. Select[Case] > [Initiate Case].
Result: The Initiate Case screen displays.
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2. Select Unlimited Civil for the Case Category field value.
3. Enter/Select data for the following required fields:

4. Case Type

5. Filing Date

6. Filing Document
7. Case Number
8. Case Title

The Filing Date defaults to the current date.
If you manually enter a case number, this number must be available and in the correct

format. The system will attach the appropriate county code and year automatically to this
number.
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If you click the [Get Reserved Case Number] link, then the system will automatically
enter the next available reserved number based on the selected category/case type.

4. Enter/Select data for the other necessary fields in the header section.
5. Enter/Select data for the following Participant fields:

6. Last Name or Name
7. Role
The “name” fields depend on the selected Category value.

You may either enter a name directly into the participant name fields or select a
person/entity to add to the case. You must provide at least one participant.

Follow Steps 6-10 to search for an existing person/entity name.
Follow Steps 11-13 to select a person/entity from the Frequent Filers List.
Skip to Step 14 if you entered a name directly.

6. Click the [Search for Existing Person/Entity] link.
Result: The screen refreshes and displays the person/entity search fields.
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Enter/Select data for the appropriate search parameter fields.

Refer to the Search Person/Entity Profiles task activity for details on performing this search.

Click the [Search] button.
Result: The screen refreshes with the search results.
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9. Select the radio button for the person/entity to add as a case participant.
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10. Click the [Select] button.
Result: The screen refreshes. The selected person/entity data now displays in the participant
fields.
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11. Click the [Select Frequent Filer] link to choose a person/entity from the Frequent Filers List.
Result: The Frequent Filers screen displays. This list contains the frequent filers that belong to
the selected case category and Court location.
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12. Select the radio button for the person/entity to add as a case participant.
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13. Click the [Select] button.
Result: The Initiate Case screen re-displays. The selected person/entity data now displays in the

participant fields.

The Case Section

Follow Step 14 to check for vexatious litigant filers if it is a pro per case.
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14. Click the [Check for Vexatious Litigants] button.
Result: If the system finds a vexatious litigant match, then the Vexatious Litigants — List screen
will display with the matching entry highlighted. You may choose to reject the case at this point.

Otherwise, the screen will refresh with no changes.
Follow Steps 15-16 to enter payor information.

15. Click the [NSF Lookup] link.
Result: The screen refreshes and displays the payor fields.
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16. Enter/Select data for the necessary fields.
The system will perform the NSF Check if the payment method is "Check." This check
occurs when you save the case data.

17. Select the [Case Information] tab.
Result: The Case Information tab highlights and displays additional case detail fields.
This screen will display different fields depending on the selected case category and case
type.
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18. Enter/Select data for the necessary fields.

19. Click the [Next] button.
Result: The Initiate Case — Record Payment screen displays. The entered payor information
populates the appropriate fields.
This screen will only display if there are fees due on the case. Skip to Step 21 if clicking the
[Next] button instead takes you to the Initiate Case - Summary screen.
The case header also displays with some of the entered case values, including the case
number and case title. At this point, the case is created in the system but is not complete.
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20. Enter/Select data for the necessary fields.
Refer to the Record Payments task activity for details on this process.

21. Click the [Save] button.

Result: The Initiate Case — Summary screen displays with the Officer/Department tab highlighted.

Follow Steps 22-23 to assign a Judicial Officer/Department to the case.

3 Follow Steps 24-26 to schedule the first event on the case.

Follow Steps 27-30 to print the case initiation forms and notices.
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22. Enter/Select data for the necessary fields.

The system will recommend a resource based on configured assignment rules. You may
select a (different) resource from the Assigned Resource field, if necessary.

23. Click the [Save] button.
Result: The screen refreshes.
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24. Click the [Scheduling] tab.
Result: The Scheduling tab highlights and displays calendar-related fields.

Cnrid Cbupch

Appess

A o ate SN LS

Babch O wws Hictep Griie

Cirnriod st Sarec

Inkista Lagucy & ace
Inkivts Posudo Cuds

Muirksn Aarariad Cugs
Rurnbese

RSF Lit

A ezarde Managerrant
Gaarch Preuda Cace
Tranefar Cacar

Upsrts Clicke
Vaxathaur LEigante Lick

Wil Ectate Plans

Cagg Bumbar: XX-YYFY-12 3456 73-CO-TT-LLL &

o TrHm: Dnw we. Do
Care Cobegary Civil Limbad

Cass Type! Unksaful Detmirer

Camw Agm: 155 Dlaye

Fiest Evant Trpe: Case Management Conferances

G-

Filing Date: 045602004
Cann Skabum: Cpan
Lapatient Norh Court
Judicial Cfficer Judge Bmith
Dapartmark: B4 7
Hoxt Event Dote; LOSLIVZ0M4

Case
Initiata Casa - Summarny

tadicial OFfscerfikepastmant Schedulizg Gemprats Porms SHotices
¥ Bcheduling Dptioss -
Boservation Musber: [ Confirm Evere FRIE
Caze Mumber: l_ = = 03
1|
o i 17§
Legacy Memder 1 24 2%
[Cedd | ESYETCNE |

Lase Mamber Case Titde
ST

Causal Podusneat

12345ET-C0-
TT-LL

Calemdas [ 4]

Trpe:

Jedicid 'ﬁ
Dificer =

[ 5, Do | Motion for Cantirisnce 10715/ 2004-Mabar, Hal =

* Ewent Types =
Wokion Tor Sonnuan e
Mekian far Diemiceal %

fric) l.-u-:-lt-c-nl 1-] Dvlu-s-rnl' | Diegen PRmee il
r =
—

ED“"-""': =] Ewank Time: Day of Wanks | =
s am
L — Humbes of Days to =70
Duratioe: 'I!Ll:l:: =
Dwerrada Confiict Olecke® [
Mtz j
L..|

Print Case [rdbigtion Fonmes

@ Sameiic

@ieg e

Augrt 13, 2004

O bele

Munth ¥inw

rEght Cowrts T

[ SchedilaPeiana

Frint Cover Page

13 Casa tniiation Completsr [T

25. Enter/Select data for the necessary fields.
Refer to the Schedule/Reserve Calendar Events section for details on scheduling the first
case event.

26. Click the [Schedule/Reserve] button.
Result: The screen refreshes.
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27. Click the [Generate Forms/Notices] tab.

Result: The Generate Forms/Notices tab highlights.
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28. Click the [Print Case Initiation Forms] button.
Result: The screen refreshes and displays the appropriate case initiation forms in this tab.
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29. Select the checkboxes for the forms/notices to send to the printer.
30. Click the [Print] button.

31. Select the [Is Case Initiation Complete?] checkbox.
If you do not select this checkbox, the case will be sent to a work queue.

32. Click the [Finish & Save] button.
Result: The screen refreshes with a confirmation message. The case is saved in the system.
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Related Links

Initiate Cases Overview

Initiate Case Screen

Frequent Filers Screen

Initiate Case - Record Payment Screen
Initiate Case - Summary Screen

|
Initiate Legacy Cases

Initiate Legacy Cases Overview
|
Introduction

Initiating a legacy case creates and saves a legacy case in the system.

About Legacy Cases

Legacy cases originate from a legacy system or a physical case folder. These cases must be brought into
the system in order to perform activities on the case, such as recording filings, scheduling events, etc.

Courts may initiate legacy cases in order to create a JCCP case or a bench recusal case. Refer to the
Coordinate Cases section for details on initiating a JCCP case.
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Creating Legacy Cases
Creating a legacy case requires that you enter only a minimal amount of information in the new system.

You may provide additional information once the legacy case is created. Refer to the Maintain Case
Information section for details on this process.

Creating JCCP Cases
Creating a JCCP case involves the process of initiating a legacy case. Once created, you can coordinate

the JCCP case with in-county or out-of-county cases for a common event or issue. Refer to the
Coordinate Cases section for details on initiating a JCCP case.

Assigning Case Numbers

The system allows you to select the method for assigning a case number to the legacy case. This can be
an automatic or manually entered case number. You can also assign a reserved case number, if there is
one available. Refer to the Maintain Case Numbers section for details on reserving case numbers.

You may select either this number or the legacy number as the primary identifier for the case. The system
will use this identifier on the screens, forms, notices and reports that contain the case number field.

Saving the Legacy Case

Saving the legacy case prompts the system to write an entry to both the Case History and Register of
Actions. These entries indicate that the legacy case now exists in the system.

You can then search for and access this case using either the system or legacy case number.
Task Activities
Initiating a legacy case includes the following task activity:

e Initiate Legacy Cases
Additional Resources

Other items related to this overview include the following:

e Business Rules

Related Links
Initiate Legacy Case Screen

Case Summary Screen

My Court Information

Initiate Legacy Cases

©
CO
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Introduction
Initiating a legacy case creates and saves a legacy case in the system.
Task Activity

Perform the following steps to initiate a legacy case.

1. Select[Case] > [Initiate Legacy Case].
Result: The Initiate Legacy Case screen displays.

2. Enter/Select data for the following required fields:

3. Case Category

Case Type

Case Status

Case Number

Case Title

Legacy/JCCP Case Number

. Original Filing Date

You can choose the type of case number to assign to the case. If you select the "Manual”
option, then you must type in the case number in the open text field.

© o N O A

If you select the Use as Primary Case Number checkbox, then the system will make the
legacy number the primary identifier for the case.

3. Enter/Select data for the other necessary fields.

4. Click the [Save] button.
Result: The Case Summary screen displays. The system assigns a case number to the legacy
case and displays the appropriate case information in the Case Header.
If you selected to initiate a JCCP case, the system will instead display the Associate Cases
- Enter Search Criteria screen. Refer to the Coordinate Cases section if you are initiating a JCCP
case.

Related Links

Initiate Legacy Cases Overview
Initiate Legacy Case Screen
Case Summary Screen

____________________________________________________________________________________________________]
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Manage Pseudo Cases

Manage Pseudo Cases Overview

Introduction

Managing pseudo cases involves creating, updating, and/or closing a pseudo case in the system.

About Pseudo Cases

Pseudo cases consist of case information that did not meet the Court requirements for becoming a "real"
case in the system. These cases allow Courts to temporarily save this incomplete data with the intention
that you will resume the case initiation process at a later time.

The system assigns pseudo cases a Pseudo Case ID or confirmation number in order to identify the
case. Pseudo cases do not receive a case number until you complete the case initiation process.

Creating Pseudo Cases
There are two ways you can create a pseudo case. One way is for you to directly initiate a pseudo case
based on the lack of certain required data. Another way is for you to end the case initiation process by

saving the incomplete data as a pseudo case. Refer to the following task activities for details on each of
these processes.

Pseudo Case Restrictions
Since pseudo cases are not "real" cases, you cannot associate the accounting or calendar-related

information with these items. As such, pseudo cases are not included in the JBSIS requirements or
reporting. But the system will temporarily store filings and payor information, as appropriate.

Task Activities
Managing pseudo cases includes the following task activities:

e Create Pseudo Cases from Case Initiation
e Initiate Pseudo Cases
e Search Pseudo Cases
o Update/Reject Pseudo Cases
e Transform Pseudo Cases
o Close Pseudo Cases
Additional Resources

Other items related to this overview include the following:

e Business Rules

Related Links

Search Pseudo Case Screen
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Initiate Pseudo Case Screen

Initiate Pseudo Case - Summary Screen

My Court Information

Create Pseudo Cases from Case Initiation

Introduction

Creating a pseudo case saves incomplete case data during the case initiation process. You may then
access the pseudo case information at a later time and update, convert, or close the pseudo case.

Entering Case Data

You must enter or select at least one required field from the Initiate Case screen in order to save the data
as a pseudo case. It is recommended that you consider the amount of information entered into the
system before choosing to save the incomplete data. Refer to the Initiate Cases section for details on
creating a case in the system.

Maintaining Case Data

Since pseudo cases are not "real" cases, you cannot associate accounting or calendar-related
information with these items.

However, the system will save the data that you provide on the Initiate Case screen to the pseudo case.
For example, you may associate filings with the case, select participants, or enter payor information.
While some of these items will not display on the pseudo case screens, the system will continue to store
this data.

Creating Rejection Notices
You can only attach a rejection notice to a pseudo case from the Initiate Pseudo Case screen. Saving a
case as a draft through the case initiation process does not allow you to associate rejection notices with

the case. Refer to the Initiate Pseudo Cases and Update/Reject Pseudo Cases task activities for details
on creating pseudo case rejection notices.

Task Activity

Perform the following steps to create a pseudo case from the case initiation process.

1. Select[Case] > [Initiate Case].
Result: The Initiate Case screen displays.
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2. Enter/Select data for the necessary fields.
You must enter/select at least one required field in order to save the data as a pseudo case.
This includes data listed on the [Participants] and [Case Information] tabs.

3. Click the [Save as Draft] button.
Result: The Initiate Pseudo Case — Summary screen displays. The system saves the entered
data from the Initiate Case screen to the pseudo case. The system also assigns a Pseudo Case
ID or confirmation number to this case.
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4. Record the Confirmation Number.
You must record this number in order to access this pseudo case in the future.

Related Links
Manage Pseudo Cases Overview
Initiate Case Screen

Initiate Pseudo Case - Summary Screen

My Court Information

Initiate Pseudo Cases

Introduction

Initiating a pseudo case creates and saves an incomplete case in the system. This process allows you to
access the information at a later time and update, transform, or close the case.

Providing Participant Information

You must provide at least one case participant on the pseudo case. This participant may be an individual,
business/organization, government agency, or a Trust.
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Checking for Vexatious Litigants

You may check if the participants who are filing the case exist on the Vexatious Litigant List. This check
indicates whether the Court has labeled these participants as vexatious litigants. It is usually performed
for self-represented filers (pro per).

If the system finds a matching person/entity name, then the Vexatious Litigants - List screen will display
with the matching entry highlighted. Otherwise, the Initiate Pseudo Case screen will refresh and no
changes will occur.

Adding Payor Information (NSF)

You may also choose to enter payor information. These optional entries allow you to conduct an non-
sufficient fund (NSF) lookup for check payments before you enter additional pseudo case data.

Creating Rejection Notices

Depending on the Court, you may need to create a rejection notice for the pseudo case. The rejection
notice will allow you to enter the details of why this case is at an incomplete status. You may create
additional rejection notices every time you access and reject a pseudo case.

This notice will be given to the filer of the pseudo case and will be used for retrieving the saved case
information at a later time.

Task Activity

Perform the following steps to directly initiate a pseudo case.

1. Select[Case] > [Initiate Pseudo Case].
Result: The Initiate Pseudo Case screen displays.
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2. Enter/Select data for the following required fields:
3. Pseudo Case Category
4. Created Date
5. Last Name or Name
6. Role
The Created Date defaults to the current date.

You must enter at least one participant on this case.

3. Enter/Select data for the other necessary fields.

Click the [Save] button.
Result: The Initiate Pseudo Case — Summary screen displays. The system also assigns a Pseudo
Case ID or confirmation number to this case.
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5. Record the Confirmation Number.
You must write down this number in order to access this pseudo case in the future.

Related Links
Manage Pseudo Cases Overview
Initiate Pseudo Case Screen

Initiate Pseudo Case - Summary Screen

My Court Information

Search Pseudo Cases

Introduction
Searching for a pseudo case allows you to search for and display pseudo cases that exist in the system.
Pseudo Case Search Functionality

The system performs a search based on the information that you provide. However, only pseudo cases
with a status of “Open” will display in the search results.

You must provide data for at least one primary search field or two secondary search fields in order to
return a result. Providing other parameter data helps to narrow the search results and increases the
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likelihood of finding a closer match. Refer to the Search Feature Overview for details on performing a
search in the system.

Using the Search Results

The search function also provides the foundation for maintaining pseudo case information. For example,
you must perform a pseudo case search in order to update, transform, or close a pseudo case.

Task Activity

Perform the following steps to search for a pseudo case.

1. Select[Case] > [Search Pseudo Case].
Result: The Search Pseudo Case screen displays.
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2. Enter a Last Name or Name of a participant on the pseudo case.
This required field will depend on the selected Category field value, which defaults to
"Individual."
Entering a Pseudo Case ID will display an exact pseudo case match.

3. Enter/Select data for the other search parameter fields.
Selecting other search criteria narrows the search results and increases the likelihood of
finding a closer pseudo case match.

4. Click the [Search] button.
Result: The screen refreshes with the Search Results.
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From the Search Results section, you can perform the Update/Reject Pseudo Cases,
Transform Pseudo Cases or the Close Pseudo Cases task activities.

Related Links
Manage Pseudo Cases Overview

Search Pseudo Case Screen

My Court Information

Update/Reject Pseudo Cases

Introduction

Updating a pseudo case allows you to change existing pseudo case information. This activity also allows
you to reject a pseudo case.

Updating and Checking Pseudo Case Information

You can change/update different pseudo case settings and information. For example, you can add or
update the case participants and their related information. You may also check the entered participants
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against the Vexatious Litigant List or compare payor entries against the Non-Sufficient Fund (NSF)
lookup.

Rejecting Pseudo Cases

If you are not transforming a pseudo case into a "real" case, then you may need to create a rejection
notice for this case. The rejection notice provides a record as to why this case remains a pseudo case.
This notice also helps you to identify the case’s missing data or Court requirements. It is recommended
that you generate this notice each time a pseudo case fails to become a "real” case.

You may view PDF versions of previously generated rejection notices from the bottom of the screen.

Task Activity

This activity takes place within the context of a pseudo case search. Refer to the Search Pseudo Cases
task activity for details on performing this search.

Perform the following steps to update and reject a pseudo case.
1. Click the [Pseudo Case ID] link for the pseudo case to update and/or reject.
This selection occurs from the Search Pseudo Case screen.

Result: The Initiate Pseudo Case screen displays. Previously entered pseudo case data also
displays in the appropriate fields.
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Edit/Update the available fields as needed.
The Pseudo Case Category and Created Date are read-only fields. If a Pseudo Case
Type has already been selected, then this field may also be read-only.

Enter data for the following fields in order to reject the pseudo case:

4. Rejection Date
5. Rejection Reason

Click the [Create Rejection Notice] button.

Result: The Rejection Notice parameter screen will display. This screen allows you to enter
additional information on the rejection notice. Clicking the [Save] button will return you to the
Initiate Pseudo Case screen.

Click the [Save] button.
Result: The Initiate Pseudo Case — Summary screen displays. The confirmation number for the
pseudo case remains the same.
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Related Links

Manage Pseudo Cases Overview
Search Pseudo Case Screen
Initiate Pseudo Case Screen

Initiate Pseudo Case - Summary Screen

My Court Information

Transform Pseudo Cases

Introduction

Transforming a pseudo case converts pseudo case data into the case initiation format. This allows you to
save the data as a "real" case or re-save the data as a pseudo case.

Transform Functionality

When you transform a pseudo case, the system will retrieve the existing pseudo case data and move it to
the Case Initiation screen. From here, you can complete the case initiation process, which will change the
pseudo case into a "real" case. You may also choose to partially complete the data entries and select the
"Save as Draft" option. This will re-save the pseudo case with the same system identifier.

A pseudo case will keep its system identifier (Pseudo Case ID) and remain "Open" until you complete the
case initiation process. Refer to the Initiate Cases section for details on this process.

Transform from Pseudo Case - Summary Screen
You may also choose to transform a pseudo case from the Pseudo Case — Summary screen. This option

displays when you have saved new or updated pseudo case information and allows you to transfer this
data to the Initiate Case screen.

Task Activity

This activity takes place within the context of a pseudo case search. Refer to the Search Pseudo Cases
task activity for details on performing this search.

Perform the following steps to transform a pseudo case.
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1. Click the [Transform Case] link for the pseudo case to transform.
This selection occurs from the Search Pseudo Case screen. The link is on the same line as

the Pseudo Case ID of the case.
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Result: The Initiate Case screen displays with the pseudo case data entered in the appropriate

case fields.
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2. Continue with the Initiate Case process as necessary.
Refer to the Initiate Cases section for details on creating a new case.

Related Links
Manage Pseudo Cases Overview
Search Pseudo Case Screen

Initiate Case Screen

My Court Information

Close Pseudo Cases
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Introduction

Closing a pseudo case removes the record from the list of open pseudo cases. This activity prevents you
from accessing the pseudo case by changing its status to "Closed" and making it unavailable from the
pseudo case search results. However, closing a pseudo case does not delete the pseudo case from the
system.

Task Activity

This activity takes place within the context of a pseudo case search. Refer to the Search Pseudo Cases
task activity for details on performing this search.

Perform the following steps to close a pseudo case.

1. Select the checkboxes of the pseudo cases to close.
This selection occurs from the Search Pseudo Case screen.
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2. Enter a Close Reason.
This is an optional step. Examples of close reasons include "Administratively Closed" or
"Holding Period Expired."

3. Click the [Close Pseudo Cases] button.
Result: The screen refreshes and no longer displays the selected pseudo case(s). The system
also updates the status of these cases to "Closed."
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Related Links
Manage Pseudo Cases Overview

Search Pseudo Case Screen

Maintain Case Numbers

Maintain Case Numbers Overview

Introduction

Maintaining case numbers involves manually reserving, releasing, and retiring case numbers in the
system. Each of these activities affects how the system generates and assigns case numbers during the
case initiation process.

You must have the required security role to perform case number maintenance.

About Case Numbers

The system uses case numbers to uniquely identify cases throughout the California Courts. The case
number format consists of a two-digit County code, a four-digit year code, and an eight-digit case

identifier. For example, a case initiated within XX County in the year 2005 might look like XX-2005-
12345678.
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Case numbers also belong to a specific location, case category, and case type(s). The end of a case
number will contain a two-digit case category code, a two-digit case type code, and a three-digit
jurisdiction location code.

Identifying Case Number Availability
When you maintain case numbers, each case number’s status will update to reflect its current use and

availability for case assignment. While the case number status does not display on the screen, the
reserved number list will show the quantity of numbers that are currently in use.

Assigning Case Numbers to Cases

Either you or the system will assign case numbers during the case initiation process. Refer to the Initiate
Cases section for details on this process.

Removing Case Numbers

While the system records the updated status changes to case numbers that you release or retire, these
changes do not display on the screen. However, you have the option to remove these number groups
from the reserved case number list.

You may remove groups that include both unassigned numbers and numbers currently in use. The

removal option does not delete these numbers from the system, but only hides the selected groups from
view.

Task Activities
Maintaining case numbers includes the following task activities:

¢ Reserve Case Numbers
e Release Case Numbers
e Retire Case Numbers

Additional Resources
Other items related to this overview include the following:

e Business Rules

Related Links

Maintain Reserved Case Numbers Screen

My Court Information

Reserve Case Numbers
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Introduction

Reserving case numbers saves a specific group of numbers for use in manual case number assignment.

Reasons for Reserving Case Numbers

There are several reasons why you should reserve case humbers. One reason is to provide a method for
tracking case records. It also allows Courts to pre-order case folders.

You must reserve numbers prior to case assignment. The system uses these numbers when you choose
to assign a reserved number to a new case. Refer to the Initiate Cases section for details on this process.

Reservation Types

Case number reservation occurs in blocks or ranges. A block represents a specific quantity of case
numbers. For example, you may define a block to be 50 case numbers. Blocks are automatically
sequenced, with a system-generated start and end number.

A range represents a sequential series of case numbers with specified beginning and end numbers. For
example, you could reserve a range starting with the number 1-2005-80000001 and ending with 1-2005-
800000099. As a result, the system would reserve the numbers within this defined range.

Courts may configure how many case numbers you can reserve at a time.

Reservation Attributes

You can only reserve case humbers for a specific case category and location. However, the reservation
can include multiple case types that belong to the selected case category.

Reservation Functionality

Reserving case numbers makes these numbers unavailable for automatic assignment during case
initiation. This means that the system cannot assign a reserved number to a case unless you select this
option. This would prompt the system to retrieve the next available reserved case number within a
reserved group based on the selected case category, case type(s) and location.

If you are specifying a number range, then the entered end number must not be higher than the number
configured for the Court. For example, if the Court has configured the highest case number to be
99999999, then this is the highest number you may specify in a range.

The system will also determine the availability of the numbers in the selected block or range. A humber

will be unavailable if you or another person has already manually assigned it to a case or retired it from
another reserved group.

Reservation Restrictions

The system does not support the assignment of specific numbers within a reserved block or range. This
prevents you from manually entering a reserved number in the Case Number field during case initiation.

The system also does not support the reservation of case nhumbers by Judicial Officer or department.

Task Activity

Perform the following steps to reserve case numbers in the system.
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1. Select[Case] > [Maintain Reserved Case Numbers].
Result: The Maintain Reserved Case Numbers screen displays. This screen shows a list of
reserved case number groups.
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Follow Step 2 to reserve a block of numbers.
Follow Step 3 to reserve a range of numbers.

2. Enter/Select data for the following required block fields:

e Quantity to Reserve

o Case Category

e Case Type

e Location

Skip to Step 4 to reserve the block.

3. Enter/Select data for the following required range fields:

4. Beginning Number
End Number
Case Category
Case Type
Location

© N v

4. Click the [Reserve Case Numbers] button for the appropriate block or range selection.
Result: The Maintain Reserved Case Numbers — Confirmation screen displays.
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This screen will display a warning message if there are numbers within the selected
reserved group that are unavailable. You may either continue with the reservation by clicking the [Yes]
button, or you may cancel the reservation by clicking [No].
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If there are more than five numbers unavailable within the selected reserve group, then you
may click the [More Unavailable Numbers] link to view the unavailable numbers in that group.
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5. Click the [Reserve More Case Numbers] link to return to the Maintain Reserved Case Numbers
screen. This step allows you to start the reserve case number activity again.

Related Links
Maintain Case Numbers Overview

Maintain Reserved Case Numbers Screen

My Court Information

Release Case Numbers

Introduction

Releasing case numbers "un-reserves" a selected case number group and makes these numbers
available for automatic assignment.

Only unassigned case numbers within the reserved group can be released.

Release Functionality

Once you release a case number, this number becomes available for automatic or manual case
assignment during case initiation.

Released case numbers will continue to display on the Maintain Reserved Case Numbers screen. This
will occur even if there are no assigned case numbers within a released group (i.e., the quantity in use is
zero). As a result, it is recommended that you remove the released block or range from the screen.
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Release Restrictions

The system does not support the release of individual (specific) case numbers. It also cannot release a
block (or range) whose case numbers have been assigned to cases.

In addition, you can only release case numbers that had been originally reserved. You must have a
Supervisor security role to release the case number block or range.

For a specific group of reserved numbers, if the quantity "In Use" is the same as the "Amount Reserved,"
then there are no available case numbers to release.

Task Activity
Perform the following steps to release a group of reserved case numbers.

1. Select[Case] > [Maintain Reserved Case Numbers].
Result: The Maintain Reserved Case Numbers screen displays.
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2. Select the checkboxes for the reserved number groups to release.

3. Click the [Release] button.
Result: The screen refreshes but continues to display the released group in the reserved number
list. However, the available numbers remaining in this selected group are now available for case
assignment.
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4. Select the checkboxes for the released number groups to remove from the screen list.

5. Click the [Remove From List] button.
Result: The screen refreshes and no longer displays the selected released group(s).
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Related Links
Maintain Case Numbers Overview

Maintain Reserved Case Numbers Screen

My Court Information

Retire Case Numbers

Introduction

Retiring case numbers makes these numbers unavailable for future case assignment in the system.

Retire Functionality
You can only retire the remainder of unused or unassigned numbers in a reserved group.
Retired case numbers will continue to display on the Maintain Reserved Case Numbers screen. This will

occur even if there are no assigned case numbers within a retired group (i.e., the quantity in use is zero).
As a result, it is recommended that you remove the released block or range from the screen.

Retire Restrictions

The system does not support the retirement of specific case humbers within a given block or range. It
also cannot retire a block (or range) whose case numbers are currently assigned to cases.

For a specific group of reserved numbers, if the quantity "In Use" is the same as the "Amount Reserved,"
then there are no available case numbers to retire.

Task Activity

Perform the following steps to retire a group of reserved case numbers.

1. Select[Case] > [Maintain Reserved Case Numbers].
Result: The Maintain Reserved Case Numbers screen displays.
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Click the checkboxes for the reserved number groups to retire.

Click the [Retire] button.
Result: The screen refreshes but continues to display the retired group in the reserved number
list. However, this group of numbers is now marked as unavailable for future case assignment.
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4. Click the checkboxes for the retired number groups to remove from the screen list.

5.

Click the [Remove From List] button.
Result: The screen refreshes and no longer displays the selected retired group(s).
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Related Links
Maintain Case Numbers Overview

Maintain Reserved Case Numbers Screen

Manage E-Filings

Manage E-Filings Overview

Introduction

Accepting an e-filing is a two-step process. In the first step, you will either initiate a case and record a
payment (if the filing is related to a new case) or add a filing and record a payment (if the filing is for an
existing case). You may not necessarily record a payment when initiating cases and adding filings.
Situations involving fee waivers, government filings, and no-fee documents may not require the recording
of a payment. In the second step, you will build and send an e-filing acceptance notice.

E-filing task activities for initiating a case, adding a filing, and recording a payment are similar to the non-
e-filing process with the following exceptions:

e You must record a payment immediately after initiating a case or adding a filing if fees are due.
You cannot postpone this action like you can during the standard initiate case or add filing
actions.
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e The Case Initiation and Add Filing screens have additional functionality to:
e Display links to view documents associated with e-filing
e Enable you to reject the e-filing
e Enable you to reject individual documents attached to the e-filing (Initiate Case only)
Task Activities

E-filing includes the following task activities:

e Reject an E-Filing
e Accept an E-Filing
e Build and Send an Acceptance Notice
e View E-Filing Log
Additional Resources

Other items related to this overview include the following:

e Business Rules
e Background Information

Related Links
Review XML Data and Documents Screen
Reject E-Filing Screen

View Log File - Search Screen

My Court Information

Reject an E-Filing

Introduction
This task activity provides information about rejecting an e-filing.
Task Activity

Perform the following steps to reject an e-filing.

1. Select [Work Queue] > [Work Queue List].
Result: The Work Queue List screen displays your work queues, in addition to the number of
pending tasks, incomplete tasks and total number of tasks in each work queue.
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2. Click the work queue name link of the e-filing work queue.
Result: The Review XML Data and Documents screen displays.
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3. You can view the various documents attached to the e-filing by selecting them from the
Additional Documents field.
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4. Click the [Reject] button.
Result: The Reject Filing screen displays.
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Select a case category for the first reason for rejection that you enter.

Enter text related to the reason for rejection.

Click the [Add Another Reason] button to add more rejection reasons.

Click the [View Rejection Notice] button to view a ".pdf" copy of the rejection notice to be sent.
Click the [Save] button.

© © N o O’

Related Links

Manage E-Filings Overview

Work Queue List Screen

Review XML Data and Documents Screen

Reject an E-Filing Screen

My Court Information

Accept an E-Filing
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Introduction

This task activity provides information about the first step in accepting an e-filing during the case initiation,
add a filing, and record payment activities, if appropriate.

You can view e-filing documents and reject the entire e-filing from any screens associated with this
process. You can also reject a single document while still accepting the e-filing in the Initiate Case
screen. Refer to the Build and Send an E-Filing Acceptance Notice task activity for more information.
Task Activity

Perform the following steps to accept an e-filing.

1. Select [Work Queue] > [Work Queue List].
Result: The Work Queue List screen displays your work queues in addition to the number of
pending tasks, incomplete tasks and total number of tasks in each work queue.
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2. Click the [e-Filing Review] link.
Result: The e-Filing Review Work Queue screen displays.
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Select the [Radio Button] to the left of the e-filing you want to process.

Click the [Save] button.
Result: The Review XML Data and Documents screen displays.

You can view other documents by selecting them from the Additional Documents field.
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5. Click the [Proceed] button.
Result: The Initiate Case screen displays.
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Result: The Add Filing screen displays.
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Refer to the Case Initiation and Add Filings sections for details on these topics.

6. If you are initiating a case, select the statuses of the attached documents.
Selecting document statuses is applicable only when you are initiating a case.

7. To view the attached documents, click the [Associated Document Title] link.
To reject the entire e-Filing, click the [Reject] button.
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9. When you are finished initiating a case or adding a filing click the [Next] button or [Save] button,

respectively.

Result: The Record Payment screen displays, if fees are due for the associated filing. If not, skip

to step 10.
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When you are initiating a case, a second screen displays before the Record Payment

screen that enables you to finish the case initiation process. Refer to the Initiate Cases section
for more information about task activities that take place in the case initiation screens.

Refer to the Record Payment task activity for details about recording payments.

10. To view the attached documents, click the associated Document Title link.

11. To reject the whole e-filing, click the [Reject] button.
12. When you are finished recording payments, click the [Save] button.
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Related Links

Manage E-Filings Overview

Review XML Data and Documents Screen
Initiate Case Screen

Add Filing Screen

Record Payment/Trust Deposit Screen

My Court Information

Build and Send an E-Filing Acceptance Notice

Introduction

This task activity provides information about how to build and send an e-filing acceptance notice. This is
the second step in accepting an e-filing.

Initiating the Screen
You can initiate the screen associated with this task activity from one of two locations:

e From a work queue
e Within the context of a case

You can initiate this task by opening your Review E-filing work queue and selecting the e-filing that you
want to work on. The e-filing must be in a Task Status of "In-Progress." Refer to the Accept an E-Filing
task activity for detalils.

This task activity assumes that you are accessing this screen within the context of a case.

Attach Documents to the Acceptance Notice

When you build an e-filing acceptance notice, you have a number of options related to attaching e-filing
documents. You can:

e Attach the documents that were received with the e-filing.

e Download and update documents that were received with the e-filing and attach the updated
versions of the documents.

e Attach other documents that were not received with the e-filing.
e Attach no documents.



Task Activity

The Case Section

This task activity takes place within the context of a case. Refer to the Search Cases task activity for
details about performing a case search.

Perform the following steps to build and send an e-filing acceptance notice.

1. Select the [Accept E-Filings] left navigation item.
Result: The Accept E-Filing screen displays the e-filings associated with the selected case.
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2. Select the radio button for the e-filing that you want to accept.
Result: The screen refreshes and displays the documents associated with the e-filing.
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3. To leave a document unattached to the acceptance notice, make sure the associated checkbox is
empty.

4. To attach a document to the acceptance notice, select the [Attached to Acceptance] checkbox.
5. To download, update, and attach a new version of a document:
e Click the Document Name link under the E-Filing Attachments section.
Result: The document opens in ".pdf" format.

e Save the file to your local computer, open in Adobe Acrobat, and make any necessary
changes, such as the applying a file stamp.

e Once the changes are complete, select the [Upload] button to search for and import your
updated document into the system.

o |f the corresponding E-filing Attachment radio button is selected, the uploaded file will
replace the original e-filing attachment as the document attached to the acceptance
message.

o |f the additional attachment checkbox is checked, the uploaded file will be included in the
acceptance message as an attachment but will not be stored to the DMS.

6. To attach a document that was not sent with the e-filing:

e Click the [Browse] button.

e Find and open the document using the Windows Explorer functionality.
Result: The document name displays in the Additional Documents section.
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e Select the associated check box.

7. Click the [Send Acceptance] button.

Related Links
Manage E-Filings Overview

Accept an E-Filing Screen

My Court Information

View the E-Filing Log

Introduction

This task activity enables you to view a log of all e-filing transactions.
Task Activity

Perform the following steps to view the e-filing log.

1. Select[Admin] > [E-Filing Administration].
Result: The View Log File - Search screen displays.

Enter search criteria, as appropriate.

Click the [Search] Button.
Result: The View Log File - Search screen refreshes and displays results that match the search
criteria.
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Related Links
Manage E-Filings Overview

View Log File - Search Screen

Maintain Case Filings

Maintain Case Filings Overview

Introduction

Maintaining filings involves adding and updating case filings in the system.

About Case Filings

Filings always accompany a case. Participants rely on these "documents" to inform the Court of case-

related information, or to request some action from the Court. The list of available filings is configurable
by court.



The Case Section

Attaching Documents

If your Court has a Document Management System, you can attach and associate documents to case
filings. By entering and/or scanning the document information, the system will associate the document
with the selected filing type.

You can also assign security to a document. Refer to the Secure Case Information section for details on

this process. Refer to the Document Management System section for details on handling document
images in the system.

Selecting Affected Participants

Only case participants (including interested parties) can submit filings on a case. When you enter the
filing details, you must identify who filed the filing. This includes selecting the name of the participant(s)
and their current roles on the case. You should also indicate whether this filing refers to another case
participant.

Adding New Case Participants

You can only add participants to existing cases through the appropriate case filings. These can be filings
as decided by the Court.

You must search for an existing person/entity to add as a case participant. Selecting or creating this

person/entity profile will then list this person/entity in the Participant field on the Add Filing screen. You
must then assign a role to this new participant.

Associating Participants in Batch

The filing process allows you to associate the same role to multiple participants on a filing. This batch
process associates the selected participants at the same time.

Choosing the batch option will display a list of the participants and their assigned roles on the case. You
have the option of filtering the participant roles to quickly select the desired participants. The system may
list a participant multiple times if the participant has held more than one role on the case.

You must choose the role that the selected participants will have in relation to the filing.
Selecting Filing Attributes

The filing attributes depend on the case and the selected filing type. You may mark the attributes that are
appropriate to the filing, participant, and case situation.

Associating Entries

Filings usually relate to another filing or Case History entry. As a result, you can associate case filings to
the Case History entry for another filing, if such a relationship is necessary. For example, you may
associate an answer to a complaint or an updated filing to the original filing [version].

However, this feature is not available during the case initiation process. This is because the first case
filing will not have a relationship with another item.

Associating Participants
Participant associations exist through case filings. These associations only exist for the selected case and
only involve the relationships between participants. However, you can also create and maintain

participant associations through a participant profile. Refer to the Manage Case Participants section for
details on this process.
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Rejecting Filings

You can reject a filing for various reasons. The system will display a list of "template" or generic reasons
from which you may select. You may also choose to either add to the generic text or replace a selected
reason with your own text.

In order to reject a filing, you must select a filing status of "rejected.” When you save the filing, the
selected reasons will display on the generated "notice to filing party."

Voiding Filings

You can also void a filing, such as for non-payment of an NSF check for fees associated with the filing.
You must select a filing status of "voided" in order for the system to vacate the calendar events if this is a
causal document. Refer to the Maintain Calendar Events section for details on vacating events.

Completing and Saving Filing Entries

Before you save the filing to the case, you must indicate whether the filing entries are complete. Marking
the filing as complete will record a Case History entry on the case. Then you can access and update the
filing as necessary, or view the filing entry from the Case History.

Saving the filing will produce different results, which depend on the filing type and the screen from where
you started the filing process. Additional business processes may be required before the system
considers the filing process as complete. For example, you may need to record a payment for the filing,
schedule an event, or record a disposition.

If you do not select the "Is Filing Data Entry Complete" option, then the system sends the case to the
"Filings to be Completed" work queue for further processing. This work queue reminds you that the filing

is missing data entries. You may then complete the filing at a later time. Refer to the Work Queues
section for details on this work queue.

Task Activities
Maintaining filings includes the following task activities:

e Add Case Filings
e Update Case Filings
Additional Resources

Other items related to this overview include the following:

e Business Rules
e Forms/Notices/Reports

|
Related Links
Add Filing Screen

Add Filing - Associate Participants in Batch Screen
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My Court Information
|
Add Case Filings
|
Introduction

Adding a case filing creates and associates a new filing on a case.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to add a filing. Refer to the Search Cases task activity for details on performing
a case search.

Perform the following steps to add a filing to a case.

1. Select the [Add Filings] left navigation item.
Result: The Add Filings screen displays with the Participants and Filers tab highlighted.
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2. Enter/Select data for the following required fields:

3. Filing Type

4. Filing Date

5. Filing Document
6. Filing Status
The Filing Date defaults to the current date.

Follow Steps 3-5 to attach a document to the filing, if your court uses a document management
system. Otherwise, skip to Step 6.

3. Click the toggle button for the Attach Documents - Generate Cover Page(s) section.
Result: The Attach Document fields display.
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Enter/Select data for the following DMS fields:

5. Document Name
6. DMS Document Key
7. Document Security

A cover page will not be generated if you use a bar code scanner.

Click the [Add Document] button.

Result: The screen refreshes and displays the document information in a table.

The document is now associated with the filing.
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Enter/Select data for the following required fields:

7. Filed By

8. Participant

9. Role

You must select at least one value for each of the required fields.

Enter/Select data for the other necessary fields.
Follow Steps 8-12 to search for an existing person/entity to add as a participant.

Click the [Search for Existing Person/Entity] link.
Result: The Person/Entity Search screen displays.
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9. Enter/Select data into the necessary search parameter fields.

Refer to the Search Person/Entity Profiles task activity for details on performing this search.

10. Click the [Search] button.

Result: The screen refreshes with the search results.
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11. Select the radio button of the person/entity record to add to the filing.
12. Click the [Select] button.

Result: The Add Filing screen re-displays and lists the selected person/entity in the Participant

field.
Follow Steps 13-17 to associate participants to the filing in batch.
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13. Click the [Associate Participants in Batch] link.
Result: The Add Filing - Associate Participants in Batch screen displays.
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14. Select the necessary participant filter criteria.
This filter tool allows you to search for participants with specific roles on the case.

15. Click the [Filter] button.
Result: The screen refreshes and displays only those case participants that match the selected
filter criteria.

16. Select the checkboxes for the participants to associate with the filing.

17. Click the [Save] button.
Result: The Add Filing screen re-displays. The selected participants are now listed in the
appropriate fields.
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18. Click the [Filing Attributes] tab.
Result: The Filing Attributes tab highlights.

These fields will be different depending on the selected case and filing type.
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Save and Add Another

19. Enter/Select the necessary filing attributes.
20. Click the [Associated Entries] tab.

Result: The Associated Entries tab highlights. This tab contains a list of the Case History entries

for the case.

This tab may not display if you are coming from certain processes, such as case initiation.

Follow Step 21 to associate this filing with ROA entries.
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21. Click the [Associate] link for the ROA entry to associate with the filing.
Result: The screen refreshes and displays the entry in the Associations section.
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22. Click the [Associated Participants] tab.
Result: The Associated Participants tab highlights.
Follow Steps 23-27 to create a participant association on the case.
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23. Select the necessary participant filter criteria.
This filter tool allows you to display participants with specific roles within the All Case
Participants list box.

24. Click the [Filter] button.
Result: The screen refreshes and displays only those case participants that match the selected
filter criteria in the All Case Participants list box.
Repeat Steps 23-24 for the second participant list, if necessary.
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25. Select the participants to which this association applies.
You must select at least one participant from each of the All Case Participants list boxes.

26. Select the Association Type.
This association reads from the left hand section to the right.

27. Click the [Apply] button.
Result: The screen refreshes and displays the association in the Summary View section.
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Follow Steps 28-29 to reject the filing. To do this, you must also select a value of Rejected for the Filing

Status field.

28. Click the toggle button for the Rejection Reasons section.

Result: The Rejection Reason values display.
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Save and Add Another

29. Select the appropriate rejection reasons.

30. Click the [Save] button to save the new filing.
Result: The Filing Confirmation screen displays. The system saves the filing and records a filing
entry in the Case History. Depending on your configuration, a reject notice can be printed
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manually or by the system.

The confirmation screen will be different depending on the selected filing type. The system
may navigate you to another screen for further processing, such as if the filing type required a fee
payment. Or if you came from another process, such as case initiation, you will be returned to
that starting screen.
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Maintain Case Filings Overview

Add Filing Screen

Person/Entity Search Screen

Add Filing - Associate Participants in Batch Screen
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My Court Information

Update Case Filings

Introduction

Updating a case filing changes the attributes for a specific filing on a case.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update a filing. Refer to the Search Cases task activity for details on

performing a case search.

Perform the following steps to update an existing filing on a case.
1. Select the [Case History] left navigation item.
Result: The Case History screen displays.

This screen lists the activities that have occurred on the case. It also displays a list of the
existing case filings.
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The Case Section

Select the necessary filter criteria.
This filter tool allows you to search for specific entries on the case.

Click the [Filter] button.
Result: The screen refreshes and displays only those entries that match the selected filter criteria.
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The Case Section

4. Click the [Filing Details] hyperlink for the filing entry to update.
Result: The Add Filing screen displays with the filing data in the appropriate fields.
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5. Enter/Select data for the necessary fields.
Follow Steps 6-10 to search for an existing person/entity to add as a participant.

6. Click the [Search for Existing Person/Entity] link.
Result: The Person/Entity Search screen displays.
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7. Enter/Select data into the necessary search parameter fields.
Refer to the Search Person/Entity Profiles task activity for details on performing this search.

8. Click the [Search] button.
Result: The screen refreshes with the search results.
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9. Select the radio button of the person/entity record to add to the filing.

10. Click the [Select] button.
Result: The Add Filing screen re-displays and lists the selected person/entity in the Participant

field.
Follow Steps 11-15 to associate participants to the filing in batch.
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11. Click the [Associate Participants in Batch] link.
Result: The Add Filing - Associate Participants in Batch screen displays.

165



Printed Documentation

@ Hslp @ Cowcectide  fLag Qac
Cace catsce [ - ] - NN - ACTETTR S

Augart 13, 3004

ar— Cann bumbar: K-¥4FY-12 3456 73-CO-TT-LLL @ Fiing Dabw: 0422004
P Commm Tite: Doe vy, Dos Cwap Skahus; Cpan
: Care Cobepary Civil Limked Lapshoni North ot
fcapt m-Flingr Caga Tppa: Unlaaful Datairar Judidal Cfficar: Judge Smith
a4 Canw Age: 125 Days Dmparkmark: M4T
Hachad Axgran by Mk Evant Typel Care Management Corferance Wewt Evert Daker 10S10/2004
Caga Calanda Ewants
Casa Datals Case O3 tale
Gase Ale Addd Filing - Associate Participants in Batch

g Hidkzey
Filtar Farticipanis
Cuis Aotee

- 3
Cats Audicpsnt kel AW Reles on Case
Cacs Teachelclodha " Last Bole om Case
ErrtaciVacata Dafsubt Fitar

Fas Waner Ordern

DL =3 “Holer ] Faled by [ meters Tor T

Fiking Pammary

Mark/Mairksin Exhibity l'“;‘ Farticipant Mame Rodnis}

Faclayrfy Cara

| — [ Brown, T. Crfendarnt

Fucord on dppmsl [ Hendaraon, A, Cafandant

Ragkur of Adions | Handaruon, B. Flantff

Bbpoenssd Aemnds T Plaiiif

m n

Trareder Cane Sl I % °

W aTarED I Jebcon B Cufandant; Cress-Complainant
Appusly ' Pasquals, & Aty for Defendant
faEemss b [ Jseabs, 1. Bty Fer Dlainkif

Babch Caza Hirtom Erdrias
I

Cisraodabte ey
Inkiste Caan -

Inkists Lagacy Cacs

Inkista Fasudn Caxs

Hairksn Ressrimd Cans
Aumbars

HEF Lk

A yzardr Menagerant
Smarch Frauda Carm
Tranafar Saaua

Update Thacha
Yarsthaur LERganta Lk

‘Wil Ertain Plany

12. Select the necessary participant filter criteria.
This filter tool allows you to search for participants with specific roles on the case.

13. Click the [Filter] button.
Result: The screen refreshes and displays only those case participants that match the selected
filter criteria.

14. Select the checkboxes for the participants to associate with the filing.

15. Click the [Save] button.
Result: The Add Filing screen re-displays. The selected participants are now listed in the
appropriate fields.
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16. Click the [Filing Attributes] tab.
Result: The Filing Attributes tab highlights.
These fields will be different depending on the selected case and filing type.
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17. Enter/Select the necessary filing attributes.

18. Click the [Associated Entries] tab.
Result: The Associated Entries tab highlights. This tab contains a list of the Case History entries
for the case.
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19. Click the [Associate] link for the ROA entry to associate with the filing.
Result: The screen refreshes. The entry now displays in the Associations section.
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20. Click the [Associated Participants] tab.
Result: The Associated Participants tab highlights.
Follow Steps 21-25 to create a participant association on the case.
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21. Select the necessary participant filter criteria.
This filter tool allows you to display participants with specific roles within the All Case
Participants list box.

22. Click the [Filter] button.
Result: The screen refreshes and displays only those case participants that match the selected
filter criteria in the All Case Participants list box.
Repeat Steps 21-22 for the second participant list, if necessary.
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23. Select the participants to which this association applies.
You must select at least one participant from each of the All Case Participants list boxes.

24. Select the Association Type.
This association reads from the left hand section to the right.

25. Click the [Apply] button.
Result: The screen refreshes and displays the association in the Summary View section.

172




Lmaw Seach
Caza Summary

Ezempt m-Flinge

Blache] Sxinimn i
Cage Calendsr Ewemt:
Cugs Coabmle
Cais Al
[FTERC -]
Cuis Hotae
Cara Aarticipants
Cans Trackai Clocks
Entmy'vecats Cafeult
Fag Waner Ordera
Funad Paymarke
rilng S
Mark!Hairksn Exhibsbr
Ratlass iy Case
Record [ssusnoes
Fecord on fppesl
Ragicter of Act o
Sbpoenesd Aacande
Traratier Ches ok
W aTankT
App s
Azyecwin Cazar
Baich Caza Hodorp Erdra
Cireraoc abe Cerar
Inkizka Cann
Inkizke Lagacy <arn
Inkista Praude Tz

Mairksin Razarsad Caza
Aumbers

HAF List

A ecards Fian agerment
Aeanch Preuds Sare
THINEMF SA5aE

Updata Chicks

WK ARUE LERants LET
Wil Ertate Plans

Caga humbar:
o Tidm;

Care Cakeoary
Case Type:

Canm Agm:

st Event Trps:

X-YYEY-12 3456 T3-CO-TT-LLL &
o wx, Dos

Cawil Liratad

Lnkzaful DeEtarer

185 Diayn

Cere Maragement Corferencs

@ Hslp

The Case Section

i Sawcestide

[~ I=TEH

cace saiscr ([ - EEED - AN - ETECCRN 5

Fiing Date: 04262004
Ceae Shatus; Cpan
Lagation Mot Court
Judicial Officer: Judpe Smith
Dapartrmark: BT
Hext Evert Date; 107102004

Case
add Filing

*Filing Typel |

=] *Filing Date:[a2277zo00 7 Filing Time: [ am =

* Filn g 0 i s |

=l Othwe: I

*Fling Skakuws: | Flad 'I

Lo its e

I" I Filing [kata Entry Cosnplatel

Artadh Dac unesnts

Farticipants asd

- Gansrae Cover Page(s}

Filors Filing Attribptes

Filer Participants

Foles

© ol Rales on Case

© Las

ok on Case
Filar

Al Caxe Partscipasts:

L + =Zrith, Jahn

A Smith, Robert

-
& Johnizon, Michs: j

& Joreiss Ghales

% Cna, Joce

& Rabarzan. Marc

. Thaimp oo, Hurk ;I

Arsociated Entries

- |
=

Assnciated Participsnts

Falber Farticimants
RidEl -
& 40 Acles an Casa

£ Lacrt Rede on Case
Filier

AN Caxe Farticipants;

1: + Emih; dohn -
2. Jahrson Mitiael

Smith, Achart

Jangs, Chadas

Cruz, laca

A ckarkror Ha o

Thompeon, Hut ;I

FEaT

AsseCiation Type: =] Lead attoenew T

Claar

Bummeary Viaw

o Pgorti cip gt

Smikh, John

lanes, Tharks

oz s

Clark, Richard

Enjuckion Reasoms

Ragat

Kzsocistion Type
Atbornmy - Mairkff

tithornes - Flaintif
Guardiar - Miner
atorney - Hainkif

Aormiay - Deferdant

[ eepix

Kzsocisted Particleant

Clark, Pichard &l
Jphrwcr, wikam
Coopar, Cpnthis
Johreron;, Miobasl
Srrith, Pobart
Clark , Richard il
Johreon, Wikam
Cooper: Cyithia
Srrithi, Jahn
ruz, loms

EEE E

E

Save and Add Another

Augart 13, 3004

[ tele

26. Select the appropriate rejection reasons.
You must have selected a filing status of Rejected.

27. Click the [Save] button.
Result: The Filing Confirmation screen displays. The system creates an entry indicating the
update filing event.
The confirmation screen will be different depending on the selected filing type. The system
may navigate you to another screen for further processing, such as if the filing type required a fee

payment.
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Maintain Case Information

Maintain Case Information Overview

Introduction

Maintaining case information involves searching for and updating existing case information. Case
attributes are defined from the case initiation process and other case management activities.

Updating Case Information
The following activities focus on updating the attributes or details of a case. These details are specific to
the selected case category and case type. Certain updates to these values may require other case

adjustments, such as updating appropriate fees and/or automatic case clocks. Refer to the Business
Rules for details on the types of adjustments required for specific updates.

However, performing other case-related activities, such as managing blocked accounts or reclassifying
cases, will also affect certain case details. As a result, this activity extends to the other task activities that
occur within the context of a case.

Activities Performed Prior to Accessing Case Information

You must conduct a case search in order to select the case on which to update case attributes.

Task Activities
Maintaining case information includes the following task activities:

e Search Cases

e Update Case Details

e View Filing Summary
Additional Resources

Other items related to this overview include the following:

e Business Rules

e Case Attributes Matrix
(This is a list of the case fields that will display based on the selected case type.)

e Case Categories and Types Matrix
(This is a list of the available case categories and case types in the system.)

Related Links
Case Search Screen
Case Summary Screen
Case Details Screen
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My Court Information
|
Search Cases
|
Introduction

Searching for a case searches and displays cases that currently exist in the system.

Case Search Functionality

The system performs a search based on field parameters that you provide. Only cases that match the
entered search criteria will display in the results list. Refer to the Initiate Cases section for details on
creating cases in the system.

You must provide data for at least one primary search field or two secondary search fields in order for the
search utility to function. Providing other parameter data helps to narrow the search results and increases
the likelihood of finding a closer match. Refer to the Search Feature Overview for details on performing a
search in the system.

Secured cases are only viewable (or searchable) with the appropriate security role.

Using the Search Results

The search function also provides the foundation for maintaining case information. For example, you must
perform a case search in order to access a specific case.

Selecting the Case Number link from the search results displays the Case Summary screen for that case.
However, selecting an archived case will instead display the Archival Details screen.

Performing a Quick Case Search

The Case Select utility in the screen header allows you to quickly access a case. You can use this feature
if you know the case number you want to access. Refer to the Search Feature Overview and the About
Case Select section for details on performing this type of case search.

Task Activity

Perform the following steps to search for a case.

1. Select[Case] > [Case Search].
Result: The Case Search screen displays.
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4. Click the Case Number link to display the case summary information for a case.
Result: The Case Summary screen displays.
If you select an archived case, then the Archival Details screen will display.
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Update Case Details

Introduction

Updating case details changes the attributes of an existing case. This activity allows you to add or edit the
information used to define a specific case in the system.

You must have a Supervisor access or above to access and modify case details.

If you set the security of the case to a level higher than your own, then the system will display a
confirmation message and log you out of the case. You will not have the rights to access this case in the
future.

Viewing Case Icons

Some cases display one or more icons in the case header. The purpose of these icons is to alert you to
certain case attributes or events. Courts typically consider these items as important or helpful. Refer to
the List of Icons section for a description of the case icons.

Updating Case Header Information

You can update certain details located within the case header. For example, you can change the case
security level, case title, case type, case status or location.

However, many of these details display as read-only fields. You can change some of these values
through other case management activities, such as reclassifying a case to change the case category or
reassigning a resource to change the Judicial Officer/Department assigned to the case. Other values
depend entirely on system processes.

Updating Case Initiation Information

You may also update the values collected from the case initiation process. These fields are specific to the
selected case category and case type. Editing these fields may require other case adjustments. Refer to
the Case Attributes Matrix for details on these fields.

Updating Additional Information

The Case Details screen will also display the existing association types for the case. While this activity
does not allow you to consolidate or relate this case, you can coordinate an out-of-county case. This
coordination can only occur if the selected case is a JCCP case that already belongs to a coordinated
group. Refer to the Coordinate Cases section for details on these coordination processes.

You can also add or remove external cross reference numbers with the case. These numbers represent
cases that do not currently reside within the Court system, but may be relevant to the active case.

Validating the Case Details

The system will check your case attribute updates for accuracy and compatibility. For example, if you
classify a case as a Complex Case, then the system will check whether the resource assigned to the
case can hear class action cases. Other case updates may result in the adjustment of fees and/or
automatic case clocks. Refer to the Business Rules for a list of the system validations performed when
updating case details.
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Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update attributes. Refer to the Search Cases task activity for details on
performing this search.

Perform the following steps to update the details of a case.

1. Select the [Case Details] left navigation item.
Result: The Case Details screen displays.
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2. Edit/Update the available fields as needed.
The fields on this screen will be different depending on the selected case category and case
type. The active tab will also be different for JCCP and legacy cases.

3. Click the [Additional Information] tab.
Result: The Additional Information tab highlights and displays the available case associations.
Associations will only display if the case has been consolidated, coordinated or related at
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an earlier time. Refer to the Coordinate Out-of-County Cases task activity for details on
performing this type of coordination.
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4. Enter an external cross-reference number, if necessary.
Follow Steps 5-6 to remove an existing cross-reference number from the case.

5. Select the checkboxes for the external cross-reference numbers to remove.

6. Click the [Remove] button.
Result: The screen refreshes and no longer displays the selected cross-reference numbers.
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7. Click the [Save] button.
Result: A pop-up message displays requesting confirmation.

8. Click the [Yes] option to proceed with the changes.
Result: The screen refreshes. The system saves the changes.
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Related Links
Maintain Case Information Overview

Case Details Screen

My Court Information

View Filing Summary

Introduction

Displaying the Filing Summary screen shows a list of the case filings that require a disposition.
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Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to view filing details. Refer to the Search Cases task activity for details on
performing this search.

Perform the following steps to display the Filing Summary for a case.

1. Select the [Filing Summary] left navigation item.
Result: The Filing Summary screen displays.
The following steps outline the possible activities that you may perform from this screen.
These activities relate to the details of a specific filing document.
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2. Click a Filing Document link to view the filing details.
Result: The Add Filing screen displays.
Refer to the Maintain Case Filings section for details on editing filing information.
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3. Click the [Cancel] button to return to the Filing Summary screen.
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4. Click a Status link to view the disposition status of a filing.
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You can only view status for filings that have associated disposition information.

Result: The Maintain Disposition - Details screen displays.
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5. Click the [Cancel] button to return to the Filing Summary screen.
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6. Click a Filed By link to view a summary of the filing history.
Result: The Filing Participant Summary pop-up screen displays.
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7. Click the [Close Window] button to return to the Filing Summary screen.
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Related Links

Maintain Case Information Overview
Filing Summary Screen

Add Filing Screen

Maintain Disposition - Details Screen

I
Maintain Case Notes

Maintain Case Notes Overview

Introduction

Maintaining case notes involves adding, updating, and deleting notes within a case.

Purpose of Case Notes

You can use case notes to collect information about a case or to share case-specific comments with other
personnel. Notes usually contain details of case events or court proceedings, a summary of observations,
or other case related materials.

Case Note Privileges

Case notes are only viewable by court staff. However, the ability to access (view, add or edit) a case note
depends on your security role.

Case Note and Judicial Note Difference

Selecting the “For Judicial Officers Only” attribute does not convert a case note into a Judicial Note. Refer
to the Judicial Notes section for details on creating and updating Judicial Notes.

Case Note Functionality

Saving a case note records the name of the person who performed the last activity on that note. For
example, the system saves your name when you create the note. When you change this note, the system
will save your name during the last update. The date and time of these activities are also recorded. These
items provide an audit trail for monitoring the case note entries.

If there is at least one case note entered on the case, the system will display an icon on the case header.
An additional icon will display if a note marked as “For Judicial Officers Only” exists on the case.

The system does not record the Case History entries relating to case notes.
Task Activities
Maintaining case notes includes the following task activities:

e Add Case Notes
e Update Case Notes
e Delete Case Notes



The Case Section

Additional Resources

Other items related to this overview include the following:

e Business Rules

Related Links

Case Notes Summary Screen

Case Notes Details Screen

My Court Information

Add Case Notes

Introduction

Adding a case note creates a note that is attached to a case.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to add a note. Refer to the Search Cases task activity for details on performing a
case search.

Perform the following steps to create a case note.

1. Select the [Case Notes] left navigation item.
Result: The Case Notes Summary screen displays.
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2. Click the [Create New] button.
Result: The Case Note Details screen displays. The system automatically captures many of the

case note details as read-only values.
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3. Enter/Select data for the necessary fields.
You must enter data into the Notes field.
You must have the appropriate security role to mark a note as "For Judicial Officers Only."

4. Click the [Save] button.

The Case Section

Result: The Case Notes Summary screen re-displays with a confirmation message.
If the case note was selected as “For Judicial Officers Only,” then the note entry will display
in the Judicial Officer Summary section. Otherwise, the note entry will display in the Case Notes

Summary section.
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Related Links

Maintain Case Notes Overview
Case Notes Summary Screen

Case Notes Details Screen
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My Court Information

Update Case Notes

Introduction

Updating a case note changes the details of a specific note on a case.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update a note. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to edit a case note.

1. Select the [Case Notes] left navigation item.
Result: The Case Notes Summary screen displays.
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2. Select the radio button for the note to update.
If you have the appropriate security access, you can view or update a note from the Judicial
Officer Summary section.

3. Click the [Update] button.
Result: The Case Note Details screen displays.
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Enter/Update data into the Notes field as needed.
These update feature allows you to add comments onto existing notes.

Click the [Save] button.
Result: The Case Notes Summary screen re-displays with a confirmation message. Details for
the Last Update fields change to reflect the recently saved edits.

Wl v, e T
Card Seard Lase E'ud'
Cada Burmmany Casa MNatas

Rt a-Fibags

A Flingi -~ .

Sbicad Aemmks Mpdicial Officer Surmmany

Cadn <alandss Evants
Time Last Update  LastUndate

e Dkadly Rate Created Created Created By Date D Bummare

Cain File

i Hige
T Case Nabes Bummary

T —— Last Update  Last Update

Caid Tracku'Clodir Qate treased ‘hmﬂ Leeqted iz Dats (13 L

Ervtan’Vacabe Dadfuult O 10ENI00E DI PH beshid LVZAFZ00E  testld This is an scempds of & nots

Fars Wakiar Ordun

Fa s Papmaents ) ) )
| Dwalota Croate Mow || Update |

Filing Susmem sy
Mt Mnirdan Dehibin
Raderrdy Cers
Racced [nausnces
Raccad on Sppasl
Ragirter of Adicng
Futpasnived Racards
Tedtiahir T Cnf
W e

Ermadl Feem Hotita

Appa sl

193



Printed Documentation

Related Links

Maintain Case Notes Overview
Case Notes Summary Screen

Case Notes Details Screen

My Court Information

Delete Case Notes

Introduction

Deleting a case note removes the note from the case.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to delete a note. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to remove a case note from a case.

1. Select the [Case Notes] left navigation item.
Result: The Case Notes Summary screen displays.
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Select the radio button for the note to delete.

Click the [Delete] button.

Result: The Case Notes Summary screen refreshes with a confirmation message. The previously

selected case note no longer displays.
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Related Links

Maintain Case Notes Overview

Case Notes Summary Screen

Secure Case Information

Secure Case Information Overview

Introduction
Securing case information restricts your access to certain cases or case data.
Case information may need security assigned due to sensitive or private case information. If such

information exists, then a Judicial Order will outline the item(s) to secure. The Order will also specify what
security access is required to view that data.

This overview focuses only on case level security. However, data security is closely related to role based
security, which defines the functions or activities that you can perform in the system. Refer to the Data
Access Overview section for details on role based security.

Refer to the Manage Person/Entity Information section for details on securing person/entity profiles.

Case Data Security

You can choose data security levels that are higher than your assigned security role. However, you must
have the same security level as the case data (or higher) to access a secured case. For example, with a
security role of "3" you can assign a security level of "5" to a case. But after saving this setting, you would
no longer have access to the case. You could only view the case information when you have with a
security role of "5" or higher.

Refer to the Data Access Overview section for details on security settings.

Applying Security

You can secure case information during the life of a case. Once you save a case security attribute, the
system will check your security profile. It will then determine what type of access you have with the newly
secured data. Depending on your role, the secure case data will be hidden, masked, or displayed.

You can apply security levels to Case History entries, participant information, and/or an entire case.

Task Activities

Securing case information includes the following task activities:

e Secure Cases

e Secure Case History Entries

e Secure Participant Information

e Secure Documents and DMS Images
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Additional Resources

Other items related to this overview include the following:

e Business Rules

Related Links

My Court Information

Secure Cases

Introduction

Securing an entire case defines a case-wide security level, so that you must have the appropriate security
role to access the case data.

Case contents inherit the security level of the case unless an Order had previously secured them. This
allows contents to keep their individual security settings even if case security is removed at a later time.

Refer to the Security Related Deliverable for more details on the security data filtering.

Viewing Secured Cases

Secured cases do not display when your security roles are lower than the assigned case setting. As a
result, you will not know that the case exists.

Some system screens (such as those for Accounting and Calendaring) allow you to view some case data
so that you can complete the business operations associated with those screens. However, the system
does not allow you to access the entire case.

The system will display case image icons to you, but will disable them when you do not have access to
view secured case information.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case to secure. Refer to the Search Cases task activity for details on performing a case search.
Refer to the Initiate Cases section for details on adding security to a new case.

Perform the following steps to add security to an existing case.

1. Select the [Case Details] left navigation item.
Result: The Case Details screen displays.
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Select a value from the Security Level drop-down list.
This will be the security level setting assigned to the case and its contents.

Click the [Save] button to save this security attribute to the case.
Result: The screen refreshes and displays a confirmation message. You must have the
appropriate security role now to access this case.
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Related Links

Secure Case Information Overview

Case Details Screen

My Court Information

Secure Case History Entries
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Introduction

Securing Case History entries marks these entries as confidential. Case History entries usually inherit the
security level of the case in which they reside. However, setting a Case History entry with a higher
security level than the case will hide this entry from those with lower security levels. This means that
although you can access a secured case, you may not have access to a secured Case History entry.
Viewing Secured Case History Entries

You can only view secured Case History entries when you have the appropriate security role.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to secure an existing Case History entry. Refer to the Search Cases task activity
for details on performing a case search. Refer to the Manage Action Entries section for details on adding
security to a new Case History entry.

Perform the following steps to secure an existing Case History entry.

1. Select the [Case History] left navigation item.
Result: The Case History screen displays.
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2. Click the [Short/Long Entry] link of the Case History entry to secure.
Result: The Case History — Add Entry screen displays.
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3. Select a value from the Security Level drop-down list.
This will be the security level setting assigned to only this entry.

4. Click the [Save] button to save this security attribute.
Result: The screen refreshes and displays a confirmation message. Now you must have the

appropriate security role to view this entry.

Related Links

Secure Case Information Overview

Case History Screen
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Case History - Add Entry Screen

My Court Information

Secure Participant Information

Introduction

You can secure case participant information or just the participant addresses in the system. Securing
participant information only secures participant data that resides within the selected case. It does not
secure the participant's Person/Entity record. Refer to the Manage Person/Entity Information section for
details on securing person/entity profiles outside of a case.

Secured participant information becomes masked to you when you do not have security access to that
data. Masked data shows X's in place of secure case information.
Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to secure participant information. Refer to the Search Cases task activity for
details on performing a case search. Refer to the Manage Case Participants section for details on
searching for participants and maintaining participant profile information.

Perform the following steps to secure case participant information.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays with the Case Participants tab active.
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2. Select the [Participant] link of the participant name that you want to secure.
Result: The Participant Profile Information screen displays.
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Wl ave. e 2
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Select the [Mark as Secure] checkbox to secure the entire participant profile.
This step is optional. Upon saving, this profile will be masked (with X's) when you do not
have access to view this information.

Select the [Secure] checkbox next to the address(es) and/or phone numbers to secure.
This step is optional. Upon saving, the selected contact information will be masked (with
X's) when you do not have access to view this information.

Click the [Save] button to save the security attribute(s) for this profile.
Result: The screen refreshes and displays a confirmation message. Now you must have the
appropriate security role to view the secured profile information.
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Secure Documents and DMS Images

Introduction

Securing documents and DMS images marks these electronic entries as confidential. Refer to the
Document Management System section for details on DMS processes.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case to secure documents and/or DMS images. Refer to the Search Cases task activity for
details on performing a case search.

Perform the following steps to secure a document or DMS image on a case.
1. Select the [Case History] left navigation item.
Result: The Case History screen displays.

This screen lists the activities that have occurred on the case. It also displays a list of the
existing case filings.
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2. Select the necessary filter criteria.
This filter tool allows you to search for specific entries on the case. This is an optional
feature.

3. Click the [Filter] button.
Result: The screen refreshes and displays only those entries that match the selected filter criteria.
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4. Click the [Filing Details] hyperlink for the filing entry to update.
Result: The Add Filing screen displays with the filing data in the appropriate fields.
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5. Click the toggle button for the Attach Documents - Generate Cover Page(s) section.
Result: The Attach Document fields display.
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Select the checkboxes for the DMS documents/images to secure.
7. Select a security level from the Document Security drop-down list.

8. Click the [Save] button.
Result: The Filing Confirmation screen displays. You must have the appropriate security role now
to view these documents/images.

Related Links
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Secure Case Information Overview
Case History Screen
Add Filing Screen

. __________________________________________________________________________________________________________]
Manage Case Participants

Manage Case Participants Overview

Introduction

Managing case participants involves adding, updating, and/or removing case participants and their
related profile data.

About Case Participants

A case participant is a person/entity who has a specific position or role to perform on a given case. For
example, a participant may be a defendant, a minor, or an attorney.

A participant profile record consists of both person/entity and case-related data. These profiles are
basically the "case version" of their participant's person/entity profiles. This means that while participant
profiles exist within the context of a case, changes to this data can affect its system-wide person/entity
profile. Both profiles records are identified by the same CMS ID number. Refer to the Manage
Person/Entity Information section for details on updating person/entity profiles.

Adding Case Participants

There are different ways to add participants to a case. Within the case initiation process, you can either
directly enter a name into the case participant fields or select a person/entity record to add as a
participant. Refer to the Initiate Cases section for details on these processes.

Otherwise, you can only add participants to existing cases through the appropriate case filings. These
may be filings as decided by the Court. The filing will prompt the system to create a participant on the
case, which will also create a person/entity profile for the participant. This will occur even if a person/entity
record for the same person/entity already exists in the system. Refer to the Maintain Case Filings for
details on adding filings to a case.

Activities Performed Prior to Managing Participants
You must conduct a case search in order to select and access the participant profile to update, replace or
remove. Refer to the Maintain Case Information section for details on performing this search.

Managing Participant Associations

Participants have case relationships with other participants on the case. These associations only exist
within the case, and do not extend to other cases or system data. For example, there is an association
between an attorney and a defendant.

Since participant associations also exist within the context of a filing, most participant associations occur
from the Add Filings screen. Refer to the Maintain Case Filings for details on this process.

Managing Person/Entity Associations
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Participant profiles also include associations with person/entities outside of the case. These associations
describe a more “permanent” type of relationship than case participant associations. For example, they
can define familial and employment relationships between person/entities, such as the relationship
between an attorney and a law firm. These associations do not rely on a case to exist. Refer to the
Manage Person/Entity Information section for details on creating and maintaining person/entity
associations.

Securing Participant Information
You may choose to secure case participant addresses or entire participant profiles. This security only
affects the data that resides within the selected case and does not secure the related person/entity
profile. Refer to the Secure Case Information section for details on securing participant data.
Task Activities
Managing case participants includes the following task activities:

e Create New and Replace Case Participants

e Update Case Participant Profiles
o Remove Patrticipants from Cases

Additional Resources

Other items related to this overview include the following:

e Business Rules

Related Links

Case Patrticipants Screen

Case Selection - Propagate Contact Information Change Screen

My Court Information

Update Case Participant Profiles

Introduction

Updating a case participant changes the profile data for a specific person/entity. These changes affect
data both inside and outside of a given case.

Entering Participant Data

Case participant profile contents come from their associated person/entity profile record. Depending on
how the participant was added to the case, the profile may not contain data other than the participant
name.

Participant profiles do not require specific data entries. In other words, there are no required fields.
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Providing General Information

You may enter or edit the names and contact information related to a participant. Changes made to these
fields will also update the person/entity profile for this participant. You can also select the names,
addresses, phone numbers and email addresses to use for this case.

Some field entries within the General Information tab are only available within the case. For example,
fields such as “Fees Deferred” and “Is Minor” do not affect the person/entity profile for the participant, but
may change system actions related to this case.

You may also label a participant as a frequent filer, if necessary. Refer to the Manage Frequent Filers
section for details on this type of assignment.

Maintaining Participant Associations

Participant associations exist through case filings. As a result, the appropriate filing creates and/or
updates the associations within a participant profile. Refer to the Maintain Case Filings section for details
on creating and maintaining participant associations within the context of a filing.

You can also add associations from within the participant profile. These relationships exist only within the
active case. To do this, you must search for and select the participant record to associate with the current
[active] participant.

You can also enter or change the start and end dates for participant associations within the profile.
Providing an end date is useful when an association no longer exists within a given case. For example, if
there ceases to be a relationship between a defendant and an attorney, then entering an end date for this
association keeps a record of the attorney’s presence on the case.

Maintaining Person/Entity Associations

The participant profile also displays the person/entity associations that exist with this participant. These
associations are external to cases. Refer to the Manage Person/Entity Information section for details on
maintaining person/entity associations.

You may remove a person/entity association within the participant profile. However, this process also
deletes the association from the person/entity profile.

Viewing Position Information

Position types identify the Court resource roles that a person/entity may perform. The screen will display
the position types assigned to the participant through its person/entity profile. However, since you are
viewing this information in the context of a case, you can only assign position types that relate to the open
case.

Maintaining Additional Information

You may also add or enter personal information about a participant. Some of the data helps to prepare
Court staff in assisting the participant during Court proceedings. This information is optional and allows
you to collect specific data to further identify the person/entity.

Copying Changes to Other Cases

Saving the participant profile updates certain person/entity profile data. If you entered or changed contact
information for a participant who had at least one position type assigned, then you can choose to apply
your updates to other active cases involving this person/entity. This option allows you to select the cases
on which to copy these profile changes.

Updating Case Resources and Interested Parties
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Refer to the Manage Resource Assignments section for details on updating and maintaining resources
assigned to the case. Refer to the Manage Interested Parties section for details on maintaining interested

parties on the case.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update participant data. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to update a case participant profile.

1. Select the [Case Participants] left navigation item.

Result: The Case Participants screen displays. The case participants assigned to the case

display in a list.
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2. Enter/Select data for the appropriate filter criteria.
This filter tool allows you to display participants based on their name or related roles.

3. Click the [Filter] button.
Result: The screen refreshes and only displays those participants that match the entered filter

criteria.
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4. Click the hyperlinked name of the participant to update.
Result: The Participant Profile Information screen displays.
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5. Enter/Update the available fields as needed.
6. Click the [Associations] tab.

Result: The Associations tab highlights and displays both participant and person/entity

associations.

Follow Steps 7-10 to create a participant association. The participant to associate with must
already exist on the case.
Follow Steps 11-12 to define or update the participant association details.
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7. Enter/Select data for the appropriate search parameter fields.
Refer to the Search Person/Entity Profiles task activity for details on performing this search.

8. Click the [Search] button.
Result: The screen refreshes with the search results.
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9. Select the radio button for the participant to associate.

10. Click the [Select] button.
Result: The screen refreshes and displays the participant in the Participant Associations section.
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11. Select or update the Association Type for the participant association.
12. Enter/Update the available fields as needed.

13. Click the [Position Information] tab to add a participant position type to the profile.

Result: The Position Information tab highlights.
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14. Select a position type value from the Add drop-down list.
15. Click the [Add Position Type] button.

Result: The screen refreshes and displays the position type and related fields.

Different fields will display depending on the selected position type.
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16. Edit/Update the available fields as needed.

17. Click the [Additional Information] tab.
Result: The Additional Information tab highlights.
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18. Enter/Update the available fields as needed.

19. Click the [Save] button to save the participant profile data.
Result: The system navigates to the appropriate screen.

20.

The Case Section

If you update the profile data and the participant profile does not have the assigned position
types, then saving the profile will display the Case Participants screen with a confirmation

message.
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If you update the profile contact information and the participant profile has at least one
position type assigned, then saving the profile will display the Case Selection — Propagate
Contact Information Change screen. From this screen, you can choose to apply your updates to
other active cases involving this person/entity. Follow the steps below to copy these changes to
other participant profiles.

Select the cases on which to apply the profile updates from the Case Selection — Propagate
Contact Information Change screen.
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21. Click the [Save] button.
Result: The Person/Entity Search screen displays. The system copies the updated contact
information from the active case to the selected cases. It also marks the appropriate items for
case use within these cases.
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Create New and Replace Case Participants

Introduction

Using the "Create New and Replace" feature copies an existing participant record in order to create a new
person/entity profile in the system. This new profile then replaces the original participant on the case.

You may use this feature if the wrong person/entity record was assigned to a case. This usually occurs
when two person/entities share similar names. You must have an Administrative security role to perform
this activity.

Creating a New Participant

Choosing to "create new and replace" a case participant copies the participant profile data from the
selected participant onto the new profile. For example, the system copies the case-specific information
(such as case events, filings, and fees) that occurred since the participant was assigned to the case.

The system also copies the person/entity data onto this new profile record, including the names and
contact information belonging to the original participant. The system then identifies this record by its
newly assigned CMS ID number. Refer to the Manage Person/Entity Information section for details on
updating profile information.

Saving and Replacing Participants

Saving the new profile replaces the original participant on the case with the new person/entity. This
process removes the original participant from the case but does not delete its person/entity record from
the system.

The system then maintains the case history and associations to case events through the new participant
record.
Transferring Fees

If you replace a case participant who had paid at least one case related fee, then the system will
automatically create a trust for the paid amount(s). This trust then transfers over to the newly created
participant to give the person/entity credit for paying these monies.

Updating Profiles

This activity creates duplicate person/entity information in the system. While the CMS ID number for the
profile keeps the record unique, the profile data still needs to be manually reviewed and updated to
confirm accuracy. Refer to the Manage Person/Entity Information section for details on this process.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to create and replace a participant. Refer to the Search Cases task activity for
details on performing a case search.

Perform the following steps to create and replace a case participant.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays. The case participants assigned to the case
display in a list.

225



Printed Documentation

« [ - EXEED - |

[ -
wkre Faarch
Capw Fummany
Aopapt a-Flings
Add Flinge
Mok #d Acounke
Cuin Calanda Fvants
Caitd Dataddy
Cuia Fila
Caid HiPgry
Cars Robsn
Cuia Parbogants
Cund Tracku'Chodar
Ertar’Vacebs Dadault
Fas Wares Orden
Faau Paymants
Filing Saumem gy
Mt Mairdin Dahibidn
Badarrdy Caie
Fwcced [nausnces
Racced on Appaal
Ragivisr of Schone
Subiposneed Becards
Towrdwr Curs Out
W srranta
Ermail Feem Hotics
Anpwali
RAPEUEE Caing
Bateh Cava Hiptory Emnies
Ei i i ooate € iRl
it Sara
infsate Legasy Taie
Indata Frauda Cere
Mairfsin Rerervad Cars
Hurfibsn

HEF Lnt

Cage Moskar: G1=-2005-0001081 1 1-0L-UD-NE ‘ Fibrig Dvatw: OF/ 3770004
Herman Munster] 192 vs Gomez
Care Tiller o s 1092 Case Swetus: Tral Set
Cate Categary: Crnl « Limited Leestan: Harth County
. i Hichsal
Case Trpa: Unlwwiul Datainer - Residentisl Judicigl Officar iyt
ke Agal Deparimant
. Mot Evest
Mext Event Trpe: DateyTirma:
Case - seln
Case Particlpants
Case Partbiipants | Case Besources | Inberested Parties
Filter Participanks
Cabegory: Frst Hama Hiddia Mo Last Mame: Suffix:
HAMEL Parian L L
Rader b 0 am Roles on Cane
CM5 1D Number: O Last Bobes om Cae
Fiker |
CH% 1D Mumber  Particigant Filing Document Filed By Hele Stage Cisrrent Attarmey
) FREN0I1164 Munaterl(97, Eraof of Serdos by Harman Flansif
h BT by Eedtang Murderigez
- 4
() PEOMOIL1ES Addeersl (], EBrgol of Service by Hanman Drefendant
fhoerees Bopirg Mussterl 92
) SR0R001 1648 Add seree L0 Praof of Serdcs by Harmian Cafandsrd
: Mirbioa Fugtng Mursterl 092
Cormalgenr Harman Dafendan Disrrissed
Musiterl 092
) FREILLET Eraof of Servcs by Harman Dafendant
4 Eatteg Muraterioe:

[ Remneve From Case || Reset |

2. Enter/Select data for the appropriate filter criteria.
This filter tool allows you to display participants based on their name or related roles.
3. Click the [Filter] button.
Result: The screen refreshes and only displays those participants that match the entered filter

criteria.
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4. Select the radio button for the case participant to replace.

5. Click the [Create New and Replace] button.
Result: The screen refreshes and displays a new CMS ID number for the selected participant
record. The system also creates a new participant (person/entity) profile for this record.

If the removed participant has paid fees, then an alert message will display indicating that a
trust has been created for the amount of the paid fee(s).
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Related Links
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My Court Information

Remove Participants from Cases

Introduction

Removing a case participant separates an existing participant from a given case. This deletes the
association between the participant and the case so no future events occur on behalf of this participant.
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Removing Participant Profiles

This activity only removes the participant profile from the case. It does not delete the person/entity record
for the participant from the system.

The case also keeps the Case History entries and events related to this participant, even after the
removal.

Participant Related Fees

If you remove a case participant who had paid at least one case related fee, then the system will
automatically create a trust for the paid amount(s). This allows the Court to reimburse the removed
participant at a later time.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to remove a participant. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to remove a participant from a case.
1. Select the [Case Participants] left navigation item.

Result: The Case Participants screen displays. Case participants assigned to the case are
displayed on a list.
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2. Enter/Select data for the appropriate filter criteria.
This filter tool allows you to display participants based on their name or related roles.

3. Click the [Filter] button.
Result: The screen refreshes and only displays those participants that match the entered filter
criteria.
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4. Select the radio button for the case participant to remove.

5. Click the [Remove from Case] button.
Result: A pop-up window displays requesting confirmation for the delete.

6. Click the [Yes] button.
Result: The screen refreshes with a confirmation message. The previously selected participant no
longer displays.
If the removed participant has paid fees, then an alert message will display indicating that a
trust has been created for the amount of the paid fee(s).
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Related Links
Manage Case Participants Overview

Case Participants Screen

Manage Case Resource Assignments

My Court Information

Add Judicial Officer/Department Resources to Cases

Introduction

Adding a Judicial Officer or department to a case assigns this resource to the case.
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This activity allows you to create a new resource assignment on the case. You can also replace an
existing Judicial Officer/department resource that may have been assigned during the case initiation
process.

Assignment Restrictions

Use this activity to assign the following resource types: Judicial Officers, Departments, Probate Referees,
Discovery Referees or Settlement Referees.

Refer to the Add Court Resources to Cases task activity for details on assigning Court Appointed
Attorney, Counsel for Incarcerated Person, Guardian ad Litem, Guardianship as Counsel for Minor, and
Guardianship for Counsel as Parent resource types.

Refer to the Add New ADR Resources to Cases task activity for details on assigning Arbitrators and
Mediators.
Changing the System Recommendation

The system recommends a resource only if there is an available pre-configured rule. Refer to the
Configure Case Assignment Rules section for details on creating resource rules.

You may select a resource other than this proposed resource. However, if you choose to override this
recommendation, there may be scheduling or recusal conflicts with the new selection. You must manually
resolve these issues after the system saves the assignment.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to assign a Judicial Officer or department. Refer to the Search Cases task
activity for details on performing a case search.

Perform the following steps to add a Judicial Officer/department resource to a case.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.
Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Click the [Add New] button.
Result: The Step 1: Select Resource Type screen displays.
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Select data for the following required fields:

4. Resource Type
5. Start Date

Click the [Next] button.

Result: The Step 3: Confirm Resource screen displays.
This screen skips to the third step in the Case Assignment Wizard.

Different fields will display depending upon the selected resource type.

A value will display in the Proposed Resource field only if there is a configured rule

available.
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6. Select an Assigned Resource, if necessary.
You may either accept or change this value.

7. Enter/Select data for the other necessary fields.

Click the [Finish & Save] button.

Result: The Case Participants screen displays with a confirmation message. This new resource
displays under the appropriate Position Type section. The system also generates a Notice of
Assignment.

If you entered a future start date for a Judicial Officer/department resource, then its status
will be "Pending" until this date is reached.
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Related Links

Manage Resource Assignments Overview

Case Participants Screen

Step 1: Select Resource Type Screen
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Step 3: Confirm Resource Screen

My Court Information

Add Court Resources to Cases

Introduction

Adding a Court resource to a case assigns this resource to the case.

Assignhment Restrictions

Use this activity to assign the following resource types: Court Appointed Attorney, Counsel for
Incarcerated Person, Guardian ad Litem, Guardianship as Counsel for Minor, and Guardianship as
Counsel for Parent.

Refer to the Add Judicial Officer/Department Resources to Cases task activity for details on assigning
Judicial Officers, Departments, Probate Referees, Discovery Referees or Settlement Referees.

Refer to the Add New ADR Resources to Cases task activity for details on assigning Arbitrators and
Mediators.
Changing the System Recommendation

The system recommends a resource only if there is an available pre-configured rule. Refer to the
Configure Case Assignment Rules section for details on creating resource rules.

You may select a resource other than this proposed resource. However, if you choose to override this
recommendation, there may be scheduling conflicts with the new selection. You must manually resolve
these issues after the system saves the assignment.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to assign a Court resource. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to add a Court resource to a case.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.
Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Click the [Add New] button.
Result: The Step 1: Select Resource Type screen displays.
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4. Select data for the following required fields:

5. Resource

Type

6. Assignment For

7. Start Date

The Assignment For field may be a read-only value depending on the selected resource

type.

5. Click the [Next] button.
Result: The Step 2: Select Participants for Assignment screen displays.
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Select the checkboxes for the participants to which this resource will be assigned.

7. Select the checkboxes for the participant filings that will be affected.

This step is only available if the Assignment For value from the previous screen is "Filing."

8. Click the [Next] button.
Result: The Step 3: Confirm Resource screen displays.
Different fields will display depending upon the selected resource type.
A value will display in the Proposed Resource field only if there is a configured rule
available.
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9. Select an Assighed Resource, if necessary.
You may either accept or change this value.

10. Enter data for the other necessary fields.

11. Click the [Finish & Save] button.
Result: The Case Participants screen displays with a confirmation message. This new resource
displays under the appropriate Position Type section. The system also generates a Notice of
Assignment.
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Related Links

Manage Resource Assignments Overview

Case Participants Screen

Step 1: Select Resource Type Screen
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Step 2: Select Participants for Assignment Screen

Step 3: Confirm Resource Screen

My Court Information

Add New ADR Resources to Cases

Introduction

Adding a new Arbitrator/Mediator resource to a case makes this resource available for assignment on the
case. This activity assumes that there is a need to define a new Arbitration/Mediation (ADR) process for a
case.

Adding an Arbitrator/Mediator resource may or may not assign the resource to the case. This assignment
depends on configured rules and your actions. However, you must add a resource in order to reserve its
availability for the case.

Defining the ADR Process

Adding a new Arbitrator/Mediator resource allows you to define and maintain the Arbitration/Mediation
process itself. For example, you can indicate the start date of the ADR process, the ADR hearing
information, and whether it was court ordered.

A case may have multiple Arbitration/Mediation processes occurring at the same time. The system allows
you to manually maintain the status of each of these processes.
Defining the Resource Assighment

When adding an Arbitrator/Mediator resource, you must specify the start date and the case participants
that are involved in this Arbitration/Mediation process.

If there are configured assignment rules for the resource type, the system will propose resources in a
short list that meets the case criteria. You may either accept or reject these resources.
Viewing System Recommendations

The system will suggest a new set of resources based on available configured assignment rules. If there
are no rules for these resources, then the short list will be empty. Refer to the Configure Case
Assignment Rules section for details on creating resource assignment rules.

Rejecting ADR Resources from the Short List

If you reject a resource from the short list, then the future short lists generated for this
Arbitration/Mediation instance will not include this resource. Refer to the Generate New Short List task
activity for details on creating a new short list.

Searching for an ADR Resource

The assignment wizard allows you to search for and add a resource that does not initially display in the
short list. When you save this resource, the system will alert you about whether this resource has
scheduling or assignment rule conflicts.

Assigning an ADR Resource
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The system assigns an Arbitrator/Mediator resource only when the resource status is set to "Assigned."
Only one resource per ADR process may be assigned.

If the short list contains only one name, then the system will automatically assign this resource to the
case. Otherwise, the system will mark each resource as "Awaiting Assignment.” You can either manually
assign a resource at this point or have the system automatically assign one of these resources. Refer to
the Auto Assign ADR Resources for details on allowing the system to automatically assign a resource.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to add an arbitrator/mediator resource. Refer to the Search Cases task activity
for details on performing a case search.

Perform the following steps to add a new arbitrator/mediator (process or resource) to a case.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.
Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Click the [Add New] button.
Result: The Step 1: Select Resource Type screen displays.
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Select data for the following required fields:
5. Resource Type

6. Assignment For
7. Start Date

5. Enter/Select data for the other necessary fields.

The fields listed within the ADR Hearing Information section help to define the ADR
process.

Click the [Next] button.
Result: The Step 2: Select Participants for Assignment screen displays.
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Select the checkboxes for the case participants that are involved in this ADR process.

Click the [Next] button.

Result: The Step 3: Confirm Resource screen displays.

Follow Steps 9-13 to add a name to the short list.

Follow Steps 14-15 to reject a resource name from the short list.

249



Printed Documentation

Gasm boarch
CEE HLNTE
hzempt &-Flinge
Add Filireg
Mackad Acrraan ke
Cans Calsnder Eusnis
GCaza Cataila
Gaza Fils
Gara Hiskory
Caza Aotes

ark

Caga Trachsr Q) ods
Erteavscate Cafomilt
Faig Wakiar Oidie
Fl o Py i

Fikng Ssaminasy

Fillng Dater 04526200
Casp Btabizl SRiER
Location: North Court
Judical officer: Judpe Smith
Cspamment f47
Hest Event Date: 101002004

Case Nomhan XE-YWTY-12 3456 T3-CO-TT-LLL &
e Titlel oe vi, Doe
Cunm Cabwgary: Ciwil Liribad
gz= Typs: Unlsaful Oetarsr
Care Agel 165 Duays
Mt Eant Typa: Caie Managament Conferanca

Case
Casze Participants - Case &xsignment
Gtam 3! Confiri ks
Resowron Types Arbkrator
Assignanest Fom Cose
Start Dates 100172004
Comrt Brdared to ADE: Tes

Farticipants Sith, 1

Aavpdets Caies
Brtch Cara Hirton Erbdsr
Dicarend ot CREks
Inkirta Caze

Inkirta Lagacy Cace
Inkirta Praudo Caca

Mairtan Rarsrand Caca
Aumbarz

HEF Lok

A.ezardr Managurtant
Smarch Preuda Care
Tranafar Saaua

Update Thacha
Yarsthaur LERganta Lk

‘Wil Ertain Plany

Srrith, N
Mark,/N sirksin Exhibitc [ ——
Emciazrfy Cans
Emcord I Skort List of Arbitratees:

hi
Facerd o sl R
Fagirtur of s oro 3 Emth Bobert
fbpouned Racarda Aarrerva
Trerodur Cera Sk
W arTants A gnm et Details =
Appeslx

Cancal Fanst Saarch

9. Click the [Search] button to search for a specific resource.
Result: The Person/Entity Search screen displays. The Position Type field defaults to the
appropriate resource type.
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10. Enter/Select data for the appropriate search parameter fields.

The Case Section

Refer to the Search Person/Entity Profiles task activity for details on this process.

11. Click the [Search] button.
Result: The screen refreshes to display the person/entity matches.
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12. Select the radio button for the person/entity to add to the short list.

13. Click the [Select] button.

Result: The Step 3: Confirm Resource screen re-displays with the selected name added to the

short list.
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14. Select the names to reject from the Short List of Arbitrators/Mediators.
EEEYou can reject resources from this list, or change the status of a resource to "rejected.”

15. Click the [Remove] button.
Result: The screen refreshes and no longer displays the selected names in the short list.




The Case Section
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16. Click the [Finish & Save] button to add the resource(s) to the case.
Result: The Case Participants screen displays with a confirmation message. The system lists the
resource(s) under the appropriate position type and the Arbitrators are now "Awaiting
Assignment.”
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Follow the steps listed below to assign one of the arbitrator/mediator resources that are "Awaiting
Assignment.” These steps assume that there is no resource currently assigned for the specified ADR

process.

1. Select Assigned from the Status field for the resource to assign.

This selection occurs from the Case Participants screen.
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2. Click the [Save] button to save this resource assignment.
Result: The screen refreshes with a confirmation message.
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Related Links

Manage Resource Assignments Overview

Case Participants Screen

Step 1: Select Resource Type Screen
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The Case Section

Step 2: Select Participants for Assignment Screen
Step 3: Confirm Resource Screen

Person/Entity Search Screen

My Court Information

Auto Assign ADR Resources

Introduction

Automatically assigning an Arbitrator/Mediator resource allows the system to randomly select and assign
a resource for a given ADR process.

Auto Assignment Restrictions

This activity requires you to have already generated a short list for the ADR process. Within this process,
there must be at least one resource with a status of "Awaiting Assignment" and no resources currently
assigned. Refer to the Add New ADR Resources to Cases and Generate New Short List task activities for
details.

Selecting an Alternate

If there is more than one resource with a status of "Awaiting Assignment,” then the system may attempt to
assign a backup or "Alternate" resource to the ADR process. This will only occur if the Court configured
an assignment rule for this activity.

If no rule exists, then you may manually select this alternate resource from the list of available resources.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to automatically assign an arbitrator/mediator resource. Refer to the Search
Cases task activity for details on performing a case search.

Perform the following steps to automatically assign an arbitrator/mediator resource to a case.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.

Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Click the [Auto Assign Resource] button to randomly assign a resource for an ADR process.
Result: The screen refreshes and updates the status of one the resources to "Assigned."”
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Related Links

Manage Resource Assignments Overview

Case Participants Screen
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The Case Section

My Court Information
|

Update Court Resource Assignments

Introduction

Updating a resource assignment changes the assignment data for a given resource. This activity allows
you to update the resource type and/or the case status settings for an individual resource.

About Resource Assignments

Assignment updates focus on changing the details for an existing resource assignment. For example, you
can change such items as the resource status, assignment reason and effective start/end dates.

You may also change the certain assignment attributes for a given resource type. For instance, you can
update the participants or filings associated with the resource.

Resource updates only occur for the selected case. They do not affect the person/entity profile
information for these resources. Updates also do not change how the system recommends the resource
to the case. Refer to the Configure Case Assignment Rules section for details on configuring resource
rules.

Update Resource Restrictions

Resource assignment updates depend on the resource type. For example, Judicial Officer and
department assignments are the only types that you cannot be update without changing the resources’
profile information or pre-configured assignment rules.

As a result, several of the update activities overlap with the reassigning of a resource to a case. Refer to
the Reassign Judicial Officer/Department Resources task activity for details on updating judicial
officer/department assignments. Refer to the Reassign Court Resources task activity for details on
replacing a resource with a new resource.

Applying Updates

Updates to a resource assignment will apply to the case in only a go-forward basis. No past case data or
events will change.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update a resource. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to update a case resource assignment.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.

Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Enter/Update the following fields as needed:

4, Status
5. Reason

4. Click the [Save] button to save these changes.
Result: The screen refreshes with a confirmation message.
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5. Click the [Edit] button for the resource type to update.
Result: The Step 1: Select Resource Type screen displays.
Different fields will display in these screens depending on the selected resource type.
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The Case Section
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Edit/Update the available fields as needed.

Do not change the effective Start Date if it is some past event.

Click the [Next] button.
Result: The Step 2: Select Participants for Assignment screen displays.
Some resource types will instead display the final screen of the wizard. Skip to Step 9 to
display this screen.
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8. Update data for the appropriate fields.

9. Click the [Next] button.
Result: The Step 3: Confirm Resource screen displays.
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10. Update data for the appropriate fields.
EEAThe currently assigned resource displays in the Assigned Resource field.

11. Click the [Finish & Save] button to save the updates to the position type.
Result: The Case Participants screen displays with a confirmation message.
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A rejected status cannot be assigned to the case. This status removes the possibility of this resource
being assigned to the case. This is an update status, since the resource is not assigned at this point.

Related Links

Manage Resource Assignments Overview
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The Case Section

Case Participants Screen
Step 1: Select Resource Type Screen
Step 2: Select Participants for Assignment Screen

Step 3: Confirm Resource Screen

My Court Information

Reassign Judicial Officer/Department Resources

Introduction

Reassigning a Judicial Officer/department resource on a case replaces the existing case assignment with
a new Judicial Officer/department. This new assignment takes place based on the effective start date of
the new resource.

Reassigning a Resource

Resource reassignment allows you to replace an assignment with a new resource of the same resource
type. For example, if you are reassigning a department on a case, then you must select a new
department to replace this current assignment.

The new resource options from which you may select do not include the current resource name or the
previously assigned resources.

Refer to the Reassign Resources in Batch task activity for details on reassigning Judicial
Officer/department resources on multiple cases at the same time.
Checking for Conflicts

The system will check for the scheduling and/or recusal conflicts with this newly selected resource and
the case. If the system finds a conflict, then it will display a warning message. You may choose to
override this warning and proceed with the assignment, or you can select a different resource to assign.

However, if you override the warning, then you must manually resolve this conflict after saving the
reassignment. There are no work queues associated with single case reassignments.
Saving the New Assignment

Once the system saves the new resource assignment, it will expire the old resource on the specified start
date and assign the new resource to the case. The system will also reassign the future calendar events
scheduled after the start date of this new resource.

A notice of reassignment will also generate to alert case participants of the new resource assignment.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to reassign a judicial officer/department resource. Refer to the Search Cases
task activity for details on performing a case search.

Perform the following steps to reassign a judicial officer/department resource on a case.
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1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.
Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Click the [Reassign] button for the Judicial Officer/Department position type to reassign.
Result: The Case Participants - Resource Reassignment screen displays.
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4. Enter/Select data for the following required fields:

5. New Resource Name
6. New Resource Date
7. Reason

5. Click the [Save] button.
Result: The Case Participants screen displays with a confirmation message. The new resource
assignment displays in the appropriate Position Type section. The system also generates a
Notice of Reassignment on the specified start date.
The status of the new resource assignment depends on the start date. For example, if this
is a future start date, then the new resource will have a status of "Pending" until this date occurs.
Then the status updates to "Assigned."

272



taas feaich
Cara Summarn
Ezempt m-Flinge
B3 Flirg:
Blackad Aot
Cage Calendsr Ewemt:
Cugs Coabmle
Cais Al
Cxea Hitkoes
Caca Rotac
Ca

Farbcpants
Caza Tracha Clocks
Ertmu'iecats Cafsult
Fau Wakar Grders
FanalPaymarks
Filing Eorremiery
MasbNairkadn Exhibits
Reclyzsfy Cyne
Flicidrd LEuis e
Racord o Appasl
Fagicter of Ao
Subpoensad Recarde
Traroter Caos Cuk
W arranka

Appesls

ATt Cyns s

Batch 02 Histom Enbrie:

Criems o gbe Cares

Inkighe Case

Inkighs Lacscs are

Inkighs Psijdn Cyxs

HMainksin Rerersed Case
Hurmbase

HaF Lisk

A cardi PR S garrank
danrch Pravda ©uce
Trsnefar <aeae

Updsbs Slacke

v s LERSnde Lk

Wil Eriwts Flend

Caga Bumbar: XX-YYTY-12 34567 3-CO-TT-LLL & Filing Date:
o Titlm: Dovm we. Do Camm Skabum:
Care Cobegary Civil Limbad Laphon
Caza Typed Unksaiul Detairer Judicial officer
Canm Agm: 155 Dlays Dapartmark

Rlet Evant Trpe:

Camp Maragement Conferancs

Hext Evert Dok

¢ 0aSEES 200
Cpan

1 Ntk Coart
1 Judge Bmifth

: BT
i 1AL V200

The Case Section

Augart 13, 3004

Case
Casa Participants

Cate Resaupoes

Fositios Type: Arbfeator

ruwtud Partius

Statas =] start Dater Zl Bssignneent Type: Case

[ tele

Hame Chabus Buasen ARROMEMET  Epd ke
Jonan, ks [Fmanteg Azrgnment =] & armzood
=
Bleck, Jarram Aeduitireg Axrignmant o ;] A8 2 D0
Srnlth, Dbk |ating Axtignmant =] =] A 2 0
Garmraim kaw Shart Lt | Ao Auign Aascros |
Fositios Type: Jedicial officar Aanignmant Type: Case
i Statun [ T— "““P""“ﬁ:"&'* End Datn
Smith, Jamaa P. Amignad & vz
E
Willame, #lbert [nactve -;I OLATLE D0 OZ 202 0d
Winbers  Birkan Panding o] 1Eeemm
Positios Trpe: Ceurt Appomdad Attormey Falimg: Fan Waaver Asssgnmunt Typa: Filing
Hamhi Statec REagan AppEnIEl  End pate
Anderion | Msrins AR 1.I ;I 0101 a4

Rus st

Cancel

s | I

Related Links

Manage Resource Assignments Overview

Case Participants Screen
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Case Participants - Resource Reassignment Screen

My Court Information

Reassign Court Resources

Introduction

Reassigning a resource on a case replaces an existing case resource with a new resource. This new
assignment takes place based on the effective start date of the new resource.

About Reassignments

Reassignment for most court resource types follows the same steps as the resource assignment and
resource update activities. To reassign a resource, you must choose a new resource of the same
resource type. This new selection will disable the current case assignment based on the newly issued
start date.

For example, if the start date for the new resource begins today, then the system will issue an end date of
yesterday for the old resource. Refer to the Add Court Resources to Cases task activity for more details
on the assignment process.

Reassignment Restrictions

This activity focuses on reassigning most resource types. However, some resource types follow a
different reassignment process. Refer to the Reassign Judicial Officer/Department Resources task activity
for details on reassigning judicial officer or department resource types. Refer to the Generate New Short
List task activity for details on reassigning arbitrator or mediator resource types.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to reassign a resource. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to reassign a case resource.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.
Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Click the [Edit] button for the resource type to reassign.
Result: The Step 1: Select Resource Type screen displays.
Different fields will display in these screens depending on the selected resource type.
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Edit/Update the available fields as needed.

Click the [Next] button.
Result: The Step 2: Select Participants for Assignment screen displays.
Some resource types will instead display the final screen of the wizard. Skip to Step 7 to
display this screen.
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6. Update data for the appropriate fields.

7. Click the [Next] button.
Result: The Step 3: Confirm Resource screen displays.
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8. Select a new Assigned Resource for the case.

9.

Click the [Finish & Save] button.

Result: The Case Participants screen displays with a confirmation message. The new resource
assignment displays in the appropriate Position Type section. The system also generates a

Notice of Reassignment on the specified start date.
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Related Links

Manage Resource Assignments Overview

Case Participants Screen

Step 1: Select Resource Type Screen
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The Case Section

Step 2: Select Participants for Assignment Screen

Step 3: Confirm Resource Screen

My Court Information

Generate New ADR Short List

Introduction

Generating a new ADR short list prompts the system to recommend an Arbitrator/Mediator resource to
assign to a case.

Requesting a New Short List

You may request a new short list if the parties on a case have rejected the ADR resources from the initial
short list.

Viewing System Recommendations

The system will suggest a new set of resources based on available configured assignment rules. If there
are no rules for these resources, then the short list will be empty. Refer to the Configure Case
Assignment Rules section for details on creating resource assignment rules.

In addition, the system will filter out the non-active (rejected, disposed or dismissed) resources from the
list of assignable arbitrators/mediators.
Checking for Conflicts

The system performs additional checks to confirm that the recommended resources are assignable to the
case. For example, you cannot generate a short list if there is an Arbitrator/Mediator resource (within an
ADR process) with a status of "Assigned," "Alternate," or "Awaiting Assignment."

Also, the short list will not contain resources that have exceeded their maximum work load limit or
resources who are parties on the case. Refer to the Business Rules section for details on the short list
restrictions.

Rejecting ADR Resources from the Short List

If you reject a resource from the short list, then the future short lists generated for this
Arbitration/Mediation instance will not include this resource.

Searching for an ADR Resource

The assignment wizard allows you to search for and add a resource that does not initially display in the
short list. When you save this resource, the system will alert you whether this resource has scheduling or
assignment rule conflicts.

Assigning an ADR Resource

The system assigns an Arbitrator/Mediator resource only when the resource status is set to "Assigned."
Only one resource per ADR process may be assigned.
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If the short list contains only one name, then the system will automatically assign this resource to the

case. Otherwise, the system will mark each resource as “Awaiting Assignment.” You can either manually
assign a resource at this point or have the system automatically assign one of these resources. Refer to

the Auto Assign ADR Resources for details on allowing the system to automatically assign a resource.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to generate a new short list. Refer to the Search Cases task activity for details

on performing a case search.

Perform the following steps to generate a new short list on a case.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.

Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Click the [Generate New Short List] button.
Result: The Case Participants — Case Assignment/Step 3: Confirm Resource screen displays.
Follow Steps 4-8 to add a name to the short list.
Follow Steps 9-10 to reject a resource name from the short list.
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4. Click the [Search] button to search for a specific resource.
Result: The Person/Entity Search screen displays. The Position Type field defaults to the
appropriate resource type.
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5.

Enter/Select data for the appropriate search parameter fields.

The Case Section

Refer to the Search Person/Entity Profiles task activity for details on this process.

Click the [Search] button.
Result: The screen refreshes to display the person/entity matches.
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Select the radio button for the person/entity to add to the short list.
Click the [Select] button.

Result: The Case Participants — Case Assignment/Step 3: Confirm Resource screen re-displays

with the selected name added to the short list.
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9. Select the names to reject from the Short List of Arbitrators/Mediators.
You can reject resources from this list, or change the status of a resource to "rejected."

10. Click the [Remove] button.
Result: The screen refreshes and no longer displays the selected names in the short list.

11. Click the [Finish & Save] button to add the resource(s) to the case.
Result: The Case Participants screen displays with a confirmation message. The system lists the
resource(s) under the appropriate position type.
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Follow the steps listed below to assign one of the arbitrator/mediator resources that are “Awaiting
Assignment.” These steps assume that there is no resource currently assigned for the specified ADR

process.

1. Select Assigned from the Status field for the resource to assign.

This selection occurs from the Case Participants screen.
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2. Click the [Save]
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button to save this resource assignment.
Result: The screen refreshes with a confirmation message.
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Related Links

Manage Resource Assignments Overview

Case Participants Screen

Step 3: Confirm Resource Screen
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Person/Entity Search Screen

My Court Information

Reassign Resources in Batch

Introduction

Reassigning a resource in batch replaces the assigned resource on a group of cases with a new
resource. This process allows you to reassign the same resource on multiple cases at the same time.
Batch Restrictions

This batch job is limited to only Judicial Officer and department resource types.

In addition, this batch activity only occurs for reassignments on more than one case. Refer to the
Reassign Judicial Officer/Department Resources and Reassign Court Resources task activities for details
reassigning a resource on one case.

Batch Resource Selections

The newly selected resource may be a different resource type than the ones it is to replace. For example,
a group of cases currently assigned to a mix of judicial officers and departments may be reassigned to a
specific department.

Batch Functionality

The system schedules this batch job to run at night. If the new assignment is a Judicial Officer resource,
then the system will check for recusal conflicts with the selected cases. When there are no conflicts, the
resource statuses and start/end dates will update to reflect this reassignment, along with the future
calendar events scheduled after this start date. The system will also generate the appropriate
forms/notices announcing the reassignment for each case.

However, if the system finds problems with the reassigned resource, it will record an entry in the "Cases
with recusal conflicts during batch reassignment” work queue. You will need to resolve these issues
before the Judicial Officer reassignment can take place on the individual cases.

Task Activity

This activity takes place within the context of a case search. Refer to the Search Cases task activity for
details on performing a case search.

Perform the following steps to reassign resources in batch.

1. Select the checkboxes for the cases to reassign.
This selection occurs from the Case Search screen.
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2. Click the [Reassign] button.
Result: The Batch Resource Reassignment screen displays with the selected cases listed.
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3. Enter/Select data for the following required fields:

4. Assign To
5. New Start Date
6. Reason

4. Click the [Save] button.
Result: The Case Search Results screen re-displays with a confirmation message.
If the start date is in the future, the new resource will have a status of "Pending."
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Related Links

Manage Resource Assignments Overview
Case Search Screen

Batch Resource Reassignment Screen

My Court Information
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Remove Resources from Cases

Introduction

Removing a resource from a case ends the selected resource assignment with the case.

This process only expires the resource from the selected case and does not delete the person/entity
profile for the resource from the system. In other words, a removed resource is still available for
assignment on other cases.

Resource Removal Restrictions

You may only remove resources that have a status of "Assigned"” on a case. Removing an assigned
resource changes the resource status to "Inactive." Other statuses (except for "Inactive") indicate that the
resource is not yet assigned. These statuses may instead be "Rejected."

You cannot change the status of the removed resource back to an "Active" or "Assigned" status on that
particular case. However, you can assign the removed resource back to the case as a new resource.

Resource Removal Functionality

While there are two ways to remove a resource from a case, the resource type will determine the method
to use. The first option is to reassign a resource, which replaces the existing assigned resource with a
new resource. Judicial Officer and department resource types must use this option to be removed from a
case. Refer to the Reassign Judicial Officer/Department Resources task activity within this chapter for
details on the judicial officer/department reassignment process.

The second option is to manually change the assigned resource status to "Inactive” on the case. Once
you set a resource’s status to "Inactive,” the will system enter an end date for this resource and remove it
from the case. At that point, you may then assign a different resource to the case.

The following task activity focuses on changing the status of resources to "inactive" in order to remove
them from the case.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to remove a resource. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to remove a resource from a case.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Case Resources] tab.
Result: The Case Resources tab highlights and displays the currently assigned case resources.
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3. Select Inactive from the Status drop-down list for the resource to remove.

4. Click the [Save] button.
Result: The screen refreshes with a confirmation message. The removed resource now has a
read-only status of "Inactive." The system also displays an end date for this resource.
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Related Links

Manage Resource Assignments Overview

Case Participants Screen
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Manage Interested Parties

Manage Interested Parties Overview

Introduction

Managing interested parties involves adding, updating, and/or removing an interested party to or from a
case.

These activities only affect the association of the interested party on a case. They do not change the
party’s person/entity profile record within the system.
About Interested Parties

An interested party is a person/entity that requests to be informed of case activities, usually through
notices alerting them of scheduled case events.

Interested parties do not have a position or role to perform on a case. As a result, these parties are not
case participants or court resources. Examples of interested parties may include government agencies
and insurance companies.

Task Activities

Managing interested parties includes the following task activities:

e Add Interested Parties
e Update Interested Parties
¢ Remove Interested Parties

Additional Resources

There are no other resources related to this overview.

Related Links

Case Participants Screen

My Court Information

Add Interested Parties

Introduction

Adding an interested party to a case allows this party to monitor the progress of that case.

Identifying an Interested Party
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When a Judicial Order or statute identifies a specific person/entity as a legitimate interested party on a
case, you can add them to the case.

Selecting an Interested Party

Assigning an interested party to a case requires that this party have a person/entity profile in the system.
You must create a profile record for the party if one does not already exist. Otherwise, you may search for
and select the person/entity to add as an interested party.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to add an interested party. Refer to the Search Cases task activity for details on
performing a case search.

This activity also assumes that the person/entity to select already exists in the system. Refer to the
Manage Person/Entity Information section for details on adding a person/entity into the system.

Perform the following steps to add an interested party to a case.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Interested Parties] tab.

Result: The Interested Parties tab highlights.
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3. Click the [Add New Interested Party] button.
Result: The Person/Entity Search screen displays.
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The Case Section

Enter/Select data into the necessary search parameter fields.
Refer to the Search Person/Entity Profiles task activity for details on performing this search.

Click the [Search] button.
Result: The screen refreshes with the search results.
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Select the radio button of the person/entity record to add as an interested party.

Click the [Select] button.
Result: The Case Participants screen re-displays and lists the selected person/entity CMS ID

Number and name.
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8. Enter an Effective Start Date for this interested party.
It is also recommended that you enter a Reason as to why you added this party to the
case.

9. Select the [Notice] checkbox to allow this party to receive case notices, if necessary.
The Order should reference whether or not this party is to receive case notices. This option
will mark the party as a recipient on certain forms/notices.

10. Click the [Save] button.
Result: The screen refreshes with a confirmation message.
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Related Links

Manage Interested Parties Overview
Case Participants Screen

Person/Entity Search Screen

My Court Information

Update Interested Parties
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Introduction

Updating an interested party changes the details of that person/entity on a given case.

This activity only allows you to add or change the interested party reason and the effective start and end
dates. However, it is recommended that you do not change the start date if it is some past date.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update an interested party. Refer to the Search Cases task activity for details
on performing a case search.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Interested Parties] tab.
Result: The Interested Parties tab highlights.
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3. Enter/Update the available fields as needed.

4. Click the [Save] button.
Result: The screen refreshes with a confirmation message.
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My Court Information
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Removing an interested party from a case deletes the relationship with this party on the selected case.
This activity does not delete the person/entity record for the interested party from the system.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to remove an interested party. Refer to the Search Cases task activity for details

on performing a case search.

Perform the following steps to remove an interested party from a case.

1. Select the [Case Participants] left navigation item.
Result: The Case Participants screen displays.
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2. Select the [Interested Parties] tab.
Result: The Interested Parties tab highlights.
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3. Select the checkboxes for the interested parties to remove from the case.

Click the [Remove Interested Party] button.
Result: The screen refreshes with a confirmation message. The previously selected party no
longer displays.

308



The Case Section

cor [ D] - I - ETTETIN ¢

obear T, DD

el awea, Beabld

Cuin Eearch
Cuid Summasny
hooupt a-Filings
Add Fdinge
Mock #d Azcounks
Cus Calandss Fvants
Cand Datady
Cune Fils

Cans Hirtcry

i wne Robs

Irtac'Vacebe Dadeu®
Fos Wakesr Orden
Faan'Papmants
Filing Summen sy

Mt Maindain Eehibita

Radsirdy Care
Hacced [nauanced
Racced on Azpaal
Hagirter of adtigng
ubpoeneed Retards

T ke D

e
Errad Fgem Hotioa

Appa sl

ATpoosts CEEE

Batch Cans Hirtory Erisies

CopspincabE ©REaE

Inmishs Caie

Inmiate Lepadr Sare

inmate Fieedo Ceie

Mpirtaen Raieread Cade
L O AT

WEF List
Beronl Masagames
Baprch Pauds Caie
Tranifar Cadad

gt ata Slacha

Wil rtata Flasa

Caia Mowbar:

612805080161 1i-CL-ub-ne B
Herman Munser] 92 vs Gomes

Fibrigg Dvatm: OF/237 0008

Case Tithnr o oaT Case Status: Trial Set
e Categary: Sl - Limsbed Lacatsan: Harth County
. Hichasl
Case Typa: Unlywiul Datainer - Besidential Judicial Officer i
Care Ager Cepartment
= . Hat Event
Mext Evant Tppa: Data/Tima:
Case G uelp
Case Participants
Case Participants  Case Resowrces | Interested Parties
All 2 1 En “Effective  Effective ot
O tosdRtember  Eactefame BN crart Date  End Date Hazociated Forticipant =

Enmave Inberosted Party

Resgt Add Mo [rferested Party

:

Related Links

Manage Interested Parties Overview

Case Participants Screen

Maintain Defaults

Maintain Defaults Overview

Introduction

309



Printed Documentation

You can enter, deny and vacate defaults against defendants and cross-defendants for a filing. The next
sections of this overview will discuss:

e When and why a default may be entered against a participant associated with a filing on a case
o What will happen to a case participant when in default
e When and how to deny or vacate a default

Entering and Denying Defaults

A default can be entered against a case participant if that case participant has a role of defendant or
cross defendant for a filing. Entering a default against a case participant is performed when the case
participant has failed to perform the duties required by Statute or the Court. A default must be entered
against a defendant/cross-defendant before a Default Judgment can be entered.

A default can be entered into the system as a result of a filing (such as the Request for Entry of Default)
or through the recording Minutes from the Minute Capture Screen. A Register of Actions entry is created
at the time of recording the default entry, which includes the names of the defaulted defendants/cross-
defendants.

In some scenarios, when receiving the Request for Entry of Default filing from a case participant, you may
determine that the Request for Entry of Default is invalid since the conditions for entering the default have
not been met (see the "Conditions for Entering a Default" section below). In these scenarios, you may
deny the default and provide a reason for the denial.

Conditions for Entering a Default

The Request for Entry of Default may be entered (otherwise it must be denied) against a defendant/cross-
defendant on a filing only if all of the following conditions have been satisfied:

e Avalid Proof of Service against the specific defendant being defaulted has been filed

e The defendant has not filed an answer

e A Summons must have been issued on the filing for which the participants are being defaulted
(except in cases of amended complaints/cross-complaints)

e A default cannot be entered on the original complaint/cross-complaint once an Amended
complaint/cross-complaint has been filed

e The system will verify if a motion, stipulation, or order to extend time has been filed or the
selected defendant on the selected filing. For example, the system will verify whether the selected
defendant has filed a demurrer on the selected filing. If one of these has occurred, then the
system will display a warning message. The following Motions/Stipulations/Orders to extend time
have been identified:

o Demurrer

Motion to Dismiss pursuant to CCP 418.10

Motion to Quash Service of Summons

Motion to Strike

Motion to Transfer (CCP 396(b))

Stipulation and Order to Extend Time to Plead

0 Writ of Mandate

e The response time for an answer from the defendant has expired. The date for which you can
enter the default will be calculated from the date of service that the individual defendant set forth
in the Proof of Service as follows:

O O 0O o0 o
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Type of Proof of Service When Default can be Entered *
Proof of Service of 30-day Summons & Complaint — 31st day after date of service
Personal
Proof of Service of 30-day Summons & Complaint — 41st day after date of mailing
Substitute

Proof of Service of 5-day Summons & Complaint — Personal 6th day after date of service

Proof of Service of 5-day Summons & Complaint — 16th day after date of mailing
Substitute
Proof of Service of 5-day Summons & Complaint — All 10th day after date of service

unknown occupants

Proof of Service of 10-day Summons & Complaint — 11th day after date of service
Personal

Proof of Service of 10-day Summons & Complaint — 21st day after date of mailing
Substitute

Proof of Service by Publication 59th day after 1st date of publication
Proof of Service by Posting (hon-Unlawful Detainer) 59th day after 1st date of posting

Proof of Service by Posting and Mailing (Unlawful Detainer) 16th day after date of posting and mailing

Proof of Service - Certified Mail - Out of State 41st day after date of mailing

Notice of Acknowledgement and Receipt 31st day after notice and acknowledgment signed

*If the last day to respond is a Court Holiday or Weekend, then the time to respond is extended to the next Court Day.

Entering a default for certain case types may involve additional conditions that must be satisfied, such as
in the following scenarios:

e For civil cases where a summons has been issued, the original Summons or Declaration and
Order of Lost Summons must be filed and the time for responding has expired.

e For Contract-Other cases, when the “Statement of Venue Required” flag is checked, then the
Proof of Service of Statement of Venue must have been filed and the time for responding has
expired.

e For Personal Injury and Wrongful Death cases, when the default is entered on a Complaint or
Cross-complaint, proof of service for statement of damages must have been filed and the time for
responding has expired.

Vacating Defaults

You can vacate a previously entered default against a defendant/cross-defendant on a case. Vacating a
default against a case participant may be performed if the defaulted case participant remedies the reason
for default before a Default Judgment is entered on the filing.

A default can be vacated as a result of a filing (such as an Order Setting Aside Default) or through the
recording of Minutes from the Minute Capture screen. A Case History/Register of Actions entry is created
at the time of recording the vacating of default, which includes the names of the defaulted
defendants/cross-defendants.

Task Activities

Maintaining defaults includes the following task activities:
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e Enter Default
e Deny Default
e Vacate Default

Additional Resources

Other items related to this overview include the following:

e Business Rules

Related Links

Enter/Vacate Default Screen
Deny/Override Default Screen

Add Filing Screen

My Court Information

Enter Default

Introduction

A default can be entered against a case patrticipant if that case participant has a role of defendant or
cross defendant for a filing. Entering a default against a case participant is performed when the case
participant has failed to perform the duties required by the Court. A default must be entered against a
defendant/cross-defendant before a Default Judgment can be entered.

A default can be entered into the system as a result of a filing or through the recording of Minutes from
the Minute Capture screen.
Before Entering a Default

Refer to the Maintain Defaults Overview for an explanation of the conditions that must be met in order to
enter a default against a case participant. You must be in the context of a case to perform this activity.
Refer to the Search Cases task activity for details on performing a case search.

Task Activity

Perform the following steps to enter a default against a defendant/cross defendant.

1. Select[Case] > [Add Filing].
Result: The Add Filing screen displays.
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2. Enter/Select data for the following required fields:
e Filing Type
e Filing Date
e Filing Document (select "Request for Entry of Default")
e Filing Status

You must enter "Request for Entry of Default" for the filing document name in order to
navigate to the enter/vacate default screen. Refer to the Maintain Case Filings section for
details on adding a filing to a case.

3. Click the [Save] button.
Result: The Enter/Vacate Default screen displays.
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4. Enter the date the 'Request for Entry of Default' was accepted from the case participant into the
Date Default Entered/Vacated field.

5. Select the toggle button next to the filing name for which you want to enter a default from the Pre-
Disposition tab.

Result: The Enter/Vacate Default screen displays, with an expanded view of the defendants
and cross-defendants for the selected filing.
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6. Select the checkboxes for the case participant(s) that you will enter a default against.

7. Click the [Enter Default] button.
Result: The Deny/Override Default screen displays.
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8. Select the toggle button next to the case participant to view the details regarding why the case
participant is not eligible for default (none may exist).

Result: The Deny/Override Default screen displays, with an expanded view of the reasons the
case participant is ineligible for an entry of default.
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Select the radio button for the participant you will enter a default against, under the "Deny" or

"Override" column.

It is your choice as to whether or not to override any reasons against placing the case
participant in default by selecting the radio button under the "Override" column. If you
determine the Request for Entry of Default filing to be invalid based on the ineligibility of the
case participant for an entry of default, then select the radio button under the "Deny" column.
You may override the entry of default on one case participant and deny the entry of default on

a separate case participant.

10. Click the [Enter/Deny Default] button.
Result: The Enter/Vacate Default screen displays with a confirmation message.
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The Case Section

My Court Information
|

Deny Default

Introduction

In some scenarios, when receiving the Request for Entry of Default from a case participant, you may
determine that the Request for Entry of Default is invalid because the conditions for entering the Default
have not been met. Refer to the "Conditions for Entering a Default" in the Maintain Defaults Overview. In
these scenarios, you may choose to deny the default and provide a reason for denial.

In other instances, you may continue with entering a default against a case participant, and the system
will display a message as to why the default should not be entered. Refer to the Enter Default task activity
for details on this process.

Before Denying a Default

You must be in the context of a case to perform this activity. Refer to the Search Cases task activity for
details on performing a case search.

Task Activity

Perform the following steps to deny a default.

1. Select[Case] > [Add Filing].
Result: The Add Filing screen displays.
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2. Enter/Select data for the following required fields:

e Filing Type

e Filing Date

e Filing Document
e Filing Status

You must enter "Request for Entry of Default" for the filing document name in order to
navigate to the enter/vacate default screen. Refer to the Maintain Case Filings section for

details on adding a filing to a case.

3. Click the [Save] button.

Result: The Enter/Vacate Default screen displays.
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4. Enter the date the "Request for Entry of Default" was accepted from the case participant into the
Date Default Entered/Vacated textbox.

5. Select the toggle button next to the filing name for which you want to deny a default from the Pre-
Disposition tab.
Result: The Enter/Vacate Default screen displays, with an expanded view of the defendants and
cross-defendants for the selected filing.
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6. Select the checkboxes for the case participant(s) for which the default will be denied.

You can enter the reason for the denial of the entry of default into the Denial Reason
textbox. The denial reason will be listed in the "Notice to Filing Party" form, which notices the
list of participants related to the filing for which the entry of default was requested and then

denied.

7. Click the [Deny Default] button.
Result: The Enter/Vacate Default screen displays with a confirmation message. Also, the "Notice
to Filing Party" form is generated, which may be printed and mailed to the required case

participants.



The Case Section

Arcounting | Galendar | Gowrboom | Cispos T ters | PersonfErtry | Eeports | . August 12, 2004
Uisewmia e
| Caca Saardh Case Number: £X-YY¥Y-12345673-CC-CO-LLL & Filing Date: 05/05/2003
| case summ o Cace THe: Sant ws, Whitman Casa Status: Open
- Case Category: Civil Limited Location: Worth Court,
(rrelel Gl ioase Type: Contrack - Ciher Judicisl OFficer: Judge Smith
Blocked Aczounkx Case Age: 165 Days Departrnent: HAT
Cane Calendsr Eumnta Nexk Event Type: Case Management Conference Nlext Evart Dake: 10,/10,/2004
Case Dekallz
D Case [# Helo
Casa History Dany fOverride Defalt
Canm Mot
Cans Pakicpants b/ Diafault has bean artarad for tha follosing participants: Steven Whitnan, Hal Mabius,
Case Tracks/Clocks :
rterfdacate Default [ Defsult has not besn =nkered for the following participents: Lsa Specter, Herndon Sally
Fas Walver Srdars
Fa W mivr Srdura Deny  Duerride Participant Name
Famu B
mmnf Hayrmants o O UsaSpeder
Filing Surnmary
rarkdtaintain Exhibits Message
Raclassify Case A rrokion or stipulston or order 4o extsnd kime has besn fled. MO
Racord 1ssuancas & walid Proof of Sarvice has not been filed,

& summaorns has not been issued on the filing.
femcard on Appeal

Ragictar of Actione @] 3 Heendon Sally
Subpoanasd Racords
Fessage
The default can be entered only 41 daws after date of seruice.
A walid Proof of Sarvice has not been filed,

Transfar Saze Dut
Wrarrarts
Appaals

| fermes Eres * Required rield

| mateh case Histon Ertios Cenial Reason:

| Gfisroe=sinn @ R

. [nitiate Caca

| crrimta Legacy Cans

. [nitiate Psauds Sasa

Haintain Fatarad Cacs

Hurnbars
| H5F List
Rweoords Managament
| Gearch Praudo Caze
Transfar Cagos
| Update Clodk=
Waxatlous Litigants List
| will=Estate Plans

CopyHght @ 2004 The Judinal Councll of Califorria, all nghes resemed, TZ-& ¥

Related Links

Maintain Defaults Overview
Add Filing Screen
Enter/Vacate Default Screen

My Court Information

323



Printed Documentation

Vacate Default

Introduction

You can vacate a previously entered default against a defendant/cross-defendant on a case. Vacating a
default against a case participant may be performed if the defaulted case participant remedies the reason
for default before a Default Judgment is entered on the filing.

A default can be vacated as a result of a filing or through the recording of Minutes from the Minute
Capture screen.

Before Vacating a Default

You must be in the context of a case to perform this activity. Refer to the Search Cases task activity for
details on performing a case search.

Task Activity

Perform the following steps to vacate a default.

1. Select[Case] > [Add Filing].
Result: The Add Filing screen displays.
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2. Enter/Select data for the following required fields:
e Filing Type
e Filing Date
¢ Filing Document (select "Order Setting Aside Default")
e Filing Status

You must enter "Order Setting Aside Default” for the filing document name in order to
navigate to the enter/vacate default screen. Refer to the Maintain Case Filings section for
details on adding a filing to a case.

3. Click the [Save] button.
Result: The Enter/Vacate Default screen displays.
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4. Enter the date the "Order Setting Aside Default" was accepted from the case participant into the
Date Default Entered/Vacated textbox.

5. Select the toggle button next to the filing name for which you want to vacate a default from the
Pre-Disposition tab.

Result: The Enter/Vacate Default screen displays, with an expanded view of the defendants and
cross-defendants for the selected filing.
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7. Select the checkboxes for the case participant(s) for which a default will be vacated.

8. Click the [Vacate Default] button.
Result: The Enter/Vacate Default screen displays with a confirmation message.
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Maintain Fee Waiver Order

Maintain Fee Waiver Order Overview

Introduction

Maintaining Fee Waiver Orders describes the process of recording an order on a fee waiver or fee waiver
for additional fees when submitted by a case participant. Case participants can file a "Fee Waiver"
application to reduce or entirely waive a their costs associated with a case. In addition, case participants
may file an application for fee waiver specifically to cover subsequent fees that are assessed as the case
progresses. A fee waiver order can be made by a clerk or a Judicial Officer.

You can record a fee waiver order at the time of filing the fee waiver application. If you do not have the
authority to grant the application, then the application will be sent to a work queue for review by a Judicial
Officer. Once the Judicial Officer rules on the application, you can enter the order into the system.

Once a ruling is made on the application, the applicable fee statuses will be updated. The fee waiver
information will then be used when creating new fees for the fee waiver applicant.

Granting and Denying Fee Waivers

The application for fee waiver and waiver for additional fees can be:

e Granted in Whole / by operation of law
e Granted in Part

e Denied in Part

e Denied in Whole

Fees that can be waived by the fee waiver are displayed based on the type of application, in order to
waive the initial fees for the case or the additional fees for a case.

If granted in part, you will have the ability to specify what has been granted to be waived. You also have
the ability to specify whether the associated fees can be completely waived or if only a certain percentage
of the fees can be waived.

If denied in whole or part, you will have the ability to specify the reasons for denial.

Fee Waiver Case Clocks

If no order is made on the fee waiver application within five court days, then the fee waiver application will
drop from the Judicial Officer's work queue and a task will be created in another work queue designed to
grant the fee waiver by operation of law.

When a fee waiver is denied, a ten-day case clock will be started for the payment of the fees associated
with the fee waiver. If a payment is made, then the clock will be stopped. However, if the clock expires
(since no payment is made), then the filings associated with the fees will be put into a work queue so that
the filings can be voided.

Scheduling Fee Waiver Events to Review Financial Status or Resolve Conflicts

You or a Judicial Officer can determine that a hearing must be scheduled in order to resolve conflicts (if
the application is granted in part or denied) or schedule a hearing to review the financial status of the
applicant (if the application is granted). The Fee Waiver Order functionality supports the ability to
schedule these hearings.
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Impact of Fee Waiver Orders on Fees

If a fee waiver is granted in whole or granted by operation of law for the application for fee waiver of court
fees and costs, then the balance due of all fees with a status of "Pending Waiver" associated with the fee
waiver applicant will be automatically adjusted to a fee amount of zero, and the fee status will be set to
"Waived."

If the fee waiver is granted in part and only a specific percentage of the fee amount has been waived,
then the balance due for all fees with a status of "Pending Waiver" associated with the fee waiver

applicant will be automatically adjusted to the new applicable amount and the fee status will be set to
"Partially Waived." A "Partially Waived" status means that only a percentage of the fee amount is due.

The status of the other fees not associated with the fee waiver will be set to "Due." If a fee waiver is
denied, the fee status will be changed from "Pending Waiver" to "Due."

You have the ability to create payment plans for fees that become "due" or that are "partially waived,"
based on the resulting fee waiver order.

Task Activities

Maintaining Fee Waiver Orders includes the following task activities:

e Record Fee Waiver Order
e Schedule Event to Review Financial Status-Resolve Conflict

Additional Resources

Other items related to this overview include the following:

e Business Rules
e Forms/Notices/Reports

Related Links

Record Fee Waiver Order Screen
Maintain Fee Waiver Order Screen

Add Filing Screen

My Court Information

Record Order on a Fee Waiver

Introduction

You record an order on a fee waiver at the time of filing the fee waiver application or as the result of a
Judicial Officer's review. If you do not have the authority to grant the application, then the application will
be sent to a work queue for review and the order will be generated by a Judicial Officer. Once the Judicial
Officer rules on the application, you can enter the order into the system.
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Before Recording an Order on a Fee Waiver

This activity takes place within the context of a case. It is assumed that you have performed a case
search and selected the case on which to record a fee waiver order. Refer to the Search Cases task
activity for details on performing a case search.

Task Activity

Perform the following steps to record an order on a fee waiver application.

1. Select[Case] > [Add Filing].
Result: The Add Filing screen displays.

B B I - TR
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2. Enter/Select data for the following required fields:
e Filing Type
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e Filing Date
¢ Filing Document (select "Fee Waiver Application" or "Application to Waive Additional
Fees")

e Filing Status

The document must be a "Fee Waiver Application" or an "Application to Waive Additional
Fees and Court Costs" in order to record an order on the fee waiver.

3. Select the [Filing Attributes] tab.

Came Seapch

Cazs Summsn
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HEF Lisk

Aecords Management
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Update clocks

Vaabous Lgante Lick

Wills/Estate Plans

Result: The Filing Attributes tab highlights and displays the appropriate information.
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Select the radio button for a reason the applicant is eligible for an order to waive fees.

5. Select the radio button for the "Record Order" option if you want to record the fee waiver

immediately following the acceptance of the filing. Otherwise, select the "Send for Judicial review"
option if a Judicial Officer must review the fee waiver application before entering the order.
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6. Click the [Save] button.
Result: The Maintain Fee Waiver Order screen displays.
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Lugaoyd Salect
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7. Select the radio button for the fee waiver application for which you will enter the order.

8. Click the [Select] button.
Result: The Record Fee Waiver Order screen displays.
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Fee Waiver Order Details
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9. Enter/Select data for the necessary fields.

If the fee waiver application has been imaged and stored in the document management
system, an icon for the fee waiver application is visible next to the label to "View Fee Waiver

Application.” Selecting this icon will render an electronic version of the fee wavier application

for your review.

Select the radio button for the "Granted by Operation of Law" option if an order has not
been recorded on the fee wavier application for a period greater than five days.

If you choose to deny a fee wavier application, select the "Denied in Whole" or "Denied in Part"
option and select a reason from the drop-down box or enter the reason in the "Specify
Reason" text area.
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You can select the specific types of fees may be waived by selecting the [checkbox] to
the left of the corresponding fees. If the fee waiver covers all fee categories and types, select
every checkbox in this section of the order.

You or a Judicial Officer may determine that all fees that are pending waiver must be
paid, but only for an adjusted amount. In this case, enter the adjustment percentage but do not
enter a "%" symbol in the field.

Alternatively, you may determine that all fees must be paid, but will be paid over a period
of time. In this case, you may specify a total dollar amount to be paid each month and select

the [checkbox] to the left of "Create Payment Plan.”

Select the checkboxes for the "Generate Order" and/or "Certificate of Mailing" options to
generate the Order and Certificate of Mailing forms when the transaction completes.

10. Click the [Order Complete] button.

Result: The Record Fee Waiver Order Confirmation screen displays.
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Related Links

Fee Waiver Order Overview
Add Filing Screen
Maintain Fee Waiver Order Screen

Record Fee Waiver Order Screen

My Court Information

Schedule Event to Review Financial Status or Resolve Conflict

Introduction

You or a Judicial Officer may determine that a hearing must be scheduled in order to resolve conflicts
associated with the fee waiver application (if the application is granted in part/denied) or schedule a
hearing to review the financial status of the applicant (if the application is granted). The Fee Waiver Order
functionality supports the ability to schedule these hearings for a specific place and time.

Before Scheduling an Event to Review Financial Status or Resolve Conflict

This activity takes place within the context of a case. It is assumed that you have performed a case
search and selected the case on which to schedule an event to review financial status or resolve conflict.
Refer to the Search Cases task activity for details on performing a case search.

Task Activity

Perform the following steps to schedule an event to review the financial status or resolve conflicts
regarding a case participant's fee waiver application.

1. Select[Case] > [Add Filing].
Result: The Add Filing screen displays.
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2. Enter/Select data for the following required fields:
e Filing Type
e Filing Date
e Filing Document (select "Fee Waiver Application" or "Application to Waive Additional Fees
and Court Costs")
e Filing Status

The document must be a "Fee Waiver Application” or an "Application to Waive Additional
Fees and Court Costs" in order to record an order on the fee waiver.

3. Select the [Filing Attributes] tab.
Result: The Filing Attributes tab highlights and displays the appropriate information.

337



Printed Documentation

August 12, 2004

Usmrmame Case Header
Ease Seardch Case Humber: EX-Y¥¥Y-12345673-CC-TT-LLL & Filing Drate; d/2E/2004
Case THe: Doe vs. Doe Case Status: Open
Cans Summan L .
Case Category: Civil Limited Location: Morth Court
R B Case Trpe: Unlawful Detzinar Tudicial efficer: Judge Smith
Add Filings Case Age; 165 Days Creparkment: M7
Blockad Aczounts Wexk Event Type: Cas= Mansgement Conference hext Event Dt 1007102004
Cans Calsndar Eusnta
[ Dmtaile Case E‘ Heln
Case Fle Add Filing
Sase Histary =
Case Hotas “ | Filing Date:| 03/ LIr2004 | g Tinae: _am %
e B S “Filimg Document: w | Dther: |
Caxs Tracka(Clocks *Filing Status: | Flad

EnterfWacabe Default Commients:
Fee Walver Grders
Fass Paymants

Filing Summary
flark/fd mirtain Exhibite
Reclazzify Cazs Bitach Documents - Generate Cover Fage(s)

D Is Filing Data Entry Complete?

Record Issusnces

Farticipants and Filers Filing Attribukes  gesociated Entries Associsted Participants
Record on Appeal
Faglstar of Adions 0 Receiving financial assistance under any of the following programs:

Subpamnand Rasards
1 ==1 and =5
Transfar Cane Jut

wrAarts Ol caweoris

Appeals O] Food Stamps

el 5 FoCLe :‘ Courty Relisf, Zen=ral Rslief, Gonsral Assistance

Batch Csxm Hiskory Erdriss
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Filing Summary
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Record Issusnces
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[nitiate Lagacy Tasa
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August 12, 2004

Case Header

Case Humber: EX-Y¥¥Y-12345673-CC-TT-LLL &
Case THe: Doe vs. Doe
Case Category: Civil Limited
Case Tepe: Unlawful Detziner
Case Age; 165 Days
Hexk Event Type: Casz Manegement Sonference

Filing Drabe: (/2602004
Case Status: Open
Location: North Court
Tudicial efficer: Judge Smith
Creparkment: M7
Hext Event Date: 107102004

Case [ neln
Add Filing
*Filing Type: | *Filing Drate:| 03/ L772004 _ Filing Tinae: am (w

“Filing Drocurment:

*Filing Status: Filad +
Commientst

W Other: |

D Is Filing Data Entry Complete?

Attach Bocuments - Generate Cover Pagels)

Farticipants and Filers Filing Attribukes  gesociated Entries Associsted Participants

{1 Receiving financial assistance under any of the following programs:
1 ==1 and 53R
Ol calworks
O] Food stamps

:‘ Courty Relisf, Zen=ral Rslief, Gonsral Assistance

~~ Taotal genss monthly household income is less than the amount shown an the
" "Infermaton Sheet on Walver of Court Fees and Costs™ availlable frem the clevk's
office.

7y Income |5 mot encugh to pay for the common necsssaries of [Ife and also pay court
* fees and costs,

O Record the Order 'S} Send for Judicial Review

Rejection Reasons
* Required Field

Rasat Sava and Add Anathar

Select the radio button for the applicant is eligible for an order to waive fees.

Select the radio button for the "Record Order" option if you want to record the fee waiver
immediately following the acceptance of the filing. Otherwise, select the "Send for Judicial review"
option if a Judicial Officer must review the fee waiver application before entering the order.

Click the [Save] button.
Result: The Maintain Fee Waiver Order screen displays.
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Case TracksiClncks 1 order on application for Waiver of Court Fees and Costs 0L/10/2005 Grarked in whole anderson, John
Erterfivacate Defaul 1 order on application far Waiver of Addidonal Court Fees and Costs 1z/1a/2004 Denizd in Whole Mobius, Hal

Fage 'Walver Crdars
Fawa'Paymants Fesst m
Filing Surmmary
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7. Select the radio button for the fee waiver application for which you will enter the order.

8. Click the [Select] button.
Result: The Record Fee Waiver Order screen displays.
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Come Search
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Add Filings
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Care Motac
Sase Pamidpants
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Reoords Managament

| Bearch Pseudo Gase
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dudidal

Case Humbar: KX-¥¥Y¥Y-12545673-Co-00-LLL &
Cage Thle: Sant ws, Whitman

Cacre Catsgory: Civil Limited
Case Type: Contrack - Cther
Case age: 165 Days
Hexk Evant Tppe: Case Managament Sonference

Auguet 12, 2004

Filing Cabe: 0S/08/2003
Cace Thabus: Open
Location: HWorth Court
Judicial Officer: Judge Smith
Dapartrnant: H47
Mext Evart Dabe: 1001042004

Case
Record Fee Waiver Order

Filing Mames application for Feas Waivar
Filed By: Zant, Elizabeth

Fee Waiver Order Details

Order Schedula

Wiew Fee Waiver &pplicabion; s

% Granted in whole " Granted in Fart

% penied in Whole

[ tielo

Filing Date: 08232004

-',"_'J mranted by Operation of Law

) Dented inPart

Denial Reason:
Specify Reasan:

L

Payment of the following fees and costs is waived:

Filing Papers

cartification and Copying
Issuing Process and Certification
Transmitkal of Papers

ather hd

i o o

[7] sheriff and Marshal Frees

] Reporter's Fees

] Telephone Appearance

D Couwrt &ppointed Inberpreber

applicant shall pay percent of all fees and caosts.

applicant chall pay %

[] Create Payment Plan

| Rezst

[l Generate Drdor

* Required Fizld

= e

| par month or more until the balance ic paid.

[ certificate of Mailing

Order Complete
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9. Select the [Schedule] tab.
Result: The Record Fee Waiver Order screen, Schedule Tab highlights and displays the
appropriate information.
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Coase THe:

Case Category:
Case Troe:
Case Age;

Hext Event Type:

Niext Evart Dake:

Judicial officer:

Filirig Cigke:
Case Status:
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Open

Cepartment: a7

—ontact Ux !

Auguet 12, 2004

0%/08/2003

Horth Caourt
Judge Smith

10/10/2004

Case
Record Fee Waiver Order

Filing Mame: application for Fee Waiver
Filed By: Sant, Elizabeth

Fee Waiver Order Details
schedules

Order

7 Hearing ta help resolve conflict.

% Hearing to review financial status.

* Scheduling dptions: W

Reservation Humber: |

Confirm Ewent

Filing Date: 0B/2Z/2004

-]

F

Case Mumber Case Title Causal Docunment 9

-~ 16
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[l Generate Order
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o ]| e
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10. Select data for the following required fields:
11. Scheduling Options

12. Event Type

L[]

[ =

Day of Weelk:

Override Corfiict Checks?

s
H T W T F %
3 4 &5 & T ®
o1 12 13 14 15
17 1B 19 @0 21 2R
Z4 25 26 2F 78 29
31
b
A

Motion For Contiraania
Motian For Dismiss ol

bl Month iew

* Might Court: [

| Schedule/Aesarye

[7] tertificate of Mailing

Order Complete

You must select the "Hearing to help resolve conflict" or "Hearing to review financial
status" option in order to schedule the event.

11. Click the [Order Complete] button.
Result: The Record Fee Waiver Order Confirmation screen displays.
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coee [PEEEN

Melonmme, Boeimame

August 12, 2004

e Case Humber: £X-VY¥Y-123456731-CC-CO-LLL & Filing Date: 05/09/2003
I caze cumm o Cash THe: Sant s, Whitnian Casa Status: Open
Case Catmgory: Civil Limited Locstion: Horth Court
et il Caze Type: Contrack - Cther Judicial OFficer: Judge Smith
Blocked Aczountx Case dge: 165 Days Departrnent: BAT
Case Calendar Events Hexk Evant Trpe: Case Managarnent Sonferencs Mext Evart Cate: 10/10/2004
Case Dekalls
Casa Fila Case B.Hﬂn
Case History Record Fee Waiver Order
Canm Motez
Filimg Mame: spplication for Fes Waiver Filing Date; 0B/22/2004

B,
SRR Filed By: Zant, Elizabth
Case Tracks/Clocks
Entarvacate Datault |'/ Fee W'aiver order has been recorded.
Fas Walver Crdars -

FamgfP .
= Raymants Fee Waiver Order Details
Filing Surnmary

rlark!raintain Exhibits DirdeF

Schedule
Raclazsify Tasa
Rucord lssuancas
Racord on Appasl [ Granted in Whole [ Granted in Part 4 Granted by Dperation of Law
ROA - - - - .
¢ Denied in Whoele ¢ Denied in Part
Subpoanazd Racords "
D e (S Denial Reason: -
[— Specify Reason:
Appaals
Aazocste Cazex
Batch Case Histon Entrias
Dlzareasnts Caras Payment of the following fees and costs is waived:
| E-Filings "] Filing Papers [] sheriff and Marshal Fres
| Enmiate Case ] certification and Copying [ Reporter's Faes
Initiate Legacy <asa [] Tssuing Process and Certification [] Telephone Appearance
| (i o o2 7] Treansmittal of Papers 7] Court Appointed Interpreber
Maintain Resarad Case N
Humbars O mther i

HEF Lisk

O applicant shall pay percent of all fees and casts.

Errb Eeerdls Enen Applicant shall pay % | par month or mare until the balance is paid.
Transfer Gases [7] create Payment Plan
Updats Clodks

exatious Liigants Lisk * paquirad Fiald

UilleExtats Blanz Record Another Order
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Related Links

Fee Waiver Order Overview

Add Filing Screen

Maintain Fee Waiver Order Screen
Record Fee Waiver Order Screen
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Manage Case Action Entries

Manage Action Entries Overview

Introduction

Managing action entries involves adding and updating Register of Actions (ROA) or Case History entries
on a case. This can be an automatic process, which is managed by the system, or you can manually
create and/or edit action entries on the case. The action entries on a case will look the same, regardless
of how the entry was created or changed.

About Case History Entries

Case History entries, also known as action entries, represent the actions and events that occurred on a
case. Each entry is a piece of text that records a case-related activity. The collection of the entries
provides a "history" of case events.

The system will automatically create an action entry based on some action performed on the case. These
automatic action entries are recorded only if the action had been configured to write a case history entry.
Otherwise, you can manually create/update the necessary entries.

About ROA Entries
The ROA is the public view of a case. These entries initially have a security level of "1," which allows the
public to view these case details and events. Basically, these entries are a sub-set of the Case History.

Associating Action Entries

An action entry can relate to another entry on the case. As a result, you can add or remove associations
between action entries, as necessary. For example, if your Court receives an opposition to a motion, you
can associate the entry for the opposition to the entry for the motion.

Associating action entries can be a manual or automatic process. For instance, when a minute order is
modified, the entry for the updated minute order is automatically associated by the system with the entry
for the original minute order.

Updating Associated Filings or Documents
You can update case documents that are stored electronically or associated filings from the Case History.
Refer to the Maintain Case Filings section for details on these processes.

Performing Additional Activities

The system may perform additional tasks based on configured actions. For example, a newly created or
updated action entry may generate a form or notice, update the case status, change the case security
level, or populate a work queue.

Task Activities

Managing action entries includes the following task activities:
e Batch Create Action Entries
e Add Manual Action Entries
o Filter Case History Entries

¢ Resequence Action Entries
e Update Action Entries
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Additional Resources

Other items related to this overview include the following:

e Business Rules
e Forms/Notices/Reports

Related Links

Case History Screen
Case History - Add Entry Screen

Batch Case History Entries Screen

My Court Information

Batch Create Action Entries

Introduction

Creating ROA or Case History entries in batch adds the same entry to multiple cases at one time.

Task Activity

Perform the following steps to batch create a case entry on multiple cases.

1. Select[Case] > [Batch Case History Entries].
Result: The Batch Case History Entries screen displays.
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2. Enter the Case Number or Legacy Number for the case to add an entry.
You can either search for a case to add to the batch list, or enter a case directly to the list.
Skip to Step 4 to search for a case to add to the list.

3. Click the [Add] hyperlink.
Result: The screen refreshes and displays the entered case number in a list.
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4. Click the [Search] hyperlink to search for a case to add.
Result: The Case Search pop-up window displays.
Refer to the Search Cases task activity for details on performing a case search.

347



Printed Documentation

348

Clonm Wirdaom I

“Cane Famber: I_ - I - Cawn Cobtageery: ; Lzcatine: ;I
“Legacy Mamer: :--T“l:l Ll Cawn Fatas: 'ri
Rexource Pestsons | Respuron Hamos =l
Filed Date Frome | ik | =
Bpil Posting Metiod: 1| Fosting Detailen
Carte oy Leest Pt | First Masres | Midde Ky
Participant 1 Mame:| Perces =l A I I~ Sond: Like
SCmME T Hurﬁ-:l nnh;l =1
Category! Lt hisre | Flrst Hisires | Higde kamei
Participant 2 Mame:| Fecco =il W I ™ Soands Liks
“CHS T Munsher: | Anbe; [ =1
* jrdlicates & search item that can be used "with or sthaut” any ofher search items lsted aboe.
& gmarch nof uiillzing & " marked Eem must be @ cambinatan of atleaast 2 ar more other tanms.
Reset | zearan
Hwoarch Results
all
[ | Lase Hunsher Short Case Title Eiled st Earticipant 1 Eartimant &
=TT Dos va. Cos D4/ Ze2 004 Johrmcn, Lina Chavazx, uan
[ e Plambff Deferdant
CL~TT- CrossG * Cross-Cefendant
HE-TYTY- Doe v5, Doe DAAEEAOD  Jahrsen Lisa Cehared i, Juan
 izidgers- Plaitir Deferdant
CC-TT-1i0 B Cross-Complainiant Cnocks-Ceefandant
HE T Dom va. Dos C44/2 82004 Iohraon, Lina Chavar, Juan
[ 1z34sers. Plantff Doafardant
CC-TT-LLL croesg * Croma-Cefendant
oo Dioe w5, Das O EEA2 00 Jahreson, Liss Chavsz, Jian
[ 1Z3dBeF3- Plaintit Creferd st
Ce-TT-LiL Cross-Complintank Cros-Cesfandant
BT Dom va. Dom O 2EST 0D Johrmon, Lina Chavazx, Juan
M az3asers. Pluimtiff Doafard ant
CC-TT-LLL & Cross-Complairtsnk Croon-Cafandant

Enter/Select data for the appropriate search parameter fields.

Click the [Search] button.

Result: The pop-up window refreshes with the Search Results.
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GrEOLE

Select the checkboxes for the cases to add to the entry list.
Click the [Add] button.

Result: The pop-up window closes and re-displays the Batch Case History Entries screen. This

screen now includes the selected cases in the entry list.

349



Printed Documentation

@ Hslp @ Cowcectide  fLag Qac
Cace catsce [ - ] - NN - ACTETTR S

Augrart %, 2004
Lssrnams -
Case T noip
Zace Saurch .
= Batch Case History Entries
App e
[y — e o = - =] addd * | Seaeck
Lt s i .
Blencand yia Sncn L by b Case TR Filed Dupte l:ali-:::nr 5.:": ACEED
Inkivks Caoe =
- 26- 12567 - CL-UN-H47 John Do w3, Jobn Gan MZREIH GYL UD  Bmmgrn
Inkists Lagucy & ace !
G- 1ZMBETEFI-CL-UN-Ha? Juhn Croes w, Jobin Caog 02,2 T Gl uo jif-in k-
Nt Foside S & 96 1TMEETENCL-UN-H43 Tahn e vr. Jobn Can MRS O UD Ramave
Mairksn Racarind Cuca 6= 1235 BT G L-IN-HA7 John D= we, Jobn Gas MAZBZN04  GWL uD Remave
furnbees 16-12345E7F- G L-UN-H47 Tohn s v, John Cae Mf2BEI  CWL LD Remrwve
H&F Liek 18- 1FI4SETED -CL-LUN-HA? John Dem v, Jobn Dan D2 820 04 (=10 UD  Rarave
R acardi Managernant 26- 12346673 - CL-UN-Ha7 Tohn Do s, Jobn Cae MA2RAI0L OV UD  Rewmee =
T rrh A A N YT P P TE—— :
Tesnchar Zucae
Updats Chiche Ak ROA Enliry
Wi akiaui LEigante Lick . - -
Entry Fl.-n:hnn.l =| *Enkry Tyoe: T *Emiry Dates (031773004 Y
Wil Gctats Pland
Emtry Mamnie: | =l
& BT ENbFy .;I
BEReCiity I.l!'l'tl.l =
Lowg Entey =l
I Hntes- ;I
I
Froset Save srd Add Ancther [ save |

9. Enter/Select data for the following required fields:

10. Entry Function
11. Entry Type
12. Entry Date
13. Short Entry

10. Enter/Select data for the other necessary fields.

11. Click the [Save] button.
Result: The screen refreshes with a confirmation message.
Depending on the Security Level selection, this entry will appear as either an ROA or Case
History entry. The entry will be displayed on the ROA only if this security setting has a value of
lll.ll
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Related Links

Manage Action Entries Overview

Batch Case History Entries Screen

My Court Information

Add Manual Action Entries

Introduction

Adding an action entry allows you to manually create an ROA and/or Case History entry on a case.

Task Activity
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This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to view its case history. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to add a manual action entry to a case.

1. Select the [Case History] left navigation item.
Result: The Case History screen displays. This screen lists the recorded entries on the case.
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2. Click the [Add Manual Entry] hyperlink.
Result: The Case History - Add Entry screen displays.
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3. Enter/Select data for the following required fields:

4. Entry Function

5. Entry Type

6. Entry Date

7. Short Entry

The Entry Date defaults to the current date.

4. Enter/Select data for the other necessary fields.
Selecting a Security Level other than "1" will only display the entry in the Case History, and
not the ROA.

5. Click the [Associations] tab.
Result: The Associated Entries tab highlights. This tab contains a list of the entries on the case.
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6. Click the [Associate] link for the entry to associate.
Result: The screen refreshes and displays the entry in the Associations section.
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7. Click the [Save] button.
Result: The screen refreshes with a confirmation message. This entry now displays in the Case
History.
If you added a Case History entry that does not appear on the ROA, the short text for the
entry will display in italics.
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Introduction

Filtering Case History entries sorts and displays only those entries that match the selected filter criteria.
This tool is an optional feature designed to help you easily find a desired action entry on the case. You
can apply different filters to the list of entries to control what is displayed.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to view its case history. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to filter the list of action entries on a case.

1. Select the [Case History] left navigation item.
Result: The Case History screen displays. This screen lists the recorded entries on the case.
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2. Click the [More Filter Parameters] hyperlink.
Result: The screen refreshes with the filter parameter fields.
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3. Enter/Select data for at least one of the filter fields.

4. Click the [Filter] button.
Result: The screen refreshes and displays only those entries that match the entered filter criteria.
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Related Links

Manage Action Entries Overview

Case History Screen

My Court Information

Resequence Action Entries

Introduction

Resequencing action entries re-sorts a selected group of case history entries for a specified date.

Selecting a Resequence Date

This new order is based on a single entry date. The system will display a list of entries that match a
selected date on the case. You can then choose to resequence these entries, which transfers over to the
Case History list.

Applying and Saving the Resequence

Applying the resequence will sort the entries the way that you indicated. The Case History will display this
new sort for the entry date within the entire sequenced order of entries. However, once you leave the
resequence screen, the applied but not saved resequence will return to the original numbered order.

Saving the resequence is the only way to keep this new entry order. Resequencing does not change the
sequence number associated with the entry.
Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to view its case history. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to resequence the sort order for action entries on a case.

1. Select the [Case History] left navigation item.
Result: The Case History screen displays. This screen lists the recorded entries on the case.
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Enter a Resequence Date.
This is the date for which you want to view entries.

Click the [Resequence] button.
Result: The screen refreshes and displays only those entries that were created on the selected
date.
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Related Links

Manage Action Entries Overview

Case History Screen

My Court Information

Update Action Entries

Introduction

Updating an action entry changes the entry information on a given case. This activity relates to updating
both manual and automatic action entries.

Reasons for Updating Action Entries

You should manually update an entry as necessary. However, there are only certain circumstances
where an update can occur. For example, an entry may need additional or corrected information, or it
may need to be removed from the case. An entry may also need to have its security level updated after it
was created or be stricken from the Case History records.

Update Requirements

The Court must have received and filed an Order requiring that a specific action entry be stricken, sealed,
or removed on or from the case.

Correcting or Updating an Entry

You may need to correct an entry if there was a mistake on the entry or if more information needs to be
added. These types of updates only allow you to change certain entry fields. For example, you can
update entry associations or change an entry name.

Striking and Sealing Entries

You can mark an entry as "entered in error" if it no longer applies to the case or was mistakenly added.
This type of update does not have an Order indicating that it can be removed. As a result, this
classification will alert you that this entry does not belong on the case.

You can strike or update the security level of an entry if a Judicial Officer ordered such an activity. An
entry may need to be manually sealed for a specific amount of time if this process did not occur
automatically.

Update Functionality

The system will track the updates to an entry. These details will include both the old and new values of
the corrected or changed entry attributes. You can view a summary of these details from the Update
History tab.
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The Case Section

The system will also automatically associate a new corrected entry with the previous entry.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to view its case history. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to update an ROA or Case History entry on a case.

1. Select the [Case History] left navigation item.
Result: The Case History screen displays. This screen lists the recorded entries on the case.
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2. Click the [Short Entry] hyperlink for the entry to update.

The Case Section

Result: The Case History - Add Entry screen displays with the entry data populating the
appropriate fields.
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Enter/Update the available fields as needed.

Select the Strike and/or Entered in Error checkboxes, if appropriate.

Select the [Associations] tab.

Result: The Associated Entries tab highlights. This tab contains a list of the entries on the case.
Click the [Associate] link to associate an entry to this entry, or click the [Remove] link to
remove an association from this entry.
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5. Click the [Update History] tab.

Result: The Update History tab highlights and displays the details of previous updates made to

this entry.
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6. Click the [Save] button.
Result: The screen refreshes with a confirmation message.
The system will display an icon below the short entry indicating the type of update that you
performed. A line will display through the short entry text for those entries that were either entered
in error or stricken. In addition, if an entry was entered in error, then the short entry text will not
display as a hyperlink.
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Related Links

Manage Action Entries Overview

Case History Screen

Case History - Add Entry Screen

Maintain Case Clocks

Maintain Case Clocks Overview




The Case Section

Introduction

Maintaining case clocks involves adding and updating manual clocks on a specific case. Additional
activities involve updating automatic clocks assigned to the case and batch updating active clocks on
multiple cases.

You can also record information about why certain milestones on a case had not been met or were met
late. This information gets copied to a milestone exception report.

About Case Clocks

A clock is a mechanism used by the system to enforce the timeliness of actions on a case. You can
change certain automatic clock settings on a case or create manual clocks for the case. These clock
updates will only apply to the active case and are not system-wide changes. This means that cases
assigned to the same track may end up having a different mix of clocks or clock behaviors. Refer to the
Configure Automatic Case Clocks section for more information about automatic case clocks.

Maintaining Automatic Clocks

Automatic case clocks include both case level and participant level clocks. The system will automatically
update these clock statuses based on configured events occurring on the case. However, you may also
manually change these automatic clock settings. For example, you can manually change a clock status or
update the valid number of days before the clock expires.

These clock changes only apply to the selected case. Refer to the Configure Case Tracks section for
details on adding clocks to tracks. Refer to the Configure Automatic Case Clocks section for details on
creating and configuring automatic clocks.

Maintaining Manual Clocks

You can create manual clocks for an individual case. These clocks have no automated system action to
start, pause, stop or restart. As a result, you are responsible for manually maintaining these clocks.
However, the system will automatically expire a clock on its configured duration or end date if you do not
take some other action on the clock.

Affecting Case Participants

For both automatic and manual clocks, you must specify whom the clock change will affect. For example,
if you want to change the clock for a single participant on the case, then you must select this participant
as the filter criteria. Otherwise, the action that you perform on a given clock will affect the case
participants.

Task Activities

Maintaining case clocks includes the following task activities:

e Update Automatic Case Clocks
e Add Manual Case Clocks
¢ Update Manual Case Clocks

Additional Resources

Other items related to this overview include the following:

e Business Rules
e Forms/Notices/Reports
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Related Links

Case Tracks/Clocks Screen
Case Tracks/Clocks - Automatic Clocks Screen

Case Tracks/Clocks - Manual Clocks Screen

My Court Information

Update Automatic Case Clocks

Introduction

Updating automatic case clocks changes clock statuses and/or the number of days an automatic clock is
valid. These changes only apply to the selected case and do not affect the overall configuration of a
clock. Refer to the Configure Automatic Case Clocks section for details on updating clock configurations.

Reasons for Updating Automatic Clocks

If you change the configuration of an automatic clock, it is possible that this change might not affect
certain cases (or certain clocks). For example, if you update an expected [configured] event that already
occurred on a case, then this case would not be affected by the update. As a result, it may be necessary
for you to manually update an automatic clock on a case.

Clock Status Changes

You can pause, restart and stop automatic case clocks. However, only the system can start an automatic
clock.

Changing the status of a case level clock will affect the participants on the case at the same time. For
instance, changing a clock status to "stopped" will stop this clock for the case participants. On the other
hand, changing the status of a participant level clock will only affect those case participants assigned to
the clock.

Clock Status Restrictions

If you pause an automatic clock, then the clock will remain in a "paused" status until you or a system
action restarts or stops it. Pauses and restarts will affect the total number of days a clock will run. In these
situations, the stop date may not be exactly the configured number of days from the start date.

Also, a clock in a status of "stopped" cannot update to other status, since a stopped clock cannot restart.

Updating Participant Level Clocks

There are different ways to update a participant level clock. For example, if you enter a participant name
as a filter parameter, then only participant level clocks assigned to this participant will display in the
results. A status change to one of these listed clocks would then affect the clock running for only this
participant.

Another way to update a participant level clock is through the Edit screen. From here, you can choose to
change the case clock status or update this status only for specific case participants.

Task Activity
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This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update an automatic clock. Refer to the Search Cases task activity for details
on performing a case search.

Perform the following steps to update an automatic clock on a case.

1. Select the [Case Tracks/Clocks] left navigation item.
Result: The Case Tracks/Clocks screen displays. This screen shows how the case is meeting its
milestones.
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2. Select the [Automatic Clocks] tab.
Result: The Automatic Clocks tab highlights and displays the automatic clocks assigned to the
case.
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3. Select the necessary clock filter criteria.
This filter tool allows you to search for specific clocks that may exist on the case.

4. Click the [Filter] button.
Result: The screen refreshes and displays only those automatic clocks that match the selected

filter criteria.
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5. Select the radio button for the automatic clock to update.
There are two types of updates that you can make to a manual clock. You can change
either the status of the clock or the clock details. Both updates require that you first select the
clock to edit.

6. Select the [Stop], [Pause], or [Restart] button, as appropriate.
Changing the status of a clock uses the buttons listed below the clock list. Selecting one of
these action buttons will refresh the screen and display the new clock status for that clock. If a
search filter of Participant Name was used, then changing the status of the clock will only affect
the clock for that single participant.
You cannot change the status of an already stopped clock.
Result: The screen refreshes with the new status for that clock.
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7. Click the [Edit] button.
You must first select the clock to edit.
This step allows you to change the status and/or number of days for which this clock is valid
on participant level clocks. However, you may also change the status of a case level clock.
Result: The Case Tracks/Clocks — Automatic Clocks screen displays.
If you selected a participant level clock, then the screen includes the Case Participants
Summary View section.
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8. Select a new Clock Status, if necessary.

If this is a participant clock, then this status will apply to the participants listed in the Case

Participants Summary View section.
Enter/Update the available fields as needed.

The Number of Days and Status fields are available for updates if it is a participant level

clock.

It is recommended that you enter a reason for the edit in the appropriate field.

. Click the [Save] button.

Result: The Case Tracks/Clocks screen re-displays with the Automatic Clocks tab highlighted.
The updated overall clock status also displays for this clock.

381



Printed Documentation

BHel [ T3 5 BLagOac
Saee tatece [ - EEED - N - (ETTTRN S

August 12, 2004

I — Canm Mombar NE-YFTY-12 F458 T 3-CO-TT-LLL & riing Dt 0477 82004

e — = TiHe; Doe vy, Dos Cese Skabus: Cpean
Care Cabegary Ciwll Limibsd Lopation Mot Sourt
feocapt n-Flinge Caga Tppa: Unlaaful Datairar Judidal Cfficar: Judge Smith
fekd Pl Camp Age; 105 Diays Dapartmert; M7
Hachad Axranty Pt Evant Typel Cae Management Conferan o Hewt Evert Daker 104102004
Cara Celunder Evants -
Casa Cstals Lase O3 tale
Gasa RAle Case Trachs/ Glocks
Gage Hiduey
CasE Track Sisnnsary Atrmatic Clotks mMamusl Charks

Cuew Aotee

(S0 G Clock Meme: | -] Clock Stetws: | -] Fartscipant Fame: | =l Fikinr |

Ervtao'vacits Cafmlt Automatic Clocks

Fap Waper Ordsx

Fmsn) Faymsrke Clock Hame e w
Fiking Pammary

Mack/Malntain Exhibits I~ appointment of Arbitrator p— DEAIL 0 a0
Wacluyr#y Care " Aneanr, b Tria Gtopped [T DEGL e ET1)
Pucerd Lrausnces ™ @ward of drbiratar Dus paused il e — -
R I Creditors Glaim Perind Expiracl 21 D510 m

Rapirtur of Ackicra
SbpoRnmd Aecords [(Raaat | Skap | [ Faun | [ Redar | [IEEN
Traroter Cas <k

W ssTarke
Appeals

Azypdun Cazes

Baaich Cazs Hiriom Erbria
Ciraoapd abe Carer
Inkisks Cuns

Inkists Legacy Cars
Inkists Frsudn Caxs

Hairksn Ressrimd Cans
Aumbars

HEF Lk

A yzardr Menagerant
Smarch Frauda Carm
Tranafar Saaua

Update Thacha
Yarsthaur LERganta Lk

‘Wil Ertain Plany

Related Links
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My Court Information
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The Case Section

Introduction

Adding a manual case clock defines a set of actions that should occur on a single, specific case. This
type of clock helps to support the informal or ad-hoc case requirements requested by a Judicial Officer
during a hearing or other clerical process.

Manual clocks do not affect or change case events or participant settings.

Clock Status Changes

Manual clocks do not have automated system events to pause, stop or restart the clocks. While the
system will start a manual clock based on the specified start date, you are responsible for maintaining
these clocks. Refer to the Update Manual Case Clocks task activity for details on these activities.

Clock Assignments

You can create a manual clock for several purposes. As a result, these clocks can relate to either the
case or individual case participants. For example, you can specify for which participant(s) this clock will
be valid. Status updates only affect the clock settings for the case participant(s) assigned to that clock.

However, if you do not assign participants to the clock, the clock will simply run for the reason that you
provide.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update a manual clock. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to add a manual clock to a case.

1. Select the [Case Tracks/Clocks] left navigation item.
Result: The Case Tracks/Clocks screen displays.

383



Printed Documentation

Bugart 1. 2004

JE— Case Mumher BE-Y¥TY-12 3458 73-CO0-TT-LLL @ Filng Dete; D/Z8/Z00

e e Titlel Doe vs, Doe Case BLanusl Cpen
i Cunm Catwgary: Ciwil Lirobad Location: North Court
kocapt w-Flinge ama Type: Uniswful Detairar Judiaal ifficer; Judpe Smith
&34 Filirgr Cack e Bge 155 Diaws Dapakmmerd) N7
Bachsd Accrants Feat Event Tepe: Case Wanagement Conference Mext Event Date: 101002004
Caza Salunder Evanty
Caza Catwils Case e
Caza Filu Cace Tracks/Chocks
Caza Hizkory
Caww Track fiummary | agtomestic Checks mamisl Chacks

Caza Aobws
Gasd Pamicioants Track: 1

each k Diegraptiong This is the etk o be wed Tor camples ol oses
Ervim gV ecnts Cafmult

Fane Wik Oidees Hinxtone: Comnmenks WE o m.ll.ﬂ.ﬂllﬂhl.l:f

Faib ) Py ke

I

Filing Ssaraussy P Sattineg MET LATE 120 140
Wark/M sirksin Exhibr

Emciazrfy Cans
Pucerd Lrausrces Tria Seidirey EXFIRED pL: 1]

G ER

Farcord or Eppusl =1
Fagtrinr of Ao =]
Eobpounead Aacards a5 Ciastion 165
Trarfur Sara Dok =
W arTants
Rezel
R | T

Axrodets Caxex

Batch Cams Hivioy Eririss
Cimiaod sbe Carex
Inkirta Care

Inkivka Lagacs Cace
Inkirta Praude Cara

Mairksn Aarersed Caca
Humbaras

HEF Lisk

Pezards Managermant
Tmarch Frauda Carm
Tranafar Sazea

Updaba Tlacka
mrstiaun LEiganta Lisk

il Ertarin Planx

2. Select the [Manual Clocks] tab.
Result: The Manual Clocks tab highlights and displays the manual clocks that exist on the case.
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3. Click the [Add New] button.
Result: The Case Tracks/Clocks — Manual Clocks screen displays.
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4. Enter/Select data for the following required fields:

5. Clock Name

Start Date

End Date or Total Number of Days
Clock Status

. Type of Days

You must provide either an End Date or Total Number of Days value. This value will
determine the duration of the clock, which is the number of court or calendar days the clock will
run before it expires.

© o N

If more than one participant is selected for a manual clock, then the system will not
display the clock status for each assigned participant. Only automatic clocks have this
capability.

5. Click the [Save] button.
Result: The Case Tracks/Clocks screen re-displays with the Manual Clocks tab highlighted. The
new manual clock is now available in the clock list.
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Related Links

Maintain Case Clocks Overview

Case Tracks/Clocks Screen

Case Tracks/Clocks - Manual Clocks Screen

My Court Information

Update Manual Case Clocks
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Printed Documentation

Introduction

Updating manual case clocks changes clock statuses, clock duration, and/or (re-)assigns participants to a
clock. These clocks do not affect or change case events or participant settings.

Clock Status Restrictions

Since manual clocks are not associated with automated system events, you are responsible for
maintaining these clocks. A clock will remain in a given status until either it reaches its expiration date or
you change its status.

For example, a manual clock in a status of "paused" will remain in this status until you restart or stops it.
The clock counter will also not change or increment until you have manually restarted the clock. The
counter is the number of days since the clock was first started.

Pauses and restarts will affect the total number of days a clock will run. In these situations, the number of
days between the stop date and the start date may not match the total number of days configured for the
clock to run. Also, a clock with the status of "stopped" cannot update to another status, since a stopped
clock cannot be restarted.

Updating Manual Clocks

There are different ways to update a manual clock. You can select an appropriate action button to change
the overall status of a clock. You may also change a manual clock for a single participant. For example, if
you enter a participant name as a filter parameter, then only the manual clocks assigned to this
participant will display in the results. A status change to one of these listed clocks would then affect the
clock running for only this participant.

Another way to update a manual clock is through the Edit screen. From here, you can change the clock
start/end dates or duration. You may also change or add participants assigned to the clock. However, you
must provide a reason for updating the clock.

Manual Clock Actions

If you do not take some other action on the clock, such as changing the status of a clock, then the clock
will automatically expire/stop based on the specified time frame. When a manual clock expires, no system
actions or case events occur.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to update a manual clock. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to update a manual clock on a case.

1. Select the [Case Tracks/Clocks] left navigation item.
Result: The Case Tracks/Clocks screen displays.
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2. Select the [Manual Clocks] tab.

Result: The Manual Clocks tab highlights and displays the manual clocks created for the case.
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3. Select the necessary clock filter criteria.
This filter tool allows you to search for specific clocks that may exist on the case.

4. Click the [Filter] button.

Result: The screen refreshes and displays only those manual clocks that match the selected filter

criteria.
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5. Select the radio button for the manual clock to update.
There are two types of updates that you can make to a manual clock. You can change
either the status of the clock or the clock details. Both updates require that you first select the
clock to edit.

6. Select the [Stop], [Pause], or [Restart] button, as appropriate.
Changing the status of a clock uses the buttons listed below the clock list. Selecting one of
these action buttons will refresh the screen and display the new clock status for that clock. If a
search filter of Participant Name was used, then changing the status of the clock will only affect
the clock for that single participant.
You cannot change the status of a stopped clock.
Result: The screen refreshes and displays the new status for that clock.
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7. Click the [Edit] button.
You must first select the clock to edit.
Result: The Case Tracks/Clocks — Manual Clocks screen displays.
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Enter/Update the available fields as needed.
Click the [Save] button.

Result: The Case Tracks/Clocks screen re-displays with the Manual Clocks tab highlighted. The

updated overall clock status also displays for this clock.
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Related Links

Maintain Case Clocks Overview
Case Tracks/Clocks Screen

Case Tracks/Clocks - Manual Clocks Screen

Maintain Investigator Reports

Maintain Investigator Reports Overview



The Case Section

Introduction

Maintaining Investigator Reports records and updates the notes and/or comments related to an
investigation being carried out on a probate case.

About Investigator Reports

Probate Investigator Reports provide a summary of case events as recorded by a Probate Investigator.
The occurrence of certain "trigger" events starts an investigation on the case. Triggering actions may
include one of the following:

e An automatic case clock expired
e An event was scheduled
e Minutes ordered an investigator report

For each action that occurs, the system will create a new task that requires an investigator report. You
can access drafts of these reports through the probate investigator work queue list. These drafts of report
tasks allow you to access and edit the report contents before finalizing it.

Selecting Report Statuses

The progress of an Investigator Report indicates its completion status. It also determines the system
actions that should occur. For example, if you select a report status of "in review," this will alert your
supervisor to review and edit the report as necessary.

When the report is complete, you can select a status of "finalize." The system then generates a PDF
version of the report based on the entered text. The system also automatically files the report on the case
and associates the PDF document with the filing.

Using Macros

You have the option of using macros to automatically enter pre-defined text into the report. The macro
feature reduces data entry by allowing you to quickly record standard information in an investigator report.

You must define the text entries for investigator reports before using macros. This configuration will
create a list of available text [macros] from which you can select. These entries are defined for either the
Investigator Notes or Comments sections of the report. Refer to the Configure Minute Codes section for
details on creating macro text.

If you select a macro from the list, the system will copy or "translate" the selected text into the appropriate

report section. This text will display at the end of the previously entered text. Then you can edit or remove
these contents.

Task Activities

Maintaining Investigator Reports includes the following task activities:

e Record Investigator Reports
e Update Investigator Reports

Additional Resources

Other items related to this overview include the following:

¢ Forms/Notices/Reports
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Related Links

Maintain Investigator Report Screen

My Court Information

Record Investigator Reports

Introduction

Recording an Investigator Report collects and saves notes and/or comments related to the investigation
of a probate case. This activity also allows you to update a draft of an existing probate investigator report.

Task Activity

This activity takes place within the context of a work queue. Refer to the Work Queue section for details
on maintaining work queue items.

Perform the following steps to record an Investigator Report.

1. Select [Work Queue] > [Work Queue List].
Result: The Work Queue List screen displays.
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2. Select the Work Queue Title hyperlink for the probate investigator report work queue.
Result: The Probate Investigator Work Queue screen displays.

396



The Case Section

[
Work Queue 4 el
Probate Investigator Work Juaun
rudl Cara Waw
Case Hursher: [ - B o Lagacy Humbar
Enpsrt Progress: - Wark Qunss Status: -
I nwastigator; .-I 21F Codes -
Rukat | Filtar
Lose rumger | 21T o, Crra] Lrisnering Actisn Boams sl
Lade  Isvestightar Tayegtigatopr LTS StabiiE
Ielel -
ro1zsmere- 0T e atigatar1 | =1 Schaduls - Crant - Apoirtment of Hawes Faam
PETT.LLL M2 Corseryator
L HTEO  aatp- . - g
© iemdse?E- 1353 Tnwestigabor @ [Fresctipetes = 2] Sl - Bupiead - Aocourking Dus  In Draft Assigred
PE-TT-LLL
W
© A2MEE75. 870 Investigabar 3 [Treasbipebor 1 2] Hirwbss - Srdar - [nverbigation Dus Finabz Banigrad
PE-TT-LLL
e

3. Select the necessary work queue filter criteria.
This filter tool allows you to display specific investigator reports with outstanding tasks.
4. Click the [Filter] button.
Result: The screen refreshes and displays only those tasks that match the selected filter criteria.
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5. Select the radio button for the investigator report to record.

This selection automatically opens the case.

Click the [Select] button.
Result: The Maintain Investigator Report screen displays.

397



Printed Documentation

@ Hslp @ Cowcectide  fLag Qac
Cace catsce [ - ] - NN - ACTETTR S

Augart 13, 3004

2 [P Cann Bombar: ME-YYTY-12 3456 73-CO-TT-LLL & Fiing Datw: 04262004
P e TiHe; Doe ws, Dow Ceae Shatus; Cpan
L Care Cobegaryt Civil Limited Lacation! Nodth Sourt

AL AT D Cass Type! Unkswaful Detairer Judicial Cfficer: Judge Smith

Gatch Cuuk Hirto g Grbe: Casw Agm: 185 Daye Dapartrmark: BT

oy — Fieat Evant Tppe: Case Management Conference Newt Evert Dete: L0200

Inkiate Gase Casa % balp

Inklate Legaa Cose Maintain Tnuastigator Rt

Inkiate Freudo Cass

Maintain Fereraed Gase *Prabate Report Progress: '] Eepert Due Date: :.

Hurb

e Triggerning Actian: Ecpry of Clock - Cleck Hama 1 Waive Investigetion Feel [

HEF Lk

R zard & PN S QarTent Isvestigator MNates Camments

AmmiEh Preuss S Hak ice Filed iz inaufficiant. =] eTrp—

Tesnehar SEgag

Updets Chcks .

Wk akiauE LR snte ik

Wil oy B avts P Lmni ok E"I,'"l P“‘i‘“ﬂ: -
Barbitjon Foe Bppoantm et
af Con gy stor
Asnociated
D oumsEns;
Dac knk 1
Do Lrb 2
Cg Lk 3

cancel || Aeser Print Draft [ save |

7. Select a Probate Report Progress value.
Values except for "finalize" will keep a draft of the report in the work queue.

8. Enter the appropriate text into the Investigator Notes tab.
Skip to Step 13 if you are not using the macro feature for entering standard text.

9. Click the [Add Macros] button.
Result: The Maintain Investigator Report - Macros screen displays.
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. Select the [Include] radio button(s) for the text codes to add to the report.
. Enter data for the necessary open text fields.

. Click the [Translate] button.
Result: The Maintain Investigator Report screen re-displays. The selected text is automatically
entered in the Investigator Notes tab.
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13. Select the [Comments] tab.
Result: The Comments tab highlights.
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14. Enter text for the necessary comments.
You can also apply configured comments using the Add Macros feature.

15. Click the [Save] button.

Result: The Probate Investigator Work Queue displays.

401



Printed Documentation

[
Work Queue 4 el
Probate Investigator Work Juaun
rudl Cara Waw
Case Hursher: [ - B o Lagacy Humbar
Enpsrt Progress: - Wark Qunss Status: -
I nwastigator; -I 21F Codes -
Rukat | Filtar
Lose rumger | 21T o, Crra] Lrisnering Actisn Boams sl
Cade  Imuvestightor Fmpestigator Benqesis =TT
Ielel -
ro1zsmere- 0T e atigatar1 | =1 Schaduls - Crant - Apoirtment of Hawes Faam
PETT.LLL M2 Corseryator
L HTEO  aatp- . - g
£ 1rd587E- 2134 Invesbgator 2 |Freechpabos & -] Chols - Bvprad - Rocounkng Dus  In Draft Lssigrad
PE-TT-LLL
W
© A2MEE75. 870 Investigabar 3 [Treasbipebor 1 2] Hirwbss - Srdar - [nverbigation Dus Finabz Banigrad
PE-TT-LLL
Fare

Related Links

Maintain Investigator Reports Overview
Work Queue List Screen

Maintain Investigator Report Screen

My Court Information

Update Investigator Reports

Introduction

Updating an existing Investigator Report changes the notes and/or comments related to the investigation
of a probate case. This activity also allows you to update the progress of the report. You may continue to
save the report as a draft or finalize a completed report.

Task Activity

This activity takes place within the context of a work queue. Refer to the Work Queue section for details
on maintaining work queue items.

Perform the following steps to update an existing Investigator Report.

1. Select [Work Queue] > [Work Queue List].
Result: The Work Queue List screen displays.
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2. Select the Work Queue Title hyperlink for the probate investigator report work queue.
Result: The Probate Investigator Work Queue screen displays.
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3. Select the necessary work queue filter criteria.
This filter tool allows you to display specific investigator reports with outstanding tasks.

4. Click the [Filter] button.
Result: The screen refreshes and displays only those tasks that match the selected filter criteria.
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Select the radio button for the investigator report to record.
This selection automatically opens the case.

Click the [Select] button.
Result: The Maintain Investigator Report screen displays.
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7. Select a Probate Report Progress value.
Values except for "finalize" will keep a draft of the report in the work queue.

8. Enter the appropriate text into the Investigator Notes tab.
Skip to Step 13 if you are not using the macro feature for entering standard text.

9. Click the [Add Macros] button.
Result: The Maintain Investigator Report - Macros screen displays.

405



Printed Documentation

406

10.
11.
12.

Lissiiatine

Work Queus

rudl Cara Waw

Profbate Notes

Bomows Include Cede

Can T an
- |u COMEL
r [ COMES
r [ COofNEd
r [ COfSd
T [ COfNES
Cancal Auawt

Case Mumbar: XX-YYTY-1 2345678-PE-TT-LLL
Cawa Title: In the Mattar of Jass Dos

Bugart 1. 2004

O bele

Maintain Probate Notas - Macros

Evert Trpa: Apgointmest of Censereator
Date Evert Schadulad: 068§ 18/ 2004

Salett Macre: | Consanatiehip =

Tyt Teanslation

Crart bo b rrires sufhoesn oy of deolarebion by nemspaper regerding bhe walcty of B
poilizatiin, Caurth detarming SRianey of deolarstian by nesspenar regarding the vakdiy =
the pubilicstian , Caurtta detsrmine sTmney of dedarsian by newspsper regarding the =

Hotlea Rled i insrficisnt

Fagures dapn roboa of bmarrs bo all nerred acecutors in mil aed sny codicih.
'_ daym rickice of hmarirg ko trurtas or - (if petdiznar in @mle trurtee) ko beraficanas.

Faguires dapn robice of bearirg bo cormular official if hair/devioes in ckioan of TB1T. IF
hairikvEee & a U5, dgbizan residing abraad that fact chould be aleged in 4 varfiad supplimant.

Select the [Include] radio button(s) for the text codes to add to the report.
Enter data for the necessary open text fields.
Click the [Translate] button.

Result: The Maintain Investigator Report screen re-displays. The selected text is automatically

entered in the Investigator Notes tab.
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13. Select the [Comments] tab.
Result: The Comments tab highlights.
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14. Enter text for the necessary comments.
You can also apply your configured comments by using the Add Macros feature.

15. Click the [Save] button.
Result: The Probate Investigator Work Queue displays.
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If you selected to finalize the report, the system will generate a PDF version of the report and associate
the filing with the case. It will also create a Case History entry indicating that report has been finalized for
the selected event.

Related Links

Maintain Investigator Reports Overview
Work Queue List Screen

Maintain Investigator Report Screen

Manage Blocked Accounts

Manage Blocked Accounts Overview

Introduction

Managing blocked accounts involves adding, updating, and removing blocked accounts associated with a
case. Each of these activities is a manual process since the system does not perform calculations on
these screens.

Blocked accounts are also not referenced by other system process. As a result, these screens may be
used for informational or tracking purposes only.

Cases That Use Blocked Accounts
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Blocked accounts are specific to a participant on a case. For instance, blocked accounts usually exist for
minors in probate cases. These accounts usually stay blocked until the child turns 18 years old. Courts
may also order blocked accounts on civil cases where a Minor's Compromise is entered.

Guardians and similar roles do not have access to accounts that are not under their own name. In
addition, it is possible that a single participant have more than one blocked account on a case.
Creating Blocked Accounts

The Court orders the creation of a blocked account at a hearing. This account then becomes protected by
its associated financial institution. This means that the bank or firm will not allow the transactions to occur
on the blocked account without a Court order.

Based on this order, you can add a blocked account on the case for the specified participant. You must
enter items such as the participant’s account number, the bank name, and the type of transaction. When
adding a new blocked account, the first transaction is always a deposit.

Other Account Transactions

If the Court orders additional transactions on the blocked account, then you must update the account
details. This includes requests to the Court for a deposit, withdrawal or transfer on the account. You can
also remove transactions in the account’s history, or remove a blocked account entirely from the case, if
an Order requires such an activity.
Task Activities
Managing blocked accounts includes the following task activities:

e Add Blocked Accounts

e Edit Blocked Accounts
¢ Remove Blocked Accounts

Additional Resources

There are no other resources related to this overview.

Related Links

Blocked Accounts Screen

Blocked Account Details Screen

My Court Information

Add Blocked Accounts

Introduction

Adding a blocked account creates a financial account for a specific case participant.
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Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to add a blocked account. Refer to the Search Cases task activity for details on
performing a case search.

Perform the following steps to add a blocked account to a case.

1. Selectthe [Blocked Accounts] left navigation item.
Result: The Blocked Accounts screen displays.

Lissimaiine

Azcapt w-Flinge
&34 Flimar

Gana Talunder beantz
Gara Cakaila
Gaza Fils

Gara Hikory

Faei) Payrnarke
Fikng Sarranmey
HMark/M airksin Exhikitc
Emclazriy Cars
Record rausrnces
Fucord om &ppasl
Pagirtunr of acioeg
Ebpounesd Aacarda
Trwrodur Caom Sk
WasTanks

Appeslx

Arxrpdets Caves

Cimiaod sbe Carex
Inkirta Tz

Inkivka Lagacs Cace
Inkista Prsudo Coce

Mairksn Aarersed Caca
Humbaras

RAEF Lik

P.ezards Managerment
Smarch Freuda Care
Tranafar Saasa

Update Thicka
Yaxaskiauz LEiganta Lok

il Ertatn Flan

Batch Cams Hivtory Erdriss

Zama Typm: Unlsabul Detarar
Care dgel 155 Daws
Pieat Event Type: Case Management Confarence
Case

Blocked Ancounts

Aermoee Acrourk Aenst

Fasm Smarch Case Numbar; XX-Y¥TY-12 3434 T3-CO-TT-LLL & riing Date; DA/Z8/Z004
P apm— e Tite) Boe vE, Do Case BLabisl Span
‘ Cunn Cabwgary: Civil Limibad Location: Morth Court

Judigal Cfficer
Dapatment

West Everd Date:

Cane Hoben Accuumt FHumbier Particig ant Eank Currang Bal ance # Racuipt Filed
Caga Darbicpants € 1ZHS67RY Croe, John ‘wedla Fargo 120,53 W
Case TrackarGlocks r 23dc5708 Cin=, Jchn Bark of america 27533
Ervim v mcute Dol
 BREFESd Criem, Johin Wl Farpo 52048 W
Fas Wik Ordee
 BFEEdq Digex, J0hin Campass Bank 11.542.25

o saberr [ - EEEE - I - PTG

adm b Quss Bugurt 17, 2004

@i @oomects @legOax

i Judpe Smrth
H4T
101 2004

% noie

2. Click the [Add New Account] button.
Result: The Blocked Account Details screen displays.
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3. Enter/select data for the following required fields:

4. Participant
5. Account Number
6. Bank Name

4. Enter/select data into the following required fields in order to enter a transaction:

5. Operation

6. Date Ordered

7. Amount $

8. Balance $

The system will not calculate changes to account balances.

5. Click the [Save] button.
Result: The Blocked Accounts screen re-displays with a confirmation message. The new blocked
account now displays.
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Related Links
Manage Blocked Accounts Overview

Blocked Accounts Screen

Blocked Account Details Screen

My Court Information

Edit Blocked Accounts
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Introduction

Editing a blocked account changes the account details for a specific case participant.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and

select the case on which to edit a blocked account. Refer to the Search Cases task activity for details on

performing a case search.

Perform the following steps to update a blocked account on a case.

1. Select the [Blocked Accounts] left navigation item.
Result: The Blocked Accounts screen displays. This screen shows the blocked accounts that
exist on the case.
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2. Click the [Account Number] link of the blocked account to update.
Result: The Blocked Account Details screen displays.
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Enter/Update the available fields as needed.

Since the system does not calculate changes made to account balances, you must
manually provide these amounts.

Click the [Add Another] button to create a blank row of account fields.

Click the [Save] button.
Result: The Blocked Accounts screen re-displays with a confirmation message.
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Related Links
Manage Blocked Accounts Overview

Blocked Accounts Screen

Blocked Account Details Screen

My Court Information

Remove Blocked Accounts
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Introduction

Removing a blocked account deletes an account from a case.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case on which to delete a blocked account. Refer to the Search Cases task activity for details
on performing a case search.

Perform the following steps to remove a blocked account from a case.

1. Select the [Blocked Accounts] left navigation item.
Result: The Blocked Accounts screen displays.
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2. Select the [Account Number] radio button of the blocked account to remove.

3. Click the [Remove Account] button.
Result: The screen refreshes and no longer displays the previously selected account.
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Related Links

Manage Blocked Accounts Overview

Blocked Accounts Screen

Manage Warrants
Record Order for Issuance of Warrant

Record Order for Issuance of Warrant Overview

Introduction

The Record Order for Issuance of Warrant describes the functionality of recording information related to
the Order for Issuance of Warrant. A warrant may be ordered against a party as a result of a request
initiated by a party/attorney or as a result of a decision made by a Judicial Officer.

Once the order has been recorded, the warrant can then be issued. Refer to the Maintain Warrants
section for details on issuing warrants.

Task Activities
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Recording an Order for Issuance of Warrant includes the following task activities:

e Search Warrants
e Record Order for Issuance of Warrant
e Update Order for Issuance of Warrant

Additional Resources

Other items related to this overview include the following:

e Business Rules

Related Links

Maintain Warrant - Search Screen
Maintain Warrants - Warrant and Order Details Screen

Record Order for Issuance of Warrant Screen

My Court Information

Record Order for Issuance of Warrant

Introduction
Recording Order for Issuance of Warrant is the process of entering information related to an order.
Task Activity

This activity can take place within the context of a case. This activity can also come from using the top
menu navigation. Refer to the Search Cases task activity for details on performing a case search.

Perform the following steps to record an Order for Issuance of Warrant.

1. Coming from the context of a case:
Click the [Warrants] left navigation item.
Result: The Maintain Warrants - Warrants & Order Details screen displays.
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Coming from the top menu navigation:
Select [Courtroom] > [Create/Maintain Warrants].
Result: The Create/Maintain Warrants - Search screen displays.
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2. Click the [Record Order] button.
Result: The Record Order for Issuance of Warrant screen displays.
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3. Enter/Select data for the following required fields:

e Warrant Issued Against — Role
e Warrant Issued Against — Name
e Bail Amount $

e Reason for Warrant

e Date Ordered

e Order Status

4. Click the [Save] button.
Result: The Maintain Warrants - Warrants & Order Details screen displays with a confirmation
message.
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Related Links

Record Order for Issuance of Warrant Overview
Maintain Warrants - Warrant and Order Details Screen

Maintain Warrant - Search Screen

My Court Information

Update Order for Issuance for Warrant

Introduction
Updating Order for Issuance of Warrant is the process of editing previously entered order information.
Task Activity

This activity can take place in the context of a warrants search. Refer to the Search Warrants task activity
for details on this process.

However, the activity below takes place within the context of a case. Refer to the Search Cases task
activity for details on performing a case search.
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Perform the following steps to update an Order for Issuance of Warrant.

1. Click the [Warrants] left navigation item.

Result: The Maintain Warrants - Warrants & Order Details screen displays.
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Select the radio button for an order.

Click the [Update] button.
Result: The Record Order for Issuance of Warrant screen displays with the appropriate
information.
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4. Enter/Update the available fields as needed.

5. Click the [Save] button.
Result: The Maintain Warrants - Warrants & Order Details screen displays with a confirmation
message.
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Related Links

Record Order for Issuance of Warrant Overview
Maintain Warrants - Warrant and Order Details Screen

Record Order for Issuance of Warrant Screen

Maintain Warrants

Maintain Warrants Overview

Introduction

Maintaining Warrants allows you to issue warrants and maintain information associated with a previously
created warrant.

In order for a warrant to be issued, the Order for Issuance of Warrant must be exist in the system. Refer
to the Record Order for Issuance of Warrant section for details on recording orders related to warrants.



The Case Section

The system retrieves the information entered on the Order for Issuance of Warrant, and you can enter the
remaining information for the warrant to be issued. At the time of issuing the warrant, you can also enter
additional information for identifying the party that the warrant is being issued against.

Task Activities

Maintaining warrants includes the following task activities:

e Search Warrants

e |ssue Warrant

e Update Warrant

e Record Order and Issue Warrant
e Recall Warrant

Additional Resources

Other items related to this overview include the following:

e Business Rules
e Forms/Notices/Reports

Related Links

Issue Warrant - Order Information Screen

Maintain Warrant - Search Screen

Maintain Warrants - Warrant and Order Details Screen
Recall Warrant Screen

Record Order for Issuance of Warrant Screen

My Court Information

Issue Warrant

Introduction

This activity allows you to issue a previously recorded Order for Issuance of Warrants.

Task Activity

This activity can take place in the context of a warrants search. Refer to the Search Warrants task activity

for details on this process.
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However, the activity below takes place within the context of a case. Refer to the Search Cases task
activity for more details on performing a case search.

Perform the following steps to issue a warrant.

1. Click the [Warrants] left navigation item.
Result: The Maintain Warrants - Warrants & Order Detail screen displays.
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2. Select the radio button for an order.

3. Click the [Issue Warrant] button.
Result: The Issue Warrant - Order Information screen displays.

426



Ut

fasm fmarch
e Sunrans
A Flingt
Muack ed Aezoaamkc
Cues Salende Evsnte

Cara Dekaile

Caca File Case & pelp
Cans Hukory Isswe Warrant - Order Information
Caza Hatez

Gazs Paticipants
Gaza Trachaf Gledas
Ervtmuty scata Gaf et
Fan Yakar Grdum
FawafPaymarks

Fikng Eunmany
Warbi ™ ainkz#n Exhibit;

B Haip

Case Numben $E-YTYY- 1 Z345673-C0-00-LLL @
Coe Tide: Sant w6, Wheten as
Canm Catmgory: Cieil Limibad

s Type: Condrack - Cther
Case Agel 165 Cays
Muzt Evank Trpm: Cann Hansgamant Corferance

Fling Dusber D5/TR2003
Cae Stabus: Open
Location: Morth Scurt
Judioal Cfficer; Judpge Smith
Dreparireats 47
Pmxk Everd Dusbe: 10102004

Order fer Isswande of Warrant Statess Ordered
Warrant Held untl:
Erason for Wasrant; For the spprehension of the judgment debior
LT EETT O T be]
Warrast Issund Agasnsk: Stevan Whikmen

Warrant [otails

The Case Section

@ Certack Ly

Case Galoce [ - EIEEEN - N - ETTEC R &=

W arrant STafe: | Crdarad L Date lssued: OL/13 200% =
Raclssely Case =
Racord Logumnoa Gt e - Exe Cadop -
Faicerd on Appaal Height: Faat Chichis Hair Cedor: w
Ewgicter of i
CL Lo Dol =l Waighi: Faunds Ettnicity: .
SBbpomnesd Rearda —
5 ark Ebooa:
Trarecfiar Cace Gk sarsfr T o
S
appeds
Dakbe of Eirth: I Driwnr's Licanss #: e

Azrecabe Cazar

Baich Caza Hoderp Evkrag
Ciraraod sta Tarar
Inkinta Tarn

Inkista Lagace Tarn
Inkinta Praude Cara

Hairksin Aarersed Cazs
Ruribens

HEF Lirt

A wcards Fenagemank
Smarch Prauds Genn
Transfar Gasun

Upchata Ghicha

Maw akicuy Lkiganty Lt

Wil Extatn Pleny

Hores Address: 15935 Hocknghrd Lena, Bakarshald, C4 93310
Hwsiness Address; 15123 Mockngberd Lana, Beker=haeld, T4 93310
Camenests:

| Gemivi Pl Warrant

O ekerk O Judicial pfices
Ganmrabe Parcant Insbrclios Gheet

S B [Fsue Wamrant

Funnt

P L=

Auguat 12, 2004

e Warrant Status

4. Enter/Select data for the following required fields:

e Date Issued

The appropriate forms can be generated by selecting the Generate Warrant checkbox
and Warrant Instruction Sheet checkbox.

Steps 5 and 6 depend on the button that you select. These results are not related.

5. Click the [Save & Issue Warrant] button.
Result: The Maintain Warrants - Warrants & Order Detail screen displays with a confirmation
message.
An entry of the newly issued Warrant is displayed with status of "Issued." If this is the option
that you selected, then this is the end of the activity.
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6. Click the [Save]

button.

Result: The Maintain Warrants - Warrants & Order Detail screen displays with a confirmation

message.

An entry of the newly issued Warrant is displayed with status of "Ordered."
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Maintain Warrants Overview
Maintain Warrant - Search Screen
Maintain Warrants - Warrant and Order Details Screen

Issue Warrant - Order Information Screen

My Court Information

Search Warrants

Introduction

This activity allows you to search for previously recorded Order for Issuance of Warrants and warrants.
Refer to the Search Feature Overview for details on performing a search in the system.

Task Activity

Perform the following steps to search for previously recorded Order for Issuance of Warrants and
warrants.

1. Select [Courtroom] > [Create/Maintain Warrants].
Result: The Create/Maintain Warrants - Search screen displays.
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2. Enter data for one of the following required fields:

3. Case Number
4. Legacy Number

3. Enter/Select data for other search parameter fields, as necessary.

Click the [Search] button.
Result: The Create/Maintain Warrants - Search screen refreshes with the Search Results.
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Related Links

Record Order for Issuance of Warrant Overview
Maintain Warrants Overview

Maintain Warrant - Search Screen

My Court Information

Update Warrant

Introduction
Updating a warrant changes the details of a previously issued warrant.
Task Activity

This activity can take place in the context of Create/Maintain Warrants Search. Refer to the Search
Warrants task activity for details on this process.

However, the activity below takes place within the context of a case. Refer to the Search Cases task
activity for more details on performing a case search.
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Perform the following steps to update a warrant.

1. Click the [Warrants] left navigation item.

Result: The Maintain Warrants - Warrants & Order Details screen displays.
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2. Select the radio button for a warrant.

3. Click the [Update] button.
Result: The Issue Warrant - Order Information screen displays with the appropriate information.
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4. Enter/Update the available fields as needed.
The Date Issued field is not editable.
The appropriate forms can be generated by selecting the Generate Warrant and Warrant
Instruction Sheet checkboxes.
These fields will not be shown if the warrant selected in Step 2 had the status of "Issued."”

5. Click the [Save] button.
Result: The Maintain Warrants - Warrants & Order Details screen displays with a confirmation
message.
An entry of the newly issued Warrant is displayed with status or "Ordered."
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Related Links

Maintain Warrants Overview
Maintain Warrant - Search Screen
Maintain Warrants - Warrant and Order Details Screen

Issue Warrant - Order Information Screen

My Court Information

Record Order and Issue Warrant

Introduction

Recording and issuing a warrant describes the process of recording an Order for Issuance of Warrant and
issuing warrant in one process.

Task Activity

This activity can take place within a context of a case. Refer to the Search Cases task activity for more
details on performing a case search. This activity can also come from using the top menu navigation.
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Perform the following steps to record and issue an Order for Issuance of Warrant.

1. Coming from context of a case:
Click the [Warrants] left navigation item.
Result: The Maintain Warrants - Warrants & Order Details screen displays.
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OR

Coming from top menu navigation:
Select [Courtroom] > [Create/Maintain Warrants].
Result: The Create/Maintain Warrants - Search screen displays.
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2. Click the [Record Order] button.
Result: The Record Order for Issuance of Warrant screen displays.
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3. Enter/Select data for the following required fields:

4. Warrant Issued Against — Role
Warrant Issued Against — Name
Bail Amount $

Reason for Warrant

Date Ordered

Order Status

© N U

4. Click the [Save & Issue] button.
Result: The Issue Warrant - Order Information screen displays.
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6. Warrant Status
7. Date Issued
The appropriate forms can be generated by selecting the Generate Warrant and

Enter/Select data for the following required fields:

Warrant Instruction Sheet checkboxes.

6. Click the [Save & Issue Warrant] button.
Result 1: The Maintain Warrants - Warrants & Order Details screen displays with a confirmation
message.
An entry of the newly issued Warrant is displayed with status of "Issued."
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Click the [Save] button.

Result 2: The Maintain Warrants - Warrants & Order Details screen displays with a confirmation message.
An entry of the newly issued Warrant is displayed with status of "Ordered."
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Related Links

Maintain Warrants Overview
Maintain Warrants - Warrant and Order Details Screen
Record Order for Issuance of Warrant Screen

Issue Warrant - Order Information Screen

My Court Information

Recall Warrant

Introduction
Recalling a warrant is the process of retracting a previously issued warrant.
Task Activity

This activity can take place in the context of Create/Maintain Warrants Search. Refer to the Search
Warrants task activity for details on this process.

However, the activity below takes place within the context of a case. Refer to the Search Cases task
activity for more details on performing a case search.

Perform the following steps to recall a warrant.

1. Click the [Warrants] left navigation item.
Result: The Maintain Warrants - Warrants & Order Details screen displays.
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Select the checkbox for a warrant.
The selected warrant must have the status of "Issued.”

Click the [Recall] button.
Result: The Recall Warrant screen displays.
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4. Enter data for the Date Recalled field.
The date is defaulted to current date.

5. Click the [Save] button.
Result: The Maintain Warrants - Warrants & Order Details screen displays with a confirmation
message.
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|
Related Links

Maintain Warrants Overview

Maintain Warrant - Search Screen

Maintain Warrants - Warrant and Order Details Screen

Recall Warrant Screen

|
Manage Bail Information

Manage Bail Information Overview

|
Introduction

Managing bail involves posting and updating bail information against an issued warrant.

About Bail

Bail is always associated with a warrant on a case. Courts use bail as a security deposit for releasing an
individual from custody. Bail also encourages an individual to appear in court when expected. Refer to the
Maintain Warrants section for details on ordering and issuing warrants.

Understanding Bail Statuses
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You must manually update the bail record to reflect its current status. Refer to the Bail Status Change
Description document for details on the acceptable bail status transitions, Court processes and system
actions.

When you record a warrant that has bail associated with it, the bail status becomes "set." The bail record
remains in this status until a person/entity posts bail. Then the status updates to "posted.”

Subsequent bail status updates will be required due to different actions or events. Court staff can update
the bail record as necessary. The following sections outline some of these bail status changes.

Continuing Bail

If the bail hearing is rescheduled to a future court date, then the Court must calendar this date and update
the bail status accordingly. This will help the Court to track bail that must be dealt with at the time of the
new hearing.

Exonerating Bail

If a bail bond is exonerated or dismissed, then the system generates a notice of exoneration. The Court
will then send this notice to the bond agent and update the bail status to "exonerated.” When the bond
agent receives this notice, the exoneration process is considered complete.

If a cash bail is exonerated, then the Court may choose to send a refund notice to the depositor. If this
notice is sent, then the bail status will update to "ready to be refunded." However, those courts that do not
send a refund notice will instead directly refund the bail amount to the depositor and update the balil
status to "refunded."”

Forfeiting Bail

If the participant forfeits bail, then you must update the bail status to "forfeited.” This status will start an
automatic case clock for 185 days from the date the Court sends the notice of forfeiture to the appropriate

party.

Within that 185 day time frame, either the bail participant must come back to Court or the bond
agent/cash depositor must file a motion requesting the court to vacate the forfeiture.

If the Court denies this motion or the bailee fails to appear, then the Court can take action against the
surety/depositor. If it was a bail bond, then the Court can initiate a new case against the surety, and
summary judgment is entered. If it was a cash bail posting, then the Court will move the bail amount to a
revenue account.

Reinstating Bail

You should update the bail status to "reinstated" if the bailee comes back to court within the expected 185
days. This status also extends or continues the bail to a future court date.

Transferring Bail

Some system events, such as case consolidation, may require that bail from one case transfer over and
apply to another case. In this situation, you will need to manually move the trust record reflecting the bail
amount from the non-lead case to the lead case. Then you can update the bail record to a status of
"transferred.” Refer to the Transfer Payment/Trust Deposit and Consolidate Cases sections for details on
these processes.

Task Activities
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Maintaining bail information includes the following task activities:

e Post Bail
e Update Bail Information

Additional Resources

Other items related to this overview include the following:

e Forms/Notices/Reports

e Bail Status Change Description
(This is a list of available bail transactions and possible status changes.)

Related Links

Issue Warrant - Order Information Screen

My Court Information

Post Bail

Introduction
This process allows you to record bail posted against an issued warrant.
Post Bail Functionality

An issued warrant is ordered by the Court and becomes enforced by the law. This is a public document
that directs the arrest of a case participant.

A person/entity can post bail against an issued warrant. Collecting this amount updates the initial bail
status from "set" to "posted.” This status indicates that you can schedule the court appearance event for
whom the warrant is issued.

However, you cannot collect bail posted against a recalled warrant. Refer to the Maintain Warrants
section for details on issuing and recalling warrants.

Collecting Surety/Depositor Information

You must indicate who has assumed responsibility for paying the bail amount. This person/entity
selection also reflects the bail posting method. For example, a surety company will submit bail bonds to
cover the bail amount, while a depositor will provide a cash bail posting.

Recording surety information is particularly important for situations where the participant fails to appear

for the court event. This allows the Court to initiate a civil case against the surety company to collect the
forfeited bond amount.
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Checking Surety Standing

If a surety company is posting bail, then the system will check whether this company is in good standing
with the Court. The "Not in Good Standing" indicator is an attribute on the surety person/entity profile. If
this attribute is selected, then the system will display a warning message when you try to save the post

bail information.

Creating a Trust

Collecting a cash payment for the bail amount creates a trust in the system. This trust holds the cash
monies for the case until the bail status updates based on court events. At that point, the bail amount may
be recalculated due to fees, refunded, or moved to County revenue. Refer to the Bail Status Change
Description document for details on bail status changes and bail processes. Refer to the Record
Payment/Trust Deposit section for details on creating trusts.

Creating a Filing

Collecting a bond posted for the bail amount creates a filing on the case. The system associates both the
surety agent and the surety company with this Surety Bond filing. This filing provides a record of the
agreement for the surety company to pay the bond amount if the bail participant does not appear.

Task Activity

Perform the following steps to post bail against an issued warrant.

This activity can start from either inside or outside of a case. Consider the following options:

o Follow Steps 1-3 if starting this activity from outside of a case.
e Skip to Step 4 if starting this activity from inside a case.

1. Select [Courtroom] > [Create/Maintain Warrants].
Result: The Create/Maintain Warrants — Search screen displays.
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2. Enter data into the appropriate search parameter fields.
Refer to the Maintain Warrants section for details on performing this search.

3. Click the [Search] button.
Result: The screen refreshes with the search results.
If you started this activity outside of a case, then skip to Step 5.
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Use Step 4 below if starting from inside a case. Refer to the Search Cases task activity for details on
searching for and accessing a case.

4. Select the [Warrants] left navigation item.
Result: The Maintain Warrants — Warrant & Order Details screen displays.
This screen shows a list of warrants that have been ordered and/or issued on the case.
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5. Select the radio button for the warrant on which to post bail.
This warrant must have a status of "Issued."

6. Click the [Update] button.
Result: The Issue Warrant — Order Information screen displays.
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7. Select the [Bail] tab.
Result: The Bail tab highlights.
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8. Select the value of Set from the Bail Status drop-down list.

9. Click the [Add] button within the Surety/Depositor Information section.
Result: The Person/Entity Search screen displays.
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10. Enter data into the appropriate search parameter fields.

The Case Section

Refer to the Search Person/Entity Profiles task activity for details on performing this search.
Otherwise, refer to the Create Person/Entity Profiles task activity for details on adding a new

person/entity profile in the system.

11. Click the [Search] button.
Result: The screen refreshes with the search results.
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Select

12. Select the radio button for the person/entity to add as a surety/depositor.

13. Click the [Select] button.

Result: The Issue Warrant — Order Information screen re-displays. The selected person/entity is

now listed in the Surety/Depositor Information section.
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14. Select the appropriate Type for the surety/depositor.
15. Enter/Select data for the other necessary fields.

16. Click the [Save] button.
The confirmation screen depends on how you started this activity.
Result 1: If you started from outside of a case, then the Create/Maintain Warrants — Search
screen displays with a confirmation message.
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The Case Section

Result 2: If you started from inside a case, then the Maintain Warrants — Warrant & Order Details
screen displays with a confirmation message.

[ 7 GO

A Sontectila

[~ =]

linprrams

fasm fuarch
CEE SR En
A Flirgt
Mackad Aecosin b
Cues Salende Ewesrnts
Cara Dakaile
Cans Fils
Cans History
Caza Hotea
GCara Pardcpanta
Gaza Trachar'Gledas
Ertanivecats Cafsult
Fan Wewar Cirdera
FagerPasments
FIng Basrrananye
Waw kSN aintsn Exhibits
Razludrdy Curs
Fdcord [LEumnoai
Fwcord o dppeal
Bagicter ot S emr
Subpoenead Aacands
Traroter Cars Dt

Appesls

Azzpdate Cazes

Baich Gazs Histom Enties
Dbrmrsnd abe Cases
Inkiita G

Inkiaba Legace <are
Inkiata Bsgude Casa

Malnkan Receraad Casa
Aumibass

AEF Lk

R zard & PN Sgarrent
dAdaich Poeuda ©ace
Transfer Sases

Updiyte Ghicks
Weathus LEgants Lt
Wil Estaie Plans

R .. g [ Garerdar [ Gogrom | oo | juncs omeen | esorvernty | Bemots | Eome | mame | work gosue Lo

Case Nombar $E-YYTY-12 345673-00-C0-LLL &
s Title: Samt ve. WhRman
Camm Cabmgary: Ciwil Liribad

A= Type: Conirack - Ot her
Cack g Age 155 Diays
Finst Evant Trpm: Cann Managamark Corfarance

Mudicisl Officer; Judge Srmith

Macck E-vant Data: 1041072004

Carn Eatoce [HE - EEEE] - N .- ETTET N

Bugotll; 2004

Filirg Digtal DEAT 5003
Cas Status Open
Locskian: Warth Sourt

Department ka7

Case

rMaintain Warrants - Warrant & order Details

Date

Tzum Ordared flssuad Status
" Order for Issuanoe of Warrank L2005 ordared
" Warrant 1 124 D0 Lssued

Feset Eecall warrant Fewrd Drdsr

& beln
Held Wntil Part 4
Data
LR whitman, Steven Ir
] Pchlus, Hal
Updeke |

Related Links

Manage Bail Information Overview

Maintain Warrant - Search Screen

Maintain Warrants - Warrant and Order Details Screen

Issue Warrant - Order Information Screen

Person/Entity Search Screen

451



Printed Documentation

My Court Information

Update Bail Information

Introduction

Updating bail information changes the status and/or details of an existing bail record.

You can only update bail records that have been previously posted. Refer to the Post Bail task activity for
details on this process.

Changing the Bail Status

You must manually update the bail record to reflect its current status. The current bail status determines
how the status may change. For example, bail can update to the "Awaiting exoneration cost payment"
status only if the prior status was "Forfeited." Refer to the Bail Status Change Description document for
details on the available bail statuses and acceptable status transitions.

Changing Surety/Depositor Information

You can also maintain information about the surety, surety agent, depositor or property owner associated
with the bail. This allows you to add or remove sureties/depositors from the bail record. If you choose to
add new sureties/depositors, then you may also provide the appropriate posting information.

Saving the Bail Record

When you save the updates to the bail record, the system will perform additional steps, such as
generating a notice, starting a clock, or funding the bail record. These "next steps" depend on the
selected bail status. Refer to the Bail Status Change Description document for details on the system
actions that may occur.

Task Activity
Perform the following steps to update bail information for an existing bail record.
This activity can start from either inside or outside of a case. Consider the following options:

e Follow Steps 1-3 if starting this activity from outside of a case.
e Skip to Step 4 if starting this activity from inside a case.

1. Select [Courtroom] > [Create/Maintain Warrants].
Result: The Create/Maintain Warrants — Search screen displays.



The Case Section

Zourraam Bugrt 17, 2004
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2. Enter data into the appropriate search parameter fields.
Refer to the Maintain Warrants section for details on performing this search.

3. Click the [Search] button.
Result: The screen refreshes with the search results.
If you started this activity outside of a case, then skip to Step 5.
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Use Step 4 below if starting from inside a case. Refer to the Search Cases task activity for details on
searching for and accessing a case.

4. Select the [Warrants] left navigation item.
Result: The Maintain Warrants — Warrant & Order Details screen displays.
This screen shows a list of warrants that have been ordered and/or issued on the case.
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5. Select the radio button for the warrant on which to update bail.

This warrant must have a status of "Issued".
6. Click the [Update] button.

Result: The Issue Warrant — Order Information screen displays.
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7. Select the [Bail] tab.
Result: The Bail tab highlights and displays bail related details.
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8. Select the appropriate Bail Status.
This status depends on the bail disposition acknowledged by the Court.

9. Enter the Status Change Date.

10. Edit/Update the available fields as needed.
Follow Steps 11-16 to add another surety/depositor.
Follow Steps 17-18 to remove a surety/depositor from the bail record.

11. Click the [Add] button within the Surety/Depositor Information section.
Result: The Person/Entity Search screen displays.
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12. Enter data into the appropriate search parameter fields.

Refer to the Search Person/Entity Profiles task activity for details on performing this search.
Otherwise, refer to the Create Person/Entity Profiles task activity for details on adding a new

person/entity profile in the system.

13. Click the [Search] button.

Result: The screen refreshes with the search results.
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14. Select the radio button for the person/entity to add as a surety/depositor.
15. Click the [Select] button.

Result: The Issue Warrant — Order Information screen re-displays. The selected person/entity is

now listed in the Surety/Depositor Information section.
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16. Select the appropriate Type for the surety/depositor.

17. Select the checkboxes for the surety/depositor to remove from the bail record.

18. Click the [Remove] button.
Result: The screen refreshes and no longer displays the selected sureties/depositors.
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19. Enter/Select data for the other necessary fields.

20. Click the [Save] button.
The confirmation screen depends on how you started this activity.
Result 1: If you started from outside of a case, then the Create/Maintain Warrants — Search
screen displays with a confirmation message.
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Result 2: If you started from inside a case, then the Maintain Warrants — Warrant & Order Details
screen displays with a confirmation message.
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Related Links

Manage Bail Information Overview

Maintain Warrant - Search Screen

Maintain Warrants - Warrant and Order Details Screen
Issue Warrant - Order Information Screen
Person/Entity Search Screen
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Reclassify Cases

Reclassify Cases Overview

Introduction

Reclassifying a case allows you to change the case category of a Limited Civil case to an Unlimited Civil
case or vice versa. Case reclassification is usually due to changes in the jurisdictional amount for a case.
Reclassification Restrictions

The Courts have defined some case types that are only available for the Unlimited Civil case category
and do not have a corresponding Limited Civil case type. The system does not allow reclassification of
these case types, since there is no match available.

In addition, if you change a Limited Civil case to an Unlimited Civil case, then the system will record a
Limited Civil reclassification fee on the updated case.
Location Options

For Courts that hear Limited Civil and Unlimited Civil cases in different locations, the system allows you to
specify the new location as part of the reclassification process. If you choose a new location, then the
system will add the reclassified case to the file pull list. This list indicates that the case’s physical file
should be moved to the new location. Refer to the Track Case Files section for details on this process.
Resource Assignment Options

You may also change the Judicial Officer or department assigned to the reclassified case. If you assign a
new Judicial Officer or department, then the system will reassign future events from the current resource
to the newly selected resource. The system will also generate the Notice of Case Reassignment.

If the newly selected resource is a Judicial Officer, then the system will also check for recusal and
unavailability conflicts with the participants of the reclassified case.

Track Options

Reclassification also allows you to assign a new case track to the case. If you choose a new track, then
the system will stop the case clocks that are not shared between the old track and the newly selected
track. Clocks that are shared between the two tracks will continue without interruption.

Reclassification Requirements

When reclassifying a case, you must provide a reclassification reason.

Upon saving, the reclassified case will assume the characteristics of the new case category. Refer to the
Maintain Case Information section for details on changing case types.

Task Activities

Reclassifying cases includes the following task activity:
e Reclassify Cases

Additional Resources

Other items related to this overview include the following:

e Business Rules
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Related Links

Reclassify Case Screen

My Court Information

Reclassify Cases

Introduction

Reclassifying a case is only available for Limited Civil and Unlimited Civil case categories.

Task Activity

This activity takes place within the context of a case. It requires that you perform a case search and
select the case to reclassify. Refer to the Search Cases task activity for details on performing a case
search.

Perform the following steps to reclassify a case.

1. Select the [Reclassify Case] left navigation item.
Result: The Reclassify Case screen displays.

462



The Case Section

Walcama. e

. the
e Case Numbar: 61-2805-00010111-CL-up-we 5 Filing Diater 07/27/2005
Caza Summany _ Herman Munster] 92 v Gomes . -
et Cave Titha: Aclda s 042 Cann Statun: Tral Sat
Add Plings Care Cotmgary: Civil - Limaed Lacatan: Harth Courty
Hecheel
Bhach e Acrusii Lade Trpa: Unlawiul Detaines - Redidential Judezal Sfficar: Davenpan
Cada Cefande Evants Caie Aga: Departmant:
Caia Gatels st Ew T Hant Everd
Mext Event Typa: DiatesTime
Caia Fda
Gt Hitery Case & peln
& ain Marbid
Cata Parioganti Reclassily Case
Cada Tradh ' Gl
St Vssts Dalsul Current Cave Category: = nigw Caie Cabogery: | Cwd « Unlimited %
Ty, Current Case Lecation: harth County * How Cane Lodation: | moss County w0
TR — Currest Asibgned MOFDopl: Hicheel Davesgart moem Axdigned JOfoph.: | Miches] Davenport
LR ap—— Eurrent Track: Civil, U0 Track How Track: | Ced, UD Track =

Mt /M sirAan Fabubite

Eacdsredy Cure * Reglsssification Reason: w
Fwcced [pguances Fates:

Raccad on Appaal

Ragirter of Adions

Subpoened Feoards

Tewnpter Cers Oul * Raquesd Fald

Wanants L Cencel || Reset | m

Imadl Foem Hotics
Appeali
Adpeiale Caied
Bateh Cada Hintory Entried
Caimiiooate <aiei
inata <aie
infsate Lagacy Caie

Infsate Prasds Care

2. Select data for the following required fields:

3. New Case Category
4. New Case Location
5. New Assigned JO/Dept.
6. Reclassification Reason

Except for the reclassification reason field, the system will default the value of the
remaining required fields to the case’s current value. You can keep or change these defaults,
as appropriate.

3. Click the [Save] button to reclassify this case.
Result: The Reclassify Case screen refreshes with a confirmation message.
If reclassifying a Limited Civil case to an Unlimited Civil case, then the system will also
record a reclassification fee on the case.

Related Links

Reclassify Cases Overview
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Reclassify Case Screen

I
Associate Cases
Consolidate Cases

Consolidate Cases Overview

Introduction

Consolidating cases combines two or more cases into a single case. A Court may consolidate cases if
there are multiple cases open that cover the same issue or involve the same participants. A plaintiff or
defendant usually starts this activity by filing the motion to consolidate with the Court.

Consolidation Privileges

This activity requires that a Judicial Officer first grant the motion to consolidate. You can then select the
cases to combine.

Selecting a Lead Case

Within the selected group of cases, you must assign one case as the lead. This lead case will represent
the consolidated case group as the master case. Events and activities will then take place only on the
lead case for the duration of the consolidation.

Checking for Recusal Conflicts

The system will check for recusal conflicts between the Judicial Officer assigned to the lead case and the
participants of the non-lead case(s). If a recusal conflict is found, the system will display a warning
message. You can then choose to continue or cancel the consolidation process.

Copying Case History Entries

The system will display the ROA and Case History entries belonging to the non-lead case(s). This allows
you to select entries to copy from the non-lead case(s) to the lead case. Selected entries from non-lead
cases become Case History entries on the lead case. The system will also automatically copy over filing
entries that have an associated fee or require a disposition.

Managing Calendar Events

You must also choose to vacate or move future scheduled events for the non-lead cases. Vacating a non-
lead event removes this event from the calendar. But if you move a non-lead event to the lead case, then
the calendar will update to schedule that event for the lead case. Refer to the Maintain Calendar Events
section for details on related calendar activities.

It is possible that scheduling conflicts may occur based on moved non-lead events. If events are moved,
then they are reassigned from the current Judicial Officer to the Judicial Officer assigned on the lead
case. Moving these events also overrides the conflict checks.

Consolidation Functionality

Upon saving the consolidation, the system copies the participants, roles, stages and fee waiver statuses
from the non-lead case(s) onto the lead case. The system also brings over the shared participant level
clocks. This means that if a non-lead case and the lead case have the same participant level clock
assigned to their track, then the system will copy this clock (and its status) onto the lead case. However,
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these clocks must have a status of either “started” or “paused.” The other clocks, including the case aging
clock, will stop on the non-lead case(s). Refer to the Configure Automatic Case Clocks and the Maintain
Case Clocks sections for details on related clock processes.

The system does not copy payment plans or accounting information from the non-lead case(s) to the lead
case. Refer to the Maintain Case Information section for details on accessing accounting information of
non-lead cases.

The system will generate the appropriate consolidation notice based on the selected consolidation
reason. It will also display a confirmation message indicating that the consolidation is complete.

In addition, while the security of non-lead cases will transfer to the document or filing level, the lead case
will remain at its current secure status.
Searching and Accessing Consolidated Cases

Future case searches performed on the lead or non-lead case(s) will display an icon indicating the
consolidation association between these cases.

If you choose to directly access a non-lead case, the system will display a warning message
recommending that you do not make changes to the case. The status of this case remains
"Consolidated."

Separating Consolidated Cases

Consolidated cases may deconsolidate [bifurcate] at a later time. However, deconsolidation does not
apply to those cases involved in the “total merge” process. Refer to the Deconsolidate Cases section for
details on this separation process.

Task Activities

Consolidating cases includes the following task activities:

e Consolidate Cases
e Consolidate Cases for All Purposes

Additional Resources

Other items related to this overview include the following:

e Business Rules
¢ Forms/Notices/Reports

Related Links

Associate Cases - Enter Search Criteria Screen

Associate Cases - Consolidated Case Listing Screen

My Court Information

465



Printed Documentation

Consolidate Cases

Introduction

Consolidating cases combines two or more cases into a single case.

Task Activity

Perform the following steps to consolidate two or more cases.

466

10.

Select [Case] > [Associate Cases].
Result: The Associate Cases — Enter Search Criteria screen displays.

Enter the Case Number or Legacy Number of a case to consolidate.
Selecting the [Select all Related Cases] checkbox will display the cases that are related to
the selected case in the Case List.

Click the [Add to List] button.
Result: The Case List screen now displays the entered case.

Repeat Steps 2-3 to add cases to consolidate together into the Case List.
Select the radio button for a lead case to represent the consolidated group.

Click the [Consolidate] button.

Result: The Associate Cases — Consolidated Case Listing screen displays.

A warning message will display if the cases to consolidate are from multiple case
categories. You can choose to continue or cancel the consolidation process at this point.

Select a Reason for the consolidation.

Click the checkbox(es) for the Case History entries to copy from the non-lead case(s) to the lead
case.

The system automatically selects those filings that have an associated fee or require a
disposition.

Select the [Future Scheduled Events] tab.
Result: The Future Scheduled Events tab highlights and displays the future scheduled events for
the non-lead cases.

Select the appropriate radio button to Vacate or Move the scheduled events of non-lead cases to
the lead case.
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Choosing to “Vacate” an event removes this event from the calendar. “Moving” an event
updates the calendar to schedule the event for the lead case instead of the non-lead case.

11. Click the [Save] button to consolidate the cases.
The system will check for recusal conflicts and display a warning message, if appropriate.
Result: The Associate Cases — Enter Search Criteria screen re-displays with a confirmation
message.
The lead case of a consolidated group will now be identified by an “L” icon. Both the lead
and non-lead cases will also be identified by a “Consolidated” icon.

Related Links

Consolidated Cases Overview
Associate Cases - Enter Search Criteria Screen

Associate Cases - Consolidated Case Listing Screen

My Court Information

Consolidate Cases for All Purposes

Introduction

Consolidating cases for all purposes completely merges the case information for two or more cases into a
single case. This “total merge” process is a permanent consolidation. As a result, this option does not
allow the consolidated cases to separate at a later time.

Total Merge Privileges

You must have a Supervisor security role to perform this activity.

Total Merge Functionality

Selecting to permanently consolidate cases moves or copies the non-lead case data to the lead case.
This includes the participants, filings, issuances, generated forms/notices, fees, payments, and Case
History entries associated with the non-lead cases.

Task Activity

Perform the following steps to permanently consolidate cases.

1. Select[Case] > [Associate Cases].
Result: The Associate Cases — Enter Search Criteria screen displays.
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2. Enter the Case Number or Legacy Number of a case to consolidate.
Selecting the [Select all Related Cases] checkbox will display the cases that are related to
the selected case in the Case List.

3. Click the [Add to List] button.
Result: The Case List screen now displays the entered case.

Repeat Steps 2-3 to add cases to consolidate together into the Case List.
Select a lead case within the list to represent the consolidated group.
Select the [Total Merge of Selected Cases] checkbox.

Click the [Consolidate] button.
Result: A pop-up message displays to confirm the selection.

N o o s

©

Click the [Yes] button to continue with the consolidation of the case contents.
Result: The Associate Cases — Enter Search Criteria screen re-displays with a confirmation
message. The system permanently merges the selected cases and their contents together.

Related Links

Consolidated Cases Overview
Associate Cases - Enter Search Criteria Screen

Associate Cases - Consolidated Case Listing Screen

Coordinate Cases

Coordinate Cases Overview

Introduction

Coordinating cases connects two or more cases together through a common JCCP number. Courts may
coordinate cases that involve the same parties or address the same issue in multiple courts across the
state. This association includes both in-county and out-of-county cases. Refer to the Relate Cases
section for details on associating cases within the same location.

The coordination process allows you to select one of the involved courts as the assigned jurisdiction
Court. This Court then becomes the location where the matters pertaining to the coordinated cases are
heard.
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Coordination Privileges
This activity requires that the AOC first grant the motion to coordinate. The AOC will also assign
jurisdiction of the issue to a specific Court.
Judgment on Coordinated Cases
The Court with jurisdiction over the JCCP issue may or may not enter judgment(s) on the individual
cases. Cases where judgment is entered as part of JCCP are returned to the originating court for
enforcement. Once this ruling occurs, the Court may then choose to disassociate the coordinated case(s).
Refer to the Disassociate Cases section for details on this separation process.
Task Activities
Coordinating cases includes the following task activities:

e Create JCCP Cases from Initiate Legacy Case

e Coordinate In-County Cases
e Coordinate Out-of-County Cases

Additional Resources

Other items related to this overview include the following:

e Business Rules

Related Links

Associate Cases - Enter Search Criteria Screen

My Court Information

Create JCCP Cases from Initiate Legacy Case

Introduction

If the coordination involves a new JCCP number, then the Court must first create a JCCP case. If the
JCCP case already exists, then the Court may select the cases to coordinate with this JCCP number.
Refer to the Initiate Legacy Cases section for details on creating legacy or JCCP cases in the system.

Task Activity

Perform the following steps to create a JCCP case.

1. Select[Case] > [Initiate Legacy Case].
Result: The Initiate Legacy Case screen displays.
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2. Enter/Select data into the following required fields:

3. Case Category
Case Type

Case Status

Case Number
Case Title

. Original Filing Date

Refer to the Initiate Legacy Cases section for details on entering the required fields in
order to create a new JCCP case.

© NG

3. Enter a JCCP Case Number.
This will be the JCCP case. Selected cases will coordinate by referencing this number.

Select the [Use as Primary Case Number] checkbox.

5. Click the [Save] button.
Result: The Associate Cases — Enter Search Criteria screen displays. Refer to the Coordinate In-
County Cases task activity for details on completing the coordination process.
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Related Links

Coordinate Cases Overview
Initiate Legacy Case Screen

Associate Cases - Enter Search Criteria Screen

My Court Information

Coordinate In-County Cases

Introduction

Courts can coordinate in-county cases through the Associate Cases screen. Upon selecting the
Coordinate option, the system copies the case participants, contact information, roles and statuses from
the non-JCCP case(s) onto the JCCP case. The system also disposes the non-JCCP cases for the
duration of the coordination. As a result, the system will stop the non-JCCP case age clock(s) and vacate
future events scheduled for the non-JCCP cases.

In-county coordinated cases continue to remain separate cases in the system. This means that filings

may still occur on the individual non-JCCP cases, as necessary. It is recommended that you select a copy
of the ruling itself, details of the proceedings, and related minutes to copy onto each coordinated case.

Task Activity

Perform the following steps to coordinate a group of in-county cases.
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