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PJ/PACM – CPCMS Best Practices

Judicial Notes
Together with clerk and court administration staff, the judges and chambers staff is the third primary user group who is expected to most heavily utilize the CPCMS.  Chambers staff will find the large amount of case information maintained in the CPCMS useful in day-to-day courtroom work.  The calendaring functions, including the production of daily lists and Judge’s calendars, are of value.  The chambers functionality interacts with actions performed in other areas of the CPCMS, such as the creation of case and motion assignments.  This functional area also includes the ability to:

· Create and maintain judicial case notes.
· Track judicial correspondence and chambers work files.
· Create and track judicial and chambers assignments.

· Produce Orders and other forms and reports.
Given the potential sensitivity of the contents of some of these functions, security in the chambers area is a high priority.  Each user ID in the CPCMS has a security level based upon the role the individual holds in the courthouse.  This security level defines which functions in the CPCMS are accessible by that user.  Within chambers, there are two security roles: Judge and Judicial Assistant, each having access to varying levels of the chambers functions.
In addition to the user ID security, there is an extra level of security for chambers functions.  For each Judge in a county, a Chambers Group is established.  Access to a particular Judge’s information, like judicial notes or work files, is limited to only those persons who are associated with that Judge’s Chambers Group.  The Judicial Notes function is used to view, add, or edit case-related notes made by a Judge or by the Judge's staff.  Access to these notes can be restricted to specific users when the note is created.

	ACCESSING JUDICIAL NOTES 
Judicial Notes can be accessed two ways.  The first is through the Judicial Notes button on the CPCMS Toolbar.
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	VIEWING/ADDING JUDICIAL NOTES
Clicking this icon opens the Judicial Notes Summary screen. 
· Enter the Docket Number or click the ellipsis button to access the Find a Case screen.  If any judicial notes are already associated with the case, they will appear in the grid.
· Click the ADD button to access the Judicial Notes – Add/Edit screen.
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	ACCESSING JUDICIAL NOTES 

The other method of accessing Judicial Notes is through:

Chambers ( Judicial Notes
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	Unlike the toolbar button, the Judicial Notes Summary - Search screen displays and allows you to search for existing judicial notes.
The user can search by Docket Number or Criteria, such as all the judicial notes created by a particular Judge.
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	Results matching the search criteria are displayed on the Judicial Notes Summary screen.  When a note is selected in the grid, the text of the note is displayed in the Text field at the bottom of the screen.
To add a new Judicial Note, click the ADD button to access the Judicial Notes – Add/Edit screen. 
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	Regardless of the method used to access the Judicial Note – Add/Edit screen, the Judicial Authority defaults to the chamber where the user is associated.
To add a new Judicial Note, select the note Type and enter the Subject and the Text of the note.
Enter the Docket Number of the case to which the note is to be associated and click the APPLY button. The Note may also be associated with a participant on a case by selecting a name from the Participant dropdown list.
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	You must also determine who may view the note.  Available choices appear in the drop-down. 
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Judicial Case View

Associated with the Judicial Notes function is the Judicial Case View.  Clicking this toolbar button generates a report which contains all the case information contained on the Docket Sheet, in addition includes information of particular interest to Judges and their staff.  This can include judicial notes as well as a listing of the cases’ event track events.

	ACCESSING THE JUDICIAL CASE VIEW REPORT 

The Judicial Case View report is available through a button on the CPCMS Toolbar.
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	Clicking the toolbar button opens a Report Criteria screen set to generate the Judicial Case View (report number 1146).
· Click the ADD button and enter the desired Docket Number and click the APPLY button to add the case to the grid.
· Repeat the previous step to add additional cases to the grid.

· Click the OK button to generate the report(s).
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	The Forms/Reports - Preview screen displays the Judicial Case View report in print preview mode.
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	In the upper left corner are the controls for the Forms/Reports - Preview screen.  The black arrows page through the report while the printer icon is used to print the report.  Commands located here also permit downloading the report, increasing or decreasing the size of the preview and searching within the report.
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Print – [image: image12.png]



Export – [image: image13.bmp]
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Search – [image: image16.bmp]

	
	

	If there are judicial notes associated with the case and those notes have been marked to appear on the Judicial Case View, they appear at the end of the report.
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PJ/PACM – Judicial Notes and Judicial Case View
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