Online Scheduling System (OSS) - Public
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Overview

Purpose

To allow attorneys involved in certain non-domestic civil cases heard by the Circuit Court to select dates for the trial without having to appear in court for a scheduling hearing.
Technical Environment
The presentation and business logic will be developed using ASP.NET 3.5.  The external web application for Attorneys will reside on the Fairfax County Public web farm, so external users will need a web browser and access to the Fairfax County Public web site in order to use the application.  The data for the application will be stored in SQL Server 2005.

The application sends email, so all users will need valid email addresses.  Some of the email includes attachments of MS Word documents, so users will need MS Word 2003 or a higher version to open those documents.  (Microsoft offers Word Viewer 2003 as a free download.)  In non-production environments (e.g., prototype or test version), all email is sent to the email address specified under OSS Configuration | Other Settings, Test Email Address.
Security
External users will be assigned a User Login Id and temporary password by Court staff which they will change to a password of their own choosing at their first login.

Within the application users will be assigned roles based on their User Login Id.  These roles determine what the user is authorized to do within the application.  A user may be assigned one of the following roles which allow access as described below.
Attorney

Allows external users to submit requests for trial dates for cases where they are the primary attorney for a party in the case.

Interface

There will be a one-way interface with FullCourt.  OSS will read data from FullCourt.
Glossary

	Access Request
	Request for access to the OSS application.

	Attorney
	Attorney representing a party to a case who is a member of the Virginia State Bar.

	Business Days
	Days that the court is in session.  Excludes weekends, holidays, and other days that the court is closed.

	Criteria
	List of criteria a case must meet to be eligible for online scheduling.

	Holiday
	Holidays and other dates that the court is closed.

	Case Length
	Length (in days) that a case is estimated to take.

	Priority
	Lookup for priority that an attorney may assign to a date selection.

	Request
	Request for trial date(s) submitted by an attorney.

	Rule
	Additional processing rules in effect for certain case subtypes.

	Selection
	List of possible trial dates selected by an attorney as part of a request.

	Session
	A court session that may be available for a trial.

	User
	An attorney or court employees granted permission to use the OSS application.

	User Login Id
	Id that the user uses to login to the OSS application, usually the Virginia Bar Number for an attorney.


Basic Functionality

Throughout the Application

The following items apply throughout the application.

Breadcrumb
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In the upper left of the page, shows the current location of the page within the site hierarchy.  Click on a link within the breadcrumb, to navigate to that level in the hierarchy.

Tooltip
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Place the cursor over the [image: image3.png]


 icon next to a field to see a description of the field.

Date
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When prompted for a date, you may enter a specific date or Y for yesterday's date, T for today's date, T+90 for 90 days from now, T-30 for 30 days ago, etc.

Login
	Navigation
	This is the first page of the application.

	Security
	Anyone may access this page.

	Description
	Allows new users to request access and returning users to login to the application.
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	Inputs
	

	User Login Id
	The unique user login Id assigned by the court to identify the attorney.  Must be 10 characters or less.

	Password
	The password selected by the attorney.  Password must be at least 8 characters.  Password must contain at least one uppercase letter, at least one lowercase letter, and at least one number.

	Buttons/Links
	

	New User
	If you are a new user who has not been assigned a user login Id by the court, click this link to request access to the application.

	Forgot Password
	Click this link if you have been assigned a user login Id by the court, but are unable to remember the password you selected.


New User
Captcha
	Navigation
	Click the New User link on the Login page.

	Security
	Anyone may access this page.

	Description
	A Captcha is a program that protects websites against bots.  To help ensure that the Access Request is being submitted by a person and not an automated process, the attorney is asked to enter the random letters shown in a distorted image.
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	Inputs
	

	Captcha
	Enter the letters displayed in the distorted image.

	Buttons/Links
	

	Go
	Click after entering the letters displayed in the distorted image.  If the letters entered match the image, the Access Request form appears.  If the letters do not match, an error message appears, and a new distorted image is shown.

	Try Again
	If you are unable to read the letters in the distorted image, click Try Again, and a new image will be displayed.


Access Request
	Navigation
	Click the New User link on the Login page.  Enter the letters displayed in the distorted image and click Go.

	Security
	Anyone may access this page.

	Description
	Allows new users to request access to the application.
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	Inputs
	

	Access Name 
	Full name of the attorney requesting access. Must be completed. Must be 100 characters or less. 

	Virginia Bar Number 
	The number assigned by the Virginia State Bar to identify the attorney requesting access. Must be completed. Must be 10 characters or less. 

	Email Address 
	Email address that may be used to contact the attorney requesting access. Must be completed. Must be 200 characters or less. 

	Firm Name 
	If this attorney belongs to a firm, the name of the firm. Must be 50 characters or less. 

	Phone Number 
	Phone number that may be used to contact the attorney requesting access. Must be completed. Must be 12 characters or less. 

	User Agreement
	New users must agree that use of the application indicates waiver of attorney signature on the order setting the trial date.

	Access Criteria
	New users must certify that they meet the criteria for using the application by checking each of the checkboxes.


	Buttons/Links
	

	Insert
	Click to submit the request for access.  Once the Access Request is successfully submitted a confirmation page appears.  Inserting the New User request sends an email to OSS SysAdmin users informing them of the request.

	Cancel
	Click to clear the form without saving any changes.


Confirmation

	Navigation
	Click the New User link on the Login page.  Enter the letters displayed in the distorted image and click Go.  Complete the Access Request and click Insert.

	Security
	Anyone may access this page.

	Description
	Displays confirmation of an Access Request.
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	Buttons/Links
	

	New
	The user may click New to enter another Access Request.  If the user clicks New, the Firm Name and Phone Number from the previous Access Request are automatically defaulted on the new Access Request.


Change Password
	Navigation
	Login to the application with a temporary password assigned by the court.

OR

Login to the application after the current password has expired.

OR

Click the Change Password link on the Cases page.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows a user to change his/her password.
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	Inputs
	

	New Password
	Enter a password other than the current password.  Password must be at least 8 characters.  Password must contain at least one uppercase letter, at least one lowercase letter, and at least one number

	Repeat Password
	Must match the New Password.

	Buttons/Links
	

	Update
	Click to change the password to the new password.  If the change is successful, the Login page appears, and the user may login using the new password.

	Cancel
	Click to clear the form without saving any changes.  If the current password is not temporary or expired, the Cases page appears.


Forgot Password
	Navigation
	Click the Forgot Password link on the Login page.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to get his/her current password via email.
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	Inputs
	

	User Login Id
	The unique user login Id assigned by the court to identify the attorney.  Must be 10 characters or less.

	Buttons/Links
	

	Email
	Click to send an email to the Email Address associated with the User Login Id that includes the current password.

	Cancel
	Click to clear the form without saving any changes and display the Login page.


Cases

	Navigation
	Login to the application.

	Security
	Only users with an Attorney role may access this page.

	Description
	Lists cases associated with the attorney.  The list includes cases for which the attorney is the primary attorney for a party in the case and:

· The filing or reinstatement date is within the time period specified by a SysAdmin user under OSS Configuration | Timing (currently set at 365 days).

· The current status of the case is one of those listed by a SysAdmin user under FullCourt Interface | Case Statuses (currently set to Pending).

· The case type / subtype combination is one of those listed by a SysAdmin user under FullCourt Interface | Case Subtypes (currently set to a number of non-domestic civil case subtypes).

· The case has not been consolidated.

The Case Number appears as a selectable link when:

· A previously submitted request is not currently under review.

· The trial date has not been set.

· If the scheduling conference has been set it is not within the time period specified by a SysAdmin user under OSS Configuration | Timing (currently set at 10 business days).

· All parties have a primary attorney or the case is a subtype that allows parties without an attorney as specified by a SysAdmin user under FullCourt Interface | Case Subtypes (currently set at Personal Injury-Auto).

· At least one plaintiff has a primary attorney.

· At least one defendant/other has a primary attorney.

· All attorneys assigned to the case have an OSS User Login Id assigned, or a SysAdmin user has set the All Attorneys Must Be Users setting to No under OSS Configuration | Other Settings (currently set to No).

· The case is not locked.
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	Buttons/Links
	

	Available Slots
	Click to view a calendar that shows the number of slots currently available based on the estimated length of the case and whether or not a jury trial is requested.

	Change Password
	Click to change the current password.

	Email Settings
	Click to specify whether to receive optional emails sent by OSS

	+
	When the Case Number is not selectable, a + button appears.  Click the + button to show the reason that the case is not eligible for online scheduling.
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The + button changes to a – button when clicked.  Click the – button to hide the reason.

	Case Number
	Click to add or edit a request for the case.


Available Slots
	Navigation
	Click the Available Slots link on the Cases page.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to view a calendar that shows the number of slots currently available based on the estimated length of the case and whether or not a jury trial is requested.
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	Inputs
	

	Session Type
	Select the type of court session to display.  Defaults to Civil Trial.

	Length/Jury
	Select the estimated length of the case and whether or not a jury trial is requested.

	Buttons/Links
	

	Done
	Returns to the Cases page.


Request (Non-Domestic, First Attorney)

The following are the steps for entering a request for a non-domestic case that does not currently have an active request, or for modifying an existing request, if this attorney was the first attorney to enter the active request for the case.
Criteria
	Navigation
	Click a selectable Case Number on the Cases page for a non-domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows a user to certify that the case meets the criteria for online scheduling.
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	Inputs
	

	Criteria
	Check each checkbox to certify that the case meets the criteria for online scheduling.  If the attorney is creating a new request, a separate checkbox must be checked for each item.  If the attorney is modifying an existing request, there is only one checkbox that covers all the items.

	Buttons/Links
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	Clicking on the email icon will open a blank email addressed to the attorney (if the attorney's email address is in FullCourt)

	Next
	If all the checkboxes have been checked, moves on to the Length/Jury step.

	Cancel
	Returns to the Cases page.


Length/Jury
	Navigation
	Click a selectable Case Number on the Cases page for a non-domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.  Complete the Criteria step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the estimated length of the case and whether or not a jury trial is requested.
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	Inputs
	

	If this attorney has previously entered a request for this case that has expired or been denied, the Length/Jury previously entered appears by default.

	Length/Jury
	Identifies the estimated length of the case and whether or not a jury trial is requested.  Must be completed.  

	Buttons/Links
	

	Insert
	Only visible if the attorney is entering a new request.  Click to insert the new request.  If the insert is successful, a message appears.

	Update
	Only visible if the attorney is modifying an existing request.  Click to save the change.  If the update is successful, a message appears.

	Cancel
	Resets the screen ignoring any changes.

	Previous
	Returns to the Criteria step.

	Next
	If the new request is inserted or updated successfully, moves on to the Date Selections step.

	Cancel
	Returns to the Cases page.


Date Selections

	Navigation
	Click a selectable Case Number on the Cases page for a non-domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.  Complete the Criteria step and click Next.  Complete the Length/Jury step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the requested trial dates.
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	Inputs
	

	If this attorney has previously entered a request for this case that has expired or been denied, the Date Selections previously entered that are still valid appear by default.

	Priority
	Identifies the priority to give this selection. Must be completed. 

	Trial
	Identifies the court session selected for the trial. Must be completed.  The session may be selected either from the dropdown or by clicking on the calendar.  Only valid dates are selectable.  The rules for determining a valid date are listed under the dropdown.  When a date is selected, the number of available slots is displayed next to the dropdown to assist in determining the probability that the selected date will be available when the request is processed.

	Buttons/Links
	

	Edit
	Click to display the selection for editing.

	Delete
	Click to delete the selection.

	Insert
	Click to add the new selection.  The same Priority may not be used more than once.  The same court session for the trial may not be selected more than once.  If the Insert is successful, a success message appears.

	Update
	Only visible when a selection is displayed for editing.  Click to save the changes to the selection.  The same Priority may not be used more than once.  The same court session for the trial may not be selected more than once.  If the Update is successful, a success message appears.

	Cancel
	Click to clear the form.

	Previous
	Returns to the Length/Jury step.

	Next
	If at least one selection has been saved, moves on to the Attorneys step.

	Cancel
	Returns to the Cases page.


Attorneys

	Navigation
	Click a selectable Case Number on the Cases page for a non-domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.  Complete the Criteria step and click Next.  Complete the Length/Jury step and click Next.  Complete the Date Selection step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify whether this request represents the current attorney's preferences only, or whether it represents agreement among two or more attorneys on the case.
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	Inputs
	

	Certification
	Allows the user to specify whether the selections entered represent his/her own preferences only, or if he/she has already communicated with some (or all) of the other attorneys in the case and reached agreement on the selections entered.  If an agreement was reached, the user specifies which attorneys are in agreement by checking the checkbox next to each attorney's name.

	Buttons/Links
	

	Previous
	Returns to the Date Selection step.

	Finish
	When the request is complete, the user clicks the Finish button.  If the user has selected attorneys in agreement, matching requests are automatically entered for those attorneys overwriting any existing active requests.  Once a user successfully completes a request, an email is sent to attorneys on the case (who have email addresses in FullCourt and who have not opted out of the email) indicating that a request has been started or updated.  And the user is returned to the list of cases.

	Cancel
	Returns to the Cases page.


Request (Non-Domestic, Subsequent Attorneys)

The following are the steps for entering a request for a non-domestic case that already has an active request entered by another attorney or for modifying an existing request, if this attorney was not the first attorney to enter the active request for the case.

Criteria
	Navigation
	Click a selectable Case Number on the Cases page for a non-domestic case that already has an active request entered by another attorney.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows a user to certify that the case meets the criteria for online scheduling.
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	Inputs
	

	Criteria
	Check each checkbox to certify that the case meets the criteria for online scheduling.  If the attorney is accessing the request for the first time, a separate checkbox must be checked for each item.  If the attorney is modifying an existing request, there is only one checkbox that covers all the items.

	Buttons/Links
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	Clicking on the email icon will open a blank email addressed to the attorney (if the attorney's email address is in FullCourt)

	Next
	If all the checkboxes have been checked, moves on to the Length/Jury step.

	Cancel
	Returns to the Cases page.


Length/Jury

	Navigation
	Click a selectable Case Number on the Cases page for a non-domestic case that already has an active request entered by another attorney.  Complete the Criteria step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the estimated length of the case and whether or not a jury trial is requested.
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	Inputs
	

	Agree
	If the user clicks "Agree", the current attorney's Length/Jury selection is updated to match the first attorney's selection and moves on to the Date Selection step.

	Do Not Agree
	If the user clicks "Do Not Agree", a message appears and a blank email addressed to the attorney who originally entered length/jury is displayed.

	Buttons/Links
	

	Previous
	Returns to the Criteria step.

	Next
	If this request is in agreement with the first request, moves on to the Date Selections step.

	Cancel
	Returns to the Cases page.


Date Selections

	Navigation
	Click a selectable Case Number on the Cases page for a non-domestic case that already has an active request entered by another attorney.  Complete the Criteria step and click Next.  Complete the Length/Jury step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the requested trial dates.
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	Inputs
	

	If this attorney has previously entered a request for this case that has expired or been denied, the Date Selections previously entered that are still valid appear by default.

	Priority
	Identifies the priority to give this selection. Must be completed. 

	Trial
	Identifies the court session selected for the trial. Must be completed.  The session may be selected either from the dropdown or by clicking on the calendar.  Only valid dates are selectable.  The rules for determining a valid date are listed under the dropdown.  When a date is selected, the number of available slots is displayed next to the dropdown to assist in determining the probability that the selected date will be available when the request is processed.

	Buttons/Links
	

	Edit
	Click to display the selection for editing.

	Delete
	Click to delete the selection.

	Agree
	Click to agree with a selection made by another attorney.  When an Agree link is clicked, the selection is moved over to the selections for this request and assigned the next priority.

	Insert
	Click to add the new selection.  The same Priority may not be used more than once.  The same court session for the trial may not be selected more than once.  If the Insert is successful, a success message appears.

	Update
	Only visible when a selection is displayed for editing.  Click to save the changes to the selection.  The same Priority may not be used more than once.  The same court session for the trial may not be selected more than once.  If the Update is successful, a success message appears.

	Cancel
	Click to clear the form.

	Previous
	Returns to the Length/Jury step.

	Next
	If at least one selection has been saved, moves on to the Attorneys step.

	Cancel
	Returns to the Cases page.


Attorneys

	Navigation
	Click a selectable Case Number on the Cases page for a non-domestic case that already has an active request entered by another attorney.  Complete the Criteria step and click Next.  Complete the Length/Jury step and click Next.  Complete the Date Selection step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify whether this request represents the current attorney's preferences only, or whether it represents agreement among two or more attorneys on the case.
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	Inputs
	

	Certification
	Allows the user to specify whether the selections entered represent his/her own preferences only, or if he/she has already communicated with some (or all) of the other attorneys in the case and reached agreement on the selections entered.  If an agreement was reached, the user specifies which attorneys are in agreement by checking the checkbox next to each attorney's name.

	Buttons/Links
	

	Previous
	Returns to the Date Selection step.

	Finish
	When the request is complete, the user clicks the Finish button.  If the user has selected attorneys in agreement, matching requests are automatically entered for those attorneys overwriting any existing active requests.  Once a user successfully completes a request, an email is sent to attorneys on the case (who have email addresses in FullCourt and who have not opted out of the email) indicating that a request has been started.  And the user is returned to the list of cases.

	Cancel
	Returns to the Cases page.


Request (Domestic, First Attorney)

The following are the steps for entering a request for a domestic case that does not currently have an active request, or for modifying an existing request, if this attorney was the first attorney to enter the active request for the case.
Criteria
	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows a user to certify that the case meets the criteria for online scheduling and to answer questions that determine the rules that apply to the case.
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	Inputs
	

	Criteria
	Check each checkbox to certify that the case meets the criteria for online scheduling.  If the attorney is creating a new request, a separate checkbox must be checked for each item.  If the attorney is modifying an existing request, there is only one checkbox that covers all the items.

	Rule Questions
	Select Yes or No in response to each question.  Additional questions may appear based on your reponses.
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If there is additional information available about a question, a + button will appear.  Clicking the + button displays the additional information and the + changes to a -.
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Clicking the – button hides the additional information and the – changes back to a +.

If this attorney has previously entered a request for this case that has expired or been denied, the responses to the rule questions previously entered appear by default.

	Buttons/Links
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	Clicking on the email icon will open a blank email addressed to the attorney (if the attorney's email address is in FullCourt)

	Next
	If all the checkboxes have been checked and all the rule questions have been answered, moves on to the Length step.

	Cancel
	Returns to the Cases page.


Length

	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.  Complete the Criteria step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the estimated length of the Equitable Distribution Trial, the estimated length of the Custody Trial (if applicable), and the Separation Date (if applicable).
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	Inputs
	

	If this attorney has previously entered a request for this case that has expired or been denied, the settings previously entered appear by default.

	ED Trial Length
	Identifies the estimated length of the Equitable Distribution Trial.  Must be completed.

	Custody Trial Length
	Only visible if the response to "Are there custody issues?" on the Criteria step is Yes.  Identifies the estimated length of the Custody Trial.  If visible, must be completed.

	Separation Date
	Only visible if the response to "Do the parties agree on the Separation Date?" on the Criteria step is Yes.  Date of separation as agreed by both parties.  If visible, must be completed.

	Buttons/Links
	

	Insert
	Only visible if the attorney is entering a new request.  Click to insert the new request.  If the insert is successful, a message appears.

	Update
	Only visible if the attorney is modifying an existing request.  Click to save the change.  If the update is successful, a message appears.

	Cancel
	Resets the screen ignoring any changes.

	Previous
	Returns to the Criteria step.

	Next
	If the new request is inserted or updated successfully, moves on to the Date Selections step.

	Cancel
	Returns to the Cases page.


Forms

	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.  Complete the Criteria step and click Next.  Complete the Length step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to supply information for any required forms.
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	Inputs
	

	If this attorney has previously entered a request for this case that has expired or been denied, the forms information previously entered that is still valid appears by default.

	No Custody Issues
	Only visible if the response to "Are there custody issues?" on the Criteria step is No.  Select Yes to confirm that there are no custody issues.  If visible, must be completed.

	No Financial Issues
	Only visible if the response to "Are there custody issues?" on the Criteria step is No.  Select Yes if there are no financial issues.  If visible, must be completed.

	Plaintiff's Approximate Income
	Only visible if the response to "Is an NCE (Neutral Case Evaluator) requested?" on the Criteria step is Yes.  No party is bound by this representation at trial.  If visible, must be completed.

	Defendant's Approximate Income
	Only visible if the response to "Is an NCE (Neutral Case Evaluator) requested?" on the Criteria step is Yes.  No party is bound by this representation at trial.  If visible, must be completed.

	Approximate Marital Estate
	Only visible if the response to "Is an NCE (Neutral Case Evaluator) requested?" on the Criteria step is Yes.  No party is bound by this representation at trial.  If visible, must be completed.

	Buttons/Links
	

	Previous
	Returns to the Length step.

	Next
	If all required information has been supplied, moves on to the Date Selection step.

	Cancel
	Returns to the Cases page.


Date Selections

	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.  Complete the Criteria step and click Next.  Complete the Length step and click Next.  Complete the Forms step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the requested trial dates.
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	Inputs
	

	If this attorney has previously entered a request for this case that has expired or been denied, the Date Selections previously entered that are still valid appear by default.

	Priority
	Identifies the priority to give this selection. Must be completed. 

	Custody Trial
	Identifies the court session selected for the Custody Trial. Must be completed.  The session may be selected either from the dropdown or by clicking on the calendar.  Only valid dates are selectable.  The rules for determining a valid date are listed under the dropdown.  When a date is selected, the number of available slots is displayed next to the dropdown to assist in determining the probability that the selected date will be available when the request is processed.

	ED Trial
	Identifies the court session selected for the Equitable Distribution Trial. Must be completed.  The session may be selected either from the dropdown or by clicking on the calendar.  Only valid dates are selectable.  The rules for determining a valid date are listed under the dropdown.  When a date is selected, the number of available slots is displayed next to the dropdown to assist in determining the probability that the selected date will be available when the request is processed.

	Buttons/Links
	

	Edit
	Click to display the selection for editing.

	Delete
	Click to delete the selection.

	Insert
	Click to add the new selection.  The same Priority may not be used more than once.  The same court session for the trial may not be selected more than once.  If the Insert is successful, a success message appears.

	Update
	Only visible when a selection is displayed for editing.  Click to save the changes to the selection.  The same Priority may not be used more than once.  The same court session for the trial may not be selected more than once.  If the Update is successful, a success message appears.

	Cancel
	Click to clear the form.

	Previous
	Returns to the Forms step.

	Next
	If at least one selection has been saved, moves on to the Attorneys step.

	Cancel
	Returns to the Cases page.


Attorneys

	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that does not currently have an active request or where this attorney was the first attorney to enter the active request for the case.  Complete the Criteria step and click Next.  Complete the Length step and click Next.  Complete the Date Selection step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify whether this request represents the current attorney's preferences only, or whether it represents agreement among two or more attorneys on the case.
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	Inputs
	

	Certification
	Allows the user to specify whether the selections entered represent his/her own preferences only, or if he/she has already communicated with some (or all) of the other attorneys in the case and reached agreement on the selections entered.  If an agreement was reached, the user specifies which attorneys are in agreement by checking the checkbox next to each attorney's name.

	Buttons/Links
	

	Previous
	Returns to the Date Selection step.

	Finish
	When the request is complete, the user clicks the Finish button.  If the user has selected attorneys in agreement, matching requests are automatically entered for those attorneys overwriting any existing active requests.  Once a user successfully completes a request, an email is sent to attorneys on the case (who have email addresses in FullCourt and who have not opted out of the email) indicating that a request has been started or updated.  And the user is returned to the list of cases.

	Cancel
	Returns to the Cases page.


Request (Domestic, Subsequent Attorneys)

The following are the steps for entering a request for a domestic case that already has an active request entered by another attorney or for modifying an existing request, if this attorney was not the first attorney to enter the active request for the case.

Criteria
	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that already has an active request entered by another attorney.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows a user to certify that the case meets the criteria for online scheduling.


[image: image32.png]Request

1. Criteria ® 2. Length ® 3 Forms 2 4 Date Selections % 5. Attorneys

‘Case Number. CL-2010-0005166
Case Name
Filing Date: 04109/2010
|Scheduling Conference:
Request Start 0212212011
Request Expires: 030812011

Please cerify thatthe case meets each of the following criteria by checking each checkbox below. Only cases that mest these criteria are ligible for online sched:
I~ All senvice is complete.

I™ No defendant s in default.
T~ Any motions for default judgment, demurrer, pleas in bar and other outstanding dispositive motions have been resolved.
I No pending attorney withdrawals.

I™ No pending case consolidation.

First Request
Il attorneys must be in agreement Click the Agree link to agree with the First Request or contactthe other atforney to change the First Request)

lls an NCE (Neutral Case Evaluator) requested? € Yes & 1o
|are there minor children? & ves € No
Do the parties agree on the Separation Date? & Yes © 1o
Are there custody issues? & ves o

e there Bars to Mediation? € ves @ o
Is one of the parents outside the metro area? € Yes & No

© Agree
& Do NotAgree





	Inputs
	

	Criteria
	Check each checkbox to certify that the case meets the criteria for online scheduling.  If the attorney is creating a new request, a separate checkbox must be checked for each item.  If the attorney is modifying an existing request, there is only one checkbox that covers all the items.

	Rule Questions
	Select "Agree" to agree with the responses entered by the first attorney.  If all the criteria checkboxes are checked and "Agree" is selected, moves on to the Length step.  If "Do Not Agree" is selected, a message appears and a blank email addressed to the attorney who originally supplied the answers is displayed.
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If there is additional information available about a question, a + button will appear.  Clicking the + button displays the additional information and the + changes to a -.
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Clicking the – button hides the additional information and the – changes back to a +.

	Buttons/Links
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	Clicking on the email icon will open a blank email addressed to the attorney (if the attorney's email address is in FullCourt)

	Next
	If all the checkboxes have been checked and the responses to the rule questions have been agreed to, moves on to the Length step.

	Cancel
	Returns to the Cases page.


Length
	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that already has an active request entered by another attorney.  Complete the Criteria step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the estimated length of the case and whether or not a jury trial is requested.
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	Inputs
	

	Agree
	If the user clicks "Agree", the current attorney's Length selection is updated to match the first attorney's selection and moves on to the Forms step.

	Do Not Agree
	If the user clicks "Do Not Agree", a message appears and a blank email addressed to the attorney who originally entered Length is displayed.

	Buttons/Links
	

	Previous
	Returns to the Criteria step.

	Next
	If this request is in agreement with the first request, moves on to the Forms step.

	Cancel
	Returns to the Cases page.


Forms

	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that already has an active request entered by another attorney.  Complete the Criteria step and click Next.  Complete the Length step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the requested trial dates.
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	Inputs
	

	If this attorney has previously entered a request for this case that has expired or been denied, the forms information previously entered that is still valid appears by default.

	Agree
	If the user clicks "Agree", the current attorney's form information that must match is updated to match the first attorney's and moves on to the Forms step.

	Do Not Agree
	If the user clicks "Do Not Agree", a message appears and a blank email addressed to the attorney who originally entered form information is displayed.

	Plaintiff's Approximate Income
	Only visible if the response to "Is an NCE (Neutral Case Evaluator) requested?" on the Criteria step is Yes.  No party is bound by this representation at trial.  If visible, must be completed.

	Defendant's Approximate Income
	Only visible if the response to "Is an NCE (Neutral Case Evaluator) requested?" on the Criteria step is Yes.  No party is bound by this representation at trial.  If visible, must be completed.

	Approximate Marital Estate
	Only visible if the response to "Is an NCE (Neutral Case Evaluator) requested?" on the Criteria step is Yes.  No party is bound by this representation at trial.  If visible, must be completed.

	Buttons/Links
	

	Previous
	Returns to the Length step.

	Next
	If all required information has been supplied or agreed to, moves on to the Date Selection step.

	Cancel
	Returns to the Cases page.


Date Selections

	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that already has an active request entered by another attorney.  Complete the Criteria step and click Next.  Complete the Length step and click Next.  Complete the Forms step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify the requested trial dates.
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	Inputs
	

	If this attorney has previously entered a request for this case that has expired or been denied, the Date Selections previously entered that are still valid appear by default.

	Priority
	Identifies the priority to give this selection. Must be completed. 

	Custody Trial
	Identifies the court session selected for the Custody Trial. Must be completed.  The session may be selected either from the dropdown or by clicking on the calendar.  Only valid dates are selectable.  The rules for determining a valid date are listed under the dropdown.  When a date is selected, the number of available slots is displayed next to the dropdown to assist in determining the probability that the selected date will be available when the request is processed.

	ED Trial
	Identifies the court session selected for the Equitable Distribution Trial. Must be completed.  The session may be selected either from the dropdown or by clicking on the calendar.  Only valid dates are selectable.  The rules for determining a valid date are listed under the dropdown.  When a date is selected, the number of available slots is displayed next to the dropdown to assist in determining the probability that the selected date will be available when the request is processed.

	Buttons/Links
	

	Edit
	Click to display the selection for editing.

	Delete
	Click to delete the selection.

	Agree
	When an Agree link is clicked, the selection is moved over to the selections for this request and assigned the next priority.

	Insert
	Click to add the new selection.  The same Priority may not be used more than once.  The same court session for the trial may not be selected more than once.  If the Insert is successful, a success message appears.

	Update
	Only visible when a selection is displayed for editing.  Click to save the changes to the selection.  The same Priority may not be used more than once.  The same court session for the trial may not be selected more than once.  If the Update is successful, a success message appears.

	Cancel
	Click to clear the form.

	Previous
	Returns to the Forms step.

	Next
	If at least one selection has been saved, moves on to the Attorneys step.

	Cancel
	Returns to the Cases page.


Attorneys

	Navigation
	Click a selectable Case Number on the Cases page for a domestic case that already has an active request entered by another attorney.  Complete the Criteria step and click Next.  Complete the Length step and click Next.  Complete the Date Selection step and click Next.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify whether this request represents the current attorney's preferences only, or whether it represents agreement among two or more attorneys on the case.
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	Inputs
	

	Certification
	Allows the user to specify whether the selections entered represent his/her own preferences only, or if he/she has already communicated with some (or all) of the other attorneys in the case and reached agreement on the selections entered.  If an agreement was reached, the user specifies which attorneys are in agreement by checking the checkbox next to each attorney's name.

	Buttons/Links
	

	Previous
	Returns to the Date Selection step.

	Finish
	When the request is complete, the user clicks the Finish button.  If the user has selected attorneys in agreement, matching requests are automatically entered for those attorneys overwriting any existing active requests.  Once a user successfully completes a request, an email is sent to attorneys on the case (who have email addresses in FullCourt and who have not opted out of the email) indicating that a request has been started.  And the user is returned to the list of cases.

	Cancel
	Returns to the Cases page.


Email Settings
	Navigation
	Click the Email Settings link on the Cases page.

	Security
	Only users with an Attorney role may access this page.

	Description
	Allows user to specify whether to receive optional emails sent by OSS.


[image: image40.png]Email Settings
Please indicate your preferences for receiving the types of optional emails listed below by clicking to toggle between Yes and No.

Email Name cription

Ves
Yes
Yes
Yes
Yes
[Yes

Request Changed Sentto all attomeys on a case after an existing requestis changed
RequestEligible  Sentto all sttomeys on  case when a case first becomes eligible for requests
RequestExpired  Sentto all attormeys on a case when a request has expired.

Request Reminder Sentto all sttomeys on a case to remind them before a request expires
RequestStarted ~ Sentto all sttomeys on 3 case after a requestis entered

Unavailable Date _ Sentto an attomey when the selected date on a request has become unavailable.

Done




	Buttons/Links
	

	Yes/No
	The attorney may click on a Yes to change it to a No, or click on a No to change it to a Yes.  If there is a No next to the email, then the attorney has opted out of that email, and no emails of that type will be sent to the attorney.

	Done
	Returns to the Cases page.


PAGE  
1

_1359874775

_1359874872

_1359443833

