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3. The client’s name and information box is on the right-hand side of the screen. This cannot be
updated or changed until the case information has been input and saved.
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Case Infgrmation Case Team Case Status
Case Nuriher :l Attorney: | Howitt, Leslie Opened: 06/22/2020
e Team: Appointed 06/22/2020
Salt Lake Status. Open/Active
Source:
Case Tracking Arrest Information Bond Information
Date set:
Agency Type:
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4. When creating a case, information in the red boxes is required.
a. The flags section (blue box) should be updated whenever an investigator or expert is
used throughout the case. It can also be used to flag conflicts, conflict resolved, 402
reductions and any other thing you want to be able to easily report on.
b. The “factors” sections (yellow boxes) should not be used as it is difficult to run reports
on them. If there is a factor you would like to track in these boxes, notify me and we will
add it as a case flag instead

~
Case Information Case Team Case Status Case Tracking
Case Number Attorney: | Howitt, Leslie Opened: 06/22/2020
Case Type Team: Appointed 06/22/2020
County Salt Lake Status: Open/Active
Indigency:
Source:
Arrest Infermation Bond Infermation Case Flags Court Information
Date Set: No case flags assignad Judge®
Agency: Type: Court:
Location Amount s
Release Posted Prosecutor:
In Custody: Division
Sub-Div:
. |
Service/Fees: Client Factors
Community Svc hours | |competency Concerns
Amount __ Monthly _Status [ Limited Literacy

Restitution: 3 [ JPhysical Health Issues

Fine: $ [ Jus citizen

Spec Assessment: | § DVeteran

Processing Fee: 3 [Jinterpreter Needed



Note: When a box displays as green, it means it has not been saved to the system. Save often.

5. Once a case has been created and saved, information can be entered on Charges, Schedule,
Time, Ticklers, Motions, People, Notes, and Documents using the tabs at the bottom.

Casze Charges Schedule Time Ticklers Motions People Motes Documents

6. Charges — To add a charge, click “Add” at the top of the screen.
a. Start by entering the charge name and hit enter to search. Select relevant charge if it is

in the list.
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i. If the charge is not in the list, please notify me instead of adding a new charge
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appear on the list, please notify me instead adding a new enhancement yourself.
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7. Schedule — Add any upcoming hearings and appointments by clicking the “Add” button at the
top of the screen. Note: Please do not do time tracking in the schedule tab. That must be done

in the time tab.

06/22/2020 08:00 AM  Howitt, Leslie
|:|AIIDa'v' Event Hours Judge Result:

| |Reminder Prosecutor

8. Time — This tab is not required for IDC reporting but can be very useful for internal management.
You can see which cases take more time.

a. You can either add time events in the Time tab of each case or you can add events to

multiple cases at once using the button on the home screen.
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b. If adding in the bulk screen, make sure to select “CS — Case Specific”.
c. You can manually enter time or use the stopwatch feature to track a current task.

Date Task Code Hrs:Mins Timer Comment
2
06/22/2020
CC Client Contact -

CP Court Prep

CTH  Court - Hearing

CTP Court - Prelim

CTT  Court- Trial

DI Discovery and Investigation

LRW  Legal Research and Writing

9. Ticklers, Motions, People, Notes, and Documents are all optional tabs. You may find them useful.
The IDC will not be running reports or pulling data from any of these tabs.



a. Ticklers can be used to set reminders, such as 402 reduction reminders, for the future.
People can be used to add co-defendants and can do a conflict check.
Documents can be used to store case files. You can also auto-generate form letters filled
with client name, case number, or any other field. Contact me if you want to know more
about this feature.

Child Welfare Specific

1. For child welfare cases, only open one case per parent (instead of one case per child). Put all
children’s case numbers together in the case number field. You can also add the children’s
names in the case number field if that is useful for you.

L

Case Information

Case Information C
Case Number: 4444 3333, 2121 A
Case Type: Child Rep Dependency T
County: Tooele

B Indigency:
Source:

0
1 Linked Cases:

2. Add the children’s names by clicking “+” in case tracking, selecting child, and then adding the
child’s name. This can be done for multiple children in one case.

Case Tracking A
Child PARKER WILLIAMS D
Child JUNE WILLIAMS A
Child JOHN BERMARD L«

R¢

In

3. Atthe beginning of a child welfare case, add three charges to the charge tab — abuse, neglect,
and dependency. When the judge dismisses any of these charges, mark them as “dismissed by
judge”.

Juvenile Delinquency Specific



1. For juvenile delinquency cases, enter an entire incident as one case, entering the case number as
follows:

- Caselnformaton
I Case Information

Case Number: 12345 {001- 004)

T

Case Type: Juvenile ~
County: Iron v
Indigency: ~
Source: ~

Linked Cases: | [&



