OFFICE OF THE DEFENDER GENERAL
CASE MANAGEMENT SYSTEM

JustWare Defender
How to Create a Family Case Record

This guide walks you through creating a Family Case Record in JustWare
Defender

All users should be familiar with the JustWare 101 guide and How to Create a
Name Record.

Office of the Defender General
6 Baldwin Street, 4" Floor
Montpelier, VT 05633-3301

(802) 828-3168
10-7-2015



Table of Contents

Search

Create Name Record if necessary

Agency/People

Involve People
If the Involved Person Does Not Belong to an Agency
This is Where you Add Family Members
Searching Juvenile Initials
If the Involved Person Belongs to an Agency

Court Tab

Petition Tab

Disposition

Lesser Offense

Events Tab

Communications Tab

Notes Tab

Tasks Tab

Docs Tab

Discovery Tab

Specialty Court Tab

Immigration Tab

Med/Health Tab

Edu/YS Tab

Records Tab

Flags Tab

Related Cases Tab

Property Tab

Reports, Case Summary



How to Create a JustWare Case Record (Family)

A Juvenile case is entered under the juvenile’s initials.
Search for the initials of the juvenile for whom you are creating a new case.

e Use Name Search (under Search section) (NOTE: you will see fields on
this screen that we are not using)

e Fill in juvenile’s initials in Last Name

e Fill in Date of Birth (DOB)

e Press Enter or click on Actions, Search

If the name is not found, you will receive the following screen:

Quick Search % DEnware
Benware EI

T My JustWare

Actions A Enter additional information to refine your search.
&2 New Name Benware| =] Soundex Name Search Wildcard Search
{3 New Case
€3 Close Session 0 Name record(s) and 0 Case record(s) found for '‘Benware'

You need to first create a juvenile name record (see How to Create a Name
Record)

Once the name record exists:

e Click Actions, New Case
e Choose Family Case Type from the dropdown

Quick Search W My JustWare | S HJ | JT ~ CHINS A - ABUS, DH ~ MISCELLANEOUS . | 5 HJ
H duvenie
T My JustWore HJ DOB: 03A12/2001
= » | Last Namer First Name Middle Name Prefic Suffic
Actions o
" Save Nams DoB Age Rsce Gender Birth Country DOC PID Numbser Bodge Number Crested By Crested On
¥ Save and Clasa 03/12/2001 x| 1+ - - - 10/1/2015 32453 PM

| JUVENILE - UNLAWFUL DISSEMINATION OF THIS INFORMATION IS A CRIME PUNISHABLE BY A FINE UP TO $2,000.00
= Helpdesk
+"" Refresh Session

€3 Close Session Cose Ttle

Case Involvemants {Read-Only) | Contact information | Flags | Numbers | Relationships | Name Summary
B
¥ Involvement t 7 CoutNumber ¥ Incident# ¥ CoseStotus” ¥ Case Typs Vceived Dal¥ Lend ¥ Active ¥ DOF Custody 7



Case types are:

e Criminal

e Family

e PRO - General

e PRO — Litigation

e Special
Note: once you have opened one case, you can add another case of the same
type by choosing Actions, Add New Case Same Type.

The new Family Case screen will open, with Status highlighted:
Required fields are starred.
Some fields are populated automatically when the case is saved:

e Status date
e Received Date (will be changed to Opened Date)
e Agency Added By

Note: a primary involved person (client) must be added in the Agency/People
tab before the record can be saved.

Family case screen:

Case Type™ Status™ Status Date™ Opened Date™ Agency Added By* JW CaselD
Family [=]| open [-]| 1010512015 [-]| 100512015 [~]| 0DG Administration [-] 15-11803

The item */Just Ware Trai

t be found. sttemNotFound]

Agency/People | Petiion | Events | Communication | Notes | Tasks | Dacs | Discovery | Specialty Ct | immigration | Med/Hesith | Edus¥S | Records Cir | Flags | Related Cases | Property |

0 ofo +=mOFEF
Agency Type* ¥ Agency* ¥ Incident# ¥ Active ¥ Lead ¥ Notes v
Court

0 of0 F=mOFE %

Docket Agency” ¥  Docket# ¥ Active ¥ Lead ¥

People |

1 of 1 = B0 %

Agency v Role” v Name® VF CustcY Lead ¥ Active ¥ Active Date ¥ Inactive Date ¥ Notes v

v | Juvenile JT o | & ] | 10572015 Enter Juverile’s Full Name Here




Note: If you open a case with the juvenile’s name record screen being
active, the Status defaults to Open, and as soon as you save the case
record, the juvenile’s initials are automatically filled in the People tab. You
should put the juvenile's full name in the Notes field as shown below.

People |
1 of 1 =m0 B6E %
Agency i Role™ K Name™ TF Custc¥ Lead ¥ Active ¥ Active Date 7 Inactive Date’ Notes i

v | Juvenile s | | | @ |ioseos | | Enter Juveniles Full Name Here

e Save therecord
o File, Save Case, or Actions, Save Case, or
o Press Ctrl-S

e Continue entering case information:

Agency/People

Note: You must involve the agency before involving a person who is a
member of an agency, by adding the agency and saving the case.

To Involve an Agency:

e Click on the Agency/People Tab
e Click the green plus sign () to add a line (the red minus sign deletes

a line)
Agency/People | Petition | Eaniwliun | Notes | Tasks | Dacs | Discovery |SpeciﬁltyCl | Immigration | Med/Health I Edu/YS | Records Cir | Flags | Related Cases | Property |
[ of0 DR RN
Agency Type™ ¥ Agency™ K4 Incident # ¥ Active ¥ Lead ¥ Notes K4

e Choose Agency Type from the dropdown on the new line, or type
first letter gf name of the Agency Type (do not click on the filter

button (/ ); if you choose something from the filter b , you will only
see that specific line; i.e., defense, and yo d not see the
Prgsecutor and Law lines).

Agency/Peoplp | Petition | Events |Comm on | Notes | Tasks I Docs | Discovery ISpeclﬁItyCI | Immigration I Med/Health I Edu/YS I Records Cir | Flags | Related Cases | Property ‘
1 of 1 R E= NN
Agency Type* ¥ Agency* i Incident # T Active ¥ Lead T Notes i

v | Defense ‘ Chittenden Public Defender Office || ‘ Fl ‘ v | |




e Choose Agency from the dropdown on the new line, or type first
letter of the hame of the Agency (do not click on the filter( ™))

Agency/People | Petition | Events |C(lmmun|cat|0n | Notes | Tasks I ovVery ISpeclﬁItyCl | Immigration | Med/Health I Edu/YS I Records Ctr | Flags | Related Cases | Property ‘

1 of 1 =W EBE %
Agency Type* ¥ Agency* i Incident # T Active ¥ Lead T Notes ki
+ | Defense ‘ Chittenden Public Defender Office || ‘ ‘ | |

Note: The Agency Types are set to Defense, Law, Other and Prosecution. Enter
DCF under Other.

Active and Lead are automatically checked (you can uncheck them)

You can add an incident number, i.e., police department number, if you have it.

Continue adding agencies.

The Agency/People tab with the public defense office, state’s attorney’s office
and DCF added:

Agency/People |Pelmon I Events |Commun\cﬁl|on | Notes I Tasks | Daocs | Discovery |Spec\altyCl | Immigration | Med/Health | Edu/YS | Records Cir | Flags | Related Cases | Property |

H 4 of3 OHEE %
Agency Type® w T Incident# ¥ Active ¥ Lead ¥ Notes v
Chittenden Publie-Befenider Office

Other DCF - Wiliiston
» { Prosecutor Chittenden County State's Attorney

Save the record

e Click File, Save Case, or Actions, Save Case or
e Press Ctrl-S

Continue entering case information



Involve People on the People Tab

If the involved person does not belong to an agency and is one of the
following Roles, Agency is left blank and Role is required. The following is NOT
a comprehensive list of the roles that may be entered.

e Client (NOT JUVENILE)
e Co-defendant

e Complainant

e Expert

e Father

e Father’s Attorney
e Foster Parent

e Grandparent

e Guardian Ad Litem
e Mother

e Relative

e Victim (Alleged)

Note: the client (the primary involved person) must be added in this tab
before the record can be saved. If you created a new juvenile client, and
then clicked on Actions, New Case, the juvenile is automatically entered in
the People tab. If you represent someone other than the juvenile, you need
to add a person under Client (NOT JUVENILE).

This is where you add family members and identifying juvenile information,
NOT in the juvenile name record.

We recommend that you add the client’'s name here first, save the record (File,
Save Case, or press Ctrl-S), and then add Agency information, so that you do
not lose any work.

e Click the green plus sign (*) to add a line (the red minus sign deletes
a line)

Peuplel
1 of 1 = FEE

Agency v Role™ v Name™ VF Custc¥ Lead ¥ Active ¥ Active Date ¥ Inactive Date 7 Notes
4 E I Juvenile JT | | | v 10/5/2015 Enter Juvenile's Full Name Here

w




e Click the Role dropdown and choose the role or type the first letter of
the role in the field and press Tab or Enter

People* |
W 4 2 of 2 =00 Z0EF%
Agency v Role* i Name* TF CustcV Lead ¥ Active ¥ Active Date ¥ Inactive Date ¥ Notes

hg

\ Juvenile iy | B | 8 | | 1052015 | | Enter Juvenile's Full Name Here |
] = = [106r2015 | \ \

In the Name field either type the person’s name and press Tab or Enter, or
click on one &f the search buttons to search for the name.

o If the.sname is found, click on the name and it is added to the
currentxecord.

o If the name_is not found, create a new name record: under
Actions, click New Name. Complete the name record (as
indicated in Create a New Name). Then click on the name to add it
to the current record.

People™ |

K 42 H *=mOEB0EF
Agency v Role* v Name* YF Custc¥ Lead ¥ Active ¥ Active Date ¥ Inactive Date ¥ Notes v
\ | Juvenile i | @ | 3@ | | 1052015 | | Jonathan Tom |
| | Client (NOT JUVENILE) | Tom. pavip o a | [ 10612015 | [Fathed 3]

Searching Juvenile Initials

If the name is a juvenile, you need to search using the juvenile’s initials. Initials
that seem to comprise a word, or are used in code, are not being accepted (i.e.,
AS, OR, TO, IT, ON).

What you need to do to enter the initials:

e Choose the Role

e Click in the Name field

e Type theinitials (AS)

e Click on the Name Search icon (first icon)

This will show you to a list of al juveniles with those initials.

I
People” |
K 4 ofe +=moBEF
Agency 4 Role* v TF Custc¥ Lead ¥ Active ¥ Active Date ¥ Inactive Date ¥ Notes 4
Chittenden Public Defender Office Defense Attarney =] ] 10/6/2015
Chittenden County State's Attorney Prosecuting Attorney [&] [&] 10/6/2015
Juvenile JT [ [&] 10/5/2015 Jonathan Tom
Client (NOT JUVENILE) TOM, DAVID \ [&] [&] 10/6/2015 Father
DCF - Williston Social Worker ane =] ] 10/6/2015
» Sister As| Y HERE O 0 10/7/2015




Narrow your search by entering the juvenile’s date of birth (DOB) in the Name
Search Screen:

Last Name First Neme Middle Neme: Prefix Suffx

AS
Name Type DL State DL Class. Drivers License Number
Race Heur Color Eye Color
Social Sscurity Number Birth Country DOC PID Number
S h Results
' Wil R
Last Neme ¥  FustName ¥ MddeName ¥ MNameType ¥ Race ¥ Sex ¥ Har ¥ Eyes TVdeighTVeigh? DOB ¥  Age  7LNu¥ DL State ¥ DL Class ) 88N B

v as | Male 21311995 | 20

AS 5191985 30

AS | Fomate | | | 2128/2004| 11

|As |Mole | | | | | sn3nse2| 23

People tab with Client (NOT JUVENILE) added:

People® |
H 4z otz -0 OEEF

Agency v Role™ v Name™ T F CustcY Lead ¥ Active ¥ Active Date ¥ Inactive Date ¥ Notes v

\ | Juvenile [is Lo Lo | @ lisens | | Jonathan Tom
3 < | Client (NOT JUVENILE) | Tom. paviD [ [ & | [ o205 | |Fathed

Involve People on the People Tab

If the involved person belongs to an agency, you must enter the agency first,
under Agency (see above), save the case, and then in the People tab:

e Click the green plus sign () to add a line (the red minus sign deletes

a line)
People |
1 of 1 =00 FE R
Agency ki Role* ki Name* WF Custc¥ Lead ¥ Active ¥ Active Date ¥ Inactive Date ¥ Notes i
3 | Juvenile JT | @ | 8 | | 105512015 Enter Juvenile's Full Name Here

e Click the dropdown in Agency and choose the appropriate agency,
or start typing the name of the agency and press Tab

People™
K 473 of3 =m0 EEHE
Agency v Role™ v Name™ VF CustcV Lead ¥ Active ¥ Active Date ¥ Inactive Date 7 Notes v
‘ Juvenile JT | ] =] 10/5/2015 Jonathan Tom
7‘ Client (NOT JUVENILE) TOM, DAVID | ] =] 10/6/2015 Father
» | Chittenden Public Defender Office i ] 0 10/6/2015




e Click the dropdown in Role and choose the appropriate role, or type
the first letter of the RoI/e and press Tab

People*
W 43 of2 +=m0=B%
Agency v Role™ Name™ VF Custc¥ Lead ¥ Active ¥ Active Date ¥ Inactive Date 7 Notes
Juvenile JT ] a 10/5/2015 Jonathan Tom
Client (NOT JUVENILE) \b TOM, DAVID ] ] 10/6/2015 Father
» | Chittenden Public Defender Office Defense Attorney - al ] 10/6/2015

e Click the dropdown in Name and choose the appropriate name, or

type the first IetterWame and press Tab

People™ |
H 43 of 3 =008 0F
Agency v Role™ w Name™ VF Custc¥ Lead ¥ Active ¥ Active Date ¥ Inactive Date ¥ Notes
Juvenile JT ] =] 10/5/2015 Jonathan Tom
Client (NOT JUVENILE) TOM. DAVID \ (] a 10/6/2015 Father
» [ Chittenden Public Defender Office Defense Attorney Reed, Sarah Esq. - X004648 & ] a 10/6/2015

You can check and uncheck Lead and Active

Be careful not to click on Filter () by mistake when you are filling in
information in these areas.

The People tab with juvenile, client (NOT JUVENILE),defense attorney, state’s
attorney and DCF added:

+F-ooS0F
Agency v Role® v Name™ VF Custc¥ Lead ¥ Active ¥ Active Date ¥ Inactive Date ¥ Notes
Chittenden Public Defender Office Defense Attorney Reed, Sarah Esq. - X004645 | a 0 10/6/2015
Chittenden County State's Attorney Prosecuting Attorney McCarihy, Emily Deputy State's Atf| [ =] 10/6/2015
Juvenile JT a ] 10/5/2015 Jonathan Tom
Client (NOT JUVENILE) TOM, DAVID a =] 10/6/2015 Father
» | DCF - Williston Social Worker Clark, Jane a ] 10/6/2015

Save the case:
e Click File, Save Case, or Actions, Save Case or
e Press Ctrl-S

Continue entering case information
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Court Tab

The Court tab is where you enter the docket number of the case.

Agency/People | Petition | Events | Communication | Notes |Tﬁ5k5 | Docs | Discovery | Specialty Ct | Immigration | Med/Health | Edu/YS | Records Cir | Flags | Related Cases | Property ‘

H 43 of3 =m0 EHE %
Agency Type* ¥ Agency* ¥  Incident# ¥ Active ¥ Lead ¥ Notes v

Defense Chittenden Public Defender Office

Other DCF - Williston
» | Prosecutor | Chittenden County State's Attorney
Court

] afo =0 ZTEF
Docket Agency™ v Docket # ¥ Active ¥ Lead

People

H 4 of s =0 oFEF
Agency 4 Role® v Name™ VF CusicY Lead ¥ Active ¥ Active Date ¥ Inactive Date v Notes
Chittenden Public Defender Office Defense Attorney Reed. Sarah Esg. - X004648 | ] ] 10/6/2015
Chittenden County State's Attorney Prosecuting Attorney McCarthy, Emily Deputy State's Atf| [ ] 10/6/2015
Juvenile JT 0 o 10/5/2015 Jonathan Tom
Client (NOT JUVENILE) TOM, DAVID o o 10/6/2015 Father
» | DCF - Wiliiston Social Worker Clark, Jane ] 0 10/6/2015

Docket number should be entered in the format 123-4-15 Cnjv. Note: you must
make sure to put a check mark in the Lead docket number line. Also, you must
enter the docket number in this format for it to be found in a Case Quick Search.

e Click the Green Plus sign
e Docket Agency dropdown — choose court
e Type Docket #

Court tab with docket number added:

Court

1 of 1 =030 %
Docket Agency™ W Docket #  Active ¥ Lead
» | €N Superior Ct - Family Division | 123-4-15 Cnjv | | |

Save the case:

e Click File, Save Case, or Actions, Save Case or
e Press Ctrl-S

11



Petition Tab

e Click Green Plus sign to add row

e Enter petition date (if known)

e Choose Docket # from dropdown (comes from the Court section, after
case has been saved)

e Enter the statute (you can start typing the name of the charge and press
enter or tab; use the Statute Search, or Quick Search buttons) or use the
short code (CHINSA) and tab

Depending on the search you use, you may need to click Use Statute from the
left menu. (See JustWare 101, Search for Statute for more detail.) Note: The
Severity will be automatically entered

The petition tab with one charge added:

Agency/People Petition |Evem5 Communication | Notes | Tasks | Docs | Discovery | Specialty Ct | Immigration | Med/Health | Edu/YS | Records Cir | Flags | Related Cases | Property
1 of1 o= ¥ =11 4

# VT Petition Date 7 Docket #° N Statute™ W Severity ¥ Listed Crime ¥

» | 1 ‘ 4/10/2015 ‘ 123-4-15 Cnjv E 33V5102(3)(a) ~ CHINS A - ABUSE ] Juvenile Only ‘

Save the case:

e Click File, Save Case, or Actions, Save Case or

e Press Ctrl-S
Note: You must save the case after entering the charge, before you can enter
disposition, or you will receive an error message.

The charge is automatically entered under the Admit/Deny and Trial tab.

If you have several counts of the same thing to enter, you do not need to add a

new line for each, but you can use the Copy Record feature ——, on the Tab
(Snap-in) Toolbar, select the line to copy, enter the number of copies, and then
click Actions, Copy.

Save the case

e Click File, Save Case, or Actions, Save Case or
e Press Ctrl-S

12



Disposition

Admin/Deny is entered on the same line as the charge in the Admit/Deny
field (from the dropdown).

Admit/Deny and Trial |

1 of 1 nohZ6 %
# T Charge® ¥ Admit / Deny
3 | 1 | 1 —33V5102(3)(a) ~ CHINS A - ABUSE |

% Trial Type ¥ Trnal Date W

If a Conflict of Interest results in Partial Representation, complete the

Disposition tab, and enter Conflict of Interest under Flags.

Plea and Disposition™ | Madify/Enhance

1 of 1 nolhEER

# 7

Charge™ Y Plea Y PleaDate ¥ Trial Type ¥ Dispo
> ‘ 1 | 1-—-13V1042 ~ ASSAULT - DOMESTIC Partial Representation

¥ Dispo Date” ¥
10/7/2015

Dismissal/Partial Rep v

Conflict of interest H

Disposition

e Addaline. The charge will auto-populate.
e Enter the date, unless it’s the current date.
e Choose the type from the dropdown:

o

0 0O 0O 0O O O O o o O o o o0 o o o o o

Charge Amended

Community Service

Conditional Custody

Conditional Custody Vacated
Continued DCF Custody

Custody NOT DCF--ID who in the note
DCF Custody

DCF Custody Vacated

Dismissed by Court

Dismissed by Prosecutor

Diversion

Juvenile Reparative Board

Other

Partial Representation

Permanent Guardianship

Petition Withdrawn

Probation Continued

Probation Discharged Satisfactory
Probation Discharged Unsatisfactory

13



Probation Juvenile
Protective Supervision
Record Sealed
Restitution
Restorative Justice
TPR

Youthful Offender

O O O O O O O

e If thereis more than one type of disposition (such as DCF Custody
and Record Sealed), enter each type separately. Use Copy Record
from the Tab (Snap-in) Toolbar to copy the line for one or more new lines.

e Enter money amounts (Fine, Restitution) in the $ Amount $ column.

e For Partial Representation, enter the reason in Notes

Lesser Offense
If the disposition is on a lesser offense:

e Change the charge in the Petition section.
The original charge will be automatically added to Charge History.

The Petition tab with Admin/Deny and Trial and Disposition entered:

|Agency.’People Petition |Even15 |Cammunicﬁlicm | Notes | Tasks | Docs | Discovery | Specialty Ct | Immigration | Med/Health | Edu/¥S | Records Cir | Flags | Related Cases | Property

[ of 1 F=mnhSEF
# 7 Petition Date ¥ Docket #° ki Statute™ ¥ Severity T Listed Crime ¥
|1 4102015 | 1234-15Cniv | 33V5102(3)(a) ~ CHINS A - ABUSE | Juvenile Only | |
Admit/Deny and Trial

i LD
# 7 Charge™ ¥ Admit/Deny ¥ Trial Type ¥ Trial Date W
v |1 | 1-33v5102(3)(a) ~ CHINS A - ABUSE Admit 10/6/2015
Disposition | Charge History

1 of 1 =m0l EE %
# 7 Charge ki Type* Wispo Date™ $ AmountS 7 Notes ki Dismissal/Partial Rep
» ‘ 1 E 1-—33V5102(3)(a) ~ CHINS A - ABUSE DCF Custody 10/6/2015

4
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Events Tab

Court hearings, depositions, and any other events can be entered. You may
enter people in Event Involved People, at the bottom of the Events screen, and
you may set up a reminder. If a person is added as an Event Involved Person,
the event will be added to the person’s My JustWare Calendar.

Note: You must add the initial hearing as an event under this tab.

To add an event:

e Click Green Plus sign to add row

e Enter Type (from dropdown)

e Enter Location (from dropdown)

e Enter Start date (arrow over to each section)
e Enter Status (from dropdown)

e If the Type is Arraignment, enter the Bail Amt

Event tab with Emergency Hearing and Merits Hearing added:

| AgencyiPeople | Petition  Events | Communication | Notes | Tasks | Docs | Discovery | Speciatty Ct | immigration | MediHealth | Eduivs | Records Ctr | Flags | Related Cases | Property |
K 42 ofz +t=moRLFE%
Type* v Event SubType v Location v Start* ¥  Duraion ¥ Status - Notes ¥ CreatedBy ¥  CreatedOn ¥

| Merits Hearing Court Room | 1072015 9:00aM | 30min | scheduted | | Evans, Lora - 004682 | 1077/2015 8:19-44 |
» | Emergency Care Order Hearing Court Room | 822015 9:00AM 30 min | occurred | | Evans, Lora - x004682 | 10/7/2015 8:19:44 |

Permanency reviews and other hearings that are scheduled post-disposition
must be entered as Events.

15



Communications Tab

You can track various communications (email, in person, letter, telephone call,
text message).

To add a communication:

e Click Green Plus sign to add row

e Enter Type (from dropdown)

e Enter From, To, and Note (all text fields)
e The date and author auto fills

Note: You will not be able to enter anything in the Where field unless the
communication is a meeting.

Example:

Agency/People | Petition | Events = Communication | Notes | Tasks | Docs | Discovery | Specialty Ct | Immigration | Med/Health | Edu/¥S | Records Cir | Flags | Related Gases | Property |
1 of1 F=moLBTEF

Type® v From v To ke When* v Where ke Notes ¥  LestModBy ¥ LastModOn ¥
» | Telephane Call { Call from client wantingto | Sarah | 10712015 8:23 M | | | Evans, Lora - x004682 | 10/7/2015 8:23:58

This section allows you to enter various types of notes, and notes can be marked
private to be seen only by you.

To add a note:

e Click Green Plus sign to add row
e Enter Type (from dropdown)

e Enter the Note (text field)

e The date and author auto fills

Example:

|Agencyt‘People | Petition | Events | Communication Notes | Tasks | Docs | Discovery ISpecwa\tth I Immigration | Med/Health | Edu/Ys | Records Ctr | Flags I Related Cases | Property |
1 af 1 =ik FE%
Note Type v Notes* ¥ Private ¥ Date Taken* v Taken By v
» E Client l Met with client and reviewed possible witnesses for merits ‘ | 10/1/2015 8:24 AM ‘ Evans. | ora - X004682 ‘

16



Tasks Tab

You can schedule tasks, and assign them to involved persons on a case with a
reminder pop up. Note: Tasks are not shown on a person’s My JustWare
Calendar, but they are shown under Views, VT Tasks in the My JustWare
session.

To add a task:

e Click Green Plus sign to add row

e Type the Priority (High to Low or a number)
e Enter Type (from dropdown)

e Enter Instructions (text field)

e Fill in the Due Date

e Enter Status (from dropdown)

e The date and author auto fills

Assign the task under Assigned Person:

e Click Green Plus sign to add row

e Choose the person (from dropdown) (the person needs to be a case
involved person)

e Set up reminders

e Enter a note (text field)

e The date and author auto fills

Example:

|
Agency/People | Petition | Events | Communication | Notes Tasks | Docs | Discovery | Specialty Ct | Immigration | Med/Health | EdwYS | Records Ctr | Flags | Related Cases | Property
1 of1 t=molhIEE
Priority ¥ Type* v Instructions v Due Date* v Status v Created By 4 Created On ¥  LastModified By ¥ Last Modified On ¥
v|2 | client-cal | call client to remind him of | 9/30/2015 8:28 AM | completed Evans, Lora - X004682 | 10/7/2015 8:29:23 | Evans, Lora - X004682 | 10/7/2015 8:20:23

Assigned Person
1 of 1 =0 0F0B %
Name™ ¥ Reminder ¥ Pop-up ¥ Notes v Created By v Created On v
} { Evans, Lora - X004682 ! | v Call client to remind him of Evans, Lora - X004682 | 10/7/2015 8:29:23

17



Docs Tab

JustWare can store electronic files related to names and cases in the Docs tab,
which JustWare refers to as the Filing Cabinet. Note: We do not have the
capacity to store audio or video files in JustWare. These types of files would
increase the size of our database tremendously, and increase the need for
storage space and slow down the file transfer rate to and from the server when
you are working on individual files. You should only save documents or PDF files
in JustWare. This is where you can generate documents from templates
(covered separately).

To add a document to a case:

e On the Docs tab click Add File(s) (You will see a window, similar to
when you open aily file on your computer.)

AgencylPeaple | Petition | Events | Camsfnication | Notes | Tasks | Docs | Discavery | Specialty Ct | Immigration | Med/Health | Edu/¥S | Records Cir | Flags | Related Cases | Property
| M Generate Doc | | 8 New Folder | - Add File(s) || More ¥ | ED Search Filag Cabinel Q
< [Home

e Navigate to the folder and file that you would like to add to the case
e Highlight the file
e Click Open

The file is added to the case

Note: As soon as you add documents to the case, a new set of tabs and
dropdowns opens on the right:

You can preview the document, and note properties about the document.

Note: the file is not uploaded to the JustWare server, until you save the
record.

18



The Documents tab showing one document uploaded to the JustWare server.

[I GenemteDoc”-MmFulderH+Addﬁle{s}HMu'e v] =] (22| Gal Q
4= | Home
| Wl a Preview | Properties
T —: Mame™
raining
Roster (2)... Training Roster (2)
Type*®
[Unkncmrn Document - ]
Status
[ 2
MNotes
[
File Size J0KB
File State Uploaded

19
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Discovery Tab

You can track request and receipt of discovery materials.
To add a discovery item:

e Click Green Plus sign to add row

e Enter Request Type (from dropdown)
e Enter docket number (from dropdown)
e Date Requested auto fills

e Enter Date Received

e Enter Notes (text field)

Example:

‘Agencnyeople | Petition | Events | Communication | Notes |Task5 | Docs  Discovery” |Specwaltth | Immigration | Med/Health | Edu/¥S | Records Ctr | Flags | Related Cases | Property |

i ¢ =n0nBEF
Request Type* v Docket # ¥  Date Reguested® 7 ate Receive™ Notes Nl
» | Paper | 123-4-15 cnjv | 912512015 | { Requested all |

Specialty Court Tab

The Specialty Court Tab is set up to track events in specialty courts. Data in
most fields is entered from dropdowns, and text can be entered in the Notes field.
Example:

|Agency.’Peop\e | Petition I Events ICommunical\on | Notes | Tasks | Docs | Discovery* Specialty Ct | Immigration | Med/Health | Edu/¥s | Records Ctr | Flags | Related Cases | Property |

1 of 1 b= o 20 %
Court Type™ w Event™ K4 Date w Status K Notes v
| | hase 1 10715 |

Violations / Sanctions

0 of 0 =m0k EEE

Rule*® 4 Sanction® v Date w Notes 4 Parent Event v

Incentives / Treatment Responses

0 of0 =00 EE %

Type™ w Date i Notes w Parent Event K
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Immigration Tab

The immigration tab enables you to track any information related to the person’s
immigration status. Data in most fields is entered from dropdowns, and text can
be entered in the Notes field. Example:

L
|Agench‘People | Petition | Events | Communication | MNotes |Tﬁsks | Docs | Discovery |Spec|ﬁ\tth Immigration | Med/Health I Edu/YS | Records Ctr I Flags | Related Cases | Property |
1 of 1 =m0 ZEFE
Type* i Status ¥ Date T Notes v
> [ Immigration Status 3 Adjustment of Status | 9/20/2015 | |

Family Ties

o e +=ooLIBF
Type* v Family Member (Lookup) ¥ Citizenship Status ¥ Notes v
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Med/Health Tab

The Med/Health tab enables you to track any medical, mental health, and
medical release information. There are sub-tabs for Quick Med Info, Provider
and Medical Release. Data in most fields is entered from dropdowns, and text
can be entered in the Notes field. If you want to include the name of a medical or
mental health provider, you must first involve the provider in the case. Example:

Agency/People | Petition | Events | Communication I Notes |Tasks | Docs | Discaovery | Specialty Ct | Immigration ME‘d"Hea“hl Edu/Ys | Records Cir | Flags | Related Cases | Property
Quick Med Info
0 of 0 = EE %
Type™ g Notes hd
Pravider
0 of 0 d=mOHZEE %
Type™ v Provider v Start™ i End” i Notes Kl
Medical Records
0 of 0 d=mOHZEE %
Provider ¥ Date Requested* ¥ Date Received ¥ Notes v
Medical Release
0 o0 F=moH BB F%
Type* W Effective Date* ¥ Expiration Date® 7 Notes v
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Edu/YS Tab

The Edu/YS tab enables you to track education/youth services. Items in the
dropdown include:

e 504

e |EP

e Extra-curricular activities
e Transition Services

e Youth Development Plan

‘Agencylpeop\e I Petition | Events |Commumcal|on | Notes | Tasks | Docs | Discovery | Specialty Ct | Immigration | Med/Health Edu/YS | Records Cir | Flags | Related Cases | Property |
1 of 1 =00 L EEE%
Type™ K Notes il
»[IEP ] |

Service Provider

1 of 1 b= 0O HSEFR
Type™ v Provider i Start™ W End* v Notes w
» | Special Ed Coordinato| | 1072015 8:48 AM | 10/7/2015 8:49 AM

Records Tab

The Records Tab is used to track storage of the case file at the Records Center.
Data in most fields is entered from dropdowns, and the Requested for and
Records Center Box # can be entered. Example:

1
|Agencnyeop\e Petition I Events |Commumcalion | Notes ITasks | Docs | Discovery |SpecwaltyCl | Immigration | Med/Health | Edu/YS Records Cir |F\ags | Related Cases | Property |

1 o1 =00 L FEF
Type™ i Date ¥  Requestedfor V¥ File Location ¥ Records Center Box#
» | Sent to Record Center | 10/7/2015 | | Record Center | bpe-2000 |
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Flags Tab

The Flags tab is currently used to track the following case attributes:

e CASE EXPUNGED

e CASE SEALED

e Competency Result or Finding

e Conflict of Interest (Note who the conflict is with in the Notes field)
e Gang Member

Enter the attribute from the dropdown, and then use additional dropdowns or the
Notes field to provide additional information.

Agency/People | Petition | Events |Cammun|cat|on | Notes | Tasks | Docs | Discovery ISpeclaItyCl | Immigration I Med/Health I Edu/Ys I Records Cir | Flags | Related Cases | Property |

R o1 b W =o® [ HE K

Case Attribute™ A Sub Attribute A Notes d
4 ! Conflict of Interest I ‘ Represent Sharon Jones ‘

Note: Any attributes identified in the Flags tab will be displayed in a Notification
window when the case is opened:

|

g 1 Matifications(s) for In re: IT

Case Attributes:
Conflict of Interest: Represent Sharon Jones witness

If the Conflict of Interest resulted in Partial Representation, complete the
PetitionDisposition tab.

Plea and Disposition™ | Modify/Enhance
1 a1t P MO SRR

# T Charge™ Y Plea Y PleaDate ¥ Trial Type ¥ Dispo ¥ Dispo Date” ¥ Dismissal/Partial Rep v

»[ 1| 1-13v1042 ~ ASSAULT - DOMESTIC | Partial Representation 1072015 [N SEA -
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Related Cases Tab

The Related Cases tab allows you to track any related cases (Companion Case,
Family Division or Same Individual). Example:

1
| AgencyiPeople | Petition | Events | Communication | Notes | Tasks | Docs | Discovery | Specialty Ct | immigration | Med/Health | Edu/¥S | Records Cir | Fiags  Related Cases | property

1 of 1 =m0l FE %
Related Case* W7 Relationship* W Primary 7 Case Title 4 Case Type 4 Case Status® ¥ Court Number ¥ Notes
»[15-11808 | Same Individual | | TOM, DAVID ~ ASSAULT - DOMESTIC | Criminat | open 1985-5-15 Cncr |

Property Tab

The Property tab allows you to track any property, such as client clothing. Enter
the Type from the dropdown, and fill in additional information in the Notes and
other fields. Example:

[
‘ Agency/People | Petition I Ewvents ICummunlcatlcm | Notes | Tasks | Docs | Discovery | Specialty Ct | Immigration | Med/Health | Edu/YS | Records Ctr | Flags | Related Cases Property

i +=00nBEF
Type* i Notes ¥ Received ¥V Released ¥ Released To ¥ Jestroy Date™

» l Paperwork ; Client asked us to keep box ‘ 10/1/2015 | | | ‘

Reports, Case Summary

You can view a case summary by clicking on
e Reports
e (Case Summary

Note: Do not change the status to Closed until the court case closes.
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