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What's New in ACMS?

MOVING FROM FIELD TO FIELD
Use the tab key to move from field to field within a screen. (Enter will not work.)

CLICKING WITH THE MOUSE

Single-Click unless otherwise instructed by ACMS. Under most circumstance, double-clicking
will not work to select items. Data Grids are the exception to this (like the lists of Zip Codes,
Cases within County). All data grids state that double-clicking is required, with cursor
positioned in leftmost column.

ATTORNEY
Ability to search by full name, last name, or registration number when joining an attorney to a
party.

CLIPBOARDS
Usable on Case Caption, Attorney Address, and Party Address.

CONSOLIDATIONS

Screen (in Tools) shows all cases consolidated into a number and provides single-click link to
any listed.

COUNTY
When entering a county, enter up to 3 letters of the county name if county number is unknown.

CONFLICTS

Conflict information may be established by case, by attorney, by trial court judge, or by party
name. Conflicts pertinent to a specific case can be viewed while in Assignments, Events, or Case
screens.

ENVIRONMENTAL
Click this command button in Tools to enter data unique to the district court.

INQUIRIES
Search by case number and trial court number, party name or attorney name from one screen.




Definitions

CODES FILES

Many of the fields used draw their information from a specific list (for example, the filing
abbreviation). In this document, those lists are referred to as “Codes Files”. The code file
contains the abbreviation used on other forms as well as the description of that abbreviation. The
Codes Files can be found on the Tools Form.

COMMAND BUTTONS

Rectangular Boxes with labels that when clicked open another form or open a list view. If a
button’s label is gray, it is inactive.

CONTROL

Refers to any item on a form allowing user interaction —a command button, a field, a list view, a
data grid, etc.

DATA GRID

Often when a search for records is done, those records are displayed in a box in a list format.
Sometimes, the list is so lengthy that the box is a grid, like a spreadsheet, and is called is a data
grid. Double-clicking will select records in a data grid. See below:

™ acms version 4.27.17 Case Maintenance Page 1 =0l x|

Tools

Consolidations | EVENTS

CASE || ASSTGHMENTS | COMUENTS FILINGS | T5SUES | PARITES | TRIALH | Inquiry Reports

114 | < I > | > | Negl Sa!el Dhangel iean:hl Page 2 I Cop[l Reﬂamel TQﬂSeawhl Archive | Deletel 2 | ESC

Trial Court County: |47 #4| [rorain Case Humber: |00CADD7535 & s
Disposition: [Affirmed ;I ===

Disposition Type: |DEC ah Decided

Case Caption:| |
Cliphnardl ' Selectby DOUBLE clickingin lefthand cokamn

County | Case Numbe! Disp | Caption

00CADO7535 DEC State of Ohio v. Charles Perry. Ji.

Calendar Type: 47 00CAD07599 DEC State of Ohio v. MathanA. Eden--B atchelder confict
47 00CADD7601 DEC State of Ohio v. Nathan A_Eden
Release Date: =
X 47 00CAD07602 DEC State of Ohio v. Nathan A_ Eden
Final Order Date: 47 00CADD7691 DEC  State of Dhio v. Malthew Hanis
Record Complete: 47 00CAD07714 DEC  State of Ohio v. D avid Pettyiohn
47 00CADD?716 DIS State of Ohio v. DavidJ. McCloskey
Brief Complete: FE e re=rriers [ T ———— hd




DATE CALCULATOR

Many of the date fields have an icon next to them that when clicked displays the date calculator.
(see below) It will calculate the desired date based on the criteria the user enters. For instance,
one can enter a start date, indicate that the new date should be 20 days from that start date, and
then select the option to exclude weekends. Then when “Calculate” is clicked, the program will
calculate the desired date. Click “use this date” to put the computed value into the field. Simply

pressing compute will use today’s date.

ﬂgnEMS ¥Yersion 4.27.17 Case Maintenance Page 1 = |EI|1|

CASE || ASSTCRMENTS

COMMENTS| || Consolidations | EVENTS || EILINGS | ISSUES | PARTIES || TRIALH Inquixyl Tools | Beports

I | < | > | >l | Negl Sagel Changel iealchl Page 2 | Cup_[l Reﬂamel TQﬂSean:hl Archive | Delelel 2 | ESC

Trial Court County: |47 Ml |Lolain Case Humber: |00CADD7535 #h

Affirmed =

|

Undo

Dispositiorc

Disposition Type: IDEC ﬁl IDecidad

ion-|State of Ohio v. Charl -
Case Capliond5tate of Hhio v Lhatlsd nove Calculator =

Cl:i.pboaz-dl
Starting Date:  |EFERFEIL
Number of Days: lu— o
I¥ 1stworking d |
Calendar Type: IHEE— Iy stworking day

Release Date: |3/27f2[|[||] &=
Final Drder D ate: |3/27f2[|[||] &=

™ ExcludeWeekends
™ Exclude Holidays

Record Complete: I3r'3r'2007 &
Brief Complete: I3r'1 42007 &

Rezults:

Compute |

Use ThisDate

Cancel |

DIALOG WINDOW

A pop-up window that requires input of some kind from the user before any action can be
performed by the program.

FIELD

Any individual piece of information on a form (for example, “first name” is one field; “last
name” is another).

FORM

The screen at which you are looking at any given time. The name of the current form is found at
the top left.



LIST VIEW

Often when a search for records is done, those records are displayed in a box in a list format.
This is referred to as a list view. Single clicking will select records in a list view. See below:

ﬂg]AEMS Yersion 4.27.17 Case Maintenance Page 1 = |EI|5|
CASE | ASSIGRMENTS | COMMENTS| | Consolidations | EVENIS || EILINGS | ISSUES | PARTIES || TRIALH Inquixy| Tools | Reports

I | < | > | >l | Negl Sagel Changel iealchl Page 2 | Cup_[l Reﬂamel TQﬂSean:hl Archive | Delelel 2 | ESC

Trial Court County: [77 M| |5 ummit CaseMumber [ 4§ i
Dispositiorc [Affirmed =
Disposition Type: IDEE Ml |Decided
Cage Caption:|_Abbr description ;I
. 47 Lorain
ml 52 Medina
LE Summit
85 Wayne

Calendar Type: Final Appealable Drder. Yes

Release Date: i Case Submitted:  |fiefs

Final Order D ate:

Record Complete: B I_ #h I
Brief Complete: i I_ ﬂ I
RECORD

One set of information identified uniquely. For example, one case and its related information is
a record, one filing and its related information is a record, etc.

SEARCH BINOCULARS

A command button which has a picture of binoculars for its label. This label is always associated
with a specific field. Clicking the button will display a list of information. The associated field
will only accept information from that list.



Navigation

BUTTONS IN ALL CAPS - WHAT DO THEY MEAN?

If there is information in another form that is related to the current record, the label on the
command button that opens that form will be in all capital letters. The label will refresh when
the Save button is pressed.

ENTERING INFORMATION IN FIELDS WHICH PULL FROM A LIST

You can either:
1. Type the information. If it is not correct the program will issue a warning.
2. Click on the binoculars and select from the list
3. Click F5 and select from the list.

ESCAPING

There are three ways to escape a form or an action being performed on that form:
1. X button in the top right hand corner of the form
2. Clicking on the ESC command button on the form
3. Pressing the ESC key on the keyboard

When one escapes a portion of the application and information has not been saved, the
application will issue a warning. To save data, click no and then click save.

MOVING FROM FIELD TO FIELD

Use the tab key to move from field to field on the screen. The enter key will not work to move
from field to field.

MOVING FROM FORM TO FORM

Command Buttons

The main screen, as well as many of the other forms, contains a row of command buttons at the
top. Use the mouse to click on the appropriate button. If a button’s label is gray, it is inactive.




Hot Keys

Most of the command buttons have “hot keys” enabled, for example, the “Case” command
button in the upper left hand corner of the Main form has “C” as its hot key. Pressing “C” while
your cursor is not in a text field will take you to the Case screen.

The hot keys for the main command buttons are as follows:
C=Case

M=Assignments

O=Comments

D=Consolidations

E=Events

L=Filings

U=Issues

P=Parties

T=Trials

MOVING FROM RECORD TO RECORD

Navigational Buttons

Many forms use navigational buttons to move from one record to another:
|< go to first record,
< go to previous record,
> go to next record, and
>| go to last record)

If you are on the first or last record and try to go beyond that record, the system will warn you or
flash a message box saying “ACMS”.

The set of records the navigational buttons scroll through changes according to which form is
being used. Here are a few examples:

Form Record Set

Case Maintenance Form (when entered All Cases in the database for a county.

from the main menu)

Filings Maintenance Form All files pertaining to the current case
number

Party Maintenance Form All parties pertaining to the current case
number

Attorney Address Form All addresses pertaining to the current
Attorney




Selecting a Record from a List

1. Many forms contain a “Search” command button or search binoculars.

2. When clicked, a list view or data grid will appear which can be sorted by any of its
columns.

3. Select the desired record by clicking on it.

Note: Unless otherwise indicated by the tool tip, a single mouse-click should be used

Select a Record By specifying a County and Case Number (CHANGE Button)

1. From most forms, click on Change.

2. Specify the county by entering the county number or the first few letters of the county
name or by pressing F5 or clicking on the binoculars to select the county from a list view.

3. If the first letters entered could indicate more than one county, the application will select
the first county the letters match and warn the user:

County Mot Unique @

jr) Mot a unique County MName.,

Please assure County was selected,

4. Verify that the county is correct; enter Tab to move to case number field.

5. Select the case number by entering it or by pressing F5 or clicking on the binoculars to
select the case number from a data grid.

6. If you type the case number rather then selecting it from the data grid, you must then
press Tab.

7. Ifitisavalid case number, the new record will become active.

SORTING LISTS

Lists may be sorted by columns into ascending or descending order. If a column is sorted in
ascending order, its first letter will capitalized. If it is in descending order, the first letter will be
lower case. Click on the column header to sort by that column and to switch the sort order.

Note: the width of the columns of the list view can be adjusted by positioning the mouse on the
dividing line between columns, holding down the left hand mouse button and sliding either left or
right.

TOOL TIPS

Every control has a “tool tip.” Placing the mouse cursor over a control for a moment will
display the associated tool tip (tool tips will only display for a few seconds).
Note: a tool tip will only appear if the control is enabled for use.



Saving and Undoing Changes

SAVING

The system automatically saves all data changes to a short-term memory bank. Therefore, even
if one does not save data changes, they will still appear, as long as the application is not closed.
ONCE THE APPLICATION IS CLOSED, ANY INFORMATION NOT SAVED TO THE
DATABASE WILL BE LOST. For this reason, it is recommended that the user save after every
entry or modification.

Pressing the “save” command button saves all data changes on ALL screens to the database.
Changes saved to the database cannot be undone.

When one escapes (or exits) a portion of the application and information has been changed but
not yet saved, the application will warn the user of this fact. For example:

Exit Attorney Maintenance

IF wou Exit now these changes will be lost!

"j Mot &l Changes have been saved.,
L

Do wou ish ko Exik,

To save data, click “No,” select the “Save” command button, and then exit again.

UNDOING

Pressing the “undo” button will remove all data changes on the current screen since the last
save.

DELETIONS CANNOT BE UNDONE.




Deleting a Record

Pressing the delete command button will delete the current record. DELETIONS CANNOT
BE UNDONE.

If the delete command button is pressed, the system will give a warning like the following:
Confirm Delete [%|

L] E Really Delete code <<ACTx> 7
L

Yes | Mo |

If a record being deleted has references elsewhere in the database, the system will not delete the
record and will give the user a warning message like the following:

In Use ﬁl

] Code < <FIL=>=
[} Is currently In use and can not be deleted,

For example, if the user tried to delete a party but there were filings related to that party, a
message would flash warning the user of that fact and the party would not delete.

An exception to this is the Case Files. If a Case is deleted ALL RELATED RECORDS
(filings, parties, etc.) will be deleted with it!




Forms

MAIN FORM

The main form is the first screen seen upon opening the program. Escaping from other forms
will return the user to the main screen. Command buttons to all the major forms are found on the

main screen. (See below)

(% ACMS Version 4.28.25 - ACMS_9 Main

Case | Assigmments | Camments | Comsolidations | Events | Filings | Issues | Parties | Triallf | Inguiry

TIPS [0 2 ESC

10




CASE MAINTENANCE FORM

The purpose of the case maintenance form is to allow addition, modification, and deletion of
case information. The case maintenance form is reached from the main menu (and many other

forms) by clicking the case command button.

There are two pages of case information.
Page 1:

CASE | ASSTGNMENTS | COMMENTS cﬂnsdigatiunslgmams ETILINGS | TSSUES | PARTTES | TRTALH

Inquiry

=10l x|

Tools | Reports

< | > | 3l | Neﬂl Sagel Changel Qealchl Page 2 | an_ul Reﬂamel TQﬂSearchl Archive | Deletel ? | ESC

Trial Court County: |47 ﬁl [Lorain

Case Number: |00CA0D07535 ﬁl

Dispositiorc [Affirmed

Decided

Disposition Type: IDE[: Ml

SHOW CONFLICTS |

Case Caption:|State of Ohio v. Charles Peny. Jr.

Clipboard |

Calendar Type: |REG 4| [Regular FinalAppealable Order  [Yes

Release Datec [9/27/2000 &| T RelatedApped
Final Order D ate: |912wzuuu & [~ Settlement

Caze Submitted:  |Briefs

|

[ |

Record Complete: |3I312l]l]7 @ Settlement Status: I i I

Brief Complete: |3I1.'2l]l]7 @ Sensitivity Type: I Ty I

Field Length | Required | Value

Case Number 15 X

County 3 X County Maintenance Form
Disposition 500 Text

Disposition Type 3 Disposition Type Maintenance Form
Caption 500 Text

Calendar Type 12 Calendar Type Maintenance Form
Release Date 10 Date value

Final Order Date 10 Date value

Record Complete 10 Date value

Brief Complete 10 Date value

Related Appeal 1 Check = yes, unchecked = no
Settlement Checkbox 1 Check = yes, unchecked = no
Settlement Status 3 Settlement Status Maintenance Form
Final Appealable Order 3 Yes, No, ?

Case Submitted 1 B (briefs), O (oral argument)
Sensitivity Type 3 Sensitivity Type Maintenance Form

11




and Page 2

Consolidations

CARSE | ASSTGHMENTS | COMMENTS

gmzm's| FILINGS | ISS!‘ESl PARTIES | pmu..»l Inquixy| Tools

=10l x|

Reports

k | < | > | >| | Sagel Changel ﬁealchl Page 1 |

Ir ﬂl ILnlain

Case Number: |00ca007535 i

Delete ? ESC

Undo

ISlale of Ohio v. Charles Perry. Jr.

SC Case Type: E iy |l:lim. C.P.
TC Type: [MUN @4 | [Municipal
TC Mame: ||_CP A |Lolain County Common Pleas Court

TC Judge: |372 a4 |Geu|ge H. Ferguson

98 CR 051588 J
1/5/2000 ;@J

TC Number:

TC Final Order: I” Workers Compensalion

TC Disposition: |

OrigAct Type: I ﬁl |

Related Desc: |

Field Length | Required | Value

Supreme Court Case Type |2 X Supreme Court Case Type Maintenance Screen
Trial Court Type 3 Trial Court Type Maintenance Screen

Trial Court Name 6 Trial Court Name Maintenance Screen

Trial Court Judge 6 Trial Court Judge Maintenance Screen

Trial Court Case Number 20 Trial Court Case Number

TC Final Order 10 Date value

TC Disposition 120 Text (Trial Court Disposition)

Original Action Type 3 Original Action Type Maintenance Form
Related Description 60 Text

12




ASSIGNMENT MAINTENANCE FORM

The purpose of the assignment maintenance form is to allow the user to add, delete, and modify

which judges are assigned to cases. The assignment maintenance form is reached from the main
menu (and many other forms) by clicking the assignments command button.

Eg ACMS Version 4.28.25 - ACMS_9 Assignment Maintenance g@@
Ensli CEMMENTS I:nnsnligat.inns E\I'ENTS F]I._INI:S ISSl_l'ES BnRTIES ZRIi\Lﬂ Inquiry | Tools  Reports
|{|{‘}|>I|N31‘Sa\_re|ﬂ\am!e‘5earch| llelet.e| ? ESC
Trial Court County: ’T ﬂ ,Lﬂ'ﬂiﬂi Case Number: ’W ﬂ Undo
|5lale of Dhio v. Charles Perry. Ji.
Individual Assigned: ‘DJE ﬂ ‘DonnaJ. Canr SHOW CONFLICTS
Assign Type: |DAJ & |Oral Argument Author Judge
Assign Start Date: ’W i Assign End Date: ’W @
Assign Report Date: y— @
Filing Number: [ooooooo &
AssignDesc: |
Conflicts: |
AssignDesp: |
Commenl ts:
Field Length | Required | Value
Individual Assigned 3 X Individual Assigned Maintenance
Assignment Type 3 X Assignment Type Maintenance
Assignment Start Date 10 X Date
Assignment End Date 10 Date
Assignment Report Date | 10 Date
Filing Number 7 From Filings Maintenance Form
Assignment Description | 60 Text
Conflicts 60 Text
Assignment Disposition 60 Text
Comments 500 Text
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COMMENTS MAINTENANCE FORM

The purpose of the comments maintenance form is to allow the user to add, delete, and modify

case comments. The comments maintenance form is reached from the main menu (and many
other forms) by clicking the comments command button.

[® ACMS Version 4.28.25 - ACMS_9 Comment Maintenance

CASE | ASSIGIMENTS

Consolidations ‘ EVENTS

FILINGS

ISSUES | PARTIES | TRIAL# | Inguiry | Tools | Reports

1< < > ‘ =l ‘ Newr |SaIe| Change | 5ear:l.| Delete | Show ALl |

Trial Court County: ’Tﬂ [Lorain
|Slale of Dhio ¥. Charles Peny, Jr.

Comment Date: W

Comment Time: ’W

[~ Docket

ESC

Case Number: |(DDCAD07535 i

Comments: | 1€st of comment creation

Using the “Show AlI” button on this screen will concatenate the comment records into one
viewable, scrollable box listing all of the comments text.

14



CONSOLIDATIONS MAINTENANCE FORM

The purpose of the Case Consolidations form is to allow the user to add, delete, and modify case
consolidation information. This screen is used to link a case to a consolidation number created
via the Tools section. The consolidations maintenance form is reached from the main menu (and
many other forms) by clicking the consolidations command button.

[ ACMS Version 4.28.25 - ACMS_9 Case Consolidations

CASE | Assignments | Caments EVENTS | Filings | Issuwes | PARTIES | Triall} | Inguiry | Tools | Repord
I<|<|>|>I‘New1|sa!e|change|§earch‘ nelet,e| 2 ESC
Trial Cowrt County: |85 §4 | [Wayne Case Number: |07CA0038 4

||Daniel P. Zawacki v. Erin M. Harland

Consolidated Mumber. |372 34
Consolidation Comment |Cases 85/07CA0036. 07CADD37. 07CAD038

Consolidation Comment

Consol Start Date: W @
Consol End Date: @




Events Maintenance Form

The purpose of the Events maintenance form is to allow the user to add, delete, and modify event
information. The Events maintenance form is reached from the main menu (and many other
forms) by clicking the event command button.

% ACMS Version 4.28.25 - ACMS_9 Events Maintenance

1< | < | > | 51 | mew | Save| comnge | seaven perete | > =

Trial Court County: |77 ﬂ [Summit CaseNumber [23018 ﬂ E
|Cynthia L. Brilla v. William P. Mulheain

EventAbbr [DAR E |Oral Argument Show Conflicts
Filing Number: [0168189 g4

;venl-[)?lz [6/20/2006 @‘ EventTime: [11:00AM

Eve:t;uum; ﬂ [

City: }Akmn State: [ M zip: [ ﬂ

Comments: |B confl; Aplt ok: Aplt ok: Reb ok: orig set for 5/23 @ 11
Field Length Required Value
Event Abbr 3 X Event Type in Codes File
Filing Number 7 Filing Maintenance Form
Event Date 10 X Date Value of Event
Event Time 10 Time value
Description 68 Text describing event
Event Room 3 Event Room Maintenance Form
Address (1) 60 Address Line 1
Address (2) 60 Address Line 2
City 30 City name
State 2 State Maintenance Form
Zip 10 Zip Code Maintenance Form
Comments 500 Text
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FILING MAINTENANCE FORM

The purpose of the Filing Maintenance form is to allow the user to add, delete and modify case
filings information. The maintain filings form (see below) is reached from the main menu (and
many other forms) by clicking the filings command button.

™ ACMS Version 4.28.25 - ACMS_? Filing Maintenance

gasn | sssronns | comanta | constsgations | s | sonyee | pms | ucncs | supu | sonte| nporte

< | < | > | 51 | s | sape | cnange | semwen | commcte | gmns| setete | 2 | msc

TralCoutCouny: 77 8| [Summit — CoseNumber [Zmgs g nao |
|Filing:umher: Wy Filing/rder Dot |3713/2006 E

Category:  [FIL | [Fiing

oo
DocketDa= [ & Filedby: [z

DusDate: [3713/2008 g8y MotionResolvet  [7

Commen ts:  [Orig. due 2-21-06
Field Length Required | Value
Filing Number Auto X Display Only

filled

Filing Order Date 10 Date value
Category 3 X Category Maintenance Form
Filing Type 3 X Filing Maintenance Form
Description 500 Text
Docket Date 10 Date value
Filed By 10 A for “Attorney” or P for “Party”
Due Date 10 Date value
Motion Resolved 1 Y for Yes; N for No
Comment 500 Text




ISSUES MAINTENANCE FORM

The purpose of the issues maintenance form is to allow the user to add, delete, and modify case
issues information. The issues maintenance form is reached from the main menu (and many
other forms) by clicking the issues command button.

There are two pages of the Issues Maintenance Form.
Page 1 provides a description of a case’s issues:

@ ACMS Version 4.2B.25 - ACMS_9 Issues Maintenance

CASE | ASSTGHMENTS | Caments

Consolidations ‘ EVENTS | FILINGS | ‘ PARTIES

TRIAL# ‘ Inquiry

Tools | Reports
Delete ? ESC
Trial Court County: ,T ﬂ |Summil Case Number: ,23[!837 M Undo
|Timnlhy Metcalfe. et al. v. City of Akron

Description: |Describe the Issue here

and Page 2 allows for entry of an issue’s rating, related statutes, and comments:

@ ACMS Version 4.2B.25 - ACMS_9 Issues Maintenance

CASE | ASSTGHMENTS | Caments

Consolidations ‘ EVENTS | FILINGS | ‘ PARTIES

TRIAL# ‘ Inquiry

Tools | Reports
Save | Change Delete 2 ESC
Trial Court County: ,T ﬂ |Summil Case Number: ,23[!837 M Undo
|Timnlhy Metcalfe. et al. v. City of Akron

#ofErrors: |0p

Rating | 4 |
Statute Rule Type: | |
Statute Rule: | aal

Comments: |Fiate the issue here

18



PARTY MAINTENANCE FORM
The purpose of the parties maintenance form is to allow the user to add, delete, and modify case

party and attorney party information. The party maintenance form is reached from the main

menu (and many other forms) by clicking the parties command button.

There are two pages for the Party Maintenance Form.

Page 1 describes

the party:

™ ACMS Version 4.2B.25 - ACMS_9 Party Maintenance

ERSE ]\SSIGNBEEN'I‘S Cgvments l:onsnligations E\I'ENTS E]I._INGS ISSE‘ES | ZRIRL* Inquiry Tools Reports
1< | < ‘ = | =1 | New ‘ Sa!e| Change ‘ §earcl|| lltty—l'arty| Page 2 ‘ gﬂummr| Delete | A ESC
Trial Court County: Wﬂ |5l-ll'"llil Case Number: 23068 ﬂ Undo
|Timnlhy Metcalfe. et al. v. City of Akron ]
First Mame: ,— Appellation: ’7
Middle Name: |— Title: |
Last Mame: [City Of Akron .
Party Status: W Party Status Date: [1730/2006 EnPartysLastNamE
Rep. Status: ,W T "f Rep. Status Date: ’W &
Paity Type1: WEW Prisoner 1D: ’7
Paity Type 2 ﬁﬁyi
Party Type 3: hﬁ’i
Party Type 4: ,_5’7 Designator W E’m
Party Type 5: ,_5’7 Party Order: ’W
Field Length | Required | Value
First Name 30 Text
Middle Name 30 Text
Last Name 60 X Used for business and government
entities
Appellation 6 Text
Title 30 Text
Party Status 8 (A)ctive/(l)nactive
Party Status Date | 8 Date value
Rep Status 3 Representation Status Maintenance Form
Rep Status Date 8 Date value
Party Type [1-5] 3 Party Type Maintenance Form
Prisoner ID 8 A/N
Party Designator | 3 Party Designator Maintenance Form
Party Order 3 Numeric

19



and Page 2 provides additional data (address information) and allows for an attorney link:

™ ACMS Version 4.2B.25 - ACMS_9 Party Maintenance Page 2

CASE | ASSIGNMENTS | Camments | Consclidations | EVENTS | FILINGS | ISSUES |gmu.» Inquiry | Tools | Reports
AR e N e e — wiete | 2 | mx
TrialCourtCounty: |77 ﬂ [Summit Case Number[23068 ﬂ oo |
|Timothy Metcalfe, et al. v. City of Akron
Address: | Institutionc: [ ﬂ
] Cligboard
ciw:. [ stae | ﬂ zipe [ M
Phone: ,7 Phone Extension: ’W
FAR: ,7 FAX Extension: ’W
e —
Field Length Required | Value
Address 60 in each line
Institution 3 Institution Maintenance Form
City 30
State 2 State Maintenance Form
Zip 10 Zip Code Maintenance Form
Phone 13
Phone Extension 9
FAX 13
FAX Extension 6
Email Address 40 Text
Comments 500 Text

The “Atty-Party” button on this screen will present a list box displaying all of the case’s parties
and the attorneys linked to each party. Selecting an entry within the box will immediately
display the party information (pagel/page2).
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Party-Attorney Maintenance Form

Clicking “Attorney” from the Party Maintenance Form will show the form below. This form
allows the user to connect an attorney to a party.

% ACMS Version 4.28.25 - ACMS_9 Party Attorney Maintenance

CASE | ASSIGNMENTS | Camments | Concolidations | EVENTS | FILINGS | ISSUES | TRIALY | Inquiry | Tools | Reports

1< ‘ - | > | = | Na;r | Sa!e| Eearcl\‘ ]\tt,y—l’art,y| Delete J ESC

TrislCoutCounty: [77 ﬂ Summit Case Number:[23068 ﬂ Undo
|Timolhy Metcalle, et al. . City of Akron

Party Name: [City O Akron
7 RegistrationNo:  |DD40222 E
Attorney Name: |Vincent.l. Tersigni
5 equence Mumber: ’m_ ﬂ Cl:i.pbuaz'd|
Employer Address: lg?oi gai:qs:;h,sSuite 1100
Phone: ’W Email Address: ‘
FAX: |(330] 208-1001
Appearance Date: M @ Date Completed ’7 @
¥ Motification ¥ LeadCounsel [~ Appointed

Field Length | Required | Value
Sequence Number 2 X From Attorney Maintenance form
Appearance Date 10 Date
Date Completed 10 Date
Notification 1 Check = yes, unchecked =no
Lead Counsel 1 Check = yes, unchecked =no
Appointed 1 Check = yes, unchecked =no
Registration number | 6 X Attorney maintenance form

The “Atty-Party” button on this screen will present a list box displaying all of the case’s parties
and the attorneys linked to each party. Selecting an entry within the box will immediately
display the party information (pagel/page2) and the appropriate attorney data record.



TRIAL COURT NUMBER MAINTENANCE FORM

The purpose of the trial court number maintenance form is to allow the user to add, delete, and
modify trial court numbers related to an appeals case. The trial court number maintenance form

is reached from the main menu (and many other forms) by clicking the “Trial#” command
button.

ﬂg ACMS Version 4.28.25 - ACMS_9 Court Trial Mumber Maintenance

CASE

ASSIGMMENTS | Comments | Consolidations | EVENTS | FILINGS | ISSUES | PARTIES Tools

Inquiry Reports

|<‘<‘ >|>I|Nm_1|$a!e‘ﬂmlge‘§earch| Delete ? ESC
Trial Court County: Wﬂ [S ummit Case Number: 23068 ﬂ

|Timnlhy Metcalfe. et al. v. City of Akron

Trial CourtMumber: |CV 04 02 0717
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INQUIRY FORM

The Inquiry form allows searches for attorneys and parties by name and cases by Supreme Court
case numbers or Trial Court Case Number. The final destination of all inquiries is the Case
Maintenance screen. Use this form to find cases through attorneys, parties, case numbers, or trial
court case numbers.

[® AcMS Version 4.28.25 Attorney and Party Inquiry

Case | Assigments

Caments | Consolidations | Events

Filings | Issues | Parties yialﬂ| Tools | Reports

Mame Inquiry Case Inquiry

ESC
LastMame for Querp: Case Number for Query: J
First Mame for Query:

Find Attorney | Find Case |
Find Party | Find Trial Court Case |
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TOOLS FORM

Many of the maintenance forms such as conflicts and the codes files can be found on the tools
maintenance form. These are reached by clicking on the Tools button on the Main Form.

% ACMS Version 4.28.25 Mainienance Tools

Tools

Codes

Assignment Types

Party Types

SetBriefs Complete ‘

Attornep Statuses

Ratings

Reasonability Checks

SCType vsEvent Type |

Users ‘

Calendar Type

Representation Status

SCType vsFiling Type |

Attorneys
Re-Number Attorney

Conflicts

Conflicts With Case
Conflicts With Attomeys
Conflicts With TC Judges

Conflicts With Parties

Preferences

Personal

Calegories Sensitivity Types SCTypevsParly Type |
Conflict Types Settlements SC Type vsTC Type |
Digposition Types States Filing Type vs Category |

Environment Constants

Statute Rules

Events

EventRooms

Supreme CourtCasze Types

Filing Types Trial Court Counties
Holidays Tral Count Judges
Individuals Assigned Trial Court Name s

Institution Address

Trial Court Types

Onginal Action Types

Version Control

Party Designators

|
|
|
|
|
|
|
Statute Rule Types |
|
|
|
|
|
|
|

ZIP Codes
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Tools

Users

The purpose of the Users maintenance form is to allow the user to add, delete, and modify users

and their access security levels. The security maintenance form is reached from the main menu
(and many other forms) by clicking the Tools command button and then clicking on “Users.”

Main Security Form:

™ AcMS Version 4.28.25 - ACMS_9 User Maintenance

1< ‘ < ‘ > ‘ = ‘ Newr ‘ Saie‘ §ean:h| Delete

Capabilities

FistName: [John

Middle Name:

Last Name: [Croseman —Enter User's Hidds Hame

LogOn Name: [Crossmad

Comment:

Capabilities Form:

™ acMS Version 4.28.25 - ACMS_9 Capabilities Maintenance

EE@

Save Users
Function | access | update [~
Ad Hoc Reports Yes  Yes
Appellate Judge Report Yes  Yes First Name: [John
Applicalion’s Environment Codes ~ Yes  Yes )
Archive Utility Yes  Yes (Rl
Assignment Screen Yes  Yes [Crossman
Assignment Type Codes Yes Yes LastName: |Crossman
Attoiney Address Scieen Yes  Yes LogOn Name: [Crossmal
Altoiney Screen Yes  Yes
Attomney Status Codes Yes  Yes
Altomney/Paity/Case Inquiry Screen  Yes  Yes
Calendar Type Codes Yes  Yes
Case Consolidation Screen Yes  Yes
Case Screen Yes  Yes
Case Sensativity Types Yes Yes Ad Hoc Reports
Case Summary eport Yoo, s 0 o
Category Codes Yes Yes [¥ Allow Access
Comment Screen Yes  Yes
Conflict Screen Yes  Yes W Allow Update
Conflict Type Codes Yes  Yes
Conflict With TC Judge Yes  Yes
Conflicts with Altomeys Yes  Yes
Conflicts with Parties Yes  Yes
Consolidation Number Screen Yes  Yes
County Codes Yes  Yes
Disposition Type Codes Yes  Yes
District Reports Yes  Yes
Envelope Merge File Report Yes  Yes
Event Room Codes Yes  Yes
Event Screen Yes  Yes
Event Type Codes Yes  Yes
Filing Screen Yes  Yes
Filing Type Codes Yes  Yes v
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Tables

Consolidations

The purpose of the Consolidations Maintenance Form is to allow the user to add, delete, and
modify consolidation numbers.

The consolidation number maintenance form is reached from the main menu (and many other
forms) by clicking the Tools command button and then clicking on Consolidations.

ﬂg ACMS Yersion 4.28.25 - ACMS_9 Consolidations Maintenance

[ e [ o | semven]

Congzolidated Number: {0000

Comments:

County | Case Start End
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Attorneys

The purpose of the Attorney maintenance form is to allow the user to add, delete, and modify
attorneys and attorney address information. The attorney maintenance form is reached from the
main menu by clicking the Tools command button and then clicking on “Attorneys.”

There is one main form for the Attorney information:

(% ACMS Version 4.28.25 Attorney Maintenance Page 1 g@gl
Newr | Save | Search ‘ Address | Delete | s+ | Esc
=
Reagistration No:
Attorney Status: ,F E ’7
Appellation:

First Name: |Eic

Middle Name 1: |Craig

Middle Name 2:

Last Name: [Johnson

Title: [Partner
Commen| b

A
Field Length | Required | Value
Registration Number 6 X Must be unique
Last Name 20 X
First Name 15
Middle Name 1 15
Middle Name 2 15
Appellation 5
Title 50
Comments 500
Ohio Attorney 1 If unchecked, number is
generated by ACMS
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And there is also a form for entering the attorney’s address:

ACMS Version 4.28.25 Attorney Maintenance Page 2

e [ T e s e e nrete | cligtoars 5 =
¥ DhioAttorney
RegistrationNo.  [0026010 _
ikl i e
e
City ||:anfield Sie: [on g4 ¢ (i g
m T —
Archivec: [fio
|

Field Length | Required | Value
Employer Name 40
Employer Address line 1 | 60
Employer Address line 2 | 60
City 30
State 2 State Maintenance Form
ZIP 10 Zip Code Maintenance Form
Phone 14 Letters and numbers okay
Phone Extension 6 Letters and numbers okay
FAX 14 Letters and numbers okay
FAX Extension 6 Letters and numbers okay
Email Address 40
Invalid Address 1 Check = yes, unchecked=no
Primary Address 1 Check = yes, unchecked=no
Comment 500 Text
Archived 3 N(No); Y(Yes)
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Re-Number Attorney

The purpose of the Re-Number Attorney form is to allow the user to alter or merge attorney
registration information without having to delete and re-enter attorneys and attorney address
information. The Re-Number Attorney form is reached from the main menu by clicking the
Tools command button and then clicking on “Re-Number Attorney.”

™ ACMS Varsion 4.28,25 - ACMS_9 Ro-Numbar Attorney

Select Desired Acion
g | _ChangeAllomey Humbes ESC

Cumbsne Allenersy Numbsrs I

Form for re-numbering an attorney:

M ACMS Version 4,28.25  ACMS_9 Re Number Attorney

Select Desied Acion
Changa the Altomas Nagistiatian Nunksse of an asing Change Albssney Mumbes £se |

Comture two Altoimey Iegistiabon Numbens Lominne Altorney Humbers

Change Attesney Husbe
Cument Ubws Attomey W FustWame: [
Cursont Albormay Humber I Mk N 1 |
Muklle Name 2 |
Last Name: |
Deesired Uhio Alorrey

=
T Changs Attainay Humbe: Now |

Form to merge two attorney numbers:

M ACMS Version 4,78.25  ACMS_9 Re Number Attorney

Sebect Desind Ackn
Change the Altainag TlagistiationNumbas ol s austing Change Alteney Numbe st |

Combiine tera Altoinay TMagistiaban| Muabess Conbrine Altsnay Humbers
Combine Mlseney Humber:
Cutennt Db Altuiney w st Name:
Curent Attnnny Hussbe: T MiddleMame1- [
MiddleName2 [
Lait Name: |
Combine With (hio Attomey = Fiiet Name |
Combine With Altomey Numbs |~ ¥ Mkl Nawnes 1 [~

Mubdic Name 2. |

Combine Altoney How |

Last Name:




Conflicts

Conflicts with Case Maintenance Form

The conflict with case maintenance form allows the user to add, modify, and delete conflicts
between individuals and a specific case number. The conflict maintenance form can be reached
by clicking the Tools Command Button on the Main Form and then clicking “Conflicts With
Case”.

% ACMS Version 4.28.25 - ACMS_9 Conflict Maintenance

1< | < ‘ > | =l | ’m New ‘ Delele| Search J ESC
Undo
Individuat [4) E [Amy James
Trial Court County: |47 ﬂ |Lmain
CaseMNumber: [00CAD07535 M
Conflict Type: W ﬂ ‘P nnnnnn | Acquaintance
Z |
Field Length | Required | Value
Individual 3 X Individual Assigned Maintenance
Trial Court County 2 X Trail Court County Maintenance
Case Number 15 X Case Maintenance Form
Conflict Type 3 X Conflict Type Maintenance Form
Comments 500 Text
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Conflicts with Attorneys Maintenance Form

The conflict with attorneys maintenance form allows the user to add, modify, and delete conflicts
between individuals and a specific attorney. The conflict maintenance form can be reached by
clicking the Tools Command Button on the Main Form and then clicking “Conflicts With
Attorneys”. Creating conflict records via this form will result in automatically generating
specific case conflict records when the named attorney is linked to a party within a case.

™ ACMS Version 4.2B.25 - ACMS_9 Conflict Attorney Maintenance

1< | < ‘ > ‘ =1 | Save | Mew ‘ Delele| Search A ESC
Individuat [CB ﬂ [Caroline Broadman M
W DhioAttorney
Attorney Number ’W M |Mark Fankhauser
Conflict Type: [BZ M [Business Conflict
|

Field Length | Required | Value
Individual 3 X Individual Assigned Maintenance
Ohio Attorney 1 If checked=yes; unchecked=no
Attorney Number 7 X Attorney Maintenance Form
Conflict Type 3 X Conflict Type Maintenance Form
Comments 500 Text
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Conflicts with TC Judges Maintenance Form

The “Conflict with TC Judges” maintenance form allows the user to add, modify, and delete
conflicts between appellate court individuals and a specific trial court judge. The conflict
maintenance form can be reached by clicking the Tools Command Button on the Main Form and
then clicking “Conflicts With TC Judges”. Creating conflict records via this form will result in
automatically generating specific case conflict records when the named trial court judge is
entered on the Case Maintenance Page 2 data field.

Eg ACMS Version 4.28.25 - ACMS_9 Conflict Judge Maintenance

1< | < ‘ > | >l | Save | New ‘ Delete| Search
Individuat [Bw E [Beth Whitmore
Trial CourtJudge: |121 m |121
Conlflict Type: [pJ M [Prior Judge
|
Field Length | Required | Value
Individual 3 X Individual Assigned Maintenance
Trial Court Judge 6 X Trial Court Judge Maintenance
Conflict Type 3 X Conflict Type Maintenance Form
Comments 500 Text
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Conflicts with Parties Maintenance Form

The “Conflict with TC Judges” maintenance form allows the user to add, modify, and delete
conflicts between appellate court individuals and a party to a case. The conflict maintenance
form can be reached by clicking the Tools Command Button on the Main Form and then clicking
“Conflicts With Parties”. Creating conflict records via this form will result in prompting
someone saving case party record data to choose to create specific case conflict records.

This is useful for creating conflict records for appellate staff that may own stock in a company,
or be part of a board of directors.

[ ACMS Version 4.28.25 - ACMS_9 Conflict With Parties Maintenance

1< ‘ < | > | = | Save | New ‘ Delele| Sealch| ? ESC
Individuat [CAC M [Christopher A~ Curtin 4”"““
Appellatior: | Matching [NOT # | [Do Not Match
First Name: | Matching [NOT # | [Do Not Match
Middle Name: | Matching [HOT #4 | [Do Not Match
Last Name: |Goodpear Matching [CON 2 |Must Contain
Title: | Matching [NOT #4 | [Do Not Match
Conflict Type: |HEE m |Hecuxa|

Party or Entity: |Goodyear Tire and Rubber

A
Field Length | Required | Value
Individual 3 X Individual Assigned Maintenance
Appellation 6
First Name 30
Middle Name 30
Last Name 50 Can be business/state entities
Title 30
Matching: 3 NOT = Do Not Match (default)
CON= Must contain
STA=Starts with
Conflict Type 3 X Conflict Type Maintenance Form
Party or Entity 500 Text
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Preferences

The Preferences Maintenance Form allows the user to modify how each function within ACMS
is presented on the screen. The Preferences Maintenance Form can be reached by clicking the
Tools Command Button on the Main Form and then clicking “Personal”.

Personal
™ ACMS Version 4.2B.25 - ACMS_9 Personal Preferences EJ@'E‘
Save ? ESC
Select Starting Fom Start Form'With S earch Other Choices
& Wi ¥ Tool Tips Enabled
" Case
 Assignments I Assignments [0 Durationof Splash
- JComments [” Comments
" Consolidations [ Consolidations
IEvonis [~ Events
" Filings ™ Filings
" Issues
" Parties [ Parties
© Trial#t ™ Trial#t
 Inquiry
" Reports
" Tools




Codes Files

Assignment Type Maintenance Form

When this form is initialized, current Assignment Types and their descriptions are shown in a list
view display area. If more assignment types exist than can be displayed, then a vertical scroll
bar will be included in the display.

[ ACMS Version 4.28.25 - ACMS_9 Assignment Type Maintenance

_ | =]

Abbr ‘ description ‘ archived |
BAJ Brief Panel Judge Author Mo
BFJ Brief Panel Judge Mo
CLK Clerk Assigned Mo
CON Conference Attorney Mo
LC Law Clerk Ho
0AJ Dral Argument Author Judge Ho
oPJ Dral Argument Panel Judge Mo
ORP Diiginal Action Panel Judge Mo
REF Referee NHo
SCP Show Cause Panel Judge Mo
Vi Visiting Judge Mo

Aszsign Type Abbr:

Assign Type Desc: ‘

Archived ’_

Field Length | Required | Value

Assign Type Abbr: 3 X Must be unique

Assign Type Desc: 20 X

Archived 3 N=No (default);Y=Yes
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Attorney Status Type Form

The purpose of the Attorney Status Type Maintenance form is to allow the user to add, delete,
and modify Attorney Status. The Attorney Status Type Maintenance Form is reached from the
“Attorney Statuses” command button of the Tools Form.

When this form is initialized, the current Attorney Statuses and their descriptions are shown in a
list view display area. If more status types exist than can be displayed, then a vertical scroll bar
will be included in the display.

ESC
Abbr description ‘alchived |
ACT Aclive Ho
COR Corporate Mo
INA Inactive Ho
NOT Mot Registered Mo
RET Retired Ho
ZIP Mot Required Mo
Attorney Status Abbr ,_
Attorney Status Desc: |
Archived [
Z |
Field Length | Required | Value
Attorney Status Abbr: | 3 X Must be unique
Attorney Status Desc: | 20 X
Archived 3 N=No (default);Y=Yes
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Calendar Type Maintenance Form

The Calendar Type Maintenance Form is reached from the “Calendar Type” command button of

the Tools Form.

When this form is initialized, current Calendar Types and their descriptions are shown in a list
view display area. If more Calendar types exist than can be displayed, then a vertical scroll bar

will be included in the display.

[ ACMS Version 4.28.25 - ACMS_9 Calendar Type Maintenance

CEX

| ]

| archived |

Calendar Type Abbr:

Abbr | description

ACC Accelerated No
EXP Expedited Mo
REG Regular Mo

Calendar Type Desc: |

Archived ,7
A
Field Length | Required | Value
Calendar Type Abbr: 3 X Must be unique
Calendar Type Desc: 20 X
Archived 3 N=No (default); Y=Yes
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Category Maintenance Form

The Categories Maintenance Form (see below) is reached from the “Categories” command
button of the Tools Form. When this form is initialized, current categories and their descriptions
are shown in a list view display area. If more categories exist than can be displayed, then a
vertical scroll bar will be included in the display.

™ ACMS Version 4.28.25 - ACMS_9 Catepory Maintenance Q@@
Add ESC

Abbr | description | archived |
FIL Filing No
MOT Motion No
ORD Order No
TER Termination No

Click. on Entry to edit

Category Type Abbr. ,7

Category Type Desc: |

Archived ’—
% |
Field Length | Required Value
Category Type Abbr: 3 X Must be unique
Category Type Desc: 20 X
Archived 3 N=No (default); Y=Yes
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Conflict Types Maintenance Form

The Conflict Types Maintenance Form is reached from the “Conflict Types” command button of
the Tools Form. When this form is initialized, current Conflict Types and their descriptions are
shown in a list view display area. If more Conflict types exist than can be displayed, then a
vertical scroll bar will be included in the display.

[ ACMS Version 4.28.25 - ACMS_9 Conflict Type Maintenance

| ]

Abbr | description | archived |
BZ Business Conflict No
PJ Prior Judge Mo
PA Personal Acquaintance Mo
REC Recusal Mo
REL Related to someone on case No
STK Major Stock Holder Mo

BIZ Bizzare Conflict - test onl No

Click on Entry ko edit
Conflict Type Abbr

Conflict Type Desc: |

Archived ,7
4
Field Length | Required | Value
Conflict Type Abbr: 3 X Must be unique
Conflict Type Desc: 20 X
Archived 3 N=No (default); Y=Yes
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Disposition Type Maintenance Form

The Disposition Type Maintenance Form is reached from the “Disposition Type” command
button of the Tools Form. When this form is initialized, current Disposition Types and their
descriptions are shown in a list view display area. If more Disposition types exist than can be
displayed, then a vertical scroll bar will be included in the display.

[® ACMS Version 4.28.25 - ACMS_9 Disposition Type Maintenance

- add ESC

Abbr | description | type | category | archived |
BKR bankruptcy pending TBK TER Ho
DEC Decided TDC TER No
DIS Dismissed TDM TER No
DMOD Dismiss After Motion TDO TER No
TRX Transferred out TT0 TER No
DEN writ denied DEN TER No
GRT Writ granted GRT TER Mo
SCD Show Cause Dismissal T5C TER No
SJG Summary Judgement GR T54 TER Mo
VoL Yoluntary Dismissed TYL TER Mo
TRO Transfermed out 170 TER No

Disposition Type Abbr

Disposition Type Desc: |

Associated Filing Type: ﬂ |
Associated Filing Categon: E |

Archived [
Z |
Field Length | Required | Value
Disposition Type Abbr: 3 X Must be unique
Disposition Type Desc: 20 X

Associated Filing Type Filing Types Maintenance

Associated Filing Category Categories Maintenance

wlwlw

Archived N=No (default); Y=Yes




Environment Constants

The Environment Constants Maintenance Form is reached from the “Environment Constants”
command button of the Tools Form. ACMS uses values in this form for multiple functions and
reports. Entry fields are labeled accordingly.

™ ACMS Version 4.28.25 - ACMS_9 Environmental values Maintenance

Save ? ESC

Court Name: |Ninlh District Court of Appeals

Address: |The Dliver Dcasek Government Building

|1B1 South High Street Suite 504

City: |Akron ZIP: [44308
Phone: [330-643-2250 Fax: |
District |9 Sth

Presiding Judge: [Lynn C. Slaby

Default County Humber. |77
District Reports Palhe [ffices\Court Shared Folder\ACM 5 \Access Reports

AdHoc Reports Pathe |llices\Enull Shared Folder\ACMS \Ackess Reports

Other:

4 |Dpen - Not currently used 7 |Dpen - Not currently used
5 |Open - Not currently used 8 |Dpen - Not currently used
% |

Field Length Required Value
Court Name
Address (Line 1 & 2) 30 each
City 20
Zip 10
Phone 12
FAX 12
District
District (Label)
Presiding Judge
Default County Number Trial Court Counties Codes
District Reports Path
AdHoc Reports Path




Event Types

The Event Type Maintenance Form is reached from the “Events” command button of the Tools
Form. When this form is initialized, current Event Types and their descriptions are shown in a
list view display area. If more Event Types exist than can be displayed, then a vertical scroll bar
will be included in the display.

[ ACMS Version 4.28.25 - ACMS_9 Event Type Maintenance

Abbr | description ‘ usual | archived |
AHR Alternative Wit Hearing L1} Mo
ASN Assigned to Clerk L1} Ho
CON Conference L1} No
INF information on oar 1} No
MHR Motion Hearing L1} Mo
0AR Oral Argument 1 Mo
RHR Referee Hearing L1} Ho
SCH Show Cause Hearing 1] Mo
SET case ready to be set 1 Mo
5UB Case to be submitted on briefs 1 No

Event Type Abbr:

EventTypeDesc: |
Usual Frequency: l_
Archived [
]

Field Length Required | Value
Event Type Abbr: 3 X Must be unique
Event Type Desc: 20 X
Usual Frequency 1 Numeric; 0 = default
Archived 3 N=No (default); Y=Yes
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Event Rooms

The Event Rooms Maintenance Form is reached from the “Event Rooms” command button of
the Tools Form. When this form is initialized, current Event Rooms and their descriptions are
shown in a list view display area. If more Event Rooms exist than can be displayed, then a
vertical scroll bar will be included in the display.

EE| ACMS Version 4.28.25 - ACMS_9 Event Room Maintenance (=3
Add ESC
Abbr | description | address | archived |
N Lorain Lorain Justice Center, 225 Court Street, Elyria No ¢
M Medina Medina County Courthouse. 93 Public Square 2nd Floor. Medina No
S Summit The DOliver Dcasek Government Building. 161 South High Stieet Suite 504, ___ No
W Wayne Wayne County Courthouse, 107 West Liberty 2nd Floor. Wooster No

Event RoomAbbr:

EventRoomDesc: |

Address: |
|
City: State: ﬂ Zip: ﬂ

Comments:

Archived ,7
A

Field Length Required Value
Event Room Abbr: 1-3 X Must be unique
Event Room Desc: 1-20 X
Address (Line 1 & 2) 60 each
City 30
State 2 States Maintenance
Zip 10 Zip Codes Maintenance
Comments 500 Text
Archived 3 N=No (default); Y=Yes
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Filing Types

The Filing Type Maintenance Form is reached from the “Filing Types” command button of the
Tools Form. When this form is initialized, current Filing Types and their descriptions are shown
in a list view display area. If more Filing types exist than can be displayed, then a vertical scroll

bar will be included in the display.

% ACMS Version 4.28.25 - ACMS_9 Filing Type Maintenance

Add
Abbr ‘ description category | type ‘ Tec | brf | usual | react ‘ archived | depend ‘ daj ~
3rPC Third-Party Complaint Mo 0 Mo Mo 0
P Stat t With No A No 0 No No 0
an Statement With Agreement Mo 0 Ho Mo 0
AC Amended Complaint Mo 0 Ho Ho 0
AF1 affidavit of indigency Mo L} Mo Mo 0
ALB Appellee's Brief FIL SET Mo Yes 1 Mo Mo 0
ALT Alternative Writ No 0 No No 1)
AW Amicus Brief No 0 No No 1)
ANS Answer No 0 No No 1)
APB Appellant's Brief Mo Mo 1 Ho Mo ALB 20
APP Appointment of Counszel Mo L} Mo Mo 0
BKR ha_nkluplcy notice Mo L} Mo Mo 0 B
zu:u: hriaf Wn n Mo . n,
Filing Type Abbr: ’7
Filing Type Desc: ‘
Update Record Complete Date: ’7 E vent Generabon
Update Brief Complete D ate: ’_ Associated Filing Categonr ’_ r Y ’7
Usual Frequency: ’— Associated E vent Type: ’— ﬂ ’7
Cause Reactivation Clearing: ’7 - -
e [ [ e
Filing Type: ’— oy |
Party Type: ,7 & |
Number Days: ’_
—_— |
Field Length | Required | Value
Filing Type Abbr 3 X Must be unique
Filing Type Desc 20 X
Update Record Complete Date 3 No/Yes
Update Brief Complete Date 3 No/Yes
Usual Frequency 3 Numeric; default =0
Cause Reactivation Clearing 3 No/Yes
Archived 3 N=No (default);Y=Yes
(Event) Associated Filing Category 3 Categories Maintenance
(Event) Associated Event Type 3 Events Maintenance
(Dependent) Filing Category 3 Categories Maintenance
(Dependent) Filing Type 3 Filing Types Maintenance
(Dependent) Party Type 3 Party Types Maintenance
(Dependent) Number Days 3 Numeric; Default = 0




Holidays

The Holiday Maintenance Form is reached from the “Holiday” command button of the Tools
Form. When this form is initialized, current Holidays and their descriptions are shown in a list

view display area. If more Holidays exist than can be displayed, then a vertical scroll bar will be

included in the display.

¥ ACMS Version 4.28.25 - ACMS_9 Holiday Maintenance (=11

Date | description

11/10/2006 Yeterans' Day observed
1142372006 Thanksgiving Day
12/2572006 Christmas Day

1172007 Mew Year's Day
1/15/2007 Martin Luther King Day
211972007 President's Day
/2872007 Memorial Day
77472007 Independence Day
94342007 Labor Day

104872007 Columbus Day

1111272007 Veteran's Day
1142272007 Thanksgiving Day

1272472007 Christmas Eve [Monday)
1242572007 Christmas Day [Tuesday)

<

Date of Holiday:

11/2372007 Friday after Thanksgiving Day

Holiday Descripton: |

—

Field

Length

Required

Value

Date of Holiday

X

Date field

Holiday Desc:

20

X
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Individuals Assigned

The Individuals Assigned Maintenance Form is reached from the “Individuals Assigned”
command button of the Tools Form. When this form is initialized, current Individuals Assigned
and their descriptions are shown in a list view display area. If more Individuals Assigned exist
than can be displayed, then a vertical scroll bar will be included in the display.

ion 4.28.25 - ACMS_9 Individual Assigned Code Maintenance

ESC
Abbr | Iast name | first name | middle name [arst | senority | arch | -~
AD Dillon Amanda 0 0 Ho
AEN Hewman Alfred Edward 1) 1] No
AG Griffin Alpha 1] 1] No
AH Hlavacs Anna 1) 1] No
Al James Amy 1} o Mo
AMA Axtell Amanda M. 1) 1] No
APP Pickering Andrew P. 1} o Mo
BH Hartschuh Betsey o o No
BRS Scheffler Bethany R. 1} o Mo
BW Whitmore Beth 1] 1] Ho
CAC Curtin Christopher A 1} 1} Mo
CB Broadman Caroline 1] 1] Ho
CLH Marks Caroline 5. 1] 0 No
M Moore Carla 0 0 Ho
CMC McCarthy Craig o o No
] Smith Chiistina 1] 1] Ho
nen Muiillin Nanial R n n Ma i

Individualdbbe [
Last Name: l—
FistMame: [
MiddieName: [
Attorney Number. I—
Seniority: l—
Archived [

]

Field Length Required | Value

Individual Abbr: 3 X Must be unique

Last Name 19 X
First Name 14
Middle Name 15

Attorney Number Default =0

7
Seniority 7 Default =0
Archived 3 N=No (Default); Y=Yes
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Institution Address

The Institution Address Maintenance Form is reached from the “Institution Address” command
button of the Tools Form. When this form is initialized, current Institution Address codes and
their descriptions are shown in a list view display area. If more Institution Addresses exist than
can be displayed, then a vertical scroll bar will be included in the display.

% ACMS Version 4.28.25 - ACMS_9 Institution Address Maintenance

Add

Abbr ‘ description address line 1 addiess line 2 city
FCJ Franklin County Jail 1234 Main street Columbus

Click on Instutition to modify

Instutition Abbe
Description:

Address: |

al
City: [— State: l_ E Zip: ,7 ﬂ

Phone: [[514) 6651212 PhoneExtension: [125
FaX: ,7 FAX E xtension: ’7
B
Archived l_
A

Field Length Required Value
Institution Abbr 1-3 X Must be unique
Description 1-20 X
Address (Line 1 & 2) 60 each X
City 30 X
State 2 X States Maintenance
Zip 10 X Zip Codes Maintenance
Phone 14
Phone Extension 6
FAX 14
FAX Extension 6
Email Address 40
Comments 500 Text
Archived 3 N=No (default); Y=Yes
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Original Action Types

The Original Action Type Maintenance Form is reached from the “Original Action Type”
command button of the Tools Form. When this form is initialized, current Original Action Types
and their descriptions are shown in a list view display area. If more Original Action Types exist
than can be displayed, then a vertical scroll bar will be included in the display.

[ ACMS Version 4.28.25 - ACMS_9 Qriginal Action Type Code Maintenance

Abbr ‘ description ‘ archived |
HAC Habeus Corpus Ho
MAN Mandamus Ho
0OTH Other Ho
PRC Procedendo Ho
PRO Prohibition Mo
Quw Quo Wananto No

Click. on Enkry to edit

Original Action Type Abhr

Original Action Type Desc ‘

Archived [
A
Field Length Required Value
Original Action Type Abbr: 3 X Must be unique
Original Action Type Desc: 20 X
Archived 3 N=No;Y=Yes




Party Designators

The Party Designators Maintenance Form is reached from the “Party Designators” command
button of the Tools Form. When this form is initialized, current Party Designators and their
descriptions are shown in a list view display area. If more Party Designators exist than can be
displayed, then a vertical scroll bar will be included in the display.

[ ACMS Version 4.28.25 - ACMS_9 Party Designator Maintenance

| =]

| archived ‘

Abbr | description

0DF Other Defendant

0OPL Other Plaintiff No
PDF Primary Defendant No
PPL Primary Plaintiff Mo

INT Intervenor
OTH other, GAL

Party Designator Abbr ,7
Paity Designator Desc: |
Archived |_
A

Field Length Required Value
Party Designator Abbr: 3 X Must be unique
Party Designator Desc: 20 X
Archived 3 N=No (default); Y=Yes




Party Types

The Party Types Maintenance Form is reached from the “Party Types” command button of the
Tools Form. When this form is initialized, current Party Types and their descriptions are shown
in a list view display area. If more Party Types exist than can be displayed, then a vertical scroll
bar will be included in the display.

™ ACMS Version 4.28.25 - ACMS_9 Party Type Maintenance

ESC

Abbr description | archived |

AMC Amicus Curiae No

APE Appellee Mo

APT Appellant No

CAP Cross-Appellant Mo

CLE Cross-Appellee Ho

DEF Defendant No

GAD Guardian Ho

GAL Guardian Ad Litem No

INT Intervenor Ho

OTH Other No

PET Petitioner No

PLN Plainkiff No

REL Relator No

RES Respondent No

TPT Third Party Mo

PartyType Abbr:
Party Type Desc: ‘
Archived:

Field Length Required Value
Party Type Abbr: 3 X Must be unique
Party Type Desc: 20 X
Archived 3 N=No;Y=Yes
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Ratings

The Rating Maintenance Form is reached from the “Rating” command button of the Tools Form.

When this form is initialized, current Ratings and their descriptions are shown in a list view
display area. If more Ratings exist than can be displayed, then a vertical scroll bar will be
included in the display.

(% ACMS Version 4.28.25 - ACMS_9 Maintain Ratings

| =]

Abbr description | archived |
1 Easy No
2 Fairly Easy Mo
3 Moderate No
4 Difficult No
5 Most Difficult Ho

Click. on Entry to edit

Rating Abbr: y_
Rating Desc: ‘
Archived ’_
|

Field Length Required Value
Rating Abbr: 3 X Must be unique
Rating Desc: 20 X
Archived 3 N=No; Y=Yes
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Representation Status

The Representation Status Maintenance Form is reached from the “Representation Status”
command button of the Tools Form. When this form is initialized, current Representation Status
and their descriptions are shown in a list view display area. If more Representation Statuses
exist than can be displayed, then a vertical scroll bar will be included in the display.

£ ACMS Version 4.28.25 - ACMS_9 Representation Status Code Maintenance EJE‘E'
Add ESC
Abbr | description | archived ‘
ATY Attorney No
BOT Both No
NON None No
PRO Pro se No

Click. on Entry to edit

Representation Status Abbr

Representation 5 tatus Desc: |

Archived ,7
|
Field Length Required Value
Representation Status Abbr: 3 X Must be unique
Representation Status Desc: 20 X
Archived 3 No/Yes
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Sensitivity Types

The Sensitivity Types Maintenance Form is reached from the “Sensitivity Types” command
button of the Tools Form. When this form is initialized, current Sensitivity Types and their
descriptions are shown in a list view display area. If more Sensitivity Types exist than can be
displayed, then a vertical scroll bar will be included in the display.

[ ACMS Version 4.28.25 - ACMS_9 Sensitivity Type Maintenance

| =]

Abbr description ‘ archived |
GAG Gag Order No
Juy Juvenile Involved Mo
BLK Press blocked - offi Ho

Click on Entry to edit

Sensitivity Type Abbr

Sensitivity Type Desc: |

Archived [
2
Field Length Required Value
Sensitivity Type Abbr: 3 X Must be unique
Sensitivity Type Desc: 20 X
Archived 3 No/Yes
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Settlements

The Settlement Maintenance Form is reached from the “Settlement” command button of the
Tools Form. When this form is initialized, current Settlements and their descriptions are shown
in a list view display area. If more Settlements exist than can be displayed, then a vertical scroll
bar will be included in the display.

™ ACMS Version 4.28.25 - ACMS_9 Settlement Status Code Maintenance

=]

Abbr | description | archived ‘
CH Continuing Neg. Mo
[ Conference Cancelled Ne
Do Dismissed. Other No
P Pending No
NS Not Settled No
5 Settled He

Click on Entry to edit

Settlement 5 tatus Abbr ,_
Settlement Status Desc: |
Archived |_
A

Field Length Required Value
Settlement Abbr: 3 X Must be unique
Settlement Desc: 20 X
Archived 3 No/Yes




States

The States Maintenance Form is reached from the “State” command button of the Tools Form.

When this form is initialized, current State and their descriptions are shown in a list view display
area. If more States exist than can be displayed, then a vertical scroll bar will be included in the

display.
ACMS Version 4.2B.25 - ACMS_9 State Code Maintenance

Abbr | description | archived ~

AK Alaska No

AL Alabama No

AR Arkansas No

AZ Arizona Ne

CA California No

co Colorado Ne

cT Connecticut No

DC Dst of Columbia Ne

DE Delaware No

GA  Domga o

A e o

D Idaho No a

StateAbbr: |
StateDesc: |
Archived [
% |

Field Length Required Value
State Abbr: 3 X Must be unique
State Desc: 20 X
Archived 3 No/Yes
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Statute Rules

The Statute Rules Maintenance Form is reached from the “Statute Rules” command button of the
Tools Form. When this form is initialized, current Statute Rules and their descriptions are shown
in a list view display area. If more Statute Rules exist than can be displayed, then a vertical
scroll bar will be included in the display.

B8 ACMS Version 4.28.25 - ACMS_9 Statute Rule Maintenance (=11
Abbr | description | archived ‘
2953 postconviction No
FAD 2505.02-Civ.R. 54(8) Ho
5B2 Senate Bill 2 No
5P 2950; sexual pred No
Statute Rule Abbr ,_
Statute Rule Desc: |
Archived [
|
Field Length Required Value
Statute Rules Abbr: 3 X Must be unique
Statute Rules Desc: 20 X
Archived 3 No/Yes

56



Statute Rule Types

The Statute Rule Type Maintenance Form is reached from the “Statute Rule Type” command
button of the Tools Form. When this form is initialized, current Statute Rule Types and their
descriptions are shown in a list view display area. If more Statute Rule Types exist than can be
displayed, then a vertical scroll bar will be included in the display.

B8 ACMS Version 4.28.25 - ACMS_9 Statute Rule Maintenance (=11
CAdd ESC

Abbr | description | archived ‘

FCN Federal Const. No

FER Federal Rule No

FES Federal Statute No

FRG Federal Regulation No

OHC Ohio Constitution No

DHG Ohico Regulation No

OHR Ohio Rule No

OHS Ohio Statute Ne

ggg g:l‘:lled Citation :2

CON United States Constitution No

FAD Dismissed for lack of fao No

Statute Rule Type Abbr ,7
Statute Rule Type Desc: |
Acchived [
% |

Field Length | Required Value
Statute Rule Type Abbr: 3 X Must be unique
Statute Rule Type Desc: 20 X
Archived 3 No/Yes




Supreme Court Case Types

The Supreme Court Case Type Maintenance Form is reached from the “Supreme Court Case

Type” command button of the Tools Form. When this form is initialized, current Supreme Court
Case Types and their descriptions are shown in a list view display area. 1f more Supreme Court
Case Types exist than can be displayed, then a vertical scroll bar will be included in the display.

M ACMS Version 4.2B.25 - ACMS_9 Supreme Court Case Type Maintenance

Add

Abbr | description

A Ciim. C.P.

B Ciim. Death C.P.

C Crim. Muni.

D Original Action

E Civil C.P.

F DomRel ProbAJuy C.P.

G Civil Muri.
H Administrative

I Court of Claims

Supreme Court Case TypeAbbr:

Supreme Court Case Type Desc: |

Archived l_
Pending  [210 NotArgued:
NoRecord  [10 NotJournalized  [50
Mo Brief: l—
|

Field Length | Required | Value
Supreme Court Case Type Abbr: 3 X Must be unique
Supreme Court Case Type Desc: 20 X
Archived 3 No/Yes
(Guidelines) Pending 3 Numeric
(Guidelines) No Record 3 Numeric
(Guidelines) No Brief 3 Numeric
(Guidelines) Not Argued 3 Numeric
(Guidelines) Not Journalized 3 Numeric
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Trial Court Counties

The Trial Court County Maintenance Form is reached from the “Trial Court County” command
button of the Tools Form. When this form is initialized, current County Names and their
descriptions are shown in a list view display area. If more County Names exist than can be
displayed, then a vertical scroll bar will be included in the display.

Eg ACMS Version 4.28.25 - ACMS_9 County Maintenance

Add ESC

Abbr | description ‘ archived |
47 Lorain No
b2 Medina No
77 Summit No
85 Wayne No

ilick on Entry to edit

County Mumber: ’_

County Mame: ‘

Archived ’7
|
Field Length Required Value
County Number 3 X Must be unique
County Name 20 X
Archived 3 No/Yes
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Trial Court Judges

The Trial Court Judge Maintenance Form is reached from the “Trial Court Judge” command
button of the Tools Form. When this form is initialized, current Trial Court Judges and their
descriptions are shown in a list view display area. If more Trial Court Judges exist than can be
displayed, then a vertical scroll bar will be included in the display.

Eg ACMS Version 4.28.25 - ACMS_9 Trial Court Judge Maintenance

Add
Abbr | last name | first name ‘ middle name | arlf
961 Bailey K. William 0
511 Baird Phillip A 0
351 Basinski David A 0
wB Batchelder William G 0
WGB Batchelder William G 0
EVB Beltance Eve V. 0
551 Bemy Ralph 0
MAB Betleski Mark A 0
1[;;9 g:lea'::zini __Chck on Entry to edit -Ilfmex " g
Blo  Bos Bebo L 0
EB Boyle Edna 0
a Brown Robert 4 0
e St = = e
Trial CourtJudge Abbr: ,7
Last Mame: |
First Name: |
Middle Name: |
Attorney Number. l—
Archived [l
Z|
Field Length Required Value
Trial Court Judge Abbr: 3 X Must be unique
Last Name 19 X
First Name 14
Middle Name 15
Attorney Number 7 Numeric
Archived 3 No/Yes
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Trial Court Names

The Trial Court Name Maintenance Form is reached from the “Trial Court Name” command
button of the Tools Form. When this form is initialized, current Trial Court Names and their
descriptions are shown in a list view display area. If more Trial Court Names exist than can be
displayed, then a vertical scroll bar will be included in the display.

Eg ACMS Version 4.28.25 - ACMS_9 Trial Court Name Maintenance

Abbr description | archived ‘ ~
BTA Board of Tax Appeals No
LAM Lorain County, Avon Lake Municipal Mo
LCP Lorain County Common Pleas Court Mo
LDR Lorain County Domestic Relations Mo
LEM Lorain County. Elyria Municipal No
LLM Lorain County, Lorain Municipal No
LOM Lorain County, Oberlin Municipal Mo
LPR Lorain County Probate Court Mo
MCP Medina County Common Pleas Court No
MMM Medina County. Medina Municipal Mo
MFJ Medina County Probate/Juvenile No
MW Medina County, Wadsworth Municipal No
SAM Summit County, Akron Municipal No
SBM Summit County. Barberton Municipal No
SCH Summit County, Cuyahoga Falls Muni Mo @
cro Crmmt Pt P Dln Fmeect [

Trial Court Mame Abbr:

Trial Court Name Desc: |

Archived:

Z|

Field Length | Required Value

Trial Court Name Abbr: 3 X Must be unique

Trial Court Name Desc: 20 X

Archived 3 No/Yes




Trial Court Types

The Trial Court Type Maintenance Form is reached from the “Trial Court Type” command
button of the Tools Form. When this form is initialized, current Trial Court Types and their
descriptions are shown in a list view display area. If more Trial Court Types exist than can be
displayed, then a vertical scroll bar will be included in the display.

% ACMS Version 4.28.25 - ACMS_9 Trial Court Type Maintenance

Abbr | description | archived ‘
APP Appellate No
BTA Board of Tax Appeals Mo
copP Common Pleas Mo
CTY County Ho
DOH Domestic Relations Ho
SMC Small Claims Ho
Juvy Juvenile Mo
MUN Municipal No
PRO Probate Mo

Trial Court Type Abbs: [~

Trial Court Type Desc: |

Archived ,7
|
Field Length Required Value
Trial Court Type Abbr: | 3 X Must be unique
Trial Court Type Desc: | 20 X
Archived 3 No/Yes
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Version Control

The Version Control Maintenance Form is reached from the “Version Control” command button

of the Tools Form. When this form is initialized, current Versions and their descriptions are
shown in a list view display area. If more Versions exist than can be displayed, then a vertical
scroll bar will be included in the display.

% ACMS Version 4.28.25 - ACMS_9 Version Code Maintenance

Add
Version | sub | sub-sub | funable ‘ comment |
4 26 10 No Akron Install
4 26 15 Mo User's Meeting
4 26 22 No Install in Akron and elsewhere
4 26 23 No Akron Install
4 27 hl) No Pre User's Meeting 8-Mar-2007
4 27 16 Mo User's Meeting 8-Mar-2007
4 27 17 Mo Deliverable to Users - 3/8/07
4 28 24 Yes User's Meeting 6/14/2007
4 28 25 Yes Akron Install 6/19/07

Vesion [+ _ 00 _[5

Runable: l_
Field Length Required Value
Version (3 fields) 3 X Must be unique
Runable 3 X No/Yes
Comment 500 Text
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ZIP Codes

The Zip Code Maintenance Form is reached from the “Zip Code” command button of the Tools
Form. When this form is initialized, current Zip Codes and their descriptions are shown in a list
view display area. If more Zip Codes exist than can be displayed, then a vertical scroll bar will
be included in the display.

% ACMS Version 4.28.25 - ACMS_9 7IP Code Maintenance

ZIP City State
» 44320 Akion OH
44301 Mansfield OH
000000000 Macedonia OH
017523078 Marboraugh &)
021040000 Boston A
056010330 Chilicothe OH
070830000 Union WY
071001056 Mewark NJ
073110000 Jersep City MNJ
074030000 Bloominadale HJ >
ZIP:
City:
State: ﬂ
Z|
Field Length Required Value
Zip 10 X
City 16 X
State 2 X States Maintenance




Reasonability Checks

SC Type vs Event Type

The SC Type vs Event Type Form is reached from the “SC Type vs Event Type” command
button of the Tools Form.

= ACMS Version 4.28.25 - ACMS_9 Event Type Reasonability

Add

Sc case type | permitted event type

Supreme Court Case Type: & |

Event Type Permitted: ﬂ |

Field Length Required | Value
Supreme Court Case Type | 3 X
Event Type 3 X
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SC Type vs Filing Type

The SC Type vs Filing Type Form is reached from the “SC Type vs Filing Type” command
button of the Tools Form.

% ACMS Version 4.28.25 - ACMS_9 Filing Type Reasonability

Sc case type ‘ hibited Filing type
COM
COM
NDA
COM
COM

Tmoo>

Supreme Court Case Type: ﬂ |
Filing TypeProhibited [ ﬂ [

Field Length Required | Value
Supreme Court Case Type | 3 X
Filing Type 3 X
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SC Type vs Party Type

The SC Type vs Filing Party Form is reached from the “SC Type vs Party Type” command
button of the Tools Form.

[ ACMS Version 4.28.25 - ACMS_9 Party Type Reasonability

Supreme Court Case Type: E [
Party Type Piohibited M [

Field Length Required | Value
Supreme Court Case Type |3 X
Party Type 3 X
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SC Type vs TC Type

The SC Type vs TC Party Form is reached from the “SC Type vs TC Type” command button of
the Tools Form.

™ ACMS Version 4.28.25 - ACM5_9 Trial Court Type Reasonability EEX

Sc case type permitted trial court type
F DOM
F JUv
F PRO

Supreme Court Case Type: &% |
Trial Court Type Permitted: &ty |

Field Length Required | Value
Supreme Court Case Type | 3 X
Trial Court Type 3 X
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Filing Type vs Category

The Filing Type vs Category Form is reached from the “Filing Type vs Category” command
button of the Tools Form.

[® ACMS Version 4.28.25 - ACMS_9 Filing Category vs Filing Type Reasonability

Invalid Filing Category ¥<Filing Type Combnations

Filing category filing type
FIL TDC
FIL TDM
FIL TDO
FIL T84
FIL TSR
FIL TT0
FIL VL
MOT NDA
ORD NDA
TER NDA

Filing Category: ,_ ﬂ |
Filing Type: ,7 M |

Field Length Required | Value
Supreme Court Case Type | 3 X
Trial Court Type 3 X
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Inquiries (Searching for Cases)

BY ATTORNEY

1. From the Main Screen and most other forms, click on the Inquiries Command Button.
2. Enter all or part of the person’s name (not case sensitive). The more specific the
search information, the more quickly the application will complete the search.
Note: entering more than 20 characters in the last name field will result in no matches.

3. Click the “Find Attorney” Command Button.

M ACMS Version 4.28.25 - ACMS_9 Attorney and Party Inquiry

— e ] g o g Bty e

Camnents Reports
Namell Casell

ame Inquiry ase Inquiry .
LastNameforQuery:  [Smith Case Numberfor Query= [

FustNameforQuew: [~

Find Attorney Find Case
Find Party Find Trial Court Case

4. Click on the attorney to see the parties the attorney has represented.
Click on a party to open the specific case data.

o

ACMS Version 4.28.25 - ACMS_9 Attorney and Party Inguiry

Eisz‘ nssimnts| Camnents | Consclidations | Events ‘ Filings ‘ Issues | Parties | [x-ialﬂ‘ ‘ ’l\inls‘
Name Inquiry o
Last Name for Query:

ame
Ye: 0020920
Yes 0053060
Yes 0022040
Yes 0016208
Yes 0068297
Yes 0066283
Yes 0058373
Yes 0015542
Yes 0017141
Yes 0008772
Yes 0075693 re
Vo nncotor

Na descripti o case number disposil
Aker: Appellant 77 17324 6/22/1935  8/24/19.. 8/247. dismissal
Belli Appellant 77 20744 9/6/2001 4/10/20... 4210/...  Affimed
B Appellant 77 23146 3/10/2006

D ndRox... Appellant 77 23182 4/6/2006

Jo Appellant 77 17824 4/26/1996  9/23/19.. 9/23/.. Dismissed
Marrone, Et AL, Catherine S, Appellee: 52 03CAO120M  10/20/2003  9/15/20.. 8715/ PER CUR
Martin. Et AL. Albert Leroy Appellee 77 18695 2/27/1998  6/371998 6/3/1.. Reversed
Phillips. Et AL Greg & Eva Appellee 52 03CA0120M  10/20/2003  9/15/20.. 9715/ PER CUR
< >
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BY PARTY

1. From the Main Screen and most other forms, click on the Inquiries Command Button.
2. Enter all or part of the person’s name (not case sensitive).
Note: The more specific the search information, the more quickly the application will
complete the search.

3. Click “Find Party” Command Button

M ACMS Version 4.28.25 - ACMS_9 Attorney and Party Inquiry

o PEFS) [reenreye) ey P e ey e e pes
Name Inquiry Case Inquiry
ESC
LastNameforQuery:  [smith CaseNumberfor Query: [

FustNameforQuew: [~

Find Attorney Find Case
Find Party Find Trial Count Case

4. Click on the party to open the case the specific case data.

ACMS Version 4.28.25 - ACMS_9 Attorney and Party Inquiry,

e sy ey s o) e
Mame Inquiry ﬂ
LastNameforQuery:  [Gmth
Name county | case number | description | final order | release | dispasition -~
Smith, Alvin 77 22193 Appellee  2/2/2005  2/2/2... Affimed in part, Reversed
Smith. Andrew 77 16778 Appellee 37171995 37171 Affimed

47 02CA008135 Appellant  4/9/2003  4/9/2..  Affimed
77 18225 Appellee  7/23/1997 7/23/.. Affimed
77 22550 Appellant  1/18/2006 1118/ Affimed
. Barbara 77 17462 Appellant  3/20/1996  3/20/.  Affimed
ith. Barbara 77 17705 Appellant 472471996 4/24/. Dismissed
ith, Barbara 77 17964 Appellant 471671997 4716/...  Affimed
h. Barbara i 0(Click on desired Party of Case or ESC o select another party prissed
Barbara 77 21 L‘IZ—Rm:ﬂmm—anﬂz—mTrh—ntt - Drsmissed
Barbara 77 21271 Appellant  10A17/2... 1017... Dismissed
Barbara 77 21160 Appellant 10372002 Dismissed
Barbara 77 21159 Appellant 973072002 ... Dismissed
Barbara 77 21103 Appellant  1/15/2003 1715/ Affimed
ith, Barbara 77 21113 Appellant  8/5/2002
Barbara 77 21059 Petiioner  6/24/2002
Barbara 77 21027 Petitioner  6/24/2002
Barbara 77 21544 Appellant  5/14/2003 .
< >




BY APPELLATE COURT CASE NUMBER

1. From the Main Screen and most other forms, click on the Inquiries Command Button.

2. Enter the Case Number in the appropriate field, being sure to include any dashes.

3. Click on the Find Case command button to display a list view of all cases with that case
number.

[ ACMS Version 4.28.25 - ACMS_9 Attorney and Party Inquiry

PR [ ey peseesy e v e o PR oS s
Name Inquir Case Inquir
quiry quiry ESC
LastNameforQuery: | CaseNumberfor Query:  [07ca0038

FirstNamefor Query: [

FindAttorney Find Case
Find Party Find Trial Court Case

4. Click on the case to open it.

£ ACMS Version 4.28.25 - ACMS_9 Attorney and Party Inguiry

Ease‘ nssigmgnts| Camnents | Consolidations | Events ‘ Filings ‘ Tssues | Barties | [x-ialﬂ‘ ‘ 'Ihuls‘

CaseInqui
ase Inquiry s
Case Numberfor Query  [07cao0se

County | case number | final order | release | dispositi | archived |
[3 07CAD038 o

Click on desired Case
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BY TRIAL COURT CASE NUMBER

1. From the Main Screen and most other forms, click on the Inquiries Command Button.
2. Enter the Case Number in the appropriate field, being sure to include any dashes.

3. Click on the Find Trial Court Case command button to open a list view of all cases
with that trial court case number.

M ACMS Version 4.28.25 - ACMS_9 Attorney and Party Inquiry

Camnents

N ——

corsgns |z

[y o o

Mame Inquiry Case Inquiry

ESC
LastNameforQuery: | Case Numberfor Query:  [CRB 06 02 00183 J
FustNameforQuew: [~

Find Attorney Find Case
Find Party Find Trial Court Case

4. Click on a case to open it.

ACMS Version 4.28.25 - ACMS_9 Attorney and Party Inquiry,

N

-

e e P

Casel

ase Inquiry oo
Case Numberfor Query:

Trial court number county | case [archiv___ [

CRE 06 02 00183 FH 06CADO3E  No
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Assignments

Note: basic case information must be entered before assignments, comments, consolidations,
events, party, etc., can be entered.

ADD A NEW ASSIGNMENT

1. From the Main Menu or most other forms, click the Assignments Command Button.
2. The Assignment that appears will be for the case currently active in the case maintenance
form.

M ACMS Version 4,28.25 - ACMS_9 Assignment Maimtanance

chsE [ | Comsulidation | !mn-a! FILINGS | Tmsuen gmn-s| T | S | m.l Epurta
1< | | 5 | o | stowr | save | Onangw | searcm | Blats + o
TislCoutCounty: (95 | [Wapne Caze Number. [ (SCAGITS | Wada |

Slate of Ohio v. William M. Damelt

Individual Avvigned: [LC5 _‘_ [Lynn C. Slaby _ how Conlhcts
Az Type 08D B | [Oeal Argument Authes Judgn
AsiignStat Dot (771372006 iy AssanErdOate: [Gazn0s ]
Asugn Ropes! Dale w
Asmgn Do
Conllicte
AsmgnDess |
Commonts:

“Change” to the desired case.

Check for conflicts by clicking “Show Conflicts.”
Press ESC to close the conflicts.

Click “New.”

o0~ W

M ACMS Version 4,78.25 - ACMS_9 Assignment Maimtanance

ERSE n_—.n.lr.—mgd.l_'ma!rn_:m - gmmlg:m,l.-.-ln:m.|l-mn.
@

e [ s [ v e | o | i iate

TrislCoutCounty: (85 | [Wagne CovoHumbec: | [EECHRO7S #| Bea |

Slate of Ohio v. William M. Damelt

Individkaol Assigrect @l

Assion Type: | 8|
L2
k)

__Shomtoniick

Axsign Start Date [~ AsmgnEedOate: [ Hﬂ
Assign Fnpel Do .

Aamgn Do
Conllicts

Assgn Dosgr |
Comments:

~

Enter information.
8. Press Save.
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SEARCH FOR ASSIGNMENTS

1. From the Main Menu or most other forms, click the Assignments Command Button.

2. The assignments that appear will be for the case currently active in the case maintenance
form.

3. “Change” to the desired case.

4. Use the navigational buttons to scroll through all the assignments for the active case or
use the Search button to show a list view of all assignments for the active case.

% ACMS Version 4.28.25 - ACMS_9 Assignmant Malrtenance EEE

[ o ] e | | 4 o

TislCoutCounty: (G 4| [Wapne Cawe Himber [0SCABITS #|

Slate of Ohio v. William M, Damett

T EESR N g SRSy NN |
A - Oiral Aigument Authos Jutgs THF00R  A/VASAD0G
OFJ - Oral Argumerd Fanel Judge TA00E  BAAS2006
DR - Diral fogument Fannl Judge TA00G  AAASAONG
CLK - Cheak Assigned 2M2006  O714/2006
C1IE - (lewk Azsagrmd NG 8N4SA0E

[Chek o ] Aigremnrt |

DELETE AN ASSIGNMENT

From the Main Menu or most other forms, click the Assignments Command Button.
“Change” to the desired case.

Search for the desired assignment.

Once on the desired assignment, press the delete command button.

Confirm deletion.

agrwdE
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Attorneys

ADD A NEW ATTORNEY

1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Attorneys” Command Button.

3. Click “New.”

4. Enter all information (lead zeros not required for attorney registration number).

¥ ACMS Version 4,78.2% - ACMS_9 Allorney Mainlenance Page 1

5. Click “Save.”
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SEARCH FOR AN ATTORNEY

1. From the main screen and most other forms, press the “Tools” Command Button.

2. Click the “Attorneys” Command Button.

3. Click “Search.”

4. Enter search criteria. Note: the attorney registration number does not require leading
zeros. The name fields accept partial entry, for example ““jo’” for Jones, Johnson, etc.

5. Click “Search for Attorney.”

M ACMS Version 4,728,725 - ACMS_9 Allorney Mainlenance Page 1

| saem | | masease | mrera | =

Megintiation N

Attosney Sstus & ikin Atiirey
= RogatistionNumber [
First Home: Faat Name:
e Wikl N |
[T STp— Last Mame: johen L Boweshibui e |
Last M
Tithe:
Comment:

6. Click on desired attorney to display information.

M ACMS Version 4.28,25 - ACMS_9 Atlorney Maintenance Page 1

L | | | | e

-
Hegatiation W
Allneney Statr Db Aoty
P Fngestiation Numbee |
Firsl Home: Fist Hame. |
Wil Name 1 Middia Name: |
Ml Name 2 Last Names:john, R v o Rt oy}
Lot Hums: | Last | st | bl [ egra | o A
Tatle. Johm Michael L 0017829 Yex
Johason Alan E. 0010273 Yes
Lamment duhrzon Brian 1. 0065417 Yos
Jnhesan E 1 W Yee
dnhesan Eric w ESNe  Yes
Johason Gaey W, 0017402 Yeos
Johnson James 0012015 You
ke F—"y [ A Yoz
IohmaonCidon desred attomey| A OTER  Yes
Joheron obert L 0042433 Yeu
Johason Stophan 0022423 Yor o
< 3




DELETING AN ATTORNEY
Note: Attorney Addresses must be deleted before an attorney can be deleted.

From the main screen and most other forms, press the “Tools” Command Button.
Click the “Attorneys” Command Button.

“Search” for desired attorney.

Once on the desired attorney, click on delete.

Confirm deletion.

agrwdE

Note: If there are any addresses in the system for the current attorney, system will issue a
warning and will not delete the attorney. The addresses must be deleted first and then the
attorney can be deleted.
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ATTORNEY ADDRESSES

Add a new Attorney Address

oakrwdE

From the main screen and most other forms, press the “Tools” Command Button.
Click the “Attorneys” Command Button.

“Search” for desired attorney

Click on “Address.”

Click “New”

Enter information.

M ACMS Version 478,25 - ALMS_9 Allorney Mainlenance Page 7

12 | o | o | o1 [Sme] sure | smaren | prrocner mlete Cliphaard » | ome

¥ UhinAttomey

RegisationNa (0022021
AtomerName  [Konacth © dohmion I vl Address
SequenceMumber  [02 I Primary Addrers
Emploper Hame:
Fmploges Address

State [ _“_! ar [ ﬂ
Phorn Extension. | B
FAX Emension: |

11 111 &l

A
Emad Address |
Comment:

Archeet [N

Click “Save.”
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Search for an Attorney Address

1.

2
3.
4.
5

From the main screen and most other forms, press the “Tools” Command Button.
Click the “Attorneys” Command Button.

“Search” for desired attorney.

Click on “Address.”

If there are any addresses in the system for the current attorney, the first one will appear.
Use the navigation buttons to scroll through them or press the Search button to see
them in a list view.

¥ ACMS Version 4,78.2% - ALMS_¥ Atlorney Mainlenance Page 7

)

Emad Address |

(H A21500100

Comment:

Avcheet [

Deleting an Attorney Address

80
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From the main screen and most other forms, press the “Tools” Command Button.
Click the “Attorneys” Command Button.

“Search” for the desired attorney.

Click on Address.

Search for the desired address.

Once on the desired address, click on the delete button.

Confirm deletion.




Copy an Attorney Address for an Envelope or Letter
1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Attorneys” Command Button.
3. “Search” for the desired attorney.
4. Search for the desired address.
5. Press the clipboard button to copy the attorney and address in letter or envelope ready
format.

™ ACMS Varsion 4.20.25 - ACM5_9 Attorney Maintanance Page 2

RegstiationNa  [00z2021

AttoneyHame  [Konneth C. Johoson I Imvakdiddres
SequenceHumber (01 ' Primaty Addvess
Emplayes Hame: |
Emgloper Address:  [T00 & Thid 51
[
Uiy [Cohmber Sl [in g AP fEan g

Fhone:  [{§14) 227 2322 [y
Fax
EmoilAddeess: [

Lommurl.

FAX Eslonsaon.

Archivest [Ny

6. Then the user can go into a word document and press paste or CTRL-V to paste it.

CONNECTING AN ATTORNEY TO A PARTY
Connecting an Attorney to a Party

DELETING AN ATTORNEY’S CONNECTION TO A PARTY
Deleting an Attorney’s Connection to a Party
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Cases

ADD A NEW CASE

1. From the main form or most other forms, click on the Case Command Button.

2. Click the “New” command button

3. Specify the county.

Note: Either type the county number or the first few letters of the county name or search
using either the F5 command or the binoculars to display a list view of all counties.

(™ ACMS Varsion 4.28.25 - ACMS_9 Case Maintanance EE®

| | | =1
| | | | | | na

Trial Caust County: Al | Case Humber. | |

Dispositiore.

Dispasition Typer | t‘l
Case Caption| Abhe__| description I
a7 Larain
|52 Medina
" 5 amml
[ Wayr

Lalurnbar | ype Final Appealsble Ordec F

Rolonsn Dole Casn Submiltend. |
Final Drder Date:
Recond Comelic L1

Briefs Complete: o | m

Enter the case number.
Enter information on page 1 of the case screen.
= (Case Caption
= Calendar Type
Click “Page 2” to go the second page of the case screen.
7. Enter information:
= SC Case Type
= Original Action Type OR

SRR

o

= TCType

= TC Name

= TC Number
= TC Judge

= TC Disposition
If there is more than one TC Number, type over the first one entered and answer “YES” to
the ““ADD” question provided.

8. Click save.

After the Case Screen is refreshed, if there is only one TC Number it will appear on page 2 of
the case form. If there are multiple TC numbers, press on “V” next to the TC Number field to
see a list view of them.
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SEARCHING FOR A CASE

From a List

1. From the main form or most other forms, click on the Case Command Button.
2. Click on the “Search” command button.
3. Double-click on the desired case in the data grid.

ACMS Version 4.28.25 - ACMS_9 Case Maintenance Page 2 = 3]

|
Trial Court County: [+ M [owin  CaseMumber [930ao07300 M

Disposition: ‘

Disposition Type: E |

Case Caption:| |

w Selectby DOUBLE clicking in left hand column

County | Case Humbe Disp | Caption
47 00CAD07535 DEC  State of Ohio v. Chailes Perry. Ji.

Calendar Type: » 00CADD7539 State of Ohio v. Nathan A_E den--Batchelder confict
47

00CAD07601 DEC  State of Ohio v. NathanA. Eden

Release Date:

47 00CADD7602 DEC State of Ohio v. NathanA_ Eden
FinalOrder Date: 47 00CAOD07691 DEC  State of Ohio v. Matthew Hanis
Record Complete: 47 D0CAD07714 DEC  State of Ohio v. David Petiyiohn
47 DOCADD7716 DIS State of Ohio v. DavidJ. McCloskey
Bricfs Complete: 5 e [ e s e hd

By Trial Court Case Number

1. From the main form or most other forms, click on the Case Command Button.
2. From the Case Maintenance form, click on the “TC#Search” command button.
3. Double-click on the desired case in the data grid.

ACMS Version 4.28.25 - ACMS_9 Case Maintenance Page 2 = 3]

|
Trial Court County: [#7 ﬂ [fomn  CaseNumber [sicanoiiin ﬂ

Disposition: ‘

Disposition Type: E |

Case Caption:

[l

n
v

Selectby DOUBLE clicking in left hand column

Trial Court Number County
Calendar Type: 00 C 055703 47
Release Date: 00CR 055137 47
00CR 055138 47
Final Order Date: 00CR 055195 A7
Record Complete: HOERIH2E6 a7
00CR 055322 47
Briefs Complete: 0UCR 055495 47

00CR 055653 47




By County and Case Number (CHANGE Button)

1. From the main form or most other forms, click on the Case Command Button.
2. Click on Change.
3. Select the county and case number.

™ ACMS Version 4.28.25 - ACMS_9 Case Maintenance Page 2

|| (> | o1 [ Hem| sove] change| sewcn| | core | \ \ [oewte| - [ ese
Trial Court County: 84| [Corain Case Mumber: [39CA007399 |

Disposition: ‘ —

Disposition Type: | |

Case Caption:|

[P

FinalAppealable Oider:

[
r Case Submitted:
-

Calendar Type: |

ReleaseDate: |11/0/2000 &
FinalOrder Date: [11/0/2000 &
Record Complete: |17/5/1990 12
BiiefsComplete: [/10/2000 42

Settlement Status: ’7 M ’—
SensitvityTwe: [ aal [

4. If typing in the fields instead of using the list views, you will need to press tab.
Note: Most forms have a change button — they all work exactly the same way.

COPY THE CASE CAPTION FOR JUDGMENT ENTRIES

1. From the main form or most other forms, click on the Case Command Button.
2. “Change” to the desired case.
3. Press the clipboard button to copy the case caption in judgment entry ready format.

ACMS Version 4.28.25 - ACMS_9 Case Maintenance Page 2

| RSSIGNMENTS | Caments

Consolidations g\mms‘ FILINGS

PRRTIES | gn.mm‘ Inquiry

Issues Tools | Reports

K | < ‘ > | >l | Ne!‘ Sa!e| Ehange‘ geamh| Page 2 ‘ Enp1| Hegame‘ Tgusﬁm‘ Archive | Delale‘ B | EsC

TiialCourtCounty: [ [ [Lorain Case Number: [39CA007393 Ml

Affirmed

Disposition:

DispositionType: [DEC g [Decided SHOW CONFLICTS |
Case Caption:|State of Dhio v. Ray Smith, Ji.

Clipboard
Flace Case Style on clipboard

Calendar Type: |REG 4| [Regular FinalAppealable Order.  [Yes
Release Date: |11/8/2000 &% | RelatedApped CaseSubmitted:  [Dral-Argument

FinalOrder Date: |1178/2000 @ [~ Settlement
Record Complete: |12/8/1993 @ Settlement Status: A ’—
Briefs Complete: |4/10/2000 @ Sensitivity Type: A ’—

4. Then the user can go into a word document and press paste or CTRL-V to paste it.



COPYING A CASE

1. From the main form or most other forms, click on the Case Command Button.

2. “Change” to the desired case.

3. From the Case Maintenance Form, click the Copy Command button

4. In the dialog window enter the County and Case Number (must be a unique
combination).

5. Click the Copy Case command button.

ACMS Version 4.2B.25 - ACMS_9 Case Maintenance Page 2

Trial Court County: [47 ﬂ [fomn CaseMumber [Gacanoiias M

Dispositior: ‘

Disposition Type:

Case Caption] Copy to a new County and/or Case Number

4 Trial Court County: ,ﬁ Lorain Case Number: |99CAD07399

Calendar Type:

ReleaseDate: | & Case Submitted: |

Final Order Date: i
Record Complete: &
Briefs Complete: ik

Settlement Status: A
Sensitivity T ype: 84

6. Confirm copy.
7. Confirm whether or not the filing information should be copied.
8. Inthe new case, the following information be copied from the original:
= Case Caption
= Calendar Type
= Supreme Court Case Type
= Trial Court type
= Trial Court Name
= Trial Court Judge
= Trial Court Disposition
= Final Appealable Order
= All party and party-attorney information is copied.

= The user will be prompted to copy all filing, order, motions, connect information.

9. After a case has been copied, the copy will appear on the screen. The user may continue
by editing this new case information or adding data.
10. Click Save when done.
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CHANGE THE COUNTY OR CASE NUMBER OF AN EXISTING CASE (RENAME)

1. From the main form or most other forms, click on the Case Command Button.
2. “Change” to the desired case.

3. Click the Rename command button

4. In the dialog window, specify the county and case number fields.

5. Click the Rename Case Command Button.

ﬂgl ACMS Version 4.2B.25 - ACMS_9 Case Maintenance Page 2

Trial Court County: ’7 M l— Case Number: ,7 M

Disposition ‘

Disposition Type:

Case Caption] Rename to change County and/or Case Humbes

Q Trial Court County: | Lorain Case Number: |99CAD07399

Calendar Type:

ReleaseDate: | @l T Case Submitted: |

Final Order D ate: i
Record Complete: s
Briefs Complete: i

Settlement Status: A
Sensitivity Type: Iy

o

Confirm Rename.

7. All case related information (Case, Comment, Party, Filing, Event, etc.). and all linked
information (party to attorney, party to filings, etc.) will be changed accordingly.

8. Save
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ARCHIVING/RETRIEVING A CASE

Archiving one case at a time

1. From the main form or most other forms, click on the Case Command Button.

2. “Change”to the desired case.

3. Click the Archive command button (if Archive is in ALL CAPS the case is already
archived.)

4. Confirm Archive.

5. Save

Archive cases over a range of dates

1. From the Main Menu or most other forms, click on the Tools Command Button.
2. Click on the Archive command button.

3. Enter the desired date ranges.

4. Select Archive and create report.

% ACMS Version 4.28.25 - ACMS_9 Archive Utility

StatingReleaseDates | —
EndingReleaseDate: |
StatingFinal Order Date |
EndingFinal OrderDate: |

ReportName: |

Create Report

Retrieving a case

Note: it is not possible to retrieve more than one case at a time.

From the main form or most other forms, click on the Case Command Button.
“Change” to the desired case.

Click the Archive command button (if Archive is in ALL CAPS the case is archived.)
Confirm Retrieve.

Save

arwNDE

DELETE A CASE

1. From the main form or most other forms, click on the Case Command Button.
2. “Change” to the desired case.

3. Once on the desired case, click “Delete”.

Note: All related information in other forms will be deleted with the case.
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Case Comments

Note: basic case information must be entered before assignments, comments, consolidations,
events, party, etc., can be entered.

ADD A NEW COMMENT
1. From the Main Menu or most other forms, click on the Comments Command Button.

88

2. “Change” to the desired case.

3. When on the desired case, press “new” to add a new comment.

4. Enter information.

(= ACMS  Version 4.28.25 - ACMS_9 Comment Maintenance EEX
CRSE | ASSIGRMENTS Consolidations | EVENTS | FILINGS ‘ Tssues | PARTIES | TRTALY | Inquiry | Tools | Reports
1< > ‘ 2 ‘ Nexr. ‘ Sa!e| Change | Eearch‘ Delete ‘ Show AL | ESC

TrialCourtCounty: |47 §§| |Lorain

Case Number: [33CAD07393 'Y

State of Ohio v. Ray Smith, Jr.
Comment Date: [7/24/2007
Comment Time: [2:56 P.M.

™ Docket

Comments: |PUt COmMment text in here.

end it today.

Enter the comment

5. Press “Save.”



SEARCH FOR COMMENTS

1. From the Main Menu or most other forms, click on the Comments Command Button.

2. “Change” to the desired case.
3. Use the navigational buttons to scroll through all the comments for a case or click the
Search button to see them in a list view.

F8 ACMS Version 4.28.25 - ACMS_9 Comment Maintenance FEX
[ N = e | | | Est
TrialCourtCounty:  JEB M Lorain Case Number: [99CAD07399 ﬂ

State of Dhio v. Ray Smith, Jr.

Comment Date:

ents. | Date | comment t
7/2472007  Put comment text in here.lElend it today. NN
7/2472007 Add another at a different time B E—

DELETE A COMMENT

1. From the Main Menu or most other forms, click on the Comments Command Button.

2. “Change” to the desired case.

3. Search for the desired comment.

4. When on the desired comment, press the “Delete” command button to delete the
comment.

5. Confirm deletion.
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SHOW ALL COMMENTS
1. From the Main Menu or most other forms, click on the Comments Command Button.

2. “Change” to the desired case.
3. Press the “SHOW ALL” button to display the comments concatenated into one list view.

F8 ACMS Version 4.28.25 - ACMS_9 Comment Maintenance FEX

[ -] (e |
Trial CourtCounty: [T ] [Lorain Case Number: [99CAD07399 5l

State of Dhio v. Ray Smith, Jr.

Put comment text in here.

end it taday.

\Add another at a different time_

4. Use ESC to end the list view of the comments.
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Codes Files

ASSIGNMENT TYPE

Adding an Assignment Type
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Assignment Types.”
3. Click the “Add” command button.

M ACMS Version 428,25 - ACMS_9 Assignment Type Maintenance

Awign TypeDese [

4. Enter the Assignment Type Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.

Enter the Assignment Type Description.

6. Click Save.

o
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Modifying an existing Assignment Type

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Assignment Types.”

3. Click on the existing Assignment Type in the list view display.

M ACMS Version 428,25 - ACMS_9 Assignment Type Maintenance

|Md_

Ay | desciption

A Raind Paned Judge Authos
ar  BEm B |

CON Conference Abtoeney

u Lo Cloik

0AJ Dral Argument Authos Judge
ard ral Argumenl Fancl Judge
ORP Orginal Action Pannl Judge
REF Heleres

“CP Show Couse Panol Judge
v Viniting Judge

Assign Type Abt:

Arvign TypeDese

Aachivrd

IESTEEETESER

EE®

I
|| t-;l:l
e

4. Edit the Assignment Type Description or Required fields. Assignment Type

Abbreviation may not be modified.

5. Click Save.

Deleting an Assignment Type

92

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Assignment Types.”

3. Click on the existing Assignment Type in the list view display.

4. Click delete.
5. Confirm deletion.

Note: If the existing Assignment T

M ACMS Version 428,25 - ACMS_9 Assignment Type Maintenance

Assign Type Abt:

Aachivrd

Arvign TypeDese

[CON

[Eonlesence Attomey

ftin

pe is in use the program will not allow it to be deleted.




ATTORNEY STATUS TYPE

Adding a New Attorney Status
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Attorney Status Type.”
3. Click the “Add” command button.

™ ACMS Version 428,25 - ACMS_9 Atlarney Status Type Malnisnance

Abtneney Stahw Abbr |
Abtoenny $labus Dese: |

Muchived [

4. Enter the Attorney Status Type Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.

Enter the Attorney Status Type Description.

6. Click Save.

o

Modifying an Attorney Status
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Attorney Status Type.”
3. Click on the existing attorney status in the list view display.

™ ACMS Version 428,25 - ACMS_9 Atlarney Status Type Malnisnance

Tmchived |

4. Edit the Attorney Status Type Description or Required fields. Attorney Status Type
Abbreviation may not be modified.
5. Click Save



Deleting an Attorney Status

From the Main Menu and most other forms, click the Tools Command Button.

Click “Attorney Status Types.”

Click on the existing Attorney Status Type in the list view display.

Click delete.

. Confirm deletion.

ote: If the existing Assignment Type is in use the program will not allow it to be deleted.

ZukrowdrE

™ ACMS Version 428,25 - ACMS_9 Atlarney Status Type Malnisnance
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CALENDAR TYPE

Adding a Calendar Type
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Calendar Types.”
3. Click the “Add” command button.

M ACMS Version 428,25 - ACMS_9 Calandar Typa Mainienance

4. Enter the Calendar Type Abbreviation. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.

Enter the Calendar Type Description.

6. Click Save.

o

Modifying an existing Calendar Type
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Calendar Types.”
3. Click on the existing Calendar Type in the list view display.

(% ACMS Version 4.28.25 - ACM5_9 Calandar Typa Maintenance EEE

4. Edit the Calendar Type Description or Required fields. Calendar Type Abbreviation
may not be modified.
5. Click Save.



Deleting a Calendar Type
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1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Calendar Types.”

3. Click on the existing Calendar Type in the list view display.
4. Click delete.

5. Confirm deletion.
Note: If the existing Calendar Type is in use the program will not allow it to be deleted.

M ACMS Version 428,25 - ACMS_9 Calandar Typa Mainienance EEE

= =
5

Calnedm TypeAbbe — [EXP

Colandai Type Do [Expedited




CATEGORY

Adding a Category

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Categories.”
3. Click the “Add” command button.

M ACMS Version 4.25.25 - ACM5_9 Category Maintenance

4. Enter the Category Abbreviation. This is the code that will be reference on other forms
in the application. It is not possible to modify this field later.

Enter the Category Description.

6. Click Save.

o

Modifying an existing Category
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Categories.”
3. Click on the existing Category in the list view display.

M ACMS Version 4.25.25 - ACM5_9 Category Maintenance

[ o[ =]

[ Abe | descrglion_ [anchived |
Mo

Catogory TypeAbbe |

Aschived =

4. Edit the Category Description or Required fields. Category Abbreviation may not be
modified.
5. Click Save.
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Deleting a Category

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Categories.”

3. Click on the existing Category in the list view display.

4. Click delete.

5. Confirm deletion.

Note: If the existing Category is in use the program will not allow it to be deleted.

M ACMS Version 4.25.25 - ACMS_9 Catepory Maintenance

[isbots this code|

Category Type Albbe |

=

Nichivet  [i7,—
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CONFLICT TYPES

Adding a Conflict Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Conflict Types.”
3. Click the “Add” command button.

M ACMS Version 428,25 - ACMS_9 Conflict Typa Malntanance

4. Enter the Conflict Type Abbreviation. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.

Enter the Conflict Type Description.

6. Click Save.

o

Modifying an existing Conflict Type
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Conflict Types.”
3. Click on the existing Conflict Type in the list view display.

M ACMS Version 428,25 - ACMS_9 Conflict Typa Malntanance EEE

4. Edit the Conflict Type Description or Required fields. Conflict Type Abbreviation may
not be modified.
5. Click Save.
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Deleting a Conflict Type

From the Main Menu and most other forms, click the Tools Command Button.
Click “Conflict Types.”

Click on the existing Conflict Type in the list view display.

Click delete.

. Confirm deletion.

ote: If the existing Conflict Type is in use the program will not allow it to be deleted.

Zukrowpr

™ ACMS Version 4.28.25 - ACM5_9 Conilict Typa Malntanance
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DISPOSITION TYPES

Adding a Disposition Type

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Disposition Types.”
3. Click the “Add” command button.

M ACMS Version 4.25.25 - ACMS_9 Dispesition Type Mainenanca

Disposition TypeAbte [

Disparition TypeDeac |

Axzuciabod Fiing Twe: | " |
Assnciated Filing Category | “. [

huchived [0

4. Enter the Disposition Type Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.
Enter the Disposition Type Description.

Enter the Associated Filing Category.

5
6. Enter the Associated Filing Type
-
8. Click Save.

Modifying an existing Disposition Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Disposition Types.”
3. Click on the existing Disposition Type in the list view display.

M ACMS Version 4.25.25 - ACMS_9 Dispesition Type Mainenanca

Disposition Type Abbe. [~

Dispanition Typo Desc |
Aszuctabod Fdng Twe: | Al
Assiated Filing Catogery. | o

hachived [

4. Edit any of the fields except the Disposition Type Abbreviation.

5. Click Save.
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Deleting a Disposition Type
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Disposition Types.”
3. Click on the existing Disposition Type in the list view display.
4. Click delete.

5. Confirm deletion.
Note: If the existing Disposition Type is in use the program will not allow it to be deleted.

M ACMS Version 4.25.25 - ACMS_9 Dispesition Type Mainenanca

Disposition Typedble  [THO

Dispoition Type Desc [ 1ranslened ot

Assaciated Filing Catogey [TER 34| [Teamination
Auchived (Mo
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ENVIRONMENT CONSTANTS

Awnh e

™ ACMS Version 4.28.25 - ACMS_9 Environmental values Maintenance

Save

Court Name: |Ninlh District Court of Appeals

Address: |The Oliver Ocasek Government Building

|1E1 South High Street Suite 504
City: |Akron ZIP: |44308
Phone: [330-643-2250 FAX: |

District ,97 ,9“17

Presiding Judge: |Lynn C. Slaby

Default County Humber. |77

From the Main Menu and most other forms, click the Tools Command Button.
Click “Environment Constants.”
Edit information.

Click Save.

District Reports Path: |\\documents\l:lﬂices\l:oull Shared Folder\ACMS%

AdHoc Reports Pathe [\\documents\Dffices\Court Shared Folder\ACMSA

Other:

4 |Elpen - Mot currently used

7 |Dpen - Not cumrently used

5 |I]pen - Mot currently used

8 |I]pen - Not cumrently used
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EVENT TYPES

Adding an Event Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Event Types.”
3. Click the “Add” command button.

¥ ACMS Version 4.28,25 - AUMS_9 Evenl Type Maintenance

4. Enter the Event Type Abbreviation. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.

Enter the Event Type Description.

6. Click Save.

o

Modifying an existing Event Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Event Types.”
3. Click on the existing Event Type in the list view display.

™ ACMS Version 4,728,759 - AUMS_ Fvenl Type Mainlenance

Al | B [ wssnt | avcheend |

cooaa

]
Reforoe Hearing
[SEH  Show Couse Hoaing
| SET caen mady to be sl
SUH LCaxe bo be submidied an bl

FrExrrzzrx
foooeanoooa

——pa=

[k on Ertry to ede]

4. Edit the Event Type Description or Required' fields. Event Type Abbreviation may not
be modified.
5. Click Save.
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Deleting an Event Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Event Types.”

3. Click on the existing Event Type in the list view display.

4. Click delete.

5. Confirm deletion.

Note: If the existing Event Type is in use the program will not allow it to be deleted.

¥ ACMS Version 4.78.25 - ALMS_¥ Evenl Type Maintenance

Event TypeAbbe  [uB

Event TypaDesc  |Case to be submitted on baiefs
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EVENT ROOMS

Adding an Event Room

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Event Rooms.”
3. Click the “Add” command button.

M ACMS Version 4.28.25  AUMS_9 Evenl Hoom Maintenance

EventfloomAbbr: |

EventRoomDese |

Addrere |

Gy [ State: | I L

Comments

|
ESC J

4. Enter the Event Room Abbreviation. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.

Enter the Event Room Description.

Enter Address, Zip, City, State, Comments if desired.

o o

7. Click Save.

Modifying an existing Event Room

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Event Rooms.”

3. Click on the existing Event Room in the list view display.

M ACMS Version 4.28.25  AUMS_9 Evenl Hoom Maintenance

Abbe | | addre:

[ =
L Losain Lowain Justice Center, 225 Court Stieet, Clpia
M Hading Medina County Couthouse. 9 Public Square 2rd Focs. M

|w [ — Wapne Lounly owithiss, 107 Wesl Liberty 2rud Flien, Wnsster

oo Erery ro ot]

Event Mloom Abbr:
EventRoomDese |

Addrere |
:

oding
|5 Summed The Dlves Dcasok Govermment Bulding. 161 South High Shienl Sute 504,

o o 5"""_ﬂ - (T =T T E

Comments ‘

Archeent |

4. Edit the Event Room Description or other fields.

5. Click Save.
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Deleting an Event Room
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Event Rooms.”
3. Click on the existing Event Room in the list view display.
4. Click delete.
5. Confirm deletion.

Note: If the existing Event Room is in use the program will not allow it to be deleted.

M ACMS Version 4.28.25  AUMS_9 Evenl Hoom Maintenance

=] o e | ]

[Daiete thes code

EventloomAbbe: W
EventRoomDese Wy

Addiere [Wayew Conly Couslhouse

* [107 Wt Uity Znd Flooe

CHY [Wonsles State: [H gy Zwe [aasm 'y

Comments

Archeemt  [No
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FILING TYPES

Adding a Filing Type

108

1
2
3

. From the Main Menu and most other forms, click the Tools Command Button.
. Click “Filing Types.”
. Click the “Add” command button.

DM ACMS. Version 4.28,25 - ALMS_9 Filing Type Maintenance

Update Kecord Comglotn Datr:— [Na Evord Goneatin

Undate Briet Complete Dt [Ho Associated Filing Catoguey | T
L.

e nT-':mr-::G?mu f
Filing Type: | | |
aon — |
4. Enter the Filing Type Abbreviation. This is the code that will be referenced on other
forms in the application. It is not possible to modify this field later.
5. Enter the Filing Type Description.
6. Set Update Record Complete Date to “Yes” if this filing should update Case Page 1.
7. Set Update Brief Complete Date to “Yes” if this filing should update Case Page 1.
8. If the filing is to trigger an event, enter the Associated Filing Category, Associated
Event Type within the “Event Generation” shaded area.
9. If the filing is to create a dependent filing with a due date, enter Filing Category, Filing
Type, Party Type, Number Days within the “Dependent Filing Generation shaded area.
10. Click Save.



Modifying an existing Filing Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Filing Types.”
3. Click on the existing Filing Type in the list view display.
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4. Edit any of the fields except the Filing Type Abbreviation.
5. Click Save.

Deleting a Filing Type

1. From the Main Menu and most other forms, click the Tools Command Button.

Click “Filing Types.”

Click on the existing Filing Type in the list view display.

2
3.
4. Click delete.
5. Confirm deletion.
N

ote: If the existing Filing Type is in use the program will not allow it to be deleted.
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Event Generation

If Associated Event Type is filled in, then any time this filing type is used to create a case filing
record, an event record of the indicated type will be created. For example, filing type ALB has
an associated event type of SET. Thus, any time an ALB filing is created, the system will ask if
you wish to also create a SET event type.

Do note that the Associated Filing Category must match the category choice entered when
creating the case filing record. Specifically, if this value is set to “FIL”, then an event of the type
contained in the Associated Event Type will be created when a filing of value in Filing Type
Abbr, Category = “FIL” will be created. If the Associated Filing Category is blank, then the
associated event will NOT be created.

Dependent Filing Generation

110



HOLIDAYS

Adding a Holiday

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Holidays.”
3. Click the “Add” command button.

™ ACMS Varsion 4.20.25 Holiday Maintanance

ESC

Dato of Holiday: |

Huliday Desciptorc: |

4. Enter the Date of Holiday. This field will not be able to be updated later.
5. Enter the Holiday Description.
6. Click Save.

Modifying an existing Holiday

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Holidays.”

3. Click on the existing Holiday in the list view display.

™ ACMS Varsion 4.20.25 Holiday Maintanance
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Datn | -
120 VYelmans Day
TIF2472005 I hanksgnving Day
1172572005 Day after Thanksgiving closed
1272672005 Chaistmas Day observed
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Mt King Day observed
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1078/ 2006 Lubumbus Day
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£

Date of Holiday: |

Huhday Dercipton: |

—

4. Edit the Holiday Description. It is not possible to edit the Date of Holiday.
5. Click Save.
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Deleting a Holiday
1. From the Main Menu and most other forms, click the Tools Command Button.
Click “Holidays.”

2

3. Click on the existing Holiday in the list view display.
4. Click delete.
5
N

Confirm deletion.
ote: If the existing Holiday is in use the program will not allow it to be deleted.

[ ACMS Version 4.28.25 - ACMS_9 Holiday Maintenance =13

Save Delete ? ESC

Delete this code

Date ofHoliday:  |11/12/2007

Holiday Descripton::  [Veteran's Dap Dbseive: d
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INDIVIDUALS ASSIGNED

Adding an Individual Assigned

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Individuals Assigned.”
3. Click the “Add” command button.

™ ACMS Varsion 4.20.25 Individual Assignad Code Maintenance

Individual Abbe. |

Laet Mome. |
Fuszt Mame: '7
Middle Name: | 3
Aoy Mumber, [
Seninsity [

Auchived  [Ho

4. Enter the Individual Assigned Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.

Enter the Last Name data (required).

Enter the First Name; Middle Name data.

Optional fields are Attorney Number, Seniority.

Click Save.

o No o

Modifying an existing Individual Assigned
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Individuals Assigned.”
3. Click on the existing Individual Assigned in the list view display.

™ ACMS Varsion 4.20.25 Individual Assignad Code Maintenance

cosossp
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FEEEET L

Individual Abbe. |

Last Home, |
Fuszt Mame: '7
Middle Nome: |
B
Senisity [

Auchived |
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4. Edit the Name fields or Required field. Individual Assigned Abbreviation may not be
modified.

5. Click Save.

Deleting an Individual Assigned
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Individuals Assigned.”

3. Click on the existing Individual Assigned in the list view display.
4. Click delete.

5. Confirm deletion.
Note: If the existing Individual Assigned is in use the program will not allow it to be deleted.

™ ACMS Varsion 4.20.25 Individual Assignad Code Maintenance

Individual Abbe WAl
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INSTITUTION ADDRESS

Adding an Institution Address

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Institution Address.”
3. Click the “Add” command button.

(™ ACMS Version 4.28.25 Institution Address Maintenance

Instutition Abbe:
Description:

Address: |

[
oy [ Stae [ E zip: [ E
Phone: [ PhoneEatension: [
P [ FAXEstension: [
Email Address: [

Comments:

Archived  |No

Enter the Institution Description.
Enter the Address (two lines).

o No ok

desired.
9. Click Save.

Modifying an existing Institution Address

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Institution Address.”

3. Click on the existing Institution Address in the list view display.

% |
Enter the Institution Abbr. This field will not be able to be updated later.

Enter the Zip code; City and State will be automatically filled.
Enter Phone/Phone Extension/FAX/FAX Extension/Email Address/Comments if
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[ ACMS Version 4.28.25 Institution Address Maintenance

Add

Abbr | ipti | address line 1 [ address line 2 [ city | archived |
BEL Belmont Canrecti Belmont Correctional Insti... P.0. Box 540 Saint Clairsville No
NOB Moble Comectional Noble C: Institu__ 15709 McC: ille . Caldwell

Click on Instutition to modify

Instutition Abbe [
Description: [

Address: |

[
L T el — |
Phone: ’7 Phone Extension ’7
FAX: ,7 FAX Extension: ,—
Email Address: ’7

Comments:

Archived

4. Edit the fields as needed.
5. Click Save.

Deleting an Institution Address

From the Main Menu and most other forms, click the Tools Command Button.
Click “Institution Address.”

Click on the existing Institution Address in the list view display.

Click Delete.

. Confirm deletion.

Note: If the existing Holiday is in use the program will not allow it to be deleted.

agrwdE

E ACMS Version 4.28.25 Institution Address Maintenance E\EIEI
Delete 2 ESC

Delete the selected Instutition Address

InstutitionAbbe  [NOB
Descriptior: [Noble Correctional
Address: [Noble Correctional Institution
[15709 McConnelsville Road
City: [Caldwell  State: [OH E Zip: [43724 E
Phone: [ Phane Extension:
e [ FatEstension [
Emsiladdess: [

Comments:

Archived  [No
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ORIGINAL ACTION TYPES

Adding an Original Action
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Original Actions.”
3. Click the “Add” command button.

M ACMS Varsi

ion 4, 28,25 Original Action Typa Code Maintenance

OriginalAction TypeAbbe |

UnigmalAction TypeDews |

Aschoenl Mo

4. Enter the Original Action Abbreviation. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.

Enter the Original Action Description.

6. Click Save.

o

Modifying an existing Original Action
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Original Actions.”
3. Click on the existing Original Action in the list view display.

™ ACMS Varsion 4.20.25 Original Action Typa Coda Maintenance

OsiginalAction TypeAbbe |

UnigmalAction TypeDews |

4. Edit the Original Action Description.
5. Click Save.
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Deleting an Original Action
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Original Actions.”
3. Click on the existing Original Action in the list view display.
4. Click delete.

5. Confirm deletion.
Note: If the existing Original Action is in use the program will not allow it to be deleted.

™ ACMS Varsion 4.20.25 Original Action Typa Coda Maintenance

| Detmter 7 ESC

Debbe Ll code |

DiiginalAction Type Abbe  [QUrw

Diigmal Action TypeDes:  [Quo Waranto
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PARTY DESIGNATORS

Adding a Party Designator
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Party Designators.”
3. Click the “Add” command button.

™ ACMS Varsion 4.20.25 Party Designator Maintenance

PaiyDesignatos Abbe [

Auchived Mo

4. Enter the Party Designator Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.

Enter the Party Designator Description.

6. Click Save.

o

Modifying an existing Party Designator
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Party Designators.”
3. Click on the existing Party Designator in the list view display.

™ ACMS Varsion 4.20.25 Party Designator Maintenance

-|ﬁau|. ||l esc

a1

ODF Othes Defendant H.
Pl Nthes Plaintilf Ha
Ha

L

Hy

H

POF Primary Dedendant
Firamary Flanbill

4. Edit the Party Designator Description or Required fields. Party Designator
Abbreviation may not be modified.
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5. Click Save.

Deleting a Party Designator
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Party Designators.”

3. Click on the existing Party Designator in the list view display.
4. Click delete.

5. Confirm deletion.
Note: If the existing Party Designator is in use the program will not allow it to be deleted.

™ ACMS Varsion 4.20.25 Party Designator Maintenance

Pay Designatos Abbe  [0TH

= alhe 1AL

Auchived  [Ha
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PARTY TYPES

Adding a Party Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Party Types.”
3. Click the “Add” command button.

(™ ACMS Varsion 4.28.25 Party Type Maintanance

Farly ] yoeAbbe

Pay Iypelicae |

fuchivert  [No

4. Enter the Party Type Abbreviation. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.

Enter the Party Type Description.

6. Click Save.

o

Modifying an existing Party Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Party Types.”
3. Click on the existing Party Type in the list view display.

(™ ACMS Varsion 4.28.25 Party Type Maintanance !
AL J=3|
T rare [ auchivod
AMC Amicus Cusiae
APE Apylles:
APT Appnllant
LAF Covzs-Appellant

| GAL Guardian Ad Litem
INT Inteevennn

| NTH Dihes

|PET Peldimne

| PLN Plamkill

| HEL Hulalor
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™T Third Party

ETrrrrErrzzzzzzz
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4. Edit the Party Type Description or Required fields. Party Type Abbreviation may not
be modified.
5. Click Save.
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Deleting a Party Type
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Party Types.”

3. Click on the existing Party Type in the list view display.
4. Click delete.

5. Confirm deletion.
Note: If the existing Party Type is in use the program will not allow it to be deleted.

™ ACMS Varsion 4.20.25 Party Type Maintanance
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RATINGS

Adding a Rating
From the Main Menu and most other forms, click the Tools Command Button.

1. Click “Ratings.”
2. Click the “Add” command button.

™ ACMS Varsion 4.20.25 Maintain Ratings

RatingAbbe [

RatingDess |

Aichived [N

3. Enter the Rating Abbreviation. This is the code that will be reference on other forms in
the application. It is not possible to modify this field later.

Enter the Rating Description.

Click Save.

o s

Modifying an existing Rating

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Ratings.”
3. Click on the existing Rating in the list view display.

™ ACMS Varsion 4.20.25 Maintain Ratings

[Ehck on Eniry to od

RatingAbbe [

RatingDese |

Aichived |

4. Edit the Rating Description or Required fields. Rating Abbreviation may not be

modified.
5. Click Save.
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Deleting a Rating

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Ratings.”

3. Click on the existing Rating in the list view display.
4. Click delete.
5
N

Confirm deletion.
ote: If the existing Rating is in use the program will not allow it to be deleted.

ACMS Version 4.28.25 Maintain Ratings EEx
RatingAbbr |1
RatingDesc:  [Fasy
Archived No
|
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REPRESENTATION STATUS

Adding a Representation Status
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Representation Status.”
3. Click the “Add” command button.

ACMS Version 4.28.25 Representation Status Code Maintenance

Representation Status Abbr.

Representation Status Desc: |

Achived  [No

|
4. Enter the Representation Status Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.
Enter the Representation Status Description.
6. Click Save.

o

Modifying an existing Representation Status
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Representation Status.”
3. Click on the existing Representation Status in the list view display.

™ AcMS Version 4.28.25 Representation Status Code Maintenance

Click an Entry to edit

Representation Status Abbe [

Representation Status Desc: ‘

Archived

Z |
4. Edit the Representation Status Description or Required fields. Representation Status
Abbreviation may not be modified.
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5. Click Save.

Deleting a Representation Status

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Representation Status.”

3. Click on the existing Representation Status in the list view display.

4. Click delete.

5. Confirm deletion.

Note: If the existing Representation Status is in use the program will not allow it to be
deleted.

| ACMS Version 4.28.25 Representation Status Code Maintenance A=E3
Save | Delete | v e
Representation 5tatus Abbr: PRO
Representation Status Desc: ‘pm se
Auchived  [No
Z |
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SENSITIVITY TYPES

Adding a Sensitivity Type
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Sensitivity Types.”
3. Click the “Add” command button.

[ ACMS Version 4.28.25 Sensitivity Type Maintenance

Sensitivity Type Abbr:

Sensitivity Type Desc ‘

Aichived  [Mo

Z |
4. Enter the Sensitivity Type Abbreviation. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.
Enter the Sensitivity Description.
6. Click Save.

o

Modifying an existing Sensitivity Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Sensitivity Types.”
3. Click on the existing Sensitivity Type in the list view display.

[ ACMS Version 4.28.25 Sensitivity Type Maintenance

Click on Entry to edt

Sensitivity Type Abbr:

Sensitivity Type Desc ‘

Archived
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4. Edit the Sensitivity Description or Required fields. Sensitivity Type Abbreviation may
not be modified.
5. Click Save.

Deleting a Sensitivity Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Sensitivity Types.”
3. Click on the existing Sensitivity Type in the list view display.
4. Click delete.
5. Confirm deletion.
Note: If the existing Sensitivity Type is in use the program will not allow it to be deleted.

ACMS Version 4.28.25 Sensitivity Type Maintenance.

M Delete ? ESC

Delete this code

Sensitivity TypeAbbe  [EXP

Sensitivity TypeDesc:  [Expunged

Archived  [No
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SETTLEMENTS

Adding a Settlement
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Settlements.”
3. Click the “Add” command button.

ersion 4.28.25 Settlement Status Code Maintenance

ESC

Settlement Status Abbr

Settlement Status Desc: |

Archived  [No

Zl
4. Enter the Settlement Abbreviation. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.
Enter the Settlement Description.
6. Click Save.

o

Modifying an existing Settlement
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Settlements.”
3. Click on the existing Settlement in the list view display.

ACMS Version 4.28.25 Settlement Status Code Maintenance

i
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5 ettle Click on Entry to edt

Settlement Status Abbr

Settlement Status Desc: |

Archived:
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4. Edit the Settlement Description or Required fields. Settlement Abbreviation may not be
modified.
5. Click Save.

Deleting a Settlement

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Settlements.”
3. Click on the existing Settlement in the list view display.
4. Click delete.
5. Confirm deletion.
Note: If the existing Settlement is in use the program will not allow it to be deleted.

ACMS Version 4.28B.25 Settlement Status Code Maintenance

Delete this code

Settlement StatusAbbe  [§

Settlement Status Dese:  [Settled

Archived  [No
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STATES

Adding a State
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “States.”
3. Click the “Add” command button.

™ ACMS Version 4.28.25 State Code Maintenance

StateAbbr:

State Desc: ‘

Archivet  [No

|
4. Enter the State Abbreviation. This is the code that will be reference on other forms in
the application. It is not possible to modify this field later.
Enter the State Description.
6. Click Save.

o

Modifying an existing State

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “States.”
3. Click on the existing State in the list view display.

™ ACMS Version 4.28.25 State Code Maintenance
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|
4. Edit the State Description or Required fields. State Abbreviation may not be modified.
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5. Click Save.

Deleting a State

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “States.”
3. Click on the existing State in the list view display.
4. Click delete.
5. Confirm deletion.
Note: If the existing State is in use the program will not allow it to be deleted.

(™ ACMS Version 4.28.25 State Code Maintenance

Delete this code

StateAbbr: 1A

StateDesc: \|°|,,a

Archived  [No
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STATUTE RULES

Adding a Statute Rule

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Statute Rules.”

3. Click the “Add” command button.

% ACMS Version 4.28.25 Statute Rule Maintenance

Statute Rule Abbr:

Statute Rule Desc: |

Archived  [No

% |
4. Enter the Statute Rule Abbreviation. This is the code that will be reference on other

forms in the application. It is not possible to modify this field later.

o

6. Click Save.

Enter the Statute Rule Description.

Modifying an existing Statute Rule

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Statute Rules.”
3. Click on the existing Statute Rule in the list view display.

% ACMS Version 4.28.25 Statute Rule Maintenance

Add

Abbi___ | description

2953 postconviction
FAD 2506.02.Civ.R. 54(B)
582 Senate Bill 2

SP 2950; sexual pred

Statute Rule Abbr:

Click on Entry to edit

Statute Rule Desc: |

Archived
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4. Edit the Statute Rule Description or Required fields. Statute Rule Abbreviation may
not be modified.
5. Click Save.

Deleting a Statute Rule

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Statute Rules.”

3. Click on the existing Statute Rule in the list view display.
4. Click delete.
5
N

Confirm deletion.
ote: If the existing Statute Rule is in use the program will not allow it to be deleted.

(™ ACMS Version 4.28.25 Statute Rule Maintenance

Delete this code

Statute Rule Abb:  [SP

Statute RuleDesc:  [2950; sexual pred

Aichived  [No
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STATUTE RULE TYPES

Adding a Statute Rule Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Statute Rule Types.”
3. Click the “Add” command button.

™ ACMS Version 4.28.25 Statute Rule Maintenance

Statute Rule TypeAbbe [

Statute Rule Type Desc: |

Archivet  [No

Z
4. Enter the Statute Rule Type Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.
Enter the Statute Rule Type Description.
6. Click Save.

o

Modifying an existing Statute Rule Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Statute Rule Types.”
3. Click on the existing Statute Rule Type in the list view display.

™ ACMS Version 4.28.25 Statute Rule Maintenance

Abbi | description | archived |
FCN Federal Const. No
FER Federal Rule No
FES Federal Statute No
FRG Federal Regulatio No
OHC Ohio Constitution No
OHG Ohio Regulation No
OHR Ohio Rule No
OHS  Ohio Statute No
OTH ther No
REC Related Citation No
CON United States Constitution No
FAD Dismissed for lack of fao No

Statute Rule TypeAbbe [

Statute Rule TypeDesc: |

Archived

135



4. Edit the Statute Rule Type Description or Required fields. Statute Rule Type
Abbreviation may not be modified.
5. Click Save.

Deleting a Statute Rule Type

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Statute Rule Types.”

3. Click on the existing Statute Rule Type in the list view display.

4. Click delete.

5. Confirm deletion.

Note: If the existing Statute Rule Type is in use the program will not allow it to be deleted.

E®™ ACMS Version 4.28.25 Statute Rule Maintenance

- Delete ? EsC

Delete this code

Statute Rule Type Abbr  [FAD

Statute Rule TypeDese: [ Dismissed for lack of fao

Archived  [No
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SUPREME COURT CASE TYPES

Adding a Supreme Court Case Type
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Supreme Court Case Types.”
3. Click the “Add” command button.

[ ACMS Version 4.28.25 Supreme Court Case Type Maintenance

Supreme Court Case Type Abbr

Supreme Court Case TypeDesc: |

Archived  [No
Supreme Court Guidelines
Pending MotArgued:
NoRecord NotJournalized
No Brief:

Z |
4. Enter the Supreme Court Case Type Abbreviation. This is the code that will be
reference on other forms in the application. It is not possible to modify this field later.
Enter the Supreme Court Case Type Description.
6. Click Save.

o

Modifying an existing Supreme Court Case Type

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Supreme Court Case Types.”
3. Click on the existing Supreme Court Case Type in the list view display.

[ ACMS Version 4.28.25 Supreme Court Case Type Maintenance
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Click on Entry to edit

Supreme Court Case Type Abbr

Supreme Court Case TypeDesc: |

Archived
Supreme Court Guidelines
Pending MotArgued:
NoRecord NotJournalized
No Brief:
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4. Edit the Supreme Court Case Type Description or Required fields. Supreme Court
Case Type Abbreviation may not be modified.
5. Click Save.

Deleting a Supreme Court Case Type

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Supreme Court Case Types.”

3. Click on the existing Supreme Court Case Type in the list view display.

4. Click delete.

5. Confirm deletion.

Note: If the existing Supreme Court Case Type is in use the program will not allow it to be
deleted.

[® ACMS Version 4.28.25 Supreme Court Case Type Maintenance

Delete this code.

Supreme Court Case TypeAbbr: ]

Supreme CourtCase TypeDesc:  [Court of Claims

awchived  [No
Supreme Court Guidelines
Pending  [210 Notargued:  [60
NoRecord  [s0 NotJoumalized 60
NoBriet: [0
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TRIAL COURT COUNTIES

Adding a Trial Court County

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Trial Court Counties.”
3. Click the “Add” command button.

ACMS Version 4.28.25 County Maintenance

County Number: ’7

County Name: |

Archived ’r

% |
4. Enter the Trial Court County Number. This is the code that will be reference on other
forms in the application. It is not possible to modify this field later.
Enter the Trial Court County Name.
6. Click Save.

o

Modifying an existing Trial Court County

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Trial Court Counties.”
3. Click on the existing Trial Court County in the list view display.

ACMS Version 4.28.25 County Maintenance
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4. Edit the Trial Court County Name or Required fields. Trial Court County Number may
not be modified.

5. Click Save.

Deleting a Trial Court County
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Trial Court Counties.”

3. Click on the existing Trial Court County in the list view display.
4. Click delete.

5. Confirm deletion.
Note: If the existing Trial Court County is in use the program will not allow it to be deleted.

ACMS Version 4.28.25 County Maintenance

Delete this code

County Number: ’EI_

County Name: ‘Nnhle

Archived ’r
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TRIAL COURT JUDGES

Adding a Trial Court Judge

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Trial Court Judges.”
3. Click the “Add” command button.

™ ACMS Version 4.28.25 Trial Court Judge Maintenance:

Trial Court Judge Abbr.

Last Mame: |
First Name: |
Middle Name: [

Attormey Number.
Auchived  [No

Z |
4. Enter the Trial Court Judge Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.
Enter the Trial Court Judge Last Name (required).
Enter the Trial Court Judge First Name.
Enter the Trial Court Judge Middle Name.
Enter the Attorney Number of the judge.
Click Save.

© oo NG

Modifying an existing Trial Court Judge

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Trial Court Judges.”
3. Click on the existing Trial Court Judge in the list view display.
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[ ACMS Version 4.28.25 Trial Court Judge Maintenance

Trial CourtJudge Abbr:  [TD
Last Name:  [Dellick
First Name: \F.

MiddieName:  [Theresa

Attorney Number (0001508
Archived  [No

Z |
4. Edit the Name Fields or Required field. Trial Court Judge Abbreviation may not be
modified.
Edit the Attorney Number if desired.
6. Click Save.

o

Deleting a Trial Court Judge

1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Trial Court Judges.”

3. Click on the existing Trial Court Judge in the list view display.

4. Click delete.

5. Confirm deletion.

Note: If the existing Trial Court Judge is in use the program will not allow it to be deleted.

[® AcMS Version 4.28.25 Trial Court Judge Maintenance.

Dedete this code.

Trial CourtJudge Abbr:  [TD

LastName: [Dellick

First Name: ‘r,

MiddleName:  [Theresa

Attorney Number (0001508
Archived  [No
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TRIAL COURT NAMES

Adding a Trial Court Name

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Trial Court Names.”
3. Click the “Add” command button.

(% ACMS Version 4.28.25 Trial Court Name Maintenance EEx
— o

Trial Court Mame Abbr -

Trial Court Name Desc: ‘

Z |
4. Enter the Trial Court Name Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.
Enter the Trial Court Name Description.
6. Click Save.

o

Modifying an existing Trial Court Name

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Trial Court Names.”
3. Click on the existing Trial Court Name in the list view display.

(% ACMS Version 4.28.25 Trial Court Name Maintenance EEx
Add ESC

Description [ archived ~
Belmont County Commo No '
Belmont Cou urt No

Belm: No

Belmon| No

Belmon! No

Belmont Cou No

Campbell Muni urk No

Canroll County Common Pleas Court No

Carroll County Court No

Carroll County Juvenile Court No

Canroll County Probate Court No

Columbiana County Common Pleas Cour No

Columbiana County Juvenile Court No

Columbiana County Mul al Court. No

Columbiana County Municipal Court, No 3
Foalismbinm s Rossomter Masninies o1 Fonneet u.

Trial Court Mame Abbr -

Trial Court Name Desc: ‘

Archived:
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4. Edit the Trial Court Name Description or Required fields. Trial Court Name
Abbreviation may not be modified.
5. Click Save.

Deleting a Trial Court Name

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Trial Court Names.”

3. Click on the existing Trial Court Name in the list view display.
4. Click delete.
5
N

Confirm deletion.
ote: If the existing Trial Court Name is in use the program will not allow it to be deleted.

(™ ACMS Version 4.28.25 Trial Court Name Maintenance

Delete this code

Trial Cowrt MameAbbr:  |CEA

TrialCourtHame Desc:  [Columbiana County Municipal Court,

Archived  [No
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TRIAL COURT TYPES

Adding a Trial Court Type
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Trial Court Types.”
3. Click the “Add” command button.

ACMS Version 4.28.25 Trial Court Type Maintenance

Trial Court Type Abbr: ’_

Trial Court Type Dese: |

Archived  [No

% |
4. Enter the Trial Court Type Abbreviation. This is the code that will be reference on
other forms in the application. It is not possible to modify this field later.
Enter the Trial Court Type Description.
6. Click Save.

o

Modifying an existing Trial Court Type
1. From the Main Menu and most other forms, click the Tools Command Button.

2. Click “Trial Court Types.”
3. Click on the existing Trial Court Type in the list view display.

ACMS Version 4.28.25 Trial Court Type Maintenance

]
=
&

zzzzzzzzzzy
cecooobooon|g

Click.on Entry o edit

Trial Court Type Abbr: ’_

Trial Court Type Dese: |

Archived
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4. Edit the Trial Court Type Description or Required fields. Trial Court Type
Abbreviation may not be modified.
5. Click Save.

Deleting a Trial Court Type

From the Main Menu and most other forms, click the Tools Command Button.

Click “Trial Court Types.”

Click on the existing Trial Court Type in the list view display.

Click delete.

Confirm deletion.

Note: If the existing Trial Court Type is in use the program will not allow it to be deleted.

SAEIE N

sion 4.28.25 Trial Court Type Maintenance

Delete this code

Trial Court TypeAbbr: [~

TrialCourt TypeDese:  [Administrative

Aichived  [No
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VERSION CONTROL

Adding a Version Control entry

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Version Control.”
3. Click the “Add” command button.

™ ACMS Version 4.28.25 Version Code Maintenance Ex

Enter the Version numbers.

Enter whether the version is Runable (Yes/No).
Enter a Comment describing the version number.
Click Save.

No ok

Modifying an existing Version Control Entry

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Version Control.”
3. Click on the existing Version in the list view display.

™ ACMS Version 4.28.25 Version Code Maintenance Ex
Version | sub__| sub-sub | runa [
1 3 0 No
4 26 15 No
1 % 2 No
4 26 23 No
1 % 2 No
4 27 10 Mo
1 2 17 Yes
4 28 25 Yes
Veson [ [ [
Ri ble

4. Edit the Version or Required fields.
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5. Click Save.

Deleting a Version Control Entry
1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Version Control.”
3. Click on the existing Version in the list view display.
4. Click delete.
5. Confirm deletion.

(™ ACMS Version 4.28.25 Version Code Maintanance

Version [¢ 28 _ [
Runable:  [ves

Comment bt |User's Meeting 6/14/2007
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ZIP CODES

Adding a Zip Code

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Zip Codes.”
3. Click the “Add” command button.

[® AcMS Version 4.28.25 ZIP Code Maintenance

% |
4. Enter the Zip Code. This is the code that will be reference on other forms in the
application. It is not possible to modify this field later.
Enter the City.
Enter the State (must be valid entry from States file).
7. Click Save.

o u

Modifying an existing Zip Code

1. From the Main Menu and most other forms, click the Tools Command Button.
2. Click “Zip Codes.”
3. Click on the existing Zip Code in the data grid display.
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™ ACMS Version 4.28.25 ZIP Code Maintenance

Add

n
w Selectby DOUBLE clickingin left hand cokmn

2P Ciy State
» 43001 Alexandia OH
&a002 Arln oH
s0m Ashley oH
43004 Blacklick OH
43005 Bladensburg OH
£3005 Binkhaven oH
e Broadway oH
43008 Buckeye Lake OH
43009 Cable OH
&010 Catanba oH E
ZIP:
City:
State: )

SRR

Click Save.

Deleting a Zip Code

150

% |
Edit the City or State fields. Zip Code may not be modified.

1. From the Main Menu and most other forms, click the Tools Command Button.

Click “Zip Codes.”

Click on the existing Zip Code in the data grid display.

2

3.

4. Click delete.

5. Confirm deletion.

Note: If the existing Zip Code is in use the program will not allow it to be deleted.

(™ ACMS Version 4.28.25 ZIP Code Maintenance

Save Delete
a2 43001
City [Alexandria

B]=)E




Conflicts

ACMS provides multiple methods for creating and storing conflict records for appellate
cases. Users may create a conflict record for a specific individual case, or by creating tables that
will create case conflict records based on case data matching certain values. These records are to
be created whenever any individual on the appellate staff (most typically panel judges or law
clerks) has a potential conflict with a case due to the case’s trial court judge, the parties’
attorneys, or the named parties within a case.

The sections below describe the creation of “Conflicts with Case”, “Conflicts with
Attorneys”, “Conflicts with Trial Court Judges”, and “Conflicts with Parties”.

CONFLICTS WITH CASE

Add a New Conflict
1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Conflicts With Case” Command Button.
3. Click “New.”

M ACMS Version 4.28.25 - ACMS_9 Conflict Mainlenance

Unda

Trial Connt County: 77
Case Nusbar: |
ConflictType [ gyl |

Comments:

Enter all information.

Click “Save.”

If applicable, the program will ask if you want to duplicate this conflict across all
consolidated cases. Click yes or no.

ook

Search for Conflicts
1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Conflicts With Case” Command Button.
3. Click “Search.”
4. Enter criteria. (Leaving County value blank will display all conflict records.)
5. Click “Search Now.”
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% ACMS Version 4,78.25 - ACMS_% Conflict Maintenance

| e

Indvicuat
ot H
Triol Coust County:
Cate N | Trbal Counl Commly. (a7 'ﬂli'.-_;;
Ao Toae e —
P Inbevichast ﬂ e

et |

6. Select and edit desired conflict data fields. _ "

B ACMS Version 4.28.25 - ACMS_9 Conflict Mainenance

(o e Savn | Wow | Datate | Snmch 7 TsC
Unadi |
Individusk [ & Ay Jumos
Trial Count County: [ar ﬂ [Lotain
CaseNumber: [DOCADO7EEE -

Conlict Ty [PA | [Pessonal Acquasstance

7. Click “Save.”

View Conflicts for a Case
On the Case Form, the Assignments Form and the Events Form there is a button called

“Show Conflicts.” Clicking that button will display all existing conflicts for the current
case.

ACMS Version 4. 78,25 - ACMS_¥ Case Maintenance

Calenda Trpe:
Hedoaae Dale
Faral (Tuches Dl
[L——— =
s Complete. - -
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Delete a Conflict with a Case

1.

2
3.
4.
5

From the main screen and most other forms, press the “Tools” Command Button.
Click the “Conflicts With Case” Command Button.

“Search” for desired conflict.

When on the desired conflict press delete.

Confirm deletion.

CONFLICTS WITH ATTORNEYS

Add a New Conflict with Attorney

1.
2.
3.

ISR A

From the main screen and most other forms, press the “Tools” Command Button.
Click the “Conflicts With Attorneys” Command Button.
Click “New.”

M ACMS Version 428,25 - ACMS_9 Conflict Attorney Malnlanance

Enter all information.

Click “Save.”

This utility will create conflict records for specific cases that have the entered attorney
linked to a party. The conflict records are created if a case is open, and without
assignment records.

Similarly, when an attorney is linked to a party within a case being newly entered, the
application will create a case conflict record immediately after the party/attorney link is
saved.

Search for Conflicts with Attorneys

1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Conflicts With Attorneys” Command Button.
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3. Click “Search.”
4. Enter criteria.
5. Click “Search Now.”

M ACMS Version 428,25 - ACMS_9 Conflict Attorney Malnlanance

[ i click cm Saach M

Indrsidisat ﬂ|

I i Al

Atacney Number | al .

SeachHow |

6. Select and edit desired conflict data fields.

M ACMS Version 428,25 - ACMS_9 Conflict Attorney Malnlanance

| <] 2= Save | HNew | Delsie | Semch | * | _Ese |

Individuat (AL ﬁ| [Chmstophes A Curtin

= DhioMboiry

Atonry Musber (76037 #4] [0 Fankhouser

Condlict Typer [1Z " | [Duriness Contlict

Comments: (il

7. Click “Save.”

Delete a Conflict with Attorney

6. From the main screen and most other forms, press the “Tools” Command Button.

7. Click the “Conflicts With Attorney” Command Button.

8. *Search” for desired conflict.

9. When on the desired conflict press delete.

10. Confirm deletion.

11. Deleting specific attorney/individual conflict records will automatically delete specific
case conflict records if the case is open and has no open assignment records.
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CONFLICTS WITH TC JUDGES

Add a New Conflict with TC Judge

1.
2.
3.

4.

From the main screen and most other forms, press the “Tools” Command Button.
Click the “Conflicts With TC Judges” Command Button.
Click “New.”

M ACMS Version 428,25 - ACMS_9 Conflict Judgs Mainienance

Indivicuat || &l

Trial Const Judga: |
Conllict Type: | T @l

[——

Enter all information.

Click “Save.”

This utility will create conflict records for specific cases that have the entered trial court
judge value in its record. The conflict records are created if a case is open, and without
assignment records.

Similarly, when a trial court judge value is saved on a case being newly entered, the
application will create a case conflict record immediately after the case (page 2) is saved.

Search for Conflicts with TC Judges

1.

2
3.
4.
5

From the main screen and most other forms, press the “Tools” Command Button.
Click the “Conflicts With TC Judges” Command Button.

Click “Search.”

Enter criteria.

Click “Search Now.”

M ACMS Version 428,25 - ACMS_9 Conflict Judgs Mainienance
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6. Select a record and edit desired conflict data fields.

M ACMS Version 428,25 - ACMS_9 Conflict Judgs Mainienance

[——

7. Click “Save.”

Delete a Conflict with TC Judges

1. From the main screen and most other forms, press the “Tools” Command Button.

2. Click the “Conflicts With TC Judges” Command Button.

3. *“Search” for desired conflict.

4. When on the desired conflict press delete.

5. Confirm deletion.

6. Deleting specific trial court judge/individual conflict records will automatically delete
specific case conflict records if the case is open and has no open assignment records.
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CONFLICTS WITH PARTIES

Add a New Conflict with a Party

1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Conflicts With TC Parties” Command Button.
3. Click “New.”

M ACMS Version 4.28.25 - ACMS_9 Conllict With Parties

Enter all information.
Note: Matching criteria defaults to “NOT” (Do Not Match); other choices are “CON”

(Contains), and “STA” (Starts with). Typically, the last name field is used most
frequently, since it may contain business entity names.
6. Click “Save.”

SRR

Search for Conflicts with Parties
1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Conflicts With Parties” Command Button.
3. Click “Search.”
4. Enter criteria.
5. Click “Search Now.”

™ ACMS Versien 4.28.25 - ACMS_9 Conllict With Parties Maintenance

6. Select and edit desired conflict data fields.
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™ ACMS Versien 4.28.25 - ACMS_9 Conllict With Parties Maintenance

R Save | Mow | Deteto | soach | 7 ESC

Indidust [EAE g4 [Chstopher A Contin tinda |
Appellabor [ Mauching 40T gy [De Net Malch

Firsl Hame | Malchn [WOT 8| [ Het Match
MiddeWama: [ Haiching w1 B [ bt Match

Last Home: [Goodpmm Malchins [COH | [Hust Contan

T [ Maching [NDT # (Do Not Maich
Condhict Type [REC | [Aecuzal
I |

PartponEelily. (Goodyear Tae s Rubbes

7. Click “Save.”

Delete a Conflict with Parties

1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Conflicts With Parties” Command Button.

3. *“Search” for desired conflict.

4. When on the desired conflict press delete.

5

6

Confirm deletion.

Deleting specific trial court judge/individual conflict records will not automatically
delete specific case conflict records. Users must search for cases with similar party names
and delete conflict records via the “Conflicts with Case” method. Deleting here only
deletes the potential conditions for a conflict with a case’s party.

Creating Party Conflicts within a specific case

1. Upon saving a Party record within a case, if the party’s name meets any “Conflicts with
Parties” criteria record, the user will see the following screen:

ACMS Version 4.28.25 - ACMS_9 Party Attorney Maintenance

TrialCoutt County: |77 |S ummit Case Number: 32701 #
[State of Ohio v. Barry Dion Jones |
First N&
MiddleN: Possible Conflict Detected - Select Applicable Conflict(s)
Last Nq
Party  [Hal Goodyear
Party 5t
Rep. Ste Passible Conflicts - Click ta S lect
Party Typ Judge/Individual | conflict | party or entity
Chiistopher A. Curtin Recusal | Goodyear Tire and RubberHal Goodyear
Paity Typ
Party Typ
Party Typ
Party Typ

Applicable Conflicts - Clict to DeSelect

Judge/individual conflict party or entity
SelectAll De-SelectAl No Conflicts Create Conflicts
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Selecting a record from the “Possible Conflict” list will copy conflict data to the lower
box.

Selecting a record from the “Applicable Conflicts” list will remove the potential data
from creation.

Using the “Create Conflicts” button will create conflict records for this case.

Using the “No Conflicts” button will exit the function to create a conflict record for the
case being entered.
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Consolidating Cases

ACMS supports the consolidation of cases by generating filings, assignments, and events
for a set of consolidated cases. Once cases are linked to a consolidation number, entry personnel
are prompted as to whether they want to duplicate a filing/assignment/event for the set of
consolidated cases. Answering “YES” to such prompts will create identical transactions under
each case of the consolidated set. These transaction (filings/assignments/events) data records are
linked with a non-visible sibling number so that subsequent updates to such a record can then be
updated identically for the rest of the set of cases.

To create a set of consolidated cases, entry personnel need to first create a consolidation
number. That number is then linked to each of the cases in the set and the start date of the
consolidation is then created for each case in the set. Filings/assignments/events with action
dates equal to or subsequent to the consolidation start date are then able to be linked via sibling
number, automatically generated for set of cases, and available for common (identical) updates at
a later time.

To remove a case from a consolidated set, entry personnel can either update the
consolidation number link record with a consolidation end date, or delete the consolidation
number link from the database. The rest of the set then remains consolidated for ease of entry
and updating.

The sections below describe the use of the “Tools/Consolidations” screens and the
“Main Menu/Consolidations” function.

CONSOLIDATION NUMBERS

Add a New Consolidation Number

1. From the Main Menu or most other forms, click on the Tools Command Button.
2. Click on the Consolidations Command Button
3. Click “New”
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[% ACMS Version 4.28.25 - ACMS_9 Consolidations Maintenance

1< ‘ < ‘ > ‘ o1 | New Sa!e‘ ‘

Delete

Consolidated Number (00000

Commenl ts:

Enter the comment

Search for Consolidation Numbers

1. From the Main Menu or most other forms, click on the Tools Command Button

|
4. Enter information about the consolidation in the Comments text.
5. Click “Save.” The application will generate the new Consolidation Number.

2. Click on the Consolidations Command Button

3. Press Search.

4. Enter desired Criteria and press Search for Consolidated.
(Making all criteria fields blank will result in the list of all consolidation numbers in the

database.)

™ ACMS Yersion 4.28.25 - ACMS_9 Consolidations Maintenance

Consolidated Number  [0000

Commen! bs:

County | Case

Enter Search Criteria

Consolidated Number.

County:

Case Number:

Start D ate:

EndDate:

—

| #|

—
—
—

Search tor Consolidated

A
5. Click on desired consolidation number from the list view.

161



¥ ACMS Version 4.28.25 - ACMS_9 Consolidations Maintenance FEx

<15 [[o0 | e [ snncen| | | =]

Mumber | ~
00331 C_A Nos. 22502 and 22577 are consolidated for the purpose TRP. briefs. and presenting 0A

00332 C_A Nos. 22447 and 22598 are consolidated for purposes of filing the record and briefs and presenting
00333 C_A Hos. D5CAD024-M and D5CADO26-M are consolidated for purposes of filing the record, briefs, and p
00334 C.A. Hos. 22482 and 22504 are consolidated for purposes of filing the briefs. and presenting DA

00336 C.A. No. 22943 and 22673 are consolidated for purpose of filing record. briefs, and presenting DA
00337 C_A_ Nos. DSCAD0BEBY and DSCADDBE31 are consolidated for purposes of filing the briefs, and presentir
00338 C_A Mos. 22581, 22604, 22605, 22606, 22607, 22608, 22609, 22610, 22611, 22612, 22613, 22614, 22
00333 C.A. Hos. 22674 and 22665 are consolidated for purposes of filing record, briefs. and presenting 0A
00340 C.A. Hos. DSCADOBE62 and DSCADDSE7E are consolidated

00341 C.A. Nos. DSCAQ0B644 and DSCADDSG48 are cansolidated

00342 C_A_ Nos. DSCAD0BEB6 and DSCAD08G87 are consolidated

00343 C.A Mo. 22758 and 22762 are consolidated for purposes of filing the record, briefs, and presenting 0A
00344 C.A. Nos. DSCAO08728 and DSCAD08742 are consolidated for purposes of filing record, briefs, and pres.
00345 C.A. Nos. 22732 and 22749 are consolidated for purposes of filing the briefs and presenting 0A

00346 C_A. Nos. 22585 and 22594 are consolidated for purposes of presenting DA

00347 C_A. Nos. 22850 and 22870 are consolidated for purposes of filing the record. briefs, and presenting 0A

00343 C.A_Nos. 05Ca008849 and 05CADDBB50 are con:

00350 C.A. Nos. 22959 and 23013 are ganaalidatad to

ted for purposes of filing the record, briefs, and p
of filing the record, and presenting 0A

00351 C.A. Nos. 23020 and 23029 are ¢ of filing the record. bliels: and presenting DA
00352 C.A No. 22734 and 22757 are i for purposes of ing DA

00353 C.A_ Nos. 23056 and 23060 are consolidated for purposes of filing the record. briefs, and presenting 0A +
< >

Delete Consolidation Number

1. From the Main Menu or most other forms, click on the Tools Command Button.
2. Click on the Consolidations Command Button

3. Search for the desired Consolidation Number.

4. Once on the desired consolidation number, press Delete.

Note that if Case numbers appear in the lower box, the consolidation number cannot be
deleted since it is still in use.

(% ACMS  Version 4.28.25 - ACMS_9 Consolidations Maintenance (=1l

1< ‘ < ‘ > ‘ £l | Nal‘saze‘gearch‘ Delete ‘ ? ESC
ConsolidatedNumber  [ogzs7 Delete this consolidation
Comments: |C-A Nos. 23221 and 23222 are consolidated for purposes of filing the record, briefs. and presenting
© DA

i
i

County | case start end
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ADD A CONSOLIDATION TO A CASE

1. From the Main Menu or most other forms, click on the Consolidations Button.
2. “Change” to the desired case.

3. When on the desired case, press “new” to add a new consolidation.

4. Enter information.

% ACMS Version 4.28.25 - ACMS_9 Case Consolidations FE®
CASE | Resigmments | Camments EVENTS | FTLINGS | Issuas | PARTIES !mL“ Inquiry | Tools | Repor
|<|<|>|>I‘Nev1|saxe|ﬁhange‘§earnh‘ lhlete‘ * | ESC
Trial Court County: |77 ﬂ [Summit Case Number: [23221 ﬂ

State of Ohio v. Michael Lee Reed STATE'S APPEAL

Consolidated Number: ] ﬂ

Consolidation Comment

Consol Start Date: E
Consol EndDate: ﬁ

5. A consolidation number is required. Use the search binoculars to search for the
appropriate consolidation number to assign.

6. Consolidation Start Date is required. This date is critical to generation/updating of
filings, events, assignments across a set of consolidated cases.

7. Consolidation End Date is to be entered when a case is no longer part of a set of
consolidated cases.

8. Click “Save.”

SEARCH FOR CASE’S CONSOLIDATIONS
1. From the Main Menu or most other forms, click on the Consolidations Command
Button.
2. “Change” to the desired case.
3. Use the navigational buttons or Search to scroll through all the consolidation numbers
a case may be associated with.
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% ACMS Version 4.28.25 - ACMS_9 Case Consolidations

Trial Court County: | [Summit Case Number: [23221 al
|[State of Ohio v. Michael Lee Reed STATE'S APPEAL
Consoli Number: g4l

| start date | end date —_—

10/3/2008

Consol Start Date: | ey
2

Consol EndDate: | £
22

DELETE CONSOLIDATION FROM A CASE

1. From the Main Menu or most other forms, click on the Consolidations Button.

2. “Change” to the desired case.

3. Search for the desired consolidation.

4. Once on the desired consolidation, press Delete.

Note: Only the consolidation number link will be deleted. The consolidation number data
can be deleted from the Tools/Consolidations menu item.

{® ACMS Version 4.28.25 - ACMS_9 Case Consolidations

CASE | Assigments | Coments EVENTS | FILINGS | Issues | PRRTTES | TRIALH
|<|<|>|>I‘Nev_7|saxe|ﬂhange‘§earnh‘ ]hlete‘
TrialCourtCounty: |77 | [Summit Case Number: [23221 i

State of Ohio v. Michael Lee Reed STATE'S APPEAL

Consolidated Number [357 34

Consolidation Comment [C.A. Nos. 23221 and 23222 are consolidated for purposes of filing the record, briefs, and presenting
DA

Consol StartDate: [10/3/2006 ﬂ
Consol EndDate: E
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Events

Note: basic case information must be entered before assignments, comments, consolidations,
events, party, etc., can be entered.

ADD A NEW EVENT

1. From the Main Menu or most other forms, click the Events Command Button.

2. The event that appears will be for the case currently active in the case maintenance form.
3. “Change” to the desired case.

4. Check for conflicts by clicking on the Show Conflicts Button.

5. Click New.

M ACMS Version 428,25 - ACMS_9 Evants Maintenanca

ERSE | Resigmeenls | Cowmnls | CONSOLTDATIONS | FILINGS | Tasues | PRETIES | Teiall | Tmpuier | Tools | Epurts

1< | o | = | ut | sew | Sowe| cnangw | swaren | Slata ¢ | wm
TislCout County: (85 4| Wipne Caee Nusbes: [07CADIGS I |
Daniel P. Zamacki v. Ciin M. Hadand

EventAbbe |- ol ShowConllcts |
e = e
Everd Dot |~

Doscriplon

Evend Time: (100 AW

= |es

Evantoom: |

Az

Cily: Shale:
Comments: |

e 'y

|=

6. Enter information. Event Abbr and Event Date are required.
7. Press Save.

SEARCH FOR EVENTS

1. From the Main Menu or most other forms, click the Events Command Button.

2. The event that appears will be for the case currently active in the case maintenance form.

3. “Change” to the desired case.

4. Use the navigation buttons to scroll through all the events for the current case or click
the Search button to see them in a list view.
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[ AcMS Version 4.28.25 - ACMS_9 Events Maintenance

| < | = [ o1 | e | Sove| crange | seaven | | 5sc
TrialCourtCounty:  |BE 4] |Summit Case Number: [23221 1Y
[State of Dhio v. Michael Lee Reed STATE'S APPEAL
EventAbbr. aal | ‘
Filing Number: ["pate | time 100m abbi | description
EventDate |5/12/2006  0:00 AM. INF information on car
2/15/2007  D:00AM. SET case ready to be set
Description:
EventRoom:
Address:
Click on desired event
City:
Comments:
< >

DELETE AN EVENT

From the Main Menu or most other forms, click the Events Command Button.

The event that appears will be for the case currently active in the case maintenance form.
“Change” to the desired case.

Search for the desired event.

Once on the desired event, press the delete command button.

Confirm deletion.

U~ wd P
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Filings

In ACMS, filings are distinguished by Category: MOT for Motion, ORD for Orders, FIL for
Filings, TER for Terminations. Category types FIL and TER are critical to the Presiding Judge
Report statistics.

ADD A NEW FILING

Note: basic case information must be entered before assignments, comments, consolidations,
events, party, etc., can be entered. Filings cannot be entered until the parties are entered for a
case. Each filing requires a link to one (or more) of the parties in a case.

1. From the main form or most other forms, click the Filings command button.
2. “Change” to the desired case.

3. Click “New.”

4. Select the party related to the filing.

EBl ACMS Version 4.28.25 - ACMS_9 Filing Maintenance FEX
| < | = | o1 | e |isave | crange | seawen | = sc
Trial Court County: 84 [Summit Case Number: [23221 A
‘Slale of Dhio v. Michael Lee Reed STATE'S APPEAL

HIEINURbES Filing/Order Date: b
Category: 4| |Filing
Filing Type: 4| [Appeliee's Brief
Description: [ Name description status

ity
Reed, Michael Lee Appellee Active
State Of Ohio Appellant Acti

Docket Date:

Due D ate:

Comments:

5. Enter information.
= Filing/Order Date (should be blank for a filing that is due)
= Category (If MOT, Motion Resolved field must be updated.)
= Filing Type
= Description or Comments, if applicable
= Due Date (use the Date Calculator.)
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% ACMS Version 4.28.25 - ACMS_9 Filing Maintenance

CRSE | Rssignments | Camments | CONSOLIDATIONS | EVENTS Tssues | PARTIES | TRTALY | Inquiry | Tools | Reports
1< ‘ < ‘ > ‘ >l | New ‘ Sa!e‘ Change ‘ 5eamh| Connects | gun.s‘ Delete v ESC
TrialCourt County: |77 | |Summit Case Number: [23771 A Undo

‘Slale of Ohio v. Michael Lee Reed STATE'S APPEAL

Filing Number: [0180578 Filing/OrderDate: | &
Category: & ‘
FiingTyne: [ gl |

Description:

Enter the Description of the Filing

DocketDae: [ & Fledby: [z
DueDate: 5 Mation Resalved B

Comments:

6. Click save.

SEARCHING FOR FILINGS

1. From the main form or most other forms, click the Filings command button.

2. “Change” to the desired case.

3. Use the navigational buttons to scroll through all the filings for that case or use the
search button to see them in a list view.

F% ACMS Version 4.28.25 - ACMS_9 Filing Maintenance FEX

Trial Court County: 34| [Summit Case Number: [23221 E

‘Slale of Dhio v. Michael Lee Reed STATE'S APPEAL

Filing Number: Filing/Order Dale: ﬂ
Category: a4 |
FilngType: [ | |

dATE | categ... | type | description last name parly lype A
2/2172007  FIL OTH Other State Of Ohic  Appellant
2012/2007  FIL ALB Appellee’s Brief Reed Appellee
2/9/2007  FIL DJN Docket and Joumal Entiies W oo ring] State Df Dhio  Appellant
27672007 FIL OTH Other cale State Of Ohio Appellant
2/5/2007  FIL SUP Supplement to the Record State Of Ohic  Appellant
27272007 FIL AM  Amicus Brief Reed Appellee
12/19/2006 FIL APB Appellant's Brief testl State Df Dhio  Appellant
10/29/2006 FIL CAL Cross-Appellee's Brief State Df Dhio  Appellant
10/20/2006 FIL RCF Record Filed DJN & TOP State Of Ohio  Appellant
10/3/2006  ORD CO Consolidation Drder CA. Nos. 23221 and 23222 ar...  State Of Ohic  Appellant
9/718/2006  MOT EXT Extension of Time Ct Rptem State Df Ohio  Appellant
8/18/2006  MOT EXT Extension of Time Ct iptem State Df Dhio  Appellant
7/20/2006  MOT EXT Extension of Time CLipum State Df Dhio  Appellant
5/30/2006  FIL NAP Notice of Appearance Meil Semple enters NAP as co...  Reed Appellee
5/12/2006  FIL PTP Praecipe Transcript of Pr... State Of Ohio  Appellant
< >

DELETE A FILING

From the main form or most other forms, click the Filings command button.
“Change” to the desired case.

Search for the desired filing.

Once on the desired filing, click delete.

Confirm deletion.

arOddE
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PARTY-FILING JOINS

Adding a New Party-Filing Join

1. From the main form or most other forms, click the Filings command button.
2. “Change” to the desired case.

3. Search for the desired filing.

4. Click the Join command button.
5
6.
5]

Click the New Command button.
Click on the party you want joined to the filing.

ACMS Version 4.28.25 - ACMS_9 Filing Maintenance

[ < = [ 51 | vew | sove | cange | seamen | [ otne e
34| [Summit Case Number: [23221 E
[State of Ohio v. Michael Lee Reed STATE'S APPEAL
Filing Number: [70000, "
9 il
Party Number: |029747
Party Name: | State OF Ohio
o
Mame description status
Reed. Michael Lee Appellee Active
State Of Dhio Appellant Acti
< >

7. Click the save command button.
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Searching for Parties-Filing Joins

1. From the main form or most other forms, click the Filings command button.
2. “Change” to the desired case.
3. _Search for the desired filing.
4. Click the Join command button.
5. Use the navigational command buttons or the search button to display all parties
related/joined to this filing.
| = |t e |
| < [ = [/t | son | save | cnange | soawen | | oz w5
] [smmt  CessMumber a1 g _unao |
‘FilingNumhel [teose7

Party Number: [029747

Party Name: | State Of Ohio

Party & | party name
029747  State Of Ohio
029748  Reed, Michael Lee

Deleting a Party-Filing Join

From the main form or most other forms, click the Filings command button.
“Change” to the desired case.

Search for the desired filing.

Click the Join command button.

Search for the desired Party-Filing Join.

Click Delete.

Confirm deletion.

NogakrownE
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CONNECTING MOTIONS, ORDERS AND FILINGS

Adding a New Filing Connection

1. From the main form or most other forms, click the Filings command button.
2. “Change” to the desired case.

3. Search for the desired filing.

4. Click “Connects.”
5
6

In the dialog window, click on the Build New Connection command button.

. The filings which may be connected to the current filing will appear in a list view.

TrialCourtCounty: |77 4/ [Summit Case Number: [73221 E
[State of Dhio v. Michael Lee Reed STATE'S APPEAL
Filing Number: Filing/Order Date: i
Category: @&/ [Motion

Filing Type:

- Existing Connections
Description:

File/order | filing date ipti type party last name
Docket Date:
DueDate: :
Select Which one to connect lo
Comments:

number | dATE type | description party cat ~
180371 2/9/2007 DN test of update State Of Ohio  FIL
DIS0368 2/6/2007 OTH cieate new: then . State Of Ohio  FIL
0180367 2/5/2007  SUP Reed FIL
0180367 2/5/2007  SUP State Of Ohio  FIL
DIS0356 2/2/2007  AM Reed AL v
Build New Connection | Delete Existing Conneciion | Exit |

7. Click on the desired entry to make the connection.
8. Save.

NOTE: If the user attempts to connect a category that cannot be connected, the program will

issue a warning of that fact. If there are no filings which can be connected to the current
filing, the program will also warn the user.
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Searching for a Filing Connection

1. From the main form or most other forms, click the Filings command button.
2. “Change” to the desired case.

3. Search for the desired filing.

4. Click “Connects” to see all connections for that filing.

[ ACMS Version 4.28.25 - ACMS_9 Filing Maintenance

Trial Court County: E 'S ummit Case Number: (23221 E

‘Slate of Dhio v. Michael Lee Reed STATE'S APPEAL

el Filing/Order Date: ﬂ
Category:  [1101 M [Mation

Filing Type:
- Existing Connections

Description:
File/order | filing date | description type party last name
0173489  10/20/.. DJN & TOP RCF State Of Dhio

Docket Date:
DueDate:
Comments:
Build New Connection Delete Existing Connection Exit

Deleting a Filing Connection

1. From the main form or most other forms, click the Filings command button.
2. “Change” to the desired case.

3. Search for the desired filing.

4. Click “Connects.”
5
6.
=

Click on filing you wish to disconnect from the current filing.
Click on the Delete Existing Connection command button.

ACMS Version 4.28.25 - ACMS_9 Filing Maintenance CEX

Trial Court County: E 'S ummit Case Number: (23221 E

‘Slate of Dhio v. Michael Lee Reed STATE'S APPEAL

el Filing/Order Dale: B
Category:  [1101 M [Mation

Filing Type:
- Existing Connections

Description:
File/order | filing date | description type party last name
0173489  10/20/.. DJN & TOP RCF State Of Dhio

Docket Date:
DueDate:
Comments:
Build New Connection | Delete Existing Connection Exit

7. Confirm deletion.
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Issues

Note: basic case information must be entered before assignments, comments, consolidations,

events, issues, party, etc., can be entered.

ADD A NEW ISSUE

1. From the Main Menu or most other forms, click on the Issues Command Button.

The Issues that appear will be for whichever case is active in the case maintenance form.

2

3. “Change” to the desired case.

4, Press “new” to add a New issue.
5. Enter information on both page 1

M ACMS Yersion 4.28.25  ACMS_9 kisues Maintenance

| " | i |
Cass | mssimwmers | Clomirs | Comsslidations | EVENTS | FILiNGs | | prres | rornh | taquiey | mots | mepores

|| o [ 2] e |

Tkl Conurt Conmty [47 ul [Loram Case Humber [QUCABOSIS

[Stska af Dhia v. Chastes Pany. Jr.

Ueseriptiors [this ia the description part

6. Press Page 2
7. Enter information.

M ACMS Yersion 4.28.25  ACMS_9 kisues Maintenance

Tkl Conurt Conmty [47 ul [Loram Case Humber [QUCABOSIS

[Stska af Dhia v. Chastes Pany. Jr.
[Fas Zapton]

Cany
| [Fadoral Tioguiation

8. Press “Save.”

Note: There can only be one issue record for each case.
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SEARCH FOR ISSUES BY CASE NUMBER

1. From the Main Menu or most other forms, click on the Issues Command Button.
2. “Change” to the desired case.

Note: There is only one issue record for each case.

DELETE AN ISSUE

1. From the Main Menu or most other forms, click on the Issues Command Button.

2. The Issue that appears will be for whichever case is active in the case maintenance form.
3. “Change” to the desired case.

4. When on the desired case, press the “Delete” command button to delete the issue.

5. Confirm deletion.
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Parties

Note: basic case information must be entered before assignments, comments,
consolidations, events, party, etc., can be entered.

ADD A NEW PARTY

176

Note: A party record exists for each party for each case. If a party is in two cases, then
they will have two party records (a record linked to each case).

From the Main Menu or most other forms, click on the Parties Command Button.

The parties that appear will be for whichever case is active in the case maintenance form.
“Change” to the desired case
Click the NEW command button on the first page of the Party Maintenance Form.

1.
2.
3.
4.

M ACMS Yersion 4,28.25  ACMS_9 Parly Maintenance

I | |
CASE | RSSTEMENTS | CIOONTS | Comeolidations | EVENTS | FILTNGS | T55rs |

| |
otk | Taier | toots | Reparts

LB

v |l ) o (e | e | g [ gwien | mtr-daier | o &

|

wie | 1 | nse

ThsCoutCounty:  [47 |  [Losm
e $ |

|Statn of Ohin v, Chalns P, Js
Fusl Home: |

Appellatin |

Lo Humber. CABETSIS

Woaskis

Last Hame: |

Pasiy Statur: [Active PartyStotusDote: [7r2n7z000

&
&

Mep. Stabus | - Mop. Status Daie |
PaityTyel: [ 41 = PrisanariD: |

Paty Typa2: [ ™

L o ™Y

PatsToed: [ g4 Drsignatis | Ml
Pauty Typets: | “ Pty Oedes: |00

5. Enter all known information on Page 1.

Enter Appellee or Appellate information as Party Type 1. Then enter additional

Party Types as desired.

automatically.

If a party is “PRO SE”, enter a “prisoner ID” if available.
6. Click the Page 2 button to go to the second page and enter additional information.
7. On Page 2, if an institution is chosen (for a PRO SE party), the address fields will fill

M ACMS Yersion 4.78.25  ACMS_9 Party Maintenance Page 2

I | |
CASE | RSSTEMENTS | CIOGNTS | Comeclidations | EVENTS | FILTNGS | T55wrs |

i | e 5[] suyn| counge | suacen | mer-rctr | rem 3

|

THMCoutCaunty:  [47 | [P
wComty [T 4| |

[Statn of fihin v, Chatns Perrp, i

Caren Humber. [CABETSIS

Addvere. | Inathuten: | M
Eliptuast i
City: [ State: [ |z [ —
Phooe [ Fresw Fatnnsion %JW 5 A
Fae: | FAEstonasenr (00D
Email Adderss: |
Comments. |
8. Save.




SEARCHING FOR PARTIES

1. From the Main Menu or most other forms, click the Parties Command Button.

2. “Change” to the desired case.

3. Use the navigational buttons to scroll through the parties for the selected case or click

the search button to see them in a list view.

M ACMS Yersion 4.78.25  ACMS_§ Party Maintenance Page 2

TralCout Conmty: [0 u

[Lesnim " Cawn Husmbes: [CADETS TS |
[Statn ol fihin v, Chans Parp, Ji )

Fust Home: [ | Paty name [descoption | ot |
Siddta b ama | 0%ian. Charles
o | | Stata OF Ohin,

Loat Mome: [
Pty Statur: [
Nap. Stabus [ |
Paity Typa s [177 |
PatyTypa?: [ |
Pauty Typ3: [~
PatyTyped: [ |
Pty Typets. |

i

DELETING A PARTY

“Change” to the desired case.
Search for the desired party.

arONOE

Confirm deletion.

ATTORNEY-PARTY CONNECTIONS

Adding a New Attorney-Party Connection

1. From the main form or most other forms, click on the Parties command button.

2. “Change” to the appropriate case.
3. Search for the desired party.

From the Main Menu or most other forms, click the Parties Command Button.

Once on the desired party, click the delete command button.

4. Click on the Attorney command button.

B ACMS Version 4,78.25  KCMS_9 Party Miorney Maintenance

case | essonans| cpeces | commtsgusns | s | v | 2o | 175 | | st | ot | st
16 | e | 5| o1 | wow | save | changs | searen | mer-varer | pam 2 | wrvomay | wiea | v | [ |
LAMEoE S i ) [ /G Wit 100 -".l.i‘;l'rm.-.n;:,—_ll_ L
|Statn of Ohino v, Chalns P, Js
Fusl Hame: [Chades Appeliaton |
Middis Mame: | = Titte: |
Lost Mome: [0 Brian
Pasty Statur: [Active T [vrrzoon &)
Nep. Status (710 g4 fima Map. Status Dok (17577000
Paty Type1: [AFT 34 [Appellant PrisoneID: (367557
Pty Typa2: [ g4
L T ™Y E—
Pauty Typed: | " Drsgnate [POF g4 [Primary Dedundant
Pty Typet. | - Pasty Deibes: [ 4
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5. Click the New command button.

B ACMS Version 4,28.25 - ACWS_9 Party Atlorney Maintenance

case | westonmers | coets | Consolidations | e | s | resers | |'.‘"'-|| ‘“,,|h_,.| T
Lol o] on ] m | e | | | g i
TiaCouCooety [V 94| [imam  CoseMumbe iCABTST — =]

|Statn of Mhin v, Chalns P, Js

% {ihin Atlomey Hegatiationba (0000000 44|
AttomeyName | [Enker the Atzormey's Registration hamber
SequenceNumber 00 g4 g |
Fampiberpor Adddenas

6. Click the search binoculars next to Registration Number to search for an attorney.
7. In the form that appears, specify any part of the name, partial entries accepted.
8. Click the Search for Attorney Command Button.

B ACMS Version 4,28.25 - ACWS_9 Party Atlorney Maintenance

CAsE try | Tools | Eeports
First Hama:

LA S e | sl i | ot}
Trial Court G Lot Mame: | " :
[Stakn i Db v, | = (]
Posty Nag [Lan | Fiest | Widdie

Attpemey Nat

Sequence Humt|

by fubder:

Phod

FA
Appamance Dy % "

9. Click on the desired attorney to associate that attorney with the current party for the
current case.

M ACMS Varsion 4.28.25 - ACMS_9 Party Atlorney Malntanance

. I L
[= % 3 liu! mn.l Reports
x First Name: | —

. - [k :
¥l ot o) Last Name: Uahneun |

(Gt of Ohin v,

Parky Nag Laoat [ fiest [middle ___~
Joknzen Alan E,
Aokmzan Ritan T
Joknzen Ernie 4,
Adpkbmzan Faiz W
Soguoncs Himt Jokmzon Gany W
dubnzan doames
Emplayer Addin Johnzan Kenneth [
dubnzen Wark A
Johnsen Tlobait L
Joknzen Stephen
P Johnsen Timathy
Y dokngen Tmathy [
e Jubnzen Wy S
A -y Ak Andirs " o
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10. Use the Sequence Number field to select which address the attorney is using for the

current case.

M ACMS Varsion 4.28.25 - ACMS_9 Party Atlorney Malntanance

| " |
. 8 e B2 | mureser |
VoalConnt County. (47 34| [Lovain Cane Number: [00CAQU7S S |
[Gtatn of fihin v. Chaing Py, It =l
Paity Name: [ Addrenr_ _ | primary | invalid |
100 51 hird S, Cohmbas, 08 432150000 Yes Na
1230 Sinnt, Cobanbusz, OH 43515 Ho Na
Attorney Mo [
Soguonce Humbe ||
L2 F [k on desrad ]
Phane: ||
Faxe |
Appoarance e[|
e ad

11. Enter any additional information.
Lead Counsel and Notification fields default to “yes.”

12. Save.
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Searching for an Attorney-Party Connection

1. From the main form or most other forms, click on the Parties command button.
2. “Change” to the appropriate case.

3. Search for the desired party via the Atty-Party button.

4. Click the attorney button.

M ACMS Version 428,25 - ACMS_9 Party Attornay Malntananca

S e e e i ] )] e

TislCoutCounty:  [CH 94|  [oram  Cowhumber[pocavorsss g4
Gtatn of Ohio i |

R — dtoiney [paty | dosciption [ begin [ and
MiddioH ama: Ununahan, Kaeig OBrian. Charkes Appellant 7712/200
| Pouy, Hiel FHnan, Chades Agpellant FNGS2007

Last Name: [ White. Gregory Stale OF Oia, Appellce 17772000

Prasly Slabux

Mop. Statue |

Paly Type 1
Paty Typa 2: |
Panly Type 3.
Paty Typad: [
Paty Type 5: |

5. Use the navigational buttons to scroll through all the attorneys connected to the party or
press the search button to see them in a list view.

Deleting an Attorney-Party Connection

From the main form or most other forms, click on the Parties command button.
“Change” to the appropriate case.

Search for the desired party.

Click on the Attorney command button.

Search for the desired attorney connection.

Once on the desired attorney connection, click the Delete command button.
Confirm deletion.

NogakowdnpE

Note: The attorney will still be in the database. Attorneys can only be deleted through the
attorney maintenance form. Only the connection to this party for this case will be deleted.
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Reasonability Checks

ACMS provides multiple data reasonability checks in order to enhance data entry edits.
These checks are to insure that the correct event, filing, party, or trial court types are used for
cases with a specific Supreme Court case type. Edits are also provided to insure that filing
category and filing types are compatible and to prevent errors in the Presiding Judge Report.

SC TYPE VS EVENT TYPE

Entries here will permit creation of case Event records if the case’s Supreme Court Case
type and the entered event type are listed in this table.

1. From the Tools Menu, click on the SC Type vs Event Type button.

% ACMS Version 4.28.25 - ACMS_9 Event Type Reasonability

Sc case type ‘ permitted event type

Supreme CourtCase Type: ﬂ ‘
Event Type Permitted: ﬂ ‘

Use the Add Button to enter a new entry.

Click Save.

Select an entry in the list view to edit its contents.

To Delete and entry, select it from the list view; click Delete button.

arwn
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SC TYPE VS FILING TYPE

Entries here will prohibit the creation of specified Filing Type records if a case’s
Supreme Court case type and the entered filing type are listed in this table.

1. From the Tools Menu, click on the SC Type vs Filing Type button.

[ ACMS Version 4.28.25 - ACMS_9 Filing Type Reasonability

case lype prohibited filing type

MMOoOA>|w
o

COM

Supreme Court Case Type: m ‘
Filing Type Prohibited M [

A

2. Use the Add button to enter a new Supreme Court Case Type/Filing Type pair.
3. Select an entry in the list view to edit its contents.
4. To Delete an entry, select it from the list view; click Delete button.
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SC TYPE VS FILING TYPE

Entries here will prohibit the creation of specified Party Type records if a case’s
Supreme Court case type and the entered party type are listed in this table.

1. From the Tools Menu, click on the SC Type vs Party Type button.

78 ACMS Version 4.28.25 - ACMS_9 Party Type Reasonability 9 [=1]E3]

Sc case lype | ibited party type
OTH

Supreme Court Case Type: E ‘
Panty Type Prohibited: ﬂ ‘

2. Use the Add button to enter a new Supreme Court Case Type/Party Type pair.
3. Select an entry in the list view to edit its contents.
4. To Delete an entry, select it from the list view; click Delete button.
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SC TYPE VS TC TYPE

Entries here will permit the creation of specified Trial Court Type data if a case’s
Supreme Court case type and the entered trial court type are listed as a pair in this table.

1. From the Tools Menu, click on the SC Type vs TC Type button.

[® ACMS Version 4.28.25 - ACMS_9 Trial Court Type Reasonability

Sc caze lype | permitted trial court type
F DOM
F Juy
F PRO

Supreme Court Caze Type: G4 |
Trial Court Type Permitted: i |

2. Use the Add button to enter a new Supreme Court Case Type/Trial Court Type pair.

3. Select an entry in the list view to edit its contents.
4. To Delete an entry, select it from the list view; click Delete button.
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FILING TYPE VS CATEGORY

Entries here will prohibit the creation of specified Filing Category/Filing Type data if
the entered filing category and filing type are listed as a pair in this table.

1. From the Tools Menu, click on the Filing Type vs Category button.

% ACMS Version 4.28.25 - ACMS_9 Filing Category vs Filing Type Reasonability

Invalid Filing Category v=Filing Type Combnations

Filing category filing type
FIL TDC
FIL TDH
FIL TDO
FIL T54
FIL TSR
FIL 110
FIL VL
MOT NOA
0ORD NOA
TER NOA

Filing Category: ’_ E |
Filing Type: ’_ E |

2

2. Use the Add button to enter a new Filing Category/Filing Type pair.
3. Select an entry in the list view to edit its contents.
4. To Delete an entry, select it from the list view; click Delete button.
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Recommended Values for Codes Files

CODES FILES

Many of the fields used draw their information from a specific list (for example, the filing
abbreviation). In this document, those lists are referred to as “Codes Files”. The code file
contains the abbreviation used on other forms as well as the description of that abbreviation. The
Codes Files can be found on the Tools Form.

The Presiding Judge Report searches for specific codes. Not all of the following codes must be
used, but if any of the codes below are replaced with alternate codes, the report will not run

properly.

FILINGS:

Reactivations:

REA - Reactivation

NOA - Notice of Appeal

MDA - Motion for Delayed Appeal

MLA - Motion for leave to appeal

COM - Complaint (for Original Action type cases)
MUR - Murnahan

TRI - Transferred in

Terminations:

TER - Termination

TVL - Voluntary Dismissal
TSC - Show Cause Dismissal
TDO - Dismiss after motion
MUD - Murnahan Denied
TDC - Decision

TBK - Bankruptcy

Briefs:

CAB - Corrected Appellant’s Brief
ALB - Appellee’s Brief

APB - Appellent’s Brief

REB - Reply Brief

CAL - Cross-Reply Brief

Initial Entry:
DJN - Docket & Journal

TRP - Transcript of Proceedings
RCF - Record Filed
11B - Record Complete
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TRIAL COURT CASE TYPE (NECESSARY TO DISTINGUISH SUPREME COURT CASE TYPE F)
DOM - Domestic Relations

PRO - Probate

JUV - Juvenile

ASSIGNMENT TYPES
OAJ - Oral Argument Judge
BAJ - Brief Author Judge

The following event types are used for the “Set Briefs Complete” Utility.
EVENT TYPES
SET - Set Oral Argument

OAR - Oral Argument
SUB - Submitted on briefs or Case to be Submitted
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Reports

The Reports menu provides access to the Presiding Judge Report, Appellate Judge
Report, and Create Envelope Merge File. There is also a section for connecting to the MS-
Access reporting tools.

DM ACMS Version 428,25 - ACMS_9 Reparts

Reports
s Juthyr: g

Appeliatn Judge Fopet |

Aremes Rep st

AdocReports |

PRESIDING JUDGE REPORT

1. Enter report criteria for ending and beginning dates.

M ACMS Version 428,25 - ACMS_9 Prasiding Judps Repart

GuarterEndng Dot [FETR0T] Quarber Staming Dok [ 0000

Physscal lnvonton Dde |

OutpatFile: |

Include Detale [~

uuuuuuuuu

2. Physical inventory date displays on output.
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3. If details are desired, select column (Supreme Court Case Type) and report line.

M ACMS Version 4.208.25 - ACMS_9 Presiding Judpe Repert

e ESC
GuarterEnding Dot 67277007 Quarter StatingDabe: — [a/122007 g |
Physscallnvontoy Dae |

OutptFike: |

IncludeDetale 3

Desired Cobumn: |7 - Coiminal Appmals Common Pt %
H - Commnal Appeals willcalh Prnalty
g lal:-ml H MM rals Mued & County
s : fons
sl E . Civil Appeait Comman Pleas
T Dom - Common Mass Domestic Aelation
F PAD - Common Plnas Pichiale
F AUV - Common Ploas Juvends
G - Civil Appeals Muni L Coumay

DesnediLing;

Create Hepor

CrealeMeige File |

4. Click “Create Report” button.

Look . [ 9 Minith District - s ®m e E-

5 Coagsrpts!
5 b rpkse

My Recent | [Z] 06300¢pi. ninth, kxt
Documents 2] updates bt

?[—-_-

Desktop

My Documents

tdy Computer

by Metwork File name:; | j Dpen |
Places
j Cancel

Files of type: |Text Files [* tat]

5. Enter desired location for output text file. Click “Open” button.
6. Application will return to entry screen when finished creating the report file.
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APPELLATE JUDGE REPORT

1. Enter period ending, start dates as desired.

2. Select specific Judge abbreviation if desired. If blank, all judges will be listed on
separate pages in output display.

3. Check “Details” box if case number details for summary totals are desired.

[ ACMS Version 4.28.25 - ACMS_9 Appellate Judge Report (=1l

Quarter Ending Date: [6/30/200 Quarter StartingDate: 47172007
PhysicalInventory Date:

Individual Judge:

)l

\
IncludeDetals: [~
\

OutputFile:

Create Report

4. Click “Create Report” button.
Look in: [ () Ninth Distict | e @ E-

[Choasistpts

i Crptse
MyRecent | [£] 063006p) ninth, bt
Documents [Z] updates.txt

\\ g e
; W‘ )
» 3

=)

ty Documents

=z
S
o
2 gl-L.:-'
=)
=3
3

My Network — File name: [appine300e d| Open |
Places
Files of type: |Text Files [ tt) j Cancel

5. Enter desired location for output text file. Click “Open” button.
6. Application will return to entry screen when finished creating the report file.
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CREATE ENVELOPE MERGE FILE

This function provides the ability to create a text file listing name/address information for
a case’s parties and attorneys. The resultant text file can be used as an input merge file for MS-

Word envelope and/or document template files.

1. From the Reports menu, choose “Create Envelope Merge File”.

2. “Change” to the desired case.

3. Click “Include Attorneys”, “Include Parties”,“Only Active Parties” as needed.

(= ACMS Version 4.28.25 - ACMS_9 Create Envelope Merge File

B(=1ES)

Change ESC
Trial Court County: |47 M Lorain Case Number: [00CA007535 M
|State of Ohia v. Charles Pemy, Jr.
W finciud ¥ DnlyActive Parties
¥ Include Parties
OutputFile: [
Create NewMergeFile
Append to Existing Merge File
Z |

4. Click “Create Merge File”.

5. Enter desired location for output text file. Click “Open”.

Merge File @

Loak jn: | I) ACMS Testing j EF Ea-
Y [Z] apjorhamo0s bxt [£] mergen0CAIN7S3S bxt [Z] pin&aninth, aasis. 150
[Z] apjothe0066, bxt [Z] pioth0630. 150, bxt [Z] pin930.5th.txt
My Recent [Z] apjothc. bt [Z] pisth0s3001 bt [Z] pin930oasis. bxt
Documents /(7] nid0s06ALL et [£] pioth0g30D2. bxt [Z] pil231PEN] bxt
9 [Z] apjudwineyz,bxt [£] pjotho93003, bt [Z] pj1231PENZ bxt
[£] appo930,9th.kxt [£] pjotho63006, bt [%] pjt231pena. bxt
Desktop %] appin9an. casis.kxt %] piorhn93n06, kxt [Z] pit231REA bxk
. ] appifLL.txt [£] piotho30060, kxt [Z] pine3n1a,.kxt
__] [Z] appiHandwark. bt [Z] pisthB0&3006. kxt [Z] pings01c. ket
- ; 1] appiud1. bt [Z] pilSadet bxt [Z] pin6301F bxt
P HOCUMENE %) o npiudz. bt 2] pios1 s ket 2] pi06301Fdom.txt
— %] appjudosoensa. txt [£] pio3aioe. bt [Z] pimergensoe txt
_J)J_E %] appjuds0s06., xt [£] pin3a109.txt [Z] pjninth. 15d.txt
My Computer [£) be10310asis.bxt %] pjoa3110.txt [Z] pirinth.0630.10d, kxt
[Z] be1031064, kxt [£] pjos30, 100, kxt [£] pasixthi2a.kxt
U < >

y Metwark File nhame: mEr-:r—.l'll 007535, tx j Open |
Places
Files of type: | Tt Files [*.kat] j Cancel

—y

6. If data is to be concatenated to another file of case name/address data, use the “Append

to Existing Merge File” button instead.
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7. Application will acknowledge contents of merge data file with message box.

Merge File Complete

] Merge entries for:
J‘) 3 Attorneys
1 Parties
were written to file C:\Documents and Settings\crossmajify DocumentsiaCS Testingymerge0DCADOTS3S. bt

8. Use “ESC” to exit function.
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Set Briefs Complete

SET BRIEFS COMPLETE FOR ONE CASE AT A TIME

In the Filing Type Maintenance form, when creating a filing type, put SET in the Associated
Filing Type field. Then, whenever a filing is created with the indicated filing type, an Event
type of SET will be created.

SET BRIEFS COMPLETE FOR MULTIPLE CASES

1. From the Main Form and Most other forms, click on Tools.
2. Click on “Set Briefs Complete.”

3. Enter Due Date

4. Click either “Print Report” or “Update and Print Report”.

ol Article IV Version 0.3.28 Archive Utitity E]@
EsSC
DueDate:

ReportMame: ‘

Create Report |

Set Complete and Create Report |

[

Print Report:

The cases on the report will match the following criteria:

1. Non-archived

2. Briefs complete date is blank

3. Final order date is blank

4. Have afiling of the ALB type where the
= Final order date is blank
= Filing due date is less than today.

193



The fields that appear on the report will be:

1. County
2. Case
3. Due Date on ALB type filing record.

Update and Print Report:

The cases on the report will match the following criteria:

1. Non-archived

2. Briefs complete date is blank

3. Final order date is blank

4. Have afiling of the ALB type where the
= Final order date is blank
= Filing due date is less than today.

The fields that appear on the report will be:

1. County
2. Case
3. Due Date on ALB type filing record.

The program will create an event with the following information for each case on the report

County

Case Number

Filing Number

Event Date (due date value)
Event Type (SET)

arODE
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Security

ADD A NEW USER

1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Users” Command Button.

3. Click “New.”

(™ ACMS Version 4.28.25 - ACMS_9 User Maintenance

1< | < ‘ > ‘ El | Hew | Sale‘ Search Telete

First Name:
Middle Name:
Last Name:

Log On Name: ‘

Comment:

Enter the user’s last name.

Enter the user’s logon.

All other fields are optional.
Click on Capabilities.

All capabilities will default to “no

o No ok

’ Click on the desired capability or Copy another

user’s capabilities into the current user.

9.

10. Also check “Allow U

Check “Allow Access” for read-only ability for the current selection.
pdate” for editing

ability for the current selection.

[® AcMS Version 4.28.25 - ACMS_9 Capabhilities Maintenance

Users 2> ESC
A Undo
es  Tes
5 5 First Name: [John
Yo o Middle Name:
Assignment Sercen Yes  Yes  [Cossman
Assignment Type Codes Yes Yes LastName: [Crossman
Attomey Address Screen Yes  Yes Log On Name: [Ciossmal
Attomey Screen Yes  Yes
Attomey Slalus Cnde: Yes  Yes
e Inquiry Screen  Yes  Yes
s Yes  Yes
ation Screen Yes  Yes
s Yes  Yes T a—
Ea:e Sensativity Iype: Yes  Yes
& Summary Repor Yes  Yes
Categnry Codas Yes Yes ¥ AllowAccess
Yes  Yes
Yes Yes v Allow Update
Yes  Yes
Yes  Yes
Yes  Yes
Yes  Yes
Yes  Yes
County Codes Yes  Yes
Dispasition Type Cades Yes  Yes
Distriot Reports Yes  Yes
Envelope Merge File Report Yes  Yes
Event Room Codes Yes  Yes
Event Screen Yes  Yes
Event Type Codes Yes  Yes
Filing Screen Yes  Yes
Filing Type Codes Yes  Yes v
% |

11. Click “Save.”
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COPY A USER’S CAPABILITIES TO A NEW USER

1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Users” Command Button.

3. Search for User or enter new one.

4. Click on Capabilities.
5
6.
5]

Click Copy.
Select the desired user from which you wish to copy capabilities.

ACMS Version 4.28.25 - ACMS_9 Capabilities Maintenance

Com|  Sau] g | =
Click on user with the capabilities to be copied
Last [ rirst [ middie
admin admin
Class Demo
Crossm John
Doe John
Evans Chere’
Lenge Linda [
Ritter Scot
Smith Joe —_—
Testihng
TEsting
Valluri Sowiany
Walsh C Michael
Z|

7. Make any modifications.
8. Click “Save.”

UPDATING USER PREFERENCES

1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Users” Command Button.
3. Select the appropriate user via the navigational buttons or the “Search” button.

[ ACMS Version 4.28.25 - ACMS_9 User Maintenance FBEX

1< ‘ < ‘ > ‘ ] | Newr ‘ Saga‘ Eeart:h‘ Delete ‘ Capabilities | [ Preferences

First Mame: [Demo
Middle Name:
LastName: [Class

Log On Mame: |E|a”

4. Click the “Preferences” Button.
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B8 ACMS Version 4.28.25 - ACMS_9 Personal Preferences FEX

Save ? ESC

Select Starting Fomn StartFormWith Search Other Choices
& $ain: ¥ Tool TipsEnabled

" Case

" Assignments LIS oant [« Durationof Splash
" Commenl ts [~ Comments

" Consolidations [ Consolidations

© Events I Events
" Filings I~ Filings
" lssues

~ Parties I Parties
© Traltt I~ Trial#
" Inquiry

" Reports

" Toals

5. Update as requested.

SEARCH FOR A USER

1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Users” Command Button.

3. Click “Search.”

4. The users will appear in a list view — click on the desired user.

F® ACMS Version 4.28.25 - ACMS_9 User Maintanance A=

First Name: | | ast | First [ middie [ tog on [
Middle Name: | admin admin oasimd i
Class Demo Class

Last Name: | Crossman John Crossmal
Doe John idoe
Log On Name: | Eyans Chere'
_ | Lenge Linda [ Iclenge
Comment: | g Scot Titters
Smith Joe jemith
Testihng testing
TEsting testing
Valluri Sowianya valluris
wal C Michael cmwalsh

DELETING A USER
1. From the main screen and most other forms, press the “Tools” Command Button.
2. Click the “Users” Command Button.
3. Search for the User.
4. Once on desired user, click on delete.
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% AcMS Version 4.28.25 - ACMS_9 User Maintenance

1< ‘ < ‘ > ‘ El | Newr ‘ ﬁale‘ Eeart:h‘ Delete ‘ Capabilities | Preferences z ESC
onao
First Name: [Demo
Middle Name: ’7
LastName: [Class
LogOn Mame: [Class
Comment:
|

5. Confirm deletion.
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Trial Court Number

Note: basic case information must be entered before assignments, comments, consolidations,
events, party, etc., can be entered.

ADD A NEW TRIAL COURT NUMBER

1. From the Main Menu or most other forms, click the Trial# Command Button.

2. The record that appears will be for the case currently active in the case maintenance form.
3. “Change” to the desired case.

4. Click “New.”

5. Enter new trial court number.

6. Press Save.

One may also enter a trial court number in the appropriate field on page two of the case
maintenance screen.

SEARCH FOR TRIAL COURT NUMBER

From the Main Menu or most other forms, click the Trial# Command Button.

The event that appears will be for the case currently active in the case maintenance form.
“Change” to the desired case.

Use the navigation buttons to scroll through the Trial Court Numbers for that case or
click the Search button to see them in a list view.

Awnh e

(M ACMS Varsion 4.28.25 - ACMS_9 Court Trial Mumber Maintanance

Tonal Conmt Conurty: (EED |Lorain Cate Number: [00CADD7SIS ﬁj

[Gtate of Dhio v. Charbes Perry, Jr.

CH 1Y [T DA

DELETE A TRIAL COURT NUMBER

From the Main Menu or most other forms, click the Trial# Command Button.

The event that appears will be for the case currently active in the case maintenance form.
“Change” to the desired case.

Search for the desired trial court number.

Once on the desired Trial Court Number, press the delete command button.

Confirm deletion.

oo wdE
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Troubleshooting ACMS

CONNECTIONS:
1. Ijustentered a filing and | want to connect it to another filing, but it does not appear in the
list view.

The display of existing connections reflects what has been saved in the database. A
newly created connection must be saved to the database by clicking on the Save
command button.

COPYING A CASE

1. |1 copied a case and told it to copy the filings as well, but the filing button doesn’t show in all
capitals, so I’m afraid the information isn’t there.

Until the copied case has been saved (to the database), the upper row of command
buttons will not reflect (be displayed in upper case) the presence of Filing, Event, Party,
etc., data as being in the database.

COMMENTS
1. | tried to search for comments by using the Search button and only 1 comment appeared.

Search only shows the comments for the specified case. First switch to the desired case,
then choose Search to see all the comments for it. If there are no comments for the active
case, the Search button will be deactivated.

HOT KEYS
1. None of my hot keys are underlined! How do | know what they are?

This is a Microsoft feature that comes standard with Windows XP. Go to your desktop
and right-click. Open Properties and go to the Appearance tab. Press the Effects button.
The last checkbox option says ““Hid underlined navigation. . .. until | press the Alt
button.”” Unclick that checkbox option, and all hot keys will be displayed.

CHANGING TO A NEW CASE

1. I entered an invalid case number. So now I’m trying to click on the binoculars but it just
keeps telling me I have a bad case number.

Delete the contents of the case number field, then click the binoculars.
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“CHANGE” COMMAND BUTTON
1. My change command button disappeared!

First, check to be sure that you are on a screen that has a change button — some don’t.

Hit the ESC key or button to back out a level. You’ll probably have your change button
there. If not, check the capabilities in the security settings.
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