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PlannIng, AcqUiring, and Implementing Court AutomatIOn 
&. Re-engmeenng 

Workshop 
The purpose of this workshop IS to help the courts effectively acquIre and Implement 
technology By understanding automation Issues processes deCiSion pOints structures options 
consequences and problems the court manager IS better prepared to face the realities of case 
management SJ stems development 

The first step In the process IS the creation and acceptance of a Court AutomatIon StrategIc Plan 
The strategic plan will 
• provide gUidelines for developing the requirements analysIs architecture strategies and 

applications concepts for court automation and re englneenng 
• establish the scope boundaries direction and complellon cntena of the effort 
• establish the prlorttles of the automation objectives so that prOject efforts may be chaMeled Into 

achieVing those goals 
• ensure that the e\pendltures for automation funds Will be toward cost effectlve and effiCient systems 

solutions 

To ~Hlte the strategic plan we must discover the purpose scope objectives assumptions definttlons the 
bUSiness bacl-ground information management structure pnortllzed system goals the assOCiated 
crttlc'll success factors and the Implementation strategy 

ThiS ~,orl-shop 1\111 begin the collecllon of this informatIon 

Purpose of Automatmg Court Systems 

InformlltOn consumes the attention of ItS recIpients It devours resources allocated to I[S 
colieclton mlnagement and dlstnbutlon New and better (and more expensive) tools are available 
to tl) and sallsf) the information appelltes of organtzattons trying to remain competttlve, to operate 
II Ilh groll Ing worl- loads and shrtnl-tng resources or just to survive 

In the court Improvtng service by applYing eXisting and emerging technologies creates a new set of 
oppOrtunlllCs and problems For example thoughtful reenglneenng requires strategic changes In 

organizational structure In [he manner In which courts do bUSiness with partIes and laYlj'ers and In 

th~ role of court managers Reengtneenng espeCially when done With technology Will not only 
chang .. ho" courts do bus lOess It also 1\111 affect and perhaps radically alter what their bUSiness IS 

Glv~n lh~ Significance of these changes courts must give careful thought to approprtate ways to 
Identlr. acquire and Implement technology 

Automated support systems benefit the courts In many ways Among these benefits are 

Reduction of Repetitive Tasks 
Among the most obVIOUS benefits IS multtple outputs from stngle tnputs For example a cIerI.. enters 
the name of a pal1v tnto an automated tnformatlon system at case filing That stngle entry can be 
used for many purposes such as s)stem generated case Itsts name tndextng, and document 
generallon 

Enll'lncement of D'H'l Quaht) 
Courts use [\10 prtmarv mechanisms to enhance data qualtty--loglCal edlttng and exception 
reporting Logical editing Increases the accuracy of the systems tnformatlon by perfonntng some 
baSIC checl-s on Incomtng data For tnstance the system may compare the current date with that of 
an alleged Violation If the vlolatton date does not precede the current date by the correct number 
of days an error message IS generated and the tncorrect date IS rejected 

Exceptton reporting also assures the qualll'V of IOformatton Supplied With SUitable tnstructlons the 
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computer can keep track of Incomplete records For example, If cases require certam documents 
to be Ii kd \1 Ithln a Ii '(ed number of da)s the computer can search Identify and list cases that have 
missed the deadline 

Increased Information Accesslblht) 
Computers allow many mdlvlduals to view the same Informanon simultaneously If one person has 
phYSical possession of a file others may obtam Information about that case from the computer The 
computer allo\\ S Viewers to find and access case Informallon In multiple ways (e g through 
inquiries uSing partY names case numbers or dates) Additionally any computer system has the 
potential for Improving and speeding up on site and remote access to vital case information 
Through deVices such as Video display screens and modems record Information may be retrieved 
In seconds from many locations 

Increased OrgaOlzatlOnal Integration 
Most court processes depend on Information By allOWIng mformatlon to be shared between 
diVISions and departments the computer helps Integrate the organizational components of the court 
These organizational Units become more functionally IOterdependent and less Isolated because they 
use and rely on each other s wor" 

Enhanced Statistics and Monttormg 
Number crunching IS a strength of the computer II counts samples and analyzes at a level that If 
done manuJllv would be labOriOUS and e~penSlve Armed With IOfonnatlon and analYSIS provided 
by COO1put~r 5\ stems coun leaders can enhance JudiCial operations planning and pollcymakmg 
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The S) stems De" elopment Life C) de 

The systems de.elopment life cycle (SOLC) IS a tenn that describes the process of butidlIlg 
installing and operatmg computerized information systems It IS a life cycle because every system 
has a begmmng and an end It IS cychcal because the begmnlng and endmg pOints are Jomed as 
work stops on one system It begms on Its replacement The systems development life cycle 
Illustrates the development process for court case management information systems Too many 
court managers vIew the systems development process as a constructIon project that IS once the 
buildIng IS complete linle needs to be done (e'(cept occasional remodehng) for the ne'(t 50 years 
In realtty the Inttlal development process IS only the beginning of an ongomg cycle The steps In the 
SOLe are planntng acquiring/developing, and ImplementIng 

Figure 1, The System Development life Cycle 

OperatIon 
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of Need 
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Preparation 
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Evaluahng 
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The Real World 
The real .... orld IS not II"e a textbook The challenge IS to make Ideas \\or" 10 surroundings that are not 
so hospitable where e .... ceptlons and the need for adaptation are the rule 

In the real world complete system specifications do not eXIst Nobody In an orgaOlzatlon ~ows 
everythlOg about how the orgaOlzatlon works though someone knows about each part Chances 
are they wlil not remember all the Important details when asked but Will be able to descrIbe .... hat IS 
wrong \\ Ith the system after installation No one can describe exactly what they want In a system 
and what they want IS not always the best solution Nor IS It always what they want later on after 
Implementation 

In the real world It IS ImpOSSible to predict accurately how long I[ will take to do a Job or how 
much It will cost If the court }...new In advance the full duration and total expense of any project It 
might not pursue I[ or the funding body might decline to provIde the necessary resources 
In the real world almost anythIng can be done but not everything Each deCISion eliminates 
posslblll[les 
In the real world personalities must be accommodated politiCS may Win over reason 

Despite these obstacles and difficulties most software development projects are successful But the 
more "no\\ ledgeable and e'<penenced the project team the more likely they will be to antlclpale 
and overcome problems and complete the Job In a satisfactory manner 

The Problem of Automating Courts 
I do not claim to "now everything about court automation 
I do ho\\e\c:r claim the title of veteran I have been 10 tne trenches and fought IR the bactles I have 
planned and mJnaged I have succeeded and I have failed [do not I-.now everything but I ~ow 
manv (hlOgs Mv hope IS (hat the thlOgs (hat I have learned along wllh your court expenence and 
I-.no\\ ledge \\ c "til succeed 

I would III-.e 10 reView 51'< distingUishing charactenstlcs that best e'<plaln why court automation IS 50 

dlfficull 

Court Processes Are Complicated 
Here IS an analogv to the court process Predicting when and how a case will be resolved IS lI"e 
thrOWing a slle" In a river and guessing where It will end up and how long It will tal-.e 10 get there 
Imagine that the nver IS crashing down a mountain Side being rtpped by boulders and fallen trees 
sectllng In pools here and there but never staYing long When you throw a StlC" In a tumbling stream 
~ou never /..no\\ \\here It \\l1J emerge It may reach the center of the now and disappear from Sight In a 
second or (\\0 It might get caught In a \\eb of branches and not move for years It might end up 
sWirl 109 In on eddY gOing around and around never getting anywhere 

If guesSing \\hat will happen to a court case IS Similar to guessing how a piece of wood will behave 
In a mer then automation of the JudiCial process becomes a game of statistical probability more 
than an e'<ercise In architectural sCience Computers do very well with nice clean tidy rules The 
tangled \\eb of uncertaln'Y that IS our legal system almost defies automation 

On t1 Stru ctu res Are In trlcate 
Databases conSISt of indiVidual pieces of information called fields or data elements A case number 
ti ling date diSpOSition code or defendant name could be conSidered a field The deSIgner must be 
concerned \\ nh Idenufymg the data elements that are essentIal, how much space 
each will requtre how many tImes each will be used and where and how they Will be used 
Determining ho\\ data elements are used IS one of the greatest technical challenges of deSigning court 
automallon These deCISions are based on a determmatlon of whIch of three I.lnds of rei allons hips C'<ISt 
be(\\een the indiVidual data elements The t)pes of relallonshlps are 

Simple or one to one relationship 
Hierarchical or one to many relallonshlp 
Relational or many to many relationship 
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A simp!.:: relationshIp e,(lsts \\hen two data elements always occur together and there IS only one of 
each A simple relationship usually would e,(lst beC\veen the case number and the date of filing The 
same could be said for defendant name date of birth, gender current address etc ThiS 15 a one to one 
relationship 

A hIerarchical relationship eXists when one field IS dependent on another and can occur multiple 
!tmes For example dozens of court e\ents can occur In a Single case but each event usually 
applies to a Single case ThiS IS a one to many structure, one case haVing mul!tple parties events 
etc These !\pes of relationships are more difficult to model In the computer system, as they would 
be on paper 

The final and most difficult relatIOnship IS the many to many or relatIOnal structure In thiS scenano 
fields are related but Independent of one another For example a case might have many attorneys 
associated With It but those attorneys mIght be Involved In dozens of other cases If a court 
automation s,stem were created with a hierarchical rehntonshlp. attorney informatIOn would be 
entered for every case to which an attorney was aS~lgned If the attorney s addressed changed It 
wou Id be nec essary to Identl fy and change all that attorney 5 cases 

Several Important many to many rela!tonshlps e\lst In a court case management system between cases 
people time and money 

Courts Org'lnlze Work Differently 
Each court has ItS 0\\ n way of dOing things that make adapting a Uniform automation system a great 
challenge Us~rs ne\er seem to be satisfied with the system deSign because It doesn t fit their 
Internal procedures ThIS IS the main reason that court automation IS so dIfficult to transfer from one 
place to another 

JUdlClll Technolog) Is Not Mature 
In spite of tht. fac that courts have been automating for decades the technology In use IS not 
mature It t~ changing so rapidly that most systems are obsolete shortly after Implementation While 
computers lre used to address many routine and repetitive tasks In the courts theIr potential for 
helpIng" Ilh mort. comple'( \~ork IS yet to be realized 

Man\- Courts Are Not Ready For Automation 
As \\ ill be re\ le\\ed later courts must be prepared for automation It requIres a certain level of 
"10\\ Id",e Jnd skill that often IS missing In court leadership and staff Tradition bound procedures 
limited resourc~s a l;J.ck of training and unWillingness to change contnbute to the problem 
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Management strategies playa key role throughout the process Management strategIes help til the 
systems development life cycle Into the real world of day to day court operation and management 

LeadershIp 
Planning 
DeCISion Ma~lng 
Managing Projects 
Managmg People 
ManagIng Change 
Managing E~pectallons 

Many projects fall because they ta~e short cuts tn the systems development life cycle 
Others fad even though they follow thIs structured process to the letter Lack of attentIon to 
managemenl Issues can e~plaln many of these fallures 

LC1dcrshlp 
Infonnauon s) stems development IS a long term project It takes a commitment 
of [lme mone) and people \\ho must be able to wor),. dlhgently and patIently to achIeve the 
successful Implementation of the technology It IS detinltel) not for the ImpatIent 

All large projects requIre four leadership roles (sponsor champIon rntegrator and manager) 
The sponsor IS usually a polICY level person who IS s),.lllful In shaping the POlrtlCS of the organlzaCion to 
ensure that the requIred money staff and other resources are available to the project The champion 
carnes the message of the benetits of the project mar),.etlng them to the vanous organlzallonal 
COnStltU~I1CI~S The Integrator resolves the connlcts of competrng organizatIonal pnorUles and bUIlds 
consensus through communication s~dls The manager orchestrates the admrnlstratlon of the project 
according to the prOject plan A person may till more than one role or a role may be 
shared bv more than one person 

Sponsor" 
Champion" 
Inlegrator" 
Manag~r" 

LC1dcrsillp ChCChhst 

Leadership IS CritIcal In successful automallon projects 

VISion 
Leaders must have a clear pIcture of where the court should be and how to get there DIstorted VISion In 
project leadership (unreallsllc expectations erroneous beliefs about the capabIlJlles and limItatiOns of 
technologv rnadequate comprehenSion of the comple'my of the JudiCial process qUl'~OtlC budgetrng and 
lime scheduhng) IS a sure prescrlpllon for faIlure despIte the cahber of project staff or the qualrty of the 
finlsh~d product 

i\1and1le 
Cou('[ mff must understand that the judges admInistrators clerical staff and techniCIans aSSIgned to 
the project are acting at the dlreCtlon of the presldrngJudge supreme court JudiCial council or 
whoever IS admInistratIvely responSIble for the JudICial system ThIS mandate should be formal and 
should be reaffirmed as often as necessary durrng the automallon project 

Commitment 
Committees need the most capable and energetic staff the court can spare from their regular dUlles 
If ),.nowl~dgeable s~IIIed and e~petlenced staff do not partICipate m analYSIS and deSIgn \\or~ the 
new s~ stem mal fall well short of e"pectatlons 
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Delegation of Authorm 
Automation projects consume resources money, people s time space and equipment 

page 8 

Thev affect the court Significantly at almost every level Needless delay and diminished quality will 
result If project leadership lacks the ability to muster needed resources or ma\...e deCISions for the 
organization 

Consensus 
Project leadership also must build and maintain consensus In the organization If the court disagrees 
about the nature of the problem the approach that should be ta\...en or the ulttmatc solution 
motivating staff to cooperate participate and assist will be difficult 

Support 
Successfully Implementing automation requires support at all levels of the organlzatton Key 
indiViduals (organizational assassins) can Impede progress and sow seeds of dissenSion Project leaders 
need to spend time communicating with staff listening to their Ideas addreSSing their concerns and 
involVing them m deSign and deCISion ma\...mg 

Plannmg 

Data processmg IS an architectural sCience The construction of bualdlngs does not begin untal 
deSigns are on paper Similarly planning for court automation IS the process of developing 
blueprints It IS decldmg what to do In advance when It should be done, who Will do It and how 
much to spt:nd 

Formal planning documents should precede each major step In the systems development life cycle 
The court polte> group overseeing the project should approve these plans 

The plan should begm with a statement of the prOject goals and objectives Each objective should 
then be brol-en down Into ItS component parts until each task IS so speCific that ItS duratIOn and 
cost \\ til b~ eas> to estimate A Wor\... Breal-down Structure. IS a detailed organized list of 
the tasl-s m a project 

It IS tmportant to specify major aClion and deCISion pOints In the planning process These pOints are 
called nllk~ton~s Documents con taming the results of va no us tas\...s called dellverables also 
should be dertn~d Dellverables should be reViewed modified and accepted or rejected 
bv the pol Ie> group 

The plan also should define a process for monitoring progress As part of the planning process 
p~rlodlc m~~tlngs to revtew project progress should be scheduled 

Sound planning IS essential to anamlng project goals It reduces uncertamty lessens stress and 
promotes good relations between court staff and the project team all of whIch are part of the 
bluepnnt for success 
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I/hy IS deCISion making Important') Poor decISions at cmlcal pOints can be catastrophiC and lead to 
omplete failure At other pOints poor deCISIons can waste time and money and result In lower 
luallty svstems 

Vhat kinds of deCISions must be made In a court automation proJect') Court managers must agree 
n the nature of the problem faced \, hlch solution will be used to address It the priOrity of tasks 
nd projects the acquIsition and allocation of resources to address problems and accomplish court 
oals and the resolution of conflicting obJecllves prOject plans budgets and staffing In additIon 
eCISlons must be made about ",hat data elements to Include 10 a system how to place them on 
creens \,hat edits to applv to ensure invalid data are not accepted Into a database what 
,formatlon processing wlil be performed and so forth 

\ three tiered structure consIsting of a policy commIttee user groups and ad hoc committees IS 
'commended for deCISIOn ma"lng In court automation projects 

The Poilcy Committee 
he maxim I f you don t "now where you re gOing you may not get there IS nowhere more 
pplicable than to automation projects The poliCy committee (or adVISOry or steering commIttee) 
la"es the polICy level deCISions II IS responsIble for managmg of the project Project management 
lcludes acquiring resources setting and Prioritizing objectives allocatmg resources to maXImize 
tJmment of the objectives planmng budgeting staffing and approving major hardware and 
)ftv-are contracts 

The User Group 
he user group IS responsible for workmg level deCISIOns Its members determine whICh 
,hancements or functions are deSired In a new svstem and set prIorrtles They approve system 
signs and participate In accepI:lnce testrng of new systems or modules 

ser group members should Include \,or"rng level personnel and mid level managers who wor!... 
Ith the problems that contrrbuted to the need for the prOject 

The Ad Hoc Committee 
d hoc commmees should be formed as needed to address speCific deSign Issues that affect a 
llque group of court emplo\ ees and to test modules completed by the programmrng staff 

\\ ho should sen con prOJcct comnlltlccs and how should they be selected? 

rSI IndiViduals rn the court \\ho have emerged as local experts should be Identified These key 
rsonnel are needed because of theIr speCial s"llis and ability to understand and learn new things They 
e the Informal leaders of the organtzatlon Also a few of the cynics rn the orgaOlzatlon should be 
losen They should not form a maJonty of the group nor should they serve as leaders Their inclUSion 
oVldes several benefits Thev \~III bnng alternate views that may help the group ma!...e better 
CIS Ions Because of their partICipation rn the deCISion makrng process they become partially 
sponSlble for the outcome and are less ""ely to resist the new system 

)llcy Committee' 
ser Group') 
ourt personnel (leaders e~perts c\nlcs)') 
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Managmg PrOjects 

Dl,' 10 

PrOject management IS budt upon sound planning In planning the project manager decides what 
needs to happen In project management the project leader ma\...es sure It gets done as planned 
Completlng tas\...s stavmg on schedule and within bl..dget and solvlOg the problems that Invadably 
occur are all pans orthls process 

Managing Change 

Changing the \\ay courts do bUSiness has always been a challenge 

Technologv changes rapidly but people do not despite strong pressure to do so Many court and 
technical managers responsible for Implementing a technical innovatIOn focus solely on the merits of 
the technology They believe that an innovation s technical superiority and Importance wtll guarantee 
acceptance Yet the human factor IS often the \...ey to Implementtng change In the couns 

The first step IS to recogntze the need for the change Many court staff may accept the need on an 
Intellectual level but may not adjust emottonally The second step IS to formulate and share the 
VISion of how the court Will work after the change including a view of the change process (the 
technical challenges political constraints and cultural conflicts) The third step IS to institutionalize 
the change through a commitment to educattng court staff a Willingness to confront the Issues and 
indiViduals that stand In the way a reaitgnment of resources to support the changed organtzatlon 
and a measurement of the results of the process 

ReSIStance t!\lsts for many reasons One reason IS the feeltng of uncertainty because technology 
often promises more than It can deltver Because they can only speculate about the real benefits of 
the chang~ ~ersus the negative effects people often tend to prefer a \...nown system oflesser quaitty 
to an un\...no\\n s\stem With promised higher quality People are often attached to things as they are 

• \\hether good or bad They may see a potential loss of status control power or comfort Change 
can threaten th~lr competence create new rules and regulalLons and alter relalLonshlps In the 
organlzat on 

ReSistance IS b ... st overcome by involVing users 10 deCISion ma\...lng by budding rewards IntO the 
process b\ confronting problems and bv budding organtzauonal consensus EducatIon and 
soclJlizal!on plav Important roles 

Communication at all levels must occur A mar\...etlng plan can effectively sell the Idea If proper 
communlCJtlon outlets are tapped A few people can ma\...e a project fat! a few cannot maL.e It 

succeed \1; htle It may not be pOSSible to convince everyone most of the staff must accept the 
change: for It to be successfully Implemented 

Once the change IS put In place It IS Important to mOnttor how staff are adapting By revIewing 
processes and procedures penodlcally managers can ensure that the change IS IOstttuuonaltzed by 
the organtZalion 

i\lanagtng E\pectatlons 

Unrealistic e'(pectatlons can convince an)one that a successful project has failed or discourage 
court staff to the POlOt that the project may never be completed Overselltng an mnovatlon IS an 
inVitation to fatlu e Proper management of e'(pectatlons IS another Important Issue that should be 
addressed bv project leadership 
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Recognition of Need 

Formal recognitIon b> court leaders of the need for and benefits of automation IS the threshold 
event to begin a project Recognition of the need for the project results from court leaders 
observations user complaints or user initIatives to Improve the e'<lstIng manual or automated 
system 

Court managers deCide to undertake an automatIon project to relieve court problems 

AID) Problem Deflnillon 

pJO. II 

An activity to Identify the high level functions of the court descnblng I.hal tJpes of work 
are done 

2 After you have listed what functions you db In a court you will be gUided to IdentIfy the 
problem functions and descnbe why 

J Ne'(t you will descnbe the activities of the problem functions (what activitieS are 
performed for each functIOn) and Identify whIch of those activIties are the problem 
aCIlVltles and why? 

4 In order to measure eventual success 10 solVIng the problems you wll! Identify problem 
Indicators and current measurements 

-
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FunctIOn 

OJO~ 12 

MO) Problem Definrtlon 

An actlvl[V to Identify the high level functIOns of the court describing what [Vpes of wor!" 
are done 

Functions are what IS done to support the goal of an organization The goal of courts 
IS to settle disputes of law The functions of courts are all those things Which you 
do In planning wor" acquIring the resources to do the wor", dOing the wor" and 
evaluating what was done to accomphsh the goal Functions are wor!.. that IS 

ongoing and continuous, not necessarlly based on orgaOlzatlonal structure, 
descnbes \\hat IS done not how, and are best described In "gerund phrases" 
That IS a noun follo\~ed by a gerund (a verb acting as a noun and usually ending In 
Ing ment or tlon) Examples are (Personnel management Service processing 

etc) 

NOTES 
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MOJ Problem Dejinlflon 

2 After you have listed what functions you do In a court you will be gUided to a) Identify the 

Problems 

problem runctlOns b)Pnorltlze the prob'ems 

Problems establish the need ror solutions (I e with no problem or opportunity "hat 
are we fiXing") Defining the problem asSISts In Justifying the project and etTorts 
Involved 

NOTES 
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Actl\ Itles 

oag- I ~ 

MOJ Problem Definillon 

J ~e'(t .ou \\111 descnbe the actl\llleS of the "problem functions (\,hat actiVities are 
perfonned for each function) and Idertlfy which of those activities are the "problem 
actl\ Itles and wh)'" 

Activities are umts oh'or!-. whIch follow the same pattern as functions e'(cept at a 
lo,\er le\el of detail Activities again descnbe \\ hat IS done, not ho\\ Activities 
are best deSCribed In "verb noun" form (e~ Schedule heanngs, report statistiCS 
microfilm documents etc) 

NOTES 
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MOJ Problem DejimlJon 

<I [n order to measure eventual success In so[vlng the problems ,OU wall IdentIfy problem 
indicators and current measurements 

Ind lea tors Reports statistics or any other measurement of level of effort to do I>or!.. or 
amount of war!.. accomplished In an actIVIty or function Indicators should be 
quantIfiable so that measurements can be compared over llrne to monnor progress 

NOTES 
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T, plcal Court Problems 
Court probl~ms Includ~ 

Redundant Data Entry 

page 16 

The need to copy (enter) and recopy (reenter) names addresses and charges for folders dockets 
notices etc as the case moves from department to department and from one case processing 
acttvl(\ to another plagues court staff\~hen a court IS over loaded The cycle employs inefficient 
time consuming error prone sequential procedures 

Lad. of Data 
Administrators must mai-.e Critical management decIsions \~Ith little data on how the court s overall 
case processing fUnctions are worJ...lng 

OHre\tended Staff 
The volume of \~orJ... strainS clencal and other support staff trying to answer an ever increasing 
number of InqUifles perform more records ched,s track the location of files and documents and 
prepare meaningful calendars 

Reporting S}s(em Breah.do\\ns 
When \\orJ...load e\ceeds avatlable staff resources dally case related work generally has priOrity 
over reporting duties Reports are late Incomplete or Inaccurate 

Fr1glllcnt1tlon of Court Org1ntZ1tlon 
As a court gds bigger organizational and administratIve changes can occur haphazardly 

E~tcrn11 OCIll1nds Outstrip Oat1 Alail3blhty 
The legislature supn .. me court other funding bodies and the publtc have an increasing appetite for 
court dJt1 ~t:ln\ courts are slmplv unable to meet these demands Pressure IS exerted on Judges 
and JdmlnlstrJlors 10 find ans\\ers to questions for which no information IS avatlable 

C1SCnO\\ i\hn1gemcnt Problems Increase 
Unelen assignment of cases leads to disparate \lorJ... loads and CrISIS case flow management Cases 
are not manag~d bv their compleXity or by indIVIdual needs and many Sit Idle for months or years 
PubliC dlssJlIsraction "Ilh the slower pace of litigation grows and advocates mantpulatlon of the 
SYSI~m Inl..rc:ls .. ) 
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Goals and Objectives 

pao • 17 

PrOject goals should be specIfic realistIC clearly artICulated and broadly communICated to court 
personnel and court users Examples of project goals that are cited frequently but are too general 
to be useful Include provISIon of mandated servIces Improved court operatIons Improved pt..bllc 
servICe reduced cost of court operations generation and collectIon of additIonal revenue 
Increased publtc access and future budget stabtllty To ensure that project goals are specIfic court 
lead.:rs should first define the project In broad tenns [n successIve revIew they should narrow the 
focus untt! each objective of the project IS measurable and specIfies the level of measurement 
required to consIder the prOject a success Goals and objectives should be attainable to keep 
project staff and user enthUSIasm hIgh Goals and objectIves are what you measure success by Below 
are examples of )pecdic measurable and attainable project goals 

Figure 15 Project Goals 

BeSides establishing poltey and operational goals court leaders should define technICal goals 
TechnICal goals for any automation system cover malntarnabtllty integration securtty reltabtllty 
portablltty and SimpliCIty 
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MOl Objecrnes Dejimllon 

You \~dl describe your objectives for automation and streamlining of the pdot courts and 
prioritize those objectives 

ObJeCtiH An objective IS a desired pOSition reached or purpose achle\ ed by some actiVity 
\~ Ithln a specified time period Effort IS directed towards analnlng each objective 
Objectives define where the orgamzatlon IS gOing To be useful objectives must be 
(SMART) Specific Measurable, Attainable, Relevant and Time based (ex To 
capture )7% of the new car sales market based on units sold .... Ithln the next 5 years) 

NOTES 



AOJS ..... '1 DE -'...5 r P'l.OJECI T -'...5" ) AUlom~llon and SlIo:unilntng of Procedures al P,lol Courts 
Prellmln.1/"> "J1l1 iii .... ~rl...shop 

Janu.1/"> 1'10 

In Depth AnalysIs 

page 19 

After defining the project scope goals and objectives the prOject stafftal-es [he next step to 
document [he current s ... stem The definition of s) stem needs should Include a descrtptlon of the 
e\lstIng s\ stem and a diSCUSSion of fUnctional reqUirements 

Descrtblng the EXisting Worl- EnVironment 
Determining System Functional ReqUirements 

The evalU:HlOn should address the Issue Is the court ready for automation? The question can be 
ans\\ered affirmatively If the steps In the svstems development Itfe cycle and elements descrtbed as 
management strategies have been addressed as well as other related Issues If the court IS well 
manag,ed If consistent documented procedures are In place If no apparent problems eXist with 
\Vorl-flow or personnel the probablltty of a successfUl project will be much higher Any procedural 
problems In ho\\ the court completes liS \Ior\o. must be resolved before an automated system IS 
Implemented A computer system will magnify not remedy poor procedures or management 

DeSCribing the [-osting Work EnVironment 

The proJ~ct team should create a flowchart that shows the eXisting process and deSCribes In detaIl 
II hat IS done and how It IS accomplished The flowchart Will give the court a clear concise 
descrtptIon of 115 oper,ltIonal procedures Flo\\chartS pInpOtnl particular problem areas and 
communlCJt~ potenllal resolutions 

SpeCial ruks of the syst~m also need to be documented to help gUide the development effort e g 
notice hearings II til be scheduled ever. Monday except for the fourth Monday of every month 

An'lhzlng the Current Manual SYstem 

\\ heth~r the court IS planOing liS first s\stem or Intends to Improve or replace eXisting hardware and 
sofcllare liS automated s,stem should not Simply mIrror current procedures Automation can 
consoltdlte or eliminate tasl-s change recordkeeptng practices and make information avadable that 
lIas toO difficult to collect manually It also can enlarge preexlstlOg problems 10 paper flow or worJ... 
now CourtS should fix problems 10 the manual system before mstalllng automation 

The project team s first step 10 a requirements study IS to gam an understand 109 of curren! 
operations bl documl.nllng each process from begtnnmg to end To automate successfully the 
court must CJpture each step In the process By omlttmg an Important procedure a separate 
mJnuJI proct:)s m;l\ be maIntained at great cost to the court 

Processes mav b<. complex wllh many branches In manual operations (as In automated 
environments) people maJ...e deCISIons about how Information Will be processed based on rules 
poliCies oper;3II0nal practIces and precedents legal conSideratIons and traditions ( That s the way 
It S alwa) s been done ) All paths and alternate processtng routes must be traced to learn \\hat 
rules or logiC are applIed m each sltuallon Documenltng only the malO path wtlliead to an 
ImpractIcal or Incomplete solution DeCISion maJ...ers may choose not to automate everY step but to 
deCide I~ Isei> the enllre process must be documented clearly 

As each process IS documented the follo .... lng InformatIon should be obtamed 

the people \~ho perform each major tas!.. 

the C\ pe of data created and used In each process and other processes that depend on It 

the records created and maintained and their useful life span 

legal reqUirements 
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the \olume of \~ork (for eumple number of cases filed number of register of aCllons 
entn~) numb.:r of Juror summonses produced number ofheanngs scheduled etc) and 

""here the\ get InfOrmallOn and ""here they send It 

While documenting the current processes the project team should look for tas\...s that could be 
consolidated eliminated or streamlined Analysts should ask how and why these tasks are 
performed 

Once the project team h.nows who creates updates and uses the Informatton Its volume and 
useful life span legal parameters etc It can Identify the functions best sUited to automaClon 

Selecting Processes for Automation 
The project team should evaluate the processes to determine which of them 

result In repetitive steps 

generat~ or use the same Informatton as other processes (e g, case Identification 
Information attorney data) 

Involve retneval of basIc information (e g, answenng inquiries about ne'(t wee\...s calendar) 

requlr~ an audit trad or other stnct control over the qualtty of information (e g cashlenng 
\\arnnls) 

require multiple or complex calculations (e g accounting or statistiCS) 

Qw:20 

remind p~ople of a dut.. date or an action to be taken (e g , ISSUing a warrant If a traffic fine IS 
unpaid b\ a certain date removing disposed case files from aCllve case file storage), 

reqUire th~ case file to be retneved, 

reqUire staff 10 re\Hlte information from one type of record to another (e g , prepanng the 
weeh.l\ calendar) 

generate confidential information 

IOvol\e e~change of Informallon between the court and other Justice agencies (e g , 
calendars \\arrants releases) and 

g~nerat~ data for management or stallstlcal reporting 

The prOject team also must conSider the number of people Involved to each process the volume of 
I'. or\... or records created and the relationship of va no us processes to each other 
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Determining the FunctIOnal Requirements of the S),stem 

A requirements anal) SIS should serve three main purposes (I) to define al'd communicate the 
scope and nature of the proposed system to others within the organtzatlon and outside (If 
automation \\ III have an effect on their operatIOns) (2) to communicate (through an RFP or other 
method) the functional requirements to vendors who can supply sofh'are or to systems deSigners If 
the plan IS to budd or modify a preexisting system USIng In house staff and (3) to provide a 
benchmarh. against \\hlch sofhvare mav be evaluated and selected If the deCISion IS made to 
procure a new pad,age These purposes should gUide the team s aCtiVities and shape the final 
product 

Major S) stems Modules 
The budding bloch.s of the system are modules composed of Interrelated functions They are 
defined for the sah.e of understanding and convenience I e to link to a recognizable group of 
functions Case initiation case maintenance calendaring and other functIOn groupings may be 
modules of an automated case processing system 

FunctlOn11 ReqUirements for Each Module 
Functional requirements descflbe software capabilities that support the performance of the speCific 
func!ions for each module When descflblng functional requirements the project team must project 
~hat the tash.s Will be In an environment where the computer supports and In some cases replaces 
manual procedures and paper records Informa(lon preViously recorded on paper Will be Input to 
the computer \\ here It will be stored sorted and Viewed Some current activities may disappear or 
be replaced by a combination of computer and noncomputer processes Functional requirements 
should d~sc Ibe hOI, us~rs Will Interact with the system and how automa!ion may change vanous 
aspects ofthc \\orh. The analyst should antiCipate and answer users questions How wtll thiS help 
me" and How \\ til It change what I do? 

Rcl1tlOnshlps of Tasks 
In a m1nual S\Slem separate information collec!ion IS often done to support different functlons 
even I f the In formation overlaps For e\ample defendant and plaintiff Indexes are maintained 
separar(.l) from the case doci-.ets even though the dockets may contain all the information needed 
for both Sch~dultng events and matntatntng the case docket are Similarly related In many courtS 

Redundant record h.eeplng IS usually a first sign of a data relationship The project team should look for 
processes that c.:In be combtned or elimtnated and the effect thiS change may have on the organization 
and current processtng routines 

i\hJor S\ sIems Products 
Before d~tcml1ntng ~\hat constitutes computer Input the major outputs must be defined ThiS 
aspect of reqUirements analYSIS needs more attention than It usually receives All eXlsttng forms 
notices form letters calendars management and statistical reports and other records should be 
cataloged In many cases automation prOVides an excellent OppOrtuOity to review and consoltdate 
redundant records and forms The need for new outputs also should be conSidered New tnltlatlves 
b" th~ court such as the adopllon of time standards or new case processing procedures may 
require other tnformatton and reports never before antiCipated 

Dat1 ReqUIrements 
The data reqUired for most court appllcallons are extensive Every data element eventually will be 
defined preCisely and cataloged In a data element dictionary 

A preltmlOary data element dlcttonar} can be comptled from current reports foms notices 
calendJrs and other records that have been cataloged The project team should watch for 
s)non>ms data Items With different names but the same meantng and usage Synonyms are 
common 11 manual tnformatlon systems where there IS no central control over how different people 
refer to data elements The reverse also may occur a data Item may be called by one name but 
defined differently bv vanous people As the project team beginS complilng the data element 
dlcttonar It should prOVide definitions and note where the information IS used 
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Secunn RequIrements 
SeCU(lrv measures should protect the courts data from three major sources of harm intentional 
misuse or destruction Inadvertent user errorS and loss due to computer failure 

Requirements Report 

030 .- 22 

The \,ork product of the reqUirements analysIs should be the requIrements report Although there 
are as man\ fonnats for a requirements report as there are analysts the preferred format IS an 
annotated ched.list Such l document succinctly states each separate requirement In a phrase 
amplified b> a short deScriptive paragraph Data requirements may be desCribed under each 
procesSing tas~ or may be compiled In a data element dictIOnary DeSCriptions or samples of 
reports and 0 'ler printed outputs can be complied In an appendl,,( 
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E"aluatlng SolutIOn Options 

The requIrements report should describe the desired system by the functions It must perform and the 
data It must maIntaIn It IS the benchmarlo. agaInst which various alternatives are measured Now It IS 
appropriate to consIder the available opllons for acqUIrIng those needed functions 

,'./OJ Other 0PI/OIIS DefinillOn 

You wIll Identify any other Initiatives projects or plans In progress or antiCIpated ""h,ch 
"ou are a\\ are of whIch concern our objectives 

NOTES 
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Acquiring a 1'<e\~ Sjstem 
Custom D<!\ elopmenc 

Acquiring a i\ew S)stem 

Softn are Development OptIOns 

New svstems can be acqUired from a number of vendors that specialize In court software Even though 
these pad,ages mav require a number of modifications to meet the specific needs of the court this 
alternative can result In a faster Implementation and lower costs 

If s'vstems are not specifically developed for a court they likely will require a some adaptatIon Subtle 
differences In case procesSing can ma"'e some automation approaches ImpractICal Obtaining 
information about vendors and their products can be done through formal or Informal means such as 
the follOWing 

Request (or Information 
A formal document Issued to vendors to obtain information about the available products (Including 
product descriptions cost and technical requirements) and finns (size client base geographical area of 
operations history and serVIces offered) Responses to an RFI are not usually conSidered bids but are 
used for Informational purposes 

Sort"are Demonstrations 
Demonstfntlons may be arranged through the vendor or In some cases another court mav be willing to 
host a VISIt The Court Technology Laboratory of the National Center fOf State Courts may prOVIde the 
best factilt\ for ob),ctlve comparISon of multiple software products In a noncommercIal setting 

Vendor Lltcr1turc 
i\taO\ \Cndors ha\e e\tenSI~e literature descrlbtng the features and functions of their software Some 
vendors can e\en prOVIde demonstratlon dls"'s It IS usually best not to view these matenals prtor to 
needs definition [0 aVOid Impulse bUYing and being dIstracted from your objectives by sales promotions 
of the \ endor s product strengths 

Custom Dc, clopmcnt 
Obtaining the Information reqUired to compare thiS alternative to others IS a difficult step The cost and 
time estimates for custom development are usually optimistIC at best, partIcularly If the development 
team IS unfamiliar ,\ Ith court applications Puttmg together an accurate cost and time estimate requires 
consld,rabk In\estment on the part ofa software developer To make an accurate projection a 
de\ elop<.r n<.<.ds a great deal of mformatlon Just as a bulldmg contractor needs to see the architect s 
plans bt.fore ma"'lng an estimate Soft" are developers do not Wish to be held to any estImates based on 
Inad,quat<. Information 

I f the court \\ants to make an mformal time and cost estImate of consultant costs aSSIgned analysts can 
contact oth~r courts that have developed Similar applIcations to determme the number of hours billed by 
the contractor for (I) analYSIS and deSign (2) programmmg testing, debugging and installation (3) 
data conversion (tfthere IS an e,(lstmg application) (4) documentation and (5) training Some 
developers have a standard rate for all servICes but many contractors charge dIfferent hourly rates for 
different r.pes of actlvlry AnalYSIS and deSign are lI"'ely to be more e'(penslve per hour than 
programming 

Hard\\are Tcchnology Options 
One of the most common questions as"'ed by nontechntcal court staff m the early stages of an 
automation project IS What "'!Od of computer should we buy a maIO frame mtntcomputer or PC? 
Although conSideration of hardware alternauves generally should be deferred until after many other 
declslo~S ha\e been made hard"are options eventually must be e'(plored The differences," size 
po"er and performance of computing platforms are Important In selecung the most appropnate tool for 
the COU(1 
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'1:1lOframes are large computers that have been used wldel) for about 30 ,ears Thevare 
genera multi million dollar S'rstems \\lth dedicated facilities and staff They reqUire speCial 
en" Iror..,ents (air conditioning humidity control electrical power) Thev can support hundreds of users 
and do ns of applicatIOns 

Minicomputers/Midrange computers which appeared In the early 1970s are easier to use 
and m Jch less e'\penslve Smaller minicomputers can be placed beside a des!" 111 an office larger ones 
are pi ~d In computer rooms much II!...e those used for mall1frames The power speed storage 
capac \ and cost of minicomputers are i\ plcally lower than a mall1frame system 

A Mainframe 
8 Midrange (central or dlstnbuted) 

I slIlgle application &. data base 
2 dumb terminals 

no desktop applications 
4 less fragile 
) fewer products available 
6 less growth potential for Image and document 

Interchange 

i\llcrocomputers specifically personal computers are sll1gle user mach Illes much smaller 
than a minicomputer They were Introduced a little over ten years ago They can be ne[\\or!...ed together 
\\ tth slmtiar machines and wtth servers microcomputers dedicated to prOViding printing data storage 
fJ,( or oth~r rel't~d services 

A Clt~nt Server 
I PC based 
2 multiple operatlllg systems 
) slllgle datilbase at server applications at clients 
-I more fragile 
) more versatile (desktop applications) 
6 will require on stte system techniCian 

The po" ~r spe~d data storage and communications capabilities of all three of these computer 
platforms ha\ e gro" n rapidly and wll! contlllue to grow for years to come ThiS rapid evolution makes 
long tcrm In\~stml.nt In expensive equipment quite risky 
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AcquISItion 

AcquIsItion Goals 

page 26 

The goals of the acquISItion strategy are to minimize the rISk of computer system faIlure and to ootaln a 
predele!ITnlned and acceptable level of qualtty for computer services at the lo\\est pOSSible price 

There are se\eral procedures that courts can use to ensure that the computer services selection process 
IS faIr to the vendors Foremost among them IS to estabhsh reaitstlc, workable obJecllves not only for 
the system but also for the procurement Early diSCUSSions must be held to Idenllfy the court s speCIfic 
automation needs Other dISCUSSions must be held to IdentIfy other Important Issues such as the effect 
the system wtll have on noncourt partICipants who Interact with the JudIcIary the amount of money 
avatlable to fund the acquIsition and Implementation tIme frames 

These early dISCUSSIons should focus on establtshlng appropriate acquIsIllon mIlestones and deadltnes 
to be observed during the procurement process The mIlestones and deadlines Include the tune frame for 
Initial vendor contact the due dates for the requIrements analYSIS and the RFP, the deadltne for receIpt 
of the vendors responses and the time frame for adequate follow up on any system alternatives 
deSCribed In proposal n:sponses 

EstablishIng reasonable time frames IS an Important part of plaYing faIr WIth vendors It IS hardly faIr 
for example for a court to spend nine months to one year artIculating system objectives and defining 
precise svstem needs and then allow vendors only one month to prOVIde a detaIled response to Its 
reqUlrem~nts Establtshlng unfair response Ilme frames also IS harmful to any court that Wishes to 
determine: the be:st s)stem solution because It !tmlts the quality of some vendors responses and 
discourages others from responding at all It IS also unfaIr for courts to develop huge, multivolume 
enc~clop~dlc RFPs that force vendors to dIgest and respond to great amounts of largelv Irrelevant 
detatl 

Compctltl\ c ;\lcthods for AcqUiring Technology Products and Services 

There IS no best compelltlve procedure for procuring all categortes of computer equIpment and sofrware 
because C\C!r\ procurement dIffers The request for proposal (RFP) the request for rnformauon (RFI) 
and the request for bid (RFB) present the court With the most procurement opllons 

Request (or Proposal (RFP) 
An RFP IS among the best methods for enhancrng negouaung leverage with computer vendors 
A !though lh~ RFP purchase mechanism IS lime consummg an RFP s many advantages outweigh any 
dlsJd\anlages and delavs caused by Its preparation An RFP 

InfomlS \endors that an offiCial contract IS pending and encourages them to maJ...e theIr best effort 
More r3pld and responSIble vendor responses result 

ReqUires the court to specify what \I proposes to purchase If the requirements analYSIS has been 
prepared rigorously II can be mcorporated quue eaSily Into the RFP 

Alerts vendors that the selecuon process IS competitive The vendors WIll be soliCItous of the court s 
needs and posllions regardmg legal Issues and system requIrements 

Forccs vendors to respond factually to the Idenufied requIrements Vendors know thai If selected they 
are contractuallv bound b\ them prevIous representatIons (It IS not uncommon for a vendor 10 hedge 
about cap3blhtlC:S of hardware dUring the conlract negouallon The hedgmg can be eliminated qUlcJ...ly 
and err~cl1vely \\hen the vendor IS remmded about prevIous representations rn the RFP response) 
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RFP Admlnlstratl\e Requirements 
Oral Prc:sc:ntallons 
Vendor Conference 
Selection Procedure 
Procurement Timetable 
Proposal Format 
Prime Contractor 
'vlandatorv Versus Desirable Requirements 
Contract Integration 
Evaluation of Responses 
Disqualification 
Rejection of ProjJosals 
Debrtefing 
Appeal Process 
OwnershIp of Response Information 
Use of Proposals 
Disclosure of Proposal Contents 
Return of Proposals and COSt of Response 
Duration of Contract 

RFP Business Requirements 
Deltvery and Installallon 
Delivery 
Sitt. Prcp1ratlon 
Training 
Vt.ndor Support Personnel 
FinanCIal Strt.nglh 
Ref\.rt.nces 
Docum\.ntJclon 
Sjstem Malnlenance 
Acceptance: Testing 
Pavments 
Project Management 

plge 27 
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System Design And De-.elopment 

Soft\~are Design and Development Process 

The follo\\ 109 diScussion relates to orlgtnal and enhancement sotlware development 

Major and minor changes 
There are three types of enhancements that can be made to a computer system remedial perfective and 
adaptive Remedial changes correct flaws In system performance Perfective enhancements Improve the 
qualin or effiCiency \\ llh which the computer does liS work Adaptive changes help the court respond to 
a changIng environment such as new laws passed by a legislature 

Appro\ al and Priority setting 
Changes go through a complex process First they are reViewed by an analyst to determIne which 
programs must be wntten or changed which files Will be created or modified how long the changes 
Will taJ...e 10 complete and the overall cost A list of pend 109 changes IS created A priOrity IS aSSigned 
on each Item 

Once the user group approves a list of changes It IS sent to the policy committee The policy committee 
balances Ihe pnOTllleS of the various groups and ensures that each receives a share of technical 
resources It also guarantees that the most critical problems are addressed 10 a timely maMer 

ASSignment 10 software release 
Once a pad,age of changes IS approved by the policy committee, It IS aSSigned to a software release A 
typical court s soft\\are system consists of roughly 750 programs the printed listings for each system 
(printed In vel) small type) fills a SIX foot bookcase I It IS easy to see how qUickly thlOgs could become 
can fused \\ Ilh t .. n or fi fteen programmers and analysts modi fylOg hundreds of programs almost 
contInual" 

DeSign 
Changes are deSIgned by the analyst, who reviews the programs and files to be modified and prepares a 
set of sp"clficatlons An ad hoc committee of users may be formed to work on Significant changes to the 
s~slem 

Progr1mmlng 
A programmer ma!...es the necessary changes 10 programs and data files used In the copy of the soft\\ are 
deslgn;lIc!'d for that software release 

Testing 
Th .. chang .. s arc tested at several levels by the programmer, the programmer manager and the analyst 
that did the deSign \\ork When all of the changes In the release are complete, the verSion of the 
soft\\are IS given to the trainers, who test It further and develop documentation They bnng users Into 
the training faCIlity for a final test of the software and documentation 

At anv stage In the testing process the software can be sent back to the analyst or programmer to 
correct or Improve anv feature New programs may go through thiS cycle SIX or eight tunes before they 
are readv for re lease 

Documentation 
Documentation IS needed at several levels First the reference manuals for the software pac!...age must 
be corrected to reflect the changes EXisting training courses must be updated to Include the new 
matenal SpeCIal training programs often must be developed to accompany the new release so 
e"<penenced users can be made familiar With new procedures 

Bela tcst 
After the training staff IS satisfied with the performance of the release, It IS Installed at one court 
location for beta lesllng Often thiS Itve test uncovers additional problems with the software In thiS 
case the programs would go back for further work until the beta test site IS satisfied with the product 
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General release 
Aft.::r a p~nod of sc:\c:ral .... c:c:ls of sucCt;> ful beta test operation the process of installation of the nc:\~ 
system at all court sites beginS 

Court leaders oRen express frustration at the lengtr ofume needed to modify/create case managel"1ent 
system soth~are Thev pOint (0 leading software suppliers and (he speed at \~hlch (hey seem (0 be able 
[0 produce new verSions of (heir systems What (hey don t understand IS the amount of resources (hese 
companies have (0 devote (0 new products The upgrade from WordPerfect version 5 0 to version 5 I 
required o~er tift) person years to complete' 
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Core Functions of Case Management Applicattons 

page 30 

Let s tal-.e a careful 1001-. at case management In the court enVIronment Automation can be defined as 
replacing human elTort \~lth machme elTort In what ways does a court case management system replace 
human etTort with machine etTort? Is It pOSSIble to be computenzed not automated? 

After a couple of decades of expenence wIth case management systems courts are able to define more 
c1earl\ the rol<.. the computer should play In the clerk s office The follOWing IS a list of the typIcal 
automation funcllons performed In a trial court While most systems perform these core functlons some 
create more human etTort In data entry and other tasks than they ellmtnate Some are much more 
effective and effiCient than others The ~ey IS not In determining what functions the system should 
perform but In decldtng how best to deSign and Implement the system to eliminate human effort In 

these tas!...s 

1 Dod.etmg (register of actions) 
One of the fundamental roles of a case management system IS to malntatn a record of papers filed court 
events deCISions and orders tn cases ThiS was the' functIon performed historically by the dod..et boo!... 
the Judgement doc!...et and other paper records An electrOnic docket can prOVIde faster access to the 
history of a case than any other method It also can prOVide access to thiS data from remote locations 
ellfnlnatlng proximity to paper records as a requIrement for access to information 

2 Indellng (cross reference) 
Even In small courts that process few cases Indextng IS a key function IndeXing allows case files 
[; plcalh stored In case number order [0 be retneved UStng other data I f a person knows the name of a 
partv In th~ case or other Information but not [he court case number an tndexlng system allows s[atTto 
Identlf, 1nd re[ne\e the proper records 

J ASSlgnmcn t 
One of [he early purposes of modem JudiCial administration was to ellmtnate judge shopping by law)ers 
trying to ensure a successful outcome In their case Computer systems now prOVide random and 
balanced case assignment systems that eliminate judge shopping 

~ Scheduling 
In a ca"-nd:mng s\stem the computer IS used to I-.eep trac!... of the schedule of court events In cases 

5 Case load m1nagement 
As courts have struggled With growing caseloads, management of the process has become more and 
more Important Traditional tools of the court admInistrator, caseload, caseflow and worl..load statlSllCS 
\\ould be difficult or ImpOSSIble to obtam WIthout the computer ThiS statistical mfonnallon combmed 
\\ uh an e\ceptlon reporting system that Identifies cases that are outside the standards establtshed by the 
court can help the JudiCial branch bener manage ItS bUSiness and aVOId embarraSSing mlstal..es 

Case load Inrormatlon mcludes data on cases filed and terminated m vanous categOries such as by case 
rvpe b .. Judge and by termination type Case flow mformatton examines the pace at whIch cases move 
through the s .. stem Examples of case flow data Include age of pend 109 cases (by type,judge etc) and 
age of cases at dIsposition Worl..load information IS the raw count of actiVity orders to show cause 
tnals arraIgnments and so forth 

6 Inquln 
One or the goals of a good computer system IS to contain suffiCIent data to answer basiC questions about 
[he case \~J1hout retne .. 109 the file ThiS allows statTto get the information they need through the 
computer without ta!...lOg a lot of time to locate and review the file Not only does thiS save lime for 
people It helps reduce the number oflost files and helps preserve the condition of the papers filed In 
the case 

ThiS deSIre to reduce file access must of course, be balanced agamst the cost of collecting and el"tenng 
the mformatlon mto the computer system As a general rule, informatIon must be needed for more than 
one purpose or u should not be put IOtO the case management system 
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7 Document generatIon 
A feature of thl! coun casl! managl!ml!nt system that Involves a great deal of creatiVIty and Imagination 
IS document generatIon \I, ell deSIgned documents created by the computer can ellmmate human etTon 
m the clerh. s office 

8 FinanCIal management 
A key functton of coun automallon IS finanCial management 

9 TlcI,ler S~ stem 
A tld.ler S) stem can remmd Judges and coun statT that somethmg should be completed bv a cenatn day 
If It does not happen a message appears on a tlch.ler screen or lIst remlOdlOg the user to determine \\hy 
the actton dId not tah.e place as It should have They are one of the Simplest and most useful components 
of a case management 5j stem 

10 StatIstIcal rcportlOg (aggregate d~ta) 
Performance of mdlvlduals and programs can be assessed with statistical tools 

• 
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Sample Court Sofh~are 

GENERAL ADMfNlSTRATION 
A written commumcattons generatton 
B personal calendanng/scheduhng 
C Intra office communlcattons and noticing 

II PROCUREMENTffNVENTORY MANAGEMENT 
III PERSONNEL MANAGEMENT 
IV LEGAL RESEARCHfNG 
V CASE FOLDER MANAGEMENT 
VI FfNANCIAL MANAGEMENT 
VII CIVIL CASE PROCESSING (COMMERCIAL) 
VIII SERVICE OF PAPERS MANAGEMENT 
IX FACILITIES MANAGEMENT 

Case Folder Management 
Purpose 

D~ge 3; 

make It more convenient to determine the physical location ofa file folder and the person to 
whom It has been signed out 
provide better central control over the movement and locatton of files 
ensure that only authorized persons have access to confidential files 
provide worl...load reports for management 
provide aSSIStance In locating files for research and missing files 
replace the manual card mde\es with on hne inquiry capabilities 

Functions 
create and update a database of all physical case files 
Identify multiple volumes of a case (thick files) 
flag e'<punged sealed and confidential files 
create update and delete case file records 
check out file folders to a requester 
create update and delete a record of authOrized file holders 
check In returned file folders 
track all files checked out 
produce Yoorkload reports 
archive function 
mamtaln an mde,< of the electronic tapes used to record the proceed lOgs of the court 

Cn II And Commercial Case Process 109 

Supports case process 109 from mlllal case filing through execution of Judgment 
Provides management mformatlon and statistics 

Purpose 
open cases filed wllh the court 
allow entry inquiry and update of case information 
record documents 
schedule nOlice and monllor the events necessary for case processing and dispOSItion 
prepare calendars of scheduled events 
record the d ISposlllon 0 f cases 
produce statistical reports 

DeSCription of functions 

A CASE INITIATION 
a) creale update and display a record of each CIVil case filed With the 

court 
b) assign a system generated sequential case number by case type 
c) assign cases to specific Judges or sections of the court at filing 

-. 
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d) create update and display party/anomey information 
e) create update and display anomey register 
f) Identlfy the nature of the actIon 
g) Identify an abbreViated case caption 
h) tnterface With the financial subsystem 

03 0 " 3 j 

I) tncludtng fihng fees court costs bonds and miscellaneous revenues 
2 IdentIfy consoltdated bifurcated and related cases 
3 capture bond tnformauon (cash and non cash) 

B CASE INDEXING 
I dIsplay on Itne tndexes 
2 dlsttngUlSh beC\~een public and confidential cases 
3 prOVide multiple name search capabilities 
4 produce printed/mIcrofiche mdexes 
5 prOVide direct access to case mfonnallon through Inde'( 

C REGISTER OF ACTIONS 
I create doc/.,et entries by the use of code tables 
2 create update display and pnnt table of docket codes 
3 prOVide the optlon to add explanatory text to a register of aC!lons entry 
<1 date each dod.et entry 
5 Identify the ongtnator of each docket entry 
6 print the doc/.,et 
7 display the doc/.,et 

D CASE SCHEDULING AND CALENDAR MANAGEMENT 
create and matntalO Clvtl calendar structure 

2 prOVide schedulmg for future heartng and tnal dates 
3 prOVide scheduling assistance 
<I reschedule/cancel a heanng on the calendar 
5 print/display calendars 

6 main tam a tickler system" for mdlYldual cases 

E WARRANT MAINTENANCE 
I capture warrant and summons mformatlon 

F NOTICE GENERATION 
I generate notices 

G JUDGMENT AND DISPOSITION MAINTENANCE 
record partial Judgments/party diSPOSitions 

2 record the entry of Judgment 
H STATISTICS AND REPORTS MANAGEMENT 

prOVide case load Inventory statiStics and reports 
2 prOVide case load management statistics and reports 
J prOVide case flow management statistics and reports 
CASE NOTES RECORDING 
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Service Tracking S}stem 

oaoe 3.1 

Much of the information needed to establish the record ofa paper for service IS generated by the clerks 
office when a case IS initiated or when a \~arrant or summons IS Issued for service This data Will be 
used to initialize service records 

Acrual service may be performed by a separate agency which would maintain service information 

Purpose 
maintain logs of all CIvil papers for service 
track the current status of each paper 
track the assigned papers and \~orl..load of each server 
produce various on screen and printed outputs IncludlOg listings of papers and statistical and 
printed outputs including listings of papers and statistical and management reports 

Descrt ptlon 0 f functions 

A RECORD INITIATION 
I initiate a record of each paper assigned to the diVISion for service 
2 produce a prtnted transmittal listing 

B REGISTER OF ACTIONS 
1 update the service of papers database 
2 tracl.. reassignment of papers 
3 create and update code tables 
4 ON SCREEN INQUIRJES/PRINTED REPORTS 
5 produce monthly activity report 
6 produce indiVidual server monthly return report 
7 produce diVISIOn's monthly returns report 

8 statistical reports 
a) days for service 
b) performance indicators 
c) unserved papers 
d) papers returned unserved 

rlO,ncl,1 i'lanagcmcnt 

lnclud ... s 
b ... uer control the trac\..lng of cash flows Into the court 
prOVide court management With revenue reports In a timely fashion 
distribute cash Intake to multtple accounts 
faclhtate the balanCing of cash drawers 
prOVide receipts to persons making payments to the court 
prOVide Input for the courts finanCial reports 
process cash receipt transactions originating from pO tnt of sale personal computers 
process over payment and under pa,ment transactions 
handle overrmgs VOids overages and shortages 
generate a hard copy receipt for any cash receipt transaction IOtO the system 
generate dally cash reports 
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ImplementatIOn And OperatIon 

ImplementatIOn 

A sound ImplementatIon plan IS essential to the success of every technology project Development of an 
ImplementatIon plan should begin conceptually when project goals and objectIves are established As 
the requirements analysIs and request for proposal or system deSIgn are finashed delaafs oflhe plan 
should be commaned 10 paper The final plan should be completed and approved at least SIX months 
before the deSIred ImplementatIon date Several groups of Issues need to be addressed In the 
ImplementatIon plan facilitIes tramlng start up actIvIties operatIon of the system and polICies and 
procedures 

New computers peripheral deVIces (wor/"'statlons pranters scanners) and technical staff require space 
Except In new buildings thIS requIrement means reorganIzing people materaals and wor/... flow The 
first step In the faCIlitIes portion of ImplementatIon planning IS to IdentIfy where everythIng Will go 
Next a thorough revIew of the bUIlding must be cornpleted to learn what changes must be made to 
accommodate the new system Then the actual preparations and modifications are underta/...en and 
completed Finally installation of the hardware IS scheduled 

The ImplementatIon plan also should address tralnmg needs TechnIcal staff may need training for new 
hardware system software development tools and court operatJons Users may require training In 

systems adminIstratIon omce automation pac/...ages and the new court case management applicatIon 
The plan should indIcate what trainIng WIll be offered who wll! attend on whIch days at which 
locations Post Implementation trammg also should be prOVIded 

The system start up should address the conversIon of data from the eXIsting manual or automated 
format to the new system speClfica[lons Ifall or part of the conversIon wlil be performed manually the 
plan should speclfv how cases and actiVitieS wlil be handled In the court on the first day of live 
operation and thereafter For example WIll only cases tiled on or after the Implementation date be 
entered Into the new system or will all court aCtIVity from the ImplementatIon date forward be 
Included" 

The plan should outline responSIbilIty for new tas/...s and procedures that accompany the 
ImplementatIon Typical questIons mlgrlt be Who WIll prmt the new warrant foons each day? or 
Who IS gOing to perform the mghtly s}stem back ups? or How will problems WIth the system be 

communIcated to techOlcal staff and how wIll they be resolved?" 

Pollclcs and Proccdures 
A process for creating modifyIng approvIng and dIssemInatIng poliCIes and procedures should be 
emblashed 

FaCIlity Preparation 

HeatIng, Ventilation, and AIr CondItIonIng 
BuIldang heat ventJlatJon and air condJllomng (HVAC) systems should prOVide a draft free office with 
a stable temperature and humIdity Computer equIpment usually requIres a controlled and conSIstent 
envIronment ExceSSive heat or cold can damage hardware, insuffiCient humidity can cause statIc 
electrICIty and disrupt operatIons 

ElectrICal 
A Imost every p,ece of computer equIpment needs electracal power Most can be plugged Into a standard 
15 ampere wall outlet InexpensIve surge protectors can be added to protect a court S Investment an PCs 
and other equIpment but larger deVICes need more sophisticated protection Power conditioners 
stabIlIze the now of electrICIty but are usually not a guarantee of protectIon against lightnIng stnJ..es 
and outages 

Unanterruptable power supplies (UPS) prOVIde the power condItIOnIng prevlouf'1y mentIoned and add 
protection agaInst a complete loss of eleclrIClty They noon ally prOVIde power for only a few minutes 
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long enough for an operator to brmg the system down an an orderly manner Most po"cr fatlures are 
very brief so a UPS IS a good Investment for a computer that stores court information \\hether It be a 
PC. minicomputer or mainframe 

Cabling 
Cabling connects the computer with ItS peripheral deVIces. e g work stations printers scanners 
modems dls[.. drIVes There are two Important Issues related to cabling what kind of cable to use and 
how to run It from the computer to ItS peripheral deVices 

Srnnglng cable In older bUildings or between bUildings can be qUite a challenge Some facilities were 
not deSigned to accommodate thiS type of cabling, and Installatton can add a great deal of expense to a 
project It IS Important that the project manager not underesttmate the time and expense that may be 
necessary Cost and time estimates for peripheral cabling should be one of the first pnorttles of the 
facility preparation process 

Telephone and Telecommunications 
CommunicatIOn With a computer at a remote 10catLon requires a telephone lme Attachment of 
wor[..statlons or prmters In remote locations also can be established through the telephone network 
Telephone hnes wlil be reqUired In nearly every major automation project 

Furniture 
There are manv negative consequences of prolonged computer use particularly In snuatlons of 
madequate posture or lighting but bac[.. nec[.. and eye stram are among the most common Carpal 
tunnel syndrome a degeneration of tissues In the WTlsts and hands IS one of many more senous 
atlments that can result The court should purchase furniture and deSign work areas to prevent these 
conditions 

Technical staff may need special furniture Tape and disk storage cabmets printer stands wuh acoustic 
covers and other equipment should be conSidered as needed 

Lighting 
Adequate lighting must be prOVided In all work areas including computer rooms. If employees are to 
complete tht.lr \\or[.. In the office enVironment, glare from computer screens can be a problem 

Inst11htlon 

Once facility preparations are complete and equipment and supplies have been delivered, installation 
follo\\ s 

As a part of the computer installation system software (the operating system file system database 
pac[..age commuOlCatlonS programs programmer utllitles) Will need to be Installed As at other stages 
of the process any number of things can go \\70ng so the system should be tested as thoroughly as 
pOSSible 

Once all the hardware and software are funcllOnlng properly, the case management system should be 
loaded and tested All features and functions should be checked by entering sample data and any speCial 
codes (such as Judges, law enforcement agencies charges) should be added to user-accessIble code 
tables Staff training can then commence By Instalhng a test version of the appitcallon staff can 
practice the things they have learned Because It may take weeks to tram the entire court staff some 
indiVIduals might forget \\hat they learned unless they are able to practice dunng the period between 
training and system slart up 

Trammg 

The best system ever created could be useless to a court If the people uSing II were not dOing their Jobs 
correctly Millions of dollars can be spent on hardware and software yet the ultimate success of the 
system depends on the qualtry of work of the indiViduals with the lowest salarlf$ and the least training 
In the JudiCial branch Good training and qualiry control procedures are perhaps the most Important 
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chaJlenges prOject leaders .... 111 face Ifrramlng IS not effective the automatIon process cannot be 
successful 

This training component must be a permanent part of the court In large court systems full tIme staff 
should be aSSigned to the task Smaller courtS must ensure that someone IS given the responSibility to 
assure that information entering the computer IS accurate Regular audits of data Input should be 
perfonned to Identify problems and training needs 

Those staff with operational responSibilitieS need beginning Intennedlate and advanced traIning to 
support the svstem including security bacl,ups and troubleshooting Supervisors need beglnOing 
Intennedlate and advanced training In the software applications They should be the reSident experts 10 

all phases of system operation and should help Identify and resolve problems Line staff need 
beginning intermediate and advanced training 10 the modules of the software application they wlil use 
dally 

Most systems require constant upgrades As programs are Improved and features are added tralOing 
programs and instruction manuals need to be updated Project leaders should develop a process for 
keeping these courses and matenals current 

Documentation for the system reduces the need for staff to remember the det:lIls learned In class If they 
know answers are available and where to 100J... for them they feel more comfortable With the system 
more qUickly Three types ofmatenals need to be prOVided application reference matenals tralnlOg 
gUides and system Infonnatlon 

Application reference materials are the instructions for uSing the court case management InfonnatlOn 
system They should be detailed easy to read filled With Illustrations and \~elllndexed 

Training gUides art! matenals used In training They contain more Illustrations exercises and samples 
than reference matenals and are structured to fit the now of the trammg classes They are wntten at a 
much more baSIC level and need not be comprehenSive recitations of system features and funcClons 

System information IS the collection ofhandboo!...s and reference malenals prOVided by the vendor for 
all the hardware and system software For example court employees that do system bacJ...ups will need 
operations manuals to assist them In troubleshooting when problems ame Those responSible for laser 
printers need the mstruCCIon manuals for periodiC cleaning changing toner cartndges etc 

St1rt-up 

There are several st~ps that precede actual operation on the new system Copies of the programs mav 
need to be reinstalled If modlficaCions have occurred during testing and tralnmg Data files should be 
cleared If users ha\e been entermg praclice cases 

The start up plan \~III show how court employees are to deal With the first few days of opera Cion There 
are several approaches thai can be ta!...en 

One approach IS to enter only new cases filed on or after the ImplementatIOn date ThiS eases the 
pressure on court staff In the first few days and gives them a smoolh gradual tranSition period On the 
other hand J...eeplng track of where Informallon IS stored can be difficult and the cost of mamtalnlng 
1\\0 Sjstems can be prohibitive (Can most desJ...s hold two workstations?) Another drawback IS that 
neither system will have complete and accurate mformanon It could lake years to cycle the old Cases 
out and courts cannot go Without data for that long 

A second approach IS to start usmg the new system for all cases filed or pending on or after the 
Implementation date ThiS approach gets the new system up and workmg most qUickly and allows the 
court to take advantage of more of ItS capabilities sooner The major drawback IS that a tremendous 
amount of data must be entered In a very short period 

Another Important Issue IS parallel testing Most textbooks mention the need to run the new system With 
the old to maJ...e sure everything \\orJ...s correctly While a good concept, thiS practlce can be followed to 
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only a limited e'(tent In most courts Few courts have the clerical resources to accommodate duplicate 
entl) of information while learning a n~w system and keeping up with dally wor" 

Operation 

Implementing a new court automation system IS more lI"e adopting a child than installing a washing 
machine It cannot be Ignored after It IS Installed It requires constant care and attention Although 
computer systems tend to stabilize after the first hectic weeks of operation unceasing effort IS required 
to ensure that the system meets ItS goals and objectives 

Production 
Man) new tas"s are mtroduced when a court IS automated 

Production wor" generally Involves running programs to compile statistics generate forms reconctle 
accounts or prepare information Since these programs usually must read every case In the database 
they tah.e a long time and can Increase user response time Ifrun dUring the day Most courts choose to 
run these rypes of programs at mght 

Along with the automated production actIVIty comes the need for supphes Order and Inventory 
processes must be estabhshed to ensure that the court has the tapes diskettes, toner cartndges forms 
printer cleaning kits and other materials needed to keep the system operatmg 

Problem Management 
No S) stem IS available 100 percent of the time Downtime for computers and penpheral deVIces though 
less common than a few )ears ago IS gOing to occur, and plans should be In place to keep the court 
operational ".,hen the system IS not Court stafT should be the first line of support Because they are 
trained and have access to manuals and reference materials they should be prepared to handle many 
day to da) cnses that anse 

A Help Desio.. should be established for all but the smallest courts The help des" serves as a Single pomt 
of contact for all users for any rype of problem Users should need to make only one telephone call to 
report a problem The help des" stafT should have access to all the necessary resources to resolve the 
problem Includmg programmers operations staff and vendor support personnel 

After lalh.lOg to the user the help des!.. contacts operauons, programmlOg or tralnlOg staff If 
appropriate A service call may need to be placed with a vendor, lfa maintenance contract IS m place If 
multiple vendors are mvolved, the help desk coord mates their partiCipatiOn to resolve the problem For 
e'(ample solvmg a telecommuOications problem may require the computer hardware modem and 
tt.lephone companies 

Operational ActiVities 
Certatn activIties must be performed periodically to keep the system .... or"tng smoothly and to protect 
the court agatnst tnterruptlon of service and loss of valuable information Some of these operatlonal 
aCUvllles Include back ups off site storage database and disk reorganlzatlon and purges 

In most automated systems, the computer stores Informatton In files on dlsl..s Because disk drive 
technology IS not Infallible, bac"up caples of the disk are made, usually to computer tape 

[f the system falls and the information on a disk IS lost, all the data files are erased and files from the 
last full bac!..up are restored, or brought bac!.. from tape 

As information IS added and deleted from data files they become fragmented Data can be scattered In 
many locatlons and the system must wor" harder to access and store information, increasing response 
[(me Disks also must be reorganized ThiS procedure consIsts of cOPYlOg the files to other locattons (on 
tape or diS!..) clearing the dls"s and then restoring the files In a location and order that permits effiCient 
access While It IS a Simple activity It can take some time when data files are large 

;r 
Most courts would h"e to have all the information for all their cases stored on the computer diS" 
forever Unfortunately, thiS practice IS usually too expensive to be practical Just as In a file room the 

-



AOJS. ..... "tlDE -\ST P~OJECT T AS ... J AutOm3tlon lila Stre:unlinong of Pre<:edurcs at Pilot Cour.s 
PrclimonlU) ,,",J1'~IS V.ot1.shop 

laauac 1997 

computer storage resources are lImIted and must be managed RetentIon scnedules for electronic 
mformatlon need to be de~eloped as thc:\ are for paper records PurglOg IS the process of removing 
lOformatlon from computer dISks 

Maintenance 
When a computer and system sofuo-are are purchased from a vendor a long term relatIOnshIp IS begun 
The equIpment and programs Will requIre 105tallatlon upgrades preventlve malOtenance and repairs 
Though the courts can do some of thIs \\or" most could not survIve Wllhout aSSIstance from the 
onglnal servIce or product prOVIder 

Performance MonitOring 
Operational aspects such as response time securtty and access backup nerwor\.. performance file 
access and disk utilization should be monitored 

Securtty 
Rls" Includes physIcal personal hardware software and network securtty 

There are SIX resources at ns\.. They are I) informatIon 2) programs J) people 4) procedures 5) 
equIpment and 6) facllllles The five rISks are I) phYSIcal destructIon loss or theft 2) intentional 
modIficatIon damage or IOJury J) aCCIdental modIfication damage or Injury 4) unauthortzed use 
access or dIsclosure and 5) fadure or interruptIon The three actions are I) prevenllon aVOIdance or 
deterrence 2) detectton and 3 ) recoverY correctIon or remedIal action 

A good securtty plan and a dIsaster recovery plan should be developed by the court 
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Glossary of Terms 

Acceptance testing 

pag-"\ I 

Tests ofhard\\are performance and so!'h'are functionality run by the court to ensure that the system 
being delivered by the vendor meets the requirements established 10 the request for proposal 

Ad hoc reports 

IndiVidual customized reports that are directed at a unique query and generated as needed rather than 
as part of a periodic and routine schedule of reportJ.llg 

Applications software 

Software programs that are directed al pro, Idlng user defined syslem funcllonality such as Inde~es 
evenc recording notices etc A court case management system IS conSidered applicallons software 
(Compare \\ Ilh s\ stem software and op~ralJng s\ stem) 

ClIS (Criminal Justll:e Information S\stem) 

See Integrated Criminal Justice system 

Coal(131 cable 

Cabling that offers fast performance high reliability and IS capable of data Video and vOice 
IransmlSSlons Co,n sometimes IS difficult to IOstaJ[ because of Its relative thlcf.J!ess 

Connectivity 

The relauve ability of processors and peripherals (I e termmals and printers) of different manufacrure 
and size to I,"" wJ[h each other and communicate 

Cooperative processing 

Sharing process'"g responsibilities be['\\een different computers For e'(ample a court case 
management svstem may run on a personal computer but may rely on a mainframe to store and manage 
information If a standard fonn IS requesled the personal computer formats the document and fiJ[s '" 
case data 11 retrieves from the mainframe 

CPU (central processing Unit) 
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The princIpal computing deVice on a s\stem With the amval of personal computers (see 
mIcrocomputer) the term IS now l~ss frequently used In the last decade It referred to a slI1gle cenrrallv 
located computer that processed all of a system s programs See mainframe 

CRT (cathode ra\ tube) 

The teleVISion type terminal where users can view and update system information and files 

Data element dictionary 

A complete list of all data elements (I e unIque categones of predefined information) that are reqUired 
to be entered Into the system Data elements typically mclude name date case number etc A large 
computer system may have several hundred discrete data elements A comprehenSive data element 
dictionary not only gives the total number of data elements It also gives the fonnat for each data 
element ( I e for name last name first name middle mlttal for date MMIDDIYY) the number of 
allowable characters to be entered Into each data element field and other speCial requirements 

Data server 

A processor that contains the court s information and IS usually Independent of ocher processors on the 
system 

Database 

A collection of information that IS Interconnected nonredundant serves a multitude of users and IS 
Independent of the appllc.1t1ons soft\\are 

Entl[\ 

A class of unlquelv Identifiable data elements for persons, places, events things, or concepts about 
\\hlch a court may want to ~ow or remember information to coordinate, support and complete 
functions and processes Typical enlltleS which are mvarlably nouns Include attorney Judge court 
rule etc See data element dictionary 

Entry 

PlaCing data Into the system The data most often IS entered by uSing terminal \..eyboards but scanners 
bar code wands magnetic stnp readers and telecommUnications systems are also used 

E'l:ceptlon reporting 

Reports that are generated \\ henever a predetermmed set of conditions or circumstances fat! to occur 
e g Cases Not Disposed After T\\elve Months Defendants Who Failed to Ae.pear, etc --
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Express \~ arranta'!$ 

Warranties given In \~Itlng In a contract or other legally binding document 

FOB (free on board) 

A term associated with delivery of goods FOB seller s location means nsJ... of loss passes to {he buyer 
when equipment IS placed on the seller 5 loading docJ... or given to the commercial carner buyer pays all 
shipping costs FOB buyer s location means the seller has nsJ.. of loss up to the pOint of phYSical 
delivery to buyer s location seller pays all shipping costs 

Fourth generation language 

A vendor pacJ...age of system sofhvare used to manipulate information In a database Fourth generallon 
languages employ relational databases (As opposed to third generatlon languages thai usually employ 
hierarchical nonrelatlonal databases) Fourth generatlon systems have central data dictionaries that are 
Independent of application programs They also may IOclude Visual programmlOg graded skill user 
IOterfaces and an IOtegrated interactive multI function high level language programming environment 
Some popular vendor fourth generation languages are Ingres Umfy and Oracle 

Functional requirements 

High level conceptual grouping of actiVItieS Within the co un that the computer must support They are 
ongoing and continUous are not based on orgaOlzatlonal structure and categorize what IS done rather 
than how It IS done Generally functional requirements are Idenllfied by verb phrases such as generate 
warrants schedule arraignments print receipts etc 

Inputs 

The collection of forms and other media contalmng data elements and related IOformatlOn that are 
entered IOto the system See also outputs 

Integrator 

An mdlvldual or agency that prOVides hnkages and conneCllons between and among a variety of diverse 
hardware, software networks and functional actiVities 

Integrated Criminal Justice system (ClIS) 

An automated system that IS capable oftracJ..lng a crimlOal case through ItS various stages In diverse 
agencies wtlhout duphcatton of data collecllon data storage, or data entry Most CllS systems store all 
the IOfonnallon In a sIOgle database 

Interface 
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The pOint \\ here one s) stem or acm 1['\ connects ',I, Ith another e g , the POlOt of conneCllon be['\veen a 
local court computer system and the state maIO frame the POlOt ',I, here the court passes Infonnatlon to 
the prosecuting attorney s office 

LAN 

See local area network 

Local Area Network (LAN) 

A local area ne['\vork consists of several personal computers or IOtelhgent \\orlo.. stations directly hn\...ed 
over relatively short distances Ie, from room 10 room or to nearby bUlldlOgs that can share and access 
common data and \~ork IOdependently 

Logical edltlOg 

A set of routines embedded 10 the apphcatlon programs that preclude the possibility that certain klOds 
of lOadvertent IOcorrect data can be entered IOtO Ihe system Typical logic edits IOclude correctlOg 
add Ilion checlo..lOg calendar dates vOldlOg the schedullOg of a CIVil case unul an answer has been filed 
etc 

Mamframe 

Although the definition has been changlOg as smaller systems become more pO',l,erful mamframes refer 
to very large computers capable of supportlOg several hundred (even thousands) of deVices The 
mamframe offers highly SOphlsllcated centralized data storage and control, but requires techmcally 
profiCient staff 10 operate 

Microcomputer 

A smgle user desl. top computer, sometimes called a personal computer (or PC) that consists ora 
processor I.eyboard, and mom tor (or vIewing screen) Most microcomputers use MIcrosoft 
Corporallon s Disk Operating System or DOS See operating system 

Menu 

A checldlst that serves as an Interface be['\veen the system user and the apphcatlon programs The 
person uSlOg the system deCides what part of the system Will be executed by selectmg an Item on the 
menu or checl.llst 

MIOIcomputer 

A medium Sized computer that has many sophlsllcated features of a mamfram'!-but IS capable of closer 
deployment to end users 
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Modem (modulator/demodulator) 

A device that allows computers to pass Information to other computers over analog telephone lines 

Module 

Modules are portions of application pad,ages compmed of Interrelated functions Case Initiation case 
scheduling accounting maintenance and other tas!,. groupings may be modules of a case processing 
system 

Mulll tas!,.lng 

The ability to perform more than one computational tas!,. at a time e g to operate a spreadsheet while 
another document IS bemg pnnted Because they only have one proceSSing chip personal computers 
usuall} are not capable of performing mul!lple tas!,.s 

MultI user 

A s.stem that allo\~s more than one person to use the system at the same time A mlcrilcomputer not 
connected to a LAN IS a Single user S\ stem 

Navlg;won 

The mechanisms Includmg Interfaces and menus that allow the user to move through the system s 
modules 

On lin\. 

A type of s> slem thaI allows the user Immediate access to the computer S tiles to view records or enter 
data Contrast to batch systems where the user enters data on cards or another data collection medium 
\\ hlch then has to be reenlered Into the computer 

OperaEing s>stem 

The software someEimeS called system software that tells the computer how processing tas!,.s should be 
performed Operating systems are directed al controlling access 10 tiles and prOVide instructions to the 
computer thaI enable all of the hard\\are de\ Ices to \\or!. together 

Outputs 

The coliecEion of hard COPy reports screens and other media contammg InfofiiiaEion generated by the 
computer (See also Inputs) 
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Package 

A vendor prepared set of applIcation programs that provide required case processing and case 
management functions 

Peripherals 

Terminals printers scanners modems or any other deVices that can be connected [0 a computer 

V lolatlng vendor copynghts by unauthOrIZed cOPYing of software to an unlicensed location 

Platform 

The com pUling environment of the court hardware software or both 

POSIX (Portable Operating System Interface for UNIX) 

IEEE standard that defines the language Interface between application programs and the UNIX 
operating system Adherence to the standard ensures compatlblli[j' when programs are moved from one 
UNIX computer to another 

Print server 

" processor that IS totally dedicated to performing the printing functions of the system 

Proprietary s)stem 

Soft\\are or hardware developed m the private sector that IS not compallble With software or hardware 
olTered by other vendors A proprtetary system IS copyrtghted (and perhaps patented) and requires a 
license to use As a generalization, propnetary systems often are deSigned for operation on a smgle 
manufacturer S computer As a result to continue to use the operating system dunng a hardware upgrade 
requires the buyer to continue purchaSing hardware from the onglnal manufacturer Proprietary 
som\are also forces other users \\ho WIsh to access the system to purchase the same manufacturer s 
hard ... are 

Protocols 

Soft\\are Interfaces that allow enable computers on a network system to access each other 
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Remote access 

ObtamlOg access eHher through dial up or network mechanisms to another computer and the 
associated data and information 

Request for bid 

A process by which a court may obtain pnce quotations on Items for \~hlch detailed specifications are 
not required because Virtually any manufacturer can prOVide the product or only a Single vendor meet 
the need 

Request for information 

An Informal process by which a potential bu)er Identifies ItS acqUisition needs and soilclts information 
from potential sellers regarding ho\\ Its needs may be fulfilled A request for information usually 
precedes the more formal request for proposal 

Request for proposal 

A formal bidding process that sets out the bu}er s acquISItion requirements the legal terms of the 
proposed acquIsition and InvHes \cndors to bid on sallsfymg the buyer s requlfements according [0 the 
prcestabllsh~d legaltcrms and conditions The primary benefit of request for proposals IS the promotion 
of falmess In the selection process 

RFB 

See request for bid 

RFI 

See request for Informallon 

RFP 

See request for proposal 

Screen lavouts 

The format of the mformatlon dlspla)ed on a computer tertnlnal Ideally the format should be 
uncluttered and easy to read 

--
Service bureau 
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A for profit enterpnse that provIdes data processing resources, partlcular!} hardware that enables users 
to have theIr sofuvare appllcatlons run and maintained 

ShIelded cable 

Telephone f\\lsted pair cable that IS shielded to protect II from electncallnterference and Ilater 

Standalone 

A system often a microcomputer not connected or networl..ed to any other computer system 

System soft\\are 

Software necessary to operate a computer System software Includes the operating system file system 
pertpheral deVice and controller drtvers etc 

Time shanng 

Employment of a service bureau or use of a computer owned and operated by someone other than the 
court to do the I\orl.. of the JudiCial branch 

Transaction log 

Part of the operating system database or applications sofuvare that prOVIdes a record of all processes 
and actlvlltes perfonncd on a computer Transaction logs are an indispensable part of overall s}stem 
securtty 

TIIlsted pair cable 

Telephone cable that IS used to connect computers on a local network Although cheap to Install and 
use tWisted_pair cable cannot transmit data at high speeds unless shIelded cable IS used 

UNIX 

An operating S) stem In the public domain that runs on most of the larger computer platfonns ThiS 
ability to operate on a vanety of computer hard\\are mal..es UNIX a major bUIlding block for those 
de\elopers that Wish to deSign systems that are capable oftransmtntng data to systems that are reSident 
on another manufacturers computer Although UNIX IS In the public domain, many manufacturers also 
have developed proprletary versions of UN IX that enable It to operate more etTecllvely on theIr own 
hard\\are (See also POSIX ) 

Update 
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An aCIlVlty \\here a computer file or record IS edlled or changed As a rule on Iv the those \'ho 
onglOallv created the data and those authonzed to do so by court rule Job description and security plan 
should be allowed [0 update a file or record See also View 

The ability only to read and not change a computer record or file See also update 

WAN 

See \\ Ide area net\\ ork 

Wide area networ\... (WAN) 

A computer net\\or\'" that IS much larger than a local area networ\... Typically Wide area net\\or\...s cover 
great distances and may connect several LANs to a malO frame or mtnlcompu[er that acts as the 
networ\... s data server 
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