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INTRODUCTION TO THE TRAINER'S GUIDE

1. Program Title Case Management Apphcatiori (CMA). Data Entry

2. Recipient Work Unit(s) The North Cairo Court (NCC). under the Ministry of
Justice

3. Background to the Training Program

Currently, case management and administration in Egyptian courts depends on manual
data management procedures Data about court cases 1s entered manually. Access to
case-related data is slow, and the data available is not always accurate. Documents, and
sometimes whole case files, are misplaced. This slows down the system of court
administration, and causes delays 1n courts This also makes it difficult to rely on
avatlable data in managing cases, and in reporting.

One of the main focuses of the Administration of Justice Support (AOJS) Project, under
USAID/Egypt's Special Objective C: Improved Civil Legal System, is to improve the
administration of justice through improving court-specific administrative functions

To this end, AQJS has sub-contracted Intercom as a software development supplier to
produce an arabized version of the Case Management Applicaton (CMA) software
previously developed by the AQJS Project The software 1s a customized Arabic
language application for Egyptian courts. lt constitutes a sernes of databases in Lotus
Notes The CMA is an integrated computer application running an a local area network
of personal computers, printers and servers. The system will-be used by circuit clerks to
input case, event and litigant/party data, as well as attorney and representative data, and
to output information for case management purposes.

The CMA displays information about court cases in user-friendly forms The application
1s comprised of case, event and htigant/party forms, as well as attorney/representative
forms These forms are linked together into an integrated case document or file from
which all information about a particular case, the litigants and the case events are
displayed and updated.

The case document contains information about a particular case, as follows: what type of
case it1s, what it is called, what the case is about, where and when it was commenced,
which panel is responsible for it, and the location of the paper fila/hard copies of
documents Also included is information about who the litigants are, their addresses and
contact information, and litigant attorney information Most important to the CMA system
1S case event information For the purposes of the CMA, an event is something that
happens in a case, such as a2 document having beef filad, panel decisions having been
taken, requests for expert opinions, judgements, service orders, hearings,
postponements .. etc. Every event in the case document or file is either a past event or 2
pending event that 1s expected to take place Users of the CMA thus see, at a glance,
tha status of the case, what has happened with a particular case thus far, and what is
axpected to happen next. The CMA also enables users (o notify each other of pending or
scheduled events through a basic mailing system
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Circuit clerks will enter case data into the system Thereafter the CMA will be used to

update event forms according to actions taken durng hearings or in preparation for
P hearings

< : The CMA will thus provide case data to panel judges and follow-up judges for them to ba
e *  able to manage case and litigant actions The use of the CMA is therefore expected to
v make a major contribution to improving the reliability and accessibility of case-related
M data. and improving case management and turnaround
,Z'Q
4, Target Audience/Description of Participants:
hiw The following table outlines the categories of participants for the CMA Data Entry training
program
’ Category of Court Main Responsibilities at the Target Work Unit 1
= Staff/Participants !
i | NCC Front Office Staff Responsible for initiating new cases and entering |
Y (Indexing Department) preliminary case data (type, number, circuit, party ‘
= | names). )
i NCC Information Desk Responsible for responding to queries about cases :
b Personnel and Supervisors from the public, or from party .
[ representatives/attorneys. . f
i Data Entry Staff at the As per current court reengineering efforts, this staff !
’ | Computer Unit will be required to enter case data related to old ‘
- . pending or closed cases. They will also enter .
N ‘ representative/attorney data. '
! Data Entry Staff at the NCC | Simularly, this staff will be required to enter case data
“1 i Library related to old/pending or closed cases, as well as
£ : representative/attorney data.
+ Circutt Clerks Responsible for particular circuits and case types.
7 : They will enter all case data and follow up on case
. | events/ developments once they receive the new !
J : cases from the Front Office. |
i * Chief Clerks Responsible for overseeing the work of circuit clerks |
. ' and the case files/data they maintain. i
' | Legal Order Clerks Responsible for initiating and entering data for legal
® i orders that are sometimes resclved without being filed
: ! as a case, or that sometimes get re-filed as cases.
‘”5 v Supervisors and Department Responsible for overseeing various court
Py " Heads administration functions, such as case follow-up for
%j different types of civil cases, case statistics for
: reporting purposes, compiaints and investigations
3 . .etc.
a ; Case Statistics Staff { Responsible for compiling and analyzing case
| statistics for reporting purposes.

: Table {i): Categories of Court Staff and Work Unit Responsibilities

]
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The above types of court staff have specific responsibilities with regard to case data
entry and administration that necessitate their receiving training on data entry, retneval
and administration operations They will thus all have Level 1 or Level 2 data access
rules in the CMA. These data access rules, and their corresponding technical operations
will be the core of the CMA Datz Entry training program. The participants will be
expected to perform the following technical operations

Creating new case documents and stonng them in the CMA Case Database,
Viewing case documents and database views,

Accessing case, party and event documents from the CMA Case Database;
Editing case-related documents (with particular data access restrictions),
Printing case-related documents and case labels,

Viewing details and statistical information under different case and event views In the
CMA Case Database;

Creating representative/attorney forms and data in the CMA Representative
Database,

Accessing representative/attorney data from the CMA Representative Database and
linking it to case and party documents in the CMA Case Database,

Editing and saving representative/attorney data, and
Searching for documents and data in the CMA Case and Representative Database

The target participants of the CMA Data Entry training program will not have access to
the following technical operations and data.

Changing case numbers and types, and circuit numbers in case documents,
Transfernng case-related documents from one case to the other;
Assigning/changing data access levels and control rules to different CMA users,
Creating and editing keywords ’
CMA keyword views;

Court management views (with the exception of one view categorizing closed cases)
and

The CMA Administration/Lag database (only accessible to CMA administrators and
technical support staff).

The target participants' current performance with regard to recording and maintaining
case data and case files is characterized by the following-

a generally limited degres of accuracy/reliability of case-related data entered
manually; T

slow access to case-relatad data/documents.
misplaced case-related documents, and sometimes whole case files
inconsistency of data across case files and witnin the ane case file,

duphcation of data and documents within and across case files,
potential loss of data, and
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« slow turnaround time on requests for data cass documents and statisucs for
monttorng case progress

With régard to the current computer proficiency of the target participants. it is worth
noting that most of them have very mited experience in utilizing computers, even at the
level of word processing. Their typing speed in Arabic 1s also quite imited It 1s expected
however. that all the participants will have received basic Windows training prior to the
start of the CMA Data Entry training program (per iteration)

In hght of the noted limitations in participants’ computer literacy, the CMA Data Entry
training structure will allow for a slow-paced start and a detailed presentation of basic
computer terms and technical operations that the participants will utllize throughout the
training. They will also utilize these basic terms and operations for running the CMA
databases at their work units.

3. Purpose of the CMA Data Entry Training Program
The following is the main purpose of the CMA Data Entry training program

« To improve work performance at the NCC with spacific reference to case-related
data entry and maintenance/updating, access to reliable data, and spead of access

This, in turn, will lead to improved case administration and management in the targst
court.

6. Targeted Performance Improvement Results

The following are the targeted performance improvement results for this training
program

61 Increased access to accurate and reliabie case-related data, and
62 Increased speed of access to case-relataed data

The achievement of the targeted results will be measured through the following
indicators '

» Accuracy of data inputted in the CMA;

« Rate of data retrieval,

» Frequency of updating case events and related data, and
= Number of cases processed through the CMA

The AOQJS Project has primary responsibility for following up on these indicators after the

training. and evaluating the acnisvement of performance improvement resulis and their
impact at the NCC
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7. Training Objectives:

An analysis of the participants’ current responsibilities and work performance. and their
level of computer literacy presented above, vis-a-vis the technical CMA operations they
will be expected to perform and the work unit performance improvement rasults they wii'
contribute to, yields the following training objectives

7.1 Cognitive Learning Objectives

At the end of the training, the participants will have gained mastery over the following
cognitive areas:

» understanding the basic terms and components of Lotus Notes databases;
- understanding the constituents of the CMA system;

« understanding the documents and categorization principles of the CMA Case and
Representative Databases; .

» conceptualizing the document and data links between the CMA Case and
Representative Databases;

- understanding the principles of data integrity, maintenance and management,
- understanding the parameters of data access control;

« conceptualzing the respective roles of the different CMA users with regard to case
processing and management, and

« understanding the components and organization of the CMA User's Manual as a
reference tool.

7.2 Psychomotor Skill-Based Objectives

At the end of the training, the participants will have gained mastery over the following
skdl areas

« creating documents and entering data into the CMA databases:
- editing documents and data;

+ saving, storing and retrieving documents and data;

« viewing documents and data;

- refreshing documents and views:

« pnnting case documents, and

» using Lotus electronic mail
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7.3 Affective/Attitudinal Objectives

At the end of the tramning, the parucipants will have acquired the following positive
attitudes

« maintaining data accuracy and integrity.
« responsibility for updating data,
» data ownership and sensitivity. and

« mportance of data entry automation in facilitating case management and court
admurustraton

The above cognitive (learning/knowledge-based), psychomotor and affective objectives
are translated into specific terminal behavioral objectives in section 8 below.

8. Behavioral Objectives

The following table outlines the behavioral objectives underlying the CMA Data Entry
training program, and the enabling objectives that constitute the building blocks for
achieving the terminal behavior sought.

- [ Behavioral Objectives LEnabling Objectives

' At the end of the CMA Data Entry training, the participants will be able to
jl 8 1 work with Lotus Notes views, | « start Lotus Notes

documents and form elements, given a
Lotus-based database, with a high
degree of ease and confidence,

« recognize the Lotus Notes workspace
menus, smart icons, database
bookmarks and status bar

« dentify the Lotus Notes database
building blocks

= open documents and categories in
different views

» identify basic operations for creating.
editing, saving and closing documents

+ recognize and utilize different field
types in database forms- text fields,
drop menus and dialogue lists, number
fields, calendar fields and rich-text
fields '

« manipulate font characteristics in rich
tgxt frelds for data emphasis

- identify and utilize action buttons,
hotspots, sections and embedded
VIews

6 BEST AVAILABLE COPY
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 Behavioral Objectives

Enabling Objectives

8 2 use basic features of Lotus Notes Mail i « select recipients of mai from the CMA
to communicate case events to CMA Address Book
users. given a pending eventor a « send mail
schedule of events, with a high degree . .
of ease, confidence and accuracy, ] . :]eecvcvawe mail and recognize old versus
(unread) mail
X « read mail '
' « reply to mail '
. f « forward or delete mail
! [ - attach documents to mail
! 8 3 create case documents using the CMA | « nitiate a case docurnent
Case Database, given case-related ! enter case details
; data, with a high degree of accuracy; | . enter party data (for single-party and '
; multiple-party cases)
i - transfer data from party documents to
case documents i
g = select or enter a case number
' « confirm, save and close case i
documents i
8 4 view case documents, given different

sorting criterta and categories, with a
high degree of ease, confidence and
competence;

view cases categornized by case
number

view cases categorized by subject
view cases categorized by circutt

view pending/current cases
categorized by year filed

view past/closed cases

+ 8 5 editand update case status in existing

case documents, given case number,
details and new status, with a high
degree of accuracy;

open and edit an existing case
document

open and edit party documents from an !

existing case
update case status

8 6 print case documents, given completed

case details and forms, with a huigh
degree of competence;

print case labels
convert case documents o print form
print case forms and documents

switch between the non-editable print
version and the editahle full version of
a case document
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,_ Behavioral Objectives

~_Enabiing Objectives

8.7

create and confirm events, given case
details and event schedules/written
notficauons. with a high degree of
accuracy,

create an event from a case document
create an event from a view
attach documents to case events

access the full case document from an
event document

confirm an event

notify users of an event using Lotus
Notes Mail

save and close an event document

1

|88
|
|

view past and pending events, given
different sorting criteria and categories
with a high degree of ease, confidence
and competence;

view past events under different
sorting criteria

view pending events under different
sorting criteria

use event views to monitor case
progress

189

edit existing event documents, given
new event details and status, with a
high degree of accuracy;

open and edit events from the full case
document

open and edit events from views
update event status
save changes to event documents

. 8 10 create and view party/hitigant

documents, given party data, with a
high degree of accuracy,

create new party forms for a case
transfer attorney/representative data
from the CMA Representative
Database to party documents

access the full case form from a party
document

view party documents catagorized by
party name or by party 1D

* 8 11 edit existing party documents, given

new party data and status, with a high
degree of accuracy,

edit a party document from a full case
document

open and edit a party document from
views

save changes to party documents
print party documents

refresh case documents to reflect
changes made to party documents
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. ' Behavioral Objectives

! Enabling Objectives

8 12 utilize the CMA Representative

database, given attorney/

representative data, with a high degree,

of ease, accuracy and competence.

create reprasentative documents
save and close rzpresentative
documents

view represeniative documents
categonzed by name, city/
region/governorate or postcode

edit existing representative documents

use the Representative Database in
relationship to party documents for
data entry

8 13 conduct search operations in the

various CMA databases, given a
search item or criterion, with a high

degree of ease, accuracy, and speed,;

search for case documents by case
number

search for casa documents by case
subject

search for case documerits by circuit
number

search for party documents by party
name '

search for party documants by party ID

search for attorney/representative
forms by attorney name

search for attorngy/representative
forms by attorney ID

search for attorney/reprasentative
forms by region/governorate

8 14 address questions and problems that
anse while using the CMA databases,

given the CMA User's Manual as a
reference tool, with a high degree of
confidence and accuracy; and

utilize the User's Manual to address
questions and problems with Lotus
Notes operations for the CMA

utilize the User's Manua! to address
questions and problems with case
documents

utilize the User's Manual to address
questions and problems with event
documents

utithze the User's Manual to address
questions and problems with party
documents

utilize the User's Manual to address
questions and problems with
attorney/representative documents
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Behavioral Objectives i Enabling Objectives

. 8 15 identify the functions of the CMA for

!
| « identify the roles and responsibiiities of
data management and case | CMA users
i

administration with a high degree of

!« briefly describe issues of data access
competerice and conviction

. control for different CMA users

< explain the importance of data
accuracy and integnty

« descnbe the value of the CMA 1n
facitating and expediting data
maintenance, retrieval and
management

Table (ii): Behavioral and Enabling Objectives for the CMA Data Entry Training
Program

9. Program Outline and Topics

The CMA Data Entry training features a modular structure It consists of two main
modules, as follows:

Module 1: Introduction to the CMA (1 training day)

This module introduces the participants to the main objectives and content of the training
program and to the mamn functions of the CMA 1t familianizes them with the role of the
CMA in facilitating data entry, maintenance and retrieval, and overall cass

administration The participants outiine the current probiems with paper-based case
administration and processing They then discuss how the data entry and processing

operations they will perform using the CMA address these problems and support the
work of case managers and judges

Module 2: Data Entry Training {15 training days)

In this module, participants receive basic training in Lotus Notes for CMA operation.
Participants are exposed to the different case, event and party forms in the CMA Case
Database, and the attorney/representative forms in the Representative Database
Participants briefly preview the CMA Databases, then focus on the Case and
Representative Databases (the main databases they will utilize at the workplace)

This module provides the participants with training in creating, editing, saving. .updatng
and prinung the different forms. and enables them o conceptuahze the inks between
data and forms across CMA databases Participants also practice viewing case data,
accessing statistical information provided in the CMA system and informing other users
of updates in case events using the Lotus Mail function in the CMA system

10 BEST AVAILABLE COPY
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This module thus comprises the following components

Lotus Notes Basics
Lotus Mail

Application” working with difierent fisld

. f
- Overview of the CMA System and Databases -
« The Case Patabase. Case. Event and Party Documents 3
« The Representative Database: Forms, Views and Operations 3
« The Importance of the CMA in Data Management and Case Administration
The weighting of the above components is designed to address the specific needs and i
entry level of the participants, as noted in Section 5 above ‘
Throughout these components, the participants will receive hands-on practice at their !
stations, coupled with reference practice using the CMA User's Manual ' =
The traiming program will follow this content outhine. i
| MODULE DAY | SESSION | TENTATIVE FOCUS AREA(S)
i Module I: 1 1 + Introduction to the CMA training: ; i
" Introduction to the program- objectives and outline J
' CMA « Mini-workshop. problems with paper-
i based data entry and case |
! administration ' ]
i 2 - Introduction to the CMA: purpose and |
| main functions of the new software :
! ! = Introduction to the CMA User's l
Manual: discovery tasks -
| Module il: Data Entry | 2 1 - The Lotus Notes workspace: menus, .
; Training t icons, bookmarks and status bars i
- i 1 « The Lotus Notes database building
, Component II-A: ; | blocks ]
* Lotus Notes Basics !« Creatng database bookmarks on tha g
! Lotus Notes workspace
, P 2 t» Working with views g
| «  Working with documents ; B
i « Review of Lotus Notes terms !
j 3 P |« Lotus Notes form elements and |
: } ! 5 ! diiferent field types '
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- MODULE

DAY

ESSION

" TENTATIVE FOCUS AREA(S) -

Component lI-B:
" Lotus Mail

=

Accessing the Lotus Mall database
Basic Lotus Mail functicns and
operations

Application.

« Accessing and reading mail ‘

« Sending mail ‘

» Replying to mail (

« Forwarding mail

« Attaching documents to mail ‘
messages

i Component II-C:

| Overview of the CMA

_ System and
| Databases
[

Preview of the CMA Case Database !
case, party and event documents
CMA views :

Document links ;
Preview of the CMA Representatlve '
Database

Data and document links across
databases

Preview: the role of the CMA !
Administration/Log Database in ‘
supporting the system

Component lI-D: The
Case Database:

i Case, Event and
Party Documents

Creating and confirming case
documents

Application tasks

Viewing and working Wltn existing case!
documents

Application tasks

Editing, “refreshing” and savmg case
documents

Printing case labels and reports

Application tasks ‘

Creating and confirming events (links
to case documents) !

Notifying users of pending events

Application tasks i

10

Viewing past and pending events:
categorization and statistical

-nformation under different views

Application tasks

11

Editing, “refreshing” and printing
events
Changing event and cass status

Application tasks

BEST AVAILABLE COPY
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End of training evaluation second par
of participant demonstrations

" MODULE DAY | SESSION | TENTATIVE FOCUS AREA(S) ,
12 £ . » Creating party documents (review of cg’“}
'- i creating case documents cases with }
! multiple parties)
; ' = Links to case documents .
\ ;2 . » _Application tasks
13 1 '« Viewing and editing party documents
. . 2 i « Application tasks 1
i Component lI-E: The | 14 1 . Creating representative documents y
' Representative 2 « Application tasks
Database: Forms, 15 1 « Viewing and editing representative
Views and documents !
- Operations | - Application tasks
Component lI-F: The | 15 b2 « Mini-workshop: The importance of the ! 1
i Importance of the CMA software package in data entry f 1
i CMA in Data and case administration :
+ Management and | ) |
. Case Administration | l
i Evaluation and 16 H1 { « End-of-traning evaluation paper-
, Participant ! : based instruments ; .
Demonstrations } |« Furst part of participant demonstrations | |
! 2 . ’
|

Table (iii): CMA Data Entry Content Outline..
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Program Map

The following program map illustrates the CMA Data Entry Program Components, and

summarizes the expected outcome per component.

4

Module I Introduction tao the
CMA

h 4

Outcome Parucipants aware of

problems with current work

perfarmance, and of key CMA
/ functions to address these

/ oroblems

Component lI-A: Lotus
Notes Basics

t

Y
Outcome. Participants
equipped with basic skills in
Lotus Notes to operate CMA

Component lI-B: Lotus Mall

T
Y

Outcome Participanis
equipped with basic skills to
utihze e-mail

A

Component lI-C: Overview of the CMA
System and Databases

v

and forms in each

Outcome: Participants familiar with databaées-- :
and components of CMA, and the functions

«—

Component li-D: The Case Database:
Case, Event and Party Documnents

Component li-E: The Representative
Database: Forms, Views and Operations

|

¥

X

Outcome Participants equipped with the
necessary skills to use the CMA Case
Database to work with case, event and
party documents.

Outcome. Participants equipped with the
necessary skills to use the CMA
Representative Database to work with
attorney/representative documents.

4

Component H-F: The Importance of the CMA in Data
Management and Case Administcation

|

4

Outcome: Participants aware of the role of different CMA users, the
importance of data accuracy and integnty. and the value of the CMA in
faciitating and expedting case data entry and management proceduras

BEST AVAILABLE COPY
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10. Program Duration and Sequence
The CMA Data Entry training program will consist of the following training events

« 3 pilot events of 9 participants each, for a total of 27 participants

« 14 training roll-out events of 8-9 participants each. for a total of 139 participants
« Total Number of Parucipants 166

Each of the above events will consist of 16 training days. Each training day will be
divided into two sessions of 1 5 hours each, for a total of 3 contact hours per day
Participants per event will recaive 5 days of training per week.

11. Resources Needed for the Training

Given the nature of the traiming. constant use will be made of networked computers In
addition a data show will be used to demonstrate CMA forms and operations in input
sessions Participants will be expected to generate hard coptes of case, event and pany

documents, as well as case reports, using a printer This equipment will be available at
the NCC training facility

In addition to the equipment listed above, trainers will make use of an overhead projector
to project transparencies as visual aids Use will also be made of a whiteboard and
fipchart Again, the NCC training facility will be equipped with these training aids

12. Course Structure and Sequencing Principles

The design of the CMA Data Entry training program, with its various modules and
components, 1s based on a task-centerad structure Each component of the program
offers participants initial input and demonstratons of various CMA features. Thus initial
input 15 followed by extensive application on the part of the participants through tasks thai
draw on their work responsibiities Tasks are designed to reflect the relevant behavioral
objectives (see Section 8 above). Participants’ parformance on these tasks will be
compared with the expected standards of performancs specified in these objectives. This

will provide an opportunity for continuous assessmeant of the participants’ performance
and progress.

With regard to sequencing principles, the CMA Data Entry training program progresses
from the broad/general to the specific On the basis of this principle, participants are
exposed to a general overview of 2ll CMA databzaszs z2nd components bzfore they focus
on the databases that are particularly relevant to-their work. This Is based on the premisa
that adults usually learn betier whzan they are exposed 10 the big picture, which forms 2
schema for them to later on process and internalize detalled, focused training

In addition, components are ssausnced from tha 2asiar to the more difficult, so that
participants progress from basic terms and opgratons to more complicatad data entry
and viewing operations, then 19 data and document inkages and data managameant This
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principle allows parucipants to gain mastery over basic operations. and then build on
those to master more complex concepts and operations

13. Methodology and Instructional Strategies

The methodological framework underlying the CMA Data Entry training program draws on
adult learning principles and motivation Training sassions incorporate input and
demonstrations on the part of the trainer, followed by guided application on the part of the
participants, followed by extensive hands-on practice Participants will thus learn by

doing through pracucal and highly interactive tasks Application tasks will engage
participants in working with situations that anse in their work environments, thus
capitalizing on their daily work expenences This should better enable the participants to
observe the relevance of the new software to their work and professional advancement

Given the nature of this training program and the performance improvement results
expected, participant application is given a higher weighting in the training sessions than
trainer-led activities and demonstrations. Throughout participant application tasks, the
trainer will monitor the participants’ performance closely and will circulate among
individual workstations to provide guidance and observe performance, as necessary This
should cater for the needs of individual participants

In addition, the training program incorporates two mini-workshops in which the
participants work together to articulate current problems with paper-based data entry and
case administration and present the general impaortance of the CMA in facilitating and
expediting data entry and case administration operations The workshops are designad to
engage the participants in a different learning mode in which their own views become the
basis of the training This should serve to enhance the participants’ self image, and put

them in @ better position to achieve the affective/attitudinal objectives underlying the
program.

Ample opportunities are provided throughout the traming for the participants to review
what they have learnt. Also, parucipants will be given opportunities throughout to ask
questons to address their individual learning needs and learning strategies

14. Training Materials and Audio-Visual Aids
The following matenals will be used in the CMA Data Entry Training Program-

« The Trainer's Guide, which provides background to the training program, a
breakdown of training objectives and desired results from the training, a description
of training components and content, an overvizw of the fraimning’methodology to bs
utiized, and an explanation of the evaluation methodology and instrumants to be
used throughout the traiming The Trainer's Guide also Includes detarled session
plans outhning the aims, content and materials per session, and detailing training
activities, implamentation steps interaction paiterns and suggested timing

BEST AVAILABLE COPY
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Necessary overhead transparencies and other training aids are included Ths

Trainer's Guide also provides guidance as to the admnistrauon of the evaluation
instruments

« The Trainee Guide, which includes an introduction to the training program, 1ts
purpose and objectives The Trainee Guide incorporates all the workshaets and
handouts to be utilized by the participants throughout the training program.

- A CMA User's Manual, which provides detaled explanation and steps for operating

the CMA. Each participant in the program will be given a copy of the User's Manual
for reference

« An Evaluation Manual, which provides a detailed introduction to evaluation
methodology and instruments as well as to general instrument administration
principles The Evaluation Manual incorporates all formative and summative

evaluation tools to be used throughout the training. both by the participants and by
the trainer,

In addition to the above print media, the trainer and participants will utilize the arabized
CMA software package, installed at the various computers/workstations It is worth noting
that this training will focus on CMA Version 2.1, a version which incorporates several

enhancements that resulted from pifoting the software during a training program for the
CMA Implementation Committee at the NCC

15. Products to be Developed by the Participants

Throughout the training, each participant will develop the following products

at least 3 full cases, including a case document. at least two party documents, and at
least three event documents per case, entered in the CMA Case Database,

« atleast 1 case document and 1 case label prinizd and addad io the partcipant's
training file, and

at least 5 representative/attorney forms completad and entered in the CMA
Representative Database.

The above participant products will be evidenced through data added and viewed in the
CMA system

16. Methods for Obtaining Feedback on Participant Satisfaction

Parucipant feedback as to satisfaction with training will be sclicited on a formative as well
as summative basis Formative feadback will be obtainad mid-way through the training
(on day 8) via an Ongoing Training Evaluation Questionnaire Data from this
quastionnaire will be used by the rainers to adarsss any 1ssuas with the training and
enhance participant satisfaction during the second half of each raining event
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in addition to the above evaluation trainers will use the DT2 Training Program Exit
Evaluation Form to assess parucipant satisfaction and learning This instrument will

enable traners to avoid administering several evaluation instruments to evaluate
satisfaction and acquisition.

17. Instruments for Measuring Participants’ Learning

The 16" day of each training event focuses on evaluation. Evaluation of participants’
learning will be handled through two evaluation media:

« A paper-based evaluation instrument focusing on the acquisition of key terms,
concepts and other knowledge areas. The paper-based instrument will' also tap the
participants' internalization of some of the key positive attitudes imparted during the
training The paper-based instrument will be administered dunng session 1 of day 15

Participant demonstrations of data entry operations, observed and evaluated for
accuracy and speed by the trainer. Demonstrations will be scheduled dunng the
second half of session 1, then during session 2 of day 16

In addition to the above formal evaluation measures, participants' will be observed
throughout the training to assess their progress per behavioral objective listed in Table
(n) Such structured observations of progress will be recorded by the trainer in a
Participant Observation Sheet (incorporated in this Trainer's Guide)

Participants will also be given the opportunity to assess their own progress through a
Training Checklist in which they record their own assessment of their progress and

achievement per component of the training. This Training Checklist i1s incorporated in the
Trainee Guide
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HOW TO USE THIS TRAINER'S GUIDE

Thus Trainer's Guide starts with a Training Schedule outlining ali the events of the CMA
Data Entry training. It then provides a Participant Observation Sheet to be used by the
trainer throughout the training course. The observation sheet I1s based on the behavioral
objectives underlying the training. and the enabling objectives that constitute the building
blocks for achieving the behavioral objectives (see table i, pages 6 to 9). In certain
cases. several enabling objectives have been grouped into one or more main items (e g
the enabling objectives under 8.13). This should facilitate the process of assessing tha
participants’ achievement of these objectives.

The Participant Observation Sheet is to be used by the trainer to record observations
regarding the achievement levels of the participants vis-a-vis each objective throughout
the course. This sheet with thus serve a dual purpose. it will enable the trainer to monitor
the participants’ progress and make any riecessary changes to the course content or

schedule: it will also provide assessment findings for the course evaluation component of
the end-of-training report

The Trainer's Guide proceeds to provide Session Plans for each session of the training
per traming day. The session plan consists of the following items.

The behavioral and specific enabling objectives that the session supports (in terms of
session aims);

« The content to be cavered in the session,

« The activities or tasks that the participants will perform,
e Training notes for implementing these activities/tasks,
« Estimated time per actity/task;

Assignments to be given to the participants at the end of given sessions, as
necessary,

A copy of overhead projector transparencies and other visual aids, and

A section for the trainer to make notes at the end of each session, recording

important observations regarding what went well, what could be improved in future
training programs, and general participant progress

The Trainer's Guide also includes a copy of all Evaluation and Feedback Instruments

to be used with this training program, accompanied by guidelines for administering these
instruments.

For ease of reference, the trainer is advised to use the Table of Contents at the
beginning of this Guide to locate sections or information that may be relevant to
particular sessions or components of the traning. . ’
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CMA DATA ENTRY TRAINING: OVERALL SCHEDULE

2000
Tuly ] Sepl UKt
Stage/Deliverable June [June {June Haly pJuls 429 - Aug [Aug [Aug Sept {Sept [30- Oct j0ct |28 - Nov [Ny [Now
Junc P1O-(17- 324- [July Dhady 115 (224 fAug JAug [12- |1v- |26- SeptSept [16- 123« 1O [Oct [14- |21- [Nov (Nov {11- |1 [2s.
A8 HS (220 (29 [1-0 |8-13 200 |27 B3 S-10017 24 [3F |27 fu-t4 (21 |28 }s 12019 20 |2 -9 e (230 R
Pilot | L]
Pilot 2 B SR RSN
Pilot 3 i‘ el

Progress Report

Fie-Tuning of Trammg

Fie-Tuning of CMA e

[oll-Out Trammg f-vent |

Roll-Out Traming Event 2

Roll-Out Trammng Cvent 3 ‘

Roll-Out Traming Cyent d

Progress Repont

Roll-Out Trimnmg Lvent 3 : S

Roll-Out Traming Fvent 6 ,

Roll-Out Traming vent 7

Roll-Out Tramimg Lyent 8

Progress Report

Roll-Out Trammg {vem v |, .

Roll-Out Trammg Gvent 10
Rol-Oul Trammy I oent 11

Roll-Out Tramimng Lvent 12

Progress Report

Roll-Out Trammg L vent 13

Roll-Ouf Trammg Foent 14

Tl Repont _

Fordetats regardimg tentatn e st and end dates as well as publ.e/matonal hohidavs, please refer o the able on page 20
20 )
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2-7 V-1 {21 28 an (i I8 125 ! 3-8 |15 422 | -8

Stage/Deliverable

Pilot |
Piot 2
3

Pilot .

Progress Report

Froe-Tunmg of Trammg

Fine-Tuning of CMA

Rol-Out Trammyg Lvent ]
Roll-Out Tramimg Event 2
Roll-Out Traming Event 3
Roll-Out Traimng Event 4

Progiess Report

Roll-Out Trammg Hvent 5

o=

Rol-Out Trammg Event
Roll-Out Trammg Livent 7 '
Roll-Out Tramng Lvent :

=

Progress Report
Roll-Qut Trammg Lyent Y REZ0 IR IR N
Roll-Qut Trammng Event 10} M e RV BN
Rol-Out Trammyg Pvent T ;
Roll-Out raming Faent 12 Co
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Progress Report
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Roll-Qut Tranmg Lvent 13

Roll-Out Traming Event 14

Final Report
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CMA DATA ENTRY: TENTATIVE START AND END DATES PER EVENT

Event { Start Date | End Date Time
Pilot 1 i June 4, 2000 | June 26, 2000 900am -1230
i pm
. Pilot 2 | June 4, 2000 June 26, 2000 1.00p.m -430pm
Pilot 3 | June 29, 2000

July 20, 2000

100pm -430pm

Progress Report
~Final technical changes to CMA and fine-tu

ning of program after pilot events.

' Roll-Out Event 1

| September 2, 2000
!

September 23, 2000

900am
pm

- 12 30

- Roll-Out Event 2

| September 2, 2000

September 2:;2000

100pm -430pm

. Roll-Out Event 3
|

September 26, 2000

October 17, 2000

900am -1230
pm

' Roll-Out Event 4

September 26, 2000

October 17, 2000

100pm. -430pm

i Progress Report

Roll-Out Event 5

October 21, 2000

November 11, 2000

9:00am -1230
p.m.

'Roll-Out Event 6

October 21, 2000

| November 11, 2000

1.00p.m -430pm

i Roll-Qut Event 7

November 14, 2000

H

December 5 2000

900am -1230
p m.

.hRoH-Out Event 8

| November 14, 2000

i December 5, 2000

100pm -430pm

" Progress Report

Roll-Out Event 9

; December 9. 2000

January 3, 2001
December 27 1s
possibly the Eid

900am -1230
pm

' Roll-Out Event 10

December 9, 2000

January 3, 2001

100pm.-430pm

Roll-Out Event 11

January 9, 2001
(January 7 1s Coptic
Christmas)

January 30, 2001

I

9.00a.m.-1230
pm

Roll-Qut Event 12

January 9. 2001

| January 30, 2001

1.00pm. -430p.m

Progress Report

Roll-Out Event 13

{ February 3 2001

ebruary 24, 2001

500am -1230
pm

. Roll-Out Event 14

i February 3. 2001

| F
| February 24, 2001

100pm -430pm

- Final Report
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PARTICIPANT OBSERVATION SHEET

ey

s

a PILOT a EVENT NUMBER TOTAL NUMBER OF PARTICIPANTS
OBJECTIVE NUMBER OF COMMENTS
PARTICIPANTS
ACHIEVING OBJECTIVE/
STANDARD REQUIRED
0-3 4-8 7-S
8.1 Work with Lotus Notes views, documents and form elements,
given a Lotus-based database, with a high degree of ease and
confidence
« Slart Lolus Noles
«  Recognize the Lotus Noles wotkspace: menus, smart icons, dalabase
booknm:ks an() sl'ilus bar.
. ldenhfy the Lotus No\es database huilding blocks
. Open documents and categones in different views.
« ldentily basic operations for creating, eduing, saving and closing
documents
« Recoghize and unllze different field types: text fields, drop menus and
diatogue hsts, number fields, calendar fields and rich-lext fields
»  Manipuiale fonl (Imraclenslxcs intich lext fields for dala omphasxs
« ldentify and ulihize action bullons, hotspots, sections and embedded views.
22 . vy ey
: et nhes BT e e
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OBJECTIVE -

NUMBER

OF

PARTICIPANTS
ACHIEVING OBJECTIVE/
STANDARD REQUIRED

0-3

4-6

7-9

COMMENTS

8.2 Use basic features of Lotus Notes Mail to communicate case
events to CMA users, given a pending event or a schedule of
events, with a high degree of ease, confidence and accuracy.

«  Select recipients of mail from the CMA Address Book

«  Send mail

+  Receive mail and recognize old versus new (unread) mail.

s+ Read mail

+  Reply to mail

+«  Forward or delele mail

= Altach documenls to matl

8.3 Create case documents using the CMA Case Database, given

case-related data, with a high degree of accuracy.

¢ Initiale a case document.

e Enler case details,

e Enter parly dala (for single-party and mulliple-party cases§

*  Transler dala lhom parly documents to case documents
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OBJECTIVE

NUMBER OF
PARTICIPANTS
ACHIEVING OBJECTIVE/
STANDARD REQUIRED

0-3

4-6

7-9

"COMMENTS

» Select or enter a case number

s« Confinn, save and close case documenls

8.4 View case documents, given different sorting criteria and
categories, with a high degree of ease, confidence and
competence.

o View cases calegorized by case number,

e View cases calegornzed by subjecl.

e View cases calegorized by circuil

s View pending/ecunienl cases calegorized by year filed

o View pasl/closed cases

8.5 Edit and L_]pdate case status in existing case documents, given
case number, details and new status, with a high degree of
accuracy.

s Open and edit an exisling case document, ,

s Open and edit parly documenls from an exisling case

e« Updale case stalus
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OBJECTIVE

NUMBER OF
PARTICIPANTS
ACHIEVING OBJECTIVE/
STANDARD REQUIRED

0-3

4-6

7-9

COMMENTS

i
RS ]

8.6 Print case documents, given completed case details and
forms, with a high degree of competence.

e Print case labels.

¢ Converl case docurnents o prnt form

e Prinl case foims and documenls.

*  Swilch between the non-editable print version and lhe edilable full version
of a case document.

8.7 Create and confirm events, given case details and event
schedules/written notifications, with a high degree of accuracy.

*  Creale an evenl from a case document

H
e Creale an evenl from a view

¢ Allach documents lo case events.

¢ Access the full case document from an event document,

———— e

e  Confirm an event

e

« Notfy users of an evenl using Lolus Notes mail

e Save and close an evenl document.

8.8 View past and'pending events, given different sorting criteria
and categories, with a high degree of ease, confidence and
competence.

e View pasl evenls under different sorting cilena

[£9)]
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OBJECTIVE - - | NUMBER OF COMMENTS
PARTICIPANTS
ACHIEVING OBJECTIVE!

STANDARD REQUIRED
0-3 4-6 7-9

s View pending evenls under different sorhing critena

o Line eventl views lo monilor cose pogrens

8.9 [Edit exisling event documents, given new event details and
status, with a high degree of accuracy.

s Opoen and edil cvcnls from the full case document

s Open nnd 8 (M (‘VCHH from views

° Updnle eve nl clalus

e Save changes lo event documents

8.10 Create and view party/litigant documents, given party data,
with a high degree of accuracy.

° Cxeale new pauly !orms (or a case.

s Transfer allomcy/represcnlallve dala froin the CMA Remesen(ahve
Database lo party douunenls

° Access the Tull case form from a pi \r(y document

« View parly documents calegonzed by paity name or by parly ID

8.11 Edit existing party documents, given new party data and
status, with a high degree of accuracy.

° E(hl a pmty (1oulmenl llom a full case (1ocumenl

}

e Open and edit a party document fiom views

3 De 3 . N . [N
, ; . N e propie St
LR PR | (RN v et SO PR onsed —

v et e~



I
5

I B B R S S B BRI ERUIUE SN RS I SRS S Y
NTERCOM
SNTERPRISES
"OBJECTIVE NUMBER OF

PARTICIPANTS
ACHIEVING OBJECTIVE/
STANDARD REQUIRED

0-3 4-6 7-9

R

COMMENTS

z

g

s Save changes lo pary documentls

e Prinl party documents

s Refresh case documents to reflect changes made o party documents.

8.12 Utilize the CMA Representative database, given attorney/
representative data, with a high degree of ease, accuracy and
competence.

e Creale repiesenialive documents.

o Save and close represenlative documenls

s View represénialive documents calegorized by name, city/
region/governotate or postcode
Y L e T

¢ Edit existing. representalive docuiments

e Use lhe Representative Dalabase in relationship lo party documents for
dala entry. ’

8.13 Conduct search operations in the various CMA ‘databases,
given a search item or criterion, with a high degree of ease,
accuracy, and speed.

s Scarch for case documenls by different search and sorling crileria.

«  Search for parly documenls by different seaich and sorting crileria

e Scaich for atlormey/iepiesentative documents by different search and
sothing crtena.
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OBJEETIVE 7 NUMBER OF COMMENTS
PARTICIPANTS
ACHIEVING OBJECTIVE/
STANDARD REQUIRED
0-3 4-6 7-9
8.14 Address questions and problems that arise while using the
CMA databases, given the CMA User’s Manual as a reference tool,
with a high degree of confidence and accuracy.
o Ullize the User's Manual 1o addiess questions and problems with Lotus
Notes operalions for the CMA
e Ullize the User's Manual to address guestions and problems with case
___documents. . R D N
o Ulilize he User's Manual o address questions and problems wilh event
documenls
o Utthze lhe Usfzr's Manual to address questions and problems with parly
documents
s Ulilize lhe User's Manual lo address questions and problems with
altorney/representalive documents.
8.15 ldentify the functions of the CMA for data management and
case administration with a high degree of competence and
conviction.
+ ldenlfy the roles and responsibilics of CMA usetrs
« Briefly describe issues of dala access conlrol for different CMA users
s Explain he imporlance of dala accuracy and mlegrily.
e Descnbe the value of the CMA in facilitating and expediting data
mamntenance, 1eliieval and management
25
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SESSION 1: INTRODUCTION TO THE CMA DATA ENTRY TRAINING

I3
j . Session Aims « To ehcit and address participants’ expactations from the training
- ;i = Tointroduce the participants to the purpose, opjectives and expected results of
f % the CMA Data Entry training
f.;;; : e To establish a "code of conduct” for the training
- . + Tointroduce the partictpants to the concepts of self-assessment and training
¢ 5 evaluation throughout the course
] « To elictt participants’ opiions and expenence regarding problems with
) manual/paper-based case data entry and processing (seting ine scene for ths
bl i data entry aspects of the CMA)
! % ! Behavioral « Preparation for 8.15 Identify the functions of the CMA for daiz management
; Objective(s) and case administraion with a high degree of competence ana conviction
¢ Supported
s
i  Enabling »  N/A
K ] ' Objective(s)
) Content to be «  Brief Introduction to the CMA Data Entry training
o Covered :
;  Problems with paper-based case data entry and processing {workshop) '
§ | Materials « OHTs1,2and3 i
«  Worksheets 1 and 2 I
>r
Fy
o  Activityf | Matenal- { Activity/Task Oescription and Procedure Main Estimated
- Task# | Training l Interaction Timing 1n
r= ! Ard i Pattern(s) Minutes
- ; i1 N/A Introductions . Trawer - 10
: < Trainer briefly introduces him/herself i’ar:tl;:xpanzg !
whole
P : » Paruicipants brefly introduce themselves Trainer group) '
: 3 : checks names 1n register N
T ! = Traner distnbutes copies of Traines Guide, CMA
. User's Manual participant training files and I
ERE ‘ | stationery i !
E | z OnTs 1, 2  Introducing the purpose of the CMA Data Entry Tramner - ‘ 20
and 3 - training, its objectives and results Parucipanis |
= | OHP o Tramer uses OHT 1 to present purpose of CMA | (Who!e
7 1 Data Entry training group)
P
N ! «  Trainer uses OHT 2 to present the main
- ' objectives underlying the CMA Data Entry
o ! 1 training in very basic terms Trainer unmasks
ERE| | and discusses one objective at 2 tme Tramner
eed ehcits from participants any other important
™ objectives they might have for this training.
1 = Trainer uses OHT 3 to present the expacted
‘Lg“»j \ results from this training, unmasking one result al ’ '
2 ime
f‘~ ' *  Tramner elicits feedback regarding results from |
. pariicipants |
b
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| Activity!
Task #

Material-
Training
Aid

Activity/Task Description and Procedure

Main
Interaction
Pattern(s).

Estimaizd
Twmung 1n
Minutes

Fhpchart
i or A2
paper

! Establiching training “code of conduct”
*«  Trainer ransiions to this actity by asking "How

are we going (o achieve thase rasults? How zre
we going to work together?” Eliciis training room
“rules” {e g mobile phones off - no smoxing -
tardiness {as a joke!] eic)

« Trainer records "rules” on flipchart ar A2 paper
and displays in training room throughout training

Trainer -
Parucipants
(whole
group,

70

K.Y

Warksheet
1

Introducing the concept of on-going self-
assessment and training evaluation

«  Traner transitions to this activity by asking "How
are we going to know that we are achieving the
results of the traiming?”

+ Traner introduces Worksheet 1 Training
Checkiist to the participants, clanfying purpose
and explaining/modeling how each item will be
assessed by the participants

< Trainer asks participants to keep therr Traiming

Checklists for discussion at regular iniervals
throughout the course

« Traner ehcits participants’ feedback, highlighting
the importance of this approach to on-going self
assessment

Tramner -
Participants
{whole
group)

10

Worksheet
2

Mini-workshop- problems with manual/paper-
based case data entry and processing

« Trainer models activity by eliciing from
participants their opinion of current problems with
manual/paper-based case data entry and
processing - asks leading questions regarding
turnaround time, access to files etc

* Trainer iniroduces Worksheet 2 {0 the

parucipanis. highlighting the imponance of
objectivity in this activity

« Tramer asks participants to work 1n pairs/small
groups to brainstorm and list problems

e Trainer monitors and guides throughout
pair/groug work

= Traner elicits participants’ feedback and notes
important poinis

Trainer explains that, throughous tn2 iraiing, the
group will observe the benefits of the CMA In
addressing the problems they noizd i this min
workshoo o

Trainzr -
pafucipants
(whole
group)
Pairs/small
groups
Plenary
discussion

40
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OHT 1

- CASE MANAGEMENT APPLICATICON

(CMA): DATA ENTRY TRAINING

MAIN PURPOSE

e To improve case-related data entry
and maintenance/updating, access
to reliable data, and speed of
access.

e This, in turn, will lead to improved
case administration and
management in the court.
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OHT 2

TRAINING OBJECTIVES

e« Work with Lotus Notes to operate the CMA.

e Use Lotus Notes Mail to communicate case
events to CMA users.

o Create, view, edit and print case documents
using the CMA Case Database.

e Create, confirm, view and edit case events.
e Create, view and edit party documents.

e Utilize the CMA Representative Database to
store and retrieve attorney data.

e Search for and locate documents/data
easily in the CMA Databases.

e Utilize the CMA User's Manual to address
problems with operating the CMA.

e |dentify the functions of the CMA for case
data entry and processing/administration.
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OHT 3

EXPECTED RESULTS

e Increased access to accurate and
reliable case-related data; and

e Increased speed of access to case-
related data.
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WORKSHEET 1

TRAINING CHECKLIST: WHAT HAVE | ACHIEVED IN THE CMA TRAINING?

Use this checklist throughout the course to assess your progress and degree to which

you have achieved each objactive or result.

OBJECTIVES:

OBJECTIVE

- COMMENTS

Wark with Lotus Notes to
operate the CMA.

Use Lotus Notes Mail to

commurnicate case events to
CMA users.

Create, view, edit and print
case documents using the CMA
Case Database.

Create, confirm, view and edit
case events.

Create, view and edit party
documents.

Utilize the CMA Represeantative
Database to store and retrieve |
attorney data {

Search for and locate
documents/data easily in the
CMA Databases.

Utillize the CMA User's Manual |
to address problems witn
operating the CMA

_tdentify the functions of the

CMA for case data entry and
processing/administration.

RESULTS:

N

| RESULT

Increased access (o accurate

|
and reliable case-related data

i COMMENTS

|
|
|
|

Increased speed of acceass to
case-related data

[N
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WORKSHEET 2
PROBLEMS WITH PAPER-BASED CASE DATA ENTRY AND PROCESSING

Work 1n pairs or small groups. List the problems you encounter with manual/paper-based
case data entry and processing Think about the following categories

Maintaining data

¥
r::3
J
n Maintaining case files
]
]
3
"4
i
» Filing party documents
i
"
3
!
5
- Entering and monitoring case events
tl's
-
1
i’
,_( t
1 . .
= Locating data and responding to requests for documents
-
t
!~.
44
RS R Reading hand-written data
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DAY 1

SESSION 2: INTRODUCTION TO THE CMA

SESSION PLAN

Session Aims

To introduce the participants to the purpose and main technical features of tnz CMA
software

To briefly demonstrate ta the participants some of the main data entry features cf the
CMA

To introduce the participants to the CMA User's Manual and enable them to exzlore s
potential as a reference tool

Behavioral e Preparation for 8.15 Identiy the functions of the CMA for data management and case
! Objective(s) admimnistration with a high degree of competence and conviction
Supported s Preparation for 8.14 Address questions and protlems that arise while using the CMA
i databases, given the CMA User's Manual as a reference tool, with a high degres of
' confidence and accuracy
Enabling «  N/A
' Objective(s)
| Content to be « Bnefintroduction to the purpose and main data entry features of the CMA
g Covered « Brief ntroduction and discovery of tha CMA User's Manual
I‘ Materials « OHT 4
f - Worksheet 3
Activity ; Matenal- Activity/Task Description and Procedure Main I £stimated
, Task # Traning Interaction ! Twmung in
VA i Pattern(s) | Minutes
1 " OHT 4 - Introduction to the CMA: purpose and main data entry ! Tramer - 16
L OHP features , - | Paricipants |
' |
: e Traner transiions from the break by raferencing the ! {whole f
: problems with paper-based case data entry and i group)
E processing discussed before the break and explaining that
the group wili now start explonng how the CMA addresses | !
i these problems | : !
! »  Tramner uses OHT 4 {0 inate/prasent the main purpose : ;
| ! and features of the CMA |
- ! s :
{ { » Traner elicits participants’ izedback ¢ i
0 2 Relevant Brief demo of the features of the CMA | Trainer - i 30
: CMA -« Trainer demonstrates to tne participants same main Participants |
windows - aspects of the CMA (e g case document and imporiant (whole l
| Daia show fields, party documents, sampie event documents, group)
! representative/attorney gocument, intial data entry)
: o Traner fields questions { i
3 ' Worksheei 1 Discovery task: CMA User's Manual ; Tramer - i 50
1 |
I3 e Trainer briefly introduces the imporiznce of the CMA ' Parieipants |
| cuma User's Manual as a reference took. . . | (whole |
[ Users ! - . . ’ ‘ group)
| Manual L= Trane introg aces Worksnzet 3 anc clanfias discovery { Bair work
i ienEe i task Trainer coss firsi two items with saricipants as a v ;
! { madel ! Group ]
\ X ' ciscussion |
| | «  Trainer asks gariicipants 1o work in pairs to find the !
! ! answers 10 (N2 remaining quasions : ) ’
i . »  Trainer moniiars throughout pair wora aclivity and provides '
) i help/guicance as necessary '
36
BEST AVAILABLE COPY
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;[ Activityr | Matenal- Activity/Task Description and Procedure ¢ Main . Esumaiec
I Task# Training . Interaction  Timing i
| Aud { Pattern(s) ; Minutes
ir e Trainer checks answers with the whole group {answer key | :
provided on page 39 of this Trainer's Guide) '
NOTES:

BEST AVAILABLE COPY
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OHT 4

o

WHAT IS THE CMA?

. EERS

~ ltis a Lotus Notes database
application.

~ It is a customized Arabic language +!
application for Egyptian courts.

~ It consists of three main databases:

« The Case Database (for storing and |
retrieving all case-related data) ’

'« The Representatives Database (for
storing and retrieving attorney data)

~
[PRRPNN

- The Administration/Log Database
(for CMA administrators and
technical support)

. 3 P
N % it

clerks to input case, event and party
data, as well as attorney datd, and to
output information for case
management purposes.

]
L9 N
N
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WORKSHEET 3
INTRODUCTION TO THE CMA USER'S MANUAL

) W‘ ! m‘_}mf—ld

Look through the CMA User's Manual quickly to find answers to the following questions
Use the Table of Contents to find the relevant sections and information

I
¢

3
B

[ QUESTION NOTES

! 1. On what pages can the user find a definition of
: icons used in the CMA?

1
P |

]"i ©2 How can the user find the contents of each '
_'_; ; chapter in the CMA User's Manual?
‘ z i 3 What are the mamn elements of a Lotus Notes
s ’ database? Where in the User's Manual can you
P | find this information? |
. 4. Where can you find information about sending

! and receiving mail using Lotus Notes Mail?
kS
. 5 On which page(s) can you find the steps for
" | creating a case?
P |
i 6 Look through Chapter 4 of the User's Manual.
: What is meant by case views? How many kinds

q | of case view do you get in the CMA?

| . 7 Where can you find information about printing

|

i

- : case documents? :
]

1

} '8 Where can you find steps and instructions for
e completing an event of the type "fees"™? What
. ' form 1s this information presented in?

i

9. Look at the CMA window on page 93. How !
. % \ many sub-categories or classifications of l
i events do you find under "past events"? |

t 10. In which chapter of the CMA User's Manual can
. i l you find information about party documents and
i : data?

1 11 Look at page 125 of the User's Manual What

; ! button does a user press to create a new party
E } : document?

f | 12 Look at page 134 of the CMA User's Manual
| What information does the representative form,
“% : provide regzarding a given attorney?

3

BEST AVAILABLE COPY
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WORKSHEET 3

NTERCOM

INTRODUCTION TO THE CMA USER'S MANUAL 1
TRAINER'S ANSWER KEY

LLook through the CMA User's Manual quickly to find answers to the following questions -
Use the Table of Contents to find the relevant sections and information

- QUESTION

NOTES

1

On what pages can the user find a definition of ~ Pages in Roman numbers I-li-ii -
icons used in the CMA?

2 How can the user find the contents of each 1 Each chapter starts with a hist of )
chapter in the CMA User's Manual? ] contents of the chapter in guestion ;}
'3 What are the main elements of a Lotus Notes ' Documents. farms and views
database? Where in the User's Manual can you Pages 9-10 'i
. find this information? ,
I 4 Where can you find information about sending ! Pages 20-21.
: and receiving mail using Lotus Notes Mail? ' :
5 On which page(s) can you find the steps for Pages 34-37 '
: creating a case”? ' . %
"6 Look through Chapter 4 of the User's Manual Thus 1s a screen that lists cases ’
What 1s meant by case views? How many kinds  under different sorung cntena Four ,.s
of case view do you get in the CMA? (in thus chapter) Pagas 60-69 {
7. Where can you find information about printing Chapter 6 '
case documents? o
8 Where can you find steps and instructions for Page 88 - in a table !’
completing an event of the type "fees"? What
form is this information presented in? : B
'9  Look at the CMA window on page 93. How Eight ' 1
many sub-categories or classifications of '
; events do you find under "past events"? ‘ |
1 10. In which chapter of the CMA User's Manual can | Chapter 10. : 23
: you find information about party documents and !
; data? Z ‘
' 11. Look at page 125 of the User's Manual What  Record Party Data %j
button does a user press to create a new party
document?
12

Look at page 134 of the CMA User's Manual. -
What information does the representativa form
provids regarding a given attornay?

- Name, ID number, address.
w/ephone number. fax number
type of syndicate registration,
number of syndicate requstration ‘

BEST AVAILABLE corY
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DAY 2

SESSION 1: INTRODUCTION TO LOTUS NOTES DATABASES
SESSION PLAN

; Session Aims

« Tontroduce the parucipants to some of the key applications and uses of Lotus Noiss
« To enable the participants to start operating Lotus Notes

« To famihanze the participants with the Lotus Notes workspace menus smart22ns 2nd
status par

« To enable participants to open databases for the first tme and create databases 129ns 1n '
the Notes workspace

Objective(s)

e To famiianze participants with the main elements or building blocks of a Lotus Notes i
database l
‘ «» To introduce some key terms related to Notes databases - 5
Behavioral = B.1 Work with Lotus Notes views, documents and form elements, given a Lolus-based W
| Objective(s) database, with a high degree of ease and confidence |
Supported « B.14 Address quastions and problems that anise while using the CMA databases, given |
the CMA User's Manual as a reference tool, with a high degree of conficence end !
accuracy
Enabling « Start Lotus Notes

- Recognize the Lotus Noies workspace menus smarticons database bookmarks sna
status bar

« ldentiy the Lotus Notes database ouilding blocks

« Utihze the User s Manual to address questions and problems with Lotus Noigs 1
operations for the CMA

Content to be

+ Introduction to Lotus Nates applications

Covered o The Lotus Notes workspace 3
+  The Lotus Notes database building olocks - |
« Key terms ' o '
Materials « OHTs5and8

1
+  Worksheet 4 !
]

« User's Manual pages 5-10 (for reference)

Acuvity! | Matenal- | Activity/Task Description and Procedure Main : Esumaizd ‘
Task & Traning interaction : Timingin |
Aid Pattern(s) '+ Minutes
1 QHT 5- 1 Introduction to Lotus Notes Trainer - <10
. i >
| OHP i+ Quick review trainer elicils from parucipants that the CMA 15 | Participant
a Lotus Notes apphication s (whole ;
. . . grou
= Trainer transitions by asking “so what 1s Lotus Notes? group) f
« Tramner uses OHT 5 to present the main uses and !
apphications of Lotus Notes, unmasking cne point at & tme ;
i «  Tramner fields questions i
2 Relevant | Demonstration and hands-on practice: starting Lotus Notes | Trainer- ' 15 :
parts of «  Traner demonstrates entenng pasée/ords to-start operating Participant ! ;
Lotus Lotus Notes s (whole i ‘
Nates - - " grou !
no.es . Trainer demonstirates steps for stariing Lotus Notes and s P) o f
cLele getting to the Lotus Notes workspacs Indvidual
¢ snow I - cractice
i - Participants follow sama steps at own computers Trainer
| ] monitors closely, with technical suppor staif assisting and | ,
i addressing any problems atthis stags |
i = Trainer refers participants to pages -7 oi the User's Manual l :
BEST AVAILABLE COPY
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Activity! T Materal- Activity/Task Description and Procedure  Main . Zsumatad
Task# | Traning | Interacton |, Timingin !
g Aid | Patiern(s) | Minutes
3 " Snapshot ' Demanstration of Lotus Notes workspace ; : Tramner - , 12 |
fofthe | . Tramer introduces the Lotus Notes warkspace focusing cn * Parucipant
' Lotus the following ziements s fwhol2
i Notes ! « Menus - grodp!
* workspac '
e- « Smarticons )
' Date | « Status bar : ! l
show « Worksheets i |
« Traner briefly presents the functions of each of the above | E
elements i )
‘4 Relevant | Demonstration and hands-on practice: opening a database Traner - : 20 )
! aspects , for the first time Parucipant . '
of Lotus | . Trainer demonstrates the steps for opening a database for s {wnole !
Notes - the first tme and creating a database bookmark 1n the Lotus | 970UP) ! ;
Data Notes workspace Individual ‘ i
show - Traner explains the significance of read versus unread pracice |
documents in each database, shown as colour-coded ‘ |
numbers on 1con ! |
- Participants follow same steps at own computers . ‘
:: - Traner gats participants {o delele database bockmarks and .
re-create them several tmes for practice i ! !
- Tramner fields questions ! ' i
5 OHT 5 - x Introduction and initial practice’ key database building | Tramner - ‘ 22 '
| OHP - blocks and related terms i Paricipant !
| Data +  Tramner uses OHT 6 to present key elements or building . S {whole !
| show blocks of a Lotus Notes database ‘ i group) i ;
|' - Traner demonstrates by showing documents, forms, fields ! i ;
g and views using data show f i
- Tramer gets partucipants to open the CMA Case Database } i
and observe the initial screen and the views 1t offers }
5 Workshe | Participant quiz: definitions ‘ Tramner - e ‘
‘ letd «  Traner ntroduces worksheet 4 and clanfies purpose ; Paricipant '.
Trainer highlights importance of wiing definiions of tarms | 5 {whole ,
in ones own wording in order to remember what the tarms I group) |
stand for ¢ Individual ! :
- Traner asks participants to work individually to define terms | WO'K | !
! on worksheet : .
! e Trainer monitors and provides help where necessary { : :
: l s Trainer asks participants to look through the User's Manual ' : !
l pages 5-10. to check their answears : : !
‘, | = Trainer discusses answers and figlds questions } : i
NOTES: ' )
BEST AVAILABLE COPY
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WHAT IS LOTUS NOTES?

! It is a computer program that enables its
| users to do the following:

] « store data and retrieve it from Lotus

7‘; Notes databases;

7 ~ « perform statistical operations on data;
% ~ - -

? « send and receive electronic mail;

. . share information and files with other

users;

']  monitor work progress;

. - archive data; and

L -« work better in teams.

g

;]

13
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OHT 6

THE LOTUS NOTES DATABASE
BUILDING BLOCKS

Database This is where data is
stored, according to the
topic or nature of this data.

Document  This is the main data

storage unit inside a
database.

Form Within documents, data is
entered in forms.™

Field Each form has a number of

fields to be completed with
data.

View This is a way to display
documents and data in a
database.

44
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WORKSHEET 4
LOTUS NOTES: TERMS AND DEFINITIONS

{

Look at the following Lotus Notes terms What does each on2 mean? What is its function
in Lotus Notes?

Menu

Ilcon

Bookmark

Status bar

Document

Form

Field

View

Now look at the CMA User's Manual, pages 5-10, and check your answers
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DAY 2

SESSION 2: WORKING WITH LOTUS NOTES VIEWS AND DOCUMENTS

SESSION PLAN

[Rp—

s

[

! Session Aims
|

Tao familianize participants with the principles of Lotus Notes views soring

classification and sub-classification

To introduce the participants to some of the basic views and classificanors in

To famihanze the participgants with Lotus Notes documents

To familianize the participants with basic operations for opening complating ez'ing

saving and pnnting documents in the CMA

7
gr
H
%
1

[ Behavioral
Objective(s)
Supported

t
i

8.1 Work with Lotus Notes views, documents and form elements, given a Lotus-based

database, with a high degree of ease and confidence

8.14 Address questions and problems that arise while using the CMA databases, given
the CMA User's Manual as a reference tool, with a huigh degree of confidence and

accuracy

i Enabling
- Objective(s)

'

Open documents and categorias in different views

Idenufy basic operatlbns for creating, ediing, saving and closing documents

operations for the CMA

. Content to be
" Covered

Lotus notes view components navigation pad, view pad classification arrows ana

criteria

Lotus Notes views and document classification in different views

Viewang documents under different views
Opening documents in Lotus Notes databases

Opening. completing, editing, saving. closing and printing documents in the CMA basic

operations

[FREONe

§
{
.

. Materidls

User's Manual pages 10-13

| Actity/ | Material-
[ Task# | Traming
Aid

Activiy/Task Descripuon and Procedure

Main
Interachion
Pattern(s)

Esumated
Timing in
Minutes

1 Relevant
sections of
CMA -

Data show

Introduction to Lotus Notes views, with particular
reference to the CMA

Trainer leads in by showing thai. before the break,
participants had got so far as the databases 11 Lotus

Notes Now iney are going to cbserve the different viaws
that a database offers

Trainer demonstrates by opening CMA Case Database
and bringing up the view window

Trainer shows participants the navigation and view
pads/panels, and explains the functions of each

Trainar shows categonzation in the CMA Case
Database

Trainer highlights difierent views to show the
classification of documents and data under each
Trainer explains, while demonstraung, the function of the
Ngni-f22ing 2750WS NeLi 15 31van SOCUIMEnis under visws
and clicks to show sub-classiiications Tramner explains
the signiicance of the arrows facing downwards

Traner explains meaning of symbols usad in CMA to ‘
signify case forms, party forms and event forms !

Trainer -
Participants
(wholg
group)

1

[

BEST AVAILABLE coryY
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Activity: | Matenal- Activity/Task Description and Procedure Main , Esumaied .
Task # Training Interaction ! Timung in ;
Aud Pattern(s) | Minutes |
2 Relevant Hands-on applichtion: working with Lotus Notes/ CMA individual 5 i
- sections of | views practice ;
CMA - «  Trainer gives participants instructions 1o ¢cpen the CMA f
; Data show Case Database ‘ ;
' o Parucipants follow steps to look at different views and : !
observe the classification of documents and data under '
each view i :
. » Trainer monitors and provides help/guidance as ‘ ;
necessary ) .
i« Tramer fields questions xI
3 Retevant Introduction and initial practice: refreshing views j Tramer - , 10
sections of | . Trainer explains purpose of refrasting/updating views | Paricipants |
. CMA - '« Tramer tllustrates methods for refrashing views pressing | (V‘Vho'e ' i
Date show F9. selecung "refresh’ from the view menu, or using the group) !
; “refresh” icon i individual ;
: ractice ! i
} « Participants try out different methods i P ] }
4 | Relevant Introduction and demonstration: creating Lotus Tramner - 13
i sections of | Notes/CMA documents Participants
| CMA - - Tramer transitions by reviewing/hiciting the definition of 2 | (whole f i
Daia show document from the previous session Tratner revises group) ) I
' basic terminalagy (documents, forms, fields)
!
i « Traner explains and demonstrates two methods for
! creating a new document from "create” menu, or by
! pressing relevant action button in a grven view (1 e the ! l
| action button for initiating a new cass document) ... i } ;
! - Trainer demonstrates completing one or two fields, then .
saving the document by selecting "save” from the file i
; menu ! X |
' « Participants follow trainer's steps at awn comzuters ) ! i
5 ¢ Relevant Introduction and demonstration: opening and editing i Trainer - ] i
sections of | Lotus Notes/CMA documents | Paricipants i
\ : ' !
CMA - - Traner transtisns by indicating inat parucipanis will now | (whole ! -
+ Data show observe now (0 open an axisting documantin tne CMA group) . |
: databases ‘ |
i : o Tramner selects a document from a given view and i
I[ demonstrates opening it by double clicking ' i
[ «  Trainer demonstrates that data cannot be entered into 1 i
. the document at this stage because 1115 not open in [ { i
! "edit" mode Tramer tries to enter data but fails ! ! ‘
' i » Trainer shows that, to edit a document participants have ! : I
. to double-click it to change it to "edit” mode This will ; ; *
' enable them 10 enter data i l 1
P i
«  Trainer providss alternatives ssl8cts dnother document g ! '
from views 2nd opens it by selecting "edit” from menus, ! [
| or uses action bution “edit document” &l the tap ci the i ! I
! document ‘ i !
! «  Traner fizlas ausstons ! " ;
BEST AVAILABLE COPY 17
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Tactvity: | Material- | Actwry/Task Dascription and Procedure - . Main _Estmated
Task# | Training !interaction | Twmingin
Aud : Pattern(s) Minutes i
fo— - - - - e e
f Relevant Hands-on application: working with Lotus Notes/ CMA Individual 20
. ! sections of | documents ' practice
\ i CMA - { . Tramner gives participants instructtons to open a new ! .
: : Data show | case document from “initiate case” action button ! i
' - Participants enter data 1nto one or two fizids . '
'[ : . Partcipants save document {(without sernal number, as 2
I ‘ test)
i l « Participants practice steps for opening and editing an |
i ! existing case document Parucipants try out different ! :
i ) methods of converting a case documeant from "read only” | . ;
l { mode to "edit” mode I i i
!
l « Trainer monitors and provides helo/quidance as ‘
k i necessary ' :
L7 \ Relevant | Introduction and demonstration printing Lotus . Traner - 10 ‘
. sections of | Notes/CMA documents . Panicipenis ‘
: . |
| CMA - . Traner demonstrates process for printing case document | (Whole . l
! Data show from file menu, print group) i
' |
i - Partcipants practice by selecting an existing case ! f
! document and printing it !
‘ 8 User's Home assignment Tramner - L NJA
: Manual, - Tramer asks participants to review pages 5-13 of the Paricipants |
| pages S- User's Manual and note questions to ask the trainer on  : (whole : |
' 13 | the next day | group) !

he Trainer's Guide

¢ REMINDER Complete refevant sections of the Participant O5sarvation Sheet in t

NOTES:

BEST AVAILABLE COPY

[P

Sitaded

T

SN

RS

i

b B

™

RN

g

Rapiel

s st

I

TN

PR

e

. . o
N

[RN——



P
H

e

AR

—

Sl b

bt

L Wt !

T

.,.,_,\-'w

A

P

- e AN

et

bed

P——

X eed

"~y

. oty

INTERCOM
ENTERPRISES

DAY 3

SESSION 1: LOTUS NOTES/CMA DOCUMENTS: FIELD TYPES

SESSION PLAN

, Session Aims

To familiarize the participants with the different types of fieids in Lotus Notes/CMA
documents N

To familiarize the participants wath tne types of data that are entered in eaen *voe o
field

- Behavioral
. Objective(s)
- Supported

8.1 Work with Lotus Notes views documents and form elements. given a Loius-
based database with a high degree of ease and confidence
8.14 Address questions and problems that anse while using the CMA dataoasss,

given the CMA User's Manual as a reference tool, with a high degree of configence
and accuracy.

¢ Enabling
| Objective(s)

Recognize and utilize different field types in database forms text fields, drop menus
and dialogue lists, number fields, calendar fields and rich-text fields

Utilize the User's Manual to address questions and problems with Lotus Notes
operations for the CMA

| Content to be
Covered

Answer any questions raised on the home assignment of the previous day
Types of fields in Lotus Notes/CMA documents

. Materials

OHT 7 and 8
User's Manual pages 14-16

Actvity.
Task #

Matenal-
Training
Aid

Activity/Task Description and Procedure

Main Esumals:

Interaction Timing in
Patiern(s) i Minutes

Introduction to types of fields in Lotus Notes/ CMA
documents

Trainer - 125
Parucipants
{whale
group)

Trainer leads in by elicting from participants that a
database contains documents/iorms each of which
consists of a number of fields to be completed by the
user (review of day 2)

Tramner introduces purpose of session to become
familiar with the different types of fields in CMA forms

Trainer uses OHT 7 to present each type of field and
give an exarnple. unmasking one type of field at a ime
Trainer fields questions

Relzvant
sections
of TMA -
Daiza
show

Demonstration: types of fields

°

Trainar - 4
Paricipants
(wnole
group)

ur

Trainer demonstrates types of fields by opening a case
docurmnent and pointing at each field explamning fieid type
and data entered in it

Trainer points at some of the field typas (e g text field
for names of parties, calendar field for date of case, and
drop menu/dialogue ist for location of case file) Trainer
shows datz entered, then elicrts from paruicipants the
type of field from the OHT presentatcn in the previous
activity

Traner demonstrates charactensucs. of fich text fields by
typing date inic the "notes” fiela at ing ootiom oi a case
document and highlighting colour of fant

Trainer demonstrates steps for changing font colour,
size and cnaractansiics In rnich text fislds

Trainer aemonsirai=s choice butions A parnty
documents

Trainer fields questions !

BEST AVAILABLE COPY
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Actvity | Matenal-

Task® !

1
i
)

Training
Aid

Activity/Task Description and “rocedure

Main
Interaction
Pattern{s)

© Zsumatsa

b
TIming in

* Minutes

Introduction and demonstration: editable and
computed fields

»

Trainer uses OHT 8 to e»plain to parucipants that ail
the different field types fall into two main categones
editable (where users enter data themselves) and
computed or locked (where users cannot enter data but
rather depend on the CMA system to perform a certain
aperation or calculation and provide the data for the
field) .

Trainer demonstrates by showing text or number fields
(editable) in case documents versus case number and
case duratian fields (computed)

Traner explains to participants that they will practice
using different types of fields after the break

Tramer fields questions

Tramner refers participants to pages 14-16 of the User's
Manual

Trawmner -
Participants
i (whole

i group)

20
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Text field

Rich text field

Number field
Date ﬂe‘ld
Choice box

Choice button

Dia-logue list

LOTUS FIELDS

Users enter text or numbers,
but cannot format font or
style of text.

Users enter text, format font

and style and attach other
documents.

Users only enter numbers.

Users enter a date or select it
from the calendar.

Users insert "x" to select one
or more boxes.

Users click to choose one
item only. ‘

Users click-arrow to get a list
of choices, then select item.

51
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OHT 8

FIELD CATEGORIES

Fields in Lotus Notes and CMA forms are
classified into two categories:

Editable Users enter data themselves.

Computed Users cannot enter data. The
CMA system performs a certain
operation or calculation to
provide the data for the field.
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DAY 3

SESSION 2: APPLICATION: LOTUS FIELDS AND FEATURES

SESSION PLAN

Session Aims

To enable the participants to use the diferent typas of fields in Lotus Notes/ChA

documenis

To farmmilianize the participants with the functions of action buttons, hotspots. seztions

within documents and embedded views

Behavioral
Objective(s)
Supported

8.1 Work with Lotus Notes views, documents and form elements, given a Lotus-
based database. with 2 high degree of ease and confidence

8.14 Address questions and problems that anse while using the CMA databases,

given the CMA User's.Manual as a reference tool, with a huigh degree of confidence

and accuracy

Enabling
Objective(s)

Recognize and utihize different field types in database forms text fields, drop menus

and dialogue fists, number fields, calendar fields and nich-text fields
Manipulate font charactenstics n nich text fields for data empnasis

Identify and utiize action buttons hotspots and sections

Utthze the Usar s Manual to address questions and problems with Lotus Notes

operations for the CMA

N R S

Content to be

Review of types of fields in Lotus Notes/CMA documents

|
1
Covered - Introduction to the functians of action buttons, hotspols, sections within documents
and embedded views
Materials « QOHT7,8and9

Worksheet 5
User's Manual pages 14-16 {review) then 16-19

" Actvityl | Material- Actrvity/Task Description and Procedure Main Estumaied
i Task# | Training ~ 7] Interaction Timing in
il
; Aid Pattern(s) Minutas
i | Worksheet | Review of types of fields in Lotus Notes/ CMA Individual |13
15 documents work ! .
OHT 8B - o Tramer introduces Worksheet 5 and clanfies purpose | Trainer - !
‘ OHP «  Parucipants viork individually to define terms in Parucipants !
workshest {whote 5
X grousi |
' «  Trainer checks answers and uses OHT 7 and 8 to ,
| review definiions | ! ;
2 ' Relevani Application: types of fields i Tramear - I 30 i
| sectons of | o Tramer briefly reviews/demanstraies types of fielcs in | Paricioents f
P CMA - a case documant {whele : '
! Data show | Participants practice utiizing/completing different grous) ] :
'l types of fields in case documents Trainar monitors i i
) l and provides halp as necessary ( i
- s t
° Trainer reviews/demonstrates sieps for manipulating k |
‘ characteristics of rich text fields Participants follow ‘ i
! steps at their own computers: -... | | ; '
‘ +  Parucipanis practice manipulating nich text fields i !
Trainer moniiars and provides heip as necessary ! !
i »  Tramer fielas questions |
BEST AVAILABLE COPY
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Actvity . Materiat-
Task#®  Traming
Aid

Activity/Task Description and Procedure Main

Interacuon I
Patternjs) !

| Zsumatec

Timing n
Minutes

3 DHT G . i Introduction to action buttons, hotspots, sectians and * Trainer -

OHP embedded views

Participants
«  Trainer ransitons by saying that parucipanis il 10w tounoie
look at some other features of Lotus Notes/CiiA group)
documents

«  Trainer uses OHT 9 to present the function of action

buttons, hotspats, sections within documents and
| embedded views, unmasking one feature at 2 ime

10

N

Relevant Demonstration: action bittons, hotspots, sections Tramner -
sections of | and embedded views Participants

CMA - « Trainer demonstrates above features in a case (whole
Data show document group)

« Tramner aemonstrates action buttons by pointing at
“create party” and "confirm case” butions at top of

, case document window and explaining/illustraung the

function of each

- Tramner demonstrates the function of a section within
' a document by showing the details section within a
case document, clicking the hrtle arrow and showing
the details that appear

» Trainer demonstrates the function of hotspols by
pointing at "go to” and "new” hotspot buttons in
defendant form and ilustrating what each one does

+  Tramner demonstrates the function of an embedded
view by showing the pariies and evenis embedded
view wilnin a case document, clicking # to show the ™~
forms that appear within Trawmer draws the analogy
with the view pad/panel under different views
showing that embedded views work in the same way
but within 2 document

«  Tramer ends this demonstration by emphasiz:ng that
the different form elements and features observed so
far enable a user to get all the daie and forms/detai’s
related to a given case from one case document

«  Trainer fields questions

20

(s3]

| Relevant Application: using action buttons, hotspots, sections
 ssctions of | and embedded views
" CMA -

Inavidual
wWOrK

« Participanis practice using action buttons, holspots,
Data show sections and embedded views in cas2 documants
»  Trainer monitors and provides help as necessary

«  Tramer fields questions

s))’

| Home assignment Trainer -

"o Traner asks participants to rewiaw pages 14-13 of the Paruzipants
User's Mznrual and note questions 12 ask the rainer ~ ' (Wnole !
' | on the next day , ¢roup) i

1~
A

REMINDER Compleis relevant sections of the Participani Observation Sheat in the Trainer's Guide

NOTES:

BEST AVAILABLE coPY
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OHT 9

MORE FEATURES OF LOTUS NOTES AND
~ CMA DOCUMENTS

Action button

Hotspot

Section

Embedded view

This appears at the top of a
window or view. Users
press to perform certain
operations such as starting
or confirming a document.

This appears withina
document. Users press this
button to perform
operations like going to
another list.

This is a section within a
document. By pressing the
little arrow, users reveal the
section and get additional
data or details.

This is aview within a
document. [t enables users
to view, open and edit other
documents.
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WORKSHEET 5
LOTUS NOTES: MORE TERMS AND DEFINITIONS

. " Look at the following Lotus Notes terms about fields and document features What does
' each one mean? What 1s its function in Lotus Notes and the CMA?

Date field

=5 Rich text field
i

o

‘ Dialogue list
3

i

3 Choice button
i
3

. Computed field
T

1 Action button
& Hotspot

]

{ Embedded view
3

i
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i DAY 4
& SESSION 1: INTRODUCTION TO LOTUS MAIL
o SESSION PLAN
:g,j
< Session Aims i « Tontroduce participanis to the basic features of Lotus Matl

« To famihanze parucipanis with the basic steps fot accessing man frem thay
inbox, recogmizing read versus unread mail, compose new mail messagas and

send mail
. « To enable parucipants to assess the Lotus Mail section of the CMA User s
;"% Manual ]
: 7 o 1
: 4 - Behavioral - 8.2 Use basic features of Lotus Naotes Mail to communicate case events to |
Obyective(s) CMA users, given a pending event ar a schedule of events, with a high degres
= Supported of ease, confidence and accuracy
LR 1
K i i « 8.14 Address questions and problems that anse while using the CMA
C ‘ databases, given the CMA User's Manual as a reference tool, wath a high
- degree of confidence and accuracy !
: . Enabling «  Select recipients of mail from the CMA Address Book i
I ' Objective(s) . Szad ma
§ . =
- i « Receive mail and recognize old versus new (unread) mail
: 1

« Read mail

« Utihze the Usar's Manual to address quastions and preblems vath Lotus MNotes
operations for the CMA

- :
"y . Content to be = Answer any questions rarsed on the home assignment of the previous day !
§ Covered e Basic features and operations of Lotus Maill ;
i - .
, Materials « Users Manual pages 20-21 .
B
. E U Actvityt | Matenial- Activity/T ask Description and Procedure ' Main Estimated |
-2 i Tesk# | Training Interaction Timing i
s ; Aid Pattern(s) Minutes |
i 1 Flipchari - | Warming up Trainer - 5 |
; Board - Traner writes “electronic mail” on tne fipchart/ Participants !
5 { whiteboard (whole '
\ - qrou
‘g | . Tramner elhicts from the participan:s what they group)
l . trunk they can do with electronic mail and why 1t i
' 1s useful i
? 12 Relevant Introduction and demonstration: accessing Traner - 25 |
! ‘ sections of | received mail Parucipants '
| | Lotus Mail | . Trainer transmons by saying that inz participants | (Who'e j
- Vo will now observe the basic featurss and uses of | 970UP) '
o Data show Lotus Mall :
i
| X »  Trainer demonstrates accessing osrsonal mail
b : database by clicking the icon on tne Lotus ;
3 i workspace window (lefl hand sige) '
§ ! |; = Trainer explains the function of the.mail inbox
i ! : culbox, 2rzfis “clder and trash
N !« Traner demonstrates accessing raceived mail Dy ,
' y . } going to the inbox and clicking to ravezl !
' ! messages
- [ e Trainer explains the difference batween red X
® | versus black fonts to indicate unrezdinaw versus '
! ‘ read mail !
1
t
3 BEST AVAILABLE cOPY
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{ Activity! | Material- Activity/Task Description and Procedure Main £stimated
j Task# | Traming Interaction Timing in
"' ] | A Pattern(s) Minutes
v ! 'l : |+ Tramer odens old mail for paricipants to view (
' (good luck message sent by technical assistance
' staffficainer to arrange beforehand) ‘
I .
: . e Tramner coens new mait for partictpants to (’
;. ' : ' view/read (how Is the training gaing message |
: , . : sent by technical assistance stafftrainer to i
f:}, . ' | arrange beforehand)
. | « Tramner fields questions Repeat stepsf
i necessary to clarify any difficult points
- V3 i Relevant initial practice: accessing and reading mail Tramer - } 20
o | { sections of | ,  paricipants follow trainer’s instructions, seen on | Parucipants
} ! Lotus Mail the screen/data show. (whole
- : rou
{ « Participants access own mailbox/database from group)
- i Data show L otus Notes workspace Individual
Sy - N practice
: l « Parucipants open and read mail that the trainer
| ‘ Participant sent them (trainer to send mail asking
: l PCs participants about therr impression of the training
3“ i so far, this has to be done ahead of the session)
| o Traner fields questions
! | 4 Relevant Introduction and demonstration: composing and | Trainer - 15
% ' sections of | sending mail Participants
i Lotus Mail | . Trainer demonstrates steps for opening a new {whole
: ! - mail message using "New Memao” button group)
~ ! | Datashow | . Trainer gemonstrates steps for selecting
-~ ' | recipients of mail from the CMA Address Book
;‘ : ! . Trainer explains types of recipient (to. cc, bec)
1
: ! = Trainer demonstrates writing the subject of the
: ! mail message and explains its function for the
i ‘ reciptent
l { ° Trainer demonstrates steps for composing matl
Y ! message and sending it by clicking the "Send”
Ry \ : button (Trainer to compaose a massage for the
i . parucipanis and send 1t to the whole group )
5 | Relevant Initial practice: composing and sending mail Trainer - 25
3 1 sections of | . participants follow tramer’s istructions to open a | Parucipants
K l Lotus Mal new memo and write/send the message to all {whole
! - parucipants (whole user group irom the CMA 5roup) !
4 l Data show Address Book). Individual i
o } - - Tramer fields questions practice !
{ ( Parucipant
i ! PCs
%
53 NOTES: e )
x
ki
|
3
¥
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DAY 4

SESSION 2: APPLICATION: USING LOTUS MAIL

SESSION PLAN

Session Aims

To enable participants to access mall from their inbox

To enable participants to recogrize read versus unread mail

To enable parucipants to use the address book

To enable participants to compose new mail messages

To enable parucipants to reply to mait -—

To enable participants to attach documents to ma

To enable participants to forward or delete mail

To enable participants to assess the Lotus Notes section of the CMA User's

Manual.

Behavioral
Objective(s)
Supported

8.2 Use basic features of Lotus Notes Mail to communicate case events to

CMA users, given a pending event or a schedule of events, with a high degree

of ease, confidence and accuracy

8.14 Address questions and problems that anse while using the CMA
databases, given the CMA User's Manual as a reference tool, with a high

degree of confidence and accuracy

Enabling
Objective(s)

Select recipients of mait from the CMA Address Book

Send mail

Receive mail and recognize old versus new (unread) matl

Read mail

Reply to mall

Forward or delete mail
Attach documents to matl

Uthze the User's Manual to address questions and prablems with Lotus Notes

operations for the CMA

Content to be

' Covered

Basic features and operations of Lotus Mail

Review of the Lotus Notes section of the CMA User's Manual

. Materials

User's Manual pages 20-21
Review of User's Manual pages 5-21

Activity/ | Matenal-

; Task# | Tramning

Aid

Activity/Task Description and Procedure

Main
Interaction
Pattern(s)

Estimatad
Timing in
Minutes

1 Participant
PCs

Hands-on practice: accessing, reading and
composing mail

Participants review steps from before the break
to access and read the mail messages they had
sent to each other.

For review purposes, traner elicits the
significance of red versus black fonts in the mail
messages In the parucipants' inbex: -« -
Participants write/send naw message to a single

user/partcipant. then to more than one rusing 1o,

cc and bee functions)

Additional practice of accessing and reading
received mail

Trainer monitors throughout and provides help
as necessary

{ndividual
practice

30

4l
\D

BEST AVAILABLE COPY

S ey
R FRIRN

ey b



N

[P

-

R

J

T TR
[P

- ~t

o nd’

et

:ﬁz‘:‘égk,*-] .

S

[T—

AR L TN

bl

[P

B

PSP

INTERCOM
ENTERPRISES

{ Acuwtyl | Matenal- Activry/Task Description and Procedure Main I Zsumatec
Task # Training Interaction 1 Twming in
! Aid Pattern(s) ‘ Munuiss
|2 Relevant Introduction and demonstration: responding to mail Trainer - ke
! sections of [ . Trainer demonstrates steps for respanding to mad Parucipani
! ' Lotus Mall messages Traner explains the functions of the “reply” | S (whole
- ' “reply with hisiory’ “repiy to all” ang ‘reply 1o all vatn . group)
i Data show | history” choices !
' !
' + Trainer demonstrates seading reolies by chcking the i
“send” button’
i «  Tramer fields questions
3 Participant | Hands on practice: responding to mail messages Individual, 10
’l PCs «  Participants follow trainer’s steps to respond to each praciice ,
: other's messages Participants try using the different | !
: reply choices available ; ‘
| i « Trainer monitors and provides help as necessary i
{4 | Relevant Demonstration and practice: attaching documents to Tramer- | °C
sections of | mail messages Participant ’ .
LotusMail | . Trainer demonstrates steps for atiaching documents to | S (whole
- mail messages using the "attach” icon group) |
Datashow | .  Trainer repeats steps for clarty if necessary ‘”d"’t'd”a‘ !
B ractice
b o Parucipants follow trainer's steps at their own P !
. pamcapant computers, aitaching documents 10 their own 1
- Cs messages l
é « Tramer fields questions :
5 | Relevant Introduction and demonstration: forwarding and Trainer - , 10
sections of | deleting received mail Participant !
; Lotus Mail | . Trainer demonstrates sieps for forwarding a received | S {whole
i - mail message to another user and reviews steps for group)
) Data show selecting recipient addresses
: = Trainer explains purpose of the forwarding function in
electronic mail
i = Trainer demonstrates steps for deteting mail messages
‘ by dragging to trash then deleting using F9, or dragging
back out oi trash to inbox
~ Trawner aemonsirates deleting mail messages dwectly
| using the "delete” button, or pressing "delete” on the
I keyboard
: «  Trawer fields questions
5 Parucipant | Hands-on practice: responding to, forwarding and Individual | 20
PCs deleting mail praciice X
« Parucipants practice responding to fonwarding and '
\ deleting mail messages
'. ' , + Trainer mcnrors and prowides helg 2s necessary %
tT P Users ! Home assignment | Trainer - MIA
PManwz ). Trainer asks paricipants to review vages 5-21ofthe | Pamicpant
| beges ® | Lsers li2nua inus bringing the component an Lotus | S {whole |
; 121 ; Notes 1 inis rzinng 10 ciosure | group) !
! REMINDER Comslets

&l
Re~und

participants to complete relevant sactions of Worksheet 1

retevani sections of the Participant Observation Shest in the Trainer's Guias

NOTES:

BEST AVAILARLE COPY [A]
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DAY 5

SESSION 1: PREVIEW OF THE CMA CASE DATABASE

SESSION PLAN

SR/TER
B, 3

Session Aims

« To review the main purpose and functions of the CMA

: e« Tontroduce the participants to the main features and operattons of the CMA Case

6l

n,"‘,;i
Database its documents, fields, inks and views. - ! 1,
Behavioral « Preparation for objectives 8.3 to 8.11 (see Iist of objectives on pages 6-9 of ttus
Objective(s) Trainer's Guide) .
Supported N
Enabling « N/A '}
Objective(s}
Content to be + Answer any quastions raised on the horne assignment of the previous day §
Covered e« Preview of the CMA Case Database i
Materials «  OHT 4 (review, page 38 of this Trainer's Guidz)
e« OHT 102and 11 i
3
« Overview of User's Manual, pages 33-131 ; i
Activity/ | Material- Activity/Task Description and Procedure Main ! Estimated ‘i
Task # Training Interaction | Timung in j
Aid Pattern(s) ! Minutes
| 1 OHT 4 - Review of main components of the CMA Trainer - i3 )
! OHP « Tramer uses OHT 4 (see page 38 of this Tramer's Guide) Participant i
l again to ehcit and review the main features and s (whole ;
; components of the CMA from day 1. group) |
P2 OHT 10 - Review of main features and functions of the CMA ‘ Trainer - ; 10 i ,
, OHP «  Tramner ehcits from participants what they think, fromwhat -Parucipant ‘ i
| they've seen so far, are the main functions of the CMA s (whole
! ‘ Tramner guides discussion towaras ponts on OHT 10 group) | .
i < Tramner uses OHT 10 to present main features and i ! . 33
! . functions of the CMA, unmasking and discussing one point l '
| | at a ime } |
E l «  Traner fields questions i | i
! i OHT 11 - | Data and document flow in the CMA Case Database Tramner - i 5 L
jonP «  Traner transitions by saying that we will now preview each | Participant ;
: cf the databases In the CMA to see the documents and s (whole 7
‘ cata they contain, and therr man functions 2nd aperations graup) i
i e  Traner uses OHT 11 to show the flow of data and i
| documents from the moment a case s nitiated to the !
moment itis closed in the CMA Cese Database i
= Tramer highlights links between documents to clanfy how i -
the CMA integrates all the data and forms related to one |
case for ease of access and processing For example, : i
i trainer explains that the gata in thz party documents s : i
i linked to the main case document $9 tAat changes in the I ]
i i former are reflected in the latter : l
: E o Tramner points out that this also fzailitates date i )
' : aomimistration and case monitarnng : ;
BEST AVAILABLE COPY
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. Activityf | Materal- Activity/Task Descnption and Procedure

Main 1 Esumatsg ¢
i Task# | Training Interaction , Tumingin |
L Ad Pattern(s) | Minutes |
a Reievant 1 Demonstration: case and party data/documents in the Trainer - 25
szctions of Case Database : Parucipant
SHA - «  Tramner opens existing case document znd ficks througn S (whole .
“ala shaw data and linked documents/forms (o snow mtegrated entty  §roup) 1
) and highlight ease of access i |
, - Trainer initiates new case document and enters mimmum | g
| necessary details, eliciting some of the data from the E {
1 participants |
i «  Tramer tnes to confirm case and shows warnings when
party documents/data have not been entered
! « Traner creates related party documents (plamntiff and
! defendant) and enters mimimum necessary details !
! « Traner selects attorney information from Representative | !
! Database (list of choices avallable within case docurment) ( :
| - Tramner confirms case and then fields questions ! ‘
5 Relevant Demonstration: event documents in the Case Database Traner - 10 1
; sections of | . Traner demanstrates creating a new event form related to | Participant ]
CCMA - the case just created and confirmed Traner highlights I's (whole :
» Data show | choices, and explains that the CMA system suggests | groun) . i
, possible events per case type, as well as the logical ! f
: sequence of these events ! l
: I« Tramer highlights the difference between the symbols :
| marking past versus pending events l
' i
| « Trawner refreshes case document and shows how event is ' :
) | now seen in related views (embedded and external) ... i i
': «  Tramer shows how status bar at the botiom shows fast | |
; user who modified the case document ’ ‘
. ! « Tramer fields questions ! !
8 | Relevant introduction and demonstration: printing case documents | Tramer- | 35 !
‘sections of § o Traner demonstrates printing final case forms from the Partic:pant | ;
CMA - CMA Case Database, highlighting the difference between S (whole '
j Data show that and the ediiable form, and between using the pant | 3roup) : '
! button in the CMA and selecting "pnint” from the file menu | l ‘
¢ Prnter : ! |
7 | Relevant Review of the different views in the Case Datahase | Trainer - [ 20 :
| sections of | . Traner snows different classifications of documents inthe | Faruaipant |
; CMA - different views of the CMA Case Database ‘ s (whole |
L Batashow | 1o er aliows parucipanis some lime tc observe the basic | grOL..p) : l
¢ ‘ characternstics and functions of the Cas2 Database , i !
. i » Tramner fizlds questons | ‘ ‘
NOTES:
REST AVAILARLE COPY
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OHT 10

KEY FEATURES AND FUNCTIONS OF THE
' CMA

e Provides a high technology solution for
case processing and management.

e Allows users to store and retrieve case-

related data and forms.

e Integrates all data and forms related to one
case in a single case document or record.

o Allows users to track case progress by

monitoring past and pending.events of the
case, and monitoring changes in case
sfatus.

¢ Provides case-related statistical

breakdowns and tracking systems under
different database views.

o Allows users to print case forms and

reports by generating them in their final
form from the different databases.
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OHT 1

DATA AND DOCUMENT FLOW IN THE CMA CASE DATABASE

Initiate
case

}

'

Enter
basic case

data

Enter
party data

i

Confirm -

case

04

l

Create

new event —>

Confirm
evant

l

Refresh

|

Print case

case

'

Close
case

e ] i
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DAY 5

SESSION 2: PREVIEW OF THE CMA REPRESENTATIVE AND

ADMINISTRATION/LOG DATABASES
SESSION PLAN

Session Aims

To introduce the parucipants to the mamn featuras and operations of the CAla
Representative Database 1ts documents, fields, inks and views

To introduce the participants to the main features of the CMA Adrministration/

Log Database

| Behavioral « Preparation for objective 8.12 (see list of objectives on pages 6-9 of this {

i Objective(s) Tramner's Guide) '

| Supported i
Enabling o N/A

, Objective(s)

; Content to be

Preview of the CMA Representative Database

Representative Database (see Chapter 11 of the
User's Manual)

«  Traner shows iypes of data under each view in
the Represeniative Database

Tramner 0pens zn existing reprasenizive
document ana shows types of fieids/data,

« Tra:ner creates 2 new representative document

anag elicits data from participanis to complete
form

«  Trainer highlights link between representative

form and party forms in the Case Daiabase, and
reviews operation for selecting an existing
atiornay's detais if he 1s working wiin the case in
question

; Covered «  Preview of the CMA Administration/Log Database ?
| Materials + Overview of User's Manual pages 133-149, and pages 22-32 |
lr Activity/ | Material- Activity/Task Description and Procedure Main Estimated j‘
i Task # Traning Interaction Timing in |
Aid Pattern(s) Minutes
1 + Flipchart - t Lead in° the CMA Representative Database Trawmer - 10
i Board +  Forreview purposes, trainer elicits from the Participants :
: participants the three databases that constitute (whole
the CMA group)
« Traner transiions by saying that, having
previewed the CMA Case Database, we will now )
move on to the Representative Database - )
« Trainer elicits from participants what the '
purpose/main function of this database Is |
! +  Traner elicits from participants what data they !
think will b2 included in attorney forms (review X
from day 1, session 2, Worksheet 3) .
« Trainer makes notes of important attorney data
on fipchart or whiteboard '
2 Relevant Demonstration” the CMA Representative Tramner - 45 .
sections of | Database Parucipants :
; CMA - < Traner opens database and bnngs up views (whole :
? Data show | | Trainer shows the different types of visws in the group)
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i Activityr } Matenal- Activity/Task Description and Procedure Main Estmated
Task # ! Traning Interaction Timing 1
| Aid Pattern(s) Minutes
; '« Tramer allows participants ime to coserve the
X main charactenstics and functions of the
Representative Database at thew computers
| « Tramer fields questons
3 . N/A Lead in: the CMA Administration/Log Database Traner - 10
! «  Trammer briefly explamns the function of this Participants
database for system administrators to moniior {whole
: the operations of the CMA system on a datly group) .
basis, and address system problems
«  Tramer clarifies to participants that this training f
will not focus on this database, since it concerns :
system administrators Tramner explains that they
' will briefly preview the database for an overall !
. idea of its rofe in the CMA This database Is the !
. focus of another tratning program specifically
designed for CMA system admunistrators
4 Relevant Demonstration: the CMA Administration/Log Tramer - 25
sections of | Database Participants
CMA - - Traner opens database and reveals Log Entry | (Whole
Data show view group)
« Trainer shows type of system information under !
this view .

'

+ Trainer apens log form and shows details in tne
vanous fields explaining the purpose of eacn
one for system administration

= Trainer demonstrates the use of the "go to

corresponding document’ action buiton and
explains purpose

= Tramner ends demonstration by briedly explaining
the role of the system admnustrator in the CMA,
especially for assigning data access limits to
different users, for correcting certain types of
daia, and for tracking changes mage by users
and maintaining onginal and changed/edited
data

« Traner fields questions

| REMINDER. Complate

relevant sections of the Participant Observation Sheet in the Trainer's Guide

NOTES:
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DAY 6

SESSION 1: INTRODUCTION: CREATING CASE DOCUMENTS
SESSION PLAN

t

© Session Aims

« To famihanze participants with steps for creating 2nd compigung new case

« To create case documents that the participants will work with during different

apphcation sessions

documents n the CMA Case Database

« To famiianze participants with steps for creating party documents from wathin

the case document and enter party data l
: « To familiznze participants with steps for creating/choosing representative L
§ documents from within the case document .
l « To familianze participants with steps for confirming, saving and closing case i 1
documents ;
: ! ol
Behavioral - 8.3 Create case documents using the CMA Case Database given case-related
Objective(s) data, with a high degree of accuracy '
. Supported
Enabling « Intiate a case document

Objective(s)

« Enter case detalls

- Enter party data (for single-party and multiple-parly cases)
« Transfer data from party documents (g case documents

« Select or enter a case number
+« Confirm, save and close case documents

Content to be

»  Steps for creating a nevv case document and relaed forms, and for coniirming i
* Covered and saving case documents - ]
Materials +  Waorksheet 6 A
«  User's Manual pages 33-59 |
Activity! | Matenal- Activity/Task Description and Procedure Main tstimated ﬁ
Task # Training Interacticn Timing in }
Ard Pattern(s) Minutes
1 [ N/A ] Lead in: creating case documents Trainer - S minutes )
«  Trainer introduces session by clanfying main Participanis 1
aims of session (whole -]
« Tramner introduces the concept of data group)
sansitivity/secunty with real cases, and its ;
relationship to this component of the training J
» Trainer explains to participants that thay wili
create thewrr own "cases”, and use those to enter
; cata into the CMA, for tnaling purposas ij
2 fl Rz z.zni | Demonstration: creating new case documents in | Tramnser - 30 i
i se2” zns of | the CMA Case Database Particiganis
i crr= «  Tramner demonstrates steos for creating new {whole 1
{ Dz'z show case and enienng basic cata group)

«  Trainer attempis to confiim case at this stags
and shows parucipants warning regarding the
need to have created pany documents before
gitempting to confirm a case

w

[—
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Acuvity/Task Description and Procedure

Trainer demonstrates enienng party data from
within the case document

Trainer demonstrates entering representative
data from within the case document

Trainer expiains that the participants will get
extensive practice in creating party and
representative documents in later components of
the course but that they are going through the
basic steps right now in“order to compiete the
new case document and be able to confirm/save
1t

Trawiner demonstiates steps for transfernng party
names fram the party documents to the case
document (computing party names in the cass
document)

Trainer demonstrates the steps for confirming
and saving a case document

Trainer fields questions (both at this stage and at
appropnate points throughout demonstration)
Throughout this demonsiration, the trainer will

follow the detailed steps in the User's Guide,
pages 29-52

Preparing case data for application

Trainer introduces workshest 8, clanfying
purpose and activity

Participants work in pairs to complete tne case
data requirad 1n the worksheet Parucipants may
opt to use real or iIMaginary data

Trainer monitors activity and provides steps as
necessary

Trainer explains 1o partucipants that tney will use
thewr worksheets to enter case date into the CMA
Case Database after the break

Main Esumatec
Interaction Timing In
Pattern(s) Minutes
i
i
]
{
|
|
]
}
l
Trainer - ‘ 25
Participants
(whoie
group)
Pair work

Actvitys 1 Material-
Task # l Training
i Add
i .
' l
i
| B
|
!
|
-3 Worksheet
E :
!
! .
NOTES:
BEST AVAILABLE COPY

68

ALYl

A EUD

n T

ig. o

9

[

‘; W.\E r T

w H
[

(V-

,,
s bt




. INTERCOM
| ENTERPRISES

DAY 6
} SESSION 2: APPLICATION: CREATING CASE DOCUMENTS
SESSION PLAN

i Session Aims « To enable the participants to create and complete new case documents in the CMA |
~ ; Case Database .
Fﬁ;; « To enable the participants to creale party documents from within the case documant
L:J and enter party data
. « To enable the participants to choose representative documents from within the case i
3 document [
. 1 « To enzbtle the participants to confirm, save and close case documents
- « To famihanze the participants with the relevant section of the CMA User's Manual and
the steps presented for creating a new case document
.}E Behavioral « B.3 Create case documents using the CMA Case Database, given case-relatad data, I
<] Objective(s) with a high degree of accuracy
Supported « 8.14 Address questions and problems that arise while using the CMA databases given !
""3 the CMA User's Manual as a reference tool, with a high degree of confidence anc |
i accuracy |
! Enabling « Intiate a case document
£ | Objective(s) - Enter case details
. ; «  Enter party data (for single-party and multiple-party cases)
. t
: - Transfer data from party documents to case documents
= +  Select or enter a case number
! « Confirm, save and close case documents
! +  Uukze the User's Manual to address questions and problems with case documenis
a1 , Content to be - Steps for creating a new case document and related forms, and for confirming and 1
! Covered saving case documents i
-~ Materials «  Workshest 6 (from day 5/session 1) F
\ < User's Manual pages 33-59 :
N l i Actatyr | Matznal- Activiy/Task Description and Procedure Main Esumaiad
) P Task # Training Interaction | Tirung in
3 | , Aid Pattern(s) Minuiss i
! 1 Worksheetl | Application: creating a new case document and entering Tramer - 35 :
* 6 - case details Parucipant
4 ! Relevant |«  Traner reviews steps for creating and confirming a new s (whole
. i sectizns of case, eliciting data and sieps from partcipants as he/she group)
< | CMA - goes along and entering it into the daiabase Individual
\ Datz snow | . parcipants follow trainer's instructions and steps i User's | WOrk
k . : o Manual, pages 33-59, to create a2 new case document and
o ; gé"‘“ rant enter case details. They enier data from Worksheet 8.
K S
et : « Traner monitors and provides help as necessary
) s e Traner fields questions then eliciis what the paruicipants
{,:1 ' wil! do next (guiges them towaras ihe respanse “enter :
b4 pary cata") e . i
2 Wor-s-z21 | Application: entering party data | Indwidual ;26 .
¥ 0- [« Pamcipants foliow trammer s insiruciicns and steps 0 User's | WOTK ! |
; I Pan zzzant | Manual pages 43-50 1o creaie olainuif and deferdant ‘ '
: PCs forms from vathin the cass documant and enter parnty 5 |
5 4 details They enier daia from Worksheet 6 l !
AN ; t
: ! « Trainer monitors and provides halo 2s necessary !
] .
N
S
| 71 BEST AVAILABLE COPY
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Actvity: | Matenal- Activity/Task Description and Procedure T Main y Esumaisd |
! Task # Training Interaction | Twming in
i Aid ) Pattern(s) | Minutes !
! | « Tramner fields questions, then elicits what the pammpa:xts '
‘ will do next (guides them towards the respanse “enter
| representative data”)
3 Worksheet | Application: initial steps for entering representative data Individual 13
, 8- !« Participants follow trainer's nsiructions and steps n User's | WOrk ' i
o I
: Parucipant Manual, pages 50-52, to enter/select representative data | i
‘ ; :
i i PCs from within the case document | ,
' i » Trainer monitors and provides help as necessary ! i
. +  Traner fields questions, then elicits what the paruicipants : [
. ! will do next (guides them towards the response "transfer ! :
| ‘ party names and data into main case document”) i ’
4 " Relevant Application: computing party names and data in the case | Traier - il
| sections of | document Partcipant | [
' CMA - . Trainer recaps steps for transfernng parny names and data | S {whole { (
f Data show Into case documents group)
: - Individual ‘ t
: Parucioznt | ° Participants follow trainer's instructions, and the steps in !
! P the User's Manual pages 53-54, to transfer party names work | '
| PCs ! !
and data into therr case documents '
' « Tramner fields questions, then elicits what the participants :
! will do next (quides them towards the response "confirm \
§ and save case”) i |
L4 Relevant Application: confirming and saving case documents Indvidual ! 10 |
! sections of | . pamcipants follow trainer's instructions and steps 1n User's | WOrk l !
i CMA - Manual, pages 53-59, to confirm and save the case ,‘ :
: 3 Data show documeant s !
] p . nitor : ] ! '
i Participant Trainer monitors and provides help as necessary :
. PCs +  Tramer fields questions ! ‘
i5 User's Home assignment and preparation for Day 7 Traner - | N/A l
Manual «  Trainer asks parucipants to review pagss 33-59 from the Participant | !
pages 29- User's Manual and note any quastions to ask the trainer on | S {whole i f
52 the next day aroup) i !

Trainer gives participants the option to bring with them
actual case files from closed cases to enter into the CMA
Case Databese, thus allowing them to work with real data
If possible

" REMINDER Complete relevant sections of the Participant Observation Sheet in the Trainer's Guide
| Rermind participants to complete relevant sections of Worksheet 1

NOTES:

BEST AVAILABLE COPY
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ol DAY 7
‘ SESSION 1: INTRODUCTION: VIEWING AND WORKING WITH CASE DOCUMENTS
SESSION PLAN

Session Aims | = To review the steps for creating, completing, saving and confirming case o
documents and related forms (see day 6) )
« To famihanze participants with the different views in the CMA Case Database !

and explain the function of each
« To famihanze participants with the steps for accessing case documents and |
~ ; related forms from different views. |

t L

i ! ' « To review the symbols used in the CMA to mark different types of case i
o documents and related forms l
e 8 Behavioral + 8.4 View case documents, given difierent sorting criteria and categories, with a |
;[' * Objective(s) high degree of ease, confidence and competence . i
L Supported « 8.13 Conduct search.operations in the vancus CMA Databases given a search |
item or critenon, with a high degree of ease, accuracy and speed |
= )
P . . 8.14 Address questions and problems that anse while using the CMA |

't, ! databases, given the CMA User's Manual as a reference tool, with a high !
) ' degree of confidence and accuracy :
- i Enabling - View cases categonzed by case number j
% : | Objective(s) «  View cases categorized by subject. l

! : «  View cases categorized by circuit i
= = View pending/current cases categonzed by year filed l
} i «  View past/closed cases i
4

Lo « Search for case documents by case number, subjeci or circuit number i
wy. « Utihize the User's Manual to address questions and probiems with case !
1 documentis |
[ —— .
1 | Content to be * Answer any questions raised on the home assignment of the previous day |

. H )
) Covered «  Rewview of steps for creating, complating, saving and confirming case i
> dacuments :
! % « The different case views in the CMA Case Database :
o Materials «  Worksheet 7
':’lg « User's Manual pages 60-69 and pagss 186-187
;o
! Aaaty/ | Materiel- Activity/Task Descripuon and Procedure Main Estimated
- i Task# | Traming Interaction Timing in l
1 ' Aid Pattern(s) Minutes i
i., 5 1 Worksheet | Review: creating cases Tramner - 40 |
- 7 «  Trainer presents Warksheet 7 and clanfies Participants [
o Partcioant purpose and task (whole i
i i PCs «  Partictpants work through questions in group) i
wid Worksheet 7, answerng each quesiion oy Indwidual i
carrying out steps nvolved at their computers work ;
+  Trainer monitars and provides help as - s f

necessary |

. « By compieung all the questions in Warkshast 7

Eo paracipants will have entered a new case each

1 } intc the CMA Case Database

fd
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Activity:
Task #

Material-
Training
Aud

Activity/Task Descnption and Procedure

Main
interaction
Pattern(s)

Estmatad
Timing 1n
Minutes

N/A

|

' _ead in: working with views in the CMA Case
; Database

Trainer iransiions by saying tnat nows
participants will view all the case daie they have
entered into the CMA Case Database and work
with this data

Trainer asks partictpants to foliow steps of
demonstrations in the CMA User's Mzanual,
starting page 60

Tramer -
Parucipants
(whole
group)

5

Relevant

sections of
the CMA -
Data show

Demonstration: main views in the CMA Case
Database

Trainer demonstrates the following vigws
e cases sorted by case number

- cases sorted by subject,

« cases sanited by circutt numoer,

« pending/current cases sorted by year
fiied/commenced,
« pastclosed cases (se2 pagss 123-187 of
the Usar's Manual)
Trainer reviews the function of the symbols used
to signify different types of documents
~or each of the above views, trainer
demonstrates the different types of documents

included under the view in question, the reievant,

view sub-classifications, and the types of
information provided in the view panel

Trainer fields questions after demonsirating each
view

Trainer demonstrates steps for conducting
search operations under different views using
the sorting criterion of each view (number,
subject or circult number) to conduct ine search
Trainer explains to the particrpants tha they will
work extensively with the difierent vizwvs afier the
break, and throughout the training

Throughout the demonstrztion the trzinar will
follow the steps presenied in the User s manual,
pages 60-59 and 185-187

Tramner -
Participants
{whole
group)

45

NOTES:

BEST AVAILABLE COPY
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WORKSHEET 7
REVIEW: STEPS FOR CREATING A CASE DOCUMENT

Answer each of the following questions by carrying out the step(s) involved in the
question at your computer. At the end of this worksheet, you will have created a new
case in the CMA Case Database

Y 1 What action button does a user click to create a new case document?

2. What details does a user have to complete as a first step to creating a case

document?
3 Where does the CMA system get data in order to complete the field "case type” in

™=, the case document?

i
= ' 4. What is the default value of the field "case status"?
-
. 5 What s the default value of the field "location of case file"? What does the user do to

{ change this value?
<
3 8 What action button does the user click in order to create party forms?
. J . -
” 7  Where does the CMA system get data for the representative of each party?
B
§ How can a user create a new representative document from within the case
i document?
4 ' 9. How can the user transfer party names and data to the original case document?
n
: 10 How does a user confirm a case”?
7. 11 What hapoens if the user attempts to confirm a case before completing the related
3 party docements/data? B .
®,
o
i 12 What hzpzans if a user attempts to save a case without having confirmad it?
.RI
1]
-1



7

1

e
I3 L

Ty

o

T

[T . e ¥}
o -

W

ey

et
. [

e

bt e
ey 3 4

C—eg

INTERCOM
ENTERPRISES

DAY 7

SESSION 2: APPLICATION: VIEWING AND WORKING WITH CASE DOCUMENTS

SESSION PLAN

Session Aims

To review and reinforce the steps for creating completing, saving ang
confirming case documents and relaied forms

To enable participants to work with the different views in the CMA Case
Database

To enable partictpants to access case documents and related forms from
different views

To review the symbols used in the CMA to mark different types of case
documents and related forms

; Behavioral « 8.4 View case documents, given different sorting critena and categories, with a
i Objective(s) high degree of ease, confidence and competence
. Supported « 8.13 Conduct search operations in the vanous CMA Databases, given a searcn
' item or criterion, with a hugh degree ¢f ease. accuracy and speed
: + 8.14 Address questions and problems that anse while using the CMA
' databases, given the CMA User s Manual as a reference tool, with a high
' degree of confidence and accuracy
Enabling « View cases categorized by case number

Objective(s)

View cases categorized by subject.

View cases categorized by circuit

View pending/current cases categorized by year filed

View past/closed cases

Search for case documents by case number, subject or circurt number

Utihze the User's Manual to address questions and p;}oblems with case
documents .

Content to be
Covered

Review of steps for creating, completing, saving and confirming case
documents

The different case views in the CMA Case Database.

Materials

CMA User's Manual pages 80-69 and pages 188-187

Real case files from clesed cases, srought by parucipants to the training (if
any)

i Activity! | Matenal- Activity/Task Description and Procedure Main Estimated
Tesk# 1 Traning Interaction Timing 1n
Alg Pattern(s) Minutes
1 Relevant Application: working with views in the Case I Traner - 45 i
. sections of | Database Parucipants :
CMA - « Traner repeats demonstration of difisrant case (whaote
Data show views n the Case Database, per view group)
. . Participants follow trainer's instructions and fndividual
Par < sant . . SPESI work
PCe steps in User's Manual, pages §9-5¢ and pagss . '
185-187. to work with different views in the Case
Catabase and observe first-hand the cocument
classification and information provigec under ]
each view .
»  Trainer monitors and provides help as I
necessary |
«  Trainer fislds questions '
76
BEST AVAILABLE COPY
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© Activity/ i Material- Activity/Task Descnption and Procedure Main Estimatea |
Task # Traning Interaction Timing in
Aid Pattern{s) Minutes !
P2 Parmcipant | Applicationiand reinforcement: creating case Individual 35
PCs - documents wark
Case files + Participants use real case files or create
' or data imaginary case data (see Worksheet 5 for a
. created by model) ¢ creats case documents and related
| paricipants party/reprasentative data in the CMA Case 1
Database
] « Tramner monitors and provides help as
i necessary : |
i3 -| Participant | Further practice: working with case views Individual 10 !
! PCs «  Traner asks participants to use the different practice '
| work views to look for summary data related to .
! the new cases they entered in this session !
; » Parucipants practice conducting search |
' operations for different case documents by 1
number subject and crrcut number under the
! different case views ‘
! «  Trainer monitors and provides help as !
t
; necessary |
4 User's Home assignment Tramer - N/A .
Manual «  Tramer asks participants to review pages 60-63 | Participants ,
pages 60- and 186-187 of the User's Manual and note any | (whale i
69 and questions to ask the trainer on the naxt day group) ,
186-187 !
I

REMINDER Complete relevant sections of the Paricipant Observation Sheetin the Trainar's Guide

NOTES:

77
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DAY 8

SESSION 1: INTRODUCTION: EDITING AND PRINTING CASE DOCUMENTS

SESSION PLAN

Session Aims

« To famihanze participants with steps for editing case documentis
« To familianze participants with the function of refreshing case documents

documents

« To famihanze participants with steps for updating case status
« Tofamiianze participants with steps for printing case labels and case-related forms

: «  To famiianze participants with steps for editing party documents from within case

Behavioral
Objective(s)

+ Supported

. 8.5 Edit and update case status in existing case documents, given case numbper
details and new status, with a high degree of accuracy

« 8.6 Print case documents, given completed case details and forms, with a high

degree of competence

« B.14 Address questions and problems that anse while using the CMA datahases
given the CMA User's Manual as a reference tool, with a high degree of confidence

and accuracy

Enabling
Objective(s)

« Open and edit an existing case document

« Open and edit party documents from an existing case

« Update case status

« Poantcase labels

« Convert case documents to prnint form
« Pnntcase forms and documents

+  Switch between the non-editable print version and the editable full version of a casa

document

-  Utilize the User's Manual to address auestions and problems with case documan:s

Content to be

* Answer any questions raised on the home asygnrﬁentpﬁthe prevxéus day

Covered «  Eduing cases
) «  Printing case documents
. Materials | « CMA User's Manual pages 70-79
Activity/ | Matenal- Activity/Task Description and Procedure Main [nteraction | Estimated
Task # Training Pattern(s) Timing in
Aud Mrnutes
1 I N/A Lead in editing and printing cases Tramner - 5
i «  Trainer introduces aims underlying session, and Participants
cannects it to previous sessions where (whole group)
: participants created case documents and
, entered data Now, they wiil edit and print this
H data
.2 Relevant Demonstration: editing and refreshing existing Trainer - 20
‘ sections of | case documents Participants
the CM2 - | . Trainer selects cases and opens tnem (different | (Whole group)
Data srow methods) e
«  Tramner gemonsirates steps for accassing
ediiable version of case document (“edi”” frem
l. menus “edit case” action butien within case
! document, and double clicking case document
afier  opens in read only mode) Tramner points
out that diferent users may choose the metnod
that they feel most comfortable with
BEST AVAILABLE COPY 78

i
i
;
:
N

5%
EP——

Qrormeey



INTERCOM
ENTERPRISES

'Acuvny: | Matersal-

Activity/Task Description and Procedure Matn Esumataa ‘
Task # ! Training Interaction Timing tn .
Aid Pattern(s) Minutes i
w i « Trainer makes one or two edits in a case
document
‘ « Trainer demonstrates different methods for
# ) refreshing a case document (F9 or “refresh”
b ; icon).
~3 ; « Tramer fields questions
i i «  Tramer explains to participant that they will !
: ! receive extensive practice in editing case !
I documents after the break !
;" I « Throughout demonstration, trainer follows steps
I 1 ’ presented in the User's Manual, pages 70-73
K 3 : Relevant Demonstration: editing -party documents from Trainer - 25
o= ' sections of | within a case document Participants 1
[ ’ the CMA - | . Trainer demonstrates accessing party {wnole ;
! ; Data show documents from within case document {reviawe) | 370UP)
) . « Trainer makes a few edits 1n party documents :
f‘l ; (e g telephone number) :
1! f « Traner again demonstrates refreshing case i
- document to reflect changes made in party .
= ! documents {
i i ; « Trainer demonstrates steps for changing party |
g } names and repeating procedure for computing !
, - value in party fields in the main case document i
Ts | = Tramner fields questions
t 1 .4 Relevant Demonstration: updating case status TFramner - 15
Yoo . .
| sectons of | . Trainer demonstrates steps for updating cass Paricipants '
:!\-. i the CMA - status {whole |
, r !
3 3 l Data show | | Trainer explains restrictions to updating case group)
t | ' status (p 73) ‘
- i « Traner fields questions '
I ] 5 Relevant Demonstration: printing case documents Tramner - 25
) N :
~ ] tsections of | . Trainer explains concept of case lapels Participants
| the CMA - {wholg
« Trainer demonstrates steps for priniing case
“1 Data snow aroup) ,
; labels = i
- Printer !

.
{1
H
+

TTTH

S

« Trainer demonstrates switching between print
version and full version of the case document

»  Trainer prints several case documents and

circulates them to participants for their
referencel/review

«  Tramner fields questions

< Throughout demonstrauion, trainer follows steps
presented in the User's Manual, peges 74-79

4 NOTES:

79
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DAY 8

SESSION 2: APPLICATION: EDITING AND PRINTING CASE DOCUMENTS

SESSION PLAN

réession Aims

To enable participants to edit case documents

To enable par‘nmpa:mts to refresh case documents

To enable participants to edit party documents from within case documents
To enable participants to update case status

To enable participants to print case labels and case-related forms i

Behavioral « B.5 Edit and update case status in existing case documents, given case numger,

Objective(s) details and new status, with a high degree of accuracy

Supported + 8.6 Pnntcase documents, given completed case details and forms, with a high degree

of competence ;
» B.14 Address questions and problems that anise while using the CMA databases, given

| the CMA User's Manual as a reference tool. with 2 high degree of confidence and
| accuracy _
i Enabling «  Open and sdit an existing case document

Objective(s)

Open and edit party documents from an existing case (
Update case status

Print case labels

Convert case documents to print form
Print case forms and documents

Switch between the non-edilable print version and the editable full version of 2 case
document

Utiize the User's Manual to address gquestions and problems with case documents

: Content to be
Covered

Editing cases
Printing case documents

Materials

Ongoing Training Assessment Form
CMA User s Manual pages 70-73

tActivity! | Material- Activity/Task Description and Procedure h Main Esumated
i Tesk# | Traming Interaction | Timungin |
Aid Pattern(s) | Minutes !
i | Relevant | Application: editing and refreshing case documents Tramner - 25 ;
sections of | o Traner briefly demonstrates three meathods for converting Participant l
| CMA - a case document from "read only"” to “edit” mode s (whole :
i Data show Participants follow steps at their computers group) |
i . +  Traner bnefly reviews steps for editing saving and Individual '
i Paruzipant work
i PCs refreshing case documents
E « Tramner sets up application task by asking each participant
,‘ to open and edit the case documents he/she had created
i on the previous days i
: »  Partcipants follow trainer's nstructions and steps in Usar's !
! Manual, pages 70-73, to edit and reiresh own case
documents R
« Traner monitors and provides help as necessary
! « Trainer fielcs questions i j
BEST AVAILABLE COPY 30
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e . Actwity/ | Matenial- | Actwity/Task Description and Procedure Main Zsumated
Task# .| Training ! Interaction Timung in
! | Aid ; Pattern(s) Minutes
2 i Relevant Application: editing party documents from within case Trainer - 33
" sections of documents Participants
. CMA - «  Tramer briefly reviews/demonstrates steps for editing party | {whole
1 Data show documents from within a case document group)
. s
' . Tramner demonstrates steps for refreshing case document | 11dViduai
| Partcipant to reflect changes or repeating procedure t work
- | PCs g p g procedure to
) ] transfer/compute party names and data into the main case
ﬂ : ! document.
o « Tramer sets up application task by asking participants to
= . ! open and edii the party documents related to the cases i
3 l | ' they had created on the previous days 1
%4,! ! ‘ « Participants follow trainer’s instructions and steps in User's !
: Manual, pages 70-73, to edit and refresh own party
-? . ! documents ‘
j 1 ‘ l «  Trainer monitars and provides help as necessary '
v . | «  Tramner fields questions
A 3 Relevant . Application: printing case documents Trainer - 129
r H |
' !, ' *| sections of ' . Trainer briefly reviews/demonstrates steps for printing case | Participants I
I 1 CMA - i labels {whole
. ro
X Data show | Trainer sets up application task by asking participants to group) {
‘ ! ‘ i;amc ant prnt case label for own case documents and add the case | 'ndividual ( '
El . PCs P labels to therr tramning files work |
o , y = Traner briefly reviews/demonstrates steps for converting a i i
? . ! ‘ : case document to print version and printing final form
.ﬁ i LT Parucipants follow trainer's instructions and steps i User's :
L3 : Manual, pages 74-79, to print own case documents and '
" , { add them to thewr traming files
R i | '« Tramner monitors and provides help as necessary
5{ 1 [« Tramer fields guastions L H
4 On-going | Administration of ongoing training and assessment Trainer - L 13
-‘F \ ; Training «  Traner distnbutes Ongoting Training Assessment Farm Participants !
4 i Assess- | and clarifies purpose {wnole \
s ment -+ = Paricipants complete and hand in training assessment group) ! i
3 . Form Individual ‘
i | i - . | assessment i
4 J 15 User's Home assignment Trainer - | NIA i
. | Manual - Tramner asks paricipants to review pages 60-69 of the Paricipants
¥ | pages 50- ,  Users Manual and nole any questions 1o ask the traimer on | (Whole . !
i i ( 69 the next day group) : ;
Lo ! REMINDER Complete relevant sections of the Participant Observation Sheet in the Trainer's Guide i
x, ! Remind participants to complete relevant sections of Warksheet 1. ‘
s
1(%:} - - .
g% NOTES:
,{’,, .
;{ |
7]
L
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CMA DATA ENTRY TRAINING
l ONGOING TRAINING ASSESSMENT FORM

Please assess the CMA Data Entry training so far Your assessment will greatly
contribute to the quality of the training.

1l

Use the following rating scale to assess each of the items below.

Y
]

%ﬂ 4 Fully agree
: 3 Usually agree
- 2 Sometimes disagree
s 1 Disagree completely
Use a check mark (V) to indicate your rating for each item
‘ _[4 3 12
. a) Each training session has a clear aim and focus i ,
[ '

the time available.

|
’ [b) The content in each training session is suitable with regard to
|
|

¢) The training makes the technical aspects of the CMA clear.

& d) There is an adequate balance of presentation on the part of the
i ) | trainer and practice on the part of the participants.

i ) There is sufficient use of visual and other training aids to make
: the concepts underlying the training accessible.

t i f)  The traning starts and ends on time.

[‘ g) The training venue 1s well equipped

. h) There s adequate technical support throughout the training

sessions to address any technicat problems with the computers
or the software

. i 1) The trainer uses effective training methods to suit the
; partictpants’ learning needs.

') The trainer gives sufficient examples.

] i k) The trainer has good rapport with the participants.

- ') The trainar provides ample opportunities for participants to ask
J " questions R

‘." What, in you- opinion, would make this training more effective?

i
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b
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DAY 9

SESSION 1: INTRODUCTION: CREATING EVENTS IN THE CMA CASE DATABASE
SESSION PLAN

BT e e L

Session Aims « To famihianze participants witt. CMA features for handling case events

-~ To introduce participants 1o the two metnods for creating new events from wiinis
7] case document, or from case views

-
°
o

To famihanze parucipants with the types of fields in event documents

« To familianze participants with the driferent event forms in the CMA Case Dataszss
« To famihanze parucipants with steps for confirming events

« To familianize participants with the process for notifying other CMA users of case

4 ITER
*

i N

| events, and enable them to access received event notifications
i

[

1

(

i

':1 » To demonstrate the use of the CMA for sharing information about case details and
. events
A Behavioral « 8.7 Create and confirm events, given case details and event schedules/vniien
-2 Objective(s) noufications with a high aegree of accuracy
LA Supported
; - —_—
- g ; Enabling +« Create an event from a case document
. Objective(s) « Create an event from a view
;l—; i «  Aftach documents to case events
- i . » Access the full case document from an event document
I
l « Confirm an event.
73 \ ) «  Notify users of an event
- i I » Save and close an event document
' 1 Content to be . « Answer any quastions raised on the home assignment of the previous day
= Covered «  How the CMA systemn handles case events
- 3 i » Creating events in the CiMA Case Database- -
. : « Types of events in the Czse Databass
3 . ! . Confirming events
40 | :
i | ' + Notifying CMA users of case events
} _ Materials « OHT12
3 ' « CMA User's Manual pages 81-99
i
L ©Actvityl | Matenal- Actvry/Task Dascription and Procedure Main - Esumeisd
3 , Tesk# Traming Interaction Timing in
,; 1 ; Ald Pattern(s) Minutes
4 } T FN/A Lead in: case events Trainer - 5
i « Traner elicts from participants the definition and Participants
! importance of events in the CMA (review from day 1} (whole
I group)
2 OHT =2 - Introduction: how the CMA handles case events Tramner - 10
! OnpP «  Trainer uses OHT 12 to discuss the features of the CMA | Participants
system in handling case events, unmasking one pointat | (whole
. 2 tme e T s aroup)
i ) i
. : +  Trziner fields cusstions ;
'[l ) -3 i Relz.z= Introduction and demonstration. creating event I Trainer - 30
J . } seciiz-s of | documents | Parucipants |
[ ' CMA - - Traner demonsirates sieps for crezuing an avant i (wnole ;
% s Data s~ow document from vathin a case documeni, using action group) "
T | : buiton "create svent” 1n sction bar :
H
i
T
i 83
l 1

;
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Activity.
Task #

>4
o o

<

atenal-
ramning

Activity/Task Description and Procedure

Main
Interaction
Pattern(s)

| Esumateg

i
:
'

i

Timing in
Minutes

Trainer highhghts the function of the dialogue st ‘
providing users with 2 logically sequenced hst of 2vents
pet case type

Trainer demonstrates completing the fields for one event
type (of type "document”), explaining the types of fields
and the data to be used

Trainer tughhights the CMA system's potential in
computing several fields 1n the event document from data
already entered in the related case and party documents

Trainer demanstrates attaching another document or file
to an event document (both for attaching external
documents by using the "attach document” hotspot, or
for attaching CMA-specific documents by using
document links from menus)

Trainer demonstrates creating a new event document
from views, using action button “create event”

Trainer demonstrates accessing a case document from
within the event document attached to #t

Trainer demonstrates saving an event and highlights the
entry that appears in the embedded view of the relatad
case document, and in the different views of the Case
Database Tramner highhights the symbol used for pending
events, as opposed to past events

Trainer fields questions and explains that parucipants will
recelve extensive practice in creating events after the
break -

Trainer follows the steps presented in the User's Mznual,
pages 81-99

Relevant
sections of
CMA -
Data show
Worksheet
13

Introduction and demonstration: types of event
documents in the CMA system

Trainer goes through the types of event documents
available to users in the CMA system, brefly explaining
the fields and types of data in each

Trainer directs participants to relevant pages in User's
Manual explaining the different types of events in the
CMA

Trainer fields questions

Trainer -
Parucipants
(whole
group)

Relesant
sections of
CMA -
Date snow

Introduction and demonstration: confirming an event

Trainer demonstrates steps for confirrming events
nighlighting necessary data that must be available for an
event to be confirmed.

Trainer completes operation and shows change in
symbolin the embeadded view in the related case
document ’

rainer fields questions

Trainer -
Parucipants
(whole
group}

10
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. Actvity: ‘ Materiai- Activity/Task Description and Procedure Main i Estmated
» Task# | Training Interaction | Timungin
| | Aid Pattern(s) Minutes
"6 ¢ I Relevant Introduction and demonstration: notifying CMA users of : Traner - 123
. . sections of | case events; refreshing event documents i Parucipants
: : CMA - - Trainer demonstrates steps for sending mail to users to (whole :
; | Data show | notify them of case events ‘ group) : g
«  Tramer sends event notification to all participants (whole | In@vidual ) i
user group In CMA Address Book) as well as to ; Work | |
! himselffherself (to be able to access mait later on and ' I
. demonstrate steps to participants) i ,
! . Traner reviews with participants the steps for accessing ' :
: received mail and accesses event notfication from own : ¢ i
i . i inbox. Trainer opens attachment and brings up relevant i |
‘ [ event form i }
) « Partictpants follow trainer's instructions 1o access new | l
J event notification from their iInbox. ‘ |
I « Tramner fields questians ‘
NOTES:
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OHT 12

HOW DOES THE CMA DEAL WITH
CASE EVENTS?

e It allows users to create event documents
for a case, enter event data and edit data.

e It provides users with a list of possible

events per case type, sequenced logically
and chronologically.

e It suggests to users the next event to

complete per case type, and allows them to
choose a different event.

e |t classifies all case events as past or
pending events, which facilitates
monitoring case progress.

e Past and pending events are sub-classified
in different views.

« Event views provide statistical breakdowns
to track the execution of steps and their
turnaround.

e Users can notify each other of case events
using electronic mail.

86
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] DAY 9
i SESSION 2: APPLICATION: CREATING EVENTS IN THE CMA CASE DATABASE
= SESSION PLAN
j . Session Aims « To enable parucipants to use the two methods for creating new events from
! within a case document, or from case views
« To enable participants to complete the types of fields in event documents
e : « To familianze paricipants with the drfferent event forms in the CMA Case
) Database
5
, « To enable participants to use the steps for confirming events !
% i » To enable participants to notify other CMA users of case events ;
! Behavioral « B.7 Create and confirm events, giver case details and events schedules/wntien |
.f_‘ ' Obijective(s) notifications, vath a high degree of accuracy ;
. | Supported
A * Enabling « Create an event from a case documsnt
- . Objective(s) « Create an event from a view
: i « Attach documents to case events. ,
o ‘ « Access the full case document from an event document |
= i « Confirm an event |
} ] + Noufy users of an event !
T ! « Save and close an event document i
- i Content to be « How the CMA systemn handles case events |
Py i
i Covered e Creating events in the CMA Case Database i
! o « Types of events in the Case Dalabase i
= } « Confirming evanis
[ : +  Notfying CMA users of case events - -
; " Materials « CMA User's Mzanual pages 81-99
]
M. '
it
1 Activity: | Matenal- Activiiy/Task Descrnipuon and Procedure Main Estimated
- Task# | Traning interaction Timing in
‘ i ‘ Aid Pattern(s) Minutes
- 1 | Relevant Application: creating and saving event Trainer - 15
‘ ' | sections of | documents Participants ,
I : - CMA - «  Tramner repeats steps for creating an event (whole ’
. i | Data snow documnent of type “documnent”. group) i
; ‘ b . Participants follow trainer's instructions and Indvidual i
) Pamicizant . work |
Y ; oCs steps in User's Manual to create an event of type |
£ ‘ “document” for one of the cases they had !
g l | entered during the previous training days '
ed i : » Parucipants save event document. ;
E’_ ! «  Parucipants reiresh case document
‘ j i ' o Tramner monitors and provides fwelf)'a's} T “
. necessary
=’;= . Traner fields cusstions | !
. x 2 Relevz-' . Application: confirming an event Tramer - 10
T ,sectiemsof b o Trainer rapeats steps tor confirming an avent Paricipants
3 CMA - and rughirghts criange in event (whole
T Data snow symbol/significance group)
‘.‘ : Particizant { Individual
-
; 87
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" actvty! | Matenal-

Activity/Task Description and Procedure

' Main | Esumatec
1 Task# ! Training Interaction Timuing in
: | Ad | Pattern(s) Minutas
: : PCs « Pamcipants follow trainer's instructions and i work |
: | steps 1n User's Manual to confirm the event | !
document they created in the previous activity i
. : and change «ts status to past event E ;
1
! I « Participents refresh case document [ ;
N i
! { + Participants access embedded view in case ' i .
; ! docurnent and observe change in event symbol | ;
I ] to accompany change of status ! !
i «  Tramer monitors and provides help as
' necessary !
i « Trainer fieids questions ! !
"3 Relevant Further practice: creating and confirming events Individual 45
I sections of | . pamcipants repeal steps from activitias 1 ang 2 WOrk
, CMA - to create threz or four more events for the cases
: Data show they had entered on day 5 Participants comgplete |
. - different types of event documents, referning to |
I' Parucipant relevant sections of the User's Manual for
PCs guidance as necessary
f . Participants save evenl documents
| « Participants confirm one or two of the new :
{ events ;
: - Participants refresh case document .
! «  Trainer manitors and provides help as }
. necessary | ;
i - Traer fields questions - ;
I 4 Relevant Application: Notifying CMA users of events . Tramer - 20
1}
: sections of | « participants follow traner's instructions and | Parucipanis \
’ CMA - steps 1n User's Manual to notify sach other of | (whole
; Data show one or two of the new events they creatad (one group)
! . participant notfies one other participant) Individual
Partizipant s | work
BCs + Parucipants access received maill nouhcation
. . Parucipanis review steps for responaing to mail
! | « Partcipants respond to senders of event '
' notifications
: i «  Tramner monitors and provides halp as !
. necessary .
i «  Trainer fields questions f
i | Users Home assignment Trainer - NIA
' ! Manua! «  Tramer asks participants to review pages £1-99 | Participants
pages . i- and note any questions they might want to ask {whole
88 the trainer on the next day | group)
REMINDER Co—oiete

Jie

relevant sections of the Parucipant Obszrvanon Sheet in the Trainar's Guide

NOTES:

H
5
5
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DAY 10

SESSION 1: INTRODUCTION: VIEWING PAST AND PENDING EVENTS

SESSION PLAN

Session Aims

To familianze participants with the different class‘.f:catxons of past event
documents and related details/statistics under different views

To famitianze parucipants with the different classifications of pending events
and related detais/statistics under different views

To familiarize participants with the case monttoring function of different event

VIEWS
Behavioral » 8.8 View past and pending events, given different sorting criteria and
Objective(s) categories, with a high degree of ease, confidence and competence
Supported
Enabling - View past events under different sorting criteria
Objective(s) .

View pznaing events under different sarting critena
Use event views to monitor case progress

Content to be

CMA fzziliates these tasks

Trainer camonstrates different views for past
events in ine navigation pad

Tramner clicks on each view and goes through
types of aocuments and information classified
under each view in the view pad

Trainer explains the parameters/sources of data
that the CMA uses in order to calculate the
statistical information under different views, and
highlights the importance of accurate data entry
into case documents in the first place in order for
these stetstical breakdowns to be vahd/reliable
Trainer zucits from participants the purpose of
providing this information T

Trawmner fields questions

Tnroughout demonstration, trainer follows steps
and informauon in the Tramner's Guiae pages
100-11¢

BEST AVAILABLE COPY

89

« Answer any questions raised on the home assignment of the previous day
Covered « Views for past events in the CMA
« Views for pending events in the CMA
« Montonng function of event views
Materials « CMA User's Manual pages 100-119
[ Actvityl | Materal- Activity/Task Description and Procedure Man Estimated
Task # Training interaction Timing in i
Aid Patternis) Minutes
Ty Relevant Introduction and demonstration: viewing past Trainer tg 55
sections of | events Partictpants
CMA - - Trainer reviews the importance of viewing and (whole 1
: Data show tracking ase events, and pointing out how the group) :
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Acuty Matenal-

a

ctivity/Task Description and Procedure

A Main ' Esumatac
Task# - Traming | Interaction i Timingn
" Ad ! Pattern(s) | Minutes
2 Relevan: ' Introduction and demonstration: viewing pending | Tramner (o 35
sections of . events Participants
i
CMA - i« Traner demonstrates different views for pending | (whote
Data snow ! events 1n the navigation pad group)
! « Trawner chicks on each view and goes through
! types of documents and information classified .
; under each view in the view pad ' !
» Trainer elicits from participants the purpose of | |
] providing this information ‘ ‘
« Traner fields questions . ‘
. . 1
« Tramer explains that participants will recelve ; |
! extensive information in using/working with event . i
| views after the break I !
NOTES

90
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DAY 10

SESSION 2: APPLICATION: VIEWING PAST AND PENDING EVENTS

SESSION PLAN

Session Aims

To enable participants to observe tne different classifications of past event agcumenis

and analyze related details/staustics under different views

To enable participants to observe the different classifications of pending events, and

analyze related details/statistics under different views

To familianze participants with the monitoring function of different event views

. Behavioral
Objective(s)
Supported

8.8 View past and pending events, given different sorting criteria and categories, with a

high degree of ease, confidence and competence

8.14 Address questioris and problems that anse while using the CMA databases given
the CMA User's Manual as a reference tool, with a high degree of confidence and

accuracy

. Enabling
| Objective(s)

View past events under different sorting cntena
View pending events under different sorting critena
Use event views to monitor case progress

Utilize the User's Manuai (0 agaress quastions and problems with event documeants |

! Content to be

Views for past events in the CMA

| Covered «  Views for pending events in the CMA
' »  Monitonng function of event views
| Materials «  Worksheet 8

CMA User's Manual, pages 100-119

CActvity/ | Material- Activity/Task Description and Procedure Main Estimated
Task# | Traiming ) Interaction Timing 1n
Aid [ Pattern(s) Minutes
i | Participant | Application: viewing past events Individual 55
PCs - « Tramner introduces Worksheet 8 and cianfies task work
Worksheel | o Participants follow trainer's instructions and steps in
i 8, Part A User's Manual to view past event documents and
! information classified under different views
« Participanis use Worksheet 8 Pari & to record tha iype
of information provtded under each event view
i { »  Tramner monitors and provides help es necessary
' [ «  Traner fields questions
2 ! Paruzivant | Apphication: viewing pending events Individual | 35
: PCs - «  Parucipants follow trainer's instructions and steps in work
! Wornsheet User's Manual to view pending event documents and i
18 PanB information classified under different views :
! »  Parucipants use Worksheet 8, Part 3 to record the type }
of information provided under each event view I
o Trainer momitors and provides help &s necessary i
i i |

Trainer fields guestions

BEST AVAILABLE COPY
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Actvity/ | Matenial- 1 Activity/Task Description and Procedure ! Main Esumaisg
cTask# | Traming | . Interaction Timung in
| Aid | | Patiern(s) : Minutes
Users " Home assignment . Tramner - N
Manual i «  Traner asks participants to review pages 106-119 of the Paruzibants
pages 8= User's Manua! and note any questions they might wanito  (Whole
. 107 ask the trainer on the next day group)

REMINDER Compis:2 relevant sections of the Participant Observation Sheat in thz Trainer's Guide

NOTES:

K
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WORKSHEET 8
ANALYSIS OF EVENT VIEW CATEGORIES IN THE CMA

A Go through the different views for past events For each view, use the following
table to record this information.
+ the view title;
« the types of documents classified under this view, and
« the information/statistics that the view provides.

VIEW TITLES FOR PAST TYPES OF DOCUMENTS TYPES OF INFORMATION AND
EVENTS SORTED UNDER EACH VIEW STATISTICS PROVIDED UNDER .
) EACH VIEW
|
i
I
!
I
|
|
i
|
l
Q3

BEST AVAILABLE COPY
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B * Go through the different views for pending events For each view use the
following table to record this information
« the view title;
- the types of documents classified under this view. and
- the information/statistics that the view provides.

. VIEW TITLES FOR PENDING TYPES OF DOCUMENTS TYPES OF INFORMATION AND
i EVENTS SORTED UNDER EACH VIEW STATISTICS PROVIDED UNDER
EACH VIEW
1 - 1 - T i
i I !
| é
| |
{ i
t i
' |
i |
) i
}
|
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DAY 11

SESSION 1: INTRODUCTION: EDITING EVENTS

SESSION PLAN

Session Aims

To famihanze participants with steps and oparations for editing event '

documents

To reviavy data entry cperations in event documents

Behavioral
Objective(s)
Supported

8.9 Edit existing event documents gitven new event detalls and status with a

high degree of accuracy

Enabling
Objective(s)

Open and edit events from the full case document.
Open and edit events from views

Update event status.

Save changes to event documents

Content to be
Covered

Answer any questions ratsed on the home assignment of the previous day

Editing events and refreshing documents

Matenials

CMA User's Manual, pages 120-123

Activity: | Matenal-
Task # Training
Aid

Activity/Task Description and Procedure

Main
Interaction

Pattern(s)

Estimated
Timing in
Minutes

1 L NIA

Lead-in: editing events

Trainer leads in by saying that, so farin the
training, the participants have pracuced creating
and viewing events Today, they are going to
become familiar with the steps for editing existing
events and updating thetr status

Trainer to
Participants
(whole
group)

5

Relevant
sections of
CMA -
Data show

(83

Demonstration: editing events and refreshing
documents

Trainer demonstrates steps for opening existing
event document and converting 1t irom “read
only” to editable mode from within 2 case
document, and from views

Trainer demonstrates editing event documents,
saving changes, refreshing related documents
and views and prining event documeants from
menus

Trainer opens up case and event views and
snows how changes in the data in e.2nt
documents is reflected in the differsni views
Trainer snows participants data at tns potiom of
each event document capturing v "¢ niadéthe
I2st change in the document and wnzn the
change was made

Trainer fields questions

Trainer to
Participants
(whole

group)

Tramner follows User's Manuat, pagss 120-123

50
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" Activity: ' Matenal- Activity/Task Description and Procedure I Main Estmatad | ’
‘ Task # I Tramning i Interaction Timing in , .
i 1 Aid | Pattern(s) Minutes . gﬁ
IT ! Relevant | Demonstration: editing data in different types of Tramner to [ 35 -
! sections of » event documents Participants |
. CMA - «  Tramner repeats demonstration, editing different (whole : o
Data snow types of data in different event documents group) . ?!
\ Lo Tramner uses this demonstration to review :
i aspects Iike entering different types of data, :
updating event and case status on the basis of f -
, ' i new daia, attaching documents to events, and : "‘;
; A ! mantpulating nch text frelds to highight/ X
: | l emphasize data in the "notes” field of each !
: | l event | : E
;' : | «  Trainer fields questions i o
NOTES ’
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DAY 11

SESSION 2: APPLICATION: EDITING EVENTS
7 SESSION PLAN
% i Session Aims T] « Toenable pfmxcnpams to use steps and operations for editing event documents
o i« To provide participants with further practice in daia entry operations In event
[ , documents

E .

P8 Behavioral « 8.9 Edit existing event documents Zivan new event details and status with 3
E‘:“ . Objective(s) high degree of accuracy '

!“ ; Supported + B8.14 Address questions and problems that anse while using the CMA

1 databases, gtven the CMA User s Manual as a reterence tool, with a high

B degree of confidence and accuracy
;1 Enabling +« Open and edit events from the full case document

B Objective(s) «  Open and edit events from views
'.;5 « Update event status -
5~ « Save changes to event documents
) i « Uulize the User's Manual to address questions and problems with event
T . documenis

1 Content to be « Editing events and refreshing documents

o, Covered

PR
) ; : | Materials « CMA User's Manual, pages 120-123

I, Activity/ | Material- Activity/Task Description and Procedure Marn Estimated
Vo Task # Training Interaction Timing in
‘é Aid Pattern(s) Minutes
3. i1 Participant | Application: editing events and refreshing Individual 45

L { : PCs documents work
K i l «  Trainer transiions by saying that pasicipants waill N

‘;“ now edit some of the events they had created for

s Participants follow trainer's instructions and
steps in User's Manual, pages 120-123. to edn
event documents they had created, and refresh

% ; related documents and views

«  Participants print one event document each to
add to their traiming file

+ Trainer monitors and provides help as
necessary

PY K,
R —

|
% ' their cases in previous sesstons
|
!
!
|
|

N R

]

+  Trainer fields questions

2 Paruzipant | Further practice in working with event documents | Individual 45

PCs - Partcipants review, through application, steps for work
! creating new event documents They create all
, the types of event documents for their case
types Paruicipants refar to relevant s22uons of
the User's Manual as necessary _,
»  Parmcpants =21t event documaenis anz 'efrééh ’
event/case siatus as necessary
| P Trainer momiors and provides ha!p zs
. ! i necessary
‘“ | = Trawner fielos questions
l.: )
]
! ‘ 97 BEST AVAILABLE COPY
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| Actvity/ | Material- Activity/Task Description and Procedure Main Estimaiea |
, Tesk# | Traming Interaction Timing in !
b Ad Pattern(s) Minutes :
User's Home assignment Tramner - N/A ¢
Manual . Traner asks participants 1o review pages 80-123 | Partictpants
. pages 70- In the User's Manual, thus bringing the section {whole
. 110

)
l

-
|
|
!

on events In the CMA to closure
in preparation ior day 12, trainer asks

participants to bring case files for closed cases
with muitiple parties for data entry purposes This
will depend on whether or not participants opted
for bringing actual case files for previous

sessions in the traning

group)

! REMINDER Compiate relevant sections of the Participant Obsearvation Sheet i the Trainer's Guide

Remind participants to complete relevant sections of Worksheet 1

NOTES:
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DAY 12

SESSION 1: INTRODUCTION: PARTY DOCUMENTS

SESSION PLAN

Session Aims

« To review with parucipants the steps for creating case documents
« To review with participants the steps for creating party documents

« To famihanze parucipants with steps for creating multiple party documents per
case (plaintff, defendant and other, actual and virtual parties)

« To enable participants to prepare case and party data for application tasks

Behavioral « 8.10 Create and view party/litigant docurments, given party data, with a high
Objective(s) degree of accuracy

Supported

Enabling o Create new party forms for a case

Objective(s)

« Transfer attorney/representative data from the CMA Representative Database
to party documents

. Access the full case form from a party document

Content to be

« Answer any questions raised on the home assignment of the previous day

Covered « Review of case documents |
« Crealing party documents
- Creating multiple parties (different types) for a case
« Enterning representative data from within party/case documents

Materials « Woaorksheet 9

« CMA User's Manual page 124-125

Activity/ | Material- Activity/Task Description and Procedure | Main Estimated }
Task # Training Interaction Timingin |
Aid Pattern(s) Minutes 1
" NIA Lead in and review: party documents Trainer - 5 i
. Tramner explains aims of session and elicits from | Paricipants !
paricipants the methods for creating party (whole
| documents (from within a case, or from views) group)
2 | Relevant Demonstration: creating case documents with Tramer - 40
1 sactions of | multiple parties Participants
CMA - < Trainer reviews steps for creating 2 new case {whole
! Data show

document, eliciing data from the parucipants for | 9r0up)
the different fields

« Traner demonstrates steps for creating party
documents from within the case document, or
from views

« Trainer enters party data for multiple plaintiffs
and defendants in the same case document
(ditferent types® actual and vintual pasties, and
parues of types other than plaintiffs and
defendants - "other” party document) _

« Traner selects zttorney information for the
vanous plainuifs and defendants from the CMA
System/Representative Databasz

«  Trainer reviews stéps for creating a naw
representative document from within 2 party |
document !

BEST AVAILABLE COPY



)

e TR e A}

i S xJ

A

INTERCOM
ENTERPRISES

Activity! ' Materiai- Activity/Task Description and Procecurs Main Estmates
j Task# | Training interaction Timing n
| I Ad Pattern(s) Minutes
+  Trainer reviews procedi e for trans’zrnng pany | :
; . data automatically to the main case Jocument i
' - Tramer confirms case document anc : :
! demonstrates how multiple party namas are '
! entered and how the case name I1s ccmputed
' o Trainer refrashes case document iz show how | .
the related party documents appear in the !
embedded view
« Trainer saves and closes case document
3 Worksheet | Preparing party data for application purposes Tramner - 45
9 « Trainer presents Worksheet 9 to participants, Participants
clanfying task {whole
‘ « Participants work individually on creating case group)
and party data to complete Worksnzzt & ‘”d";'d“a'
wor |
« Participants get together in pairs tc compare !
Pair work

cases and check that data 1s compisie (pair a
seniorfexperienced participant with 2
Jjunior/inexpenenced partcapant for transfer of
skills)

Trainer indicates that participants wail use their
new case and party data after the break to enter
data into the CMA Participants will also use any
actual case files/data they have brought with
them

NOTES:
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WORKSHEET 9
CASE DETAILS: MULTIPLE PARTIES

Think of a commercial case with multiple plaintiffs and defendants. Make notes to briefly

describe your case in the following box

BRIEF CASE DESCRIPTION

Now complete the following details about your case

Type and subject of case

Date ¢case was commenced.

Case number:

Circuit number:

Circuit days-

Court official responsible

Location of case file:

Origina!l case court (for transferred cases only}.

------------------------ B a s e e e s L A L IR R e L e DT T

Name of plaintiff 1 (first, second, third and family name):

Type of ID

ID number-

National/social security number

Legal status/bearing:

Complete address

Telephone number

=

Attorney representing plaintiff: Choose attorney from existing fist in the CMA
Representative Database

Power of attorney (type and number)

.................. R e R e R R e e R R R A R R e R A e e e
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Name of plaintiff 2 (first, second, third and family name}):

Type of ID

ID number

National/social security number:

Legal status/bearing:

Complete address:

Telephone number

Attorney representing plaintiff Choose attorney from existing hst in the CMA
Representative Database

Power of attorney (type and number)

Name of plaintiff 3 (first, second, third and family name):

wwwwwww B L L R R T S

Type of ID

ID number:

National/social security number

Legal’status/bearing

Complete address:

Telephone number:;

Attorney representing plaintiff; Choose attorney from existing list in the CMA
Representative Database

Power of attorney (type and number):
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Name of defendant 1 (first, second, third and family name):

Type of ID:

ID number.

National/social security number:

Legal status/bearing:

Complete address:

Telephone number:

Attorney representing defendant Choose attorney from existing hist in the CMA
Representative Database

Power of attorney (type and number)

Name of defendant 2 (first, second, third and family name}):

Type of ID:

ID number

National/social security number

Legal status/bearing

Complete address.

Telephone number.

Attorney representing defendant- Choose attorney from existing list in the CMA
Representative Database

Power of attorney {type and number):

-------------------------------------------------------------------------------------------------

105
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Name of defendant 3 {first, second, third and family name):

Type of ID

ID number

National/social security number:

Legal status/bearing:

Complete address’

Telephone number:

Attorney representing defendant: Choose attorney from existing list in the CMA
Representative Database
Power of attorney (type and number):

104
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DAY 12

SESSION 2: APPLICATION: CREATING MULTIPLE PARTY DOCUMENTS

SESSION PLAN

Session Lims

i
|
|
!
i

To enable participants to review/use the steps for creating case documents
To enable participants to review/use the steps for creating party documenis

To enable participants to use the steps for creating multiple party documenis
per case (plaintiff. defendant and other, actual and wvirtual parties)

To familianize participants with CMA operations for entering party names in
case documents and calculating party senal numbers

To familianze participants with the relevant pages from the CMA User's Manual

with regard to creating parly documents.

. Behavioral
| Objective(s)
. Supported

8.10 Create and view party/lihgant documents, given party data, with a high
degree of accuracy

8.14 Address questions and problems that anse while using the CMA
databases, given the CMA User s Manual as a reference tool with a high
degree of confidence and accuracy

Enabling
, Objective(s)

Create new garty forms for a case

Transfer attorney/representative data from the CMA Representative Database
to party documents

Access the full case form from a pariy document

Utiize the User's Manual to address questions and problems with party
documents

Content to be

Review of case documents

|

5 Covered e Creating party documents

' + Creating multiple parties (different types) for 2 case

, « Entering representative data from within party/case documents
Materials +  Worksheet 9

CMA User's Manual pages 124-125

U Actvityf | Matenial- Activity/Task Description and Procedure Main Estimated
Tesh# | Training Interaction Timing in
! Aid . Pattern(s) Minutes
1 ! Worksheat | Application: creating a new case document and Tramner - 15
g- entering case details Parucipants
Relevani s Participants follow trainer's instructions (and {whole
sections of possibly refer o the User's Manual, as group)
) CMA - necessary) to create a new case document and Indwvidual
Data show enter case detalls They enter data from the work
! - cases they created in Worksheet 9
j Participant | . Trainer monitors and provides help as
PCs necessary
« Trainer demonstirates any problematic steps to
ensure remnforcement Coenal
| | « Traner fields questions
2 Works- =2t | Application: entering party data Tramer - 45
9 - « Parucipants follow trainer's nstruchions and Participants
Relevan: steps in User's Manual, pages 124-125, to create (whole
sectiors of multiple plantif and defendant documents from | 9Moup)
CMA - within their new case document, ang anter party | [ndividual
Data show | details They enter party data from Vvorksheet 9 | work
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I Activity/ ! Activity/Task Description and Procedure Main Estimatec
Task # ! Training Interaction Timing in
. l Aid Pattern(s) Minutes
; l' - « Trainer monitors and provides help as t |
| | Participant necessary ! i
! PCs s+  Trainer demonstrates any problematic steps to i .
: i ensure reinforcement | .
]
' i +« Parucipants then go back to case document and . '
i ( select menu for completing party nameas andé |
other data automatically in the case document
‘ « Participants observe CMA operations for
calculating party senal numbers according to
party type
| « Trawner fields questions, then elicits what the
! participants will do next (guide them towards the
| response “enter representative data”)
i3 Worksheet | Application: initial steps for entering Trainer - 20
i 9- representative data Partictpants
i Relevant « Participants follow trainer's instructions and {(whole
l sections of steps in User's Manual to enter/select group)
) CMA - representative data per party from within the Individual
! Data show case document work
! - « Trainer monitors and provides heip as
Participant necessary
PCs ‘
| « Trainer demonstrates any problematic steps to !
' ensure reinforcement | |
[ - Trainer fields questions, then ehzits what the ‘ !
: parucipants will do next (guide them towerds the | |
! response "confirm and save case”) ) !
4 Participant | Application: confirming and saving case Indiviaual 10
! PCs documents work
' « Participants confirm the case and save the case
! document :
« Trainer monitors and provides help as
; necessary
. . Tramner fields questions
' . If time, partucipants repeat activities -4 1o enter
i data from the actual case files they have brought
‘ with them, or use this data instead of Worksnzet
| 9
I's Users Home assignment Tramer - N/A
Manual «  Traner asks participants to review pages 124- Parucipants
pagss 125 from the User's Manual and note any (whole
124-325 questions they might want to ask ths rrainer on group)
the next day J

" REMINDER Czmplate relevant sections of the Particicant Obssénsation Sheet in the Trainer's Guide

NOTES:
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DAY 13

SESSION 1: INTRODUCTION: VIEWING AND EDITING PARTY DOCUMENTS

SESSION PLAN

- | Session Aims

To familiarize the participants with the different views for party documents and the

information provided under each view

To familianze the participants with the steps for editing party documents from vaihin

3 case document, or under views

To familianze the parucipants with the sieps for and imporntance of refreshing pany

documents

To famihiarize the participants with the steps for saving, prninting and closing party

documents

Behavioral
Objective(s)
Supported

8.10 Create and view party/iigant documents, given party data, with a high degree

of accuracy

8.11 Edit existing party documents, given new party data and status, with a high

degree of accuracy

8.13 Conduct search operations in the various CMA Databases, given a searc>
itemn or criterion, with a high degree of ease, accuracy and speed

‘ Enabling

Objective(s)

Access the full case form from a party document

View party documents categorized by party name or by party ID

Edit 2 party document from a full case document
Open and edit a party document from views
Save changes to party documents

Print party documents

Search for party documents by name and by ID

Refresh case documents to reflect changes made to party documents

j Content to be

Answer any questions raised on the home assignment of the previous day

session, and drawing the analogy between
viewing sorted party documents and viewing

¢ Covered . Viewing party documents o

! »  Documents and information under differant party views

' « Editing party documents from within a case document or from views

i « Refreshing, saving, pnnting and closing party documents

! Materials » CMA User's Manual pages 125-131

| Actvityr | Material- Activity/Task Description and Procedure Main Interaction | Estimatad

! Task # Training Pattern(s) Timing in i
: Aud Minutes !
1 Relevant Introduction and demonstration: viewing party Trainer - 40

! sections of | documents under different sorting criteria Parucipants '
! CMA - o Tramer leads in by explaining the aims of the (whole group)

} Data snow

[

events or cases

Trainer demaonstrates two main views for pany
documents in the navigaion pad oy name and
by 1D typse/numper oo
Tramner highlights each view and goes tnrough
the sorung critena used and the type of
information provided in the view pad under each
view
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Activity! | Matenal-
i Task # Training
' Aid

|

Activity/Task Description and Procedure

Main
interaction
Pattern{s:

—

£stimatec
Timung in
Minutes

Trainer demonstrates steps for conducting
search operations for party documents under the
different party views, by name and by IO

Tratner elcits from participants the use of such
information (e g quick access to pary
documents if request 1s handed in by party name
or ID).

Tramner fields questions

Trainer follows Instructions and nformation on
pages 125-131 of the User's Manual

8]

Relevant
sections of
CMA -

Data shew.

Introduction and demonstration: opening, editing
refreshing, saving and closing party documents

Trainer demonstrates opening party cocumernis
from within @ case document (from ing
embedded view)

Trainer points out that a party document is
opened I1n a read-only mode, and that the user
then has to convert It to an editable form Trainer
demonstrates different methods for converting to
editable versions

Trainer then demonstrates opening a party
document from party views (by name or 1D
type/number), and again shows steps for

converting a read-only document to an editable
document

Trainer makes edits in a party document, then
demanstrates steps for refreshing document
Trainer explains the importance of refreshing the
document

Trainer edits a party name to show tnat changes
are not reflected 1in main case document
automaucally or upon refreshing the cese
documsnt Trainer demaonstrates siegs for
transfernng new party names into cas2
document (repeating onginal steps for
transfernng/computing party names from
menus)

Trainer demonstrates saving and closing party
docurmnents

Tramer fields questions

Trainer -
Participants
(whole
group)

50

NOTES:
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DAY 13

SESSION 2: APPLICATION: VIEWING AND EDITING PARTY DOCUMENTS

SESSION PLAN

Session Aims

To enable parucipants to analyze the sorting criteria and information providea unaer

different views for party documents

To enable participants to use the steps for editing party documents from wiinin & case

document, or under views
To enable participants to use the steps for refreshing party/case documents

To enable participants to use the steps for saving printing and closing party
documents

To enable participants to use the CMA User's Manual to resolve problems with pary

Objective(s)

View party documents categorized by party name or by party 10

Edit a party document from a full case document

Open and edit a party document from views

Save changes to party documents L

Print party documents .

Refresh case documents to reflect changes made to parny documents

Search for party documents by name and by 10 :

Utiize the User's Manual to address questions and problems with party documants

documents
Behavioral e B.10 Create and view party/litigant documents, given party data with a high aegre2 of
Objective(s) accuracy -
i Supported o 8.11 Edit existing party documents given new party data and status, with 2 ~z~
degree of accuracy
« 8.13 Conduct search operations in the various CMA Databases, given & ssarz- .tem or
criterion, with a high degree of ease, accuracy and speed
e B8.14 Address questions and problems that anse while ustng the CMA databases given
the CMA User's Manual as a reference tool, with a high degree of confidence and
‘ accuracy
Enabling = Access the full case form from a pany document

Content to be

Viewing panty documents

Covered » Documents and information under diferent party views |
| »  Edng party documents from within a case document or from views ’
+ Refreshing, saving, prninting and closing party documents [
| Materials » CMA User's Manual pages 125-131 7
| Activity/ | Matenal- ctivity/Task Description and Procedure Matn ! Estmated
, Task# Traiming Interaction | Tirmung 1n
. Ald Pattern(s) | Minuiss
1 Relevant Apphication: viewing party documents under different Trainer - 1 3G '
. seclions of | sorting criteria Parucipanis | :
! X . |
CMA - »  Parucipants follow trainer's instruttions and sieps in. (wholz : ‘
Datz smow User's Manual, pages 125-131, to viaw party documents | 970Up) |
' sortad first by pany name and then cy narty 1D Individual '
Par:z cant (type/number). and analyze the type ¢f information work i
' PCs ‘ provided under each view t
E ' s Participants practice searching for party documents ‘: i
i : under the difierent views by parly narre and 10 : |
BEST AVAILABLE COPY
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Activityr | Material- Actvity/Task Description and Procedure Main

| 5 . Zstimated
Task# | Traning i tnteraction © Timingan
I ad ' Pattern(s) » Minutes

«  Tramer monitars and provides help as necessary '

. Tramer fields questions then brielly reviews vath i
parucipants the potential uses and impartance of scried

; party data Trainer also highhights the importance of

i accurate data entry to ensure that information provided

M under views 1s accurate )

2 { Relevant Application: opening, editing refreshing, saving and Tramner - 1 80 i

| sections of | closing party documents Participants ; i
| CMmA - « Participants follow trainer's instructions and steps in (whole i
| Data show User's Manual to open, edit, refresh, save and close group)
o multiple party documents related to the case they Individual 1 '
i Participant created on day 12 work ! '
! PCs « Parucipants practice swilching from read-only mode to i l
) editable mode of party documents using different
f methods ’

» Particpants practice changing party names and legal ! i
status and then performing necessary operation to ’ ‘ |
transfer/compute new party data into main case | |

i document i {

»  Tramer monitors and provides help as necessary ¢ ‘ |

| .
| «  Traner fields questions f '
3 b User's Home Assignment Tramner - . NZA |
~Manual o Traner asks parucipants to review pages 125-131 of the | Parucipants
| Pages User's Manual, thus bringing the section on party (whole ‘
documents to closure, and ending the companeni of the | 9roup) I
traning on the CMA Case Databese ]

REMINDER Complete relevant sections of the Participant Observation Shest in the Tramner's Guide
Remind partictpants to complete relevant sections of Worksheet 1

NOTES:
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DAY 14

SESSION 1: INTRODUCTION TO THE CMA REPRESENTATIVE DATABASE:
CREATING REPRESENTATIVE DOCUMENTS

SESSION PLAN

{

Session Aims

To introduce 1o the partictpants the matn purpose and feaiures of the CMA
Reoresentative Datapase

To encourage 1n the participants a pssilive atitude towards maintaining
aftorney data electronically

To familianze the participants with the steps for creating a representative
document

To familiarize the participants with the fields in the representative document,

To make parucipants aware of the role of the Representative Database in
faciitating and expediting data entry into case documents,

Behavioral «  B8.12 Utihize the CMA Representative Database, given attorney/representative !
| Objective(s) data, with a high degree of ease, accuracy and competence !
' Supported .
' Enabling « Create representative documents i

Objective(s)

Save and close representative documents

Use the Representative Database in relationship to party documents for data
entry

Content to be

Answer any questions raised on the nome assignment of the previous day

| Covered «  Steps for creating a representative aocument |
_i o Types of fields in a representative document i
‘ « Requirements for saving and closing representative documenis

Materials « OHT 13

CMA User's Manual pages 133-145

| Activity/ | Material- Activity/Task Description and Procedure Main Estimated
© Task # Training Interaction Timing in
Aid Pattern(s) Minutes
1 i OHT 13 - Introduction: purpose and main features of the Tramer - 25
. OHP CMA Representative Database Participanis
. - Traner uses OHT 13 to introduce the man (whole i
i purpose and features of the CMA Representative | 970UP) ‘
i Database. highlighting types of data, ease of use
‘g and access, and hnks to case documents.
| Trainer unmasks one pomnt on OHT 2t a time
g = Trammer discusses paints with particigants and
. fields any questions at this stage
12 Relevant Introduction and demonstration: creating a Tramner - 45 i
i sections of | representative document Participants :
5 CMA - »  Trainer demonsirates opaning the {whole
, ~E@snss Representztve Oalaoase and nignigaung any of | 37O4F) !
the given views in the navigation panal to be able
to chick action buiton for starting & na.w
document .
« Trainer stants a new rapresentative document |
. and goes througn the types of fields znd data i
' stored 1n each :
«  Trainer demonstrates data entry opzrations 1
BEST AVAILABLE COPY 1l
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Activity/Task Description and Procedure

Trainer highlights the importance of the fields at
the bottom of the document/window showing the
name of the user who created the document, the
user who last entered data or modified the
document and the date/time of each

Trainer demonstrates different methods for
saving document, then closes document and
shows its addition to views

Trainer repeats steps and creates a new
representative document, eliciting data and steps
from participants as he/she goes along

Trawner fields questions

Trainer follows the steps 1n the User's Manual,
pages 133-145

Introduction and demonstration: requirements for
saving and closing a representative document

Tramner quickly demonstrates creating and
completing another representative document
Trainer attempts to close document withou!
saving ehcits from participants what he/she has
done incorrectly

Trainer highlights warning that appears to users
in this case

Trainer fields questions

Trainer explans 1o participants that they will

practice creating representative documents alier
the break

Main , Estimatac
Interaction | Timung in
Pattern{s; Minutas
Tramer - 20
Participants

{whole |

group)

Acuvity! | Matenal-
Task # i Training
i Aud
[
.3 Relevant
secuons of
CMA -
Data show
NOTES:
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THE CMA REPRESENTATIVE DATABASE:
KEY FEATURES

It stores important data about attorneys, such as
name, ID, address, telephone and fax numbers, as
well as type and number of registration in
Lawyers' Syndicate." |

It provides an easy reference tool and contact list.

It-is linked to the Case Database, so that users can
transfer data from the Representative Database to
case and party documents without entering the
same information several times.

It categorizes attorney information under different
views to facilitate access (by name, district,
governorate and syndicate registration number).

It enables users to modify data and save changes.

It éhows names of users who created and last
edited documents, with clear dates and times, for
ease of tracking.
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DAY 14

SESSION 2: APPLICATION: CREATING REPRESENTATIVE DOCUMENTS
SESSION PLAN

Session Aims

3
. To encourage in the participants a postitive atiitude towards mantaining

attorney data electronically

« To enable the participants to use the steps for creating a representative

document

+ To familianize the parucipants with the fields in the representative document

+ To review with the participants the steps for accessing representative daia from | V};

within a case document, thus highlighting links between the Representative and i 4
Case Databases in the CMA !

: « To make participants aware of the role of the Representative Database in ! ]
facilitating and expediting data entry into case documents ' !

{ Behavioral « B.12 Utlize the CMA Representative Database, given attorney/ representative j; -

t Objective(s) data. with a high degree of ease, accuracy and competence '

. Supported

" Enabling « Create representative documents

Objective(s)

t
s

. Save and close representative documents

« Use the Representative Database in relationship to party documents for daia

entry i
Content to be « Steps for creating a representative document
| Covered « Types of fields in a representative document ( i
i » Requirements for saving and closing representative documents ' 3
« Transfernng representative data into case documents 3
Matertals +« CMA User's Manual pages 133-145 "
- i
3
Acuvityr | Matenal- Activity/Task Description and Procedure Main Estimated ! . |
Task # Training interaction Timing In ;
Aid Pattern(s) Minutas !
1 Relevant Application: opening the Representative Trainer - 60 N
| sections of | Database and creating representative documents | Participants 2
CMA - . Participants follow trainer's instructions and {whoie o
Data show steps in User's Manual, pages 133-145, to open | 970uP) ’
. the Representative Database and create five Individual | 3
Participant representative documents Participants choose | work [ !
. PCs to enter actual or simulated data.
. . |
X - Parucipants practice saving documents using H
different methods, and saving representative ' ]
documents ! x
o Trainer monitors and provides help as ‘ )
necessary
i | = Tramer fislds questions . l l }
z , Rele.znr | Observing links between case and representatnxve | Traner - 30 o
| sectiz~s of | documents in the CMA Parucipants
| CMA - « Participants follow trainer s instructions o open (whole
i Date snow Case Database and open one of the case group)

documents they had created
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Actvity! | Matenal- Activity/Task Description and Procedure Main Estimated |
s Task# | Traming Interaction Timingin
Aid Pattern(s) Minutes :
- i«  Participants review, hands-cr steps for editing individual ! !
Parucipant case and party documents 0y changing the work {
" PCs representative data for the oartigs in the case
; Participants access new reoresentative
| information from the additional data now
i available in the Representaiive Database
i
' « Trainer fields questions and comments !
;r 3 [ User's Home assignment Trainer - N/A
' | Manual « Trainer asks participants to review pages 133- Participants '
| pages 145 of the User's Manual and note any questions | (Who!e
! 133-1435 they might like to ask the tra'ner on the next cay | 97OuP)
i

_ REMINDER Complete relevant sections of the Participant Observation Sheet in the Trainer's Guide

NOTES:
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DAY 15

SESSION 1: INTRODUCTION AND APPLICATION: VIEWING AND EDITING
REPRESENTATIVE DOCUMENTS

SESSION PLAN

t
)

Session Aims

To familianze the participants with the differant views and classifications of

<l
|
L

documents in the Representative Database :
! » To famihianze the participants with the steps for editing, refreshing, saving ana !
' closing representative documents !
Behavioral « B.12 Uthze the CMA Representative Database, given attorney/ representative
Objective(s) data, with a high degree of ease, accuracy and competence
Supported « 8.13 Conduct search aperations In the various CMA Databases. given a search
item or criterion, with a high degree of ease, accuracy and speed
<« 8.14 Address questions and problems that arise while using the CMA !
databases, given the CMA User's Manual as a reference tool, with 2 high }
degree of confidence and accuracy '
i Enabling « \View representative documents categorized by name, district/regton, f
Objective(s) governorate or syndicate registration nurnber f
« Edit existing representative documents !
« Search for attorney/representative forms documents by name, 1D, regton/distnict
and syndicate registration number.
| - Utihze the User's Manual to address questions and problems with attorney/
| representative documents
;Tontent to be « Answer any questions raised on the home assignment of the previous day
Covered « Viewing representative documents categornzed according to different sorting
criteria
«  Steps for editing refreshing, saving and closing representative documents
Materials « CMA User's Manual, pages 133-145 -
iT\cnvityl Matenal- Activity/Task Description and Procedure Main ‘ Estrnated |
; Task # Traming interaction Timing In
' P Aid Pattern(s) Minutes
i | N/A Lead in: representative documents Traner - 5 !
| «  Traner ntroduces aims of sessions and elicits Participants ;
i from the participants the main features of tha {whole
i CMA Representative Database (review of OHT | 9roup)
! 13)
2 Relevant Introduction and demonstration: views for Traner - 30
secticns of | representative documents Participants
| CMA - . Trainer demonstrates the different views (whole
i Data show available in the Representative Database, group)
| highlighting gach view, information available and
i | classification principles
1

Traner elicits from the participants the purpose |
oiing Adisrent views ’
Trainer demonstrates steps for searchimg for .
atiarney documents under the different views. by |
rame, ID, region/district and syndicata I
registration number

Tramer fields questians

Tramner follows steps and information In the
User's Manual pages 133-145

116
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Acuvity' . Material- | Activrty/Task Description and Procedure Main i Esumaiec
Task # 1 Training Interaction I Timing 1n '
) Aud Pattern{s) Minutes '
k) Participant i Application: viewing refresentative documents Indivigual , 20
$ 9Cs |« Participants work individually to view work
representative data under different views
[ « Participants practice steps for searching far
. attorney documents under the different views by .
! name, ID, region/district and syndicate ' .
. registration number {
; «  Trainer monitors and provides help as I
: necessary : |
Ta Relevant Introduction and demonstration: editing, Trainer - 20 ‘I
sections of | refreshing, saving and closing representative Participants i
CMA - documents ; (whole k
Datashow | . Trainer demonstrates steps for performing the group)
above operations (several examples) 4
' «  Trainer discusses Iinks with case documents ‘
| [« Tramer fields questions !
"5 Participant | Application: editing, refreshing, saving and Individual i 15
PCs closing representative documents work |
« Participants follow trainer's instructions to edi, i
| save and close representative documents i
' « Tramner monitors and provides help as
' necessary .
NOTES:
BEST AVAILABLE COPY
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DAY 15

SESSION 2: IMPORTANCE OF THE CMA FOR DATA ENTRY AND CASE

ADMINISTRATION

SESSION PLAN

. Session Aims

To review witn the participants the k2y features or the CMA for data entry anz

case processing/administration

Behavioral

. Objective(s)

Supported

B.15 Idenufy the functions of the CMA for data management and case

admunustration with a high degree of competence and conviction

Enabling
Objective(s)

ldentify the roles and responsibtiities of CMA users
Briefly describe 1ssues of data access control for different CMA users
Explain the importance of data accuracy and integnty
Demonstrate the value of the CMA fin facilitating and expediting data

maintenance, retrieval and management

Content to be
Covered

Review of CMA data processing and case administration features

Materials

OHT 14
Worksheet 10
CMA User's Guide, page 194

Activity/ [ Material-

Activity/Task Description and Procedure Main Estimated |
Task # | Training Interaction Timingin |
| Ad Pattern(s) Minutes '
1 Worksheet | Synthesis workshop: CMA features and users Group work 60
10

Tramner introduces aims of session in terms of
wrapping up by discussing some of the key
features of the CMA.

Tramer introduces Worksheet 10 and clanfies
task

Trainer divides participants into 4 pairs/small
groups, with each pair representing one of the
following aspects case documents, pary
documents, event documents, and
representative documents

In their pairs/groups, participants discuss two
main paints the main features of the CMA In
relation to the type of document they represent,
and the role of the CMA user in ensunng that the
CMA functions properly and provides
validireliable caia

Trainer monitors and provides help/gurdance as
necessary

Trainer leads {ezdback session eacn participant
patr/group presents its ideas, while the-otners.
make noigs 1o compleie Worksheet 10 Trainar
guides discussions towares sahien: pomnis

l

|
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case admunustration

" Acuvity: | Matenal- Activity/Task Descripiton and Procedure Main Estmatac |
“ Task# | Traming Interaction Timingin |
Aid Pattern(s) Minutes R
2 { OHT 20 Review: CMA features Traner - | 30 :
"« Traner uses OHT 20 unmasking cne pont ata ; Faricipants
time to review with participants the different (whole :
features of the CMA for data processing and group) f

i« Trainer discusses key features and elicits

participants’ optnions, contrasting them with the
problems of paper-based case administration
from day 1 where apphcable

« Traner briefly explains three levels of access in
the CMA (see User's Guide, page 170). and
highlights to the participants that other users with
different levels of access will be able to perform
different types of operations, such as deleting
data, editing case numbers and data, monitoring
technical operations performed by users, and
assigning different levels of access to users

REMINDER Complete relevant sections of the Participant Observation Sheet in the Tramer's Guide
Remind participants to complete relevant sections of Worksheet 1

NOTES:

119
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DISCUSSING CMA FEATURES

+ Facilitating the process of maintaining |
complete case, party and event data

+ Maintaining representative data

+ Facilitating the process of entering
representative data into case
documents

+ Selecting events for particular case
types ) !

~+ Scheduling events | |

+ Maintaining complete case records in
one location 1

. 'Editing case documents and making

. . o
changes in an organized and neat
fashion . q

PREVIOUS PAGE BLANK
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Facilitating the process of notifying
colleagues of case developments
through electronic mail

Monitoring case progress

Preparing statistical data regarding
types of cases, progress of case
events, and workload of circuits over
time

Preparing printouts of case
documents

Assigning different levels of access
so that different users can perform
different types of operations
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DAY 16

SESSION 1: TRAINING EVALUATION

SESSION PLAN

d.ession Aims

« To evaluate the participants’ learning from the training

« To enable the parucipants to demonstrate their practcal skills as a further
evaluation method

Behavioral

© Objective(s)

Supported

= 8.1to08.15 (in an evaluative capacity, see Table vi In the introduction to ihts
Trainer's Guide)

Enabling
Objective(s)

« Vanous See behavioral objectives above.

Content to be
Covered

« No new content. Evaluation of the overall content of the training

Materials

+« CMA Data Entry Training Final Assessment

Activity/ | Material-

Activity/Task Description and Procedure Main Estmated !
 Task# | Tramng Interaction Timing In
{ Ard Pattern(s) Minutes i
; 1 .| CMA Data | CMA Training: Final Assessment Individual 45
Entry . Traner administers the paper-based CMA Final | Work '
| Final Assessment
A -
i mseselss « Tramner allows participants 45 minutes to ;
' men complete assessment. }
i = Trainer monitors ;
2 Relevant Participant demonstrations Individual 40 (then 50
seclions of | o Trainer asks individual participants to perform work afer ine
, the CMA - given tasks, as follows (1 task per pariiciparit) o breax]
' Data show « Create a new case document and complete
' tial dat
Partictpant inilial data
PCs + Create a plaintiff document

Create a defendant docurnent
Create a party document of typz “other”

Compute party names into case aocument,
confirm case and create one event
documnent of type "hearing”

Print final case form. create an event
document of type "document” and atiach
another document to it

Create an event document of type "fees”

and notify other participants of it, then print
a case label

Edit a party document change party name
and &liorngy Gaia Dy creaung & new
attorney in the Representative Database,
and reflect changes in the main case
aocument

Create a new mail message and send it to
the trainer's e-mail address, cc to one of
the parucipants and bec it to znother, then
forward this mail to a third parizipant

1
E
J

Uy
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Acuvity/ 1 Matenal- | Activity/Task Descniption and Procedure Main Estimatea
Task # Traiming | Interacuon Timingin
Aid : Pattern(s) Minutes i

]

Tramner allows each parucipant 10 minutes 10
complete assigned task

Trainer admuinisters 4 parucipant demonstrations
betore the braak

Tramner gives break

Traner admunisters remarning 4-5 participant
demonstrations after the break

If trainer detects a reluctance on the participants’
part to work on demanstrations using the data
show, then trainer allows participants to use their
own PCs as an alternative

Trainer observes demonstrations carefully and
assesses participants’ performance

. Distribution of Points for the CMA Data Entry Training Program: Final Assessment

" Part B 4 points (1 per item)
Part C 6 points (1 per item)

Part A 10 paints (1 per item)

Part D 5 points (1 per positive point hsted)

Total 25 points

NOTES: -

124
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CMA DATA ENTRY TRAINING
FINAL ASSESSMENT

. Participant Name:

b

1
: Date:
A. Define the following technical terms and qive one example from the CMA for
each item. :
. TERM | DEFINITION ~ EXAMPLE i
; 1. Bookmark } \ '
| | |
I 2. Rich text 5 |
| field ! i
3 Hotspot 1
; .
| | |
, 4. Menu ;
, ; ;
: 5 Computed o :
. field i
' !
6 Dialogue hst - L
i
7 Date field l
f E |
8 Choice l i
button ' ‘
‘ !
+ 9 Embedded | [
view !
t

10 Staws par

188
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What happens in the CMA 1n the following cases’

11 gYou try to confirm a case without entering party documents
12 You try to close a document without having saved it.
13. You enter text in a number field
14 You confirm an event without entering the date of completing that event.
C. Describe one CMA operation for doing the following
15, Converting a document to editable mode
16

Showing a case document from within a party document
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17. Creating an event from within a case document

18 Printing the final form of a case g

19 Converting a case from print form to full, editable form

20 Creating a new representative document from within a party document
D.

List five points that you consider to be the main advantages of the CMA.

i
N

I
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DAY 16

SESSION 2: TRAINING EVALUATION

SESSION PLAN

f Session Aims [ « To enable the participants to demonstrate ther practcal skills as a further
. evaluation method ,
« To evaluate the participants’ sauisfaction with the training ‘
|
i Behavioral « 8.1108.15(in an evaluative capacity, see Table vu in the introduction to this
Objective(s) Tramner's Guide)
! Supported
| Enabling « Vanous. See behavioral objectives above.

| Objective(s)

Content to be
Covered

No new content Evaluation of the overall content of the training

l Materials

DT2 Training Program Exit Evaluation Form

[ BN

' Activity! | Matenal- Activity/Task Description and Procedure Main Estimated
Task # Trammg interaction T!mlﬂg in

Aid Pattern(s) Minutes .
. Relevant Participant demonstrations Indimdual 50 (+10 for —E
'. sections of | . Trainer resumes participant demonsirations (see | WOk transitions .
i the CMA - session plan 16-1 for details of tasks to be between t
i - | Data show completed by the participants and time allowed demos) !
i - per task |
| Participant !
) PCs - Iftrainer detects a reluctance on the sarticipants’ |
i part to work on demaonstrations using the data .
i show, then trainer allows participants to use their
i own PCs as an alternative
i
: - Trainer observes demonstrations carefully and
; assesses participants’ performance !
|2 DT2 Assessment of participants’ satisfaction and self- ; Individual 30
i Traning assessment of learning work !
, Program «  Tramner administers the DT2 Training Program
| Exit Exit Evaluation Form and gets paricipants to

" Evaluatlon complete the form individually
! orm +  Trainer allows participants 30 munutes to
: complete the form
i - Traner ends the training by thanking participants
| for their hard work and sending them a “thank
you" e-mail that they can access and read
NOTES:
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