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INTRODUCTION TO THE TRAINER'S GUIDE
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1.

2.

Program Title Case Management Application (CM.i\). Data Entry

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

.".,r

)

-,

..~

3. Background to the Training Program

Currently, case management and administration in Egyptian courts depends on manual
data management procedures Data about· court cases IS 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 In courts This also makes it difficult to rely on
available 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, AOJS has sub-contracted Intercom as a software development supplier to
produce an arabized version of the Case Management Application (CMA) software
previously developed by the AOJS Project The software IS a customized ArabiC
language application for Egyptian courts. It constitutes a senes of databases In Lotus
Notes The CMA is an integrated computer application running on a local area network
of personal computers, pnnters and servers. The system will'be used'by Circuit clerks to
Input case, event and litlganUparty 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
IS comprised of case, event and IltlganUparty 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 It IS, what it is called, what the case is about, where and when It was commenced,
",vhlch panel is responsible for It, and the location of the paper file/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 systen-,
IS case event Information For the purposes of the CMA, an event is something that
happens In a case, such as a document having beerY filed, 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 a
pending event that IS expected to take place Users of the CMA thus see, at a glance,
the status of the case, what has happened With a particular case thus far, and what is
expected to happen next. The CMA also enables users to 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 dunng hearings or in preparation for
hearings

61'f,

L.

The CMA will thus provide case data to panel judges and follow-up judges for them to be
able to manage case and litigant actions The use of the CMA is therefore expected to
make a major contnbution to imprOVing the reliability and accessibility of case-related
data, and improVing case management and turnaround

4. Target AudiencelDescription of Participants:

The following table outlines the categories of participants for the CMA Data Entry training
program'

I
Category of Court
Staff/Participants

Main Responsibilities at the Target Work Unit

....

I
I

. I
I

l. i
I

I NCC Front Office Staff
I (IndeXing Department)
I
I
iINeC Information Desk
, Personnel and Supervisors

!
i Data Entry Staff at the
i Computer Unit

Data Entry Staff at the NCC
I Library

i CirCUit Clerks
I

Responsible for initiating new cases and entering
preliminary case data (type, number, circuit, party
names),

II Responsible for responding to queries about cases
from the public, or from party
representatives/attorneys. .

I
As per current court reengineering efforts, this staff
will be required to enter case data related to old

I pending or :Iosed cases. They will also ent~r

I representative/attorney data. " .

I Similarly, this staff will be required to enter case data
I related to old/pending or closed cases, as well as
I representative/attorney data, -----------'

Responsible for particular cirCUits and case types,
They will enter all case data and follow up on case
events/ developments once they receive the new

I cases from the Front Office.

: ResponSible for compiling and analyZing case
i statistiCS for reporting purposes.----------

I
Responsible for overseeing the work of CirCUit clerks
and the case files/data they maintain,

Responsible for initiating and entering data for legal
orders that are sometimes resolved Without being filed
as a case, or that sometimes get re-filed as cases.

IResponsible for overseeing various coun
I administration functions, such as case follow-up for
I different types of civil Gases, caSE; stalistlcs for
'I reporting purposes, complaints and investlg'atlons
.. etc.

Case StatistiCS Staff

I Supervisors and Department
, Heads

i Legal Order Clerks

, Chief Clerks
!

,

. i
-------------+------'-------~----------'

< ,- :,

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

f 1
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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, retrieval
and administration operalions 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 Data Entry training p:ogram. The participants will be
expected to perform the following technical operations

Creating new case documents and storing 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/Log 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 charactenzed by the following'

a generally limited degree of accuracylreliabillty of case-related data entered
manually; -..

slow access to case-related data/documents.

misplaced case-related documents. and sometimes whole C3se files

Inconsistency of data across case files and wltnln ,he one case flie,

duplication 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 case documents and statistics for
monitoring case progress

With regard to the current computer proficiency of the target participants, It is worth
noting that most of them have very limited experience In utilizing computers, even at the
level of word processing. Their typing speed In Arabic IS also qUite limited It IS 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 light 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 utilize throughout the
training. They will also utilize these basIc terms and operations for running the CMA
databases at their work units.

5. 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 speCific reference to case-related
data entry and maintenance/updating, access to reliable data, and speed of access
This, in turn, will lead to improved case administration and management in the target
court.

t:'t
· 1

1
· I
· J 6. Targeted Performance Improvement Results

· "

· .,,
) 1

!

'*.' )
• I

11
i

· :

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

6 1 Increased access to accurate and reliable case-related data, and
6 2 Increased speed of access to case-related 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 AOJS Project has primary responsibility for follow.ing yp .on these Indicators after the
training. and evaluating the acnlevement of performance Improvement'results 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
lev~1 of computer literacy presented above, vis-a-vIs the technical CMA operations they
will be expected to perform and the work unit performance Improvement results they WI:'
contnbute to, Yields the follOWing training objectives

7.1 Cognitive Learning Objectives

I,

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:

conceptualizing 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.

, 1

J

7.2 Psychomotor Skill-Based Objectives
'7'

",

....
"

"

1
j

At the end of the training, the participants will have gained mastery over the follOWing
skill areas'

creating documents and entering data into the CMA databases;

editing documents and data;

saving, stonng and retrieving documents and data;

viewing documents and data;

refreshing documents and views:

pnntlng case documents, and

uSing Lotus electronic mail

5
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7.3 Affective!Attitudina I Objectives

At the end of the training, the participants will have acquired the follOWing positive
attitudes

maintaining data accuracy and Integrity.

responSibility for updating data,

data ownership and sensitivity. and

Importance of data entry automation In facilItating case management and court
administration

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

. i
j

8. Behavioral Objectives

?'. !

'":" ,

~ I

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 Enabling Objectives

!, At the end of the CMA Data Entry training, the partiCipants Will be able to

.. ,

~ I
I

:; i

~ I

t
-"

i 8 1
1

I
I

I,
. !,

work With Lotus Notes Views,
documents and form elements, given a
Lotus-based database, With a high
degree of ease and confidence,

6

start Lotus Notes

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

Identify 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
lex! fields for da~a ,emphaSIS

Identify and utilize action butions,
hotspots, sections and embedded
'flews

BEST AVAILABLE COpy
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. Behavioral Objectives I Enabling Objectives

.1

\

,
8 2 use basic features of Lotus Notes Mad i. select recipients of mad from the CMA

to communicate case events to CMA I Address Book
users. given a pending event or a i. send mail

schedule of events, with a high degree I receive mail and recognize old versus
of ease, confidence and accuracy; I •

new (unread) mail
iI· read mail
I. reply to mail
I

I· forward or delete mail

i. attach documents to mailc- ------:~____;.-.--- .__-=-=- _
! 8 3 create case documents uSing the CMA :. Initiate a case document

Case Database, given case-related ~. enter case details

data, with a high degree of accuracy; 'I. enter party data (for Single-party and

multiple-party cases)

transfer data from party documents to
case documents

select or enter a case number

confirm, save and close case
documents

;
I

, I

view cases categorIzed by case
number

view cases l3ategorized by subject

view cases categorized by Circuit

view pending/current cases
categonzed by year filed

view pasUclose_d_c_a_s_e_s _

open and edit an existing case
document

open and edit party documents from an
existing case

update case status

\
1 •

I
I •

I
I •

I •

I·! •

I •

edit and update case status in eXisting i •
case documents, given case number,
details and new status, with a high
degree of accuracy;

view case documents, given different
sorting criterIa and categories, with a
high degree of ease, confidence and
competence;

·85

184
[

I

J
-1

.,.
I

,
J
I.r

<=,
I

r
i

r-

I

I •
! •
I
I
I

I":,., .

~!

print case documents, given completed •
case details and forms, with a high
degree of competence;

print case labels

convert case documents to print form

prInt case forms and documents

sWitch between the non-editable pnnt
version and ·the editable full version of
a case document

7

, I
1
I

r
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open and edit a party document from
views

save changes to party documents

print party documents

ref.resh case docl]ments to reflect
changes made to party documents

view past events under different
sorting cnteria

view pending events under different
sorting criteria

use event views to monitor case
progress

open and edit events from the full case !

document

open and edit events from views

update event status

save changes to event documents

EnablinQ Ob~c;,!~ve_s _

create an event from a case document I

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

[ .
,
: .

, .

, .

I •

! •

I
I •

!•
I
I •

view past and pending events, given I.
different sorting Criteria and categories :
with a high degree of ease, confidence: •
and competence;

create new party farms 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 categorized by
party name or by party 10----------------------'-----''----- _.:......:-_~--~-----'

edit a party document from a full case
document

, 8 11 edit eXisting party documents, given
new party data and status, With a high
degree of accuracy;

-
I 8 9 edit eXisting event documents, given

new event details and status, with a
high degree of accuracy;

: 8 10 create and view party/litigant
documents, given party data, With a
high degree of accuracy,

,- Be-h~vioral Objectives

8 7 create and confirm events, given case
details find event scheduleS/Written
notlflcailons. with a high degree of
accuracy .

• I

.1 8.8

.'.

­, ,,

r

.1 '.
,,1
l"< ~'1

Lr



r
1
f

1.'\ L I{ L U [\ 1
r,r-rrnnn·srr
L 1 'IlL I'\. r 1"- 1 L ,:)

I •

! •

J
search for case documents by case
number

search for case documents by case
subject

search for case documerits by Circuit
number

search for par.y documents by party
name

search for party documents by party 10

search for attorney/representative
forms by attorney name

search fOr'attorney7repre'sentatlve
forms by attorney 10

search for attorney/representative
forms by region/governorate

view representative documents
categorized by name, city/
region/governorate or postcode

edit eXisting representative documents

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

': Enabling Objecti~es---------
:. create represE:ntatlve documents

save and close r:?presentatlv.e
documents

8 12 utilize the CMA Representative
database, given attorney!
representative data, with a high degree:
of ease, accuracy and competence,

,
I •

i
: .
i

! i .

I 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;

; Behavioral Objectives

'1
I
j

r-

I

...
I

"'1

,
;. -

y
I

I 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; and

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

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

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

utilize the User's Manual to address
questions and problems With party
d;c~menfs

utilize the User's Manual to address
questions and problems With
attorney/representative documents

.,
\

• I

i,
", ,., ~

','
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Behavioral Objectives

8 15 identify the functIOns of the CMA for
data management and case
administration with a high degree of
competence and conviction

; Enabling Objectives---------
,. identify the roles and responsibilities of
i CMA users

i. briefly describe issues of,data access
control for different CMA users

explain the Importance of data
accuracy and integrity

I· descnbe the value of the CMA In

faCilitating and expediting data
maintenance, retrieval and
management ----------

J

I
1

'- ,~

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 dndcpntent of the training
program and to the main functions of the CMA It famillames trlem With the role of the
CMA in facilitating data entry, maintenance and retrieval, and overall case
administration The participants outline the current problems 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 CM,A, Databases, then focus on the Case and
Representative Databases (the main databases ti"H?y will utilize at the workplace)

ThiS module proVides the participants With training -I'~ 'cr~atJ[lg, editing, savlng ..updatlng
and pnnling the different forms, and enables them to conceptualize the links between
data and forms across CMJI, databases Participants also practice vieWing case data,
accessing statistical information prOVided III the CM.J\ 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 compnses the following components

Lotus Notes Basics

Lotus Mail ,

Overview of the CMA System and Databases

The Case Database. Case. Event and Party Documents

The Representative Database: Forms, Views and Operations

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
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 tr~:lIning program will follow this content outline.

i MODULE I DAY I SESSION I TENTATIVE FOCUS AREA(S)
i Module I: I 1 I 1 I " Introduction to the CMA training:
. Introduction to the

I
program' objectives and outline

'CMA

\

Mini-workshop. problems with paper-
based data entry and case

I administration

i

1

2 I " Introduction to the CMA: purpose and
I

I main functions of the new softwareI
I
I

I" Introduction ·to the CMA User's
, i

Manual: discovery tasks'I

! Module II: Data Entry I 2 I 1 I" The Lotus Notes workspace: menus,
! Training i ! I icons, bookmarks and status bars

I I
The Lotus l'Jotes database building

I I "

I Component II-A:

I
blocks

! Lotus Notes Basics Creating database bookmarks on the
Lotus Notes workspace

,2 ' . Working With views

I
I Working With documents
I :I Review of Lotus Notes terms

1
3 i • Lotus Notes form elements and

I

j different field types
:2 I " Application' working with different field, I! types

II

I

1
i

~,

J
j

1
I, ,
I

,;

,
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. MODULE i DAY i SESSION . TENTATIVE FQCYS AREA(S)

Component 11-8: 1 4 I 1 Accessing the Lotus Mall database

fj . Lotus Mail I BasIc Lotus Mail functions and
i.> operations

2 Application.

· Accessing and reading mail
Sending mail

,.... Replying to mail
; · Forwarding mail

· Attaching documents to mail
messa es

7"""
; Component II-C: 5 I 1 Preview of the CMA Case DatabaseI \.

. J I Overview of the CMA case, party and event documents
, , System and ! • CMA views.... I

, 1 i Databases ! • Document linksI

I I 12 I Preview of the CMA Representative
I

i •
I

Database-- I • Data and document links across
databases

I • Preview: the role of the CMAI
! I I Administration/Log Database In
i I II I su ortin the system. i

Component 11-0: The 6
11

,. Creating and confirming case
"l-

Case Database: document$I I

; I 1 Case, Event and I 12 I
Application tasksI •,

Party Documents
1

7 I 1 I • Viewing and working with existing case:I

~
i I I documents

I i2 I A lication tasksI •

8
11

I • Editing, "refreshing" and saving case
i ! documents

-, \ I • Printing case labels and reports
j2 ! • A licatlon tasks.,..

9 1 ) . Creating and confirming events (links, I ;
• J i I to case documents)

I l • Notifying users of pending events...
12 I

Application taskst , I •

10 I 1 I • Viewing past and pending events

I categorization and statistical
\":"1

I
I . InfPfrn?tion unde~ different views

fl :2 Aoplicatlon tasks"J r
11 j 1 I • Editing, "refreshing" and printing

F' I : events, I

i1 , \

I I • Changing event and case status
12 : . Application tasks..,

. :

~
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i TENTATIVE FOCUS AREA(S)

I 1 i· Creating representative documents

,. Creating party documents (review of
creating case documents cases with
multiple parties)
Links to case documents

-_.-~------- ~=-=~..:=-----

; 2 ,. Application tasks
..--1 V:....:i..::.e.:..:w.:..:ln..:..;g~and editing party documents
: 2 :. Application tasks

14

13

i DAY I SESSION

112 1

MODULE

'I' Component lI-E: The
RtfI epresen a Ive . Application tasksIDatabase: Forms, 15

1

1 I· VieWing and editing representative
Views and documents

• Operations .
Application tasksI I •

IComponent II-F: The 15 !2 I • Mini-workshop: The Importance of the I

; Importance of the I CMA software package In data entry I
I . , I
i CMA In Data and case administration

~

i
1

.~
I

• I Management and
: Case Administration

16I Evaluation and
I Participant
: Demonstrations

i. End-of-tralnlng evaluation paper-
: based Instruments
I I
!. First part_of participant demonstratIOns I

! 2 I End of training evaluation second part ;
! of participant demonstrations I

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

"J "1,
I

.",

."
I, J
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Program Map

The following program map illustrates the CMA Data Entry Program Components, and
summarizes the expected outcome per component.

i
Module I: Introduction to the
CMA

;'"'<
~ 1

!
" J

i"
I

· J
Component II-A: Lotus
Notes Basics

Outcome ParllClpants awarE: of
problems with curren, work
performance, and of key CMA
functions to address these
oroblems

Component II-B: Lotus Mail

j
· j Outcome. Participants

equipped With baSIC skills In
Lotus Notes to operate CMA

Outcome Participants
equipped With baSI: SKills to
utilize e-mail

-- Component II-C: OveNiew of the CMA
System and Databases

I

'V

Outcome' PartiCipants aware of the role of different CMA users, the
Importance of data accuracy and Integnty. and the value of the CM;', 1:1

facilitating and expediting case data entry and management procedures

fOE: The Representative
rms, Views and Operations

~~.

~J

I.,.

/... -
iClpants equipped with the Outcome. Participants eq~lpped With the

to use the CMA Case

1/
necessary skills to use the CMA

rk with case, event and Representative Database to work with
s, attorney/representative documents.

/
Component lI-F: The Importance of the CMA In Da:a
Management and Case Admlnist[all~n . -

Outcome Part
necessary skills
Database to wo
party document

Outcome: Partlcipanls familiar With data
and components of CMA, and the functior
and forms In each

------Component 11-0: The Case Database: Component I
Case, Event and Party Documents

~
Database: Fo

i
- !

\
• iJ

• j

I·"'!

• I
~ 1,

; !, '

14
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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 Participants 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 receive 5 days of training per week.

'1

'-1
.......
I

I 11. Resources Needed for the Training

,,"

Given the nature of the training. 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 copies of case, event and party
documents, as well as case reports, using a pnnter 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
flipchart Again, the NCC training facility will be equipped with these training aids

12. Course Structure and Sequencing Principles

T

The design of the CMA Data Entry training program. With its vanous modules and
components, IS based on a task-centered structure Each component of the program
offers partiCipants Initial input and demonstrations of vanous CMA features. This Initial
Input IS followed by extensive application on the part of the participants through tasks that
draw on their work responsibilities Tasks are designed to reflect the relevant behaVioral
objectives (see Section 8 above). Participants' performance on these tasks will be
compared with the expected standards of performance specified in these objectives. This
Will provide an opportunity for continuous assessment 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 pnnclple, participants are
exposed to a general overviev/ of all CMA databases and components before they fo:::~s

on the databases that are particularly relevant to'thsl> work. ,This IS based on the premise
that adults usually learn better wh~n they are exposed LO the big picture, ~~hlch forms a
schema for them to later on process and Internalize detailed, focused training

In addition, components are seque:lced from the easier to the more difficult, so that
partiCipants progress from baSIC terms and operations to more complicated data entry
and viewing operations. then to data and document IIn;"ages and data management ThiS

15
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principle allows par;IClpants to gain mastery over basIc operations, and then build on
those to master more complex concepts and operations

13. Methodology and Instructional Strategies

~

1
, i

1
, I

i

The methodological framework underlYing the CMA Data Entry training program draws on
adult learning principles and motivation Training sesSions Incorporate Input and
demonstrations on the part of the trainer. followed by gUided application on the pan of the
participants, followed by extensive hands-on practice Participants will thus learn by
dOing through practical and highly Interactive tasks Application tasks will engage
participants In working with situations that arise 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 importance of the CMA in facilitating and
expediting data entry and case administration operations The workshops are deSigned to
engage the partiCipants in a different learning mode In which' thelf own views become the
basis of the training ThiS should serve to enhance the participants' self image, and put
them in a better POSition to achieve the affective/attitudinal objectives underlying the
program,

Ample opportunities are provided throughout the training for the participants to review
what they have learnt. Also, panlclpants will be given opportunities throughout to ask
questions to address their Individual learning needs and learning strategies

14. Training Materials and Audio-Visual Aids

7-°,

- ,,

l'.

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 re?ults from the training, a descnptlon
of training components and content, an overview or'the t'ralnlng'methodology to be
utilized, and an explanation of the evaluation methodology and Instruments to be
used throughout the training The Trainer's GUide also Includes detailed session
plans outlining the alms, content and matenals per seSSion, and detailing training
actiVities, Implementation steps Interaction patterns and suggested timing

j I 16 BESTAVAILABLE COpy
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Necessary overhead transparencies and other training aids are Included The
Trainer's GUide also provides gUidance as to the administration of the evaluation
Instruments

The Trainee Guide, which Includes an Introduction to the training program. Its
purpose and objectives The Trainee GUide Incorporates all the worksheets and
handouts to be utilized by the participants throughout the training program.

A CMA User's Manual, which provides detailed 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
pnnclples The EvalualJon Manual Incorporates all formative and summatlve
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 arablzed
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 piloting the software dunng a training program for the
CMA Implementation Committee at the NCC

J
•. 1

....
"

I-,
15. Products to be Developed by the Participants

-',

-.,

,
~
I

Throughout the training. each participant Will develop the folkJwlng 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.

at least 1 case document and 1 case label printed and added to the partiCipant's
training file, and

at least 5 representative/attorney forms completed and entered In the CMA
Representative Database.

The above participant products will be evidenced through data added and Viewed In the
CMA system

,
:i,

16. Methods for Obtaining Feedback on Part-i·cipant Satisfapion

.<,., PartiCipant feedback as to satisfaction With training will be soliCited on a formative as well
as summatlve basis Formative feedback will be obtained mid-way through the training
(on day 8) via an Ongoing Training Evaluation Questionnaire Data from tl-Hs
questionnaire will be used by the :~alners to aderess any Issues With the training and
enhance participant satisfaction dUring the second half of each training event

17
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In addition to the above evaluation trainers will use the OT2 Training Program Exit
Evaluation Form to assess partiCipant satisfaction and learning This Instrument Will
enable trainers to avoid admlnlstenng several evaluation Instruments to evaluate
satisfaction and acquIsition.

17. Instruments for Measuring Participants' Learning

::"1
· ,

...
, 1

· J
,.

· ,
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, I
~ i
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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 dunng the
training The paper-based instrument will be administered dunng session 1 of day 16

PartiCipant demonstrations of data entry operations. observed and evaluated for
accuracy and speed by the trainer. Demonstrations wJlI be scheduled dUring the
second half of sessJOn 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
(II) 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 IS incorporated In the
Trainee Guide

BEST AVAILABLE COpy
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HOW TO USE THIS TRAINER'S GUIDE

This Trainer's GUide starts with a Training Schedule outlining all the events of the eM';
Data Entry training. It then provides a Participant Observation Sheet to be used by the
trainer throughout the training course. The observation sheet IS based on the behavioral
objectives underlying the training. and the enabling objectives that constitute the building
blocks for achieVing the behavioral objectives (see table ii, pages 6 to 9). In certain
cases. severa! 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 the
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 necessary changes to the course content or
schedule: It will also proVide assessment findings for the course evaluation component 8f
the end-of-trainlng report

The Trainer's Guide proceeds to provide Session Plans for each session of the training
per training 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 covered In the seSSion,
The actiVities or tasks that the participants will perform,

• Training notes for implementing these activities/tasks,

• Estimated time per activity/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
panlcular sessions or components of the training,
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CMA DATA ENTRY: TENTATIVE START AND END OATES PER EVENT

- 4.30 pm

- 1230Pilot 1

Event I Start Date ! End Date Time,-------------
, June 4 2000 i June 26, 2000 900 a m
i' i pm

:-P-j-lo-t-2------:'-J-une 4, 2000 ---I-J-u-n-e-2-6-,2-0-00 1.00 p.m

Pilot 3 I June 29,2000 i July 20, 2000 1_0_0--Cp-,.-m_-_4_3_0_p'--m_

; Progress Report
Final technical changes to CMA and fine-tuning of program after pilot events,

: Roll-Out Event 1 I September 2,2000' ! September 23.2000 900 am - 12 30
! i pm----'------

: Roll-Out Event 2 i September 2,2000 I September 23,2000 1 00 pm. - 4 30 p m

7"1
, J

~ Roll-Out Event 4

: Roll-Out Event 3 I September 26, 2000 October 17, 2000 900 a m - 12 30
1 -+ pm

I September 26,2000 I October 17, 2000 1 00 p.m - 4 30 p m

i Progress Report

7'
i

. I
J

I Roll-Out Event 5

. : Roll-Out Event 9
! Roll-Out Event 7

, Roll-Out Event 8

IOctober 21, 2000 INovember 11, 2000 9:00 am - 12 30
I p.m.

I October 21, 2000 I November 11, 2000 1.00 p.m - 430 P m

i November 14, 2000 I December 5 2000 .. _ 900 am - 12 30
, I pm.

i November 14, 2000
I

i December 5, 2000 100 pm - 4 30 pm

900 am - 12 30
pm

'I' January 3, 2001
December 27 IS

I possibly the Eld

Progress Report
---=:..----'-----------_._~---_._-------------

Roll-Out Event 9 : December 9. 2000

I

"f

~

; I
• J

1

, Roll-Out Event 10

I Roll-Out E'vent 11

I

I December 9, 2000

I
January 9, 2001
(January 7 IS Coptic
Christmas)

i January 3,2001

I
IJanuary 30,2001

I

1 00 p m. - 4 30 P m

9.00 a.m. - 1230
pm

1.00pm.-430p.mI January 30, 2001

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

! February 3 2001
I
I

I January 9. 2001

I February 24,2001 900 a m - 12 30
I . -". - pm

, Roll-Out Event 14 i February 3. 2001 I Febn.;ary 24,2001 1 00 P m - 430 P m
---------'------"-----_!...-_- -------'-------''-----
, Final Report

I Roll-Out Event 12

, Roll-Out Event 13

: Progress Report

~

,- 1
I I
I ,
.. '
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PARTICIPANT OBSERVATION SHEET

o PILOT o EVENT NUMBER =ETAL NU~~E~-OF P:~_TICIPANTS

r------·-·-·- - ----~----- - .. '- -. -- -.-"-'---' -_ -'.- -.
OBJECTIVE NUMBER OF COMMENTS

PARTICIPANTS
ACHIEVING OBJECTIVEI
STANDARD REQUIRED
----- ._----

0-3 4·6 7-9

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

c------------ - . --.----. ,
._~_t~:~: ~~~I_sr::J~le_s.' _ __ . ..----.-. I
• RCCOfJllizc tlIi~ Lolus Nol cs Waf kspacc: mCIlUS, smart ICOIlS, eJillCltJase .. I

!JOUkllHlIks ailll sWlus bar.
- -". -_ .•--' --... --------.------.-- .-- , ..---- ---'-'\ I
• Illclltlfy the l,otus Noles cJa\nbase building blocks J : I

--.- op~~~~~~,_;;;~sClnd categories In cjlfferenl views. . - ! I
- --..----- _.- .---.---- .-----, I

• !clcl1t1fy tJilSIC operations for creating, editing, saving and clOSing I I
c!ocul11ellls

--=·-R~~~-;-f~izeand;~iilize-d;rr cr elll field !;pes'lext fields, drop In;nus'and---- - --- --- ..

dialogue 115'15, Ilumber fields, calendar fields and rich·lex! fields
------------~--._-~ - - ---~--- ---- "- -~ .---_._-- ------ - ---- --.- --- "-

• Mililiplil;lle lonl Cll,lr<lc!cnsllcs in dell lexl flclds for dalil cmpll<lsls
-~-'-I~I~;~ry-;~I'~I;II;e<lction 1J1I1lo/ls, IlO!SP~~~~~J-;'-~tJ;;dd-c-d-V-ie-w-s-.-i-----II-- --------. I

L3 ~---
~.l

7')--.
"~ L.:...: b;Il _.-..........J



_.... .,
~ .- --cu::l 1-.. ~--~;'1

~O ._~,-:-~~j O-!~1 ~~~-.~
- 1_-- -0lrl _L_-;-~;.;

-.1__ -"I
..._--'

-- ..J ...--.-J-;i.t -~---- ~ , "',....--:---~ . -__ rill
~-_...

f- .......,•.....,':1
L..:_J,£ C1.DJ i _____.:1. _~_J J

INTERCOj\tl
ENTERPRISES

I I =J I

_ nu: ~_-=E=j
Initlalc a case document.

Tr<:lIls(er dalil (JOm pnrty documcnts 10 case documenls
--------

Enter case details.

;;~;~ri~,-(;;~~-(~~~~~~~;~J~~;e-party cases)
- ---

--- --- -- ------------ - --_. - ---- -- - - - -------~ -- -- - IOBJECTIVE· NUMBER OF COMMENTS
PARTICIPANTS
ACHIEVING OBJECTIVE!
STANDARD REQUIRED

14-6
--

0-3 7-9

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

-- - - - -------- ---- --------- I· Select recljJlenls of mail from tile CMA Address Book I
-- -----l i· Send mali I

--- ------ -- ---- --------- - -- ----- ----- _.-- _. -- ---- ._- --- ,· Reccive 111;1/1 an(j recognize old vel sus new (unread) mail.
I- -

-j I· Read mail
-- ---
• Reply to Illail

- I------------

· Fa/ward or delete mail
-- - -

· Attach dOCUplCllls to mail

8.3 Create ca:se documents using the CMA Case Database, given

I
I

case-related aata, with a high degree of accuracy. i-- -- --, ,
r

f~

~ ...
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-----~----- '-- , -- - --. -- -- -_._-_._---_.. -- --- .
OBJECTIVE NUMBER OF COMME'NTS

PARTICIPANTS
ACHIEVING OBJECTIVE!
STANDARD REQUIRED

,--- -
0-3 4-6 7-9

,
• Select or enter <I case number

-- ---- -----------
• Confirm, S<lVC <llld close case documents

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

I-- -- -

• View cases c8legorized by case numbel.
---- I

• View C8ses c;ltegoflzed by subject. I
-------~~- - ------_._--------- ---- --.. ----- ---- ---- -------- ------
• View C8ses categol izccJ by circllll

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

• __':"~~~'J~Il(jlll~/(.llrl-e~:~-~2'e.:...~L:9-~r}zecJ IJY~ec:.~ ~~.:.:j___________ -- -- - ---,-. -._-_._-~

• VieW p8sl/c/6sed cases

8.5 Edit and ~pdate case status in existing case documents, given I I IC;:lse numbGr, dct;:lils and new st;:ltus, with a high degree of I I

Iaccuracy. I
I I
I

• Opell and c>dit all eXlsllflQ case document.
------- , ---

• Open ,:nd_:~~ P~~t dOClJ~llS from all existing case
.- -~

• Upd;lle C<lse ~,I;llus

............,-- L
·..•. "
~~

2"1
;,............. L.,....... t~_ ~-_.--> Ciif~ t;';t1
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INTERCOM
ENTERPRISES
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OBJECTIVE NUMBER OF COMMENTS
PARTICIPANTS
ACHIEVING OBJECTIVE!
STANDARD REQUIRED

0-3 4-6 7-9

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

--- -----

• Print Cilse labels.
. --------- _ . -----
• Converl CilSC (jocurnents to pnnl form

- --------- ~ .---------------- - ~------------- ---- ----------- .-

J

• Print Cilse forms and documents.
..

• Switch between the nOll-editable print version and the editable full version
of il case documenl.

8.7 Create and confirm events, given case details and event

I Ischedules/written notifications, with a high degree of accuracy.
'." _.__ .. --

."1• Cre,Jle ,111 event from a case docllInenl
, -----_ ..

~
• CreLlle ail event from Cl view

...
• AltLlCll documenls to Cilse events.

Access 1I1C full case documenl from an event eJocunlCnl.•
---------- -'''--- -_._----------------..._--------- ._-+j----- .- - -----"- -- .. -------

• Confirm an event
------- - ------" ---- . -.. -

• Notify users of <1n event using Lotus Notes rn<1il
_. ________ • _. _ _. _________ M _ ••• _________ _ ~__ J __ __ ••• .. . ... --------.- ----- - --.- -

• Save ,wd close an even! documenl.

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

- ---- --- - - _. - - . ------- --- -- --._----- -- -- ._- - - -- -~-- --- ----. ---
• VJ(?W pilsl cV(?Ills lIndel dlfferenl sorilllV clllclia
------- . - - ------ - ---< -- ------- - ---- --- _.--- ---- ----- - -

25



---1I'Il •••..- tlJ 0-'-10 - '~!11 ,- ----v,r " ---'I') .~.- "lJ ." .. '.;1 I~ -"-'''' \J ----'-111 ---'/fl .' - .... -". ~~l,f '_--'," '-~J ~J
.- '- J . .. 1i ----'11

---- .._----- ..--'--I -,------ ._-~-~-

INTE:RCO IV}
ENTERPRISE:S

OBJECTIVE

• VII'W 1'1'lldlllf/ I:Vl:lIls '"HII:I dilli:II'1I1 :,Illllll\/ elil!:lliI

• I J'd' OV('III vil:ws III IllOllilol 1:11:;(: I'")!I"::";

n.u E:dit cxblillg evcnt uoculllcnts, givcn ncw cvcnt dctails and
st~tus, with" high degree of accuracy.

• OJl(~1l ililel l'dil cvellis [rOlll IllC [1111 C<1SC dOC-il/Tlelll

• OPOIl ilnd I'dil events from views

NUMBER OF
PARTICIPANTS
ACHIE:VING OBJECTIVEI
STI\NDI\[m nEQUIf"{[O

0-3 I 4·1; I 7-U

COMMENTS

• Updillc CVl'lI1 sl<1II1S

S,IVC cil::JII!Jes 10 evellt CIOCIIlllcnts

8.10 Crcatc ;lI;1d view pa rtyllitigallt documcnts, given party data,
wilh a high degrce of accurilcy,

• Clenlc ncw jlilily (orms for il case.

Trilnsfcr allurneylrcprcsC'nl<lllvc data [10m tllc CMA Rcplescntallve

~~I~~ILJilse ~~ p,II1y d?~~~~I~._,. _..._..._... .__. .._. , .

• Access tile :r_~ cilse_!.~~T~~r_u~rl_a._p~_~:O~~~~~~.t.. __. ~

• VICW palty docIIlTlcllls calc(Jolllcel by Pillty 1I[1111C or by pilr1y 10.

I
--I---I.-----..!

___ • I .~ _

8.11 Edit existing party documents, given new party data and
status, With a high degree of accuracy.
- ..------ --------------1-------1----·- ----.. --
• Edll il pilrly dOell/TlCll1 f1ol11 il [1111 Cilse dOClIillCill

• Opell [lmf ['clll il pill1y dOClIl11cnt [10111 view')

.... -",,- :"':_--4 ~~"'"""'..,.: .~"'';,..,

~~,

{--.v..-J
, "...,.:w................ [--:~'l iT'F]
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INTERCOIVI
E N T l~ R P R I S E S

--,----------- ""COM-MENTS-'-- --'''- ... \OBJECTIVE NUMBER OF
PARTICIPANTS
ACHIEVING OBJECTIVEI I
STANDARD REQUIRED
----
0-3 4-6 7-9 -.

• Snvc chnnues 10 party docurTlents
---- ..._-
• Print p;1I1y documents

-

• Refrcsll C<lSC c!ocuments 10 reflect changes mnde to party documents.

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

- -- -- --- ---- ._------
• Cre<lle replcsenlCllive documents.
-- --~ --.-------- -- ---- -- ~ ~ -- -----"------ ._--.----- ---------- ------

· Save nnd closc Icpresenlalivc uoculllcnls
,

- - --------- --- ._" -- ._- - - ~._-- ---- ---- ----- ---~-- --------
• View leflles~nl<llive documenls Cilleuorrled by n<lme, city!

rC(jIOI1!\jovcnlOl nlc or poslcoc1c
- ---- - -- ,------ -- ---- - - -~- --_.-- -- ----- ----- -- --- ---- - --." --- ----- ----~---

• EtJit exislinu. repr esenlativc doculllcnts r-------I---~-~ ----_.
• Usc lile RCIHcsentative D<llalJnse in relatlonsllip 10 paliy documents for

dala entry. ! I I, ------ ,--_._- -----------_ ..._------ _ .. -. .- . ,
8.13 Condud search operations in tile various CMA :.databases,
given a search item or criterion, will) a high degree o'f ease,
accuracy, and speed.

---- ------- -~----~------------~-------- -~~-------
• Search for case documents by different search and sorting criteria.

----._---- -------- ,_.-----
• Se<lrCll for party documenls by dlffelent scarcl, Clnd sOliing crileria
-- --~--------. --- ------ - -. ---------- ------------- --- ._----- ---- ------- -----
• Sear cll fOI <JtlOlllCylr epr esenlatlve (/OCllIIICI1I') fly dlfferenl sC~lrcfl and

SOItU1U clltell<l.
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\OBJECTIVE 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 Zl high degree of confidence and accuracy.
---- ---_ .. ~__o - ------- - -_._----- ---- -_. ~---- ---- - ------ -~---- -

• Utilize tile User's M,ll11JGI to adt!less questions and prot)lems willI Lotus
Notes oper,ltions for IIH~ CMA

-- ----- - _._---
-~-------

• Utilize tile User's Manual to address questions and problems wilh case
documents, -------- -- ---- ---- ----

• Ulilize the User's MallUClI to address questions and problems willl event
documents

---_0--·--·__--0 ______________ -- ._------' - ---- -- ---------,
• Utilize the User's Manuell to address quesllons and problems wIlil party

documents
--------- ----~----------------------------_._-------- ~- ----_. -----~--------

I• Utilize tile User's Manual to address questions and problems witll
attorney/representative docurnents. I

8.15 Identify the functions of the CMA for data management and
----'----'--'- ---- ... ---_... 'j

I Icase administration willl a high degree of competenc;e and
conviction.

- -------- -------. -------------_.- ---- --- ----- -----
• Idelltlfy tile loles alld ll:spollsllJillllCS uf CMA usels ..
--------- -- -~-- ------ --
• Briefly describe issues of data access control for different CMA users

,--

• Explain tile Imporlance of clata accuracy and Integrity.
---,----~ - -----------_.---~-----_._--- --- ---~--- .. --------
• DeSCribe tlw vilille of Ille CMA In faCilltalll1U 8nd expediting datil

111;lIlltenilnce, lellievill and managemenl I

'---' ~
, ,

",",--
, '
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DAY 1
SESSION 1: INTRODUCTION TO THE CMA DATA ENTRY TRAINING
SESSION PLAN

...
;;;,

i. I

Session Aims

Behavioral
ObJective(s)
Supported

I, -
!

I-
I ­
I
I-

To eltclt and address participants' expectations from the training

To Introduce the participants to the purpose. oDJectlves and expected results c:
the CMA Data Entry training

To establtsh a "code of conduct" for the training

Te Introduce the participants to the concepts of self-assessment and training
evaluation throughout the course

To elicit participants' oplnJons and experience regarding problems With
manual/paper-based case data entry and procesSing (setting tne scene for th=
data entry aspects of the CMA)

Preparation for 8.15 Identify the functions of the CMA for data management
and case admlnlstratlon'wlth a high degree of cOlnpetence anc conviction

Enabling
Objective(s)

N/A

Content to be
Covered

Bnef Introduction to the CMA Data Entry training

Problems With paper-based case data entry and processing (workshop)

";'"
, J,

Materials OHTs 1,2 and 3

Worksheets 1 and 2

, i ACtiVity! Materlal­
iask II Tratrllng

Aid

ActlvrryfTask Oescnptlon and Procedure Main
Interadlon
Paltern(s)

Estimated
Timing In
Minutes

10Tramer -
Pa r11 CI pan is
(whole .

group)

N/A Introductions

Trainer bnefly Introduces him/herself

PartiCipants bnefly Introduce themselves Trainer
checks names In register

Trainer distributes copies of Trainee GUide. CMA
User's Manual participant training files and

_____I -:. S_la_I_lo_n_e_r-'-y______ _ l !. __
.\ OnTs 1, 2 IntrodUCing the purpose of the CMA Data Entry Trainer· 20

and 3· training, its objectives and results Par1IClpar,:s

OHP Trainer uses OHT 1 to present purpose of eMA (whole
Data Entry training group)

Trainer uses OHT 2 to present the main
objectives underlying the CMA Data Entry
training In very baSIC terms Trainer unmasks
and discusses one objective at a time Trainer
eliCits from partiCipants any other Important
objectives they might have for thiS training.

Trainer uses OHT 3 to present the e.xpected
results from thiS training, unmasking one result at
a time

~'
J. l

5 I
L.J

-~

". I

~ J

\ 1
• 1

Tralrter eliCits feedback regarding results from
partiCipants

,'--_.- --'---------'-._----

r.
~ i
~ ',

.;:t!.,
\ I

1 I '29

P-
o' 1

1



(;
\ .

I N T ERe 0 1\1
Ei\'TERPRISES

3 Fllpchart
or A2

I ActiVity/ IMatenal-
I Task # Training
; ! Aid

.J

1

:J

10

10

cstlmat2c
Tlmmg In
Minutes

I 40

I

Trainer.
paftl Cl pant5
(whole
groupi

Pairs/smail
groups

Plenary
diSCUSSion

Trainer ­
PartiCipants
(whole
group)

Trainer ­
PartiCipants
(wr,ole
group!

Main
Interaction
Pattern( s).

Trainer tntroduces Worksheet 2 to the
partiCipants. highlighting the Importance of
Objl2Ctlvity In thiS activity

Trainer asks partiCipants to work In pairs/smail
groups to brainstorm and list prOblems

Trainer monitors and gUides throughout
pair/group work

Trainer eliCits partiCipants' feedoack and notes
Important pOints

Trainer explains that. throughou: l[)e tramlng, the
group Will observe the beneilts 0: lne CMA In
addreSSing the problems they not..ed Ir. thiS mlfll
workshoo .. " "

I
I •

I Activrtyrrask Description and Procedure

i Establi~:hing training "code of conduct"

Trainer tranSIlions to this activit, by asking "How
are we gOing to achieve tt"Jese resc:lts? How are
we gOing to work together?'" Elicits training room
"rules" (e 9 mobile phones off - no srro~ln~ ­
tardiness (as a Joke'] etc)

Trainer records "rules" 011 flipchart or A2 paper
and displays In training room throughout training

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

Trainer tranSitions to thiS activity by asking "How
are we gOing to know that we are achieVing the
results of the training?"

Trainer Introduces Worksheet 1 Training
Checklis: to the partiCipants. clanfymg purpose
and explaining/modeling how each ,tem Will be
assessed by the partiCipants

Trainer asks participants to keep their Training
Checklists for diSCUSSion at regu:ar Intervals
throughout the course

Trainer eliCits partiCipants' feedback, highlighting
the Importance of thiS approach to on-going self
assessment ------

Worksheet Mini-workshop' problems With manual/paper-
2 based case data entry and processing

Trainer models activity by eliCiting 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

paper

.i
I

5

4

",7

I

r
i

~
i
j
L

~
I·
I
\

~
\
I

""r-
{
\ .

! .
I ;

NOTES:

30
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OHT 1

CASE MANAGEMENT APPLICATION
(CMA): DATA ENTRY TRAINfNG

MAIN PURPOSE

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

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

:; 1
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OHT 2

TRAINING OBJECTIVES

• Work with Lotus Notes to operate the CMA.

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

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

I
J

. ]
I

J
I

f • Create, confirm, view and edit case events.
;;\!

J • Create, view and edit party documents.

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

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

• Util-ize the CMA User's Manual to address
problems with operating the CMA.

• Identify the functions of the CMA for case
data entry and process.ingl.admi~istration.

....,..
I,

;;
i

~,

.1-

, 1

I

1
·1
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OHT 3

EXPECTED RESULTS

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

• Increased speed of access to case­
related data.
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WORKSHEET 1
TRAINING CHECKLIST: WHAT HAVE I ACHIEVED IN THE CMA TRAINING?

'·1

!
J

Use this checklist throughout the course to assess your progress and degree to which
you have achieved each objective or result.

OBJECTIVES:

OBJECTIVE ' COMMENTS

i• Work with Lotus Notes to I
operate the CMA. !

! i
• Use Lotus Notes Mail to

communicate case events to
CMA users.

I • Create, View, edit and print
I case documents uSing the CM.LI.

Case Database.

I • Create, confirm, view and edit
i case events.
I

'1 • Create, view and edit party
I documents.I
I
I

I • Utilize the CMA Representative

\
Database to store and retneve
attorney data

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

I • Utilize the CMA User's Manual

I
to address problems wltn

I operating the CMA

I • Identify the functions of the

I
CMA for case data entry and

I processing/administration.

'''l,

:\

J

I

\

> I

i COMMENTS

Increased access to accurate
and reliable case-related data

j. Increased speed of access to
case-related data

\' : RESULT

RESULTS:

I
I
i

-'
l

~

I

~

I

I
I

,1

I
1

. ,

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

Work In 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

Maintaining case files

Filing party documents

Entering and monitoring case events

Locating data and responding to requests for documents

Reading hand-written data

..... ,..

Other

35
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To Introduce the participants to the purpose and main technical features of tne eM';
sohware

To bilefly demonstrate to the participants some of the main data entry features 0' [he
CMA

-.-,
I

• >

I N T ERe 0 !\1
E~TERPRIS£S

DAY 1
SESSION 2: INTRODUCTION TO THE CMA

_S_E_S_S_'_O_N_P_LA_N--,- Q
Session Aims I 0

I
I
. To Introduce the participants to the CMA User's Manual and enable them to exolore Its

potential as a reference tool : "'1
-B-e-h-a-v-io-ra-I-----+\i-0-~p-r-e-p-a-ra-t-,o-n-fo-r-8-,-1-5-ld-e-n-tf-f~-'-th-e-fu-n-c-tl-o-n-s-o-f-t-h-e-C-M-A-f-o-r-d-a-ta-'-m-a-n-a-g-e-m-e-n-t-a-n-j-c-a-s-e---'j' '1
, Objective(s) administration With a high degree of competence and conviction

Supported 1 0 Preparation for 8,14 Address questions and problems that ailse while uSing the CMA I ',j jl,

databases, given the CMA User's Manual as a reference: tool, With 'a high degree of if>

confidence and accuracy

Enabling
Objective(s)

Content to be
Covered

Materials

i 0

!
N/A

Bilef Introduction to the purpose and main data entry features of the CMA

Bilef Introduction and discovery of the CMA User's Manual

OHT 4

Worksheet 3

1
I

ActiVIty

Task ~

I
I

!
, I

!

Materlal­
Training
Aid

OHT 4­

OHP

ActlvrtyITask Descilptlon and Procedure

IllntroductJOn to the CMA: purpose and main data entry
features

Trainer transitions from the break by referenCing the

I
problems With paper-based case data entry and

, processing discussed before the break and explaining that
the group Will now start e':oloflng h~w the CM" addresses

\

' these problems

Trainer uses OHT <: to Inl!la:2/prese~: the main purpose
I and features of the CMA
I
I· Trainer eliCits participants' fee:::back

Main
Interaction
Pattern(s)

Trainer ­
Participants
(whole
group)

10

J

",,

'~

'~

2

I
Relevant
CMA
wlndovvs ­

I Data sh~w

!

I Worksheet
I 3·

I CMA
I User's
! rv1anual

Brief demo of the features of the CMA

Trainer demonstrates to tne participants some main
aspects of the CMA (e g case document and Important
fields, party documents, sample even! documents,
representative/attorney Document, Initial data entry)

Trainer fields questions

Discovery task: CMA User's Manual

Trainer bnefly Introduces the Importance of the CMA
User's Manual as a reference tooL,

Trainer !ntro':)Jces Worksheet 3 ar.c cianf,es discovery
taSK Trainer coes first two I,e;:os "Ie) :;arllcipants as a
m~d21

Trainer asks jJa'1IClpants 18 '1I8rk In ,Ja:rs to find tne
answers to the remaining questi~ns

Trainer monltcrs throughout pair war" activity and prOVides
help/gulcance as necessary

I-

I
I raJner -
Participants
(Whole

I group)

I

. Trainer -
: Partlclpa,~ts
! (whole
: group)

: Pair work

: Group
, OiSCUSSlon :I

BESTAVAILABLE COpy
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Activity' Material-
Task;: Training

.1 Aid

NOTES:

IActlvltyfTask Description and Procedure

i
!. Trainer checks answers With the whole group (answer key
I provided on page 39 of thiS Trainer's GUide)

Main
Interaction
Pattern(s)

EsrlmG~e;::

T'fnlnJ ,n
; M,nut;s

~, ,
,) i

'f

I

BESTAVAILABLE COpy
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WORKSHEET 3
INTRODUCTION TO THE CMA USER'S MANUAL

Look through the CMA User's Manual quiCkly to find answ<,:rs to the following questions
Use the Table of Contents to find the relevant sections and information

r.
:i

J 1
l
l

. ,
;

~

, 1
. j
;l;,

. I
1 I,

.~ 1
!,

.1 QUESTION
I 1. On what pages can the user find a definition of
: icons used In the CMA?

~ 2 How can the user find the contents of each
chapter In the CMA User's Manual?

j 3 What are the mclln elements of a Lotus Notes
I database? Where in the User's Man'ual can you
I find this Information?
I 4. Where can you find Information about sending
I and receiving mail using Lotus Notes Mail?

: 5 On which page(s) can you find the steps for
i creating a case?

i
: 6 Look through Chapter 4 of the User's Manual.
! What is meant by case views? How many kinds
! of case view do you get in the CMA?
: 7 Where can you find Information about printing

case documents?

i 8 Where can you find steps and instructions for
completing an event of the type "fees"? What
form IS thiS Information presented in?

I NOTES

! 9.
I

Look at the CMA window on page 93. How
many sub-categories or classifications of
events do you find under "past events"? I

1
. I

J

.,
. \

I 10. In which chapter of the CMA User's Manual can I
you find Information about party documents and
data? .

11 Look at page 125 of the User's Manual What
button does a user Dress to create a new party
document?

12 Look at page 134 of the CMA User's Manual I
What information does the representative form.. j
provide regarding a given attorney? j

BEST AVAILABLE COpy
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WORKSHEET 3
INTRODUCTION TO THE CMA USER'S MANUAL
TRAINER'S ANSWER KEY

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

QUESTION NOTES
--'1'-'-O::C=--n-w--'h-a-t-p-a-g-e-s-c-a-n~th-e-u-s-e-r7'fl-n""';"d-a-d-:-e--:f:-ln-l-tlo-n-07'f--;:OPages~nRaman numbers 1-11-111

Icons used In the CMA?

:2 How can the user find the contents of each
chapter in the CMA User's Manual?

: Each chapter starts With a lis; of
: contents of the chapter in question
!

'3 What are the main elements of a Lotus Notes
database? Where In the User's Manual can you
find thiS Information?

: Documents. forms and views
Pages 9-10

.,

14
i

Where can you find information about sending
and receiving mail using Lotus Noles Mail?

: Pages 20-21.

5 On which pagels) can you find the sleps for
creating a case?

Pages 34-37

'6 Look through Chapter 4 of the User's Manual
What IS meant by case views? How many kinds
of case view do you get in the CMA?

7. Where can you find information about printing
case documents?

Ttlls IS a screen that lists cases
under different sor.lng entena Four
(In thiS chaprerl Pages 60-69
Chapter 6

'1

I
I

8 Where can you find steps and instructions for
completing an event of the type "fees"? What
form IS thiS Information presented In?

: 9 Look at the CMA willdow on page 93. How
many sub-categones or classlflcallons of
events do you find under "past events"?

Page 88 - in a table

Eight

I 10. In which chapter of the CMA User's Manual can! Chapter 10
you find Information about party documents and
data?

JRecord Party Data

12 Look at page 134 of the CMA User's Manual.'
What JIlformatlon does the representative form
prOVide regarding a given attorney?

_. .Na.me.. /D nUrT}ber. address.
telephone number. iax number
type of syndicate registratIOn.

__________. n.r:lmbe!_~( syndlc3re regls(ratlon

~ 11. Look at page 125 of the User's Manual What
button does a user press to create a new party
document?".,

BEST AVAILABLE COpy
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DAY 2
SESSION 1: INTRODUCTION TO LOTUS NOTES OATABASES
SESSION PLAN

-

Session Aims

Behavioral
Objective(s)
Supported

To Introduce the participants to some of the key 8ppilcatIOns and uses of Lo:c;s "'::~S

To enable the participants to start operating Lotus Notes

To familiarize the participants with the Lotus Notes workspace menus srr:ar; ::c,~s :"d
status Dar

To enable participants to open databases for the first time and create dataoas" 1::Jns In
the Notes workspace

To familiarize participants with the main elements or bUilding blocks of a Lotus Notes
database

To Introduce some key terms related to Notes databases

8.1 Work with Lotus Notes views. documents and form elements. given a Lotus-cased
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 high degree of confice,nce a~,:

accuracy

Enabling
ObJectlve(s)

Content to be
Covered

I
I·

Start Lotus Notes

Recognize the Lotus NOles workspace menus Sinart Icons database bOOKmarKs an,:
status bar

Identify the Lotus Notes database Duildlng blocks

Utilize the User s Manual to address questions artd problems With Lotus Notes
operations for the CMA

Introductton to Lotus Notes applications

The Lotus Notes workspace

The Lotus Notes database bUilding Dlocks

Key terms

ActlvltylTask DeSCrIption and Procedure

" i
I

Materials

Actlvllyl
Task ~

Materlal­
Training
Aid

I • OHTs 5 and 6

Worksheet 4

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

Main
Interactlo n
Pattern(s}

Es:,,-,.,e::,j
Tli"i'dn;: In

I Mlnu!es

.."
-!'

~ I..
. j

1:.1; .

2

I OHT 5­
i OHP

Relevant
parts of
Lotus
Notes -

Data
snOVI

Introduction to Lotus Notes

QUick review trainer elicits from partiCipants thai trle CMA 15

a Lotus Notes application

Trainer tranSitions by asking "so what IS LotlJs Notes?"

Trainer uses OHT 5 to present the main uses and
applications of Lotus Notes. unmas~mg one pOint at a time

Trainer fields questions

Demonstration and hands-on practice: starting Lotus Notes

Trainer demonstrates entering pass~'rords tostert opecatmg
Lotus Notes

Trainer demonstrates steps for stertl~::; Lotus Notes and
getting to the Lotus Notes workspac:,

I PartiCipants follow same steps at o\','~ computE:rs Trainer
I monitors closely. With technical support sta;1' assisting and
I addreSSing any problems at thiS stage

I· Trainer refers partiCipants to peges 6-7 of the User's Manual

I Trainer _
PartiCipant
s (wRole
group)

Tramer ­
PartiCipant
5 (whole
group)

Ir.dlvlduai
practice

1G

15

~
l I

i

BEST AVAILABLE COpy 41
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~,
,

~

'!

ActiVity:
Task 11

4

I Matenal·i Training
! Aid
i Snapsno!

of the
Lotus
Notes
worksoac
e·
Data
show

Relevant
aspects
of Lotus
Notes ­

Data
show

Activity/Task DescnptlOn and Procedure

Demonstration of Lotus Notes workspace

Trainer Introduces the Lotus Notes workspace focuSing cn
the following elements

• Menus

• Sman Icons

• Status bar

WorKsheets

Trainer bnefly presents the funC!lons of each of the above
elements

Demonstration and hands-on practice: opening a database
for the first time

Trainer demonstrates' the steps for opening a database lor
the first time and creating a database bookmark In the Lotus
Notes workspace

Trainer explains the significance of read versus unread
documents In each database, shown as colour·coded
numbers on Icon

Participants follow same steps at own cOr:1puters

Trainer gets participants to delete database bookmalks and
re-create them several times for practice

Trainer fields questions

Main =sumated
Interact:on liming In
Pattern(s) Minutes nTrainer. 12

;

'"

Participant
S fV.'hole-

groUp}

)
;,j

Trainer - 20 1

Partlclpanl J
s (v'mole
group)

IndiVidual
practice

Trainer - 2,:
Par1lclpant
s (whole
group)

(~"j

Trainer - 15 1
Par.,cl;:J2n: ,,]
s (whole
group)

IndiVidual
work .,"

OHT 6·

OHP·

Data
show

5 i Introduction and initial practice' key database building
I blocks and related terms

I
Trainer uses OHT 6 to present key elements or burldl.'!g
blocks of a Lotus Notes database

Trainer demonstrates by shOWing documents, forms, fields

I
and views uSing data show

• Trainer gets partiCipants to open the CMA Case Database
I and observe the Initial screen and the views It offers

~6---';-\i-V-O-r-k-sh-e---'FCiPantquiz: definitions

et.:\ ,. Trainer In:ro:::'J~eSworksheet 4 and c1anfles purpose
Trainer highlights Importance 0: 'tinting definitions of terms
In ones own wording In order to remember what the terms
stand for

Trainer asks partiCipants to work IndiVidually to def'ne terms
on VJorksheet

Trainer monitors and prOVides help where ne:essary

!. Trainer asks participants to look through me User's Manual
pages 5-10, to check therr answers

Trainer discusses answers and fieldS questions

.-~,

....'~
,I

NOTES:

BEST AVAILABLE COpy
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OHT 5

WHAT IS LOTUS NOTES?

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

• store data and retrieve it from Lotus
Notes databases;

• perform statistical operations on data;

• send and receive electronic mail; <

• share information and files with other
users;

• monitor work progress;

~. i • archive data; and

~ !

~

<-' I
J i

. ,
• i
i i

)

., work better in teams.
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?
~\ THE LOTUS NOTES DATABASE
,/'/

{",

I

~~ BUILDING BLOCKSf -

J
I

~

i
Database This is where data is "j

! • j

""1 stored, according to the JJ
'J
!, topic' or nature of this data.
f'" 'I,

Document This is the main data !
~

,~

storage unit inside a
..,

~
database.

i
, , I1

7'l
Form Within documents, data is

I entered in forms.-" '1
~

)

i :jField Each form has a number of
, fields to be completed with ,.,

data. l

View This is a way to display
'" \

documents and data in a ,
1
"

~ , .~

database.

- "1

.J

, "1
.' -11
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WORKSHEET 4
LOTUS NOTES: TERMS AND DEFINITIONS

Look at the following Lotus Notes terms What does each one mean? What IS its function
In Lotus Notes?

Menu

Icon

Bookmark

Status bar

Document

Form

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

d­,)
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DAY 2
SESSION 2: WORKING WITH LOTUS NOTES VIEWS AND DOCUMENTS
SESSION PLAN

, ~'~

\
\

~

I
I
?J.

\.

Session Aims I •
I
I •
,
i •
I •
I

Behavioral
Objective(s)
Supported

Enabling I
ObJective(s] I .

I
Content to be
Covered

II •
\ .

Materials I •

To familiarize participants with the principles of Lotus Notes Views sonlng
clasSification and sub-clasSification

To Introduce the participants to some of the basIc views and classlf'ca,lors ,., ..,: ::.::.,

To familiarize the participants with Lows NotE'S documents

To familiarize the participants with basIc operations for opening completing eC':lng
saving and printing documents In the CIJlA

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 questiol'ls 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

Open documents and categories In different views

Identify basIc operations for creating, editing, saving and clOSing documents

Utilize the User's Manual to address questions and problems With Lotus r',otes
operations for the CMA

Lotus notes view components navlgalion pad. view pad claSSification arrows a,'o
criteria

Lotus Notes views and document claSSification In dlfierent views

Vlevllng documents under different views

Opening documents In Lotus Notes databases

Opening. completing, editing, saving. clOSing and printing documents In the CM~ baSIC
operations

User's Manual pages 10-13

l

J
,
j

.. J

.-:­,

.'"
t ~:

'J-.,

..f;

~ Actlvltyl
Tasf. II

Materlal­
Training
Aid

Relevant I

sections of I
CMA- :

Data show 1

ActlvrryfTask Descllptlon and Procedure

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

Trainer leads In by shOWing that. before the break.
partiCipants had got 50 far as the databases In Lotus
Notes r,Jow tney are gOing to observe the different 'Jlews
that a database offers

Tramer demonstrates by opening CMA Case Database
and blinglO9 up the view Window

Trainer shows partiCipants the navigation and view
pads/panels. and explains the funclJons of each

Trainer shows categorlza:,on In the CMA Case
Database

Trainer highlights different views to show the
claSSification of documents and data under each

Trainer explains, while demonstratlng..'be (L!nctlofl o~ the
rlgnt·f2:'1~ 2.... r O\vS neAl lJ ;;1.Jeil ::o':::uiIlcnts una~r \'Ie\vs

and clicks to show sub-classifications Trainer explainS
the Significance of the arrows faCing downwards

;ralner explains meaning of symbols used In CM.:" to
Signify C2se forms, party forms and event f~}fms

Main
InteractIOn
Pattern(s)

Trainer ­
Participants
(",hoIE
group)

Estimated
liming In

Minutes

I 10

,I
.J

I
j

]
, 1

',..

.,.
l'
!

BEST AVAILABLE COPY'
46



I :\ T ERe 0 1\1
E\TERPRISES

i

10 l
!

isTrarner ­
Participants
(whole
group)

Trarner -
! Participants

(whole

g'ouPI
I IndiVidual

practice

Trainer lransl1lons by reviewing/eliciting the deflnHlon of a
document from the prevIous session Trainer revises
baSIC terminology (documents, forms, fields I
Trainer explainS and demonstrates two methods fOI
creating a new document from "create" menu, or by
pressing relevant action button In a given view (! e the
action button for Initiating a new caSe document)

Trainer demonstrates completing one or two fields, then
saving the document by selecting "save" from the file
menu

Participants follow trainer's steps at 8vm com;:utt2rs

Participants tryout different methods

Introduction and demonstration: creating Lotus
Notes/CMA documents

Dat2 sho','.'

Relevant
seCllons of
CM";-

ActIvity,'

Task ;;.

L----'--I4 Relevant
sections of

CMA- !
ua~a show

Matenal- Actlv,:yrrask Descnptlon and Procedure Main =s"ma~

I
Training Interaction '-,m,ne ,n i
Aid Pattern(s) r\1Jn'Jt~~

~2---:-1-=-R-e-le-v-a-n-t-+t-:H-:-a-n--d--:-s--o-n-a-p-p-:CJj:-c-::j-:ti:-o-n-:-w-o~rk-:j-n-g-It-1:-:it-:h-:L-o-:t-u-s-:N::--o-te-s-:'-:C.:-:I\:-:1-:A--'----:-1n-d-:I-v-,d:-u'-ac'-I----'--.5=--- ,

sections of ! views practice

CMA - '. Trainer gives participants Instructions to cpen the CMA
Data show I Case Database

I. Participants follow steps to look at different views and

I
observe the classificatIOn of documents and data under
each view

Trainer monitors and provides rlelp/g,J1dance as
necessary

Trainer fields questions
-----"-

Introduction and initial practice: refreshing views

Trainer explains purpose of refreshlnj/updaling views

Trainer Illustrates methods for refrPoshlng views presSing
t=9, selecting "refresh' from the VleVI menu, or uSing the
"refresh" Icon

,
i• i

~;?-

, ,

·1,l

: I, ,
> 1

Fl'
"'''''

..,
I
I

• I,
'o}

"
r'

5 Relevant
sEct:ons of
O/IA·
Data show

Introduction and demonstration: opening and editing
Lotus Notes/CMA documents

T,alner Ir;:;,151:,:Jns by Indlcatrn~ :,1al pa:'lclpal1's wrll now
observe now to open an eXisting document In tne CI\.1A
databases

Trarner selects a document from a given view and
demonstrates opening Jl by double clicking

Trainer demonstrates that data cannot be entered rnto
the document at this stage because It 15 not open In
"edit" mode i'ralner tries to enter dala but falls

Trainer shows that, to edit a document participants have
to double-click It to change It to "edit" mode ThiS will
enable them to enter data

Trarner provides alternatives seiOects ;fnot'her document
from v,ews and opens It by selecting "edit" from menus,
or uses action button "edit document' al the l(lp of the
documen:

Trainer ­
?artlclpants
(whole
:;roup)

I 1~

TraIner flel~s JlJeS{IOfiS___-'-- 0--- 0_0_- 0

BESTAVAILABLE coPY .\7
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NIA

I I
I . J
!
I

--1

J

':'1
)

----_ .._- ---------- _._--------
Act:vllyfTask Description and Procejure Main t.S!lmated

Interaction liming In
Patternl s) r~lf1u.tes

Hands-on application: working with Lotus Notes/ C-M-A--':""I-n-d-,v-'-d-'u-a"-I---2'-0 :

documents oractlce

Trainer gives participants mstruct,ons to open a new
case document from "lnltlate case" action bunon

Participants enter data Into one or two fields

Participants save document (without serial number. as a
test)

Participants practice st.eps for openmg and edlttng an
eXisting case document Partlclpan~s tryout different
methods of converting a case document from "read only"
mode to "edit" mode

Home assignment Trainer -

Trainer asks partiCipants to review pages 5-13 of the PartiCipants
User's Manual and note questions (0 ask the tramer on (whole

I the next day group)

Complete relevant sections of the Participant O~servatlon SheeL In the Tra:ner's GUide

User's
Manual.
pages 5­
13

NOTES:

REMINDER

8

Trainer monitors and -provides heclp/guldance rlS

___!--::,--- -+--,--_n_e-:--c_e_s-:'s_a_r-'-y_-,--____ . . . . .
7 Relevant Introduction and demonstration pnnling Lotus Trainer -

sections of Notes/CMA documents Participants

, CMA· Trainer demonstrates process for pnnttng case document (whole
Data show from file menu, pnnt group)

Participants practice by selecting an eXisting cas£!
oocument and printing It

~II' Material·I Task.. Training
, Aid
1-6 ' I Relevant

: sections of
CMA­

Data show

;
I
i

~1

7i
I
.'

;t

-1

'!l
:J
;t.,

-,

-,-,

i
,
I

iw
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i
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' 1 DAY 3
SESSION 1: LOTUS NOTES/CMA DOCUMENTS: FIELD TYPES
SESSION PLAN

j'J"L

To famillarrze the participants with the different types of fields In Lotus Notes/CM~

documents

To familiarIZe the participants with Ine types of data that are entered In eacr :\,:;e C'

field

8.1 Work with Lotus Notes views docl/lnents and form elements, given a Lo"Js­
based database with a high degree of ease and confidence

8.14 Address questions and problems that anse while USing the CMA dara:Jases,
given the CMA User's Manual as a reference tool, with a high degree of confloence
and accuracy,

:"t.,
~. 1

~ I..

Recognize and ut/llze d'ifferent field types 10 database forms text fields, drop menus
and dialogue lists, number fields, calendar fields and rich-text fields

Utilize the User's Manual to address queslions and problems with Lotus Nares
operations for the CMA

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

Types of fields In Lotus Notes/CMA documents

OHT 7 and 8

User's Manual pages 14-16

I
Tra:nar "
Pa,'11 CI ~ants
(wn:)le

I grouo)

I

I
1

I
I
I
I

Demonstration: types of fields

Trainer demonstrates types of fields by openln~ a case
document and pOinting at each field explaining fieid type
and data entered In It

Trainer POints at some of the field types (e g te;xt field
for names of parties, calendar field for date of case, and
drop menu/dialogue list for location of case file) Trainer
shows data entered, then eliCits fron partiCipants the
type of field from the OHT presentarlcn In the prevIous
activity

Trainer demonstrates characterrstlc5-,:;! ,nCD te>:t fields by
tJ'pmg da~a llite ~'IC "notes" flela a~ In:? canom of a c2se"
document and highlighting colour of fonl

Trainer demonstrates steps for changing font colour,
size and cnaracterIst,cs In rIch teXl f,e'ds

Trainer Jemons:rates chOice bUllon; 'n pany
documents

I. Trainer fields questions

II •

i
IRelevant

sections

'I' ofU"iA-
Da~2

Ishow

I
i

Actl .... lty,
Task r;

Matenal- ActlVltyfTask Descnptlon arid Procedure Ma:n Es,lmale:
Training In:eractlon Timing :n
Aid Pa,tern(s) Minutes

c----t----+--------~----------,-+--:.....:...-_:___----
OHT 7 " Introduction to types of fields in lotus Notes/ CMA Trainer - 25
OHP documents Participants

Trainer leads In by eliCiting from partiCipants that a (whole
database contains documents/forms each of which sro'Jp)
consists of a number of fields to be completed by the
user (review of day 2)

Trainer Introduces purpose of session to become
familiar With the different types of fields In eMA forms

Trainer uses OHT 7 to present each type of field and
give an example, unmasking one rypi': of field at a time

Trainer fields questions

'2

;;!
'J I

J i
I

~

I
I

- j

"1
: 1

- I, J

\

: j

r, 1

~\ I

BEsrAVA~ABLECOPY
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T
I

"

t.-C!IVlty

Task ;;
Matenal­

I Training
Aid

OHT 5­

OHP

AC[lvrrylTask Description and "'rocedure

Introduction and demonst/ltlon: editable and
computed fields

Trainer uses OHT 8 to e, plain to par.lclpants that all
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
operation 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 duration fields (computed)

Trainer explains to partiCipantS that they will practice
uSing different types of fields after the break

Trainer fields questIOns

Trainer refe:s participants to pages 14-16 of tile User's
Manua:

Main
Interaction
Patlern(s)

Trainer ­
Participants
(whole
grouPi

::'Sllri.atec
7lm:Ilg If"'

MInutes

20

''I'.

I
~

r

i

.~

I
-I

"

.3
I

,':I

~t

I

-J.

l'
I
!

NOTES:
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OHT 7

Number field Users only enter numbers.

Rich text field Users enter text, format font
and style and attach other
documents.

I
I

i
'"'J
-( ,,

!-I- I
~

. 1

J

.~

-) -
, -

: j
1

~
- !

Text field

Date field

Choice box

LOTUS FIELDS

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

Users enter a date .or select it
from the calendar.

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

Choice button Users click to choose one
item only.

~tl Dialogue list Users click-arrow to get a list
'f of choices, then select item.

I
~ \
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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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I

i

I
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DAY 3
SESSION 2: APPLICATION: LOTUS FIELDS AND FEATURES
SESSION PLAN

----------r----------------i-----------------
To enable the partiCipants to use the dl,1erenl typ'?s of fields In Lotus NotesICr.~.;

documents

To famillanze the partiCipants with the functions of action buttons. hotspots. sections
within documents and embedded views

."'l,

Behavioral
Objective{s)
Supported

Enabling
objective{s)

Content to be
Covered

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 anse while uSing the CMA databases.
given the CMA User"s.Manual as a reference tool. with a high degree of confidence
and accuracy

Recognize and utilize different field types In database forms text fields. drop menus
and dialogue lists. number fields. calendar fields and nch-tex: fields

Manipulate font charactenstlcs In nch text fields for data empnasls

Identify and utilize action buttons hotspots and s,,:cllons

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

ReView of types of fields In Lotus NoleslCMA documents

Introduction to t!"le functions of action buttons. hotspots. sections Within documents
and embedded Views---------'-----_._---_._----_._----------------

Materials I" OHT 7, Band 9
Worksheet 5

User's Manual pages 14-16 (review) then 16-19

~

!
" I
,~ ,

i
, i

i
1 !

, Acllvllyl
Task ~

2

Matenal­
Training
Aid

! Worksheet
5 -

OHT 8­

OHP

Relevant 'j
sections oi
eM.A, .

Data show

ActlvrtylTask Descnptlon and Procedure

Review of types of fields in Lotus Notes/ CMA
documents

Trainer Introduces Worksheet 5 and clanfles purpose

Par1IClpants work indiVidually to defme terms In
worksheet

Trainer checks answers and uses OHT 7 and 8 tu
review definitions

Application: types of fields

Trainer bflefl\, reViews/demonstrates types of f,el(;s In
a case document

PartiCipants practice utiliZing/completing different
types of fields In case documents Trainer monitors
and prOVides help as necessary

Trainer reViews/demonstrates steps ior manlpulallng
characteflst,cs of f1ch text fields Par1IClpants follow
steps at their own computers'

Participants practice manipulating flch text iields
Trainer monitors and prOVides hel;:! as necessary

Trainer iielos questions

Main
Interaction
Pattern(s)

IndiVidual
work

Trainer ­
Par.lclpants
(whole
group;

TraIner ­

Par.,cIDants
(whole
grou;J1

Estlma:ed
Timing In
Minutes
15

30

; i

;F.
. I

: ;

BESTAVAILABLE COpy
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"1
Actl'-'Ity
Task ;;.

Material·
Training
A'd
'J,"T 9 '
O:.,p

AClrvrty{fask Descrrptron and Procedure

Introductron to action buttons. hotspots. sectIons and
embedded views

Trainer transitions by sa,'lOg thai participants .,,,1: 10,,"

look at some other features of Lotus No,es/CL~A

documents

Main
Interacrron
Pattern! 5)

Trainer ~

Part:cl~ants

I :J:101e

group)

::s:rmatec
Trmrng rn
Mrnutes

10

Trainer uses OHT 9 to present the function ot action
buttons, hotspots, sections within documents and
embedded Views, unmasking one feature at a time

J,
"

,1

I
1

j

15

".J

20

InDIVidual
worK

Trarner ­
Participants
(whole
group)

Demonstration: action buttons, hotspots, sections
and embedded views

Trarner demonstrates above features In a case
document

TralOer oemonstrates actIOn buttons by pOinting at
"create part)'" and "confirm case" buttons at top of
case document Window and explalnJnglrllustrafing the
function of each

Trainer demonstrates the function of a section Within
a document by shOWing the details section within a
case document, clicking the Imle arrm',' and shOWing
the details that appear

Trainer demonstrates the function of hotspots by
pOinting at "go to" and "new" hotspot buttons In
defendant form and Illustratrng what each one does

Trainer demonstrates the function of an embedded
view by shOWing the parties and events embt:dded
view wltnln a case document, cllckrng It to show tne ..
forms that appear wrthln Trainer draws the analogy
With the view pad/panel under drfferent views
shOWing that embedded views work In the same way

: but wl(h,n a document

:. TraIner ends thiS demonstration by' emphaslz~ng that
I the different form elements a"d features obst:rved so
I far enable a user to get all the data and farms/de,alls
i related to a given case from one case document

I· Trall1er fields questions

I •
i
I

I
Application: uSing action buttons, hotspots, sections
and embedded views

I
Partlcrpants practice uSing action buttons, hotspots,

Data show sections and embedded views In case c!ocurrents

Trainer monitors and prOVides help as necessary

I. Trarner frelds questions

Kelevant
sectrons of
CMA-

Data show

I Relevant
sections of
CMA·

5

4

;~
I
I lI

!

~'"

""

-:j,

b

'Js er's
r'.~enual

I :::ages iL.·

Home assignment Trainer -

Trainer asJ.:s participants to revle\·•.p,2.aes 1'::.19 of the Paf\lclpants
User's Mai;ual and no!e alJestl:)~S ~: ~s"k th'e ::-21;"er' .(wr.:J1e

I on the next day , group) i

Nt;;

REMINDER Complete relevant sections of the Participant Observation Sheet In the Tra:,ner's GUide

NOTES:
'~

BEST AVAILABLE copy
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OHT 9

MOPE FEATURES OF LOTUS NOTES AND
CMA DOCUMENTS

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

Hotspot This appears within a '
document. Users press this
button to perform
operations like' go.ing to
another list.

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

Embedded view This is a-view within a
document. It 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 documer.t features What does
each one mean? What IS ItS function In Lotus Notes and the CMA7

Date field

Rich text field

Dialogue list

Choice button

Computed field

Action button

Hotspot

Embedded view

56
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DAY 4
SESSION 1: INTRODUCTION TO LOTUS MAIL
SESSION PLAN

-..
_1

Session Aims i. To Introduce participants to the baSIC features of Lotus Mall

To famlilan::e participants with th" :Jaslc steps fOI accessing malo from th2"

Inbox. recogniZing read versus unread mall. compose new mall messages an::!
send mad

To enable participants to assess the Lotus Mail section of the CMA User 5
Manual

e
'r'l. I
, .i

, ~

Behavioral
ObJective(s)
Supported

Enabling
Objective(s)

Content to be
Covered

Materials

i .
I •

I
i •

8.2 Use baSIC features of Lotus Notes Mail to commumcate case events to
CMA users. given a pending event or a schedule of events, with a high de;;ree
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

Select recipients of mail from the CMA Address Book

Receive mail and recognize old versus new (unread) mad

Read mad

U,lllze the Use(s Manual to a::Jdress questions and problems with Lotus r,0:e5
o;Jeratlons for the CMA

Answer any questions raised on the home asslgn!11ent of the prevIous day

BaSIC features and operallons of Locus Mail

User's Manual pages 20-21

1 ActiVity" Matenal- ActlvltylTask DeSCriptIOn and Procedure Main Estlma,ed I
; Task # Training Interaction Timing In

I
,

Aid Pattern(s) Minutes

1 Filpchart .

I
Warming up Trainer - 5 i

Board · Tramer wrrtes "electronic mall" on tne fllpchart/ Participants !
I whlteboard (whole

I · Trainer elicits from the participants v:hat they
group)

I I
tnlnk they can do With electronic mail and why It I !

I IS useful i
I 2 IRelevant IntroductIOn and demonstration: accessing Trainer - I 25

i
I !

sections of received mail Participants I
Lotus Mall · Trainer transitions by saYing that :.1e participants (Whole

i! wlil now observe the baSIC features and uses of group)

Data sho," Lotus Mad ,
Trarner demonstrates accessing oersonal mail

!·
database by clicking the Icon on :ne Lotus
workspace Wlrldow (left hand sldel

I
I
I · Trainer explalr1s the function 01 tne.m,arl.lnbox,

i !I
CI.. :JOX. :::a::5 ':!der and tras~ i

I
1 · Trainer demonstrates acceSSing received mail by II

,
gOing to the Inbox and clicking to reveal

I
,

I messages
I i

I
! · Trainer exolalns the difference be:ween red I

I
I

versus black fonts to mdlcate unread/new versus
read marl

BESTAVAILABLE COpy
57
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Data show

PartiCipant
PCs

sen, oy k_hnlcal assistance staffftra<nel to I
arrange oeforehand)

Trainer fields questIons Repeat steps If
necessary to clarify, any ~Ifflcult pomts I

l--3---i~R-e-le-v-a-n-t-+-I-:-ln-':-lt:-ia-:-l-p-r-a-c~ti-'c'-e-:-a-c-c-e-'s'-si:-n~gand reading mail "'-T-r-al-n-e-r-.--;--2-0-

sections of PartiCipants follow trainer's instructIOns, seen on Panlclpants
Lotus Mail the screen/data show, (Whole

PartiCipants access own mallboxfdatabase from group)
LotlJS No~es workspace IndiVidual

practice
PartiCipants open and read mail that the trainer
sent lnem (tramer to send mall askmg
partiCipants about their Impression of the traimng
so far, thiS has to be done ahead of the session)

Trainer fields questJons

I Actlvltyl Matenal· Aetrvltyrrask Description and Procedure Main Estimated
I Task # Training Interaction Timing In

I Aid Pattern(s) Minutes

! I ; . Trainer oJens old mail for partiCIpants to view I\ (good luck message sent by technical assistance
I

I staff/trainer to arrange beforehand}
I I

I . Trainer oaens new mall for partiCipants to ii
vlewfread I how IS the training gOing message-- !

''"\
I

'j,
, J

~- ._--,----
5 Relevant

sections of
Lotus Mall

25

15

TraIner·
PartiCipants
(whole
group)

Individual
practice

Trainer·
PartICipants
(whole
group)

Introduction and demonstration: composing and
sending mail

Trainer demonstrates steps for opening a new
mall message uSing "New Memo" button

Trainer demonstrates steps fer selecting
reCipients of mail from the CMA Addre,s 80o~

Trainer explains types of reclp,enl (to, CC, bCCI

Trainer demonstrates wilting the subject of the
mati message and explaIns Its function for the
reCipient

Trainer demonstrates steps for compOSing mail
message and sending it by chcklng the "Ser,j"
button (Trainer to compose a mess22e for the
f:'artlclpan,s and send It to the whole group)

Initial practice: composing and sending mail

Partlclpan~s follow trainer's Instructions to open a
new memo and wllte/send the message to all
partiCIpants (whole user group from the CMA
Address aook),

Trainer fieldS questIOns

t
I •
I

Data show

Dala show

Relevant
sections of
Lotus Mail

<:

.,.
•

I, Par1 I Clpant
PCs, '-- -L.. '-- -'-- _

NOTES:

,J

},

}l

]
, I

I
i

~1

BfiST AVAILABLE COpy
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DAY4
SESSION 2: APPLICATION: USING LOTUS MAIL
SESSION PLAN

To enable partiCipants to access mail from thell Inbox

To enable partiCipants to recognize read versus unread mall

To enable partiCipants to use the address book

To enable partiCipants to compose new mail messages

To enable partiCipants to reply to mall --

To enable participants to attach documents to melll

To enable partiCipants to forward or delete mall

To enable partiCipants to assess the Lotus Notes section of the CMA User's
Manual.

Behavioral
objective(s)
Supported

, "

Enabling
Objective(s)

i "

I
II
!

Content to be

I"Covered

Materials

I

Session Aims

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

------------j
Select recipients of mad from the CMA Address 800k I

I
Send mall

Receive mall and recognize old versus new (unread) mall

Read mall

Reply to mail

Forward or delete mall

Attach documents to mall

Utilize the User's Manual to address questlof1s and pr.Qblems With Lotus Notes
operations For the CMA

\
I

.,

J
.<1

«'

I

Estimated I

Timing In I
Minutes I

30IndiVidual
practice

Main
Interaction
Pattern(s)

Hands-on practice: accessing, reading and
composing mail

PartiCipants review steps from beFore the break

to access and read the mad messages they had
sent to each other.

For review purposes. trainer eliCits the
slgnrficance of red versus black ionts In the mall
messages In the partiCIpants' lribc~' ..

PartiCipants wille/send new message to a Single
user/partiCipant, then to more than one I uSing to.
cc and bcc functions)

I
I •

IAC:lvrtyfTask Description and Procedure

PartiCipant
pes

Matenal­
Tralfllng
Aid

ACtivity'
TasK ;;

«,
l

J,

~
i

,1'.

I

..
~,

..
r

i

(
l

r
I
I

Additional practice of accessing 2nd reading
received mall

Trainer monrtors throughou: and p~ovldes help
as necessary

59
BEST AVAILABLE COpy
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ACII'/ltyl IMatenal. IActivity/Task Descnptlon and Procedure
Task I: Training I

Aid ,

Main
Interaction
Patt-ern(s)

::s:lmatec
TimIng In
~Alnut-es

Trainer mcnl~O[S and pro'Jldes hel,o 2S necessary

Home assignment Trainer -

I. TraIner asks pa:1lClpants ~c revleli;' ~-ag'2S ~·21 of \h~ PartICIpant
! CJser s iJ;2["o'"a, ,nus brlng:ng the cornponen~ 0(\ Lotus s (whole
I No:es In tnls trelnlng to closure group)

.
f

- I

2

3

4

: 5

6

7

Relevant
sections of
Lotus Mall

I Data show

Participant
pes

Relevant
sections of
Lotus Mall

Data show

PartiCipant
pes

Relevant
sections of
Lotus Mail

Data show

PartiCipant
PCs

User s
Man~i:

caa?, ~-

i 21-
I

Introduction and demonstration: responding to mail

Trainer demonstrates steps for responding to mad
messages Trainer explains the functlof's of the ", eply"
"reply with history' "reply:o all' ano 'reply to all vJltn
history' chOices

Trainer demonstrates sending reolies by clicking the
"send" button

Tramer fields questions

Hands on practice: resp,onding to mail messages

Participants iollow trainer's steps to respond to each
other's messages PartiCipants try uSing the different
reply chOices available

Tramer monitors and prOVides help as necessary

Demonstration and practice: attaching documents to
mail messages

Tramer demonstrates steps for attaching documents to
mail messages uSing the "attach" Icon

Trainer repeats steps for clarity if necessary

PartiCipants follow tralne"s steps "H their own
computers, attaching documents iO thel~ own
messages

Tramer ~elds questions

Introduction and demonstration: forwarding and
deleting received mail

Trainer demonstrates stE:pS lor forwarding a received
mail message to another user and reviews 'steps lor-"
selecting recipient addresses

Trainer explains purpose of the forwarding function In
electronic mall

Trainer demonstrates steps for deleting ma" messages
by draggmg to trash then deleting uSing F9 or draggmg
bac:, out of trash to Inbox

Trainer oemonstrates deleting mall messages directly
uSing the "delete" button, or pressing "delete" on the
keyboard

Trainer fields questions

Hands-on practice: responding to, forwarding and
deleting mail

Panrcrpants practice responding to forwarding and
deleting mati messages

Trainer.
Pol rtlclpa n[

s (whole
group)

IndiVidual
practice

Tramer -

1

PartiCipant
s (whole
group)

\ IndiVidual
I practice

I
I

Trainer ­
PartiCipant
s (Whole
group)

IndIVidual
practIce

10

I 20
I

REMINDER

NOTES:

Co""~lete relevant sections of :he Partlolpant ObserJatlon Sheet In the Trainer's GUloe

Re~"nd partiCipants to complete relevant sections of Worksheet 1

l
I

BEST AVAILABLE COpy
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DAY 5
SESSION 1: PREVIEW OF THE CMA CASE DATABASE
SESSION PLAN

Session Aims To reView the main purpose and functions of the CMA

To Introduce the participants to the main features and operattons of the CM":; Case
Database Its documents. fields. linkS and views.

i
." j

N/A

Preparation for objectives 8.3 to 8.11 [see list of objectives on pages 6-9 of thiS

Trainer's GUide)

I•
I

I! •

I

Content to be
Covered

Enabling
Objective(s)

Behavioral
Objective{s)
Supported

I
I Answer any questions raised on the horne assignment of the prevIous day

Preview of the CMA Case Database
~M-a-t-e-ri-a-ls-----+-I----O-H-T-4-l-re-v-l-e-w-.-p-a-g-e""'3-a-O-'f'-th-ls-T-ra-,-n-er'-s-G-UI;2)

I. OHT 10 and 11

'-- I~_o_v_e_rv_'e_w_o_f_u_s_e_r_'s_M_a_n_u_a...:I,-'p_a...:;9:...e_s_3_3_-_1_3_1 --.1r

10Trainer ­
·Panlclpant
s (wAole
group)

ReView of main features and functions of the CMA

Tramer eliCits from participants what they think. from ·what
they've seen so far, are the mam funcltons of the CMA
Trainer gUides diSCUSSion towarcs POintS on OHT 10

Trainer uses OHT 10 to present main features and
functions of the CMA. unmaskln" and dlscus51ng one pomt
at a time

Tramer fields questions

OHT 10­
OHP

! 2

Actlvlty/ Mateflal- IActlVltyrrask DeSCriptIOn and Procedure IMain I ~stlmated
I

Task # Training Interaction I 11'nlng In
Aid Pattern(s) , Minutes

1 OHT 4· Review of main components of the CMA ITralner- i 5 I
I

OHP PartiCipant I II . Tramer uses OHT 4 (see page 38 of thiS Tramer's GUide)

I again to eliCit and review the main features and s (whole

i components of the CMA from day 1. 1 group) ! I

-,,

...,
/'
I

oJ

L

.,
r

'JHT 11 .
OHP

Data and document flow In the CMA Case Database

Trainer tranSitions by saYing that we Will now preview each
of the databases In the CMA to see the documents and
data they contain. and their main functions and operations

Trainer uses OHT 11 to show the now of data and
documents from the moment a case IS initiated to the
moment It is closed In the CMA Ccse Database
Trainer highlights links between documents to clanfy how
the CMA Integrates all the data and forms related to one
case for ease of access and processing For example.
trainer explainS that the cata In the party documents IS
Ir,1ked to the main case documen~'s6 triat changes 11'1 the
former are refiected In trH: latter

Trainer POints out that thiS also faCilitates date:
aamlnlstratlon and case mOnJ(::l"n;;

Tramer- 15
Participant '
s (whole
group)

BEST AVAILABLE COpy
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Actlvltyl Matenal- ActlvItyrTask Description and Procedure
IMam

Estlmatea
Task II Training Interaction Timing In I

Aid Pattern(s) Minu\=--.J
4 Relevant I Demonstration: case and party data/documents in the ' Trainer. 25

s-e-::::tlons of Case Database PartiCIPan,
:r.1.A - Tramer opens eXisting case document and flicks ,hrough s (whole
C)ata show data and linked documents/forms to snow Integrated entity groupi

and highlight ease of access

Tramer initiates new case document and enters minimum
necessary details, eliCiting some of the data from the
partiCipants

Trainer tnes to confirm case and shows warnings when

j.
party documents/data have not been entered

Trainer creates related party documents (plaintiff and
defendant) and enters minimum necessary details

Trainer selects attorney mformatlOn from Representative
Database (list of chOices available Within case document)

Tramer confirms case and then fields questions

5 Relevant I Demonstration: event documents in the Case Database Trainer - iO
sections of I Trainer demonstrates creating a new event form related to PartiCipant
CMA - the case Just created and confirmed Trainer highlights s (whole
Data show i chOices, and explains that the CMA s)'stem suggests group I

I pOSSible events per case type, as well as the logical
I sequence of these events
I Trainer highlights the difference between the symbols
I
I marking past versus pending events

I Trainer refreshes case document and shows how event IS
now seen In related views (embedded and external)

Trainer shows how status bar at the botwm shows last
user who modified the case document

Trainer fieldS questions

6 Relevant I Introduction and demonstration: printing case documents Trainer· 5
se:tlons oi i

Trainer demonstrates prrntlng final case forms from the Partlc:pantr •

CMA - I
CMA Case Database, highlighting the difference be\weer1 5 (whole

Data show I that and the editable form, and bet,'/een uSing the pnnt :lrouPI

i button In the CMA and selecting "pnnt" from the fde menu
Prtmer !

7 Relevant ! Review of the different views In the Case Database Trainer· 20

I se:tlons of
t

Panlclpant

I
Trainer snows different ciasslficatlons of documents In the

I CMA . diFferent 'Jlews of the CMA Case Database S (whole
I Dala show I • Trainer allows partiCipants some time te obser'Je the baSIC

group)

characterrs(lcs and functions of the Case Database

Trainer fields questions

NOTES:

I 62
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OHT10

KEY FEATURES AND FUNCTIONS OF THE
CMA

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

• Allows users to store and retrieve case­
related data and forms.

• Integrates all data and forms related to one
c~se in a single case document or record.

• Allows users to track case progress by
monitoring past and pending. events of the
case, and monitoring changes in caSe
status .

• Provides case-related statistical
breakdowns and tracking systems under
different database views.

• Allows users to print case forms and
reports by generating them in their final
form from the different databases;
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DATA AND DOCUMENT FLOW IN THE CMA CASE DATABASE

Initiate
case

..,,, ..,,.
Enter Enter Create' Confirm

basic case h.

party data
...

new event
....

event
,., ,.. ,.,

data

.,,. ., ..
C'onfirm ; Refresh

case case

.,,, ,,,
Print case Close

case

(lll
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DAY 5
SESSION 2: PREVIEW OF THE CMA REPRESENTATIVE AND

ADMINISTRATION/LOG DATABASES
SESSION PLAN

...~

r
Session Aims

\.
To introduce tne participants to the main features and operations of the C"l':'
Representative Database I!S documents. fields. links and views

To introduce the participants to the main features of the CMA Administration!
L.og Database

, Behavioral
Objective(s)
Supported

Enabling
Objectlve(s)

i
I •
I

PreparatIOn for objective 8.12 (see list of objectives on pages 6-9 of this
Trainer's Guide)

N!A

Preview of the CMA Representative Database

Preview of the CMA Administration/Log Database-------------
Overview of User's Manual pages 133-149, and ~_a.::::9_e_s_2_2_-_3_2 ..J

\, ,

i

1

1

10

Estimated
Timing In
Mmutes

Trainer ­
Participants
Iwhole
group)

Mall1
Interaction
Pattern(s)

i •

ActiVity!
Task #

Content to be
Covered

Materials

Materral- IActlvrtyffask Descrrption and Procedure
Training

___---l....:A...::I:.:d --'- -::- ,__

Fllpchart - Lead In' the CMA Representative Database

I Board For review purposes. trainer eliCits from the,I partiCipants the three databases that constitute
I the CMA

I· Trainer transitions 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/malll function of thiS database IS

Trainer eliCits from participants what data they
think Will be Included in attorney forms (review
from day 1, session 2, Worksheet 3)

Trainer makes notes of Important attorney data
on filpchart or whlteboard

'1
,I
>

!'"'1

f
j
I

,~

I

!

l'
i
~

l

'\
I

j
I

~,
i.
1

"

j
:

'1

~
],
I

2 Relevant
sections of
CMA­
Data show

Demonstration' the CMA Representative
Database

Trainer opens database and brrngs up views

Trainer shows the different types of views in the
Representative Database (see Chapter 11 of the
User's Manual)

Trainer shows types of data under each view In
the Representative Database

Tramer oper5 :::"' eXlstlrg repre5en:2:1·... :::
document ana shows types of fieldsldati;! •

Tra:ner creates a new representative document
anCl eliCits data from participants to complete
form

Trainer highlights link bet\i'Jeen representative
form and party forms In the Case Data~ase, and
reviews operation for selecting an eXisting
atlOrney's delalls If he IS working vmn the case In
question

Trainer,
Pa"lclpants
(vJhole
group)

45
1
1

: J
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dat~

Trainer fields questionsI.

: ActlVltyl i Matenal- I ActlvltyfTask Descnptlon and Procedure Main Estimated, I
Task 1/ i Training

I
Interaction Timing In

I

I Aid Pattern(s) Minutes

· Trainer allows partiCipants t,me 10 ooserve lhe I
main charactenstlcs and functions of the I

I
Representative Database at their computers

I • Trainer fields questions
- - --

3 N/A Lead in: the CMA AdministratIOn/Log Database Trainer· ! 10I

! · Tramer bnefiy explains the functIOn of thiS PartiCipants

database for system administrators to monitor (whole

the operations of the C;;MA system on a dally group)

baSIS, and address system problems

· Trainer clarifies to participants that thiS training !,
will not focus on thiS database, since It concerns I

system admlnlstrator·s Trainer explains that they
I

I I
Will bnefly preview the database for an overall
Idea of Its role In the CMA ThiS database IS the !

I focus of another training program spec/~cally
i
I deSigned for CMA system administrators I

4 Relevant Demonstration: the CMA AdministratIOn/Log Trainer -

I
25

sections of Database Participants
CMA- · Tramer opens database and reveals Log Entry (whole

IData show group)view ,
I · Tramer shows type of system Information under !

i thiS view

· Tramer opens log form and shows details In rne
! vanous fields explaining me purpose of eacn

I i one for system administration
\ .- -j ! • Trainer demonstrates the use of the';)o to
I corresponding document' action bUClon and

I

I
explains purpose

: I · Trainer ends demonstration by bne~y explalnmg

i I the role of the system administrator In the CMA,
I especially for aSSigning data access limits to

I I different users, for correcting certain types of

I cata. and for Hacking changes maoe by users

I and maintaining anginal and changed/edited
--,,

f

;, I
I I, ,
, !

l-
I !

. i

- I
, !

'<" 1
- I

1

, }
I"

1..
1

1
,. J

I REMINDER Complete relevant sections of the PartiCipant Observation Sheet In the Trainer's GUide

NOTES:
1J ,

f'ol
~
"

"'". - ...
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DAY 6
SESSION 1: INTRODUCTION: CREATING CASE DOCUMENTS
SESSION PLAN

.,
I

. Session Aims

i _

I - To create case documents that the participants will work with dunng different
application sessions

To famllianze partlclpams with steps for creating 'Jnd comPleting new case
documents In me CMA Case Database

To familianze partlclpams with steps for creating party documents from within
the case document and enter party data

To familiarize participants with steps for crealing/chooslng representative
documents from within the case document

To familiarize participants with steps for confirming, saving and clOSing case
documents

,
I

Behavioral I -
Objective(s)

ISupported

Enabling
Objectlve(s)

I
i

Content to be II _

Covered I
Materials

I:

8.3 Create case documents uSing the CMA CasE' Database given case-related
data, with a high degree of accuracy

Initiate a case document

Enter case details

Enter party data (for Single-party and multlple-parcy cases)

Transfer data from party documents 10 case documents

Select or enter a case number

Confirm, save and close case documents

Steps for creating a ne",' case document and rela:ed forms. a:-,j for confirming
and saving case documents

Worksheet 6

User's Manual pages 33-59

J

:\
!

'1

I
J

Estimated
Timing In
Minutes

I 5 mrnutesTrainer ­
PartiCipants
(whole
group)

Main
Interaction
Patlern(sj

Lead In: creating case documents

Trainer Introduces session by claflfymg main
alms of session

Trainer Introduces the concept of data
sensitivity/security With real cases. and ItS
relationship to thiS component of the tramlng

Trainer explams to participants that they will
create their own "cases", and use those to enter
data Into the CMA. for tnal,ng purposes

I
\-
I _

IActJVrtyrrask DeSCription and Procedure

NIt.-

;'C!IVllyl I ~ate(Jal­
TasK:; ,I raining

I Aid

".....'

.~

i ~~~. ant
I

i sec' :ns of
! C':.:.
I O~';; show

i
I

I
I
I

Demonstration: creating new case "documents in
the CMA Case Database

Trainer demo;"Jstrates steos for creating new
case and enterl;"Jg baSIC cata

Trainer a~empts to con:il."11 case 2t tnl$ stage
3nd shows participants warning regarding the
need to have created par;y documents before
attempting to confirm a case

I .Tralner .
I Partlclp3n~5
. (whole

group)

I 50

'';
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:.j
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l

,j

I
c.J

. ;

'J
I

I

l
'. J

Pair work
p p s p e cas

data reqUired In the worksheet Participants may
opt to use rea! or Imaginary data

Trainer monitors activity and prOVidES steps as
necessary

Trainer explains to partiCipants that tney Will use
their worksheets to enter case data Into the eMA
Case Database after the break

68

!
I

.\

I
I

NOTES:

;"'ctIVlty' i Matenal- IActlvrryrTask Descnptlon and Procedure Main Estimate:
Task ~ ! Traln,ng Interaction Timing In :

I A.ld
!

Pattern(s) MinutesI

! · Trainer demonstrates entenng party data from
Within the case document

I Trainer demonstrates entenng representativeI •

! data from within the case document

· Trainer explainS that the partiCipants '11111 get I
I extensive practice In creating party and

\
I I
I representative documents In later components of I

the course but that they are gOing through the ,
basIc steps fight now In'order to complete the
new case docume'lt and be able (0 confirm/save I

It I

· Trainer demonstl ates ;;lE-ps for transferring party !
names from the party documents lo the case

1document (computing party names In the cas"
document)

· Trainer demonstrates thE- steps for confirming

I
and saving a case document

I · Trainer fields questions (both at thiS stage and at
I appropriate pOints throughout demonstrallon) :

· Throug~'lOut thiS demonstration, the trainer will I
I follow the detailed steps In the User's GUide,

!! pages 29-52 I

3 I Worksheet Preparing case data for application Trainer· I 25 I
16 · Trainer Introduces worksneet 6, clanfylng PartiCipants

purpose and activity (whole I
I · Partici ants work In air to com letE- tn e

group)

BEST AVAILABLE COpy
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DAY 6
SESSION 2: APPLICATION: CREATING CASE DOCUMENTS
SESSION PLAN

'.~.'-~

. j

. :1

,.------<---,1:------------------------------------
Session Aim~ • To enable the participants to create and complete new case documents In the CI\1A

Case Database

To enable the participants to creale party documents from within the case document
and enter party data

To enable the participants to choose representative documents from within the case
document I
To enable the participants to confirm, save and close case documents \

To familiarize the partfclpants With the relevant section of the CMA User's Manual and
the steps presented for creating a new case document

-,
I

. I

Behavioral
objective( s)
Supported

Enabling
Objective(s)

8.3 Create case documents uSing the CMA Case Database. given case-related data. I
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 anc
accuracy

Initiate a case document

Enter case details

Enter party data (for Single-party and multiple-party cases)

Transfer data from party documents to case documents

Select or enter a case number

Confirm, save and close case documents

Util:ze the User's Manual to address questions and problems With case docum"nts

-I

Content to be
Covered

Materials

Steps for creating a new case document and related forms, and for conflfmlng and
saving case documenls

Worksheet 6 (from day 51sesslon 1)

User's Manual pages 33·59

35

Estlma,ed
Tlmrng In

Minutes

20

Trainer ­
PartIcipant
s (whole
group)

IndiVidual
work

Main
Interaction
Pattern(s)

I IndiVidual
I work'

i
I

ActlvltyfTask DeSCription and Procedure

i Application: entering party data

i. Par;:clpants follow tramer s InSlrUClIOC1S and steps In User's
I r-.'.anual ,~ages '::3-50 to create olalntlTI and defef'danl

foc~s from \'!Ithm the case:!ocur:1ent and enter party
details They enter data from Wor~sheet 6

Trainer monitors and prOVides hel;) as necessary

I ApplicatIOn: creating a new case document and entering
case details

Trainer reviews steps for creatln9 and confirming a new
case, eilcillng daia and steps from parliClpants as he/she
goes along and entering It mto the database

PartiCipants follow tramer's Instruclions and steps In User's
Manual, pages 33-59, to create a new case document and
enter case details. They enter data from Worksheet 6,

Trainer monitors and provides help as necessary

Trainer fields questions then eliCits what the participants
WI!! do next (guioes them towaros ,he response "enter
pa ":y cata") -, .. •

Relevant
sectl:;.1S of I
eM;".

Data 5"10\"1

I Wo'·,· eel

I 6-
I Par; : :ent
I PC,
I

, I
I
I

1 Wor"sr,,,ei
6 -

ActlJllyi 'I Malenal·
TasK II TralnlrJg

Aid

,
, i

·1

':l
~ .J

'-::
I

• I

0.:::
1

I
. I 71 BEST AVAILABLE COpy

PREVIOUS PAGEsBLANK
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hctlVltyl Matenal· ActlvltyfTask Description and Procedure Main ~s~lr.,ated

f- Task # Training Interaction Timing In
Aid Pattern(s) Minutes

! . Trainer fields questions. then elicits what the partlclpa:lts
will do next (guides them towards the response "enter

r' representative data") BI 3 Worksheet Application: initial steps for entering representative data IndiVidual 15 ~, '
~,~

6· Participants follow trainer's Instructions and steps In User's work

~;'\ -
Participant

I
Manual, pages 50-52. to enter/select representative data '"1

PCs from Within the case document
,

" 1

I
Trainer monitors and provides help as necessary ,,}

"3,.
Trainer fields questions, then el,clls what the participants

i I Will do next (guides them towards the response "transfer
J I party names and data Into main case document")

4 Relevant I Application: computing party names and data in the case TraJlier - j:
sections of I document Participant

1
CMA- I Trainer recaps steps for transfernng party names and data s (whole

JData show Into case documents group)

Participants follow trainer's InstrL1C(lons, and the :,teps In IndiVidual
~ Participant

the User's Manual pages 53-54, to transfer party names work
I PCs ,
I and data Into their case documentsI .1i

Trainer fields questions, then eliCits what the participants
.-. 1t/l[1 do next (guides them towards the response "confirm

'I

and save case") j,
4 Relevant I Application: confirming and saving case documents IIndividual 10 ,}

sections of I PartiCipants follow trainer's instructions and steps In User's work
CMA- Manual, pages 53-59, to confirm and save the case
Data show' document

IPartiCipant
Trainer monitors and prOVides help as necessary

Trainer fields questions
I

PCs I C"j
5 User's Home assignment and preparation for Day 7 I Trainer· N/A

Manual I PartiCipantTrainer asks partiCipantS to review pages 33-59 from the I
I

pages 29- User's Manual and note any questions to ask the trainer on I s (wbole
"; I52 the next day group)

Trainer gives partiCipants the option to bnng With them
actual case files from closed cases to enter Into the CMA
Case Database, thus allOWing them to work With real data ~ I
If pOSSible " 1

REMINDER COr.lplete relevant sections of the PartiCipant Observation Sheet In the Trainer's GUide

Rer.llnd partiCipants to complete relevant sections of Worksheet 1 ,I
NOTES: ',;~~'3

t

BESTAVAILABLE COpy
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DAY 7
SESSION 1: INTRODUCTION: VIEWING AND WORKING WITH CASE DOCUMENTS
SESSION PLAN

Session Aims I .

I

To review the steps for creatmg, completing, saving and confirming case
documents and related forms (see day 6)

To famillanze participants With the different views In the CMA Case Database
and explain the function of each

To famdlanze participants With the steps for accessing 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

~lr
t

l I

Behavioral
Objective(s)
Supported

8.4 View case documents, given different sorting crnena and categones, With a ,
high degree of ease, confidence and competence

8.13 Conduct search,operatlons In :he vanous CMA Databases given a sear:h
Item or crltenon. With a high degree of ease, accuracy and speed

8.14 Address questions and problems that allse while uSing the CMA
databases, given the CMA User's Manual as a reference tool, With a high
degree of confidence and accuracy

View cases categonzed by case number

View cases categonzed by SUbJect.

View cases categonzed by CirCUit

View pending/current cases categorized by year filed

View past/closed cases

Search for case documents by case number, subJecl or CIrCUit number

Utilize the User's Manual to address questions and problems With case
documents

Content to be
Covered

~=tl'J1tyl Materlal- ACllvrryfTask DescnptiOn and Procedure Main Estimated
I, Task ;: Training Interaction Timing in

I Aid Pattern(s) Minutes i
1 Worksheet Review: creating cases Tramer - 40

7 · Trainer presents Worksheet 7 and clanfles PartiCipants

Part:~i:Jant p'Jrpose and task (whole
pes · Par1IClpants work through questions In group)

Vvorksheet 7, answenng each question ~y IndiVidual

carrying out steps Involved at their computers ',"Iork
:

· Trainer monitors and prOVides help as .
ne~essary

!

\
· 81' completing all the queSl!ons In Worksheet 7

I \
par:lclpants will have entered a new case each

I Inte the CMA Case Database

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

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

The different case views In the CMA Case Database
-----------'0---- -----------

Materials Worksheet 7

User's Manual pages 60-69 and pages 186-1~_._-----------

i Enabling
Objectlve(s)

"1;r'l, ,
, I

"

,'1
) :
• j

':"Y.

1I ,
~. J

<'L

I 1
j I

. 1

73
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Actl'llly: 1 Matenal- ActlvltylTask Descnptlon and Pro~e::ure Main Estlmatec
Task II I Training Interaction Timing In

.! Aid Pattern(s) Minutes

1

I
oj

I
!

1
~ J

r,,
;

. "

I
l,

l;~l
~ -J

45Trainer ­
PartiCipants
{whole
group}

Trainer demonstratesJhe follOWing views

cases sorted by case number

cases sorted by subject,

cases sorted by CirCUit r1umoer,

pending/current cases soreed by year
filed/commenced.

past/closed cases (see pages 1:3- ~ eI 0 f
the User's Manual)

Trainer reviews the functIOn of the symbols used
to Signify different types of documents

r: or each of the above Views, trainer
demonstrates the different types of documents
Included under the view 10 question, the relevant.
view sub-classifications, and the I)'pes of
Information prOVided 10 the view panel

Trainer f,elds quest,or1s after demOr1strallng each
view

TralOer demor1strates steps for CCr1ducting
search operatIOns under different Vlev,'s uSlOg
the sortlr1g cntenon of each view (number,
subject O~ circuit number) to conduc; ::le search

Trainer explains to the parllClpams ti-,a: :hey will
""ork e>rtenslvely With the diffErent vle ..,s after the
break, and throughout the tralnln9

Throughout the demonstration tr1e trainer Will
follow thE steps presented In the Use~ s manual,
pages 60-69 and 186-1 B7

Trainer tranSitions by saylOg tnat nOVI

partiCipants will view all the case data they have
entered Into the CMA Case Database and work
With this data

Trainer asks partiCipants to follow steaS of
demonstrations In the CMA User's Manllal,
starting page 60

Demonstration: main views in the CMA Case
Database

I
I .
I

I.

iI·

I
I
I

!

I
!

I

I

3 Relevant
sections of
the CMA­
Data show

2 : N/A i_ead in: working with views in the CMA Case Trainer - 5
Database PartiCipants

(wnole
group)

.1
!

i
~

n.
i
J
~

~
,j

"\

NOTES:

,l
I

~,

'1

-1'
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

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?

4, What is the default value of the field "case status"?

5 What IS the default value of the field "location of case file"? What does the user do to

change this value')

6 What action button does tile user click In order to create party forms?

7 Where does the CMA system get data for the representative of each party?

5 How can a user create a new representative document from Within the case
document?

9, How can the user transfer party names and data to the original case document?

10 How does a user confirm a case?

11 What hap::Jens if the user attempts to confirm a case before completmg the related
party dO::-'::llents/data? " ' ..

12 What ha;;:::ens If a user attempts to save a case Without haVing confirmed It?

75
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DAY 7
SESSION 2: APPLICATION: VIEWING AND WORKING WITH CASE DOCUMENTS
SESSION PLAN

1.. 1

To review and reinforce the steps for creating completing. saving ano
confirming case documents and related forms

To enable participants to work With tne different views In the CMA Case

Session Aims

Database

I • To enable participants to access case documents and related forms from
different views,, · To review the symbols used In the CMA to mark different types of casei
documents and related forms

i
I Behavioral · 8.4 View case documents. given different sorting cntena and categones. With a I

i Objective(s l high degree of ease, confidence and competence I
Supported · 8.13 Conduct search operations In the various CMA Databases. given a searcn I

Item or cntenon. With a high degree cf ease. acCuracy and speed

I· 8.14 Address questions and problems that anse while uSing the C(V1A
: databases. given the CMA User s Manual as a reference tool. With a high I

degree of confidence and accuracy I
, I

I

Enabling · View cases categorized by case number
I Objective(s)

,
I · View cases categorized by subject.
! · View cases categorized by CirCUit
! · View pendll1g/current cases categonzed by year filed

, · View pastJclosed cases

· Search for case documents by case number, subject or circuit number i
i · Utilize the User's Manual to address questions and p;~blems With case I
, documents I

I

Content to be · ReView of steps for creating, completing, saving and confirming case,
Covered documents

: · The different case views In the CMA Case Database.

Materials · CMA User's Manual pages 60-69 and pages 186-187 I
I

· Real case files from closed cases, crought by par;lclpants to the training (If i
an~) :

, \, '
I

'1

?
{

""l

I
I,

"'9
'\
j

I ACllvltyl
Task ~

Materlal­
Training
Aid

ActlvrtylTask DeSCription and Procedure Main
Interaction
Pattern(s)

Estimated
Timing In
Minutes

.."
';

Relevant
sections of
CMA­
Data show

Pai, : ~ant

pes

Application: working with views In the Case
Database

Trainer repeats demonstration of dlITerent case
views In the Case Database, per vie...,'

Participants follow trainer's Instructions and
ste;Js In User's Manual. pages 6a~S9' 2:ld pa'ges
135-187. to work With different views In the Case
D2:abase and observe first-hand the ~ocumenl

c:asslf,catlon and Informatlon provide: under
eacn VleVI

Trainer monitors and provides help as
necessary

Trainer fields questions

I Tralner-

I Par1IClpants
, (whole

.\ group)
IndiVidual
worKI .

45 j

..J

'I
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Actlvltyl I Matenal- I ActlvrtyfTask Descnptlon and Procedure Main Estlmatea
Task; I Training I InteraclJon Timing In

I Aid I Pattern(s) Minutes!

2 i Participant I ApplicatIOn i.and reinforcement: creating case Individual 35
PCs- I documents work

I
I

Case files I • Participants use real case fdes or create I: or data I imaginary case data (see Worksheet 5 for a Icreated by I model) to create case documents and relatedI Ii participants
I party/representative data In the CMA Case I !

I
Database

I I! · Trainer monitors and provides help as

I I necessary I
i 3 Participant

I
Further practice: working with case views Individual

1

10 :
I PCs · Trainer asks participants to use the different practice
I

work views to look for summary data related to

I the new cases they entered In this sessIOn I

I • PartiCipants practice conducting search
I

I
operations for different case documents by

!number subject and CirCUit number under the
I different case views

,

I I' Trainer monitors and prOVides help as
\
I

!
I

necessary !

i

4 User's Home assIgnment Trainer - N/A
I

Manual · Trainer asks participants to review pages 60-69 Participants I
pages 60- and 186-187 of the User's Manual and note any (whole i
69 and questions to ask the trainer on the next day group)

I 186-187 !-
REMINDER Complete relevant sections of the PartiCipant Observation Sh:eei In Ine Trainer's GUide

NOTES:

77
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DAY 8
SESSION 1: INTRODUCTION: EDITING AND PRINTING CASE DOCUMENTS
SESSION PLANr

r-
\

J
'")
J

.'T'
I

j

"I

, Session Aims

Behavioral
objectlve( s)
Supported

Enabling
Objective(s)

Content to be
Covered

To familiarize participants with steps for editing case documems

To familiarize participants with the function of refreshing case documents

To familiarize partiCipants with steps for editing party documents from within case
documents

To familiarize partiCipants with steps for updating case status

To familiarize participants with steps for printing case labels and case-related forms

8.5 Edit and update case status In eXisting case documents, given case number
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

6.14 Address questions and problems that arise while uSing the CMA data!:Jases
given the CMA User's Manual as a reference tool, With a high degree of confidence
and accuracy

Open and edit an eXisting case document

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-editable print versIOn and the editable full version of a case
document

Utilize !he User's Manual to address ouestlons and problems With case docume'1:s

Answer any questions raised on the home aS~lgnnient.otthe pre;vl;us day

Editing cases
I
I· Pnntlng case documents

. l
;

Materials CMA User's Manual pages 70-79

I
d

.. 1
I

m.nJS .Clt c_s. aCllon butrer, ~JI.hrn .as. ~
docu~ent, and double clicking case document
after It opens In read only mode) Trainer POintS
out that different users may choose the metnod
that they feel most comfortable with L- --'- _

.1

I

Actlvltyl Matenal- ActiVItyfTask DeSCriptIOn and Procedure Main Interaction

I
Estimated

Task ;: Training Pattern(s) Timing In
Aid Minutes

1 I N/A i Lead In editing and printing cases Trainer - 5
I PartiCipantsI • Trainer Introduces alms underlying seSSion, and
I connects It to prevIous sessions where (whole group)
I

I
partiCipants created case documents and
entered data Now, they Will edit and prrnt thiS,
data

2 Relevant Demonstration: editing and refreshing existing Tramer - 20
sections of case documents Participants
the C~,'':' - . Trainer selects cases and opens tnem (different (whole group)
Data s~ J'N methods)

I -.. .. TraIner oemonstrates steps for accessing I II editable verSion of case document I"edl:" from
I " , .. c ~ c" , , r ~

I

-\

'~

r

,
:
-\

"'\.
I

I
L

BEST AVAILABLE copy 78
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; 1
"J

Matenal·
Training
Aid

ActlvrtyfTask DeSCription and Procedure Main
Interaction
Pattern(s)

Estlmatea
Timing In

Minutes

15

25

fralne r •

PartiCipants
(whole
group)

Trainer.
Participants
(whole
group)

Demonstration: updating case status

Trainer demonstrates steps for updating case
status

Trainer makes one or two edits In a case
document

Trainer demonstrates different methods for
refreshing a case document (F9 or "refresh"
Icon),

Trainer fields questions

Trainer explains to partiCipant that they Will
receive extensive practice In editing case
documents after the break

Throughout demonstration, trainer follows steps
presented ,n the User's Manual, pages 70-73

Demonstration: editing 'party documents from
within a case document

Trainer demonstrates accessing party
documents frorr' Within case doc:;~e:1! (:ev:e':.':

Trainer makes a few edits In party documents
(e g telephone number)

Trainer again demonstrates refreshing case
document to reflect changes made ,n party
documents

Trainer demonstrates steps for changing party
names and repeating procedure for computing
value In party fields In the main case document

Trainer fields questions

I
I •
I
I
I

Relevant
sections of
the CMA·
Data show

Relevant
, sections of

the CMA­
Data ShOw

3

Trainer explains restrictions to updating case

status (p 73) I
Trainer fields questions

-S---'--R-e-I-ev-a-n-t--+'I-D-e-m-o-n-s-t-r-a-ti'o--n-:-p"':r-in-t-i-n-g-c~-s-e-d-o-c-u-m-ent-;----1'-:-=-1r-a-,n-e-r-.--+I-::2-::5----

sections of • Trainer explainS concept of case 120els ,Participants i
the CMA - (whole
Data snow Trainer demonstrates steps for pnntlng case 1

labels group
:Pnn:er

, 4

'OJ

! I! i

~

['1
I I
, I

',r:)
• I
1 I

'I'; )
I I
~ I

~l1
1

:J
I I
I I
1 '
"J

Trainer demonstrates SWitching between pnnt
version and full version of the case document

Trainer prints several case documents and

Circulates them to partiCipants for their
reference/review

Trainer fields questions

Throughout demonstrallon, trainer follows steps
presented In the User's Manual, page~ 74~{9

NOTES:

:i\
I

I 79
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DAY B
SESSION 2: APPLICATION: EDITING AND PRINTING CASE DOCUMENTS
SESSION PLANr:

1 .

~
i'
1

n
I

'''i
I',
1
, 1

Session Aims

i Behavioral
I Objective(s}ISupported

I
Enabling
Objective{s)

Content to be
Covered

Materials

To enable partlclp~nts to edit case documents

To enable partlclpi,nts to refresh case documents

To enable jJartlclpants to edit party documents from within case documents

To enable participants to update case status

To enable partiCipants to prJnt case labels and case-related forms
,-'-'-------------;

6.5 Edit and update case status In eXisting case documents, given case numoer,
details and new status, with a high degree of accuracy

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

6.14 Address questions and problems that allse while uSing the CMA databases, given
the CMA User's Manual as a reference tool, with a high degree of confidence and
accuracy

Open and edit an eXisting case document

Open and edit party documents trom an eXisting case

U;:;date cas" status

Print case labels

Convert case documents to pflnt form

Prlfl( case forms and documents

SWitch between the non-editable prrnt version and the editable fuJI version of a case
document

Utilize the User's Manual to address questions and problems with case documents

Editing cases

Printing case documents

Or,golng ~;aJnlng Assessment Form

CMA User s Manual pages 70-79

I

J
'1

\

J

i,
~:
1_

.~

I ActlVltyl
Task II

Matenal­
Training
Aid

Relevant
sections of
CMA­
Data show

Partl:lpant
pes

ActlvltyfTask Oescnptlon and Procedure

Application: editing and refreshing case documents

Trainer bflefly demonstrates three methods ior converting
a case document from "read only" to "edit" mode
PartiCipants follow steps at their computers

Trall1er bflefly reviews steps for edltmg saving and
refreshlflg case documents

Trall1er sets up application task by asking each participant
to open and edit the case documents he/she had created
on the prevIous days

PartiCipants follow Iralfler's instructions and steps In User's
Manual, pages 70-73, to edit and refresh own case
documents -, -

T:alner mor.ltors and ,orovldes help as necessary

Trainer flelcs questions

Main
Interaction
Pattern(s)

Trainer.
PartiCipant
s (whole
group)

Individual
work

EstJrnated
TIr.1lng In
Minutes

25

"1
1, I

]
, I
~ J

BEST AVAILABLE COpy 80
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I Trainer -
I PartiCipants
i (whole
I group)

IndiVidual
work

I Tramer-

I
PartiCipantS
\whole

I group)

\
lndlVlduai
work

;
I

I
I
I
I
I
I
i

---------------;------~-
ActlvltyfTask Descnptlon and Procedure i Main

IInteraction
Pattern(s)

Application: printing case documents

Trainer bneRy reViews/demonstrates steps for pn"tlng case
labels

Trainer sets up application task by asking partiCipants to
pnnt case label for own case documents and add the case
labels to their training files

I' Tramer briefly reViews/demonstrates steps For converting a
case document to pnnt verSion and pnntmg fmal form

PartiCIpants follow trainer's Instructions and steps m User's
Manual, pages 74-79, to pnnt own case documents and
add them to their training files

Trainer monitors and prOVides help as necessary

Tramer fields questions

Application: editing party documents from within case
documents

Trainer bneRy reViews/demonstrates steps for ed,tlng party
documents from Within a case document

Trainer demonstrates steps For refreshing case document
to reflect changes or repeating procedure to
transfer/compute party names and data Into the main case
document.

Tramer sets up application task by asking partiCipants to
open and edit the party documents related to the cases

I they had created on the prevIous days

I' Participants follow trainer's Instructions and steps In User's
Manual, pages 70-73. to edit and reFresh own party

I documents

I Trainer monitors and prOVides help as necessary

I. Trainer fields questions

PartIcIpant
PCs

Relevant
sections of I
CMA-
Data show

Participant
PCs

Relevant
sections of
CMA­
Data show

3

2

Aclivilyl ; Matenal­
Task # . i Training

i Aid

''}

,I I
1 '.. J

:':1.

J \
'1,,1

1'1
i 1

~ I, I

~.

J1At
.J

-'-"''!l.,
~
\,1

, 'I, \
',.J

Com::>lete relevant sections of the PartiCipant Observation Sheet In the Trainer's GUide

Remind par1IClpants to complete relevant sections of Worksheet 1.

REMINDER

Home assignment Trainer -

Tramer asks partl~lpants to review pages 60-69 of the PartiCipants

User's Manual and note any questions to ask the trainer on (whole
the next day group)

t N/A

I
Tralner ­
PartiCipants

I (wnole

I
group)

IndIVidual
I assessment

Administration of ongoing training and assessment

Trainer dlstnbutes Ongoing Training il.ssessment Form
and c1anfies purpose

Par1I~lpants complete and hand In training assessment

On-gomg
Training
Assess­
ment
Form

User's
Manual
pages 5Q­

69

4

I 5

{.
I I

~~ I

NOTES:

I, I
l •
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CMA DATA ENTRY TRAINING
ONGOING TRAINING ASSESSMENT FORM

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

Use the follOWing rating scale to assess each of the Items below.

4 Fully agree
3 Usually agree
2 Sometimes disagree
1 Disagree completely

Use a check mark (v) to indicate your rating for each Item

g) The training venue IS well eqUipped

1

J

J

,'J
i

I \
I ---T-I~

· .. 1

I

There is sufficient use of visual and other training aids to make
the concepts underlYing the training acceSSible .

There IS an adequate balance of presentation on the part of the
trainer and practice on the part of the participants.

I e)

! f) The training starts and ends on time .

a) Each training session has a clear aim and focus

I

d)

I

I c) The training makes the technical aspects of the CMA clear

Ib) The content In each training session is suitable with regard to
I the time available.

.
I

.\

-1-
!
I

.,
I
j

(

r
\

h) There IS adequate technical support throughout the training

I
i

sessions to address any technical problems with the computers I
or the software ,

i I) The trainer uses effective training methods to SUll the

I I IpartiCipants' learning needs. ~

: J) The trainer gives sufficient examples.

1 I I ,

i k) The trainer has good rapport with the partiCipants. I I I
I I !

: I) The trainer provides ample opportunities for participants to ask
! ! I

quest:on~.
-..

i

'1
1

~ !

What, in you' opinion, would make thiS training more effective?

, 1

I

I

i
I
1

82
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DAY 9
SESSION 1: INTRODUCTION: CREATING EVENTS IN THE CMA CASE DATABASE
SESSION PLAN

OHT12

CMA User's Manual pages 81-99

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

How the CMil. system handles case evems

Creating events In the Ci-.1A Case Database'

Types of events In the Case Database

Confirming events

NotifYing CMA users of case events

8.7 Create and confirm events. gIVen case detads and event schedules/·....n:;e.~
notifications with a high aegree 01 accuracy

To familiarize participants witt: CMA features tor handling case events

To Introouce participants [0 the two metnods for creating new events from W::",,, a
case document. or from case views

To famillam:e participants with the types of fields In event documents

To familiarize participants with the different event forms In the CMA Case Da:a::ase

To familiarize participants with steps for confirming events

To familiarize participants with the process for notifying other CMA users of case
events. and enable them to access received event notifications

To demonstrate the use of the CMA for sharing information about case details and
events .

I
i. Tra:ner ~elds cuestlons

Materials

Content to be
Covered

Session Aims

, :":::IIVl!y!

I
Matenal- Actlvrryrrask Oescnptlon and Procedure I r\i1aln i Estlma~€d I

Task ~ Training I InteractIOn

i
Timing In I\, Aid I Pattern{s) Minutes I

1 I N/A I Lead in: case events Trainer - I 5

!
. Trainer eliCits from partiCipants the deflnlilOr. and PartiCipants I

i Importance of events In the CMA (review from day 1) (whole I
i I group) I
I 2

I

OHT '~-

I
Introduction: how the CMA handles case events Trainer - 10

OHP . Trainer uses OHT 12 to diSCUSS the features of the CMA PartiCipants

system In handling case events, unmasking one POint at (whole i
I a lime -.. . group) I

I Behavioral
Objective(s)

-:.s_u.::p-,-p~o_rt_e_d .;- ._ -_.-----~-- .J

I Enabling Create an event from a :3se document

I Objective(s] 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

Save and close an event document:. \
, \

'''1.\

" )

J

Rei" -~. I
sec;:~:sof \
CM;'·
Data s~ow I

I
I

Introduction and demonstration. creating event
documents

Trainer demor.strates steps for creating an event
document from within a case document. uSing actIOn
button "create event" In action bar

Trainer ­
PartiCipants
(wnole
group)

30

T,

1
I

l
f.
I

83
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\
ActiVity, Matellal- ActlVlty(fask Descnptlon and Procedure Main ESilmatei:J
Task FI Training Interaction Tlmrng In

[1r ,
Aid Patter~(s) Minutes

I ~ \ . Trainer highlights the function of the dialogue list
;:i!

providing users with a logically sequenced list of '!vents
r~·~· • per case type

r?1I ~
Trainer demonstrates completing the fields for one event f!;. i.
type (of type "document"), explaining the types of fields
and the data to be used

c~ i • Trainer hlghlrghts the CMA system's potential In
'I,

i l • jI ~ i computing several fields In the event document from data

I-
already entered in the related case and party documents

11
Trainer demonstrates attaching another document or file

I
,

to an event document (both for attaching external j,
documents by uSing the "attach document" hotspot, or I ~,J

for attaching CMA-speclflc documents by uSing ,I/:, document links from menus) I I
! i Trainer demonstrates creating a new event document

I i
from Views, uSing action button "create event"

I

Trainer demonstrates accessing a case document from I
11 I

I within the event document attached to It !
Trainer demonstrates saving an event and hlghlrghts the
entry that appears In the embedded view of ttle related

-~

I

case document, and In the different views of the Case I
I

I
Database Trainer highlights the symbol used for pending ,I

\ events, as opposed to past events

--; I Trarner fields questions and explains that participants Will

I
receive extensive practice In creating events after the -j
break

I
Trainer follows the steps presented In the User's Manual,

I pages 81-99

4 Relevant Introduction and demonstration: types of event Trainer - 15
sections of documents in the CMA system PartiCipants
CMA- Trainer goes through the types of event documents (whole,-
Data show. avarlable to users In the CMA system, bnefly explarnlng group)

the fields and types of data In each J
Worksheet Trarner directs participants to relevant pages In User's

I 13 Manual explaining the different types of evenls In the"\ I

'''1L I
CMA

Trainer fields questions

5
I

Rele;a:H I Introduction and demonstration: confirming an event Trainer - 1Q
'~

sectlD'1S of \_ PartiCipants

l_
Trainer demonstrates steps for confirming events

I CM:, - hlghlrghtlng necessary data that must be available for an (whole

I Data s,ow I event to be confirmed, group)
, !

Trainer completes operation and Shows change In

L
i

I
symbol In the embedded view In tD,e, rel~ted case
c:Jc'Jment

I Trainer fields questions
I,

t
t}

"' .'.l
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..
(

1
l



I'
INTERCOM
ENTERPRISES

AC[I,,,ty'
Task ;:

Matenal· II

Training
Aid I

ActlvrrylTask Descnptlon and Procedure Main
Interaction
Pattern( s}

Estimated
lIming In

Minutes

.. ,

n
~)
; I
'. 1

• f, I
I :
: I

5

I

.1
I

Relevant . [Introduction and demonstration: notifying CMA users of
sections 01 i case events; refreshing event documents

CMA· Trainer demonstrates steps for sendmg mali to users to
Data shOW ! .notify them 01 case events

!
I' Tramer sends event notlficalJon to all participants (whole

user group 10 CMA Address Book) as well as to
himself/herself (to be able to access mall later on and
demonstrate steps to partiCipants)

Tramer reviews with p'artlclpants the steas for accessing
received mall and accesses event notification from own
mbox. Trainer opens attachment and bnngs up r"levant
event form

PartiCipants follow tramer's mstructlons to access new
event notification from their mbox.

Tramer fields questions

Trainer·
PartiCipants
(Whole
group)

Inolvldual
work

2J

· ~

, 1
i {
; i

· i;
:' I
I l"I., ,

"j

,~ I
· I
l .... )

.' ~ '1
· I., ,
i :

,

tl
~,J

'1
")

; i
I :

NOTES:
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OHT12

HOW DOES THE CMA DEAL WITH
CASE EVENTS?

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

• It provides users with a list of possible
events per case type, sequenced logically
and chronologically .

• It suggests to users the next eve.nt to
complete per case type, and allows them to
choose a different event.

• It classifies all case events as past or
pending events, which facilitates
monitoring case progress.

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

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

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

86
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DAY 9
SESSION 2: APPLICATION: CREATING EVENTS IN THE CMA CASE DATABASE
SESSION PLAN

~"

, I,

Session Aims

Behavioral
Objective(s)
Supported

Enabling
Objective(s)

To enable participants 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

To famillanze participants With the d<fferent event forms In the CMA CaSE
Database

To enable partiCipants to use the steps for confirming events

To enable partiCipants to notify other CMA us:rs _o_f_ca_s_E_e_ve_n_t_s _

8.7 Create and confirm events, giver. case details and events schedules/written
notlficalions, With a high de9ree 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

Save and close an event document

~: ;

Content to be
Covered

Materials

How the CMA system handles case events

Creating events In the CMA Case Database

Types of events In the Case Database

Conflrmmg events

Notifying CMA users of case events

CMA User's Manual pages 81-99
'i
I,

: i. 1
ACII\.'IIYI

Task ;;
Matenal.
Training
Aid

ActlvrcyfTask Descnpilon and Procedure Main
interaction
Palternls)

Estimated
Timing In
Minutes

10

15

Trainer ­
Participants
(whole
group)

IndiVidual

Trainer ­
PartiCipants
(whole
group)

IndiVidual
work

Applicalion: creating and saving event
documents

Trainer repeats steps for creating an event
document of type "document",

PartiCipants follow trainer's InstructIOns and
steps In User's Manual to create an event of type
"document" for one of the cases they had
entered during the prevIous training days

PartiCipants save event document.

PartiCipants refresh case document

Tral~er monitors and prOVides help'as •
necessary

Tra'C1er fields c:..est,ons

, Application: confirming an event

Trainer repeats steps for confirming an "vent
and nlghlights cr;ange In event
symbol/Significance

I
I
I
! •

CMA·
Data S-,J ....

Partlcl~a~,:

Kele, ~_ .

sectlc,"''S of

Relevant
sections of
CMA­
Data snow

Partlclcant
PCs

, 1

• !

87

1
{

BEST AVAILABLE copy



I Trainer. I 20
Participants
(whole
group)

IndiVidual
I work

I N T ERe 0 1\1
ENTERPRISES

---------_.
ActlVltyl Matenal- ActlVftyfTask Descnptlon and Procedure
Task # Tralfllng

Aid

P;:s Participants follow tralne(s Iflstrucllons and
steps In User's Manual to confirm the event

I
document they created In the prevIous activity

(
and change Its status to past event

Participants refresh case document

... Participants access embedded view Ifl case
document and observe change In event symbol
to accompany change of status

Tramer mOnitors and provides help as

'1 necessary

\
Tramer fields questions

, 3 I Relevant I Further practice: creating and confirming events

~~ Isections of I Participants repeat steps from actiVities 1 and 2

.1
CMA· to create three or four more events tor the caseS
Data show they had enlered on day 5 Participants complete

, different types of event documents, refernng to
I Participant relevant sections of the Use(s Manual tor

\

pes gUidance as necessary

PartiCipants save event documents

""1
PartiCipants confirm one or two of the new

r events

PartiCipants refresh case document

Tramer monitors and prOVides help as
~ necessary
f I Trainer fields questIOns
{

4 IRelevant Application: Notifying CMA users of events
sections of PartiCipants follow tralne(s Iflstrucllons and
CMA- steps In User's Manual to notify each oUler of
Data show one or two of the new events they created (one

participant notifies one other partiCipant). ,
" Participant

pes
PartiCipants access received mall notification

Partlclpams review steps for respona:ng to mall

PartiCipants respond to senders of event
notifications

Mam
InteractIOn
Pattern(s)

work

IndiVidual
work

Estlmatec
Tlmmg In

Minutes

45

I

,,,j

j

J

i,
.. ,

'j
j

.J

,.;
!

(:-:),e,e relevant sections of the ParLlClpant Obs1!rvatlon St,eet In the Trainer's GUideREMINDER

[

i
1.

1.
r'

,
I

5 User s
Man-..;c!
pages ~i.

88

Trainer monitors and prOVides help as
necessary

Trainer fields questions

Home assignment Trainer -

Trainer asks participants to review pages 81-99 PartiCipants
and note any questIOns they might want to ask (whole
the trainer on tne next day group)

NIA

:~

i
.J
I

..
\
r

NOTES: ]
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DAY10
SESSION 1: INTRODUCTION: VIEWING PAST AND PENDING EVENTS
SESSION PLAN

--------r-------------------i------------,
Session Aims I'. To familiarize participants with the different c1ass.flcatlons of past event

documents and related details/statistics under different Views

! 0 To faml:,anze participants with (he different classificatIOns of pending events
I and relared details/statistics under different views

To familiarize participants with the case monitOring function of different event
views

View past events under different sortmg criteria

View penoing events' under different sortmg cnterla

Use event views to monitor case progress

8.8 View past and pendmg events. given different sorting cmerla and
categories, With a high degree of ease. confidence and competence

, Enabling
: Objective(s)

I
Behavioral
Objectlve(s)

i Supported

Content to be
Covered

,~

1 ,

1 ;

i

C- -!- , ._ ---------- -------------1
Answer any questions raised on the home assignment of the prevIOus day 1

Views for past events In the CMA

Views for pending events In the CMA I
MonitOring function of event views i

e-M_at_e_r_ia_l_s ----J. C_M_A_U_s_"-r_'s_M_a_n_u_a_l_p_a_
g
_e_.s_1_0_0_-_1_1_9 1

'1
J

I !
I

!,
~ 1

:

- i, !
.. ,
,)

I
• I
.. I

-
I ACtiVity! Matenal- ActlVCtylTask DeSCription and Procedure Main Estimated

I
Task ;; Training Interaction Tlmmg in I

Aid PatternisJ Minutes

I 1 Relevant Introduction and demonstration: viewing past Trainer to 55
I sections of events Partl CI pa nts

! CMA- 0 Trainer reviews the Importance of vlewmg and (whole

: Data show tracking ::ase events, and pomling out how the group)

CMA fa::llitates these tasks

Ii 0 Trainer cemonstrates different views for past

i events In ,ne navigation pad

II · Trainer clicks on each view and goes through
I types of aocuments and mformatlon classl~ed
1 under each view In the view pad

I · Tramer explains the parameters/sources of data
that the CMA uses in order to calculate the

I
statistical information under different Views, and:

i highlights the Importance of accurate data entry
Into case documents in the ~rst place In order for
these statistical breakdowns to be valid/reliable

· Trainer e:lclts from partiCipants the purpose of
I

proVldln" ihls information -. '.. .

i
0 Trainer foelcs questIOns

0 Tnroughout demonstration, trainer follows steps

I and ,nformailon In the Trainer's GUIDe pages

I
I 100-119

I
t, I
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35
IMalll

Interaction
Pattern{sl

Introduction and demonstration: viewing pending Trainer to
events Participants

Trainer demonstrates different views for pending (whole
events In the navigatIOn pad group)

Trainer clicks on each view and goes through
types of documents and mformatlOn classified
under each view In the view pad

Trainer eliCits from participants the purpose of
providing this information

Trainer fields questions

Tramer explains that participants will receive
extensive information In uSing/working with event
views after the break

::(elecant
sections of .

CMA. i, •

Data snow
I, .
!

-------------:~:-=----
':'C[IJlty Material· ,Actlvrlyrras~Description and Procedure
TasK; Training

Aid

i',

r

..~

I

r
I
1

,
!
I

1

-'.

·1
(
J
I

"\

,)
I

I
l.
,
I,
:
'.

)
I

:~

i
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OAY10
SESSION 2: APPLICATION: VIEWING PAST AND PENDING EVENTS
SESSION PLAN

Session Alms · To enable participants to observe me different classifications of past even{ oocuments
and analyze related detalls/stallstlss under dIfferent views :

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

analyze related detalls/stalistlcs under different views 1

To famillanze participants with the monltonng function of different event Views
I

0
I

Behavioral · 8.8 View past and pending events, given different sorting cfllena and categones, with a
Objective(s) high degree of ease. confidence and competence

\ Supported · 8.14 Address questloris and problems that anse while using the CMA databases given

I the CMA User's Manual as a reference tool. with a high degree of confidence and

I
accuracy

I Enabling 0 View past events JJnder different sorting cntena
I! Objective(s} 0 View pendIng events under different sorting cnterla

I 0 Use event views to monitor case progress j
Utilize the User's Manuai to aoaress questions and problems with ,evem documents I

I Content to be · Views for past events In the CMA

Ii Covered
0 Views for pending events in the CMA

I · Monltonng functIOn of event views

I Materials · Worksheet 8
I · CMA User's Manual, pages 100-119
I

I 0

Actlvltyl Matenal- ActlvltylTask Descnption and Procedure Main

I
Estimated

Task t! Training Interaction Timing In

Aid
_.'

, Pattern(s) Minutes

1 I PartIcipant Application: viewing past events r Individual I <:;-
~O

PCs- 0 Trainer Introduces Worksheet 8 and c1anfies task work

Worksheet 0 Participants follow trainer's Instructions and steps In

i 8. Part A User's Manual to View past event documents and
I tnformatlOn classified under different VIews

I · Partlslpants use Worksheet 8 Pare J.. to reco:d the type \

I
I

of Information provided under ea~h event view I I
, · TraIner monitors and provides help as necessary

I
I I

l Trainer fields questions I I·
I2 ! Par:':loant Application: viewing pending events IndiVidual I 35

\ pes· · Participants follow tratner's Instructions and steps In work

Ii I
W:J",sheet User's Manual to view pending event documents and

!: 8 ;Jan 8 Informatton classified under different views I I
I

iI PartIcipants use Worksheet 8. Part '3 to record the type
\

I
· I

Df tnformatlon provided under each event view I

I· Trainer mO,1ltors and provides .~~Ip ~s n,ecessary I !, ~ - -- -

~ ".

. I
j

, i
i

<."
i
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Activity! Matenal- IActlvrtyrrask Descnptlon and Procedure Main Es:,ma,e;)
Task ~ Training Interaction TI"lng In

Aid i ~_a_tl_e_rn....:(_s....:J M_I_n_u_le_s__

Users Home assignment , i'ramer. ""~

Manual Trainer asks participants to review pages 100.119 of the Participants
pages 30.· User"s Manual and note any questions they rrllgh; war.; to Iwhole
107 ask the trainer on the next day grouPI---------------REMINDER (o'nple:e relevant sections of the PartiCipant Observation Sheet In the Tralner"S GUide

NOTES:
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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.

r-,
I

I I
i

r',
i ~
I i
.1

VIEW TITLES FOR PAST
EVENTS

TYPES OF DOCUMENTS TYPES OF INFORMATION AND
SORTED UNDER EACH VIEW STATISTICS PROVIDED UNDER,

EACH VIEW

T

':.'<:.

i ,
II
L.>

\ I,

r~

i

''lJ

r

1,---
I
I

"

I
I

.~ ~ --L _
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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 d,ocuments classified under this view. and
the information/statistics that the view provides.

r
r

r
"

VIEW TITLES FOR PENDING
EVENTS

TYPES OF DOCUMENTS
SORTED UNDER EACH VIEW

TYPES OF INFORMATION AND i
STATISTICS PROVIDED UNDER I
EACH VIEW

"1

J

'--------------......,-------_. ----- ------ _._-----=-------,
1

i
~. J

,

r
-r
f
!

,
(

1

"

I
i

;

L
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L
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I
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DAY 11
SESSION 1: INTRODUCTION: EDITING EVENTS
SESSION PLAN

Session Aims

Behavioral
I Objective(s)

Supported

I Enabling
i Objective(s)

I
!

,
I 0

I 0

To famlllanze participants With steps and operations for editing eve'nt
docv~e"ts

To review data entry operations In event docLlments

8,9 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 eve.nt documents

t,
j

- I
J

, Content to be
Covered I

, 0 Answer any questions raised on the home assignment of the prevIous day

Editing events and refreshing documents

Matenals?-,
I I
r
, \
I i

?1
.( !

~\

(

-, !
I I

I

"';
I
i I

j !
!

''l',
I
I
1 ;
, I

(,
l I
" I
'::l
j- I
1 ,
1 !

j ';
, i
;, !

r·,
o I
, 1

I
CMA User's Manual, pages 120-123

'-----_l.--- _

I -----
ActiVity, Matenal-

I
ActlvltyfTask DesCrIptIOn and Procedure Main Estimated !Task # Trainlrlg Interaction Timing Irl

Aid I Pattern(s) Minutes i

I
-

1 N/A Lead-In: editing events Trainer to 5:
PartiCipants

,
0 Trainer leads In by saYing that, so far In the

training, the participants have practiced creating' (whole

! and viewing events Today, they are gOing to group)

become familiar with the steps for editing eXisting,
events and updaling their status;

I

3 Relevant Demonstration: editing events and refreshing Trainer to 50
sections of documents PartiCipants
CMA- 0 Trainer demonstrates stEps for opening eXisting (whole ,
Data show event document and converting It irom "read group)

only" to editable mode from Within a case
document, and from views

,
Trainer demonstrates editing event documents,0

saving changes, refreshing related documents
and Views and prrntlng event documents from
menus

0 Trainer opens up case and event Views and

I
snows how changes In the data In e'. en! i

documents IS reflected In the different views I

Trainer snows participants data at me aollom of I
each e'vent do:~:-nent capturr;]g ~.:~.: ;;~aje'the I'
last change In the document and 'line;] the
change was made

Trainer fields questions

Tralrler follows User's Manual, pages 120-123

95
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NOTES:

Matenal. i ActlvrtyfTasK Descnptlon and Procedure

I Training i
I Aid I

35

Estimated
Timing In
Minutes

Trainer to
PartiCipants
(whole
group)

Main
Interaction
Pattern(s)

Demonstration: editing data in different types of
event documents

Trainer repeats demonstration, editing different
types of data In different event documents

Trainer uses this demonstration to review
aspects like entenng different types of data,
updating event and case status on the baSIS of
new data, attaChing documents to events, and
manipulating rich text ftelds to highlight!
emphasize data In the "notes" field of each
event

Trainer fields questions

I
I

I

I·

I Relevant I
! sections of '

CMA- '

Data snow

I
, i

Activity:
Task ;I

3r

r
,

(

I

!
'I

'1
1. ,

,."" j

l
(
J

'L

('
J
L

.. ,"- ..

-~

r
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DAY 11
SESSION 2: APPLICATION: EDITING EVENTS
SESSION PLAN

1
. i
. i

Session Aims

Behavioral
Objeetive(s)
Supported

Enabling
Objectrve(s)

i
i •
II •
!

To enable P:lrllClpants to use steps and operations for editing event documents !

To provide participants with further p'actlce In data entry operations rn even:
documents

8.9 Edit eXisting event documents ~1"e:1 new event derails and status wltn a
high degree of accuracy

8.14 Address questions and problems tha: arrse while usrng the CMA
databases, given the CMA User s Manual as a rererence tool. With a high
degree of confidence and accuracy

Open and edit events from the full case document

Open and edit events from views

Update event status

Save changes to event documents

Utilize the User's Manual to address questions and problems With event
documents

Content to be
Covered

Editing events and refreshing documents

Materials CMA User's Manual. pages 120-123

I, aJn_r maOiLO. sand .arovldes h_.,., _,
necessary

Trainer fJelGs questions

I AclJvllyl Materral- ActlvrtyfTask Oescrrprtlon and Procedure Marn Estimated

ITask 11 Training Interaction Timing In

Aid Pattern(s) Minutes
,

1

I
Participant

I
Application: editing events and refreshing IndiVidual 45 !,,

PCs documents work
I

Trainer tranSitions by saYlOg that pa:.,clpantS Villi
--'

I ·
I now edit some of the events they had created for

their cases In prevIous sessions

· PartiCipants follow trarner's Instructions and
steps rn User's Manual, pages 120-123. to edit
event documents they had created, and refreSh

I
related documents and views I

I PartiCipants prrnt one event document each to I· !
I add to their training file i

I I
I · Trarner monitors and prOVides help as I

I I I
I

I
necessary

I Ii
! · Trainer fields questions

i 2 Partl:l~ant Further practice in working with event documents !lndlVldual 45
I

I
PCs · PartiCipants reView, through application. steps far work

creating new event documents They create all !I

, the types of event documents for their case i
tpes PartiCipants refer to relevant se::,ons ai

Ithe User's Manual as necessary •.. . !
I · Per:lclpants ejlt even: documen:s an: -eiresh
I e'Jent!case S!aluS 3S necessary
\ - Co - , - :.1 ..... ;:_

.,
I 1
i ;

1.. 1

i :

I-

I !
~ I

J ,

I '
.J

z
I ,

U
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r

i Actlvltyl
Task :I IMaterlal­

Training
! Aid

User's
Manual
pages 70­
110

IActlvrtyfTask Description and Procedure

i Home assignment

I. Trainer asks participants to review pages 80-123

I
In the User's Manual, thus bringing the section
on evems In the CMA to closure

I
'.. In preparatIon for day 12, trainer asks

participants to bring case files for closed cases
With multiple parties for data entry purposes This
Will depend on whether or not participants opted
for bringing actual case .fIles for prevIous
sessions In the training

Main
Interaction
Pattern(s)

Trainer ­
Partlclpams

I(whole

Igroup)

I
Estlmatea
TimIng In

, Minutes

N/A

·r
I

:.l
I

;==-

,
l"
I
L

;
i

"1

REMINDER Complete relevant sections of me Participant Observation Stleet In the Trainer's GUide

Remind participants to complete relevant sections of Worksheet 1

BEST AVAILABLE copy

98



Session Aims

-
/ "

i j\ I E k L 0 !\ i
ENT ERP RISES

DAY12
SESSION 1: INTRODUCTION: PARTY DOCUMENTS
SESSION PLAN

To review with participants the steps for creating case documents

To review with participants the steps for creating party documents

To familiarize participants with steps for creating multiple party documents pe:
case (plaintiff, defendant and other, actual and virtual parties)

, i -+__T_o.:......:e_n_a_bl_e--'p_a_rt_l_cl.:..p_a_n_ts_t_o--'p_r_e,--p_ar_e_c_a_s_e_a~n_d--,pc..a_rt..:;yC-..-da_t_a_f_o_r_ap,-,pc..I_lc-:.a_tl_o_n-:.ta....s....k.:..s__-i

I
Behavioral 8.10 Create and view party/liligant documents, given party data, with a high
Objective(s) degree of accuracy

i Supported

i Enabling
! Objective(s)

Content to be
Covered

! Materials

I

Create new party forms for a case

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

Access the full case form from a party document

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

ReView of case documents

Creating party documents

Creating multiple parties (different types) for a case

EnterIng representative data from within party/cas....e_d....o_c_u_m_e....n_t.:..s ~

Worksheet 9

CMA User's Manual page 124-125

•I,
I i

\
, ,

'?
J

'~

.1 i

'~-.
{'1I'

,

I ActiVity/ Material- Activityrrask DeSCription and Procedure Main Estimated 1I Task # Training Loteractlon Timing inI t

I Aid Pattern(s) Minutes I
1 N/A Lead in and review: party documents Trainer - 5 ,

0 Tralf1er explainS alms of session and eliCits from PartiCipants !

partiCipants the methods for creating party (whole 1

documents (from Within a case, or from views) group) I :

2 I Relevant Demonstration: creating case documents with Trainer - 40 i
" sections of multiple parties Participants

CMA- 0 Trainer reviews steps for creating a new case (Whole
I Data show document, eliCiting data from the participants for group),
! the different fields

I . Trainer demonstrates steps for creating party
I documents from wlthlf1 the case document, or
! from views

i 0 Trainer enters party data for mUltiple plalnliffs
and defendants In the same case document
(different types' actual and virtual pa:tles, and

I parties of types other than plaintiffs and I,
I defendants - "other" party docurueo[) _ I

!

. Trainer selects anorney information far the I
variOUS plaintiffs and deiendants from the CMA I
System/Representative Database

j0 Trainer reviews seeps for creating a nev'.'
representative do::ument from Within a party I

I document I
I

99
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I

Estlmatec
Timing In
Minutes

Mam
Interaction
Pattern(s)

Trainer re'Jlews proced,}e for trans'"rflng party
data automatically to the main case :lOcument

Tramer coniirms case document an~
demonstrates how multiple party na'Tles are
entered and how the case name IS :omputed

Trainer refreshes case document :c show hew
the related party documents appear In the

d

ActlvltyrTask Description and Proceaure

I
I·
I

Actlvltyl : Mateflal­
Task 1/ ,i Training

I Aid

NOTES:

i embedde view I
I · Trainer saves and closes case doc~ment,
i 3 1 ~orkSheet Preparing party data for application purposes Trainer - 45

I
· Tramer presents Worksheet 9 to partiCipants, Participants

clarrfylng task (whole

I · PartiCipants work indiVidually on creating case
group) i

I and party data to complete Worksneet 9 IIndividual I !I work
! I · PartiCipants get together In pairs to compare

I
.1

cases and check that data IS complete (pair a Pair work I

senlor/experrenced participant With a IJunrorlinexperrenced partiCipant for transfer of

I
skills) i

i

· Trainer Indicates that participants will use thell I

I new case and party data after the break to enter !
data Into the CMA PartiCipants Will also use any

I
actual case files/data they have bro~ght With
them

i
1

'r.

1

r
-,

T

r

't
I

J
-I

.!
.?,

.r
-L

1
I, ,

;,.J

T

L
"'1

1
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I
"

I
.f
\
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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 c;;ase was commenced.

Case number:

Circuit number:

Circuit days'

Court official responsible

Location of case file:

Original case court (for transferred cases only):

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

,I I
. j

. !

Type !Jf 10

10 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

. !
j

( j

l­
e

Power of attorney (type and number)

101
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Name of plaintiff 3 (first, second, third and family name):

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

National/social security number:

. i

, ,
:J

Choose attorney from existing list in the CMA
Representative Database

Power of attorney (type and number) _

Legal status/bearing:

Complete address'

Telephone number

Attorney representing plaintiff

Type of ID

10 number

(
.\

r
..

r
J

I"

.
I
[~

!
·f

~

J
l

Type of 10

10 number

National/social security number

Legal statUS/bearing

Complete address:

Telephone number:

Attorney representing plaintiff: Choose attorney from existing list in the Crv1A
Representative Database

Power of attorney (type and number): ..--.,,-- _

, I
l

J
,j

I
J
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Name of defendant 1 (first, second, third and family name):

Type of 10:

10 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) _

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

Type of 10:

10 number

National/social security number

Legal status/bearing

Complete address.

TeleP!lone number.

Attorney representing defendant· Choose attorney from eXisting list In the CMA
Representative Database

Power of attorney (type and number): _

103
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. Name of defendant 3 (first, second, third and family name):

Type of 10

10 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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DAY12
SESSION 2: APPLICATION: CREATING MULTIPLE PARTY DOCUMENTS
SESSION PLAN

, '1
l .

.: I

,\

Session l.ims

I Behavioral
I Objective(s)
; Supported

Enabling
Objective(s)

I
i •
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 documents

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

To famillanze partiCipants with CMA operatIOns for entenng party names In

case documents and calculating party senal numbers

To famillanze participants with the relevant pages from the CMA User's Manual
with regard to creating party documents.

8.10 Create and view party/litigant documents. gl"ven party data. with a high
degree of accuracy

8.14 Address question'S and problems that anse while uSing the CMA
databases, given the CMA User s Manual as a re~erence tool with a high
degree of confidence and accuracy

Crea:e nel,,', ~3rty forrns for a case

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

Access the full case form from a pariy document

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

Content to be
: Covered

Materials

Review of case documents

Creating party documents

Creating multiple parties (different types) for a case

Entenng representative data from Within party/case documents
.------------1

Worksheet 9

CMA User's Manual pages 124-125

Actlvrtyffask DescnptlOn and Procedure Main
Interaction
Pattern( sI

Estimated
Timing In
Minutes

45

15Trainer ­
Paf1IClpants
(whole
group)

IndiVidual
work

PartiCipant
pes

Relevant
sections of
CMA­
Data show

I Worksheet
I 9-

I
'1

2

Application: creating a new case document and
entering case details

PartiCipants follow trainer's instructions (and
pOSSibly refer to the User's Manual. as
necessary) to create a new case document and
enter case details They enter data from the
cases they created In Worksheet 9

Trainer monitors and prOVides help as
I necessary

Trainer demonstrates any problema"e steps to
I ensure reinforcement

___----'c- -'-I_e__T_ra_'_n_e_rfl_-"-I_d_s_q.:..u_e_s_tl_o_n_s J..,-------+--------1
i Works- ;;e, I Applicalion: entering party data

1

9 - I PartiCipants follow trainer's Instructl0:15 and
Relev,,-,: I steps In User's Manual, pages 12<:-125. to create

I sectlor s of I multiple plaintiff and defendant do:uments from
\ CMA . within theIr new case document. an: enter party
I Data show I details They enter party data from VJorksheet 9

i, ,
\

., \

i ;

I i
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! ActiVity! ! Matenal-

I
ActlvrtyfTask Description and Procedure Mam Estimated

Task # ! Training Interaction Timing In

r I Aid I Pattern{s) Minutes

~I I I Trainer monitors and provides help as
ParticIpant I •

necessary.. PCs

I
Trainer demonstrates any problema!lc steps to

r ensure reinforcement ~p'
I • PartICipants then go back to case document and

~
I select menu for completing party names and

other dala automatically In the case document

PartiCipants observe CMA operaltons for . j

calculatmg party senar numbers accordmg to

~ party type
i

Trainer fields questIOns. then elicits what theI
1 participants Will do ne;xt (gUide them towards the , )

response "enter representative data")

i 3 \ Worksheet ' Application: initial steps for entering Trainer - 20 1

9 - representative data Participants .,\
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

I Data show case document work

""l ParticIpant
Trainer monitors and provides help as
necessary '1PCs
Trainer demonstrates any problematic steps to

I.
ensure reinforcement.~ Trainer ~elds questions. then eliCits what the

u 1
I

participants Will do next (gUide them rowards the
response "conflfm and save case")

4 i Participant I Application: confirming and saving case Indlvloual 10
PCs i documents work. I

I

I Participants conflfm the case and save the case
document

-1,

I
Trainer mOnitors and prOVides hel;:J as
necessary

Trainer fields questions

It time. partiCipants repeat actiVities ~-4 to enter
data from the actual case files they have brought

I With them. or use thiS data Instead of Worksneet

I 9
.., I 5 Use's Home assignment Tramer - N/A

Ji Manual Trainer asks partiCipants to review pages 12~- Participants
. I

pages 125 from the User's Manual and note any (whole
12~- i 25 questions they might want to ask the :ramer on group)

I the next day 71
REMINDER C:"'1;:>[ete rei eva nt sections of the Partlcl8ant Ooserva'!,on Sheet In lhe Trainer's GUide ')

NOTES:

! '"
I

I
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DAY13
SESSION 1: INTRODUCTION: VIEWING AND EDITING PARTY DOCUMENTS
SESSION PLAN

',J,
I

I
j

, J

",1-

· I
· I

, i Session Aims

Behavioral
Objective(s)
Supported

Enabling
Objective(s)

Content to be
Covered

! Materials

i 0

I
!

I 0

To familiarize the participants with the different views for party documents and the
information provided under each view

To familiarize the participants With the steps for editing party documents from ,·.I'il'n
a case document. or under views

To famillanze the participants With the steps for and Importance of tefreshlng parcy
documents

To famllianze the participants With the sleps for S3vlng. pnntlng and closing party
documents

8,10 Create and view party!lltlgant 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 .

B.13 Conduct search operations In the vanous CMA Databases, given a searc'"
Item or cnterion, With a high degree of ease, accuracy and speed

Access the full case form from a party document

View party documents categonzed 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

Pnnt party documents

Search for party documents by name and by 10

RefreSh case documents to reflect changes made to party docume,nts

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

Viewing party documents

Documents and ,nformat,on under different party vieWS

Editing party documents from Within a case document or from views

Refreshing, saving, pnntlng and clOSing party documents

CMA User's Manual pages 125-131

';'

1
• JI

:::..
" I, ,· ,
... J

,
, I· ,

I
, i
- I

~
< 1, '

• j

I Actlvltyl Matenal- I ActlvrtyfTask Description and Procedure Main Interaction Estimated
: Task:: Training Pattern(s) Timing In ,
: Aid I Minutes
I 1 Relevant Introduction and demonstration: viewing party Trainer - 40

I sections of documents under different sorting criteria Participants
I CMA- 0 Trainer leads In by explaining the alms of the (whole group),
I Data SilOW seSSion, and drawmg the analogy between
I

viewing sorted party documents and viewing
i events or cases
, 0 Tramer demonstrates two main views for party

, I documents In the navigation p.ad .~Y r,3:71e and
I by 10 type/numoer

.
I I

1
I Tramer highlights each view and goes :"roughI i 0

,I
I

the sorting cnterla used and the type ::;;

i
Information provided In the view pad under each

I view
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I

I

1
\

Actlvltyl
; Task #

2

Matenal­
Training
Aid

Relevant
sections of
CMA­
Data she,',

ActlVltyfTask Descnptlon and Procedure

Trarner demonstrates steps for conducting
search operations for party documents under the
different party views. by name and by 10

I· Trainer elicits from participants the use of such
information (e g qUIck access to par1y
documents If request IS handed In by party name
or 10).

Trainer fields queslions

Trainer follows Instructions and information on
pages 125-131 of the Us~'s Manual

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

Trainer demonstrates opening party cocuments
from ItJlthln a case document (from ine
embedded view)

Trainer pOints out that a party document IS
opened In a read-only mode. and that the user
then has to convert It to an editable form Trainer
ciemonstrates different methods for converting to
editable versions

Trainer then demonstrates opening a party
document from party views (by name or 10
type/number). and again shows steps for
converting a read-only document to an editable
document

Trainer makes edits In a party document. then
demonstrates steps for refreshing document
Trainer explains the Importance of refreshJng the
document

Trainer edits a party name to show tnat changes
are not reflected In main case document
automatically or upon refreshJng the case
document Trainer demvnstrates Sic~S for
transferring new party names Into case
document (repeating onglnal steps for
transferring/computing party names from
menus)

Trainer demonstrates saving and clOSing party
documents

Trainer fields questions

Main
Interaction
Pattern(s'

Trainer·
PartiCipants
(whole
group)

Estlmatec
Timing In
Minutes

50

''''I
t~
LJ

.~

J

• 1

1
. J

NOTES:
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DAY13
SESSION 2: APPLICATION: VIEWING AND EDITING PARTY DOCUMENTS
SESSION PLAN

Session Aims

Behavioral
Objectlve(s)
Supported

8.10 Create and view party/litigant documents, given party data with a high ae~ree of
accuracy

:<1:
, 1

1

Enabling
Objectlve(s)

Content to be
Covered

"l.

1
.J

30

'I Estimated
Tlmliig In

I Mlf1utes

Trainer·
?artlclpants
(whole
group)

Individual
work

Main
Interaction
Pattern(s)

Application: viewing party documents under different
sorting criteria

Participants follow trainer's Instruc'tIO'ns-and s,eps In,
User's Manual, pages 125-i31, to View party documents
sorted first by party name and then cy :Jany 10
(type/number). and analyze the type ::;; information
provided under each view

Participants practice searching for pa,,!, documents
under the dlr.erent views by par1y na:-:-,e and 10_ -----'------- ---C

Actlvrtyrrask Description and ProcedureMate'lal­
Training
Aid

Par: =~ant

PCs

Relevant I
sect,:)n s of
CM;'·
Data "-8W •

Aclivlty/
Task '#

BEST AVAILABLE COpy
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ActiVity' Matenal-
TasK 11 Training

A.ld

i Home Assignment

I
. Trainer asks participants to review pages 125-131 of the

User's Manual, thus bnnglng the secllon on party

I
documents to closure, and endlOg the compqneni of eGe
training on the CMA Case Database

I

I J

Nt:>.

60

=stlma:ed
I TIl;llng In

Minutes

Trainer ­
Participants
(whole
group)

Trainer ­
Participants
(whole
group)

IndiVidual
work

Main
Interaction
Pattern( s)

Trainer monitors and provides help as necessary

Trainer fields questions t"en bnefly r;,Vlews \'lIth
parclclpants the potential uses and Ir:lportance of sorted
party data Trainer also highlights the Importance of
accurate data entry to ensure that Information provloed
under views IS accurate

ActlvityfTask DescnptlOn and Procedure

Application: opening, editing refreshing, saving and
closing party documents

Participants follow trainer's Instructions and steps in
User's Manual to open, eOlt, refresh, save and close
multiple party documents related to the case they
created on day 12

Participants practice sWitching from read-only mode to
editable mode of party documents uSing different
methods

Participants practice changing party names and legal
status and then performing necessary operation to
transfer/compute new party data Into main case
document

Trainer mont tors and provides help as necessary

I Trainer fields questions

User's
Manual
pages

Relevant I
sections of

CMA- I
Data show

Participant I
PCs I

3

2

,'"
l
"'"I
!

~

I

I
I

.~'

i
I

r

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

Remind participants to complete relevant sections of Worksheet 1

NOTES:

.~

i
'\

'1
I

,.I

-.
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DAY14
SESSION 1: INTRODUCTION TO THE CMA REPRESENTATIVE DATABASE:

CREATING REPRESENTATIVE DOCUMENTS
SESSION PLAN

t:
, I
" I

Session Alms

Behavioral
Objective(s)
Supported

I •
I
!
i •

To Introduce 10 the participants the MaIn purpose and features of the CM~
Reoresentatlve Dataoase

To encourage In the participants a p:slt,ve atmude !owar:!s maintaining
attorney data electronically

To famllianze the participants With the steps for creating a representative
document

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

To make partiCipants aware of the role of the Representative Database In
facilitating and expediting data entry Into case documents,

8.12 Utilize the CMA Representative Database, given attorney/representative
data, With a high degree of ease, accuracy and competence

Main Estimated
I

Interaction Timing In I
Pattern(s) Minutes i
Trainer - I 25 i
Partlclpan,s
(whole I

group) !

Tral;1er -

1

45 !
Participants I

(whole

9rC;u~1 I

I

I

i

1 i, !

Trainer starts a new representative document
and goes througn the types of fields and data
stored In each

Trainer demonstrates data entry operations

Answer any questions raised on the ~ome assignment of the prevIOUS day

Steps for creating a representative Document

Types of fields In a representative document

ReqUirements for saving and closin;; represen~:':._d_o_c_um_e_n_ts ----,

OHT 13

CMA User's Manual pages 133-145

Create representative documents

Save and close representative documents

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

ActlvitylTask DeScription and Procedure

Introduction and demonstration: creatlrtg a
representative document

• Trainer demonstrates openlrtg the
Kepresentc::ve uataoa,e anc ;1lgntl.:;:lng any 01
the given views In the navlgatlon.,p.anej to be able
to click aCllon bunon for starting a n,,:/ .
document

Introduction: purpose and main features of the
CMA Representative Database

• Trainer uses OHT 13 to introduce the main
purpose and features of the CMA Representative
Database. highlighting types of data, ease of use
and access, and links to case documents,
Trainer unmasks one POint on OHT a: a time

• Trainer discusses pOints With partiCipants and
fields any questions at thiS stage

i

I:

[Relevant I
I

sections of
CMA·
::::e 5;-.:;:.

2

Content to be
Covered

Materials

I
hch'llyl Matenal-

ITask II Training
Aid I

1 : OHT 13- I
I

I
OHP i

i

I
I

I Enabling
Objective(s)

~ I
;

"1
j I
" J

I.
i

'!'II.

I ,
( ;

i ,
I •
I I

I ,

{ J

';;'
I

~ !

?t
!
: I

1 I
I

BESTAVAILABLE COpy ) 11
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I

1

"I

20

I Main Estlma;e:::
IlnteraC;lon Timing Ir.

-J ?atterr.(s, Minutes
Trainer highlights the Importance of the fields at I---~-'----""'-_-':"-_­
the bottom of the document/window showlflg the I
name of the user who created the document the
user who last entered data or modified the' I
document and the date/lime of each I

I

Trainer demonstrates different methods for '
savlflg 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

Trainer fieldS questions

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

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

Trainer qUickly demonstrates creating and
completmg another representative document

Trainer attempts to close document Without
saving eliCits from panlclpants what he/she has
done Incorrectly

Trainer highlights warning that appears to users
In thiS case

Trainer fieldS questions

Trainer explains to partiCipants that they Will
practice creating represematlve documents alter
the break

I •
I

I

IActlvityfTask DeSCription and Procedure

i

Relevant
sectiOns of
CMA­
Data show

Materlal­
Training
Aid

Actlvltyl
Task II

3r
I
\

NOTES:

J,
=I

,<,J

"

\
"J

~
i
!,

J
t

,,',J
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OHT13

THE CMA REPRESENTATIVE DATABASE:
KEY FEATURES

• It stores important data about attorneys, such as
name, 10, address, te1ephone 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 c.hanges,

• It shows names of users who created and last
edited documents, with clear dates and times, for
ease of tracking.

113
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DAY14
SESSION 2: APPLICATION: CREATING REPRESENTATIVE DOCUMENTS
SESSION PLAN

----------------i---------------·------------
Session Aims ;. To encourase In [he participants a positive attitude towards maintaining

: attorney data electronically

To enable [he participants to use the steps for cr"atlng a representative
document

To familiarize the partiCipants with the fields In the representative document

To review with the partiCipants the steps for accessing representative data from
within a case document, thus highlighting links b"tween the Representative and
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

"1
I

• I
j

Behavioral
Objective(s)
Supported

Enabling
ObJective(s}

8.12 Utilize the CMA Representative Database, given attorney! representative
data. With a high degree of ease, accuracy and competence

Create representative documents

Save and close representative documents

Use the Representative Database In relatIOnship to party documents for data
entry

1
j

~

!
J

Content to be
Covered

Materrals

Steps for creating a representative document

Types of fields In a representative document

ReqUirements for saving and clOSing representative documents

Transferring representative data Into case docum_e_nt_s _

CMA User's Manual jj8ges 133-145

I
I

,I

,i
I

30Trainer.
ParllClpan:s
[whole
group)

PartiCipants follow trainer s Instructions to open
Case Database and open one oi the C2se
documents they had created

y

I. Tramer fields questions
-~~----'-~~~~---'--

, i'<e:e. 2-,: i ObserVing links between case and representat'lve
I S"C"--S 0' I documents In the CMA

I C~~~-. 'Ii Data S1:JW

Actlvlly' Matenal- Actlvl1yfTask DeSCription and Procedure Main Estimated :
Task ff Training Interaction Timing In

Aid Pattern(s) Minutes ,

1 I Relevant Application: opening the Representative Trainer - 60
I sections of Database and creating representative documents PartiCipants

I
CMA- PartiCipants follow trainer's Instructions and (whole I·Data Show steps In User's Manual. pages 133-145. to open group)

Ithe Representative Database and create five IndiVidual
PartiCipant representative documents PartiCipants choose work

I, PCs to enter actual or simulated data.
I· PartiCipants practice saving documents using I,
II different methods, and saving repre5entatlve

documents I
~

I · Tramer monitors and prOVides help as

I necessar

-..
'-

'-.

,,1

"

ll~
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Actlvltyl
Task ;I

3

Matenal­
TraIning
Aid

PartIcIpant
Des

User's
Manual
pages
133-145

ActivityfTask Descnptlon and Procedure

PartIcIPants revIew. hands-on steps for edItIng
case and party documents oy changing the
representatIve data for the oartles In the case
Participants access new reoresentatlve
Information from the add,tiOnal data now
available In the RepresentatIve Database

Trainer fields questIons and comments

Home assignment

Trainer asks particIpants to review pages 133­
145 of the User's Manual and note any questIons
they might like to ask the ,ra'ner on the next cay

Main
InteractIon
Pattern(s)

IndIVIdual
work

TraIner ­
PartIcipants
(whole
group)

EstImated
Timing In
Minutes 0

i--

N/A

;;t.
o I

I,

1:!.
I I

: I

.)

:.1 ).

• i· :

i.,
!

• J

~'l
1

l 1

fl
,I •

',~

REMINDER

NOTES:

Complete relevant sectIons of the Participant Observation Sheet In the TraIner's GUide
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DAY15
SESSION 1: INTRODUCTION AND APPLICATION: VIEWING AND EDITING

REPRESENTATIVE DOCUMENTS
SESSION PLAN

(
I

r

"!I..

I
:"l.
I
I

,"
[,,

Session Aims

Behavioral
Objective(s)
Supported

Enabling
Objectlve(s)

Content to be
Covered

Materials

To familiarize the participants with the different views and classifications of
documents in the Representative Database

To famllianze the participants with the steps for editing, refreshing, saving ano
closing representative documents

6.12 Utilize the CMA Representative Database, given attorney/ representative
data, with a high degree of ease, accuracy and competence

8,13 Conduct search operations In the various CMA Databases, given a search
Item or crltenon, With a high degree of 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

View representative documents categOrized by name, dlstrrctfreglon,
governorate or syndicate registration number

Edit eXisting representative documents

Search for attorney/representative forms documents by name, 10, region/district
and syndicate registration number.

Utilize the User's Manual to address questions and problems With attorney!
representative documents

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

Viewing representative documents categOrIzed according to different sorting
crlterra

Steps for edltmg refreshing, saving and clOSing representative documents

CMA User's Manual, pages 133-145

I
i

J
!

" j

1
. j

,
I

I Actlvityl I Materral- I
-

]ActlvltylTask Description and Procedure Main Estimated
i Task # Training I Interaction Timing In

I: i Aid I Pattern(s) Minutes

1 ! NIA Lead in: representative documents Trainer - I 5 i
I

! .i · Trainer Introduces alms of sessions and eliCits PartiCipants

I from trle partiCipants the main features of the {whole
\

i CMA Representative Database (review of OHT group)
i, ! 13) I ,

1

2 I Relevant Introduction and demonstration: views for Trainer - 30
sections of representative documents PartiCipants
CMA· · Trainer demonstrates the different views (whole

I Da;a shOw available In the Representative Database, group)
I

I highlighting each View, InformatIOn available and
Ii I claSSification prrnclples,

I i: ! · Trainer eliCits irom the participants the purpose I
I

Trainer demonstrates steps ior se-arcTltl'lO for
attorney documents under the dliferent v~ews. by
r,ame, 10, reglonidlstrrct and syndicate
registration number

Trainer fields questions

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

116
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I ---------"
,o.:tlvlly' Material- ActlVflyfTask Description and Procedure Main ; Estlma:ec

i I
Task 11 , Training Interaction I Timing In

I Aid 1 Pattern(si J Minutes :

3 °arllclpant I Application: viewing re~~resentativedocuments Individual I 20
DCS i • PartiCipants work Individually to view work

I
representative data under different views

I · Participants practice steps for searching for
attorney documents under the different views by

I name, 10, regIOn/district and syndicate I

I I,
registration number I

i I · Trainer monitors and provides help as

I, necessary

4 IRelevant Introduction and demonstration: editing, Trainer - 20 I
sections of refreshing, saving and closing representative Participants iCMA- documents (whole

1 Data show · Trainer demonstrates steps for performing the group)

I I
above operations (several examples) I· Trainer discusses links With case documents

I I • Trainer fields questions I
I

5 I Participant

I
Application: editing, refreshing, saving and IndiVidual ! 15

. ! PCs closing representative documents work I
i · Participants follow trainer's InstructIOns to edit,

! I save and close representative documents

I · Trainer monitors and prOVides help as
necessary

NOTES:

BESTAVAILABLE COpy
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DAY15
SESSION 2: IMPORTANCE OF THE CMA FOR DATA ENTRY AND CASE

ADMINISTRATION
SESSION PLAN

·r

r"

f

Session Aims

Behavioral
Objective(s)
Supported

Enabling
Objective(s)

! Content to be
. I Covered

Matenals

I
I •
I

------_.---------
To review W!trl (he participants the key features 0: the eM'; for data entry an:
case processl'1g/admlnlstratlon

8.15 IdenlJfy the functions of the CMA for data management and case
administration With a high degree of competence and conViction

Identify the roles and responSibilities of CMA users

Briefly descnbe Issues of data access control for different CMA users

Explain the Importance of data accuracy and Integnty

Demonstrate the value of the CMA fin facJlltatmg and expediting data
maintenance. retneval and management

Revle'l,' of CM". data processing and case administration features

OHT14

Worksheet 10

CMA User's GUide. page 194

1

-',

-,
•

I ACllvltyl Matenal- Aetlvltyrrask DeSCriptIOn and Procedure Main Estimated !I Task;; Training Interaction Timing In i
Aid Pattern(s) Minutes

1 Worksheet Synthesis workshop: CMA features and users Group work 60
10 · Trainer Introduces alms of session In terms or

wrapping up by diSCUSSing some of the key ...
~

features of the CMA.
0 Trainer Introduces Worksheet 10 and clanfles, I task

Trainer diVides participants Into 4 palfs/small I I·
groups. With each pair representing one of the I

I ,
follOWing aspects case documents, pany Idocuments. event documents, and I I

representative documents I

· In thet( pairs/groups. partiCipants diSCUSS two

Imain pOints the main features of the CMA In
relatIOn to the type of document they represent.
and trle role of the CMA user In ensunng that the
CMA functions properly and prOVides
valid/reliable daia

.1 · Trainer monitors and prOVides help/gUidance as
I ! necessary
I I · Trainer leads feedback session eacn partiCipant

I! palf/group presents Its Ideas. wnlle'lhe·otl1ers.
make nOles {:J complete Worksheet 10 Trainer
gUides diSCUSSions to,vares sal,en, :Joints

118
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Complete relevant sections of the f")artlclpant Observation Sheet In the Trarner's GUide

Remind participants to complete relevant sections of Worksheet .1 ---'

REMINDER

ITrainer·
, Participants
\ (whole

1 group)

I

30

Estrmat:;;
Timing In
Minutes

Main
Interaction
Pattern(s}

Review: CMA features

Trainer uses OHT 20 unmasking one pornt at a
time to review With participants the different
features of the CMA for data proceSSing and
case administration

Trainer discusses key features and eliCits
participants' opinions, contrasting them With the
problems of paper-based case administration
from day 1 where applicable

Trainer brrefly 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, monltorrng
technical operations performed by users, and
assigning different levels of access to users I

ActlvrtyrTask Descrrptlon and Procedure

: OHT 20

I Matenal­
I Training
I Aid

ActiVity;
Task II

:2

....

~

; 1

NOTES:

< ,
~ J

,-,
j, i
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OHT14

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

• rviaintaining complete case recorqs in
one location

• Editing case documents and making
changes in an organized and neat
fashion

121
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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 p'erform
different types of operations
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I DAY16
SESSION 1: TRAINING EVALUATION
SESSION PLAN

I?,ession Aims To evaluate the participants' learning from the training

To enable the participants to demonstrate their practical skills as a furthe'
evaluation method

i Behavioral
Objective(s)
Supported

I· 8.1 to 8.15 (In an evaluative capacity, see Table VII In the introduction to ;hlS
I Trainer's GUide)
I

Enabling
Objective(s)

Various See behaVioral objectives above.

71

]
Content to be
Covered

Materials

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

CMA Data Entry Tralj1lng Final Assessment

I. ,

'. J
Main EStimated I
Interaction Timing In
Pattern(s) Minutes !
IndiVidual 45
work

:
I
I
:

IndiVidual 40 (then 50
work atIer rne
-" break)

,
!
!
I

CMA Training: Final Assessment

• Trainer administers the paper·based CMA Final
Assessment

I.· Trainer allows partiCipants 45 minutes to
complete assessment.

Trainer monitors

PartiCipant
PCs

Relevant I PartiCipant demonstrations

sections of • Trainer asks IndiVidual participants to perform
the CMA - given tasks, as follows (1 task per participant)
Data show

• Create a new case document and complete
Inilial data

• Create a plaintiff document

Create a defendant document

CMA Data
Entry
Final

I~~'o~;;

, 1
I

I

I
i

2

I

i
!
:

---.,-----,-------------------.-,-----.--::c:------,
: ActiVIty! IMatenal- ActlvltyfTask Description and Procedure

Task 1: Training

I Aid

-'t.,

''1,

.,

.i

I
I

Create a party document of typ" "other"

Compute party names Into caSE Document, I
conrtrm case and create one even,
document of type "hearing"

Pnnt rtnal case form. create an event
document of type "document" and attach
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 aliorn"y aata oy creating a "ew I
attorney in the Represen·tattve Databa.se,
and reflect Changes in the maIn case I .
oocument I
Create a new mall message and send It to
the trainer's e-mail address cc to one of I
the parclclpants and bee It to another, th,,~n
forward thiS mall to a third partiCipant '------ ----C- _

\23
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Distribution of Points for the CMA Data Entry Training Program: Final Assessment

r3J.

l

r-
)

ACIIVltyl Materlal-
Task;: Training

Aid

t,ctlvrtylTask Description and Procedure -----·T Main
Interaction
Pattern(s}

Trainer allows each partl~lpan: 10 ml~~~­
complete assigned tas~

Trainer administers 4 participant demDnstratlons
betore the break

Trainer gives break

Trainer administers remaining 4-5 participant
demonstrations after the break

If trainer detects a relu~tance on the participants'
part to work on demonstrations uSing the data
show, then trainer allows participants to use their
own pes as an alternative

Trainer observes demonstrations caref.Jlly and
assesses participants' performance

Est,mateo
Timing In
Minutes

.1
~

1, I
.1

~

: I
, J

~
j, ,

, I

J

. i
I :

; I, )

~ j
j

Part A 10 pOints (1 per Item)

Pan B 4 POints (1 per Item)

Part C 6 pOints (1 per Hem)

Part 0 5 pOints (1 per positive pOint listed)

Total 25 POintS

NOTES:

1:24
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CMA DATA ENTRY TRAINING
FINAL ASSESSMENT

: Participant Name:
I

I
: Date:

, J

T

...
-J

1
~

...
"
I-.

I",

.~.

i,
-'

t
j
I

A. Define the following technical terms and give one example from the CMA for
each item.

125
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B,

11

12

13

14

c,

15.

16

What happens in the CMA in the following cases'

You try to confirm a case without entering party documents

You try to close a document without having saved it

You enter text in a number field

You confirm an event without entering the date of completing that event.

Describe one CMA operation for doing the following

Converting a document to editable mode

Showing a case document from within a party document

116
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17.

18

19

20

D.

Creating an event from within a case document

Pnntlng the final form of a case

Converting a case from pnnt form to full, editable form

Creating a new representative document from within a party document

List five points that you consider to be the main advantages of the CMA.
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DAY16
SESSION 2: TRAINING EVALUATION
SESSION PLAN

I
Acliv,tyl Matenal- ActlvrtyfTask DeSCription and Procedure Main Estimated

ITasl< II Training Interaction Timing in
Aid Pattern(s) Minutes

! 1 Relevant Participant demonstrations IndiVidual 50(+10for i
! isections of · Trainer resumes participant demonstrations (see work transitions

1
the CMA- session plan 16-1 for details of tasks to be between II Data show completed by the participants and time allowed demos)

I

I - per task I
Participant I· If trainer detects a reluctance on the participants'

i pes
part to work on demonslratlons uSing the data I.. -,
show, then trainer allows participants to use theJri

I own pes as an alternative
i

Trainer observes demonstrations carefully andi ·
assesses partiCipants' performance

I 2

I
OT2 Assessment of participants' satisfaction and self- IndiVidual 3D!

i Training assessment of learning work

I
Program · Trainer administers the DT2 Training Program
EXit EXit Evaluation Form and gets partiCipants toI EvaluationI Form

complete the form indiVidually

I · Trainer allows partiCipants 30 minutes to,
complete the form,,
Trainer ends the training by thanking participantsI ·i

I for their hard work and sending tnem a "thank
1I

you" e-mail that they can access and read I ;

VariOUs, See behavioral objectives above.

8.1 to 8.15 (In an evaluative capacity. see Table VII In the introduction to thiS
Trainer's GUide)

To enable the participants to demonstrate their pi actlcal skills as a further
eval"atlon method

To evaluate the participants' satisfaction With the training

No new content Evaluation of the overall content of the training

~ DT2 Training Program EXit Evaluation Form

NOTE'S:

Session Aims

Behavioral
Objective(s)
Supported

I Materials

I

I
Content to be
Covered

t Enabling
i Objective(s)

I :
~ \

I

,~
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r .,

~
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i
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ARABIC VERSION OF THE OVERHEAD TRANSPARENCIES
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