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INTRODUCTION TO THE CMA DATA ENTRY TRAINING PROGRAM

A. Major stakeholders to this training program

The CMA Data Entry training program is designed to support the efforts of several key
stakeholders in enhancing the administration of justice in Egyptian courts First and foremost
IS the Egyptian Ministry of Justice, with its notable efforts in enhancing the system for
administering justice and in supporting the technological development of Egyptian courts A
second key stakeholder is the North Cairo Court especially notable for its effort in arablzlng
piloting and implementing the CMA A third major stakeholder is the United States Agency for,
International Development (USAIDJ, with its continuous effort in supporting its Egyptian
Partner Institutions in their efforts towards development. Another stakeholder is the
Administration of Justice Support Project. a USAID Project implemented by AMIDEAST. ThiS
project is working closely with the Ministry of Justice, the NCC and other courts to develop
and enhance systems for administering justice, Intercom Enterprises, the software
development company that arabized the CMA and designed this training program, is another
key stakeholder in this training, In addition, the Development Training II Project, a USAID
Project implemented by the Institute for International Education, is a key stakeholder' that is
managing the CMA training program, It is the jOint efforts of the above stakeholders, together
With the hard work of each partiCipant in this training, that will make it possible to achieve the
results of the program,

B, Training Purpose

The following is the main purpose of the CMA Data Entry training program:

To enhance work performance at the North Cairo Court, 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,

C, Objectives

By the end of the CMA Data Entry Training Program, each trainee will be able to:

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;

create, confirm, view and edit case events,

create, view and edit party documents:

utilize the CM/\ Representative Database to store and retrieve attorney data,

search for and locate documents/data easily In the CMA Databases;

utilize the CMA User's Manual to address problems with operating the CrvlA; and
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Identify the functions of the CMA for case data entry and processing/administration

D. Expected Results

The following are the main results that the CMA Data Entry Training Program should
lead to

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

Increased speed of access to case-related data.

E. Description of the Training Program

I >

I.

J

I

...J

;
.2

...:

The CMA Data Entry Training Program consists of two main modules, as follows:

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

This module introduces the participants to the main objectives and content of the training
program. and to thE:- main functions of the CMA. It familiarizes them 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 bnefly preview the CMA Databases, then focus on the Case and
Representative Databases (the main databases they will utilize at the workplace). ThiS
module prOVides the participants with training in creating. editing, saving, updating and
pqntlng the different forms, and enables them to conceptualize the i1nks between data
and forms across CMA databases. Participants also practice viewing case data,
accessing statistical information provided in the CMA system, and informing other users
of updates in case events using the Lotus Mail function in the CMA system.

ThiS module thus comprises 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

2
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Accessing and reading mall
Sending mail
Replying to mail
Forwarding mail
Attachinq documents to mail messaqes!

Introduction to the CMA training:
program: objectives and outline
Mini-workshop: problems with paper­
based data entry and case

TENTATIVE FOCUS AREA S)

I.
i •

SESSION
1

D. Program Outline

j
I

I I

,
administration,

2 ! - Introduction to the CMA: purpose and

i main functions of the new software

,- Introduction to the CMA User's !
I I

I Manual: discovery tasks :
Module II: Data Entry 2 1 - The Lotus Notes workspace' menus, I

Training icons, bookmarks and status bars i
I

- The Lotus Notes database building' ,
iComponent II-A: blocks i

Lotus Notes Basics - Creating database bookmarks on the :

! Lotus Notes workspace
I

2 - Working with views
! - Working with documents
i Review of Lotus Notes terms :
I ·
; 3

1
1 I- Lotus Notes form elements and

different field types
! 2 - Application: working with different field :
: types .. - I

i Component II-B: 14 1 Accessing the Lotus Mail database :·I Lotus Mail Basic Lotus Mail functions and
,-

I operations ,,: 2 · Application:

Module I:
Introduction to the

.CMA

i MODULE

(

1
, 1,

I Component II-C: 5
! Overview of the CMA
: System and
! Databases

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

2 Preview of the CMA Representative
Da~abase ,
Data and document links across
databases
Preview: the role of the CMA
Administration/Log Database In
su ortin the 5 stem

",
1

3

,
I
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1
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MODULE I DAY SESSION TENTATIVE FOCUS AREA(S)
Component 11-0: The i 6 1 · Creating and confirming case
Cfise Database: i documents
Case, Event and 2 · Application tasks
Party Documents ,7 1 · Viewing and working with eXisting case

documents

1
,·1
j

::i
J

.J
J

e,

Creating pariy documents (review of

Mini-workshop: The importance of the I

CMA software package in data entry
and case administration

A lication tasks

End-of-training evaluation paper­
based Instruments
First part of partiCipant demonstrations'
End of training evaluation second part :
of participant demonstrations

Application tasks

Viewing past and pending events:
categorization and statistical
information under different views

Editing, "refreshing" and printing
events
Changing event and case status

Creating and confirming events (linKs
to case documents)
Notifvinq users of pending events

Application tasKs

Application tasks

Editing, "refreshing" and saving case
documents
Printing case labels and reports

Application tasks

\0
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10 1

Evaluation and
Participant
Demonstrations

Component I/-F: The 115
Importance of the
CMA in Data
Management and
Case Administration

I
I creating case documents cases with

I. multiple parties)
Links to case documents

2 I • Application tasks ,

13
1

1 I Viewing and editing party documentsI •

1 2 I • Application tasks
Component II-E: The 14 1 I • Creatinq representative document:i :

, Representative 2 I • Application tasks
. Database: Forms, r15

1
1 . Viewing and editing representative i

, Views and

I
documents I

; Operations I Application tasks
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Schedule of Events

1:00 p.m. - 430 P m

9:00 a.m. - 12 30
p.m

9:00 a.m. - 12:30
p,m.

Time

I .I 1.00 p.~, - 4 30 P m

I 1'00 P m - 4 30 P m

9:00 a.m. - 12.30

i pm.
I 1:00 p.m. - 4 30 p m

.d 1 1:0.0 p.m. - 4 30 P m

End Dqte

June 26, 2000

I December 27 is
! possibly the Eid

! January 3,2001
i

I October 17 2000

i July 20, 2000

I September 23. 2000

!October 17, 2000

i June 26, 2000

!September 23, 2000
[

i September 26, 2000
I,

i June 4, 2000
; June 29. 2000

1 June 4, 2000

I September 2, 2000

I September 26, 2000

!December 9. 2000
i

I September 2. 2000
I
!

I Start Date

Pilot 3

Roll-Out Event 3

1

: Roll-Out Event 11 January 9, 2001 January 30, 2001 9'00 a m. - 12.30
I (January 7 is Coptic p.m.
i Christmas);

: Roll-Out Event 12 January 9,2001 January 30, 2001 t 1'00 p.m - 4:30 p m
I Roll-Out Event 13 IFebruary 3, 2001 February 24, 2001 9:00 am. - 12'30

I p.m. i
I

! Roll-Out Event 14 February 3, 2001 February 24, 2001 1:00 p.m. - 4:30 p.m I

, Roll-Out Event 10

-IRoll-Out Event 5 October 21, 2000 November 11,2000 9:00 a.m. - 12'30 i
, p.m.

I Roll-Out Event 6 October 21, 2000 November 11,2000 1:00 p.m. - 4:30 p.m ,
I Roll-Out Event 7 November 14, 2000 December 5, 2000 9:00 a.m. - 12:30 :

I
,

pm. ,
;

! Roll-Out Event 8 I November 14, 2000 December 5, 2000 1:00 p.m - 4:30 p m. :

! Roll-Out Event 9 IDecember 9. 2000 January 3, 2001 9:00 a.m. - 12 30

i Roll-Out Event 4

, Pilot 2

; Roll-Out Event 2

: Roll-Out Event 1

: Pilot 1
I
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WORKSHEET 1
TRAINING CHECKLIST: WHAT HAVE I ACHIEVED IN THE CMA TRAINING?

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

OBJECTIVES:

... i OBJECTIVE ! COMMENTS
"

i. Work with Lotus Notes to
j 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 COMMENTS

6

Increased speed of access to
case-related data.

Increased access to accurate
and reliable case-related data

Create, view and edit party
documents.

Utilize the CMA Representative
Database to store and retrieve
attorney data

Create, confirm, view and edit
case events

•

: RESULT

•

I.
I
I

RESULTS:

I"
Search for and locate
documents/data easily in the I

I

I CMA Databases. II

I I • Utilize the CMA User's Manual

I
to address problems with I

: operatinq the CMA. I
\. Identify the functions of the ,

I CMA for case data entry and I

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

Work in p,airs or small groups, List the problems you encounter with manual/paper-based
case dat~ entry and processing, Think about the following categones

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

7
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WORKSHEET 3
INTRODUCTION TO THE CMA USER'S MANUAL

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 IflfdrmatJon.

_Q=-U::..:E=-S=-T~IO~N ---:c--:-_~-:-:-_-:-+I-.:-.:...NOTES=-- ~
1. On what pages can the user find a definition of I

Icons used in the CMA? I
2 How can the user find the contents of each

chapter in the CMA User's Manual?

3 What are the main elements of a Lotus Notes I
database? Where in the User's Manual can you !~.__
find this information?

4 Where can you find Information about sending
and receiving mail using Lotus Notes Mail?

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

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?

,. Where can you find Information about printing
case documents?

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 window on page 93 How
many sub-categones or classifications of
events do you find under "past events"? i

10. In which chapter of the CMA User's Manual can I'

you find information about party documents and
data?

11 Look at paae 125 of the User's Manual. What I
button does a user press to create a new party
document?

12 Look at page 134 of the CMA User's Manual
What Information does the representative form l. .
provide regarding a given attorney? i

J
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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

Field

Now look at the CMA User's Manual pages 5-10, and check your answers
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WORKSHEET 5
LOTUS NOTES: MORE TERMS AND DEFINITIONS

Look at the following Lotus Notes terms about fields and document features, What does
each one mean?'What IS its function in Lotus Notes and the CMA?

Date field

Rich text field

Dialogue list

Choice button..
~

j

.~

"; ., Computed field
..-'

,
I

-;

~j

Action button
~

(.... (
\

'1 Hotspot
I
~

,
J Embedded view

1 ITJ i:!~
~
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WORKSHEET 6
CASE DETAILS

Think of a civil case. Make notes to briefly describe your case in the following box.
1

BRIEF CASE DESCRIPTION

Now complete the following details about your case:

Type and subject of case:

Date case was commenced:

Case number:

Circuit number:

Circuit days:

Court official responsible:

Location of case file:

Original case court (for transferred cases only): ,,-- _

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

Type of 10:

10 number:

National/social security number:

Legal status/bearing:

Complete address,

Telephone number:

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

] ]
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Power of attorney (type and number): _

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

Type of ID:

ID number:

National/social security number:

Legal status/bearing:

Complete address:

Telephone number:

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

Power of attorney (type and number): _

12
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WORKSHEET 7
REVIEW: STEPS FOR CREATING A CASE DOCUMENT

Answer each of the foll.owing questions by carrying out the step(s) involved in the
question at your comp~Jter. 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 the user click in order to create party forms?

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

8 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 happens if the user attempts to confirm a case before completing the related
party documents/data?

12 What happens if a user attempts to save a case without having confirmed it?

13
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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,

, 1
I

'j
J

'1

I
,.3

"~

·1
j

:J

TYPES OF INFORMATION AND
STATISTICS PROVIDED UNDER
EACH VIEW

i 0

I

14

TYPES OF DOCUMENTS
SORTED UNDER EACH VIEW

VIEW TITLES FOR PAST
EVENTS

I
I
I
I
I

I I I

I , , .0'
j

I II 1

! II

I II
1 I

I i
I

II

1 I

I I
I-..

..,
I

J

-; l,
.i

I
.j

]
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,
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1
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B Go through the different views for pending events, For each view, use the
following table to record this information:

the view title;
the types of documents classified under this view; and
the information/statistics that the view provides,

: VIEW TITLES FOR PENDING TYPES OF DOCUMENTS TYPES OF INFORMATION AND
; EVENTS SORTED UNDER EACH VIEW STATISTICS PROVIDED UNDER

I EACH VIEW

I
I
I
I

,,

I
,
I
!

:

I
...

I,
!

i I
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WORKSHEET 9
CASE DETAILS: MULTIPLE PARTIES

"1
J

Power of attorney (type and number)

"1
1'J

J

J
.1
J

1
j

]

, '1
, j
. I
v,.,.,J

Choose attorney from existing list in the CMA
Representative Database

National/social security number:

Lega I status/bearing:

Complete address:

Telephone number:

Attorney representing plaintiff:

10 number:

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

16

BRIEF CASE DESCRIPTION

Circuit days:

Court official responsible:

Location of case file:

Type of 10

Original case court (for transferred cases only): _

Circuit number:

Case number.

Type and subject of case:

Now complete the following details about your case,

Date case was commenced:

Think of a commercial case with multiple plaintiffs and defendants, Make notes to briefly
describe your case in the foll~wing box,
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10 number:

Type of JO:

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

Choose attorney from existing list in the CMA
Representative Database

Power of attorney (type and number): _

National/social security number:

Legal status/bearing:

Complete 'address:

Telephone number:

Attorney representing plaintiff:

Type of 10:

10 number,

ii\TERC01\'1
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National/social security number:

Legal status/bearing:

Complete address:

Telephone number:

Attorney representing plaintiff: Choose attorney from existing list In the CMA
Representative Database

Power of attorney (type and number): _

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

·- 1
i
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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:

Telephone number,

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

Power of attorney (type and number): _
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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): _
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WORKSHEET 10
CMA FEATURES AND USERS

Work in four pairs or small groups. Each pair or group will represent one of the follOWing
types of documents in the CMA:

Case documents
Party documents
Event documents
Representative documents

In each group, discuss the main features and'positive points in the CMA for dealing with
your type of documents. Then, discuss the CMA user's responsibility for maintaining
valid and reliable data in the CMA. Make notes in relation to your particular type of
document In the following table,

TYPE OF DOCUMENT CMA FEATURES AND CMA USER'S
POSITIVE POINTS RESPONSIBILITIES

Case Document

I Ii Party Document
.0- f

I

I i
i
I

!

I
,

i
i
I IIEvent Document I i

I

IRepresenta,;ve

I
Document

.. 0

I I i

When you are ready, present your pOints to the other pairs/groups Make notes from the
presentations to complete the table above

20
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GLOSSARY OF TERMS

A space or box witt-un a database form in which us~rs enter data. Each
form has a number of fields to be completed with data

A view within a document which enables users to view, open and edit
other documents and forms.

A bar that appears at the bottom of the workspace and that informs the
user of the speofic document or data he or she is WOrking with.

IThis is a sectIon or sub-part within <3 dOOJment. By -presslr1g the little arrow
~ for the secllon. users reveal the section and get ad(:!itional data or deta,[s.

IA type of fteld In Which users can enter text or numbers. but cannot format
fonl or style of text. :

i Tile main data storage unit inside a database.

!A field In which users enter data manually themselves, rather than
I depending on the system to compute it lor them. .

IA field In whIch users enter a date or select it from .a calendar.

A field that fea[ures a small arrow. User:; click this arrow to get a list of
chOices. then select an item.

==:oJ DEFINITION

ction button A button that appears at the lOp o( a form or view Users click or press this I

bunon to perform certain operations such as creating or confirming a

Idocument.

ookmark A button that a user can use 10 select a Lotus Noles Database and place it ;
in the "Favourite Bookmarks". This button is pressed to open a certain Idatabase.

hoice bOl( I Two or more boxes In which users insert 'x" 10 select one or more choices

hoice button A button that a users click to choose one item only: I
omputed field A type of field In which users cannOI enter data The system performs a

certain operation or calculation to provide the data (or the fIeld_..-....
A computer application where data is stored. accordmg to the tOPiC or

._-
atabase

nature of thi:; data.

text field

status bar

section

number field

rich teKt field

menu

field

document

editable field

'{iew ~f...:A..:....::w.:.:a:.:y~t.:.:o:..d.:.i:.::s.!:p...::la:.!y_d::..o::..cu:..:...m_e.:.n_t...:.s_a_n_d_da_t_a_i-:-fi_a=-d..:.a_Ia:....b....:a~s...:.e---:.:__----__:
workspace !The space U1at a user sees upon opening lolu::; Notes and from whiCh the

, user can open the database ~

torm.:- -+!...:,W..:....lth_i_n_d_o_c_u_m_e...:.n_t..:.s:-.d..-:..at...:.a_i...:.s_e_n_te..:.._re_d_i._n_f_o_rTn..:....s --------..;
hotspot I A button that appears Within a document Users press thiS button to

Iperform operallons like gOing 10 another liSt

embedded view

date field-=--__-l.~ .:...:..=_.::.....:_._=_ ~ .:..:.:_=_~...:..:_;:::....:..=~::.:..:.. __.l

dialogue list

d

c
c
c

a

b

1A drop Irst at the top of the screen from which users select speCific
\,: operations classlfli~d under a given menu. --..--_._.._--~:..!...---_..:..-_------=~--------------!A type of field in which users can Ot1ly enter numbers

i A type of field in which users can enter text. format font and style and
I attach other dOQJments.

iTERM

tiN T ERe 0 IvI
ENTERPRISES

'1j
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I
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