Superior Court of California, County of Alameda

RFP Title:    Civil Case Management System 
RFP Number:   SC 1900.2019.5
Superior Court of California, County of Alameda

RFP Title:    Civil Case Management System 
RFP Number:   SC 1900.2019.5

Exhibit 9: WorkQueues-DOMAIN

For Judicial Officers and Courtroom Clerks

Table of Contents

21.0
Introduction to WorkQueues


2.0
Case Number Search
5
63.0
Courtroom WorkQueues


6A.
Courtroom Follow Up WorkQueuess


6B.
Courtroom Mail WorkQueues


6C.
Courtroom Schedule WorkQueue


74.0
WorkQueues Common to All Hearing Types


7A.
Print Mail Judgment Workqueues


9B.
Register Order WorkQueues


11C.    Complete Judgment Entry WorkQueues


13D.    Complete Document Entry WorkQueues


18E.
Complete Memo of Costs WorkQueue


225.0
Make Ruling WorkQueues


22A.
Make Ruling Continuance


24B.
Make Ruling Publication Order


27C.    Make Ruling Stays General Civil


28D.    Make Ruling Priority


33E.
Make Ruling Under Submission




1.0
Introduction to WorkQueues
Whenever a task or additional action is required in a case, DOMAIN creates a WorkQueue.  WorkQueues are generated from filings, courtroom activities, or rulings.  All WorkQueues must be completed before a case can be closed.  Categories of WorkQueues are assigned based on court responsibilities, i.e., Make Ruling WorkQueues are assigned only to judicial officers, research attorneys, and courtroom clerks.

From the Toolbar, click My WorkQueue.  The WorkQueue List window allows you to select and complete WorkQueue tasks.  

A variety of filters may be applied to narrow down the list of WorkQueues, which may be selected by task or by case number, or based on assignment, case type, etc. 
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The example below is a WorkQueue list where certain filters were applied.  For instance, Category was narrowed from “ALL” to “Make Ruling”; only unassigned cases were requested; and only General Civil cases that are not Unlawful Detainer were requested.   
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In the next example, the Category was changed to ALL, and a much longer WorkQueue list appears.  
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Once you select a WorkQueue, the padlock icon appears next to your name.  This prevents two or more people from working a WorkQueue at the same time, and although unlikely, prevents two judicial officers from simultaneously entering opposite decisions.  
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The Assignment Selection filter may be used to locate WorkQueues assigned to particular judicial officers or research attorneys.
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To assign a task, click Assign.  In the WorkQueue Assignment window, click a checkbox for the case you want to assign.   
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2.0
Case Number Search
You may also find WorkQueues by searching for a specific case number.  From the Toolbar, select My WorkQueue and click the Selection by CaseNumber tab.  Enter the case number and click List.  The WorkQueue List window appears:  
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3.0
Courtroom WorkQueues

The following is a list of the types of WorkQueues that courtroom clerks may encounter. 

A. Courtroom Follow Up WorkQueues

 
 
 

Complete Judgment Entry



Consolidate Cases




 

Enter Judgment




 

Print Judgment




 

Print Order





 

Register Judgment Ruling



 

Register Order




 

Reminder





 

Reminder - Referee
 



 

Reminder - Statement Of Decision  


 
 
 
B. Courtroom Mail WorkQueues


 
 
 

Print Mail Judgment


 

Print Mail Minutes


 

Print Mail Order with Certificate


 
 
 
C. Courtroom Schedule WorkQueue
 
 

Schedule OSC
Schedule Reset ICMC
Schedule Motion
Schedule FW Hearing
 


4.0
WorkQueues Common to All Hearing Types

Certain WorkQueue categories are common to all hearing types. 

Examples from the various WorkQueue categories are shown below.

A. Print Mail Judgment Workqueues

From the Toolbar, click My WorkQueue.  To view pending Print Mail Judgment WorkQueues, set the drop-down list for Category to Courtroom Mail, and set the drop-down list for Task to PrintMailJudgment.   Set the assignment selection as desired and click List. 

[image: image8.png]WorkQueue
Fle Edt View Window Help

P S

Selecton by Task | Selection by Case Number |

Task Selection

Assignment Selection— [ Case Type Selection

[

Lacation [Rene C. Davidson Alemeda County Couthause =] || Unessigned || small Claims
5] | | m Assianed
gy oo oom Mol S W General Civl-Non UD
Task  [PrintMailJudgment =l seignedto me
AddtonslSdecion 1 | [ Ganeral Civil-UD only
I Created by me
SortBy [Due Dete
Assigned Ta Case Number Case Tille DueDate Task Status RofA Text
2001001721 Clark VS James  09/15/2001 PrintMaildudgment PEND Judgment Entered
2001001722 EatonVSEaton  09/15/2001 PrintMailludgment PEND Judgment Entered
2001001932 Hal VS Wright 10/26/2001 Printailucigment PEND Jucigment Enterect
2001001983 Walton VS Frank  10/26/2001 PrintMailJudgment PEND Judgment Entered
2001001933 Clark VS City of Dublin 10/26/2001 PrinhailJudgment PEND Judgment Entered
2001001864 Graftom VS Duncan  10/30/2001 PrintailJudgment PEND Judgment Entered

2£

Change Status

RofA | Close | Select
May 17, 2002 342 am

lel»





Highlight a WorkQueue and click Select.  

The image of the judgment appears, and the Print Mail Judgment window appears. 
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You can change the Judgment Mail Date as needed, and can change the number of copies that will print.

B. Register Order WorkQueues

From the Toolbar, click My WorkQueue.  To view pending Register Order WorkQueues, set the drop-down list for Category to Courtroom Follow Up, and set the drop-down list for Task to RegisterOrder.   Set the assignment selection as desired and click List. 
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Highlight a WorkQueue and click Select.

[image: image12.png][=[ofx]

Image Viewer

Eﬁ\ﬁ\ﬁw | g]e .

B Pal DOMA,
Aty st L DOMAI,
oy i i, Goure
=@ e 00 bt Bt 00 S
St

&fro ] Gatant X407 fteey

Superior Court of California, County of Alameda
Rene C. Davidson Alameda County Courthouse

Eios o 2000001177
e
- Oderon Applicton R iay
Peading Appesl
e
e
J——

Matrwas rgod and st nd s e sppring e, 1§ HEREBY ORDERED
AT h dmtcero i o e Wby v . 50 cing (928 2001

e condion st kg i o b depoitd it st i
ettt

Tl ety

Dt 09262000
T Clrios K Noizs

2000001177 Application le: Stay Perding Appedl Granted





[image: image13.png]Fle Edt View Window Help

Case Number.
Case Tile:

Judge's Narme:

2000001177
Elliatt VS Clark

Christine K. Moruza.

Department 704

Action Remarks

[rant of stay pending appeal E
I |

™ Declaration of Service by Mail - Number of Copies: I—n

Approval Date: [08/26/2000

Mail Date: e

BarCode Number.

Register | 1ot | Close

Feady May 17, 2002357 am

P S





You can change the Approval Date and/or Mail Date as needed, and can change the number of copies that will print.  To generate a Declaration of Service by Mail, place a checkmark in the corresponding box.  

C. Complete Judgment Entry WorkQueues

From the Toolbar, click My WorkQueue.  To view pending Complete Judgment Entry WorkQueues, set the drop-down list for Category to Courtroom Follow Up, and set the drop-down list for Task to CompleteJudgmentEntry.   Set the assignment selection as desired and click List. 
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Highlight a WorkQueue and click Select. 
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The imaged document will provide you with the information you need to complete the window below. 


You can enter freeform text in the Judgment Terms and Conditions area.  Use the checkboxes to specify creditor and debtor, and click Record.  
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D. Complete Document Entry WorkQueues

From the Toolbar, click My WorkQueue.  To view pending Complete Document Entry WorkQueues, set the drop-down list for Category to Document Completion, and set the drop-down list for Task to CompleteDocumentEntry.   Set the assignment selection as desired and click List.
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Highlight a WorkQueue and click Select. 
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If the party is self-represented, click Pro Per. 
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If the party is represented by an attorney, enter the attorney’s bar number and click Add Attorney.
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If you don’t know the attorney’s bar number, click Search Attorney.  
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Only ‘Th’ was entered above; therefore the search yielded a large number of attorneys.
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You should enter as many letters as possible to narrow your search.  
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You can also open the Additional Names window by highlighting one of the parties and clicking Detail. 
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The Additional Names window may be used for hyphenated names, also known as (AKA), doing business as (DBA), etc.

To view representation details, highlight an entry and click Details.
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E. Complete Memo of Costs WorkQueue

From the Toolbar, click My WorkQueue.  To view pending Complete Memo Of Cost Entry WorkQueues, set the drop-down list for Category to Document Completion, and set the drop-down list for Task to CompleteMemoOfCostEntry.   Set the assignment selection as desired and click List.
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Highlight a WorkQueue and click Select.
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In general, the pre-judgment costs, post-judgment costs, credits, and interest are entered by the filing clerk and should be verified by the courtroom clerk.  If they have not been entered, obtain the amounts from the imaged documents to enter them.  
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Click the radio button for Schedule, and use the Document Category drop-down list to select Order to Show Cause Hearing.   Click OK. 
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A number of prospective hearing dates are listed, along with the department number, and the number of hearings reserved or scheduled, if any.  The column labeled Max indicates the maximum number of cases that the judicial officer will hear.  

If none of the hearing dates listed are suitable, click Next Week to advance to other prospective dates.  An alternative is to use Date Override to specify a time frame.  Be sure to input the dates in the format MM/DD/YYYY, and click New List.  

The Action Remark / Additional Reasons area may be used for freeform text.  Note that text entered in this area will appear in the Schedule Hearings Detail window, available from the Register of Actions.  

Text that you enter in the Notes for Notice of Hearing area will appear on the Notice (see the image below).

Highlight the hearing you wish to schedule, and click Record.   Note that Issue Notice has become enabled.  
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Click Close.  
5.0
Make Ruling WorkQueues

In general, Make Ruling WorkQueues are assigned to judicial officers.  In certain situations, however, courtroom clerks assist judicial officers in completing Make Ruling WorkQueues.

These WorkQueues come in many categories; samples are provided below.

A. Make Ruling Continuance

From the Toolbar, click My WorkQueue.  To view pending Make Ruling Continuance WorkQueues, set the drop-down list for Category to MakeRuling, and set the drop-down list for Task to MakeRulingContinuance.   Set the assignment selection as desired and click List.
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Highlight a WorkQueue and click Select.  
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A judicial officer may want to suppress the DOMAIN-generated order and create an order for a variety of reasons:

· a party-submitted order is preferable to the DOMAIN-generated order, or

· the judicial officer is using a case management order, or 

· the judicial officer is creating an order (in Microsoft Word) specifically for a case.
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A checkmark in this box prevents DOMAIN from generating an order.   The pre-populated text indicated in the window above must be edited to match the final order.

When you have completed any requested changes to the window text, click Record.

B. Make Ruling Publication Order
From the Toolbar, click My WorkQueue.  To view pending Make Ruling Publication Order WorkQueues, set the drop-down list for Category to MakeRuling, and set the drop-down list for Task to MakeRulingPublicationOrder.   Set the assignment selection as desired and click List.
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Highlight a WorkQueue and click Select. 
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Publication orders may contain minimal ruling text, or may contain extensive ruling text.  Examples of each type are shown.
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For this case type (Auto Tort), if you change the selection to ‘Grant’, more extensive ruling text populates the window (see below). 
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Order text can be edited as needed. 

A judicial officer may want to suppress the DOMAIN-generated order and create an order for a variety of reasons:

· a party-submitted order is preferable to the DOMAIN-generated order, or

· the judicial officer is using a case management order, or 

· the judicial officer is creating an order (in Microsoft Word) specifically for a case.
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A checkmark in this box prevents DOMAIN from generating an order.   The pre-populated text must be edited to match the final order.

When you have completed any requested changes to the window text, click Record.

C. Make Ruling Stays General Civil

From the Toolbar, click My WorkQueue.  To view pending Make Ruling Stays GC WorkQueues, set the drop-down list for Category to MakeRuling, and set the drop-down list for Task to MakeRulingStaysGC.   Set the assignment selection as desired and click List.
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D. Make Ruling Priority

From the Toolbar, click My WorkQueue.  To view pending Make Ruling Priority WorkQueues, set the drop-down list for Category to MakeRulingPriority, and set the drop-down list for Task to MakeRulingOrdShortenTime.   Set the assignment selection as desired and click List. 
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Highlight a WorkQueue and click Select. 
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This window has a number of notable features.
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A judicial officer may want to suppress the DOMAIN-generated order and create an order for a variety of reasons:

· a party-submitted order is preferable to the DOMAIN-generated order, or

· the judicial officer is using a case management order, or 

· the judicial officer is creating an order (in Microsoft Word) specifically for a case.
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A checkmark in this box prevents DOMAIN from generating an order.   The pre-populated text indicated in the window above must be edited to match the final order. 

When you have completed any requested changes to the window text, click Record. 

From the Toolbar, click My WorkQueue.  To view pending Make Ruling Priority WorkQueues, set the drop-down list for Category to MakeRulingPriority, and set the drop-down list for Task to MakeRulingWaivers.   Set the assignment selection as desired and click List. 
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Highlight a WorkQueue and click Select. 
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The MakeRulingWaiver ‘Grant’ window is pretty straightforward.  For that reason, the more complex ‘Grant in Part’ window is shown.
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The fee waiver effective date defaults to one year from the current date.  This date can be changed as needed.  The party can be ordered to return in a specified period of time.  The number of months defaults to four, and can be changed as needed.  
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Once you have made the appropriate changes, click Record and the order will be generated. 

E. Make Ruling Under Submission

Finally, many of the Make Ruling Under Submission WorkQueues include abbreviations, which are spelled out below.

MakeRulingUnSubAALC 
Administrative Appeal of Labor Commissioner

MakeRulingUnSubADMTV
Appeal of Denial of Motion to Vacate

MakeRulingUnSubAPC
Appeal Parking Citation

MakeRulingUnSubGCCT
General Civil Court Trial

MakeRulingUnSubGCEX
General Civil Ex Parte


MakeRulingUnSubGCLM
General Civil Law & Motion


MakeRulingUnSubSCCT
Small Claims Court Trial

MakeRulingUnSubSCLM
Small Claims Law & Motion

MakeRulingUnSubSCTDN
Small Claims Trial De Novo (Appeal)

MakeRulingUnSubUDCT
Unlawful Detainer Court Trial

Assignment Selection: Unassigned


Assigned 


Assigned to me  





Case Type Selection: 


Small Claims


General Civil – Non UD


General Civil – UD only





The drop-down arrow for the Task field reveals a long list.  You may scroll through the list, or you may click on the field, and enter the first letter of the field you want to go to.  For example, to go to “MakeRuling”, you may scroll through numerous entries, or you may enter ‘M’ to go directly to the desired entry.  





Note that with the longer WorkQueue list, an ‘elevator’ appears with which you can scroll through the list, while the arrow buttons move from page to page.





Specific tasks may be assigned from one judicial officer to another.  





DOMAIN defaults to the Plaintiff / Petitioner role, and the drop-down list allows you to change as needed. 





Place a checkmark in the box next to Type to enable the Remove Parties, Pro Per, Add Attorney, and Search Attorney buttons. 





It is important that the information be entered accurately, as DOMAIN will generate notices to be mailed. 





If you are unsure of the spelling of the attorney’s name, you can change the search parameters from ‘Equals’ to ‘Starts With’.





To delete an entry, highlight it and click Remove.





Click Names to open the Additional Names window shown below. 





Calendar Type is derived by DOMAIN, based on the document category and document type selected.





Verify that the appropriate radio button is selected.








Use the drop-down arrow for the Schedule on field if you need to schedule at a different court location.  





Note that the document that created the WorkQueue will appear for your review.





This text is pre-populated by DOMAIN, and can be changed as directed by the judicial officer.  





The final text must be in agreement with the radio button selected, and with the final order.  For example, you cannot change this text to DENIED without changing the radio button to Deny.   


 


Also, be sure that all of the blanks are completed before the order is generated. 





The imaged document, along with instructions from the judicial officer regarding the ruling, will provide you with the information you need to complete the window below. 








‘Deny’ is selected.





Standard text is provided by DOMAIN, based on the type of case being heard.   Place a checkmark in the appropriate ‘Reasons for ruling’ box, and that text will populate the Order Text area.  Text can then be edited as needed.   





Selection changed to Grant, and more extensive text appears.





The imaged document, along with instructions from the judicial officer regarding the ruling, will provide you with the information you need to complete the window below. 








The imaged document, along with instructions from the judicial officer regarding the ruling, will provide you with the information you need to complete the window below. 








This text is pre-populated by DOMAIN, and can be changed as directed by the judicial officer.  





The final text must be in agreement with the radio button selected, and with the final order.  For example, you cannot change this text to DENIED without changing the radio button to Deny.   


 


Also, be sure that all of the blanks are completed before the order is generated. 





Radio button must agree with final text.





Place a checkmark in the box for the appropriate payment method.  Specify a percentage of the total due, or specify a dollar amount per month. 





The judicial officer will specify the reasons for granting the waiver in part, and will check the boxes or request that the clerk check the boxes. 





A checkmark in this box will open the Scheduling window below. 





Place a checkmark in one of the boxes to place text in this window. Edit the text as needed.  
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