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CountySuite Court of Common Pleas Home Page

TheCaseSchedulescreenis the homescreenof the application. The us&an always return to this
screen byeither selectingi K Sase Schedudink in the upper right on any screen, or bglecing the
O2dzyieQa [232 Ay GKS LI 3IS KSIRSNW®

A Buffington, Chase

Cancaster Counny, Pennsylvania

Court of Common Pleas g1 1}

Case Schedule Room Assignment Admin ~ Help ~

& Monday, February 1, 2016

Today: 2/1/2016 2/2/2016 —

+— 1/31/2016

¥ Business

Time Court Official

9 AM-5 PM Chambers 1 Judge James P Cullen

#Open Scheduling Judge James P Cullen 9:00 AM-12:00 PM
# Bench Warrant Hearing Judge James P Cullen 1:30 PM-1:45 PM
# Reserved for Pleas from
Pretrial Conferences

¥ Courtroom 1
Judge James P Cullen 1:45 PM-5:00 FM

¥ Chambers 1 # Business Judge James P Cullen 9:00 AM-5:00 PM

¥ Couriroom 2 # Open Schedulin Judge Jeffrey J. Reich ©:00 AM-5:00 PM
Time Case Information Court Official Attomeys
| | 9 AM-5 PM Cl-14-08710  Custody Hearing Judge Jeffrey J. Reich Prao se foe
EVANS, JOSHUA W, vs, EVANS, SARAH A [ "hd

o0 ¢KS RSTIl dA & aOKSRdzZ S Rlaiehtthe top ditheRstréetaselBadt 6 S / £ A
another schedule date, or click on the buttons on the left and right of the screen to navigate to
yesterday or tomorrow, respectively.

o0 Print the displayed schedule by clicking button at the top of the screen.

LIN

o CNEY (KS RNRBLI R24y YSyds a8t SQilistsi! € ¢ G2
Rdzf § 6AGK € A&l

/2t f 1 LJASRE G2 LINAYyd GKS aoOKS$S
only the room assignments.

o To print the events for a particular room, click E button on the room line. To print an
individual event, click th # button on the event line.
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0 Change the schedule view by cIicking button at the top of the screen.

CNRY (GKS RNRL) R2gy YS
/2t LJASReE (2 @GASg (K
assignments.
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How to Search for Case Events

From theCase Schedwescreenselectthe button. The Searckcreenwill now be displayed.

A gutfington, Chase

Lancaster County, Pennsyfvania

Court of Common Pleas

v Search Q Search

Resuit Type Max Resuits Start Date End Date

»

Case v 50

Case Number Location n Official en
< Not Sele! v <Not S v
Case Attributes Event n
Select Attribute(s) < Not Select v

Participant Role n Participant Name (exact format: last or last, first)

< Not Selected > v m
_

Search Results (50 results out of 1472 returned. Please adjust your search criteria.)

2/112016

¢

“

Event Type Plaintir Defendant
Attormeys Attorneys Other

Case 212016 9 AM-5 PM BAER, JENNIFER vs. BAER Cl-14- Custody Location Judge Plaintiff Attorney  Defendant o
STEPHEN R 05291 Heanng To Be Thomas 8 HOLLY SFILIUS  Attorney &

Announced Sponaugle CHRISTOPHER

-FJ5 P LYDEN

= Case 27212016  1PM-5PM  List Event List Protection  Location Judge O~
Event Heanng List ToBe Jeffrey J &

Announced Reich
s

Step-by-step

1. Select the Result Type to be searched by: Case, Room Assignment, List, or Alhgypes.
available search options will change depending upon the Result Type selected.

2. Set the maximum number of search results to be disgay the results grid. If there are more
results than the maximum number, then a message will be displayed showing the total number
of available results and a suggestion to narrow the search criteria.
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3. Set the Start and End dates as the range within kvttie search is to occur. Please note that if
GKS {GFNI 51F0G6S8S 62E Aa ST oflylz GKS aSkNOK §

4. Enter all or part othe Case Numbeénto the search box.

0 The typeahead feature will return suggestiofisr Case Numberas characters are

entered:

Imﬂ ¥ Q\
C1-00-03088 A
Cl1-00-12468
PR, e an

o If available, lhe results for Civil cases gpalled from CountySuite: Civil Court, while the
Criminal cases are based upon CPCMS.

5. Select the Location in which the event takes place.

6. Select the Official presiding over theeew.

7. Select the Case Attribute(s) associate with the Case E'z'lr(tonfidential,g Telephonic,
= Video,x Interpreter, a Lancaster County Priscﬁ State Prisonﬁ OtherPrison

8. Select the Event Type. The typhead feature will return suggestions asachicters are entered.

9. Select the Participant Role (ex. Plaintiff, Defendant Attorney, Probation Officer, @its)search
option is used in conjunction with Participant Name.

® Exact

10,9y 0SNJ §KS t I NIAO fwill @Eabledtiie xasb nam&nsah fétyhaity.

2 A0K GKAA aStSOGSR>Y SyiSNAy3a SAGKSNI GKS a[ a

- s

(e

results that match exactly to the text as entered. \A unchecked, the search results
will be more broadly based upon partial matches to théeeed text.

11. Enter text into the Notes box to search within Case Event notes.

12. Once the desired search criteria has been entered, s to perform the search, or

to remove the criteria. To print the search results, sem.
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13. The Search Results gridiwdisplay a list of Case Schedule Events based upon the entered
criteria.

o To reorder the list of results, select the desired column head8®jecing a heading
multiple times will toggleascending and descending order

Cased Event Type Ro
List Event List Event Co
1
List Event List Event Co
1
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How to Search Case History

From the Case Schedule screen, select the Admin drop down menu, thenGasdecHistoryThe Case
History screen will be displayed.

A putingion, Crass

Circimer Cainty, Toveilwink

Court of Common Pleas ae

Case Schedue  Room Assignment  Admin = Help =

Case History

Case Numibsr
|

Search Results

Nty S Gourt of Common Peas, Taeosofl inc

o Enter all or a part of thease number into the Search box. The tghead feature will return
suggestions based updhe characters entered. Select the desired Case Nurabémpress

<Enter> or sele.

Case Nurmber

CP-36-CR-aoa0as WS

Search Results

COMM. V. DOESMITH, JASON

0TS 1100 AN TELECSOF Mchase. bufington Echeyled Schedued fom Feb & 2018 S00AM 1o Feb 5 2016 10000AM in Courtroaem 10 with Judge Donaid B Totaro

0 The search results will displhistoricalinformation related tothe case humbethat matctes
the search text, including the Time of the action, the User that paréal the action, the Action
taken, and a brief description of the action.
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How to Search the Audit Log

From the Case Schedule screen, select the Admin drop down menu, then/ssdigtdt og The Audit Log
screen will be displayed.

0, Seach o Rosot

ErndDate 2 Usar Nama 3 Max Rows
4] VMBS 1 50

Source Types Case Numbar or Capticn
Created Case S¢hedube n

10DE G111 Al Crase Lt Evert Fa4 Ty Sie Pty TELECHOFTwol rabousit
G O 11 A Craated List Eventt 19M20044 Casa Schaduis TELECSOF Twoh haboyusst
ARG G111 A Craated List Event HE24 Casa Schaduin TELECSOF Twoh haboussl

Step-by-step

1. Selecthe Start and End dates to narrow the search results withépexifc date range.
2. Enter all or part of a user name to find Actions taken by particular users.

3. Limit the maximum number of rows returned in the search results.

4. Filter the results by the tygof Action.

5. Select the Source Type where the Actions were taken.

6. Enter all or part of the Case Number or Caption text to include in the search results.

7. The Search Results grid displays historical data by Action Date, Action, Source, Source Date,
Type,User, Description, and Delete Reason, if applicable.
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How to Create a Scheduled Event

From theCase Schedudescreenselecteither the button at the top of the screeor the[*]
button for a particuladisted Room.The Create Scheduled Event screenhveiltlisplayed.

A Bufingion, Crass

Create Scheduled Event

Event Information

Room Start Datei Time End Time

Select Room Deefaun Cifficial 2173016 9:00 AM = e 21AE 500 PM o

Official

Select Ofcial
Casa Search .

=1 € Manual Case Entry

Event Information

Step-by-step

1. Selecthe Roomand Official for theevent from the drop down menus (these will alreadyds
if the (] button wasseleced on theCase Schedulescreen)Selectindisis

wiII display the associated Official and Room, resipely (if applicable).

2. Enter the Even8art Date/Timeand End Timeby either typing the date into the text field or by

selecing the ¥ and © iconsandthen seleding the date from the calendand thetime from
the drop down menu

o Entering an End Datgreaterthan the Start Date will display the Weekly section for
recurring events:

& Mon ™ Tue & Wed & Thr & Fri

CountySuée: Court of Common Pleas HdQwGuide 11
© Copyright 2015Teleosoft, Inc.



0 Check the days on which the event should occur on a weekly basis, within the specified

date range.

o To find the Next Available date for scheduling, see the sectidgnamto Select the Next

Available Date

3. To schedul®penings fomultiple cases during a time blo¢alled aList Even}, set the

Capacityto a number greater than.0

4. To search for an existing Case, enter the Case NumlzethatCase Search box apekss

<Enter> oselect & . A list of Cases matching tleatered text will be displayed.

Case Search Results

Case Number Plaintiff

CI-00-00001 Debra j Bryden
CI-00-00002 Beverly ann Moore
Cl-00-00003 Ramonita Mestre
CI-00-00004 Daniel Harman
CI-00-00005 Mary A Falcone
CI-00-00006 Ocwen federal bank
Cl-00-00007 Sherwin williams co
CI1-00-00008 Bank of lancaster county na

CI1-00-00009 Shannon L Mccomsey

0 Selectthe grid line of the desired Case

Defendant P
Robert e Bryden jr

Michael e Moore

Pedro Salas

Thomas Cedar

Thomas B Groff

John Doe

Herr construction inc

Shiraz T Sugarwala

Torrey E Colbert

Cancel

0 The Court Case dialog box wikplay,allowingthe user to entetthe Caption, the Event
Cate@ry, the Event Type, the Case Event Attributes, the Notes (both public and private),

the Language, and the Outcome.

Save

o0 Select

5. Tomanuallyadd a case to th&vent selectthe button.

CountySuée: Court of Common Pleas HdQwGuide
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Court Case

Case Number Caption
|

Event Type

Select Event(s)
Attributes

@ d o ) - 5 Y

Notes

Private Notes

Language QOutcome

Select Language v Select Outcome v

Save Cancel

0 The Court Case dialog box will allow the user to enter the Cagdal, a Caption,
Event Category, Event Type, Case Event Attributes, Notes (both public\aatd)p
Language, and Outcome.

Save

0 Selec

CountySuée: Court of Common Pleas HdQwGuide 13
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Event Information

Comm. v. Sarah L Woods

Language
Mot

Private Motes
Plaintiff Defendant

Altomey Sarah L Woods
Thomas D Smith

Defendant
Attorney
Craig J Mark

Unknown

6. To attach a file to th&vent selec.

7. To addCaseParticipants,see the section ohlow to Add Case Participants

8. Selecllsaa® to save the Scheduled Event.

CountySuée: Court of Common Pleas HdQwGuide 14
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How to Add Case Participants

From the Create Scheduled Event screen, selecﬂ button in the Participants section of the Event
Information, and the|- from the drop davn.

Contact

| 4
Contact Category Attorney ID

Plaintift v

Title First Middle Last Suffix
Address u

Address 2

city State zip

Pennsylvania ¥

CountySuée: Court of Common Pleas HdQwGuide 15
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Step-by-step

1. Select the Category for the Contact.
Contact Category

Plaintiff Attorney v

| a
Plaintiff A

Plaintiff Attorney

Defendant

Defendant Attorney

Probation Officer

Assistant District Attorney

2. Enter the Attorney ID, if applicable.

(p))

3.9YGSNI GKS /2yidl O0GQa ylYSo

NB&aao

pul;

4. 9YGSNI GKS /2ydalrOotQa IR
5. Selec to save the Contact information and close the dialog box.

6. Selec to save the Catact information and clear the dialog box to enter a
new Contact.

CountySuée: Court of Common Pleas HdQwGuide 16
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How to Select the Next Available Date

From the Create Scheduled Event screen, s at the top of the screen.

Next Available Dates

Selecl Event v
Hours 4 Minutes

.i .

0 = 30 v

Selecl Room v

Search Results

Start Date
21172016 m

Dates to retum E
10

-

start End
900 AM () 5:00 PM G

Official

Select OMmcial

.

Step-by-step

1. Choose the Event Type.

2. Choose the date from which tdet the search.

3. Choose the number of dates to return in the search results.

4. Choosehe block of time in hours and minutes.

5. Chooseghe time ofday.

CountySuée: Court of Common Pleas HdQwGuide
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o Note: Entering the Hours and/or Minutes will cause the Start and End times to act as a
time range withinrwhich the application will search for the block of time. If Hours and
Minutes are set to 0, then the Start and End time will act sisgle open block of time
(ex. For an altlay opening, set the Hours and Minutes to 0, and then set the Start time
to 9 AMand the End time to 5 PM)

6. Choose the room to check for availability.

7. Choose the Official.

8 Selec

The Search Results will show schedule availability by Date, Room, Official, Event, and Times. Select the

drop down under the Times column, the desitade block, and the.

Search Results

Date Room Official Event Times A

21212016  Courtroom 3 Howard F Knisely Criminal Trials OO0 AM-030 AM v

242016  Courtroom 7 Christopher A. Family Business Court - Letters OO0 AM-030 AM v
Hackman Q, R, &S0

212/2016  Couriroom 8 Dennis E Reinaker  Video Hearings 000 AM-9:30 AW v

2/2/2016  Courtroom 12 David L Ashworth ~ Criminal Trials 000 AM-030 AM v o

The selected values will then be automatically populated onGheate Scheduled Evesdreen.

CountySuée: Court of Common Pleas HdQwGuide 18
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How to Create a Room Assignment

From the Room Assignment screeelecteither the button atthe top of the screen or th[*]
button for a particuladisted Room.

A Bufingion, Crass

x tourt of Common Pleas i
Case Sthedule Admin +  Help »
[ sae | sae o | cose |

Start Date End Date

Create Room Assignment n
SEIE(.

Ll Deefaul Oificial 222016 9000 AM = e NG 500 PM [

o
Select OfMc L Dttt Room E Wi
Event Type
Selec! Evenlis)

Roam Motes

Step-by-step

1. On the Create Room Assignment screen, select the Room from the drop down menu (this will
already besetif the (] button wasseleced on the Room Assignment screen).

2. Selest the Official from the drop down menu.

3. Select the Eventype from the drop down menugdditional Event Types can be added by
clicking on the Event Type bar and selecting from the drop down menu.

4. Enter any notes regarding the Rodwsignment in the Rou Notes field.

5. Enter the Event start anehd dates by either typing the date into the text field ordmlecting

the E E and ® icons and then selecting the date from the calendar and the time from the drop
down menu.

CountySuée: Court of Common Pleas HdQwGuide 19
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6. To create a recurrinfvent select &3art date and adifferent End date. A grid will appear,
showing the days of the week on which tBeentwill occur. Add or remove days kglectng
the checkboxes:

Weekly

= Mon O Tue * Wed O Thr ™ Fri

o0 TheEventwill now occur on the selected days of the week, between the specified start
andend dates.

7. Selec to save the Room Assignment, to save the current Room Assignment
and clear all information except for the dates.

CountySuée: Court of Common Pleas HdQwGuide 20
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How to Modify a Scheduled Event

On theCase Scheduescreenselectthe o~ icon on the desired Case:

LLARICO o

o Edit- Thiswill display the Update Scheduled Event screen, waildws the user to change the
Room, Official, Start Datand Capacity, as well as add Evenigload files, and modify the

EventParticipantsSeIec to commit the changes.

Court of Common Pleas

Update Scheduled Event

Event Information

Room Stan Date/Time End Time
Coutroom 12 m ZIERIE T DD AN ﬂ = 2:30 AM (O]
COritcial
Aatworin, Daved L {udge) - “
Case Search
SR © s cose oy |

Event Information

CountySuée: Court of Common Pleas HdQwGuide 21
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o Reschedule Chang the dateand timeof the Event Séect a reason for the reschedule, a new
Room Assignment, a new Official, and new Date and TiBwesnt Information can also be

edited on this screerSeIec to commit the changes.

- L Buffogion, Chasi
[aveaster Counyy, Tovsyliania

Court of Common Pleas Ty

Reschedule Scheduled Event mmm

Event Information

Reschedule Reasan

Select Reason "
Room Start Dats Time End Tims
Courircoem 12 L m TG T00 AM B & 5:30 Al [
Official
Askweoith, David L [Judge) L Defaull Room

Event Information

Guiky Fiea

o Deleteg Delete the Event. Seleatreason for the deletion from the drop down aadlec.

Delete CASE 1017

COMM. V. SARAH L. WOODS

Delete Reason

Data Entry Error v

Do you want to delele the selected item?

TS n

CountySuée: Court of Common Pleas HdQwGuide 22
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o Print Noticeg Prints the notice to send out to Case Participants

COURT OF COMMON PLEAS OF LANCASTER COUNTY OF LANCASTER

OFFICE OF COURT ADMINISTRATION - SCHEDULING SECTION
LANCASTER COUNTY COURTHOUSE
50 NORTH DUKE STREET
PO BOX 83480
LANCASTER, PA 17608-3480

PHONE (717) 299-8041 FAX (717) 295-3599
February 03, 2016

Thomas D Smith

123 Main Street
Lancaster, PA 83480

NOTICE OF COURT APPEARANCE

You are hereby notified that you are required to appear for a Guilty Plea regarding :

Case: CASE 101 Woods, Sarah L on February 03, 2016 at 9:00 AM in Courtroom 12 of the
Courthouse.

0 Case History This will display the Case History screen.

Court of Common Pleas

A Bufirgion, Chasa

A

Case History

Caie Nurmber

CABE 1M

Search Results

COMM. V. SARAH L. WOODS

Time 4 User Botion Description

202016 202 PM TELEQSCFTwhase buffingion  Schedubed  Scheduied from Feb 3 2016 0:00AM 1o Felb 3 2016 S:304M in Courtreom 12 with Judge Dawid L Ashwsorth
2032006 204 P TELEQSOFTchase buffingion  Ediled Upidated” Feb 3 2006 SoO0AM to Fab 3 2016 2304 in Courroom 12 with Judge Daved L Asheorih

CountySuée: Court of Common Pleas HdQwGuide 23
© Copyright 2015Teleosoft, Inc.



How to Reassign an Official

On theCase Schedukereen,selecti K S / 2 dzNIi  h T T BchédulédEvent Tid R€Ssigh V'
Official screen will display, showing the current assignment.

o Corny. Favessliing A 5 rgion, Chasa
Court of Common Pleas e
3
Reassign Official | pesssion | camet |
Ashworth, David L (Judge) Wednesday, February 3, 2016
Curant Room 1 Avallable Rooms
Courwoom 12 Counroom 2 L]
Selart Room
| o
Courtronm 3 B
Ciourtroom 4
Ciouriroom &
Couflrdam 9 =
Step-by-step
1. Selecthe Available Rooms drop down.
2. Select the new room.
3. Selecm to commit the change.
CountySuée: Court of Common Pleas HdQwGuide 24
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How to Add/Edit Official Absences

From theCase Schedueelectthe Admin dropdown menu and seled®fficial AbsenceThe Official
Absencescreen will be displayed.

A Bufingion, Chasa

e,
2 fm

/ Court of Common Pleas

Official Absence ==

official GEart Dake Erd Dade
Seloc] Ccial - 2032016 = =
Search Results
Hame Start Date+ Ened Daite Dscripbion

Step-by-step

Court Official Absence

e
Select OmMcial
Description 3
Conference v

Start Date End Date
2132016 5200 AM ] 2132016 5:00 PM =

CountySuée: Court of Common Pleas HdQwGuide 25
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2. Select the Official
3. Select a description for the absence

4. Ernter the Start and End dates for the absence.

5. Selecma.

To Editor Deletean existingAbsencegenter searchcriteria:

Search Critaria

Cfficial 1 Saart Date 2 Erd Duate
Sabect Cfficial v LAE0T6 3 =

1. Select the Official.

2. Enter the Start and End dates for the absence.

3. Selec.

A list of results matching the search criteria Wél displayed in th&earch Results grid.

Search Resuns

e = L PR L AR O ) IR0 LD~ - —— -
e S SEB AN . 500 " - o # Edit

e o Sewh gfe A SN0 YD A [ L BE R_"J - o

1 Delete
P T - . 200 A B - x . s o e
I —— - -~ - ——— -
o Select 7.

o Select B4t 5 modify the absence, ¢ IDEEE (g delete the absence.

o Selecting # Bt displays the Court Official Absence dialog.

CountySuée: Court of Common Pleas HdQwGuide 26
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Court Official Absence

Official

Sponaugle, Thomas B (Judge)

Description
Vacation

Start Date B
2132016 11:30 AM il =

End Date

21372016 5:00 PM

4. Selecthe description.

5. Change the Start Date and/or End Date.

6. Selecima.

CountySuée: Court of Common Pleas HdQwGuide
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How to Search for a User

From the Case Schedule screselectthe Admin drop down menu, then seleSecurity UsersThe
Security Users screen will be displayed.

Common Pleas

Security Users

Search Criteria 1

First Name Lait Name Login Mame

Larst Hama + Firsd Hamae
Brown Ean B8 s boowT Adminesirator L o
Bufinglon Cranss a8 chase buffingion Adminesiraton L o

Step-by-Step

1. BFGSNI FEf 2NJLINL 2F GKS dza SN A and/arRéldintodHe Y ST [ |
search boxes.

2. Pres<Enter> orslect_

3. The search result grid will return the list of users that match the entered criteria
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4. Tocustomizethe order in which the results are displayegjectthe column header. The results
can be ordered by Last Name, First Name, Initials, Login Name, and Roles

Users

1 Wood Art

| Flaud An

/1 Doe Jo

] DeRemer Bo
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How to Add a New User

From the Case Schedule screselectthe Admin drop down menu, then seleBecurity UsersThe
Security Users screen will be displayed.

Step-by-step

1. Selecthe button.
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