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1. [bookmark: _Toc495584664]
Login

	[bookmark: _Toc495584665]Login to DIS

	1. Enter Username
2. Enter Password
3. Click on “Login”

Note: If a newer version of the DIS Client is available it will be automatically downloaded when the DIS Client is opened.




	Login

	Button
	frmLogin.btnLogin_Click() – calls service to validate Active Directory login through the clsLogin service. Gets roles from SQL Server database.



[bookmark: _Toc495584666]
Create Case
	[bookmark: _Toc147310985][bookmark: _Toc495584667]Create Case

	1. Navigate to “Create” and “Case”
2. Verify the case number
3. Enter a value in the “Case Title” field
4. Select a value from the “Status Code”, “Industry Code”, and “Purpose Code” drop down lists
5. Verify the “Date Opened”
6. Click on “Save and Exit” and select “Yes”







	Save and Exit

	Button – Saving info from field about the case
	frmCases.SaveExit(). Calls the clsCase service.




	[bookmark: _Toc495584668]Reserve Case

	1. Navigate to “Create” and “Case”
2. Select “Reserved – Reserved” from the “Status Code” dropdown
3. Enter the remaining information
4. Click on “Save and Exit” and select “Yes”









	Save and Exit

	Button – Saving info from field about the Reserved case
	frmCases.SaveExit(). Calls the clsCase service.






[bookmark: _Toc147310987][bookmark: _Toc495584669]Document

	[bookmark: _Toc495584670]Create a new scanned document

	1. Navigate “Create” and “Document”
2. From the “Create Document” screen, select a listing in “Scanned Docs:”
Note: if the listed document has an “ * ” next to it has been checked out by another user
3. Select “Input” or “Input Without Image”
4. From the Document screen select/Verify Date Filed
5. Select Document Type
6. Select /Verify Transaction Code
7. Input/Verify Number of pages
8. Add Cases:
            * Input case number in the input field to the left of the Add Case
              Number button
            * Click the Add Case Number
            * If a user wants to remove an added case from the listed cases, it can
              be removed by checking the box to the left of the case to be
              removed and Click the Remove Case Number button
9. Input Summary information
10. Click Append Summary button
11. Add Party Lists, New Party, New Attorney as applicable
12. Select Save and Exit




	Input

	Input the info about scanned docs
	clsDocument

	Input w/o image
	Input the info about efiled docs
	clsDocument





	[bookmark: _Toc495584671]Create a new E-Filed document

	1. Select Document from the Create menu option.
2. From the Create Document screen select Efiled Docs:
Note: if the listed document has an “ * ” next to it has been checked out by another user
3. Select Input
4. From the Document screen select/verify Date Filed
5. Select/Verify Document Type
6. Select Transaction Code (Verify that The TX is default
7. Input/Verify Number of pages
8. Add Cases/Verify:
            * Input case number in the input field to the left of the Add Case
              Number button
            * Click the Add Case Number
            * If a user wants to remove an added case from the listed cases, it can
              be removed by checking the box to the left of the case to be
              removed and Click the Remove Case Number button
9. Input/Verify Summary information
10. Click Append Summary button
11. Add Party Lists, New Party, New Attorney as applicable
12. Select Save and Exit




	Save and Exit

	Button – Saving info for the new document
	




[bookmark: _Toc149052217][bookmark: _Toc495584672]Case Lookup

	[bookmark: _Toc495584673]Case Lookup

	1. Select “Case Lookup” from “Search” menu.
2. When Lookup dialog box appears enter a case number and hit enter or click “Search” button.







	Search

	Search on a defined case number
	frmCasePop.searchForCases() calls clsCase service.



































[bookmark: _Toc149052219][bookmark: _Toc495584674]Case and Document Record

	[bookmark: _Toc495584675]Case Record

	1. Load the case screen (through searching or browsing, etc.)
2. Verify that the screen opens in “read only” mode
3. Click on the docket information tab to see the docket information
4. Click on the “Parties of Record” to see the parties of record
5. Click on “Related Case” to see related cases
6. Verify that these buttons/menu options are available (specific details described in the following scripts):
· Edit
· View Service Notice
· Service Notice Labels
· Void Case (only for admins)
· View update history
7. Verify that you can see the “Attorney General”, “Attorney Examiner” and “Staff Contact” information
8. Use refresh button to reload the information
9. Verify that the “Created By” and “Modified By” information displays























	Edit

	Edit the case record
	frmCases.ToolStripButton1_Click()

	View service notice
	View the service notice
	frmCases.tlblVSerNotice_Click()

	Service notice labels
	Display labels for service notice
	frmCases.tlblSerNoteLabel_Click()

	Void Case
	Void the current case
	frmCases.tlblVoidCase_Click()

	View Update History
	View the history of the case
	frmCases.tslUpdateHistory_Click()






	[bookmark: _Toc495584676]Case Record – Edit Menu

	1. Load the case screen (through searching or browsing, etc.)
2. Click on the “Edit button”
3. Change any/all of the values:
· Case title
· Status Code
· Industry Code
· Purpose Code
· Date opened (by typing or using the date control)
· Date Closed  (by typing or using the date control)
4. Click “Save and Exit” and verify that you will be prompted to save the case 
5. Verify that you will be prompted to enter a reason for editing after you save the modified case information







	Save and Exit

	Store the edited info
	frmCases.tlblSaveExit_Click()

	View service notice
	View the service notice
	Same as above

	Service notice labels
	Display labels for service notice
	Same as above

	Void Case
	Void the current case
	Same as above

	View Update History
	View the history of the case
	Same as above

	Search
	Search for content
	frmCases.tlblSearch_Click()

	Edit reel number
	Edit the number of the reel outside of DIS storing this document
	frmCases.tslReel_Click()







	[bookmark: _Toc495584677]Case Record – Edit Menu – changes in parties of record (add existing)

	1. Load the case screen (through searching or browsing, etc.)
2. Click on the “Edit button”
3. 
Click on the “Parties of Record” tab 
4. Make sure that the parties and attorneys display properly
5. 
Click on “Party List” to add an existing party and attorney (optional) 
6. Select from the party type – verify that the party listing is complete


7. 
Type in the starting letter for the party

8. Click “Ok” to pick the party selected
9. Select whether to add an attorney or not

10. If attorney selected, type in the first letters of the attorney and pick the selected attorney
11. Enter the reason for adding party/attorney

12. Click “Ok”





	Party List

	Bring up the party list
	frmCases.btnPartyList_Click()
























































	[bookmark: _Toc495584678]Case Record – Edit Menu – changes in parties of record (add new)

	1. Load the case screen (through searching or browsing, etc.)
2. Click on the “Edit button”
3. 
Click on the “Parties of Record” Tab 
4. 
Click on “New Party” button 
5. Input the complete party information
6. Verify that the correct fields are required to save 
7. Click “Save and Exit”





	Save and Exit

	Store the edited info
	frmParty.tlsSave_Click()






	[bookmark: _Toc495584679]View/edit related cases

	1. Load the case screen (through searching or browsing, etc.)
2. Click on the “Edit button”
3. 
Click on the “Related Cases” Tab 
4. 
Click on “Add Related Case” to add a new relationship to the case 
5. Enter the case number that you are relating to this case and confirm your selection 
(Note: Also try to enter a non-existing case number and verify that the error message will inform you about a non-existing case number)
6. 
Click on “Remove Related Case” to remove a relationship to the case 
7. Verify that you can view the related case information in the “read-only” mode.






	Add related case

	Adding a new related case
	frmCases.btnAddRelCase_Click()

	Remove related case
	Remove an existing related case
	frmCases.btnRemRelCase_Click()










	[bookmark: _Toc495584680]Document Record – Edit

	1. Open up a document listed in cases.
2. Click on the “Edit” button to switch to edit mode.
3. Change any/all of these fields:
· Date Filed
· Document type
· Transaction Type
· Number of pages
· Cases
· Summary
· Party and Attorney listing for the given document – reflecting the associated parties/attorney for the case(s)
4. Verify that the “Created By” and “Modified By” information displays properly affecting changes
5. Click “Save and Exit” after changes were made
6. Make any corrections using the spellchecker – only displays when error found while saving the summary
7. Enter a reason for the changes in the document that is being saved



























 

	Save and Exit

	Saving the document
	frmDocument.ToolStripButton1_Click()

	View Image
	View the selected image for this document
	frmDocument.tslViewImage_Click()

	Edit CMUNID
	Edit CM Unique ID
	frmDocument.tslECMunid_Click()

	Get Img
	Get the image path to the document
	frmDocument.tslGetImage_Click()

	Reject document
	Reject the current document
	frmDocument.tslVoidDocument_Click()

	Index 
	Provide indexing info
	

	View Update History
	View history of the updates
	See ABOVE

	Add Case Number
	Add a new case #
	See ABOVE

	Remove Case Number
	Remove existing case #
	See ABOVE





	[bookmark: _Toc495584681]Document Record – Edit Menu – changes in parties of record (add new)

	1. Open up a document listed in cases 
2. Click on the “Edit button”
3. 
Click on “New Party” button 
4.  Input the complete party information 
5. Click “Save and Exit”





	New Party

	Button to add a new party
	frmDocument.btnNewParty_Click()




	[bookmark: _Toc495584682]Document Record – Edit Menu – changes in parties of record (remove)

	1. Open up a document listed in cases 
2. Click on the “Edit button”
3. 
Click on “Remove  Party” button 
4. Enter the reason for party/attorney removal
5. Click “Save and Exit”




	Remove Party

	Button to remove an existing party
	frmDocument.btnRemove_Click()









	[bookmark: _Toc495584683]Document Record – Edit CM ID

	1. Open up a document listed in cases Click on the “Edit button”
2. 
Click on the “Edit CM ID” button 
3. Enter the new/edited CM ID into the input box 
4. Confirm the change 
5. Save and Exit




	Edit CMUNID

	Edit the link to the CM Unique PID
	SAME AS ABOVE




	[bookmark: _Toc495584684]Document Record – view image

	1. Load the document screen (through searching or browsing, etc.)
2. Click on the “Edit button” and/or use this in the “read-only” mode
3. 
Click on the “View Image” button 
4. Click “Save and Exit”




	View image

	View current image
	SAME AS ABOVE





	[bookmark: _Toc495584685]Document Record – View Update History

	1. Open up a document listed in cases 
2. Click on the “Edit button” and/or use this in the “read-only” mode
3. 
Click on the “View Update History” button 
4. View the history updates
5. Double-click on the records in the history to view details
6. Save and Exit









[bookmark: _Toc148178174][bookmark: _Toc495584686]
Disapproved Menu

	[bookmark: _Toc495584687]Disapproved documents

	1. Navigate to the “Disapproved / Disapproved documents” menu on the navigation bar to view disapproved documents
2. 
Click  to send the documents back to the indexing queue
3. Double-click on the selected document to view the document details







	Send back to pending approval

	Send document to pending approval docs
	frmDisapprovedDocument.btnSend_Click()














[bookmark: _Toc149052115][bookmark: _Toc495584688]Case Menu

	[bookmark: _Toc495584689]Browse cases by Industry/Purpose code

	1. Navigate to the “Case/Industry-Purpose” menu on the navigation bar to browse case by Industry and Purpose Codes
2. Click on the Industry Code to expand the case under the specific industry code
3. Click on the Purpose Code to display case for the given purpose code for the previously selected Industry Code
4. Double click on the selected case from the listing to view the selected case








	Browse 
	Dropdown and lists to browse by Industry and Purpose Code
	From SQL DB

















	[bookmark: _Toc495584690]Browse cases by Year/Industry code

	1. Navigate to the “Cases/Year-Industry” menu on the navigation bar to browse case by Year and Industry
2. Click on the year to expand the case under the year
3. Click on the industry code to display case for the given industry code for the previously selected year
4. Double click on the selected case from the listing to view the selected case








	Browse 
	Dropdown and lists to browse by Year and Industry Code
	From SQL DB







	[bookmark: _Toc495584691]Case listing by the case numbers

	1. Navigate to the “Case/Case Number” menu on the navigation bar to display system cases
2. Select a case based on case number and double-click on it to display the “Case record” screen
Note: This screen opens as the initial screen of the system and cannot be closed while the application is opened.







	Search
	Select searches by Case Numbers
	frmBrowseCases

















[bookmark: _Toc149052158][bookmark: _Toc495584692]System Reports

	[bookmark: _Toc495584693]View statistical reports

	1. Click on the “Reports/Statistics” menu on the navigation bar
2. Select the report type
- Case Statistics (*1)
- Filing Statistics (*2)
- Statistical Recap (*3)
- Supreme Court Cases (*4)
3. Select the start date
4. Select the end date
5. Click “Display Report”







	Display Report
	Link to display selected records
	frmReportStat.btnDisplayReport_Click()








	[bookmark: _Toc495584694]Generate the DAR

	1. Click on the “Reports/Daily Activity” menu on the navigation bar to navigate to the DAR options
2. Checkmark “Generate Report” to generate the report
3. Checkmark the “Send Email” check-mark to send the DAR out to the DAR subscribers
4. Click “Web publish” to publish the DAR on the web
5. Confirm that it is OK to send the DAR to the public when requested





  


	Get Report
	Link to Generate/Post the DAR
	frmGenDAR.btnGetReport_Click()





	[bookmark: _Toc495584695]Run the batch reports

	1. Click on the “Reports/Batch Reports” menu on the navigation bar to navigate to the batch reports
2. Select one or more cases to run reports for and click the add button “->”
3. Use “Remove Unselected” to remove any cases from unselected list
4. Click on one of the menu options to run the selected report type – available report types are:
a) Service Notice (*1) (when batch report for SN displayed, click on the Case to view the requested Service Notice.
b) Labels (*2)
c) Docket Cards (*3)
5. Verify that the Service Notice matches the Labels







	Service Notice
	Link to generate a service notice
	frmBatchReports.tslServiceNotice_Click()

	Labels
	Link to generate Labels
	frmBatchReports.tslLabels_Click()

	Docket Cards
	Link to generate docket cards
	frmBatchReports.tslDocketCards_Click()

















*1




*2


*3


[bookmark: _Toc148177548][bookmark: _Toc495584696]Voided Menu

	[bookmark: _Toc495584697]Voided cases

	1. Navigate to the “Voided / Voided Cases” menu on the navigation bar to view voided cases
2. Click “Delete” to delete a case
3. Click “UnDelete” to undelete the selected case
4. Double-click on the selected case to view the case details







	Delete
	Delete the Voided case
	frmVoidedCases.tsldelete_Click()

	UnDelete
	UnDelete the Voided / Deleted case
	frmVoidedCases.tslUndelete_Click()





















	[bookmark: _Toc495584698]Rejected documents

	1. Navigate to the “Voided / Rejected documents” menu on the navigation bar to view rejected documents
2. Click “Delete” to delete the selected document(s) – use the checkmark to mark selection
3. Click “UnDelete” to undelete the selected document(s) – use the checkmark to mark selection
4. Double-click on the selected document to view the document details







	Delete
	Delete the document 
	frmRejectedDocument.tslDelete_Click()

	UnDelete
	UnDelete the Deleted Document
	frmRejectedDocument.tslUndelete_Click()









[bookmark: _Toc148261381][bookmark: _Toc495584699]
Documents

	[bookmark: _Toc495584700]User approves/Disapproves/Rejects a document

	1. Navigate to “Pending Approval” and “Documents”
2. Double click on an entry to view the document
3. Select a document by checking the box to the left of “Case #”               
4. Select “Approve”







	Approve
	Approve the document
	frmPendingDocument.btnApprove_Click()

	Disapprove
	Disapprove the document
	frmPendingDocument.btnDisapprove_Click()

	Reject
	Reject the document
	frmPendingDocument.btnReject_Click()





[bookmark: _Toc148261385][bookmark: _Toc495584701]
Modifications

	[bookmark: _Toc495584702]User approves pending modification for new record 

	1. Navigate to “Pending Approval” and “Modifications”
2. Select the “New Record” tab
Note: “New Record” tab will not be displayed if there is nothing pending
3. Double click on an item in the list
4. A new screen will appear.  Select “Approve”










	Approve
	Approve the modification
	frmUpdateDetail.btnApprove_Click()

	Disapprove
	Disapprove the modification
	frmUpdateDetail.btnDisapprove_Click()





	[bookmark: _Toc495584703]Pending Approval Modifications – Modifications Tab

	1. Navigate to “Pending Approval” and “Modifications”
2. Select the “Modifications” tab
3. Double click on a record listing
4. A new screen will appear.  Click either “Approve” or “Disapprove”










	Approve
	Approve the modification
	SAME AS ABOVE

	Disapprove
	Disapprove the modification
	SAME AS ABOVE






	[bookmark: _Toc495584704]Pending Approval Modifications - Party Case Assignment Tab

	1. Navigate to “Pending Approval” and “Modifications”
2. Select the “Party Case Assignment” tab
3. Double click on a record listing
4. A new screen will appear.  Click either “Approve” or “Disapprove”

























	Approve
	Approve the Party/Case Assignment
	SAME AS ABOVE

	Disapprove
	Disapprove the Party/Case Assignment
	SAME AS ABOVE








	[bookmark: _Toc495584705]Pending Modifications Party Case Deletion Tab

	1. Navigate to “Pending Approval” and “Modifications”
2. Select the “Party Case Deletion” tab
3. Double click on a record listing
4. A new screen will appear.  Click either “Approve” or “Disapprove”










	Approve
	Approve the Party/Case deletion
	SAME AS ABOVE

	Disapprove
	Disapprove the Party/Case deletion
	SAME AS ABOVE














	[bookmark: _Toc495584706]Pending Approval Modifications- Related Case Assignment Tab

	1. Navigate to “Pending Approval” and “Modifications”
2. Select the “Related Case Assignment” tab
3. Double click on a record listing
4. A new screen will appear.  Click either “Approve” or “Disapprove”










	Approve
	Approve the Related Case Assignment
	SAME AS ABOVE

	Disapprove
	Disapprove the Related Case Assignment
	SAME AS ABOVE






	[bookmark: _Toc495584707]Pending Approval Modifications - Related Case Deletion Tab

	1. Navigate to “Pending Approval” and “Modifications”
2. Select the “Related Case Deletion” tab
3. Double click on a record listing
4. A new screen will appear.  Click either “Approve” or “Disapprove”









	Approve
	Approve the Related Case Deletion
	SAME AS ABOVE

	Disapprove
	Disapprove the Related Case Deletion
	SAME AS ABOVE






[bookmark: _Toc148168648][bookmark: _Toc495584708]
Admin menu

	[bookmark: _Toc495584709]Maintain Users within DIS System

	1. Click on the “Admin/Maintain Users” in the DIS (Admin rights are needed)
2. Select a group where you are adding/removing users 
3. Click on “Find Users” to display the users from the selected group
4. Use “Add >>” and “<< Remove” buttons to add or remove users (find a user on the left hand side column to add and highlight it or select a user on the right hand side and highlight it to remove)
5. Click “Save and Exit” to store the changes and confirm the message to save the requested changes







	Save and Exit
	Save selected users for a predefined group
	frmMaintainUsers.ToolStripLabel1_Click()


















	[bookmark: _Toc495584710]Maintain the roles within DIS

	1. Click on the “Admin/Maintain Roles” in the DIS (Admin rights are needed)
2. Select a group of roles where you are adding/removing roles using the dropdown list 
3. Click on “Display Roles” to display the roles for the selected group
4. Use “Add >>” and “<< Remove” buttons to add or remove roles (find a role on the left hand side column to add or select a role on the right hand side and highlight it to remove)
5. Click “Save and Exit” to store the changes and confirm the message to save the requested changes








	Save and Exit
	Define roles from preselected options for each of the defined Groups
	frmMaintainRoles.tslSave_Click()







	[bookmark: _Toc495584711]Maintain the parties within DIS

	1. Click on the “Admin/Maintain Parties” in the DIS to display the available parties within the system (Admin rights are needed)
2. Select a party that you would like to modify from within the available parties listed
3. Double click on the party information to display the detailed information on the selected party – the party detail screen will be opened in the read only mode
4. Click “Edit” to switch to edit mode (if changes needed)
5. Make changes into the party information and save the data by clicking on “Save and Exit” 











	Save and Exit
	Save party information
	frmParty.tslSave_Click()







	[bookmark: _Toc495584712]Maintain the attorneys within DIS

	1. Click on the “Admin/Maintain Attorneys” in the DIS to display the available attorneys within the system (Admin rights are needed)
2. Select an attorney that you would like to modify from within the available attorneys listed
3. Double-click on the attorney information to display the detailed information on the selected one – the detail screen will be opened in the read only mode
4. Click “Edit” to switch to edit mode (if changes needed)
5. Make changes into the attorney information and save the data by clicking on “Save and Exit” 
6. Double click on another attorney and click “Update History”.  Exit this screen when finished.
7. Click “Delete”











	Save and Exit
	Save Attorney Info
	frmAtty.ToolStripButton1_Click()







	[bookmark: _Toc495584713]View update history information

	1. Click on the “Admin/Update History” menu in the navigation bar to display the update history list
2. Select a record and double click on it to view the detail information











	Save and Exit
	Save the updated history info
	frmUpdateHistory










	[bookmark: _Toc495584714]View deleted cases/documents

	1. Click on the Admin/”Case/Doc Deletion” menu in the navigation bar to display the list of deleted cases/documents
2. Select a record and double-click on it to view the detail information of the deletion









	Save and Exit
	Save The Update detail info
	frmUpdateDetail








	[bookmark: _Toc495584715]Set system switches

	1. Navigate to the “Admin/System Switches” menu on the navigation bar to get to the system switches








	Add
	Add button
	frmSystemSwitches.btnAdd_Click_1()

	OK
	Save the changed/updated info
	frmSystemSwitches.btnOK_Click_1()









	[bookmark: _Toc495584716]Allow reserving cases on the web

	1. Navigate to the “Admin/System Switches” menu on the navigation bar to get to the system switches
2. Allow/Disallow to “Reserve case(s)” via web by check-marking the appropriate checkbox







	Save 
	Allow for reserving a case number on the web
	frmSystemSwitches.tslSaveExit_Click()








	[bookmark: _Toc495584717]System switches – turn ON/OFF native files requirement

	1. Navigate to the “Admin/System Switches” menu on the navigation bar to get to the system switches
2. 
Turn on/off the requirement to file native files during e-filing 
3. Hit “Save” to store the settings



*** SAME AS ABOVE – SAME SAVING PROCESS

	[bookmark: _Toc495584718]System switches – indexing needed

	1. Navigate to the “Admin/System Switches” menu on the navigation bar to get to the system switches
2. 
Turn on/off the automated posting of e-filed documents in the system by check-marking the appropriate switch

3. Click the “Save and Exit” button to save the settings



*** SAME AS ABOVE – SAME SAVING PROCESS

	[bookmark: _Toc495584719]System switches – e-filing deadline

	1. Navigate to the “Admin/System Switches” menu on the navigation bar to get to the system switches
2. Set the e-filing deadline to a certain time (24-hr clock used)

3. Click the “save and exit” button to save the settings



*** SAME AS ABOVE – SAME SAVING PROCESS







	[bookmark: _Toc495584720]System switches – industry/purpose codes

	1. Navigate to the “Admin/System Switches” menu on the navigation bar to get to the system switches
2. Allow e-filing for only selected purpose/industry codes by check-marking the appropriate box
3. Add/remove one or more Industry/Purpose codes for e-filing






Note: Select the Add option to display the following screen, and allow access to all Industry and Purpose codes.


	Save 
	Save the Industry/Purpose code combination(s)
	frmSystemSwitches.tslSaveExit_Click()



	[bookmark: _Toc495584721]View document by case

	1. Navigate to the “Admin/Document by case” menu on the navigation bar to get to the system switches






	View cases
	SQL
	Database Queries





	[bookmark: _Toc495584722]Modify the DAR options

	1. Navigate to the “Admin/DAR Options” menu on the navigation bar to get to the system switches
2. View the DARs that are available in the system
3. Delete highlighted report by clicking on the “Delete” button






	Delete
	Delete button to remove selected DAR
	frmDarOptions.btnDelete_Click()





	[bookmark: _Toc495584723]Activate/Deactivate List Item

	1. Navigate to the “Admin/Activate-Deactivate List Items” menu on the navigation bar 
2. Navigate to the list item to change using the tree view
3. Double click on the selected item to modify (mark active/inactive, delete, etc.)








	Save 
	Save the modifications
	frmListItem.TslSave_Click()





	[bookmark: _Toc495584724]Edit / remove email address

	1. Navigate to the “Admin/ Edit-remove email address” menu on the navigation bar
2. Put the user name into the “Search” field
3. Select the user name to edit associated email addresses
4. Change up to 4 email addresses for the selected used name and select “Save” 







	Save 
	Save the modifications to the email address details
	frmEditWebUser.ToolStripLabel1_Click()
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