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NCORS   
Legal Case Management 
Trial Office User Guide 

 
This document is meant to be used as a step-by-step guide for NCORS application legal case 
management functionality. Certain sections will only be relevant to certain groups, as defined in 
parentheses beside each section’s name. This user journey is not relevant to DSO, VLC, or Trial 
Judiciary users. The NCORS system may handle sensitive (CUI) data. NCORS is not capable of 
marking printed pages with sensitivity level therefore NCORS Users will follow SECNAV Notice 
5510 – DON Implementation of CUI Policy. 
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Case Intake 

Create New Case 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the button to “Create New Case”. 

 
3. Enter the details of the case through each step of the form. 

a. Enter EDIPI/DOD ID and select “Search” to see all cases that have the matching 
EDIPI/DOD ID. 

b. Select “Reactivate Case” to reactivate a case in the status of “Closed” if 
applicable. 
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c. Enter relevant case data on each step of the form; selecting next once all 

required data is input. 
d. The user in the “Trial Counsel” field will be assigned to the case in NCORS as 

the Trial Counsel and grant them access to the case in the system. 
e. The user can decide to flag the case for OSTC review. 

i.  If “Yes” is selected, an OSTC flag indicator will be added on the case for 
use in identifying cases where the case may fall under the OSTC 
jurisdiction. 

1. The OSTC flag will automatically be added if the selected location 
of the case is an OSTC location 

ii. When entering the “EDIPI/DOD ID”, if there is another case in NCORS 
with a matching “EDIPI/DOD ID” a warning will display letting the user 
know that this is the case. 
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f. The user can enter the Accused Information and Service details 

i. The user can mark the case for “Close Hold from SJA?” 
1. This will add a flag indicator to the case to identify cases marked 

for “Close Hold from SJA” 

 
ii. The user can enter if the Accused is in PTC/PTR by selecting a check 

box. If “Yes” is selected, a red indicator will be added in the “Case Flags” 
section of the case summary view. 
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4. Review entered information and select the “Submit” button to create the case in NCORS. 

a. Upon submission, the user who created the case is automatically assigned to the 
case. 
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5. View confirmation page. 

a. The confirmation page displays the case details and indicates the case has been 
successfully created in NCORS. 

b. Case details are accessible to assigned users by selecting the "Case Number" in 
the confirmation page or from the “All Cases” grid. 

 

Add/Remove OSTC Flag (OSTC Users) 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the “Case Number” of a case with an OSTC flag and navigate to the “Case 

Summary” view. 
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3. Navigate to the “Case Actions” tab and select the “Flag for OSTC Review” action. 

a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 

 
4. Review the “Investigation Details” and “Charges and Specifications” of the case. Then, 

mark the OSTC Flag decision as “Yes” or “No”.  
a. If No is selected, the user can input the date the OSTC Flag was removed if 

applicable.  
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5. Select submit. 

a. If “Yes” was selected, the OSTC flag will be added to the Case Summary and All 
Cases grid. 

b. If the flag is removed, the OSTC flag will be removed from the case if there are 
no covered offenses currently added to the case. 

 

Assign and Remove Users from Case 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view navigate to the “Case Actions” tab and select “Assign 

Case Personnel” to assign users to the case. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
c. Paralegals and Trial Counsel users must be assigned in order to view and 

access a case.  
d. STC and ASTC users have access to all cases at their location.  

i. Users need to be given specific access for cases outside of their location.  

 
4. In the form, existing assignments are visible with options to add or remove assignments. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



a. Assign User: Select the “Add User” button and this will add another row to the 
grid of case users.  

i. Populate the user to assign and their role on the case using the free text 
field and dropdown. 

ii. Multiple users may be added at once by repeating this step. 

 
b. Remove User from Case: Select the red “x” next to the assignment to remove. 

 
5. Review form information and select the “Submit” button to assign the selected users to 

the case. 
a. Newly added users are able to view and take actions on the case. 
b. Removed users will no longer have access to the case. 

Upload Report of Investigation (ROI) 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view. 

 
3. From the case summary view, navigate to the “Documents” tab and select the “Case 

Document” action from the “Actions” list. 

 
4. In the form, select the file to upload, document type, attributes, and the date the ROI was 

received. 
a. Select “Report of Investigation” as the document type.  
b. Identify documents attributes to identify documents as “discovery”, “redacted”, 

“reciprocal discovery”, or “attorney work product”.  
i. Input Bates Number for documents identified as “discovery”. Documents 

will later be sent as discovery in a separate action.  
c. Selecting “No” to the question “Is the ROI Substantially Complete?” does not 

change the case status to “Pending Preferral”. 
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5. Select “Submit” once complete to upload the file to the case. 

a. Following submission, the case status will change to "Pending Preferral". 
i. The case status change only happens whenever the user selects “Yes” to 

the question “Is the ROI Substantially Complete?” and provides a date for 
the field “Date Substantially Completed ROI Received”. 

 
6. View the uploaded ROI by navigating to the “Documents” tab and selecting the 

document. 
a. Preview and/or download the document as needed by selecting the document 

name from the “All Documents” list.  
b. Cases with a substantially completed ROI but no preferral of charges or alternate 

disposition will appear in the “Post-ROI” report on the “Reports” tab 

Flag for Civilian Activity 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view. 

 
3. From the case summary view, navigate to the “Case Actions” tab and select the “Flag for 

Civilian Activity” action from the list of available case actions. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. On the form, select the radio button to flag for civilian activity and select Submit when 
complete.

 
 

Upload Draft Disposition Decision 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the "Case Number" to navigate to the case summary view.
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3. From the case summary view, navigate to the “Documents” tab and select the “Case 
Document” action from the “Actions” list.  

 
4. In the form, upload the case document of type “RAP”, “NODD”, or “CAM”.  

a. For more information on Upload Case Document action, click here. 
 

 
5. Select “Submit” once complete and to add the document to the case file. The document 

will now appear in the “All Documents” grid.  
a. Following submission, the status of the case will update to “Draft Disposition 

Pending Review”.  
b. A task is created for supervisory counsel to review the draft disposition 

document.  
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Review Draft Disposition Document (Supervisory Users) 
1. From the NCORS Legal Case Management site, outstanding tasks to complete are 

available on the “Home” tab in the “Location Tasks” grid for Privileged Trial Office Users. 
a. The task to “Review Draft Disposition Decision” is displayed in the “ Task Type” 

column with the case name and "Case Number". 
b. Task is created after a document of type CAM, NODD, or RAP is uploaded. 

 
2. In the form, review the draft disposition document and any supporting documentation 

uploaded including the proof matrix and PMM. 
3. Select to “Approve” or “Deny” the draft. 

a.  If “Approve” is selected, you can upload the “Signed Disposition Document”, and 
input the RAP/CAM date. 

b. If “Deny” is selected, you can input a “Reason for Denial”.  
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4. If the draft disposition document is approved, the “Signed Disposition Document” can be 

seen in the “All Documents” grid under the Documents tab for the case and replace the 
previously uploaded draft version. 

a. If the document is approved, the case status will update to “Pending Disposition 
Decision”. 

b. To close a case from this status, please see the Close Case action.  

 
5. If the draft disposition document is denied, the assigned trial counsel, trial paralegal, and 

assistant trial counsel will receive an email notification that the draft was denied with the 
reason input.  
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General Actions 

Case Journal Entry 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Journal” tab and select the “Case 

Journal” action to create a new case journal entry.  

 
4. In the form, input the journal entry and any additional information:  

a. Enter the “Event Date” of the Journal entry 
i. The “Event Date” value is used to sort journal entries on the site. 

b. Mark the entry as a “Public Entry” (if desired). 
i. Public entries will be visible to all system users with access to the case. 
ii. Non-public entries will only be visible to other Trial Office Users. 

c. Optionally notify other users by selecting “yes” to the “Add and Notify Recipients” 
field.  

i. Add one or more recipients to the journal entry by inputting the name of 
the user to notify.  
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ii. Recipients will receive an automated notification upon submission to 
review the journal entry.  

 
5. Select “Submit” to add the journal entry to the case.  
6. Following submission, journal entries are visible in the “Case Journal” log.  

a. A maximum of 10 entries are displayed on a page, to view more select the “View 
More” button. 

b. Public entries are indicated with the “Public” icon as pictured below. 

 
7. Select the button “Edit or Remove Entry” to edit or delete the “Case Journal” from the 

case. 
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8. Select the “Remove” button at the bottom right to delete the “Case Journal”. 

a. Edited journal entries will update for all users with access to the journal entry 
following submission.  

 
9. To export all journal entries on the case, select the export view button. 
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a. Then select the export icon on the grid. 
b. Select “Display View” to revert back to the original view. 

 

Case Updates Entry 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Add Case Updates” action to add a journal entry to multiple cases.

 
3. In the form, input a journal entry for cases as desired in the “Case Journal” column of the 

grid. 
a. Optionally search cases by the “Assigned Trial Counsel” or “Case Status”. 
b. Optionally identify an entry as “public” by selecting the “Public?” checkbox.  

i. Public entries will be visible to all system users with access to the case. 
ii. Non-public entries will only be visible to other Trial Office Users.  
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4. Select “Submit” to save the updates to the selected cases.  
5. To view the added case updates, select the “Case Number” from the “All Cases” grid to 

navigate to the case summary view.  
6. Journal entries are visible on the “Case Journal” tab.  

a. A maximum of 10 entries are displayed on a page, to view more select the “View 
More” button. 

b. Public entries are indicated with the “people” icon as pictured below. 
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Upload Case Document 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Documents” tab and select the “Case 

Document” action from the “Actions” list. 

 
4. In the form, select the file to upload, document type, attributes, and any additional 

information pertinent to the document type. 
a. To better filter document types that appear in the “Document Type” dropdown, 

users can select a document category from the “Document Category” dropdown. 
b. Depending on the selected document type, input additional information related to 

the document. 
c. Identify documents attributes to identify documents as “discovery”, “redacted”, 

“reciprocal discovery”, or “attorney work product”.  
i. Input Bates Number for documents identified as “discovery”. Documents 

will later be sent as discovery in a separate action.  
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5. Select “Submit” once complete and to add the document to the case file.  

a. To submit multiple documents, select the “Submit and Add Another Document” 
button to continue to upload documents.  

6. View the uploaded document by navigating to the “Documents” tab and selecting the 
document. 

a. Preview and/or download the document by selecting the document name from 
the “All Documents” list. 

 

Remove Case Document 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view. 
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7.  
3. From the case summary page, navigate to the “Documents” tab. Select the Edit icon in 

the All Documents grid for a given document. If an Information icon appears next to a 
document rather than an Edit icon, this means that the document can only potentially be 
edited or removed from the original data source. 

 
4. In the form, replace the existing document with a new document, or select the ‘Remove’ 

button to deactivate the document. 
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5. Upon submission, the document will no longer be visible in the All Documents grid. 

Case Doc Zip Generation and Download 
1. From the NCORS Defense Services site, select the "Cases" tab. 

 
2. Select the “Case Number” to navigate to the case summary page. 

 
3. From the case summary page, navigate to the “Documents” tab. 
4. Select the action link to “Zip Case Documents” to generate and download a zip file of all 

case documents the user has access to. 

 
5. Select the “Generate Zip File” button. 
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6. Select “Download Zip File” to download the generated zip. 
7. Select “Close” once complete.  

 

Upload 303A Letter 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Documents” tab and select the “Case 
Document” action from the “Actions” list. 

 
4. In the form, select the file to upload and the type as “303A Letter”. 

a. The document type “303A Letter” can be found in the “Early Disposition” 
document category. 

b. Enter the “Additional Information” for the “303A Letter” and select “Submit” when 
complete. 

 
     5. After submission, the document can be edited by selecting the “Edit” icon in the grid. 
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Edit Accused Details 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the “Accused Details” tab, select the “Accused Details” action from the “Actions” 

list.  
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a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list.  
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4. Input the appropriate details for the accused and select “Submit” once completed to save 
the edits.

 
 

Add TSO Conflict 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number" to navigate to the case summary view. 

 
3. From the case summary page, navigate to the “Case Actions” tab and select the “Add 

TSO Conflict” action. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. From the Add TSO Conflict form, search to add an existing TSO user by typing in their 

name in the “Trial Office User” field. 

 
a. Mark the conflict as Conflicted, Recused, or Other, upload a conflicted document, 

and enter additional details. Press submit when complete. 
5. Following submission, added conflicts are available from the “Conflicts” grid on the 

summary page.  
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6. Navigate to the case summary page and select the “Conflicts” tab of the “My Workspace” 
to show the grid of conflicts and that the user is now marked Conflicted from the case.  

 

 

Add Legal Hold 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Accused Details” tab and select the 

“Legal Hold” action from the “Actions” list.  
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a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list.  
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4. In the form, input the details of the legal hold for the accused and select “Submit” once 
completed to save the edits.

 
5. Following submission, the details of the legal hold are visible under the “Accused 

Details” tab.  

 

Link Cases 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, select the “Link Case” action from the “Linked Cases” 

grid.  
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a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. Select the type of case for the link.  
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a. Options are “NCORS” or “External”.  

 
b. To link the case to another case in NCORS, select “NCORS” as the “Case Type” 

and search by “Case Number” or “Accused Last Name”.  
i. Search for the NCORS case by inputting the last name of the accused, or 

the NCORS “Case Number,” and selecting the “Search” button.  
ii. The highlighted grid labeled “Cases with matching EDIPI” are cases that 

have a matching EDIPI with the current case. 

 
c. Upon selecting “Search” a selectable grid below populates based upon the 

search criteria input.  
d. From the grid of search results, users can select the case from the grid to 

establish a link between the two cases. 
i. Once it is selected the “Reason for Link” dropdown is shown and can be 

filled in. 
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e. To link the case to an external case, select “External” as the “Case Type” and 

input the details of the external case.  

 
5. Select “Submit” to add the linked case(s) to the case.  
6. Linked cases can be viewed from the “Summary” in the “Linked Cases” view.  
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a. Links can be edited or removed by selecting the “Edit” icon in the “Linked Cases” 
and “External Linked Cases” grids. 

b. To remove a linked case, select the “Remove” button in the form.  
7. Select the “Case Title” of a link and be navigated to the “Link Summary” page. 

 
8. Select the “Case Summary” tab on the left to be navigated back to the “Case Summary 

Page” 
a. Select the “Edit Linked Case” icon to edit or remove the link. 
b. Select “Case Number” in the “Linked Case Details” to navigate to the linked case 

summary. 
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9. Users can see the Linked Case summary after selecting the “Case Number”. 

a. Navigate to the case by selecting the “Case Number” in the summary if the user 
has access to the linked case. 

Enter Expected Forum 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Actions” tab and select “Enter 

Expected Forum”. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



 
4. In the form, input the expected forum. 

 
5. Select “Submit” to save the expected forum.  

a. Entry will only be visible to Trial Office users on the case. 
6. Following submission, the expected forum is visible from the case summary.. 
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7. This action can also be entered and edited from the case summary by selecting on the 

“Edit” icon beneath the expected forum. 

Add Case Flags 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Actions” tab and select “Add Case 

Flag”. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. In the form, select the flags to add to the case. 

a. The case can be flagged for high visibility, extremist activity, LSTC Deferral 
Withhold, and Law of War violation within this form 

i. The “LSTC Deferral Withhold” flag is only available if the case is flagged 
for OSTC review. 

 
5. Select “Submit” to add the case flags in NCORS. 

a. Following submission, the case flags can be viewed by navigating to the “Case 
Summary” tab and from the “All Cases” grid. 

i. Hovering over each icon will display additional details about the flag. 
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Mark Cases with Reference to Classified Materials 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Actions” tab and select “Classified 

Materials”. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. In the form, select “Yes” to identify that the case references classified materials. 

a. Users may optionally flag a case as high visibility within this action.  

 
5. Select “Submit” to flag the case.  
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6. From the case summary, an icon is now visible to indicate the case references classified 
materials.

 
 

Transfer Case 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Actions” tab and select “Transfer 

Case”. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. In the form, select the location to transfer the case.  

 
5. Select “Submit” to send a transfer request for the case.  
6. On submission of the form. a task is created for the STC of the location selected in the 

form. 

Review Case Transfer Request (Supervisory Location User) 
1. From the NCORS Legal Case Management site, outstanding tasks to complete are 

available on the “Home” tab in the “Location Tasks” grid.  
a. The task to “Review Case Transfer Request” is displayed in the “Task Type” 

column with the case name and "Case Number". 
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b. Task is created through an action to transfer a case to a new location initiated by 
an Supervisory Location User.  

 
2. Initiate the task by selecting the task name.  
3. In the form, review the transfer request and input decision. 

 
a. “Approve” will update the location of the case to the current user’s location.  
b. “Deny” will not update the case’s location. 
c. Optionally change the “Receiving Circuit” in the “Receiving Circuit” dropdown.  

Close Case for Alternate Disposition 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Case Actions” tab and select “Close 
Case”. 

a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 

 
4. In the form, input the details of the case closure. 
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a. If the charges and specifications on the case have not been withdrawn and/or 
dismissed, input the details of the action taken by the referral authority to 
withdraw and/or dismiss specifications from a court martial.  

 
b. If the case has not been docketed, enter the date the alternate disposition was 

initiated and/or the date the case was closed. 
i. If the case has been docketed, users can not close the case until the 

assigned judge removes the case from the docket in NCORS.  
c. Enter the “Closing Reason(s)” for the case, and input the “Alternate Disposition 

Type” from a dropdown of values. 
i. If an Alternate Disposition Type of “SILT/RILT” is selected, additional SILT 

/ RILT details can be entered. 

 
d. Upload a “Final Disposition Document” on the case. 

5. Select “Submit” to update the case.  
a. If the case has been docketed, a task is created for the Trial Judiciary to remove 

the case from the docket.  
6. Following submission, the status of the case will update based on the data input.  

a. If the case has been docketed or there was no input for “Close Case Date”, the 
case status updates to “Pending Alternate Disposition”.  

b. If the case was not docketed and the “Close Case Date” was input, the case 
status updates to “Closed”.  

 

Reactivate Case 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.
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2. Select the “Case Number” to navigate to the case summary view. 
a. Select a case with a status of “Closed” or “Pending Alternate Disposition” 

 
3. From the case summary view, navigate to the “Case Actions” tab and select “Reactivate 

Case”. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 

 
4. In the form, review the closure details. 

 
5. Select “Submit” to reactivate the case.  
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a. If the case was not previously docketed, the case status updates to the last 
status of the case before closing.  

b. If the case was previously docketed, a task is created for the Trial Judiciary to 
remove the case from the docket.  

i. If the case was previously docketed, the case status will not update until 
the Trial Judiciary adds the case to their docket in NCORS. 

 

Update Circuit 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view. 

a. Select a case with a status from “Investigation” to “Trial” 

 
3. Navigate to the “Case Actions” tab and select the “Update Circuit” action. 

a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. Select the desired circuit found in the “Select Circuit” dropdown. Select “Submit” when 

finished with the form. 

 
5. Navigate to the “Summary” tab and the user can see the updated circuit in the “Case 

Summary” section 
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Charges and Offenses  

Enter Investigation Details 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges & Offenses” tab and select the 

action to “Enter Investigation Details” from the actions list.  
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4. In the “Enter Investigation Details” form, enter the investigation details, add ROI details, 

and input the details of each investigated offense on the case.  
a. Add multiple offenses selecting the “Add Offense” button located in the bottom 

right corner of the form. 
i. Added offenses can be removed by selecting the red “Remove” button in 

the top right corner of the investigated offense. 
b. The user can select an Article number which will filter the available DIBRS Codes 

i. This does not apply for articles 77, 78, 79 and 80, which will display all 
available DIBRS Codes. 

ii. The selected article will allow the offense to be pre-populated under a 
draft charge of the same article 

c. The user can select the “Additional Offense Details” collapsible section to reveal 
additional fields to enter. 

i. The user can identify the investigated offense as Covered, Related, 
Potentially-Covered, Other Known, or Non-Covered. 

1. Offenses, conspiracy, solicitation, or attempts of offenses under 
articles 117a, 118, 119, 120, 120b, 120c, 125, 128b, 130, 132, and 
certain offenses under 134 are automatically identified as covered 
offenses.  

ii. Based on the input, the regional OSTC users receive an email notification 
of the covered, related, or potentially covered offense offense.  

1. This will also add an OSTC flag indicator on the case. 
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d. To enter ROI details, users can upload an ROI document, mark if the ROI is 
substantially complete, and input the date received for the ROI in the ROI Details 
grid. Users can remove newly added ROI’s in the form, but existing ROI’s can 
only be edited.  

i. If a substantially complete ROI is added to the case, the case’s status will 
update to “Preferred”. 
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5. Following submission, the offenses are visible in the “Investigated Offenses” subtab in 

the “Charges and Offenses” tab.   
a. Optionally edit investigated offenses by selecting the edit icon or retaking the 

“Enter Investigation Details” action.  
i. The user cannot change the article number of offenses that have been 

added to a charge. All other fields remain editable. 
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Enter Draft Charges and Specifications 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges & Offenses” tab and select the 

“Enter Charges” action from the “Actions” list. 

 
a. Action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, enter the case information in the top section then add charges and 

specifications to add to the case.  
a. The “Populate Investigated Offenses” button allows the user to take the offenses 

added in the “Enter Investigation Details” and create a draft charge for each 
unique article that exists within the list of offenses. 

i. Some text will appear below the button informing the user of which draft 
charges will be created when the button is clicked. 
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b. To add new charges and specifications, select the “Add Charge” and “Add 

Specification” buttons. 
i. “Add Charge” will create a new draft charge. For each charge added, 

select the article of the UCMJ the charge is under and add draft 
specifications under that charge. 

1. The selected article number will filter the available Investigated 
Offenses and DIBRS Codes for New Offenses. 

ii. “Add Specification” will create a new draft specification under a charge. 
1. Multiple specifications may be added under a single charge.  

iii. All values entered for investigated offenses populated using the “Populate 
Investigated Offenses” will be retained and can be edited by selecting the 
collapsible “Additional Offense Details” section.  

 
c. For each specification, input the appropriate specification and related offense 

details. 
i. For “Investigated or Existing Offenses”, select the appropriate offense 

from the dropdown. 
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1. Only existing offenses with a matching article as the selected 
charge article will be available in the dropdown. 

ii. For “New Offenses” added on this form, select a DIBRS Code and input 
the additional offense details.  

1. The DIBRS Codes will be filtered based on the selected charge 
article. 

2. The user can identify the investigated offense as Covered, 
Related, Potentially-Covered, Other Known, or Non-Covered. 

a. Based on the input, the regional OSTC users receive an 
email notification of the covered, related, or potentially 
covered offense offense.  

b. This will also add an OSTC flag indicator on the Case 
Summary. 

iii. Users can delete an added charge or specification by selecting the 
“Remove” icon on the top right. 

 
5. Use the arrows to the right of the charge to change the order of the charges. 

a. The up arrow moves a charge upward on the list. 
b. The down arrow moves a charge downward on the list. 
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6. Select “Save Changes” once complete. 
7. The draft charges will now appear in the “Charges & Offenses” tab under the “Charges” 

subtab. 
a. Specifications under a charge may be edited by selecting the “Edit” icon in the 

grid.  
b. To edit all added charges and specifications, select the “Enter Charges” action to 

return to the form.  

 
c. Navigate to a summary view of a specification by selecting the specification title 

in the grid.  

Add Victim to Specification 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges & Offenses” tab and select the 

“Charges” subtab to view the charge(s) added to the case.  
4. From the list of charges and specifications, choose to edit the desired specification by 

selecting the “Edit” icon in the grid.

 
5. In the form, add one or more victims to the specification.  

a. Victims previously added to the case will be available from the dropdown. 
b. Users may optionally add “Unknown” or “Undercover Agent” victims to account 

for special scenarios.    

 
6. Select “Submit” to add the victim(s) to the specification.  
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7. The added specification(s) for the victim can now be viewed for the selected victim(s) by 
selecting the victim name.

 
a. To access the specification(s) aligned to a victim, navigate to the “Specifications” 

tab to view the specification(s) grid of that victim. 

 

VWAP 

Generate VWAP 2701 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view,  navigate to the “Case Actions” tab and select “Generate 

VWAP 2701”. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. In the form. input the applicable contact details in the form and select “Generate” when 
complete.

 
5. Review the generated document and choose “Save” or “Cancel”. 

a. “Save” will save the generated file to NCORS as a case document.  A 
confirmation message will appear to confirm the user wishes to save the file to 
the case documents.  

b. “Cancel” will cancel the action and return the user to the ‘Case Actions’ tab. 
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6. If the user selects “Save to Case Documents”, the file will be available in the 
“Documents” tab with the option to download and print.

 

Generate VWAP 2702 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view navigate to the “Case Actions” tab and select the 

“Generate VWAP 2702” action. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. In the form, input the applicable contact details in the form and select “Generate” when 

complete.

 
5. Review the generated document and choose “Save” or “Cancel”. 
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a. “Save” will save the generated file to NCORS as a case document.  A 
confirmation message will appear to confirm the user wishes to save the file to 
the case documents.  

b. “Cancel” will cancel the action and return the user to the ‘Case Actions’ tab. 

 
6. If the user selects “Save”, the file will be available via the “Documents” tab with the 

option to download and print.

 

Declare Victims on Case 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view. 
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3. From the case summary view, navigate to the “Victims, Witnesses, and Experts” tab and 

select the action to “Declare Victims on Case” from the “Actions” list. This action only 
appears if there is not already a victim on the case or “No” was elected on the form 
previously. 

a. Note that the response to the form appears on the Victims subtab. If a response 
has not yet been recorded or “No” was selected, the Published Victims and 
Unpublished Victims grids are not visible. 

 
4. Enter the details of the form and press “Submit”. 

 
5. If “Yes” is selected, user will be able to add victims to the case via the “Add Victims” 

action. If “No” is selected, user will only be able to take the “Declare Victims on Case” 
action. 
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a. Once a victim is added to the case, user will no longer be able to take the 
“Declare Victims on Case” action. 

 

Add Victim 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Victims, Witnesses, and Experts” tab and 
select the action to “Add Victim” from the “Actions” list. 

 
a. This action is also available under the "Case Actions" tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. For each step in the form, input the applicable information and select “Next” when 

complete.  
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a. User can select any milestone in the left column to navigate to that section of the 
form. 

i. In the General Details section, a warning message will appear if user 
enters a new victim with the same first and last name as an existing 
victim. 

 
ii. In the Additional Victim Details section, user can enter if the victim 

qualifies as a special victim. If ‘Yes’, user can select the Special Victim 
Type and the Relation to Accused. 

 
iii. In the VWAP and Victim’s Rights section, user can enter if the victim 

declined to participate in the trial. If ‘Yes’, user can upload a Victim 
Declination Document. 
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b. Based on user selections, fields will become visible if additional information is 

required. 
c. The user may submit the form at any point by selecting the “Review” step of the 

wizard and pressing “Submit” at the bottom right corner of the screen, and all 
information will be saved.  

d. The user may cancel out of the form if required at any step and no information 
will be saved.  

 
5. Review the victim’s details from the “Review” step and press “Submit” to save the victim 

to the case.  
a. Edits to fields may be made directly from the “Review” step.  
b. User may navigate to previous sections by selecting the milestones on the left 

side of the form or by selecting the “Back” button.  
6. Following submission, the newly added victim is now available in the “Unpublished 

Victims” list. 
a. Victim details may be edited by selecting the “Edit” icon in the grid.  
b. Uploaded document(s) will be available under the Case Documents tab to 

view/download.  
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 Deactivate Victim 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victims, Witnesses, and Experts” tab and 

view the Unpublished Victims grid from the Victims subtab.  
a. Victim details may be edited by selecting the “Edit” icon in the grid.  
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4. In the Edit Victim form, user can select the ‘Remove’ button to deactivate the 

unpublished victim from the case. Confirm the action by selecting ‘Yes’. Note that this 
functionality is only available for unlinked, unpublished victims. 

 
5. On confirmation, user is sent to a navigation view to reroute the user in the tab. 
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Publish Victim 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the tab to display the available case victims.  
4. Select the desired victim from the list of victims in the “Unpublished Victims” grid by 

selecting their name to be navigated to the victim summary page.  
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5. Select the “Publish Victim” action to publish the victim.

 
6. Review the “Victim Details” and select “Submit” to publish the victim. 

a. Upon selecting “Submit” a confirmation message is displayed. Select “Yes” to 
continue. 

 
7. After returning to the “Victim Summary” select the “Victims, Witnesses, & Experts” tab on 

the left to return to the “Victims, Witnesses, & Experts” tab. The victim that was 
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previously in the “Unpublished Victims” grid can now be found in the “Published Victims” 
grid. 

 
8. Following the publication of a victim, DSO victims can view a simplified view of a victim 

containing basic information related to their service status and representation. 

 
 

Add Victim Notification 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the tab to display the available case victims.  
4. Select the desired victim from the list of victims by selecting their name to be navigated 

to the victim summary page.  

 
5. From the victim summary, select the “Victim Notifications” tab and select the “Add 

Notification” action from the “Actions” list.  
a.  Tab will display a list of notifications sent to the victim (if any). 

  
6. In the form, input the details of the notification provided to the victim.  

a. The user may add multiple notifications at once by selecting the “Add 
Notification” button in the bottom left corner of the list. 
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7. Following the entry of all information, select “Submit” to save the entries to the victim.  

a. Prior to submission, user may remove any input notifications by selecting the red 
“x” icon to remove the notification.  

 
8. All entered notifications are now visible in the “Notifications” list.  
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a. User can edit a notification by selecting the “Edit” icon in the grid.  

Add Witness 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Victims, Witnesses, and Experts” tab and 
select the action to “Add Witness” from the “Actions” list. 

 
a. This action is also available under the "Case Actions" tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. For each step in the add witness form, input the applicable information and select “Next” 

when complete.  
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a. Based on user selections, fields will become visible if additional information is 
required. 

i. If user enters a new witness with the same first and last name as an 
existing witness, a warning message will appear. 

 
b. The user may cancel out of the form if required at any step and no information 

will be saved.  

 
5. Review the victim’s details from the “Review” step and press “Submit” to save the 

witness to the case.  
a. Edits may be made directly from the “Review” step.  
b. User may navigate to previous sections by selecting the milestones on the left 

side of the form or by selecting the “Back” button. 
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6. Following submissioner, the newly added witness is now available in the “Unpublished 

Witnesses” list. 
a. Witness details may be edited by selecting the “Edit” icon in the grid.  
b. “Unpublished” witnesses are only visible to trial office users until formally 

“published” to the assigned defense office in a separate action.  

 
a. User can edit an added witness by selecting the “Edit” icon in the grid.  
b. User can navigate to a summary view of a witness by selecting the witness’ 

name in the grid.  

Deactivate Witness 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view. 
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3. From the case summary view, navigate to the “Victims, Witnesses, and Experts” tab and 

view the Unpublished Witnesses grid from the Witnesses subtab.  
a. Witness details may be edited by selecting the “Edit” icon in the grid.  

 
4. In the Edit Witness form, user can select the ‘Remove’ button to deactivate the 

unpublished witness from the case. Confirm the action by selecting ‘Yes’. Note that this 
functionality is only available for unlinked, unpublished witnesses. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



 
5. On confirmation, user is sent to a navigation view to reroute the user in the tab. 

 

Upload Witness Background Investigation 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victims, Witnesses, and Experts” tab and 

select the Witnesses subtab to view published and unpublished witnesses. 
4. To upload a background investigation (Giglio) file, select the yellow upload icon within 

the grid. 

 
5. In the form, upload the appropriate background investigation file related to the witness 

a. Select the file type as “Giglio”. 
b. Input the name of the appropriate witness in the “Witness” field 
c. Identify documents attributes to identify documents as “discovery”, “redacted”, 

“reciprocal discovery”, or “attorney work product”.  
i. Input Bates Number for documents identified as “discovery”. Documents 

will later be sent as discovery in a separate action.  

 
6. Following submission, file is available to be downloaded from the witnesses list under 

the “Victims, Witnesses, and Experts tab”.  
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a. Document is also available to be viewed and/or downloaded under the case 

documents tab. 

 

Add Witness Travel 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the tab to display the available witnesses.  

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



4. Select the desired witness from the list of witnesses in the “Witnesses” subtab by 
selecting their name to be navigated to the witness summary page.  

 
5. From the witness summary, navigate to the “Witness Travel” tab and select the “Add 

Witness Travel” action from the “Actions” list.  

  
6. Input the details of the witness travel.  

a. User may add multiple travel entries at once by selecting the “Add Travel” button 
in the bottom right corner of the list. 

b. User can remove an entry prior to submission by selecting the “Remove” button 
in the right hand column of the list. 
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7. Following the entry of all information, select “Submit” to save the entries to the witness.  
8. All entered travel details are now visible in the “Witness Travel” list and are able to be 

edited by selecting the “Edit” icon in the grid.  

 

Publish Witness 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the “Publish Witness” action from the “Actions” list.  
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a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. In the form, select from the list of witnesses which witness or witnesses to publish to the 

case.  
a. For each witness selected, select the “Hearing Involvement” to identify that the 

witness is for one for more hearings on the case.  
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i. Options for hearing involvement are: “Article 32, Article 39(a), Merits, 
Sentencing”.  

 
5. Select “Submit” to publish the witness to the case.  

a. A “published” witness will be visible to all other users who have access to the 
case. 

6. The published witness or witnesses are visible in the “Published Witnesses” grid under 
the “Witnesses” subtab under the “Victims, Witnesses, and Experts” tabs. 

 
 
 

 

 Grant Witness Immunity 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the “Witnesses” subtab.  
4. Select a published witness from the “Published Witnesses” grid by selecting their name 

to be navigated to the witness summary page. 

 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



5. From the witness summary, select the “Grant Witness Immunity” action from the 
“Actions” list. 

 
6. Enter the details of the form. If immunity is granted, user can also input the immunity 

source and immunity document. Submit the form when complete.
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7. Details of the witness immunity can be seen in the witness summary view. To edit 
witness immunity details, take the “Grant Witness Immunity” action again.

 

Change Witness to Victim 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the tab to display the available case victims.  
4. Select the desired witness from the list of witnesses in the “Witnesses” subtab by 

selecting their name to be navigated to the witness summary page.  
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5. From the witness summary, select the “Change Witness to Victim” action from the 

“Actions” list.  

  
6. View the confirmation details prior to changing the witness to a victim. 
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7. Select “Submit” to change the witness to a victim.  
8. The newly changed victim is visible in the “Victims” grid under the “Victims, Witnesses, 

and Experts” tab.  
a. Entry is no longer visible under the “Witnesses” tab.  

 

Change Victim to Witness 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the tab to display the available case victims.  
4. Navigate to the summary view of the desired victim by selecting their name from the 

"Victims" grid. 

 
5. From the witness summary, select the “Change Victim to Witness” action from the 

“Actions” list.  

  
6. View the confirmation details prior to changing the victim to a witness. 
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7. Select “Submit” to change the victim to a witness.  
8. The newly changed victim is visible in the “Witnesses” grid under the “Victims, 

Witnesses, and Experts” tab.  
a. Entry is no longer visible under the “Victims” tab.  

 

Link Court-Martial to VLC Client 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the tab to display the available case victims.  
4. Navigate to the summary view of the desired victim by selecting their name from the 

"Victims" grid. 

 
5. From the “Victim Representation” subtab under the victim summary, select the “Link  

Victim to VLC Client” action from the “Actions” list. 
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6. In the form, view the search criteria to find the VLC client by inputting the details of the 

victim and the subject.  
a. To search for a VLC client, user must include:  

i. The first and last name of the victim 
ii. Either the first and last name of the subject or the EDIPI of the subject 

b. Select “Search” to view the results of the criteria. 

 
7. Select “Submit” to send a task to the VLC assigned to the client to link their client to the 

case.  
a. If the assigned VLC counsel completes the task and accepts the link, the VLC 

user will have access to view the case in NCORS and take actions on behalf of 
their client.  
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Review VLC Client to Court Martial Link Request 
1. From the NCORS Legal Case Management site, outstanding tasks to complete are 

available on the “Home” tab in the “Location Tasks” grid.  
a. The task to “Review VLC Client Link Request” is displayed in the “Task Type” 

column with the case name and "Case Number". 
b. Task is created through an action to link a client to an NCORS court martial 

initiated by the VLC user.  

 
2. Initiate the task by selecting the task name.  
3. In the form, review the request information submitted from the VLC and decide to 

approve or deny the link. 

 
4. Select “Approve” or “Deny” the request.  

a. If approved, the VLC user will have access to view the case in NCORS and take 
actions on behalf of their client.  

i. If approved, the VLC details will be updated for the selected victim.  
b. If denied, the VLC user will not have access to the case. 
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Disclose Documents to VLC 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the tab to display the available case victims.  
4. Navigate to the summary view of the desired victim by selecting their name from the 

"Victims" grid. 

 
5. From the “Victim Documents” subtab under the victim summary, select the “Disclose 

Documents” action from the “Actions” list. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



 
6. In the form, select the document or documents to disclose to the assigned VLC.  

a. To select an existing case document to disclose to the VLC, select one or more 
documents from the “Existing Documents” list.  

b. To add one or more new documents to disclose to the VLC, select the “Add 
Document” button and input the details of the new document.  

i. To remove an added document, select the “Remove” icon from the grid. 
 

 
7. Select “Submit” to disclose the documents to the VLC. 
8. Following submission, the files are available under the “Victim Documents” tab. 

a. Disclosed files are visible to the detailed VLC on the case. 
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b. Disclosed files are not disclosed to any other users unless done previously 

through discovery actions or other forms in NCORS.  

Acknowledge Notice of Representation (Task) 
1. From the NCORS Legal Case Management site, navigate to the “Home” tab to view the 

“Location Tasks” grid. 

 
2. Select the “Task Type” from the grid to navigate to “Acknowledge NoR” form. 

a. This task is sent to all privileged Trial Counsel users after a Notice of 
Representation has been uploaded by a VLC user and routed to the location of 
the TSO users. 

b. Note that there is no Case Title or Case Number, as this action is not dependent 
on there being a case, but rather there being a client that the VLC user is 
representing. 
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3. In the form, input the details to Acknowledge the NoR.  

a. User can view the details of the Notice of Representation, and select a checkbox 
to acknowledge the document. 

 

 
4. Select “Submit” to complete the task.  

a. Following submission, the NoR will no longer be visible for the TSO users, but 
the Date Acknowledged will appear for VLC users to inform them that their notice 
was reviewed. 
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Pretrial Confinement and Restraint 

Enter PTC/PTR Details 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Accused Details” tab. 
4. From the “Accused Details” tab, select the “Enter PTC PTR” action from the “Actions” 

list.  
a. Action is only available if the accused does not have an “active” PTC/PTR entry. 

 
b. Action is also available under the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
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ii. Use CTRL + F to search for an action in the list. 

 
5. In the form, input the details of the pretrial confinement or restraint. 

a. Depending on the type of “PTC/PTR Type”, additional fields may be required. 
b. If the accused is in confinement, input the confinement location. 
c. If the accused is in confinement or arrest, select whether to “Notify Judiciary of 

IRO Hearing?” 
i. If “Yes”, Judiciary users in the circuit will be notified of the impending IRO 

hearing 
d. PTC/PTR entries can be input out of sequence and can also input when they 

were released if that has already occurred.  
e. If a PTC/PTR entry is entered without a release date, a red “PTC” tag will appear 

next to the case number. The tag will be removed once the Accused is no longer 
in PTC/PTR. 
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6. Following submission, the RCM 707 and Article 10 Clocks are updated and are 

displayed on the case summary as well as within the “Accused Details” tab in the 
PTC/PTR subtab. 

a. Optionally edit an entry by selecting the “Edit” icon in the grid. 
b. The RCM 707 clock starts at the point of earliest entry into pretrial confinement, 

arrest, or restriction in lieu of arrest and does not reset following release. 
c. If the entries are unbroken (release date = new entry date) the clock runs from 

the entry date of the first entry.If the entries are unbroken (release date = new 
entry date) the clock runs from the entry date of the first entry. 

 
7. Navigate to the “Summary” tab to verify the “PTC” tag on the case if the PTC/PTR entry 

is still active. 
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Release from PTC/PTR 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “PTC/PTR” subtab under the “Accused 

Details” tab. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



4. In the grid of PTC/PTR entries, select the “Pencil” icon to release the accused from 
PTC/PTR.

 
5. In the form, input the details of the release from PTC/PTR. 

a. User now has the option to “Remove” the PTC/PTR entry as well. 

 
6. Select “Submit” to release the accused from PTC/PTR in NCORS.  

a. The RCM 707 clock starts at the point of earliest entry into pretrial confinement, 
arrest, or restriction in lieu of arrest and does not reset following release. 

b. If the entries are unbroken (release date = new entry date) the clock runs from 
the entry date of the first entry. 
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7. Following submission, the “PTC/PTR Entries” grid displays the updates information 
within the “Accused Details” tab in the “PTC/PTR” subtab.

 
a. RCM and Article 10 Clocks are updated accordingly on the case summary view. 

The “PTC” tag is no longer visible next to the case number. 

 
 

Excludable Delay 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the “Accused Details” tab, select the “Excludable Delay” action from the “Actions” 
list. 

 
4. Action is also available under the “Case Actions” tab. 

a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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5. In the form form, fill out all pertinent information.

 
6. Select “Submit” to save the details to the case.  
7. Following submission, the details of the excludable delay are visible on the “Excludable 

Delay” subtab under the “Accused Details” tab. 

 
a. RCM 707 clock is updated based on the inputs.  

i. The RCM 707 clock will adjust for any elapsed excluded periods. 
b. The submitted “Approval Document” is available to be viewed and/or downloaded 

under the case documents tab. 
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8. To edit details of an excludable delay, select the pencil icon in the excludable delay grid. 
a. Upon edit, user can elect to remove the excludable delay by selecting the 

“Remove” button. 

 

Preferral  

New Charge Sheet 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges and Offenses” tab and select the 

“New Charge Sheet” action from the “Actions” list. 
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a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. In the form, select “Select all Charges” to include all the charges in the charge sheet 
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a. Check or uncheck charges and specifications to be included 
5. If the charge order needs to be updated select “yes” to the question “Override Charge 

order? 
a. Then use the arrows to move the charges as needed 

 
6. Once complete, select “Submit” 

 
7. The charge sheet is now available in the “Charges & Offenses” tab under the “Charge 

Sheets” subtab. 
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Generate Charge Sheet 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges & Offense” tab and the “Charge 

Sheets” subtab. Take the action to “Generate PDF”. 

 
4. In the form, confirm the personal data, and fill in all required fields. 
5. Select “Next” 
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6. Confirm the Charges and Specs. 
7. Select “Preview” 

 
8. Download the generated charge sheet. 
9. Select “Save” to save a draft charge sheet to the case 
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10. Select “Submit” to submit the generated charge sheet for review 

 
11. The charge sheet is now available in the “Charges & Offenses” tab under the “Charge 

Sheets” subtab, and can be downloaded from the charge history grid.  
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Upload Signed Charge Sheet 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges & Offense” tab and the “Charge 

Sheets” subtab. Take the action to “Upload Signed Charge Sheet”. 

 
4. In the form, upload a signed charge sheet under the “Charge Sheet” upload, and enter 

the Preferral Date. 
a. If needed users can upload a redacted charge sheet 
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5. Select “Submit” 

a. A confirmation message will appear saying “You will no longer be able to modify 
which charges and specifications are listed on the charge sheet once the 
preferral date is recorded. Are you sure you would like to continue?” 

b. Select “Yes” 

 
6. The charge sheet is now available in the “Charges & Offenses” tab under the “Charge 

Sheets” subtab, and can be downloaded from the charge history grid.  
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Review of Generated Charge Sheet (Supervisory Users) 
1. From the NCORS Legal Case Management site, outstanding tasks to complete are 

available on the “Home” tab in the “Location Tasks” grid.  
a. The task to “Review Charge Sheet” is displayed in the “Task Type” column with 

the case name and "Case Number" and is created after generating a charge 
sheet.  

2. Initiate the task by selecting the task name.  

 
3. In the form, review the generated charge sheet and select the button corresponding to 

the user’s decision.   
a. “Approve” will save the charge sheet as reviewed and approved. No further 

action required.  
b. “Reject and Modify” will reject the current version of the charge sheet and allow 

the user to generate a new version of the charge sheet.  
c. “Reject and Close” will save the charge sheet as rejected and send an automated 

email to the trial office user who generated the charge sheet.  No further action 
required.  
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4. Based on the decision selected, the charge sheet will appear in the charge sheet history 

grid of the corresponding case with the appropriate status.  
a. Status will be “Reviewed - Rejected” or “Reviewed - Approved”. 

 
 
 

Command Inputs (OSTC Users) 
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1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. Navigate to the “Charges & Offenses” tab and select the “Command Input” action from 

the action list. 

 
4. The user can select the buttons on the bottom right to add or remove inputs depending 

upon the input provided.  
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5. Upon completion of the form select “Submit” to complete the action. 
6. Upon submission, details of the command input can be viewed from the “Command 

Input” tab. 
a. To edit any existing “Command Inputs”, user can retake the “Command Input” 

action again. 
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Override Speedy Trial Clock 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the “Charges and Offenses” tab, select the icon in the “Clock” column in the 

“Charges” subtab of desired specification to override the Speedy Trial Clock.  
a. Speedy trial clock is calculated at the specification-level. If the Speedy Trial Clock 

needs to be overridden for multiple specifications, action must be repeated for 
each specification.  

  
4. In the form, enter the requested start date for the Speedy Trial Clock. 

a. Prior to the entry of the start date of the clock, the “Count of Days” field will 
display the current Speedy Trial Clock count.  

b. The “Count of Days” field will update based on the value entered as the 
“Requested Start Date”  

i. If clock has not started, NCORS will display a message stating the 
Speedy Trial Clock has not been started, 

c. Select “Submit” once data entry is complete.  
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5. Following submission, a task is created for the Senior Trial Counsel of the case’s 

location to review the Speedy Trial Clock start date. 
a. The Speedy Trial Clock will not update on the case until the request has been 

reviewed by the STC. 

Review RCM 707 Clock Override (Supervisory Users) 
1. From the NCORS Legal Case Management site, outstanding tasks to complete are 

available on the “Home” tab in the “Location Tasks” grid.  
a. The task to “Review Speedy Trial Clock Change Request” is displayed in the 

“Task Type” column with the case name and "Case Number".  

 
2. Initiate the task by selecting the task name.  

a. User may navigate to the case summary view by selecting the "Case Number". 
3. Within the form, review the requested override. 

a. User can view the “Requested Start Date” and the “Count of Days” based on that 
value.  

b. User can edit the “Requested Start Date” and view the impact on the “Count of 
Days”. 

c. User can select “Submit” to override the Speedy Trial Clock to begin on the 
entered start date.  

d. User can select “Deny” to not override the Speedy Trial Clock. 
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4. Following submission, the Speedy Trial Clock for the specification will update based on 

the inputs from the user.  
a. To view the clock, user can access the case by navigating to the “All Cases” tab 

and selecting a case from the list of cases.  

Discovery 

Send Request for Detailed Defense Counsel  
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Actions” tab and take the action to 

“Assemble Request for Detailed Defense Counsel”. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
c. The action can also be taken from the “Charges & Offenses” tab. 
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4. Upload the request for counsel (RFC) document and select the DSO location to send the 

request.  
a. User can select the “Discovery Disclosure” button in the form to take the 

“Discovery Disclosure” action directly from the form. 
b. For more information on the process to disclose discovery, see the “Disclose 

Discovery” action.  
c. Upon submission, this will create a task for the selected DSO location to detail 

counsel to the case.  

 
5. Following submission, the RFC file disclosure is now available in the “Documents” tab.  
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Disclose Discovery 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Documents” tab and select the “Add 

Discovery Disclosure” action from the “Actions” list.

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL+F to search for an action in the list. 
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4. Input the details of the discovery disclosure and select “Submit” to save the details to the 

case.
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a. User may upload new documents by selecting the “Upload Discovery Document” 
action or select an existing document by selecting the box within the “Discovery 
File” grid. 

i. In the “Upload Discovery Document” form, user may upload multiple new 
documents by selecting the “Add Document” link or remove documents by 
selecting the red “X” icon 

 
b. For each document included in the disclosure, user can input or edit the “Bates 

Number Start” and “Bates Number Stop”.  
5. Following submission, the discovery disclosure is now available in the “Documents” tab 

under the “Discovery” subtab within the “Discovery Disclosures” grid.

 
a. User can select the “Disclosed On” date to navigate to a read-only view of the 

disclosure. 
b. Following submission, a task is created for the DSO office to review the disclosed 

documents.  
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Prepare Discovery Disclosure (Task) 
1. From the NCORS Legal Case Management site, select the “Home” tab. 

 
2. Navigate to the “My Tasks” grid and select  the “Task Type” labeled “Resubmit Discovery 

Disclosure”.  
a. This task appears for TSO users if a discovery disclosure is rejected by the DSO 

user assigned to the case. 

 
3. User will be navigated to the “Add Discovery Disclosure” form. Input the details of the 

discovery disclosure and select “Submit” to save the details to the case. 
a.  Discovery documents not yet approved will be visible in the “Discovery File” grid. 
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c. User may upload new documents by selecting the “Upload Discovery Document” 

action or select an existing document by selecting the box within the “Discovery 
File” grid. 

i. In the “Upload Discovery Document” form, user may upload multiple new 
documents by selecting the “Add Document” link or remove documents by 
selecting the red “X” icon 

 
b. For each document included in the disclosure, user can input or edit the “Bates 

Number Start” and “Bates Number Stop”.  
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4. Following submission, the discovery disclosure is now available in the “Documents” tab 
under the “Discovery” subtab within the “Discovery Disclosures” grid on the case.

 
a. User can select the “Disclosed On” date to navigate to a read-only view of the 

disclosure. 
b. Following submission, a task is once again created for the DSO office to review 

the disclosed documents.  

 

Respond to Evidence Production Request 
1. From the NCORS Legal Case Management site, navigate to the “Home” tab to view the 

“My Tasks” grid. 
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2. Select the “Task Type” from the grid to navigate to “Review Evidence Production 
Request” form.

 
a. This task is created following an action to send an evidence production request 

submitted from the defense. 
3. In the form. input the details of the Response to Defense Evidence Request and select 

“Submit” to save the details to the case.

 
a. The request document can be viewed in the Response form by selecting the 

“Request Document”. 
4. For each item in the request, user can select the response decision.  

a. Date of response can be populated for all Items by selecting the “Save date for 
all items”. 
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b. If required, select or upload the files corresponding to the requested item.  
5. Select “Submit” to respond to the request. 

a. A task for Defense to “Review Evidence Production Response”.  
6. Following submission, the details of the request are available in the “Discovery” subtab, 

in the “Documents” tab. 

 
a. User can respond to the production request by selecting the action from the grid 

in the right column of the grid. 
b. User can access a read-only summary of the request by selecting the “Date of 

Request” field in the grid.   
i. From the summary view, user can take the action to add a response to 

the request by selecting the “Add Government Response” action from the 
“Actions” list. 

 

Send Request for Reciprocal Discovery  
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Documents” tab and take the “Reciprocal 

Discovery” action from the “Actions” list. 

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list.  
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4. Upload the reciprocal discovery request document. 

 
5. Select “Submit” to send the reciprocal discovery request to the defense. 

a. A task is created for the defense counsel to respond to the request. 
6. Following submission, the reciprocal discovery request is visible in the “Discovery” 

subtab under the “Documents” tab.  
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a.  User can navigate to a summary view of the request by selecting the “Request 

Date” in the “Reciprocal Discovery Requests” grid.  
i. Responses from the defense will appear in the summary view as 

responses are submitted.  

 

Plea and Pretrial Agreements 

Generate Draft Plea Agreement 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges and Offenses” tab and select the 

“Generate Draft Plea Agreement” action from the “Actions” list.

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the “Generate Plea Agreement” form, populate the details of the draft plea agreement. 

a. Select stock provision language to include in the plea agreement in the 
“Agreement Provisions” step. Select the “Next” button once all necessary 
information is input. 

i. By default, a set of “General” provisions will be selected.  
ii. Provisions can be added by selecting the “Add Provision” link.  
iii. Provisions can be removed by selecting the “Remove” icon. 
iv. Provision language can be edited in the “Provision” field. Changes to the 

provision language will be reflected in the generated plea agreement 
document.  
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b. Input the offered pleas to charges and specifications in the “Plea Details” step. 

Select the “Next” button once all necessary information is input. 
i. If “GUILTY to LIO or Other Offense” is selected as the plea, input the LIO 

UCMJ Article and LIO DIBRS Code. 
ii. If “GUILTY, except for the words” is selected as the plea, input the 

exception details. 

  
c. Input the agreed upon sentencing forum and minimum and maximum punishment 

in the “Punishment Details” step. Select the “Next” button once all necessary 
information is input. 

i. If the agreed upon sentencing composition is “Members”, input the 
minimum and maximum punitive discharge, confinement, and fine 
amounts. 

ii. If the agreed upon sentencing composition is “Judge” or “ Magistrate 
Judge”, input the minimum and maximum punitive discharge and 
minimum confinement and fine amounts for each specification under 
segmented sentencing rules. 
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iii. Select the “Calculate Total” button to calculate the total minimum and 

maximum confinement and fine amounts.  

   
d. In the “Review” step, review the details of the agreement, then select the 

“Generate Document” button to generate the draft plea agreement document. 

 
5. The generated plea agreement may be downloaded and previewed prior to submission 

by selecting the “Download Plea Agreement” link.  
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6. Following submission, the draft plea agreement is available on the “Plea Agreement” 

subtab under “Charges and Offenses” tab.  
a. A summary of the agreement can be viewed by selecting the “Source” link. 
b. The agreement can be edited by selecting the “Edit” icon in the grid. 

 
7. When editing the agreement, the “Status” can be updated to disclose the agreement to 

other users in the system. 
a. If the “Status” is “Draft”, the agreement can only be viewed by Trial Office users. 
b. If the “Status” is “With Defense”, the agreement can be viewed by defense users 

and Trial Office users. 
c. If the “Status” is “With Public”, the agreement can be viewed by VLC users, Trial 

Office users, and Defense users. 
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Enter Plea Agreement 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Charges and Offenses” tab and select the 
“Enter Plea Agreement” action.

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the “Enter Plea Agreement” form, input the details of the plea agreement and select 
“Submit”.    

a. In the “Agreement Details” step, input the agreement status and upload the draft 
agreement document.  Select the “Next” button once all necessary information is 
input. 

i. If the “Status” is “Draft”, the agreement can only be viewed by TSO users. 
ii. If the “Status” is “With Defense”, the agreement can be viewed by 

Defense users and Trial Office users. 
iii. If the “Status” is “With Public”, the agreement can be viewed by VLC 

users, Trial Office users, and Defense users.  

 
5. Select stock provision language to include in the plea agreement in the “Agreement 

Provisions” step. Select the “Next” button once all necessary information is input. 
a. By default, a set of “General” provisions will be selected.  
b. Provisions can be added by selecting the “Add Provision” link.  
c. Provisions can be removed by selecting the “Remove” icon. 
d. Provision language can be edited in the “Provision” field. Changes to the 

provision language will be reflected in the generated plea agreement document.  
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6. In the “Victim Input” step, input if victim(s) were provided an opportunity to provide input 

on the agreement.  

 
7. Input the offered pleas to charges and specifications in the “Plea Details” step. Select the 

“Next” button once all necessary information is input. 
a. If “GUILTY to LIO or Other Offense” is selected as the plea, input the LIO UCMJ 

Article and LIO DIBRS Code. 
b. If “GUILTY, except for the words” is selected as the plea, input the exception 

details. 
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8. In the “Punishment Details” step, input the agreed upon sentencing forum and minimum 

and maximum punishment. Select the “Next” button once all necessary information is 
input. 

a. If the agreed upon sentencing composition is “Members”, input the minimum and 
maximum punitive discharge, confinement, and fine amounts. 

b. If the agreed upon sentencing composition is “Judge” or “ Magistrate Judge”, 
input the minimum and maximum punitive discharge and minimum confinement 
and fine amounts for each specification under segmented sentencing rules. 

 
i. Once segmented limits are input, select the “Calculate Total” button to 

calculate the total minimum and maximum confinement and fine amounts.  
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c. In the “Action on Agreement” step, input the details of the action taken on the 

agreement by the CA.  
i. If the agreement is approved, input the details of the approved agreement 

and upload the final agreements file and the stipulation of fact.  
ii. Trial Office users are the only users who can enter these details for all 

agreements on a case regardless of the source. 
iii. Users can also view the TMO Dates set on the case, and select the 

“Ordered TMO Dates” button to update ordered dates. 

 
d. In the “Review” step, review the information input in the previous steps. 

9. Following submission, the plea agreement is available on the “Plea Agreement” subtab 
of the “Charges and Offenses” tab.  

a. The agreement can be edited by selecting the “Edit” icon in the grid. 
b. Plea agreement visibility is based on the source and status of the plea 

agreement. Trial Office users can view:  
i. Plea agreements with a status of “Draft” and “Government” as the source. 
ii. Plea agreements with a status of “With Government” as the source. 
iii. Plea agreements with a status of “Public”.  
iv. Plea agreements with a status of “With CA”. 
v. Plea agreements with a status of “Approved”. 

vi. Plea agreements with a status of “Denied”. 
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c. A summary of the agreement can be viewed by selecting the “Source” link. 

 

Input Action on Plea Agreement  
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary, navigate to the “Plea Agreements” subtab under the “Charges 

and Offenses” tab.  
4. Select the “Edit” icon in the grid to edit the details of an existing plea agreement.  

a. Edit action can be taken on all agreements visible in the grid.  
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b. This action can also be taken from the summary view of an agreement by 

selecting the “Edit Agreement” action from the “Actions” list.  
i. Summary view can be accessed by selecting the “Source” link in the grid. 

 
5. In the form, navigate to the “Action on Agreement” step and input the details of the 

action taken on the agreement by the CA.  
a. If the agreement is approved, input the details of the approved agreement and 

upload the final agreements file and the stipulation of fact.  
b. Trial Office users are the only users who can enter these details for all 

agreements on a case regardless of the source. 
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6. Review the details on the agreement and select “Submit” to save the details to the case. 
7. Following entry of data, the status of the agreement will update in the grid based on the 

inputs 
a. If approved, the “Final Plea Agreement” document will be published. 

 
a. The action on the agreement can be edited by selecting the “Edit” icon or from 

the summary view of the agreement.  

Enter Pretrial Agreement 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view page, navigate to the “Charges and Offenses” tab and 

select the “Enter Pretrial Agreement” action from the “Actions” list.  
a. Note: Pretrial agreements are only available for pre-MJA 16 cases. 

  
b. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the “Enter Pretrial Agreement” form, input the details of the pretrial agreement and 

select “Submit”.    
a. In the “Agreement Details” step, input the agreement status, select a victim to link 

the agreement to, and upload the Draft PTA Part I and Draft PTA Part II 
documents.  Select the “Next” button once all necessary information is input. 

i. If the “Status” is “Draft”, the agreement can only be viewed by Trial Office 
users. 

ii. If the “Status” is “With Defense”, the agreement can be viewed by 
Defense users and Trial Office users. 

iii. If the “Status” is “With Public”, the agreement can be viewed by VLC 
users, Trial Office users, and Defense users.  
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b. In the “Victim Input” step, input if the victim(s) on the case were provided and 
opportunity to provide input on the agreement.  

 
c. Input the offered pleas to charges and specifications in the “Plea Details” step. 

Select the “Next” button once all necessary information is input. 
i. If “GUILTY to LIO or Other Offense” is selected as the plea, input the LIO 

UCMJ Article and LIO DIBRS Code. 
ii. If “GUILTY, except for the words” is selected as the plea, input the 

exception details. 

  
d. In the “Action on Agreement” step, input the details of the action taken on the 

agreement by the CA.  
i. If the agreement is approved, input the details of the approved agreement 

and upload the final pretrial agreements documents.  
ii. Trial Office users are the only users who can enter these details for all 

agreements on a case regardless of the source.  
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e. In the “Review” step, review the information input in the previous steps. 

5. Following submission, the pretrial agreement is available on the “Pretrial Agreement” 
subtab of the “Charges and Offenses” tab.  

a. The agreement can be edited by selecting the “Edit” icon in the grid. 
b. Pretrial agreement visibility is based on the source and status of the plea 

agreement. VLC users can view:  
i. Pretrial agreements with a status of “Draft” and “VLC” as the source. 
ii. Pretrial agreements with a status of “Public”.  
iii. Pretrial agreements with a status of “With CA”. 
iv. Pretrial agreements with a status of “Approved”. 
v. Pretrial agreements with a status of “Denied”. 

 
c. A summary of the agreement can be viewed by selecting the “Source” link. 
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Input Action on Pretrial Agreement  
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary, navigate to the “Pretrial Agreements” subtab under the 

“Charges and Offenses” tab.  
4. Select the “Edit” icon in the grid to edit the details of an existing plea agreement.  

a. Edit action can be taken on all agreements visible in the grid.  
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b. This action can also be taken from the summary view of an agreement by 
selecting the “Edit Pretrial Agreement” action from the “Actions” list.  

i. Summary view can be accessed by selecting the “Source” link in the grid.  

 
5. In the form, navigate to the “Action on Agreement” step and input the details of the 

action taken on the agreement by the CA.  
a. If the agreement is approved, input the details of the approved agreement and 

upload the final pretrial agreement documents.  
b. Trial Office users are the only users who can enter these details for all 

agreements on a case regardless of the source. 

 
6. Review the details on the agreement and select “Submit” to save the details to the case. 
7. Following entry of data, the status of the agreement will update in the grid based on the 

inputs.  
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a. The action on the agreement can be edited by selecting the “Edit” icon or from 

the summary view of the agreement.  

RCM 309 Matters 

Request RCM 309 Matters 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select a “Case Number” to navigate to the case summary view.  

 
3. From the case summary view, navigate to the “Documents” tab and select the “Request 

RCM 309 Matters” action from the “Actions” list.  
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a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. In the form, select the “File Type”.  
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a. Based on the file type selected, additional fields will display in the form for 

additional data capture for investigative subpoenas, warrants, and orders for 
stored communication.  

5. Upload the request file and input applicable data.  
a. A submission identified as an “Ex Parte” submission will only be made available 

to the judiciary.  
b. Use the “Share with VLC” option and “Select VLC” fields to toggle VLC visibility.  

i. Note: VLC in the dropdown will be based on VLC who have been granted 
access to the case. 

1. If no VLC have access to the case, the fields will be disabled.  
c. Input appropriate details and upload supplemental documents in the grid to 

include with the submission.  
i. Use the “Add Document” field to add supplemental files to the 

submission.  
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6. Following entry of data, select “Submit” to save the entry to the case.  

a. Following submission, 309 matters will be shared with the judiciary and other 
parties on the case based on user input.  

i. Ex Parte submissions are only visible to the judiciary.  
1. Note: Only certain submissions are eligible for Ex Parte 

submission.  
ii. Non-Ex Parte submissions are visible to the defense counsel, judiciary, 

and any VLC who have been granted access to the submission.  
b. Parties with access to the submission receive a notification of the submission.  
c. Judiciary users receive a task to rule on the 309 matter, if applicable.  

i. Note: By default, all matters are forwarded to the judiciary except for 
“Investigative Subpoenas”.  

1. For subpoenas, users have the option to select”Military Judge”,  
“GCM Convening Authority” or “Prosecuting Attorney on Behalf of 
GCMCA” as the decision authority.  

2. If “Military Judge” is selected, a task will be sent to the judiciary.  
3. If “GCM Convening Authority” or “Prosecuting Attorney on Behalf 

of GCMCA” is selected, user can record the ruling on the matter. 
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7. Following submission, the matters can be accessed from the “RCM 309 Matters” subtab.  

a. Entries can be edited directly from the grid by selecting the action to edit the 
submission.  

b. To view additional details, select the “Submission Type” to navigate to a summary 
view of the submission.  

 
c. Documents included in the submission are visible from the “All Documents” 

subtab.  

Upload Subpoenaed Documents 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Documents” tab and select the “RCM 309 

Matters” subtab to view RCM 309 matters on a case.  
a. Matters can be filtered using the “Submission Type” filter on the page.  

 
4. For issued investigated subpoenas, take the action to upload subpoenaed documents 

from the grid or summary view.  
a. From the grid, select the action to “Upload Subpoenaed Documents”.  

 
b. To upload documents from the summary view, select the “Submission Type” 

value from the grid and take the action to “Upload Subpoenaed Documents”.  
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5. In the form, upload one or more files received as a result of the subpoena.  

 
a. User can view the details of the request and decision by expanding the “Request 

Details” and “Decision Details” sections.  
b. Select “Add Document” to add multiple subpoenaed files.  
c. User can remove a file by selecting the “Remove” icon in the right column of the 

grid.  
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6. Select “Submit” to save the subpoenaed documents to the case.  
a. Subpoenaed documents will not be visible to any other users with access to the 

case unless disclosed in discovery or published through another action.  
7. The uploaded subpoenaed documents are visible in the summary view of the subpoena 

in the “Subpoenaed Documents” section.   

 
a. User can edit the uploaded documents or add new files by selecting the “Upload 

Subpoenaed Documents” action in the “Actions” list.  
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Referral 

Upload Other Allied Papers 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Documents” tab and select the “Case 

Document” action from the “Actions” list. 

 
4. In the form, select the file to upload and the type as “Other Allied Paper”. 

a. Select any “Document Attributes” that the document pertains to. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



 
     5. After submission, the document can be edited by selecting the “Edit” icon in the grid. 

 

Request Article 32 Hearing 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Article 32 Request” tab and select the 

“Enter Article 32 Hearing Request Details” action from the “Actions” list.  

 
4. In the form, input the details of the requested Article 32 hearing and select “Submit” to 

save the details of the request to the case.  
a. This action is required to enter the details of the Article 32.  

 
5. Following submission, the request can be viewed from the “Article 32 Requests” subtab 

under the “Charges and Offenses” tab.  
a. The entry may be edited by selecting the “Edit” icon in the grid.  
b. Multiple entries may be added by selecting the “Request Article 32” action from 

the “Actions” list.  
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Defer Charges (OSTC Users) 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges and Offenses” tab and select the 

“Defer Charges” action from the “Actions” list.

 
4. Input the details of the form.  
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5. Select “Submit” once completed.  

a. Upon submission, the user is navigated to the Close Case action. 
b. To edit, take the action again from the “Charges and Offenses” tab or “Case 

Actions” tab. 
c. The details of the deferral can now be seen in the “Deferral” subtab. 

 
d. The command input details of the deferral can also be seen in the “Command 

Input” subtab, with the “Input Type” being listed as “Deferral”. 
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6. This action is also available from the “Case Actions” tab. 

a. Use the “Display All” option to view all case actions on the case. 
b. Use CTRL + F to search for an action in the list. 

 
 

 

Refer Charges and Specifications  
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view. 

 
3. From the case summary view, navigate to the “Charges & Offenses” tab and select the 

“Charge Sheets” subtab.  
a. This action is dependent on charges and specifications being preferred.  

4.  From the “Charge Sheets” subtab, select the action to “Add Action on Specifications”. 
a. This action will apply only to the charges and specifications included in the 

charge sheet.  

 
5. In the form, input the referral actions taken by the convening authority on the charges 

and specifications included in the charge sheet. Users can choose to input action details 
at the top of the page under the “Action on All Specifications” header, and select “Apply 
To All”. This will populate the same action details on all specifications for charges in the 
charge sheet. 

a. If a user refers to GCM without an Article 32 on the case, a warning message will 
be displayed to inform the user to send charges to Article 32 hearing. 
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6. The user can select the “Case Circuit” drop down to navigate to the case to a different 
circuit. The dropdown is defaulted to a circuit based upon the case’s location upon 
creation. 

a. As an OSTC user, it is possible to input the Referral Authority when referring 
charges. This field is not visible to non-OSTC users. 

7. User must input details of the Convening Authority if not on the case already. The CA 
name and GCMCA must be entered. 

a. User can upload the Convening Order if the charges are referred to a court 
martial. 

 
8. Select “Submit” to add the actions on the specifications.  

a. If the specifications were referred to a court martial, the case status will update to 
“Pending Arraignment”. 

i. The status of the charges and specifications included in the referral action 
will update to “Referred to ”[court-martial forum]”. 
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9. Following submission, details of the referral are available in the “Referral” subtab under 

the “Charges and Offenses” tab for each charge sheet.  
a. Additional actions may be taken by selecting the “Add Referral Actions” action  

i. This may be used to refer charges and specifications to a court martial 
following an Article 32 Hearing or following a withdrawal of charges and 
specifications.   

b. Users can access the details of the action taken by selecting the “Action 
Category” field.  

c. Upon submission the “Referral Date” column in the “Charges” subtab is 
populated. 
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Refer Charge to Article 32 Hearing  
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. Navigate to the “Charge Sheets” subtab on the “Charges & Offenses” tab. Select the 

“Sent to Article 32 Hearing” action. 

 
4. This action defaults the “Action Type” to “Article 32 Ordered” for every specification on 

the case. Select “Submit” when done. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



 
5. Navigate to the “Charges” subtab to see the specification status for each specification be 

updated to “Pending Article 32”. 
a. The case status also updates to “Pending Article 32”. 

 

Withdraw and/or Dismiss Charges and Specifications 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Referral” subtab under the “Charges and 

Offenses” tab and select the “Add Action on Specifications” action.  

 
4. In the form, input the action taken on the charges and specifications and select “Submit” 

to save the actions to the case.  As an OSTC user, you can assign an OSTC Referral 
Authority when completing this action. 

a. Users can choose to input action details at the top of the page under the “Action 
on All Specifications” header, and select “Apply To All”. This will populate the 
same action details on all specifications for charges in the charge sheet. 
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b. To view the previous actions taken, select the “Previous Actions” dropdown at the 

top left of the form.  
c. User may optionally upload a withdrawal letter prior to submission.  

i. Following submission, the uploaded document will be available to 
view/download in the “Case Documents” tab. 

 
d. This action is only applicable to charges and specifications that have already 

been referred to a court martial.  
i. For charges and specifications already referred to a court martial, 

“Withdraw”, and “Withdraw and Dismiss” are the only “Action Type” values 
available to users.  

5. Following submission, referral information is now available in the “Referral” subtab under 
the “Charges and Offenses” tab for each charge sheet.  

a. If all charges and specifications are dismissed, the status of the case will update 
to “Pre-Preferral” 

i. The status of the dismissed charges and specifications will update to 
“Dismissed”.  

ii. If the charges and specifications were previously referred, the Referral 
Date of the initial action will be retained in the grid of the “Charges” 
subtab 

b. If all charges and specifications are withdrawn, the status of the case will update 
to “Preferred”. 
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i. The status of the dismissed charges and specifications will update to 
“Preferred”.  

 
6. Additional actions may be taken by selecting the “Add Action on Specifications” action  

a. This may be used to refer charges and specifications to a court martial following 
an Article 32 Hearing or following a withdrawal of charges and specifications.   

b. User can access the details of previous actions taken by selecting the “Action 
Category” field.  

Edit Referral Action 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Referral” subtab under the “Charges and 
Offenses” tab and select the “Edit” icon within the Referral Actions grid. 

 
 

4. In the form, edit the details of the referral action. 
a. The specification and case status will update according to the updated values. 

i. Pre-Preferral: The case status will update to "Pre-Preferral" if the sole 
referred specification on the case is Dismissed. 

ii. Preferral: The case status will update to "Preferral" if the sole referred 
specification on the case is Withdrawn. 

iii. Pending Article 32: The case status will update to "Pending Article 
32" if the selected "Action Type" is "Article 32 ordered".   

iv. Pending Arraignment: The case status will update to "Pending 
Arraignment" if the selected "Action Type" is "Referred to SPCM" or 
"Referred to GCM" and no referral actions of "Article 32 ordered" exist 
on the case. 

b. The user can also “Remove” referral actions by clicking the “Remove” button at 
the bottom of the form, 

i. If a previous referral action was taken on the specification, that referral 
action will take the place of the removed action, updating the specification 
and case statuses according to the logic described in step a. 
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5. Following submission, the user can verify the edited details of the referral action as well 

as any status updates. 
a. Specification status updates can be verified by navigating to the “Charges” 

subtab. 
b. Case status updates can be verified by navigating to the “Case Summary” tab. 

 
 

Input Details of Article 32 Hearing 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Referral” tab under the “Charges and 

Offenses” tab. 
4. Select the action to “Enter Article 32 Hearing”.  
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a. This action is only available if charges and specifications have been referred to 
an Article 32 hearing 

 
5. In the form, input the details of the Article 32 hearing in each step of the form. 
6. Enter whether the accused waived their right to an Article 32 Hearing 

 
7. If the right to an Article 32 Hearing is waived and the waiver is granted all other 

non-waiver related fields are disabled. 
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8. Select “Submit” to view the details of the Article 32 hearing on the case.  

 
9. Following submission, the Article 32 hearing is visible under the “Referral” subtab below 

the “Referral Actions”. 
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a. User can edit the entry by selecting the “Edit” icon in the grid.  
b. User can navigate to a summary view of the hearing by selecting the “Hearing 

Date” value.  
i. If the hearing was waived, user can select the “-” in the “Hearing” date 

field to navigate to view the previously entered details 

 

Add Article 33 Forwarding Letter 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Referral” subtab under the “Charges and 

Offenses” tab and select the action to “Enter Article 33”.  
a. This action is only available after an Article 32 Hearing has been added.  
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4. In the form, add one or more Article 33 Forwarding Letters 

a. Select “Add Forwarding Letter” to add more than one letter. 
b. Added letters can be removed by selecting the “Remove” button.  

5. Select “Submit” to save the articles to the case. 
a. Uploaded letters are available under the “Case Documents” tab. 

 
6. Following submission, the Article 33 Forwarding Letter(s) are available under the 

“Referral” subtab.  
a. User can edit an entry by selecting the “Edit” icon in the grid.  
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Input Article 34 Pretrial Advice 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Referral” subtab under the “Charges and 

Offenses” tab and select the action to “Enter Article 34 Pretrial Advice”.  

 
4. In the form, input the details of the Article 34 Pretrial Advice.  

a. For each specification, input the required details related to the jurisdiction and 
merit of the specification.  
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i. To populate a value for all charges and specifications, select the “YES” or 
“NO” buttons at the top of the grid.  

ii. Values can be cleared by selecting the “CLEAR” button. 

 
5. Select “Submit” to save the details to the case. 
6. Following submission, the details of the Article 34 Pretrial Advice are available to users 

under the “Referral” subtab below the details of the Article 32 and Article 33.  
a. User can edit the entry by selecting the “Edit” icon in the grid.  

 
b. Following completion of the Article 34 Pretrial Advice, input the appropriate 

referral details by Entering Referral Actions.  
 

Enter Convening Authority Details 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Accused Details” tab and select the “Add 

Convening Authority” action from the “Actions” list..  

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



 
4. In the form, enter the details of the Convening Authority who referred the charges to a 

court martial.  

 
5. Select “Submit” to save the details of the Convening Authority to the case. 
6. Following submission, the details of the Convening Authority are visible on the “CA 

Details” subtab under the “Accused Details” tab.  
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a. Details of the Convening Authority can be edited by selecting the “Edit Convening 

Authority” action from the “Actions” list.  

Add Firearm Prohibition 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Accused Details” tab and select the 

“Firearm Prohibition” action from the “Actions” list.  
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a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. Enter the details of the firearm prohibition and the confirmation provided by NICS.  

a. Confirmation details should be the information returned from NICS to confirm that 
the subject has been added to the database.  
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5. Select “Submit” to save the prohibition information to the case.  
6. Following submission, the details of the prohibition are visible from the “Firearm 

Prohibition” subtab under the “Accused Details” tab.  

 
a. The details of the prohibition can be edited by selecting the “Edit” icon in the 

“Firearm Prohibitions “ grid.  

Arraignment 

Enter TMO Offered Dates 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Trial” tab and select “TMO Offered Dates” 

action from the “Actions” list.

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. For each TMO line item, input the “Government Offered Date”. 

 
a. If required, select the “Add Victim Offered Date” link to add an offered date for a 

victim.  
i. If selected, choose the victim from the dropdown who submitted the 

offered date.  
ii. The victims in the dropdown are only victims who are not represented in 

NCORS by VLC users.  
1. NCORS VLC users are responsible for submitting their own TMO 

dates on behalf of their client.   
b. If available, user can choose to use defense or VLC offered dates for each line 

item.  
c. User can add offered dates for an additional 39(a) hearing by selecting the “Add 

Additional Hearing (Lines j, k, l)” in the bottom left of the form. 
i. If selected, input the date(s) of the additional 39(a) hearing.  
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ii. To remove an added hearing, select “Remove Additional Hearing (Lines j, 
k, l)” on the right of the form.  

 
5. Select the “Other TMO Dates” to add another TMO Date. 

a. To remove the added “Other TMO Date” select “Remove Row” at the top right of 
the row. 

 
6. Select “Submit” to save the offered dates to the case.  
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7. Following submission, the TMO offered dates will be available in the “TMO” subtab 
within the “Trial” tab.   

 
a. The TMO offered dates may be edited by selecting the “TMO Offered Dates” in 

the “Actions” list.  
b. Defense and VLC submitted dates will be visible once added from Defense and 

VLC NCORS users.  

Enter Arraignment Details 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Trial” tab and select the “Enter 
Arraignment Details” action from the “Actions” list.

 
a. This action is available if the case has referred charges. 
b. With the OOB updates, the user can select if they want to “Request Arraignment” 

or just “Record Arraignment” without going through the “Request Arraignment” 
process. 

i. If the user selects “Request Arraignment” and completes the form, a 
notification will be sent out to all judges within the case’s circuit to assign 
an arraignment judge 

4. Input the details of the form. 
a. If the user selects “Record Arraignment” the form will be displayed as below. 

i. By selecting “Record Arraignment” the user will assign an “Arraignment 
Judge” to the case as well. 
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b. If the user selects “Request Arraignment” the form will be displayed as below. 

i. Selecting “Request Arraignment” will create a task for the trial judiciary to 
assign an arraignment judge to the case. 

 
5. Upon submission of the form, Arraignment Request and Arraignment Hearing details will 

be found on the “Arraignments” subtab of the “Trial” tab. 
a. Following submission, the status of the case will update to a new status based 

upon user input. 
i. If the trial date is not null and less than or equal to the current date, the 

status is “Trial”. 
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ii. If the motions hearing date is not null and less than or equal to the current 
date OR motions hearing date is null and the arraignment date is not null 
and less than or equal to the current date, the status is “Pending Trial”. 

iii. If the motions hearing date is not null and greater than the current date 
and arraignment date is not null less than or equal to the current date, the 
status is “Motions Litigation”. 

iv. If the arraignment date is not null and greater than the current date, the 
status is “Pending Arraignment”. 

v. If none of the above criteria is met, the case will keep the current case 
status.  

b. If pleas were not deferred, the details of the pleas can be found on the “Trial” tab 
under the “Pleas and Findings” subtab.  

 
 

Input Ordered TMO Dates  
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the Case Summary page. 
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3. From the Case Summary page, navigate to the “Trial” tab and select “TMO Ordered 
Dates” action from the “Actions” list. 

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



b. This action is available when the case status is “Pending Arraignment”, “Pending 
Motions Litigation”, “Pending Trial”, or “Trial”. 

4. In the “Enter TMO Ordered Dates” form, upload a Signed Trial Management Order 
document and input the details of the ordered TMO dates. 

a. Select the “Use Agreed Date” button to populate the date field with the date 
offered by the Government and Defense. This button is only available if 
Government and Defense have agreed on a common date in their offered TMO 
dates. 

 
b. Select the “Use Government Date” or “Use Defense Date” buttons to populate 

the date field with the Government or Defense offered TMO dates. 

 
5. Select the “Add Additional Hearing (Lines j, k, l)” link to order an additional 39(a) hearing.  
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a. To remove an added hearing, select the “Remove Additional Hearing (Lines j, k, 
l)” link. 

 
6. Select “Add Other TMO Dates” to add another row of TMO Dates. 

a. To remove the added “Other TMO Date” select “Remove Row” at the top right of 
the row. 

 
7. Select “Submit” to save the ordered TMO dates to the case. 
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8. Following submission, the ordered TMO dates will be available on the “TMO” subtab of 

the “Trial” tab.    
a. The ordered TMO dates may be edited by selecting the “TMO Ordered Dates” 

action in the “Actions” list.  

 

Pretrial and Trial 

Review Alternate Disposition Request 
1. From the NCORS Legal Case Management site, navigate to the “Home” tab to view the 

“My Tasks” grid. 
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2. Select the “Task Type” from the grid to navigate to “Review Alternate Disposition 

Request” form.

 
a. This task is created following an action to send an alternate disposition request is 

submitted from the defense. 
3. Initiate the task by selecting the task name.  
4. In the form, review the details of the alternate disposition from the defense and input the 

government’s recommendation and decision on the request (if available). 
a. If a decision is entered, the details of the alternate disposition request will not be 

able to be edited once submitted. 

 
5. Select “Submit” to save the updates to the alternate deposition request.  
6. Following submission, the details of the request are available on the “Alternate 

Disposition” subtab under the “Trial” tab of the corresponding case.  
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a. User can edit the entry by selecting the “Edit” icon in the grid (if no decision is 
entered).  

b. User can navigate to a read-only summary of the request by selecting the 
“Request Type” value in the grid. 

Add Deposition 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the “Victims, Witnesses, and Experts” tab, select the “Deposition” action from the 

“Actions” list.  

 
a. This action is also available under the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the details of the deposition.  

a. User can select the deponent from a list of victims, witnesses, and the accused 
on the case. 

i. If applicable, user can select the counsel of the deponent as a 
representative at the deposition. 

b. Depending on the type of deposition, user can upload files related to the written 
or oral deposition.  
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5. Select “Submit” to save the deposition to the case.  
6. Following submission, the deposition is visible under the “Depositions” subtab under the 

“Victims, Witnesses, and Experts” tab.  
a. User can edit a deposition from the grid by selecting the “Edit” icon from the grid.  

 
7. User can navigate to a summary view of the deposition by selecting the name of the 

deponent.  
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Review Deposition Request 
1. From the NCORS Legal Case Management site, outstanding tasks to complete are 

available on the “Home” tab in the “My Tasks” grid.  
a. The task to “Review Deposition Request” is displayed in the “Task Type” column 

with the case name and "Case Number". 
b. Task is created through an action to file a deposition request initiated by the 

defense counsel.  

 
2. Initiate the task by selecting the task name.  
3. In the form, review the details of the submission from the defense and input the details of 

the ruling on the request from the Convening Authority or Military Judge. 
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4. Select “Submit” to save the deposition to the case.  
5. Following submission, the deposition is visible under the “Depositions” subtab under the 

“Victims, Witnesses, and Experts” tab of the corresponding case.  
a. User can edit a deposition from the grid by selecting the “Edit” icon from the grid.  

 
6. User can navigate to a summary view of the deposition by selecting the name of the 

deponent.  
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Review Witness Production Request 
1. From the NCORS Legal Case Management site, outstanding tasks to complete are 

available on the “Home” tab in the “My Tasks” grid.  
a. The task to “Review Witness Production Request” is displayed in the “Task Type” 

column with the case name and "Case Number". 
b. Task is created through an action to file a witness production request initiated by 

the defense counsel.  

 
2. Initiate the task by selecting the task name.  
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3. In the form, review the details of the submission from the defense and input the details of 
the decision for each witness included in the request. 

 
a. User can expand and view the request document by selecting the “Request 

Details” section.  
b. For each witness in the request, user can view the details of the witness by 

selecting the witness’ name in the “View Witness Details” link under the “Witness 
Information Section”.  

i. If selected, user will navigate to a summary of the witness requested in a 
separate tab. 

 
c. Input the details of the decision for each witness in the “Decision” section.  

i. If a requested witness is denied, upload the “Denial Document”.  
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d. If required, input the details of travel for the witness by selecting the “Add 
Witness Travel” button. 

i. After selecting the action, a separate window will open for the user to 
enter the witness travel details.   

 
e. Following entry of witness travel, select “Submit” to return to the form used to 

review the request. 
i. Details of the travel are visible with the corresponding witness. 

 
4. Select “Submit” to save the details of the request to the case. 
5. Following submission, the details of the witness production request are visible on the 

“Requested Witnesses” subtab under the “Victims, Witnesses, and Experts” tab on the 
corresponding case.  
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a. User can access a summary view of a request by selecting the “Request Date” in 

the “Witness Production Requests” grid.  

 

Add Expert 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the “Victims, Witnesses, and Experts” tab, select the “Add Expert” action from the 

“Actions” list.  
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a. This action is also available under the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. In the form, enter the details of the expert.  

a. Select the type of expert as either an expert witness or expert consultant and 
input the details of the expert. 
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b. If one or more experts have been added to the case, user has the ability to select 

an existing expert to the case by selecting “Yes” to the “Is Existing Expert?” field.  
i. Field  
ii. If adding an existing expert, user can select which expert to add by 

selecting the expert in the “Select an Expert” field.  
1. Once an existing expert is selected, the service and contact 

details of the expert will populate based on the previously entered 
information.  

 
5. Input the details of the request and the decision on the request (if any).  

i. Request and decision fields are only required if user inputs that an expert 
request is required.  
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6. Select “Submit” to save the expert to the case.  
7. Following submission, the details of the expert are visible under the “Experts” subtab 

under the “Victims, Witnesses, and Experts” tab. 

 
a. User can edit the entry by selecting the “Edit” icon in the “Unpublished Experts” 

grid.  
b. User can navigate to a summary view of the expert by selecting the name of the 

expert in the grid. 
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Publish Expert 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victim, Witnesses, and Experts” tab and 

select the “Publish Expert” action from the “Actions” list.  

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, select from the list of experts which expert or experts to publish to the case.  

a. For each expert selected, select the “Hearing Involvement” to identify that the 
witness is for one for more hearings on the case.  

i. Options for hearing involvement are: “Article 32, Article 39(a), Merits, 
Sentencing”.  

 
5. Select “Submit” to publish the expert to the case.  

a. A “published” expert will be visible to all other users who have access to the 
case. 

6. The published expert or experts are visible in the “Published Experts” grid under the 
“Experts” subtab under the “Victims, Witnesses, and Experts” tabs. 
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Enter Pleas to Charges and Specifications 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view. 

 
3. From the case summary view, navigate to the “Trial” tab and select the “Edit Pleas” 

action from the “Actions” list. 
a. This action is only available if the case has a status of “Pending Trial” or 

"Pending Motions Litigation". 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



 
b. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the plea to each specification.  

5.  
a. User does not need to enter the details of the charges. 

i. The plea of the charge is determined by the pleas to the specifications 
under the charge. 

b. Depending on the plea the user selects, additional information may be required. 
i. Lesser included offense UCMJ Article and DIBRS Code.  
ii. Exceptions and substitutions. 

6. Following submission, the pleas will be available in the “Pleas and Findings” subtab.  
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a. User can edit the entry by selecting the “Edit” icon in the grid.  
b. To edit all of the pleas, select the “Edit Pleas” action from the “Actions” list.  

Enter Trial Details 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view. 
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3. From the case summary view, navigate to the “Trial” tab and select “Trial Details” action 
from the “Actions” list.

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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b. This action is only available after Arraignment Details have been submitted. 

4. In the form, input the details of the trial. After completion of the form select “Submit” to 
save the entered details.

 
a. Trial dates are based on the data entered in the ordered TMO by the Trial 

Judiciary. 
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b. Court reporters added in this form will be assigned to the case in NCORS and 
have access to the case. 

5. Following submission, the details of the trial are visible on the “Trial” subtab under the 
“Trial” tab. 

 
a. User can edit the details by selecting the “Trial Details” action from the “Actions” 

list. 

Generate Cleansed Charge Sheet 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Charges and Offenses” tab and select the 

“Create Cleansed Charge Sheet” action from the “Actions” list.  
a. This action is only available if there is a charge sheet uploaded with a status of 

“Uploaded - Referred” or “Uploaded - Served” and charges and specifications 
have been referred to a court martial.  
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b. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
4. In the form, download the generated cleansed charge sheet by selecting the “Download 

Cleansed Charge Sheet” link. 
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a. Generated document will contain the charges and specifications referred to a 
court martial as previously entered in NCORS. 

 
5. After previewing the document, select “Save” to save the cleansed charge sheet to the 

case. 
6. Generated file is visible in the “All Documents” subtab under the “Documents” tab.  

a. Generated file will be available to select when submitting pretrial matters. 

 

Submit Pretrial Matters 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Trial” tab and select the action to  

“Submit Pretrial Matters” from the “Actions” list.

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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b. This action is only available after Arraignment Details have been submitted and 

the case has a status of “Pending Trial” or "Pending Motions Litigation". 
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6. For each step in the form, add or upload Pretrial Matters.

 
a. For each step in the form, user can select previously uploaded Pretrial Matters 

and/or upload new documents. 
i. Existing documents are pulled from uploaded case documents of the 

matching “document type” as the pretrial matters document types (see 
Upload Case Documents).   

b. For each step in the form, user can upload a new file as a pretrial matter if no 
existing documents exist on the case.   

7. Select “Submit” to save the matters to the case.  
a. Submitted files will be visible on the case to all users with access to the case.  

8. Following submission, the submitted matters are available on the “Pretrial Matters” 
subtab under the “Trial” tab. 
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a. User can edit existing submissions or add other matters by Submissions by 
selecting the “Submit Pretrial Matters” action from the “Actions” list. 

Upload Case Exhibits 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Trial” tab and select the “Upload Case 

Exhibits” action from the “Actions” list.  

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the details of the exhibit.

 
a. User has the ability to upload new or existing documents. 

i. “Select existing document” allows the user to select a previously uploaded 
case document to add as an exhibit.  

1. If selected, choose the desired exhibit from the grid. 
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ii. For new files, upload the file in the “Upload Exhibit” field. 
b. Multiple exhibits can be added at once by selecting the “Add Exhibit” button in the 

bottom right of the form.  
c. If taking the action as a Court Reporter, user can input the exhibit number and 

status of the exhibit. 
i. Fields are only accessible to Court Reporters.  

 
d. User may remove an exhibit prior to submission by selecting the “Remove” 

button in the top right corner of each added exhibit.  
5. Following submission, the exhibits are visible on the “Exhibits” subtab under the “Trial” 

tab.

 
a. Exhibits submitted by Trial Office users are only visible to the submitting party 

and Court Reporters until officially added to the case by the court reporter.  
b. Exhibits uploaded by Court Reporters with an assigned exhibit number and 

status are visible to all users with access to the case. 
c. User can edit an exhibit by selecting the “Edit” icon from the grid. 

i. User can remove an exhibit by selecting “Remove” while editing the 
exhibit. 
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Add Judicially Ordered Confinement Credit 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the "Case Number" to navigate to the case summary view.
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3. From the case summary view, navigate to the “Accused Details” tab and select the “Add 
Judicial Credit” action from the “Actions” list.  

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the details of the judicially ordered confinement credit.  

 
5. Select “Submit” to save the entry to the case.  
6. Following submission, details of the confinement credit are visible on the “Judicially 

Ordered Confinement Credit” subtab under the “Accused Details” tab.  

 
a. The total number of awarded days is visible in the bottom right of the grid and 

displays the total of all judicially ordered confinement credit.  
b. User can edit the entry by selecting the “Edit” icon in the right column of the grid.  

Enter RCM 706 Inquiry 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the "Case Number" to navigate to the case summary view.
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3. From the case summary view, navigate to the “Accused Details” tab and select the 
“Enter RCM 706 Inquiry” action from the “Actions” list.  

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the source of the inquiry.  

 
a. If the 706 inquiry was “Requested”, input the details of the request.  

 
b. If the inquiry was ordered by the court sua sponte, no request details are 

required.  
5. In the form, input the details of the inquiry.  

 
6. Enter the findings of the inquiry. 
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7. Select “Submit” to save the entry to the case.  
8. Following submission, details of the inquiry are visible on the “RCM Inquiries” subtab 

under the “Accused Details” tab.  

 
a. User can edit the entry by selecting the “Edit” icon in the right column of the grid.  
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b. User can navigate to a summary view of the inquiry by selecting the “Source” 
column in the grid. 

i. User can edit the RCM 706 inquiry by selecting the “Edit RCM 706 
Inquiry” from the Actions list.  

1. User can select the “Accused Details” button to return the 
“Accused Details” tab. 

 

 
 

Motions 

Create Motions Hearing 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.
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3. From the case summary view, navigate to the “Trial” tab and select the “Motions 
Hearing” action from the “Actions” list.   

a. Action is only available if a motions hearing has been ordered by the Trial 
Judiciary.  

 
b. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, select which ordered hearing to create and input the details of the hearing.  

a. The list of hearings is based on the ordered TMO dates.  

 
5. Select “Submit” to save the hearing to the case.  
6. Following submission, the details of the hearing are visible on the “Motions” subtab 

under the “Trial” tab.  
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a. User can navigate to a summary view of the hearing by selecting the “Hearing 

Date” of the hearing. 

 
b. User can edit the details of the hearing by selecting the “Edit Motion Hearing” 

action from the “Actions” list.  

 

File Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Trial” tab and select the “File Motion” 

action from the “Actions” list.  

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the details of the motion.

 
a. User can select to share the motion with VLC to give VLC users visibility to this 

specific motion. 
b. User can mark the motion as an Ex Parte submission. If the motion is marked as 

Ex Parte, only users of the filing party, as well as judiciary, court reporter/local 
post-trial, and power paralegal users can view the submission and its related 
documents. 
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c. One or more enclosure(s) may be uploaded in addition to the motion file.  
i. User can upload a new document as the enclosure by selecting “New 

Documents” and the “Add Document” button.  
ii. User can remove an uploaded enclosure by selecting the “Remove” icon 

in the right column of the grid. 

 
iii. User can select an existing case file as the enclosure by selecting 

“Existing Document” and choosing the document(s) to include.  

 
d. If any motions hearings have been added to the case, user can select a motion 

hearing to submit the motion to. 

 
i. If no hearing exists, the option to submit to a hearing is not available.  

5. Select “Submit” to save the motion to the case.  
a. Assigned judge will receive a task to rule on the motion and be notified of the 

submission.  
b. If the motion is not Ex Parte, a task will be sent out for Defense users, as well as 

any VLC users selected on the case, to “Respond to Motion” for the motion 
submitted by the Trial Office user. 

c. If the motion is not Ex Parte, assigned defense counsel and VLC are notified of 
the filing.  

6. Following submission, the motion details are visible on the “Motions” subtab under the 
“Trial” tab.  

a. If motion is not saved to a motions hearing, the motion will appear as an 
“Unscheduled Motion”. 
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b. If motion is submitted to a motions hearing, the motion will appear as an 

“Scheduled Motion”. 

 
c. The entry may be edited by selecting the actions (three vertical dots) at the right 

of the grid, and selecting the “Edit Motion” action. 
7. User may navigate to a read-only summary of the motion by selecting the motion “Type” 

in the motions grid.

 
a. User may access any related motions by selecting the “Type” value in the 

“Responses and Replies” grid.  
b. User may edit the motion by selecting the “Edit Motion” from the “Actions” list.  

Rule on Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view. 

 
3. From the case summary view, navigate to the “Trial” tab and “Motions” subtab. Select 

the “Edit” icon on a motion from the “Motions” grid to take the “Rule on Motions” action. 

 
a. User can also take this action by selecting the “Type” on a motion and taking the 

“Rule on Motion” action from the “Actions” list on the motion summary page. 

 
4. From the “Rule on Motion” form, user can view Submission Details. 

a. User can enter the “Ruling Details” on the motion. 
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i. Input the Ruling Status, Ruling Judge, Date of Ruling, and the Written 
Ruling Document. If there is already a circuit judge on the case, the judge 
will auto-populate in the Ruling Judge field. 

1. Users can elect to share the Motion with any VLC on the case, 
and mark the motion as Ex Parte. 

 
5. Select “Submit” to enter the ruling details on the motion. 

a. On submission, any existing tasks are marked as completed and notifications are 
distributed in the same way if a judiciary user made the ruling. 

File Motion for Continuance 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.
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3. From the case summary view, navigate to the “Trial” tab and select the “File Motion” 
action from the “Actions” list.  

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all the case actions available on the 
case. 

ii. Use CTRL + F to search for an action in the list. 
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4. Select “Continuance” as the “Motion Type”.  

 
5. In the form, input the details of the motion. 
6. Select the ordered TMO dates included in the request and input the requested dates.  

a. Select the dates to change from the “TMO Ordered Dates” grid. 
b. Selected dates appear in the “New Continuance Requests” grid.  
c. For each requested date, input the requested date value. 
d. Selected dates can be removed from the request by selecting the “Remove” icon 

from the grid.  
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7. Select “Submit” to save the motion to the case.  

a. Assigned judge will receive a task to rule on the motion.  
b. Assigned defense counsel and VLC are notified of the filing.  

8. Following submission, the motion details are visible on the “Motions” subtab under the 
“Trial” tab.  

a. If motion not saved to a motions hearing, the motion will appear as an 
“Unscheduled Motion”. 

 
b. If motion is submitted to a motions hearing, the motion will appear as an 

“Scheduled Motion”. 
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c. The entry may be edited by selecting the actions (three vertical dots) at the right 

of the grid, and selecting the “Edit Motion” action. 
9. User may navigate to a read-only summary of the motion by selecting the motion “Type” 

in the motions grid.

 
a. User may access any related motions by selecting the “Type” value in the 

“Responses and Replies” grid.  
b. User may edit the motion by selecting the “Edit Motion” from the “Actions” list. 
c. User can view the requested continuance details by expanding the “Continuance 

Request Details” section.  

Respond to Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Trial” tab and select the “Motions” subtab.  

 
a. This action is only available on previously submitted motions from another party. 

4. Respond to the motion by selecting the actions (three vertical dots) at the right of the 
grid, and select the drop down to “Respond to Motion”.  

 
a. The action is also available from the motion’s read-only summary view in the 

“Actions” list.  
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i. Read-only summary is available by selecting the “Type” column of the 
motion in the grid. 

 
5. In the form, input the details of the response.  

a. User can also add “Enclosures” to the “Reply” or “Response” to a motion. 
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6. Select “Submit” to file the response to the case.  

a. Following submission, tasks and notifications are forwarded to the assigned 
judge and the other counsel users detailed to the case.  

i. Assigned judge receives a task to “Rule on the Motion”.  
ii. Assigned defense counsel and VLC are notified of the filing. 

7. Following submission, the response will be available in the read-only summary of the 
motion related to the response under the “Motions” subtab. 

 
8. In the motion summary view, the response to the motion is visible in the “Related 

Responses and Replies”.  
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a. User may navigate to the summary view of the response by selecting the “Type” 

value in the grid. 
 

Respond to Motion (Task) 
1. From the NCORS Legal Case Management site, navigate to the “Home” tab to view the 

“My Tasks” grid. 

 
2. Select the “Task Type” from the grid to navigate to “Respond to Motion” form. 

a. This task is sent to all Trial Counsel users after a motion has been filed by 
Defense or VLC users. 

 
3. In the form, input the details of the response.  
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a. User can also add “Enclosures” to the “Reply” or “Response” to a motion. 
 

 
4. Select “Submit” to file the response to the case.  

a. Following submission, tasks and notifications are forwarded to the assigned 
judge and the other counsel users detailed to the case.  

i. Assigned judge receives a task to “Rule on the Motion”.  
ii. Assigned defense counsel and VLC are notified of the filing. 

5. Following submission and navigating to the case summary view from the “All Cases” 
grid, the response will be available in the read-only summary of the motion related to the 
response under the “Motions” subtab. 

 
6. In the motion summary view, the response to the motion is visible in the “Related 

Responses and Replies”.  
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a. User may navigate to the summary view of the response by selecting the “Type” 
value in the grid. 

 

Reply to Response to Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Trial” tab and select the “Motions” subtab.   

 
4. Navigate to the desired motion’s read-only summary page by selecting the “Type column 

in the grid. 
a. When replying to a response to a motion, navigate to the original filing’s summary 

view by selecting the “Type” in the grid. 

 
5. From the read-only summary of the initial filing, select the desired response by selecting 

the “Type” column in the “Responses and Replies” grid.  
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6. From the read-only summary of the response, select the action to “Reply to Motion” from 

the actions grid.  
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9. In the form, input the details of the reply.

 
10. Select “Submit” to file the reply to the case.  

a. Following submission, tasks and notifications are forwarded to the assigned 
judge and the other counsel users detailed to the case.  

i. Assigned judge receives a task to “Rule on the Motion”.  
ii. Assigned defense counsel and VLC are notified of the filing 

11. Following submission, the replies to responses will be available in the summary view of 
the motion.  

a. User can navigate to a summary view of any of the related motions by selecting 
the “Type” value in the grid.   
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Update Motions at Motions Hearing 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Motions” subtab under the “Trial” tab.  
4. Select the “Hearing Date” of a motions hearing to navigate to a summary view of the 

hearing. 

 
5. From the summary view of the hearing, select the “Update Motions” action from the 

“Actions” list.  

 
6. In the form, update the motions to be heard at the motions hearing by adding or 

removing motions from the “Sechudled Motions” grid.  
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a. Remove a motion from the motions hearing by selecting the “Remove” icon in the 
“Scheduled Motions” grid.  

i. See File Motion action for more details on scheduled and unscheduled 
motions.  

b. Add an unscheduled motion to the motions hearing by selecting the “Add” icon 
from the “Available Motions” grid. 

i. See File Motion action for more details on scheduled and unscheduled 
motions.  

c. For more information on a motion, select the “Motion Type” value from the grids 
to view a summary view of the motion. 

 
7. Select “Submit” to update the motions hearing.  
8. The updated motions scheduled to be heard at the hearing appear in the “Scheduled 

Motions” section of the motion hearing summary.  

 
9. The update motions hearing details are visible on the “Motions” subtab under the “Trial” 

tab..  
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Submit Other Filing 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Other Filings” subtab under the “Trial” 

tab. 
a. Select the “Upload Other Filing” action to add a new filing. 
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4. After completion of the form select “Submit” to complete the action. 
a. If the user selects “Share with VLC?”, a drop down appears and displays all 

available VLC users to share the filing with. 
b. The filing party is automatically defaulted to the source of the currently logged in 

user. 

 
5. After completion of the action the user is taken back to the “Other Filings” subtab where 

they can see all previously entered “Other Filings”. 
a. User can select the “Submission Type” to navigate to the entry’s summary. 
b. User can select the “Edit action” to the right of the entry to edit the specific entry. 

  

Findings and Sentencing 

Enter Findings to Charges and Specifications 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view. 

 
3. From the case summary view, navigate to the “Trial” tab and select the “Edit Findings” 

action from the actions list.  
a. This action is only available after pleas have been entered and trial details have 

been input.  

 
b. This action is also available from the "Case Actions" tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the details of findings. After entering the findings, select “Submit” to 

save the findings to the case. 

 
a. User may select that the findings are “Guilty to all charges and specifications” or 

“Not guilty to all charges and specifications”, or “Mixed findings” in the “General 
Nature of Findings” dropdown.  

i. This will auto-populate the findings to all charges and specifications in the 
form.  

b. Findings to charges are determined by the findings entered for each specification 
under the charge.  
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c. If the user selects that there are no contested specifications, the finding to each 
specification will auto-populate to match the plea to the specification.  

d. Based on the finding input, additional details may be required.  
i. UCMJ Article and DIBRS Code of the lesser included offense.  
ii. Exceptions and substitutions.  

5. Following submission, the findings entered will be available in the “Pleas and Findings” 
subtab under the “Trial” tab. 

a. User can edit a finding by selecting the “Edit” icon.  

 
b. User can edit the findings to all specifications by selecting the “Edit Findings” 

action from the “Actions” list.  

Enter Sentence 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view. 

 
3. From the case summary view, navigate to the “Trial” tab and select the “Sentencing” 

action from the “Actions” list.  
a. Action is only available if there is a finding of guilty to any specification.  
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b. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 

 
TSO User Guide 
Version 1.13.0 January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 

 



 
4. Input the details of sentencing and select “Next” to navigate to the next step in the 

wizard. 
a. Based on the court composition and the sentencing composition, user will be 

prompted to input either the adjudged sentences, segmented sentences or both.  
i. If the sentencing composition is Judge or Magistrate Judge and the case 

disposition is SPCM or GCM, user may select if the accused opted into 
segmented sentencing rules to enable entry of the segmented sentence.  

b. Sentencing composition is input in the “Hearing Details” section of the form. 
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5. If segmented sentencing is required, input the segmented sentence for each 
specification with a finding of guilt in the “Segmented Sentencing” step of the form.  

a. For each specification input the specification or specifications the sentence is to 
be served consecutively and/or concurrently by using the dropdown.  

i. Select “All Others” or “None Others” if the sentence is to be served 
consecutively or concurrently with all other segmented sentences.  

b. Once all segmented sentence details are input, select the “Calculate Total” button 
to view the total of the segmented sentence.  

i. If required, edit the segmented sentence details and select “Calculate 
Total” as needed to refresh the result.  

 
6. In the “Sentence Details” step, input the details of the sentence elements by selecting 

the checkbox and inputting any additional details required.   
a. For each sentence element included, additional details may be required.  
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b. If segmented sentencing is included in the sentence, user can override the 

system-calculated segmented totals by selecting the “Override” option for 
confinement and/or fines. 

 
7. If all non-draft specifications occurred after December 27th, 2023, there is an additional 

step included in the sentencing wizard for  "Parameter and Criteria Sentencing". 
a. If “Parameter” is selected as the “Offense Type” the user can enter “Offense 

Category”, “Departure Type”, “Departure Reason”, and “Additional Details”. The 
“Confinement Range” will be calculated. 

b. Select the “Next” button once all necessary information is input. 
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8. In the “Confinement Credit” step of the form, verify the confinement credit entered on the 

case and optionally add confinement credit by selecting the “Add Confinement Credit” 
button. 

a. Any confinement credit added through this action will be factored into the 
“Judicially Ordered Credit” and “Total Confinement Credit” fields. 
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9. In the “Notifications” step of the form, input the details of the notifications required.  

a. Fields reflect the information captured on the Statement of Trial Results.  

 
10. Following entry of data, review the entries and select “Submit” to save the sentence to 

the case.  
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11. Following submission, the sentencing details will be available in the “Sentencing” subtab.

 
a. Segmented sentencing, parameter and criteria sentencing, confinement credit 

and notifications are initially collapsed and can be viewed by expanding the 
section. 
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b. User can edit the sentence by selecting the “Sentencing” action from the 

“Actions” list.  

 
c. If the accused was actively in PTC/PTR, the active entry will end with a release 

date that matches the date of sentencing. 
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Add Victim Sentencing Statement 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Victims, Witnesses, and Experts” tab and 

select the “Sentencing Statement” action from the “Actions” list.  
a. This action is only available following sentencing.  

 
b. This action is also available under the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list.  
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4. In the form, upload the sentencing statement for each victim who provided a statement 

at sentencing (if any).  
a. If the victim did not provide a statement at sentencing, no upload is required. 

 
5. Select “Submit” to save the statements to the case.  
6. Following submission, the “Victims” grid on the “Victims” subtab of the “Victims, 

Witnesses, and Experts” tab will display if a victim provided a statement at sentencing.  
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7. For victims who provided a statement, the uploaded statement is accessible on the 
“Victim Documents” tab of the victim’s summary view.  

a. User can access the summary view of the victim by selecting the “Name” value in 
the “Victims” grid. 

 

Generate Confinement Order 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Actions” tab and select the 

“Generate Confinement Order” action from the “Actions” list.  
a. This action is only available following sentencing with a sentence that includes 

confinement. 
b. Use the “Display All” option to view all case actions available on the case. 
c. Use CTRL + F to search for an action in the list. 
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4. In the form, review the generated confinement order.. 

a. User may select “Cancel” to return to the “Case Actions” tab. The generated 
document will not be saved to the case documents. 

 
b. User may edit, download, and print from the review form. 

5. Select “Submit” to save the confinement order to the case.  
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6. Following submission, a confirmation page will display indicating the generated order will 
save to case documents.  

a. Following submission, the generated confinement order will be available in the 
“All Documents” subtab within the “Documents” tab. 

 

Generate VWAP 2704  
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Actions” tab and select the 

“Generate Confinement Order” action from the “Actions” list.  
a. This action is available following sentencing with a sentence of confinement. 
b. Use the “Display All” option to view all case actions available on the case. 
c. Use CTRL + F to search for an action in the list. 
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4. In the form, review the generated DD 2704 and select “Save” to save the document to 

the case. 
a. User may select “Cancel” to return to the “Case Actions” tab. The generated 

document will not be saved to the case documents. 
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b. User may edit, download, and print from the review form. 

5. Following submission, a confirmation page will display indicating the generated 
document will save to case documents.  

a. Following submission, the generated DD 2704 will be available in the “All 
Documents” subtab within the “Documents” tab. 
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Input Recommended Suspensions 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Trial” tab and select the “Sentence 
Suspension” action from the “Actions” list. 

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the details of recommended sentence suspensions from the military 
judge and/or members.    

a. User may input the recommended suspensions for the adjudged and segmented 
sentence (if applicable).  

b. For each element included in the suspension, select the sentence from the list 
and input the details of the suspension.  

c. For the sentence elements included, input the suspended amount and the 
suspension period. 

i. Supplemental details provided from the judge or members can be input as 
additional details. 

 
5. Following submission, the sentence suspensions are visible on the “Sentence 

Suspensions” subtab under the “Trial” tab. 
a. The “Decision Status” will be set as “Pending” until the Convening Authority’s 

Action is input in post-trial.  

 
b. User can view a summary of the recommended suspension by selecting the 

“Recommended Suspensions” from the grid.  
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c. User can edit the entry by selecting “Edit Sentence Suspension” in the “Actions” 

list. 

Input Requested Sentence Deferments 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.
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3. From the case summary view, navigate to the “Trial” tab and select the “Enter Sentence 
Deferment” action from the “Actions” list. 

 
a. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the details of the sentence deferment request from the accused.  

a. To record a deferment request from the defense, elect that the deferment is 
based on a request from the accused in the form.   

b. Input the details of the deferment request in the “Deferment Details” section. 
c. Select the sentence elements included in the deferments.  

i. Only deferment-eligible sentence elements appear in the form: 
confinement, forfeitures, and reduction in grade.  

d. For each element selected, input the decision from the CA, and input the details 
of the deferment period. 

 
5. Select “Submit” to save the details to the case.  
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6. Following submission, the deferment request details on the “Sentence Deferment” 
subtab under the “Trial” tab.

 
a. User can edit the entry by selecting the “Edit” icon in the grid.  
b. User can view a summary of the deferment request by selecting the “Source” in 

the grid. 

 

Generate STR 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Case Actions” tab and select “Generate 

STR”. 
a. Use the “Display All” option to view all case actions available on the case. 
b. Use CTRL + F to search for an action in the list. 
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4. Review the generated STR and select “Save” to save the document to the case.

 
a. User may edit, download, and print from the review form. 

5. Following submission, a confirmation page will display indicating the generated STR will 
save to case documents. 

6. Following submission, the generated STR will be available in the “All Documents” subtab 
under the “Documents” tab.
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Input Accused Post-Trial and Appellate Rights Elections 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view.

 
a. Case must be in a status of “Trial” to take this action.  

3. From the case summary view, navigate to the “Accused Details” tab and select the 
“Accused Appellate Rights Election” action from the “Actions” list.  

 
a. This action is also available under the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. In the form, input the post-trial and appellate rights elections of the accused.  

a. For each post-trial right election, select if the accused requests for copies of 
post-trial documents to be provided to the accused, their defense counsel, or if 
they waive that right.  

 
5. Select “Submit” to save the post-trial and appellate rights elections for the accused.  
6. Following submission, the post-trial and appellate rights elections of the accused are 

visible on the “Accused Details” subtab under the “Accused Details” tab.  
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a. User can edit the entries by selecting the “Accused Appellate Rights Election” 

action from the “Actions” list.  

Forward STR for Review 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view. 
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3. From the case summary view, navigate to the “Trial” tab and select “Review and Forward 
STR”. 

 
a. This action is available after a STR is generated and saved or uploaded as a 

case document to the case.  
b. This action is also available from the “Case Actions” tab. 

i. Use the “Display All” option to view all case actions available on the case. 
ii. Use CTRL + F to search for an action in the list. 
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4. Review the STR and select “Save” to save the document to the case. 

a. Users have the option to edit, download, and print from the review form. 

 
5. Following submission, a confirmation page will display indicating the generated STR will 

create a task for the assigned judge to “Review the STR”.   
a. Select “Yes” to send to create a task for the judge to review and sign the STR. 
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6. Users now have the option to “Submit STR” using the OOB functionality. Instead of 
creating a task as normal using the “Forward STR to Military Judge for Signature”, users 
can select the button “STR Signed by MIlitary Judge”.  

a. Upon completion of the form, select “Submit” and a “Signed STR” will be 
uploaded to the case. 

  

Post-Trial 

File Post-Trial Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.
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3. From the case summary view, navigate to the “Post-Trial” tab and select the “File 
Post-Trial Motion” action from the “Actions” list.  

 
4. In the form, input the details of the motion.

 
a. User can select to share the motion with VLC to give VLC users visibility to this 

specific motion. 
b. User can mark the motion as an Ex Parte submission. If the motion is marked as 

Ex Parte, only users of the filing party, as well as judiciary, court reporter/local 
post-trial, and power paralegal users can view the submission and its related 
documents. 

c. One or more enclosure(s) may be uploaded in addition to the motion file.  
i. User can upload a new document as the enclosure by selecting “New 

Documents” and the “Add Document” button.  
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ii. User can remove an uploaded enclosure by selecting the “Remove” icon 
in the right column of the grid. 

 
iii. User can select an existing case file as the enclosure by selecting 

“Existing Document” and choosing the document(s) to include.  

 
d. If a post-trial motions hearing has been ordered on the case by the Trial 

Judiciary, user can select a motion hearing to submit the motion to. 

 
i. If no hearing exists, the option to submit to a hearing is not available.  

5. Select “Submit” to save the motion to the case.  
a. Assigned judge will receive a task to rule on the motion, and a notification of 

submission of the motion.  
b. If the motion is not Ex Parte, a task will be sent out for Defense users, as well as 

any VLC users selected on the case, to “Respond to Post-Trial Motion” for the 
motion submitted by the Trial Office user. 

c. If the motion is not Ex Parte, assigned defense counsel and VLC are notified of 
the filing.  

6. Following submission, the motion details are visible on the “Post-Trial Motions” subtab 
under the “Post-Trial” tab.  

a. If motion is not saved to a motions hearing, the motion will appear as an 
“Unscheduled Motion”. 
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b. If motion is submitted to a motions hearing, the motion will appear as a 

“Scheduled Motion”. 

 
c. The entry may be edited by selecting the actions (three vertical dots) at the right 

of the grid, and selecting the “Edit Motion” action. 
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7. User may navigate to a read-only summary of the motion by selecting the motion “Type” 
in the motions grid.

 
a. User may access any related motions by selecting the “Type” value in the 

“Responses and Replies” grid.  
b. User may edit the motion by selecting the “Edit Motion” from the “Actions” list.  

 

Rule on Post-Trial Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the “Case Number” to navigate to the case summary view. 
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3. From the case summary view, navigate to the “Post-Trial” tab and “Post-Trial Motions” 
subtab. Select the “Edit” icon on a motion from the “Motions” grid to take the “Rule on 
Post-Trial Motions” action.  

 
a. User can also take this action by selecting the “Type” on a post-trial motion and 

taking the “Rule on Post-Trial Motion” action from the “Actions” list on the motion 
summary page. 

 
4. From the “Rule on Post-Trial Motion” form, user can view Submission Details. 

a. User can enter the “Ruling Details” on the post-trial motion. 
i. Input the Ruling Status, Ruling Judge, Date of Ruling, and the Written 

Ruling Document. If there is already a circuit judge on the case, the judge 
will auto-populate in the Ruling Judge field. 

ii. Users can elect to share the Motion with any VLC on the case, and mark 
the motion as Ex Parte as well. 
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5. Select “Submit” to enter the ruling details on the motion. 

a. On submission, any existing tasks are marked as completed and notifications are 
distributed in the same way if a judiciary user made the ruling. 

Respond to Post-Trial Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Post-Trial” tab and select the “Post-Trial 

Motions” subtab.   
a. This action is only available on previously submitted motions from another party. 

4. Respond to the motion by selecting the actions (three vertical dots) at the right of the 
grid, and select the drop down to “Respond to Motion”.  
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a. The action is also available from the motion’s read-only summary view in the 

“Actions” list.  

 
i. Read-only summary is available by selecting the “Type” column of the 

motion in the grid. 
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5. In the form, input the details of the response. 

 
6. Select “Submit” to file the response to the case.  

a. Following submission, tasks and notifications are forwarded to the assigned 
judge and the other counsel users detailed to the case.  

i. Assigned judge receives a task to “Rule on Post-Trial Motion”.  
ii. Assigned defense counsel and VLC are notified of the filing. 

7. Following submission, the response will be available in the read-only summary of the 
motion related to the response under the “Post-Trial Motions” subtab. 

 
8. In the motion summary view, the response to the motion is visible in the “Related 

Responses and Replies”.  
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a. User may navigate to the summary view of the response by selecting the “Type” 

value in the grid. 

Respond to Post-Trial Motion (Task) 
1. From the NCORS Legal Case Management site, navigate to the “Home” tab to view the 

“My Tasks” grid. 

 
2. Select the “Task Type” from the grid to navigate to “Respond to Post-Trial Motion” form. 

a. This task is sent to all Trial Counsel users after a motion has been filed by 
Defense or VLC users. 

 
3. In the form, input the details of the response.  
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4. Select “Submit” to file the response to the case.  

a. Following submission, tasks and notifications are forwarded to the assigned 
judge and the other counsel users detailed to the case.  

i. Assigned judge receives a task to “Rule on Post-Trial Motion”.  
ii. Assigned defense counsel and VLC are notified of the filing. 

5. Following submission, the response can be seen in the read-only summary of the motion 
related to the response under the “Post-Trial Motions” subtab for that case. 

 
6. In the motion summary view, the response to the motion is visible in the “Related 

Responses and Replies”.  
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a. User may navigate to the summary view of the response by selecting the “Type” 

value in the grid. 

 

Reply to Response to Post-Trial Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Post-Trial” tab and select the “Post-Trial 

Motions” subtab.   
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4. Navigate to the desired motion’s read-only summary page by selecting the “Type column 
in the grid. 

a. When replying to a response to a motion, navigate to the original filing’s summary 
view by selecting the “Type” in the grid. 

 
5. From the read-only summary of the initial filing, select the desired response by selecting 

the “Type” column in the “Responses and Replies” grid.  

 
6. From the read-only summary of the response, select the action to “Reply to Motion” from 

the actions grid.  
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7. In the form, input the details of the reply.

 
8. Select “Submit” to file the reply to the case.  

a. Following submission, tasks and notifications are forwarded to the assigned 
judge and the other counsel users detailed to the case.  

i. Assigned judge receives a task to “Rule on Post-Trial Motion”.  
ii. Assigned defense counsel and VLC are notified of the filing 

9. Following submission, the replies to responses will be available in the summary view of 
the motion.  

a. User can navigate to a summary view of any of the related motions by selecting 
the “Type” value in the grid.  

 

Update Motions at Post-Trial Motions Hearing 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 
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2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Post-Trial Motions” subtab under the 

“Post-Trial” tab.  
4. Select the “Hearing Date” of a motions hearing to navigate to a summary view of the 

hearing. 

 
5. From the summary view of the hearing, select the “Update Post-Trial Motions” action 

from the “Actions” list.  

 
6. In the form, update the motions to be heard at the motions hearing by adding or 

removing motions from the “Scheduled Motions” grid.  
a. Remove a motion from the motions hearing by selecting the “Remove” icon in the 

“Scheduled Post-Trial Motions” grid.  
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i. See File Motion action for more details on scheduled and unscheduled 
motions.  

b. Add an unscheduled motion to the motions hearing by selecting the “Add” icon 
from the “Available Post-Trial Motions” grid. 

i. See File Motion action for more details on scheduled and unscheduled 
motions.  

c. For more information on a motion, select the “Motion Type” value from the grids 
to view a summary view of the motion. 

 
7. Select “Submit” to update the motions hearing.  
8. The updated motions scheduled to be heard at the hearing appear in the “Scheduled 

Post-Trial Motions” section of the motion hearing summary.  

 
9. The updated motions hearing details are visible on the “Post-Trial” subtab under the 

“Post-Trial” tab. 
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File DuBay Hearing Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" of a case in the status “Dubay Hearing Ordered” to navigate 

to the summary page. 

 
3. Select the “Appellate Activity” tab and navigate to the “Dubay Hearings” subtab. Then 

select the “File Dubay Hearing Motion” action. 
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4. Fill out the form and on completion, select “Submit”. 

a. Users can select the “Share motion with VLC” checkbox to display a new 
dropdown giving the users the ability to share the motion with specific VLC users. 

 
5. Select “Yes” on the confirmation message to complete the action. 

 
6. Users can select the type of the newly added motion to be navigated to the motion 

summary page. The user can also select the action menu on the right side of the grid to 
take available actions on this specific motion. 
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Rule on DuBay Hearing Motion 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" of a case in the status “Dubay Hearing Ordered” to navigate 

to the summary page. 

 
3. Select the “Appellate Activity” tab and navigate to the “Dubay Hearings” subtab. Then 

select the “Rule on Motion” action from the grid. 
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4. Complete the form and select “Submit” to complete the form. 

 
5. Select “Yes” on the confirmation message to complete the action. 

 
6. User can see the updated status of the previously ruled on motion. 
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Add DuBay Hearing 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. Select the "Case Number" of a case in the status “Dubay Hearing Ordered” to navigate 

to the summary page. 

 
3. Select the “Appellate Activity” tab and navigate to the “Dubay Hearings” subtab. Then 

select the “Rule on Motion” action from the grid.. 
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4. User can complete the form then after, select “Submit” to complete the action. 

 
5. After submitting the form, the user can see the newly added “Dubay Hearing” on the 

dashboard. If the user selects the “Hearing Date” of the hearing, they can be navigated 
to the summary page of the hearing. 
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Interlocutory Appeals 

Submit a Writ to NMCCA 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Appellate Activity” tab and select the “File 

Writ Petition” action from the “Actions” list.  

 
4. Input the petition details of the writ petition being filed.  

a. Under the “Filing Source” field, select either “Government” or “VLC”. Enter the 
Petition Type, Victim, and Petition Document before selecting Submit. 
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5. Following submission, the task to review the Ex Writ is sent to Code 40 users, and an 
email notification is sent to the assigned judge, Code 45 and Code 46 Directors/Deputy 
Directors, and other counsel users detailed to the case. 

Add / Edit Details of Interlocutory ROT 
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

 
2. Select the "Case Number" to navigate to the case summary view.

 
3. From the case summary view, navigate to the “Appellate Activity” tab and select the 

“Interlocutory ROT” subtab.   
4. Select the “Interlocutory ROT” action from the “Actions” list.  
5. Input the details of the interlocutory ROT and select “Submit”. 

 
6. Following submission, the ROT is visible in the “Interlocutory ROTs” grid on the 

“Interlocutory ROT” subtab.  
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7. Select the “Interlocutory ROT” in the grid column to navigate to a summary view of the 
interlocutory ROT.

 
8. From the summary view of the ROT, select the “Edit Interlocutory ROT” action from the 

“Actions” list to edit the prepared ROT. 
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9. Input the appropriate details for the ROT and select “Submit” once completed to save the 
edits.

 
 

Forward Interlocutory ROT to Code 40 
1. From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
2. For cases with the case status of “Ex Writ Ordered”, select the "Case Number" to 

navigate to the case summary view.

 
3. From the case summary view, navigate to the “Appellate Activity” tab and select the 

“Interlocutory ROT” subtab.   
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4. Select the “Interlocutory ROT” in the grid column to navigate to a summary view of the 
interlocutory ROT.

 
5. From the summary view of the ROT, select the “Forward ROT” action from the “Actions” 

list. 
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6. Enter the necessary details to forward the physical ROT to Code 40 and select “Submit”.

 
7. Following submission, a task is created for Code 40 users to review and forward the 

interlocutory ROT.  

Reports 

 View, Filter, and Export Reports 
1. From the NCORS Legal Case Management site, select the “Reports” tab.

 
2. Select any of the available reports to be navigated to the report. 

a. Report visibility is based on user role so the screenshot below may not accurately 
reflect the reports available to all users. 
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3. Filter the report as needed using the available components. 

a. Report columns can be filtered using the “Columns to Display” dropdown. 

 
b. The number of rows that appear for each page can be configured using the 

“Page Size” dropdown. 

 
 

c. The report can be further filtered by typing matching criteria into the “Search” bar. 
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d. Additional filters may exist that are specific to each report such as “Location” 

filters, and can be saved by selecting the “Filter” icon dropdown. 
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e. Download the filtered data as needed by selecting the “Export to Excel” download 
icon. 
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