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NCORS   
Legal Case Management 

Defense 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 Trial Office, VLC, 
or Trial Judiciary users.  
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Administrative Boards of Inquiries 

Add Administrative Board of Inquiry  
1. From the NCORS Defense Services site, select the “Admin Boards” tab. 

 
2. Select the “Add Admin Board” button on the top left of the page. 

 
3. From the Add Administrative Board form, user can input: 

a. Client Details: 
i. Admin Board Client Details 
ii. Service Details 
iii. Contact Information 

 
b. Board Details:  

i. Board Intake 
ii. Board Details 
iii. Additional Board Details 
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c. Basis: 

i. Board Status 
ii. Basis Type and Basis Finding 

 
d. Outcome:  

i. Recommendation by the board. 
ii. Characterization. 
iii. Recommended pay grade.  
iv. Note: if all bases in the previous step were unsubstantiated, no data entry 

will be available on this step.  
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e. On the last step of the wizard, the user can review and update any information. 

 
4. Select “Submit” once complete. 
5. The user can select the name of the new client from the list of Administrative Boards to 

be taken to a read-only summary of the board. 

Edit Administrative Board of Inquiry 
1. From the NCORS Defense Services site, select the “Admin Boards” tab. 

 
2. Select the “Client” name to navigate to the Administrative Board’s Summary page. 
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3. From the summary page, navigate to the “Related Actions” tab and select “Edit Admin 

Board”. 

 
4. From the Edit Administrative Board form, the user can update any previously inputted 

information (as entered in Add Administrative Board of Inquiry). 
a. Note: User will not be able to edit the Service Details of the Client. 

5. Select “Submit” once complete. 
a. The user is returned to the “Related Actions” tab of the Administrative Board. 

From here, the user can navigate back to the “Summary” tab to view the updated 
information.  

Add Administrative Board Journal 
1. From the NCORS Defense Services site, select the “Admin Boards” tab. 

 
2. Select the “Client” name to navigate to the Administrative Board’s Summary page. 

 
3. From the summary page, navigate to the “Admin Board Journals” tab and select “Add 

Admin Board Journal”. 
a. This action is also available from the “Related Actions” tab.  
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4. Input the journal entry and any additional information:  

a. User may mark the entry as a “Public Entry” (if desired). 
i. Public entries are visible to all users with access to the Administrative 

Board. 
b. User may “Add and Notify Recipients” and select the recipient(s) to the journal 

entry.  
i. Recipients will receive an automated notification upon submission to 

review the journal entry.  

 
5. Select “Submit” to add the journal entry to the Administrative Board.  
6. Journal entries are visible in the Administrative Board journal.  

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

Upload Administrative Board Document  
1. From the NCORS Defense Services site, select the “Admin Boards” tab. 

 
2. Select the “Client” name to navigate to the Administrative Board’s Summary page. 

 
3. From the summary page, navigate to the “Documents” tab and select “Upload 

Document”. 
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a. This action is also available from the “Related Actions” tab.  
4. Select the action link to “Upload Document” to upload a new file. 

 
5. Select the file to upload, input the document type and select whether the document is 

“Redacted” under the attributes. 

 
6. Select “Submit” once complete and to add the document to the Administrative Board file.  

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

7. The user can view the uploaded document by navigating to the “Documents” tab and 
selecting the document. 

a. User can preview and/or download the document by selecting the document 
name from the “All Documents” list. 
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Remove Administrative Board Document  
1. From the NCORS Defense Services site, select the “Admin Boards” tab. 

 
2. Select the “Client” name to navigate to the Administrative Board’s Summary page. 

 
3. From the summary page, navigate to the “Admin Board Journals” tab and view the 

Admin Board Documents grid. Select the edit icon for a document in the grid. 
a. Documents that have an information icon in place of an edit icon can only be 

replaced or removed from their original data source. 

 
4. In the form, user can 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 Admin Board Documents 

grid. 

Add Conflict (Admin Board) 
1. From the NCORS Defense Services site, select the “Admin Boards” tab.

 
2. Select an Admin Board Client
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3. From the Client Summary page select the “Related Actions” tab.

 
4. On the “Related Actions” tab, select the “Add Conflict” action.

 
5. From the Admin Board Conflict check form:  

a. User can select the “Add New Conflict” radio button. 
b. Upon selecting the “Add New Conflict” radio button, select the “Other 

Conflict” radio button and the following form will be displayed for the user 
to input information for the new conflict. 

i. If “NCORS User” is selected, the user will be prompted to input a 
valid DSO user in the system. 

c. Select “Submit” upon completion of the form.  
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6. Alternatively, users can search for existing conflict 

a. User can select the “Search Existing Conflict” radio button. 

 
b. User can select whether to search by “Subject/Client” last name or by 

“Conflict” last name.  
c. Enter last name to search by in the text box and select submit button to 

search 
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d. After the search completes a selectable grid will be displayed with Cases, 

Admin Boards, and DSO Persrep clients. 

 
e. The user can select a row and a second grid will populate with potential 

conflicts (subject, assigned counsel, and conflicts on case, Admin Board, 
or Client). 
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f. User can select all potential conflicts to be added on the case and rows 

will populate to enter Conflicted details for each row. 
 

 
7. Select “Submit” upon completion of the form.  
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8. Following submission, added conflicts are visible from the “Summary” tab of the Admin 
Board. 

 
 

 
 
 

PersRep 

Create PersRep Client 
1. From the NCORS Defense Services site, select the “PersRep Clients” tab. 

 
2. Select the “Add PersRep Client” action.  

 
3. From the “Add PersRep Client” form: 

a. In the “Client Information” step the user can input relevant information relating to 
the client and service details of the client. Select the “Next” button once all 
necessary information is inputted. 
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b. In the “Contact Information” step the user can Input relevant contact information 

relating to the client. Select the “Next” button once all necessary information is 
inputted. 

 
c. In the “Counsel Information” step the user can determine whether this is an 

extended PersRep client and if the client has civilian counsel.  
i. If the client has civilian counsel, additional fields are displayed to input 

counsel information.  
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4.  Review the information inputted in the previous steps of the form and select the 

“Submit” button. 

 
5. The user can select the name of the new client from the list of PersRep clients to be 

taken to a read-only summary of the client. 

Edit PersRep Client 
1. From the NCORS Defense Services site, select the “PersRep Clients” tab. 

 
2. Select the Client name to navigate to the PersRep client summary page.  
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3. From the Client summary page, navigate to the “Related Actions” tab and select the “Edit 

PersRep Client” action.  

 
4. From the Edit Client Details form, the user is able to edit client details in the “General 

Details”, “Service Details”, and “Contact Information” sections. 

  
5. Select “Submit” once complete.  

Add Appointment - Clerk/Paralegal 
1. From the NCORS Defense Services site, select the “PersRep Clients” tab. 
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2. Select the Client name to navigate to the PersRep client summary page.  

 
3. From the PersRep client summary page, navigate to the “Appointments” tab and select 

“Add Appointment” from the actions list.  

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

 
4. From the Add PersRep Appointment form:  

a. User can input the appointment date, select an attorney to provide services, and 
select the type of issue to be addressed in the appointment.  

 
5. Select “Submit” once complete. 
6. User can view a client’s past and upcoming appointments by navigating to the 

“Appointments” tab.  
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Edit Appointment 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “PersRep 

Tasks” grid and select the “Enter PersRep Appointment Details” task. 
a. This task will be available to the assigned attorney as entered by the clerk or 

paralegal in the Add PersRep Appointment action. 

 
2. User can also complete the task by navigating to the client's summary page by selecting 

the client's name on the PersRep clients tab. 

  
a. User can select the “Appointments” tab.  
b. From the appointments tab, the user can select the appointment date to be taken 

to a read-only summary of the appointment. 
c. User can select the “Related Actions” tab. 
d. User can select the "Edit Appointment" action to complete the appointment details.  
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3. From the “Edit PersRep Appointment” form: 

a. In the “Appointment Details” section the user can view appointment information 
such as date, services provided by, and issue type.  

i. User has the option to edit the issue type.  
b. In the “Appointment Summary” section the user can input meeting summary 

details and select the meeting duration from a dropdown of 15-minute time 
increments. 

c. In the “PersRep Appointment Documents” section, the user can upload optional 
documents by selecting the “Add Document” button.  

i. User can remove uploaded documents by selecting the red “X” icon.  

 
4. Select “Submit” once complete.  
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Add Conflict (PersRep Client) 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “PersRep 

Tasks” grid and select the “Complete PersRep Client Conflict Check” task. 
a. This task will be available to the clerk or paralegal that added the new client.  

 
2. User can also complete the task by navigating to the client's summary page by selecting 

the client's name on the PersRep clients tab. 
 

 
3. From the Client summary page, navigate to the “Related Actions” tab and select the 

“Add Conflict” action.  

 
4. From the PersRep Conflict Check for DSO Client form:  

a. User can select the “Add New Conflict” radio button. 
b. Upon selecting the “Add New Conflict” radio button the following form will be 

displayed for the user to input information for the new conflict. 
c. Select “Submit” upon completion of the form.  
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i. Note that users have the ability to select the “No Conflict” button, allowing 
them to complete the task without entering any conflict. 

 

 
5. Alternatively can search for existing conflict 

i. User can select the “Search Existing Conflict” radio button. 

 
ii. User can select whether to search by “Subject/Client” last name or by “Conflict” 

last name.  
iii. Enter last name to search by in the text box and select submit button to search 

 

 
Defense Office User Guide 
Version 1.8.0, January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 
 



 

iv. After the search completes a selectable grid will be displayed with Cases, Admin 
Boards, and DSO Persrep clients. 

 
v. The user can select a row and a second grid will populate with potential conflicts 

(subject, assigned counsel, and conflicts on case, Admin Board, or Client). 

 
vi. User can select all potential conflicts to be added on the case and rows will 

populate to enter Conflicted details for each row. 
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vii. Select “Submit” upon completion of the form.  

 
6. To see “Existing Conflicts” for a “Persrep Client” navigate back to the “Summary” tab and 

the conflicts are displayed in the “Conflicts” grid. 

 
7. To remove conflicts select the “Edit” action on the right side of the row in the “Conflicts” 

grid.  
8. From the PersRep Conflict Check for DSO Client form:  

a. User will see the form displaying the conflicted user information. To remove the 
user, select the “Remove Restrictions” checkbox on the top left. Upon submission 
the user will no longer be visible in the “Conflicts” grid.  
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General Actions 

Add Conflicted User (Court-Martial) 
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 “Case Actions” tab and select the “Add 

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 Conflict form, add a new external conflicted user or select an existing 

defense user utilizing the “Search Existing Conflict” or “Add New Conflict” radio buttons. 

 
5. The “Add New Conflict” radio button will give you the option to input user information, 

service details, and complete the “Conflicted Reason” section.  
a. The “Conflicted Reason” section enables the user to input information about the 

type of conflict from a dropdown, upload any relevant conflicted documentation, 
and additional details. 
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6. The “Search Existing Conflict” radio button will give you the option to search for existing 

conflicts and potential conflicts on court-martials across the system.  
a. User can search by the last name of the accused or by the last name of a conflict 

previously entered.  

 
b. After inputting the search criteria, user can select “Search” to return a grid of 

cases where the name of the accused or the last name of an existing conflict 
match the search criteria.  

c. Select a case from the grid to view a grid of existing conflicts or potential conflicts 
on the case.  

i. Potential conflicts include the subject, the detailed counsel, and add other 
existing conflicts on the case.  
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d. Select one or more potential conflicts from the grid to add them as conflicts to the 

case.  
e. For each person selected, input the details of the conflict in the grid.  

 
 

7. Select “Submit” once complete. 
8. Following submission, added conflicts are available from the “Conflicts” grid on the 

summary page.  
9. 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.  
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Edit Conflicts 
1. From the NCORS Defense Services site, select the “Cases” tab. 

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

 
3. On the Summary page, navigate to the “Conflicts” grid, and select the Edit icon.  

 
4. On the “Edit Conflicted User” form: 

a. If the conflicted user is external, 
i. All “User Information” fields are editable. 
ii. The “Conflicted Reason” section is editable. 
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iii. The restrictions may be removed via the “Remove Restrictions?” 
checkbox if the logged in user is an RDC or SDC. If this checkbox is 
selected, the system will prompt the user to input details about why the 
restriction was removed.  

 
 

 
b. If the conflicted user is an existing defense system user, 

i. The “Conflicted Reason” section is editable.  
ii. The restrictions may be removed via the “Remove Restrictions?” 

checkbox if the logged in user is an RDC or SDC. If this checkbox is 
selected, the system will prompt the user to input details about why the 
restriction was removed.  
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5. Select “Submit” once complete. 
6. Navigate to the case summary page and view the “Conflicted User” grid to show that the 

user is no longer marked Conflicted from the case if an RDC or SDC removed the 
restrictions. 

 

Add Case Journal Entry  
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 “Case Journal” tab and select the “Case 

Journal” action to create a new case journal entry.  
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4. In the form, input the journal entry and any additional information:  

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

b. User may 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. User may 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.  

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

case. 

 
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.  
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9. To export all journal entries on the case, select the export view button. 

 
a. Then select the export icon on the grid. 
b. Select “Display View” to revert back to the original view. 
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Assign Users to Case 
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 “Case Actions” tab and select the “Assign 

DSO Users” 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. From the “Assign DSO Users to Case” form:  

a. Select the “Add User” button to add an additional row to the “DSO Assignments” 
grid.  

b. User can search for existing defense system users. 
c. Users can select the type of user role from a dropdown (Assigned User, Detailed, 

Counsel, Co-detailed Counsel, or Individual Military Counsel). 
d. Users can remove assigned users from the grid by selecting the red “X” icon. 
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e. The "Waiver Received?" checkbox will appear if a user selects a conflicted user 
to add to the case, otherwise, this will be blank. 

 
5. Select “Submit” once complete. 

a. To edit assignments after submitting, users can navigate back to the action via 
the “Case Actions” list and edit the form that will be pre-populated based on their 
previous submission.   

Flag Case as CCIR 
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 “Case Actions” tab and select the “Flag 

Case as CCIR” 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 “Flag Case as CCIR” form: 

a. User has the option to select whether the case should be flagged as CCIR, and, 
if selected, also to indicate whether the client exhibits suicidal ideations. 

 
5. Select “Submit” once complete.  
6. NCORS will identify CCIR cases using an icon in grids and reports 

 

Upload Case Document 
1. From the NCORS Defense Services site, select the "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 “Documents” tab. 
4. Select the action link to “Case Document” to upload a new file. 

 
5. Select the file to upload, document type, attributes, and any additional information 

pertinent to the document type. 
a. Depending on the selected document type, input additional information related to 

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

“sealed”, “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. 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.  

7. The user can view the uploaded document by navigating to the “Documents” tab and 
selecting the document. 

a. User can preview and/or download the document by selecting the document 
name from the “All Documents” list. 
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Remove Case Document 
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. 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. 
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4. In the form, user can replace the existing document with a new document, or select the 

‘Remove’ button to deactivate the document. 

 
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. 
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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. 

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

 

VWAP 

Add Witness 
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 “Case Actions” tab and select the “Add 

Witness” action. 
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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. This action is also available by navigating to the “Victims, Witnesses, and Experts” tab 

and selecting the action to “Add Witness” from the “Actions” list. 

 
5. For each step in the Add Witness form, input the applicable information and select “Next” 

when complete.  
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. 
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b. User may cancel out of the form if required at any step and no information will be 

saved.  

 
6. Review the witnesses’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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7. 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 defense office users until formally 

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

 

Deactivate Witness 
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 “Victims, Witnesses, and Experts” tab and 

select the Witnesses subtab. Select the Edit icon in the Unpublished Witnesses grid to 
edit a witness. 
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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. 

 
5. On confirmation, user is sent to a navigation view to reroute the user in the tab. 
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Publish Witness 
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 “Case Actions” tab and select the “Publish 

Witness” 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. Action is also available by navigating to the “Victims, Witnesses, and Experts” tab and 

selecting the action to “Publish Witness” from the “Actions” list. 

 
5. On the “Publish Witnesses” form: 

a. User can select a checkbox next to the witness they would like to publish from 
the grid of witnesses.  

b. User can select one or more options from the hearing involvement dropdown for 
each witness.  
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6. Select “Submit” once complete, a warning text box will appear notifying the user that 

published witnesses will be available to all parties on the case.  
a. Once submitted, an email notification will automatically be sent to the Trial Office 

notifying them of published witnesses.  
7. User can view published witnesses on the published witnesses grid and published 

witnesses will be visible to Trial Office users.  

 

Discovery 

Review Request For Counsel 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “My Tasks” 

Grid and select the “Review Defense Counsel Request” task.  
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2. From the “Review Request for Detailed Defense Counsel” form: 

a. Users can optionally upload a detailing letter.  

 
b. Select Yes or No for “Issues with RFC”. 

i. If the Yes radio button is selected, users can input a reason in the “Issues 
Description” field. 

c. Select Yes Or No for “Return to Trial Office?”. 
i. If the Yes radio button is selected, users can input a reason in the 

“Reason for return to TSO” field. 
d. If there are existing Discovery Disclosures on the case, the user can select and 

download discovery documents from the "Disclosed Discovery Documents" grid 
to review. 
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e. User can select "Save" if they wish to complete the form later. Selecting "Save" 

will not remove the task from the user's "My Tasks" grid.  
3. Select “Submit” once complete. 

a. If "Return to Trial Office" was marked "Yes" by the user, an email notification will 
automatically be sent to the Trial Office with the return reason and a new request 
would have to be submitted. 

Detail Counsel 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “My Tasks” 

Grid and select the “Detail Counsel” task.  
a. This is available following approval of a request for counsel. 

 
2. Upon selecting the task, the user is taken to the the “Assign Users to Case” form:  

 
Defense Office User Guide 
Version 1.8.0, January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 
 



 

a. Select the “Add User” button to add an additional row to the “Assignments” grid.  

 
b. User can search for existing defense services users. 

 

 
c. Users can select the type of user role from a dropdown (Assigned User, Detailed, 

Counsel, Co-Detailed Counsel, or Individual Military Counsel). 
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d. Users can remove assigned users from the grid by selecting the red “X” icon. 
e. The "Waiver Received?" checkbox will appear if a user selects a conflicted user 

to add to the case, otherwise, this will be blank. 

 
3. Select “Submit” once complete. 

a. Following initial detailing of counsel via the “My Tasks” grid, assignments can be 
removed, edited, or added from the “Case Actions” tab.  

b. Following submission, the assigned users receive a notification of their 
assignment.  

c. Following submission, the assigned trial counsel receives a notification of the 
detailed counsel.  

Review Discovery Disclosure 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “My Tasks” 

Grid and select the “Review Discovery Disclosure” task.  
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2. From the “Review Discovery Disclosure” form: 

a. User is notified of which trial office member sent the discovery disclosure 
documents. 

b. User can preview each discovery document by clicking on the document name.  
c. User can upload an optional discovery receipt file for the discovery disclosure 

and the date of request is automatically populated. 

 
d. For each requested item response the user can approve or reject the response 

and provide a rejection reason.  
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3. Select “Submit” once complete. 
4. User can navigate to the “Documents” tab, select the “Discovery” subtab, and select the 

date of disclosure field to view a read-only summary of the disclosure, including the 
decisions to approve or reject the documents.  

 

Respond to Reciprocal Discovery Request 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “My Tasks” 

Grid and select the “Respond to Reciprocal Discovery Request” task.  

 
2. From the “Provide Reciprocal Discovery” form: 

a. User can view the reciprocal discovery request summary.  
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b. User can preview the request file.  

 
c. User can upload an optional response file.  
d. User can provide a defense response of “No responsive materials exist”, 

“Responsive materials to be provided in accordance with rules”, or “Responsive 
materials included” to the each of the following items included in reciprocal 
discovery:  

i. Witness information. 
ii. Documents and tangible items. 
iii. Report of examination. 
iv. Inadmissibility of withdrawn defense. 
v. If “Responsive materials included” is selected, the user can upload a 

document to include with the submission.  

 
3. Based on the selection, user can upload or select files in response to the request.  
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4. Following submission, responses can be modified from the “Discovery” tab.  
5. Select “Submit” once complete.  

Submit Evidence Production Request 
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 “Case Actions” tab and select the 

“Defense Evidence Production Request” 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. From the “Defense Evidence Request” form: 

a. User can upload a request file for the defense evidence production request and 
input the date of request. 
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b. User can select the “Add Item” button to add items to the “Request Items” grid.  

i. User can input item number, item description, and requested response date.  
ii. User can select the red “X” icon in order to remove items from the requested 

items grid.  

 
5. Select “Submit” once complete and a “Review Evidence Production Request” task and 

notification will automatically be sent to the trial office users assigned to the case. 

Review Evidence Production Request Response 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “My Tasks” 

Grid and select the “Review Evidence Production Response” task.  

 
Defense Office User Guide 
Version 1.8.0, January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 
 



 

 
2. From the “Review Evidence Production Response” form: 

a. User is notified of which trial office member sent the response and the ordered 
TMO date.  

b. User can view previews of the request and response files.  
c. For each requested item response user can approve or reject the response and 

provide a rejection reason.  

 
3. Select “Submit” once complete. 

a. If any items were rejected, an email notification is automatically sent to the trial 
office notifying them of the rejected items and the reason for rejection.  

4. User can navigate to the “Documents” tab, select the “Discovery” subtab, and select the 
date of request field to view a read-only summary of the evidence production request 
and response, including the approval decisions of each item.   
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Detail Civilian Counsel 
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 “Case Actions” tab and select the “Detail 

Civilian Witness” 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. 
c. This action is also available by navigating to the “Accused Details” tab and 

selecting the action to “Detail Civilian Counsel” from the “Actions” list. 
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4. From the “Detail Civilian Counsel” form: 

a. User can select the “Counsel Type” to be “Civilian Defense Counsel” or “Civilian 
Appellate Counsel” and fill out details regarding name, email, phone, and 
address. 

 
5. Upon submission, civilian counsel details will be displayed in the “Accused Details” 

subtab of the “Accused Details” tab. 
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Pretrial and Trial 

Request RCM 309 Matters 
1. From the NCORS Defense Services site, select the “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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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.  

i. Note: Only certain submissions are eligible for Ex Parte submission.  
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.  

 
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 trial counsel, judiciary, and 

any VLC who have been granted access to the submission.  
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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. 

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.  

Add Expert 
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 “Case Actions” tab and select the “Add 

Expert” 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. Action is also available via the “Victims, Witnesses, and Experts” tab. 

 
5. In the Add Witness form:  

a. User can select “Witness” or “Consultant” for expert type.  
b. User can fill out the “Expert Details” Section which includes fields for the expert’s 

type, hearing participation values, area of expertise, determination if the expert is 
a federal employee and who they are employed by.  

c. User can fill out expert contact information and service details.  
i. The “Service Details” section includes a status drop down that includes  

“Active Duty”, “Reservist”, “Pending Separation” and “Civilian”. Each 
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option provides the user with additional fields to input additional 
information based on their selection. 

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

 
e. The “Request Details” section enables the user to determine if an expert request 

is required. 
i. If required, the user can upload an optional request file and the date of 

the request.  
f. The “Decision Details” Section enables the user to select a decision on the 

request, date of the decision and a determination if the decision is provided by 
either the “Convening Authority” or “Court”.  

 
6. Select “Submit” once complete  
7. The newly added expert is now available in the “Unpublished Experts” list. 

a. Expert details may be edited by selecting the “Edit” icon in the grid.  
b. “Unpublished” experts are only visible to defense office users until formally 

“published” to the assigned trial office in a separate action.  
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Publish Expert 
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 “Case Actions” tab and select the “Publish 

Expert” 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. Action is also available by navigating to the “Victims, Witnesses, and Experts” tab and 
selecting the action to “Publish Expert” from the “Actions” list. 

 
5. On the “Publish Expert” form: 

a. User can select a checkbox next to the witness they would like to publish from 
the grid of experts.  

b. User can select one or more options from the hearing involvement dropdown for 
each expert.  

 
6. Once Complete select “Submit” and a warning text box is displayed. 

a. Once submitted, an email notification will automatically be sent to the Trial Office 
notifying them of published witnesses.  

 
7. User can view published experts on the published experts grid and published experts will 

be visible to Trial Officer users.  
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8. An email notification will automatically be sent to the Trial Office notifying them of 

published experts.  

Deposition Request (Request Details) 
1. From the NCORS Defense Services site, select the “Cases” tab. 

 
2. Select the “Case Number” of a case with the status of "Pending 306 Action", "Pending 

Arraignment", "Pending Trial", or "Pending Motions Litigation" and navigate to the 
case summary page. 

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

“Deposition” 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. Action is also available by navigating to the “Victims, Witnesses, and Experts” tab and 

selecting the action “Deposition” from the “Actions” list. 

 
5. In the “Add Deposition” form:  

a. User can select a deponent from the dropdown. 
b. User can upload an optional deposition request document. 
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6. Select “Submit” once complete.  

a. Once this deposition is submitted, a task is automatically sent to the trial office 
users assigned to the case to review the deposition request and enter additional 
details regarding the deposition.  

7. User can view submitted depositions on the “Deposition” grid by navigating to the 
“Victims, Witnesses, and Experts” tab and selecting the action to “Deposition” from 
subtabs. 

 

Alternate Disposition Request 
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 “Case Actions” tab and select the 

“Request Alternate Disposition” 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 “Alternate Disposition Request” form:  

a. User can select an alternate disposition type. 
b. User can input a defense submission date. 
c. User can upload an optional written request.  

 
d. From the “Alternate Disposition Type” dropdown user can select from the 

following options: 
i. Separation in Lieu of Trial.  
ii. Resignation in Lieu of Trial.  

1. If Resignation in Lieu of Trial is selected, the user can select the 
“RIGHT Type” from a dropdown menu.  
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iii. Retirement in Lieu of Trial. 
iv. Resignation in Lieu of Further Administrative Processing. 

1. If Resignation in Lieu of Further Administrative Processing is 
selected, the user can select “RILFAP Type” from a dropdown 
menu. 

 
v. NJP. 

vi. Summary Court Martial.  
vii. Other. 

1. User can manually input “Other Disposition Type. 

 
5. Select “Submit” once complete and a confirmation text box is displayed.  

a. Once submitted, an email and task is automatically sent to the trial office to 
review the alternate disposition request.  
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Submit Pretrial Matters 
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 “Trial” tab and select the “Submit Pretrial 

Matters” 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. From the “Submit Pretrial Matters” form, the user can upload documents for each of the 

following matter types: 
a. Member Questionnaires 
b. Request for Judicial Notice 
c. Voir Dire 
d. Combined Witness List 
e. Proposed Instructions 
f. Cleansed Charge Sheet 
g. Findings Worksheet 
h. Sentencing Worksheet 
i. Preadmission of Evidence 
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5. After documents are uploaded for the pretrial matter type, the user can select “Next” to 

navigate to the next matter type. 
6. Select “Submit” once complete. 

a. The user can view previously submitted pretrial matters by selecting the Trial tab 
and navigating to the Pretrial Matters subtab. 

Upload Case Exhibit 
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 “Trial” tab and select the “Upload Case 

Exhibits” action.  
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4. This action is also available from 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. 

 
5. From the “Upload Case Exhibits” form: 

a. User can upload a new document as the Exhibit or select from existing 
documents on the case via the "Select existing document" link. 
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b. User can determine if the exhibit should be shared with the Court Reporter by 
marking the "Yes" radio button, otherwise the exhibit will remain in a "Draft" 
status until edited.  

i. If "Yes" is selected, the user will be prompted to select whether the exhibit 
should be "Marked for Identification", which would notify the Court 
Reporter when the Court Reporter is assigning an exhibit number and 
status.  

c. User can input information about the exhibit's type, source, file type, and add a 
description.  

d. Exhibits can be added using the “ADD EXHIBIT” button and removed using the 
“Remove” button present on each exhibit.  

 
6. Select "Submit" once complete. 
7. Navigate to the case summary, select the “Trial” tab, then select the “Exhibits” subtab to 

view submitted exhibits on a case. 
a. Defense users can view:  

i. Exhibits with a status of “Draft” and the “Defense” as the source. 
ii. Exhibits with a status of “Offered and Admitted”.  
iii. Exhibits with “Defense” as the source. 

 
Defense Office User Guide 
Version 1.8.0, January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 
 



 

 

Add Witness Production Request 
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 “Case Actions” tab and select the “Add 

Witness Production Request” 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 “Defense Witness Production Request” form: 

a. User can upload a request file for defense witness production requests. 
b. User can add a witness by selecting the “ADD WITNESS” button.  

 
c. If Yes is selected for the “Is Existing Witness?” radio button field, the user can 

select an existing witness from “Witness” dropdown, and input hearing 
participation values.   
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d. If No is selected for the “Is Existing Witness?” radio button field, the user can 

create a new witness and input hearing participation values. 
i. The “Witness Details” section enables the user to input service details, 

witness personal details, and mailing address.  

 
5. The “Witness Travel” section enables the user to input arrival date, departure date and 

check if invitational orders are provided.   

 
6. Select “Submit” once complete. 

a. Once submitted, an email and task is automatically sent to the trial office users 
assigned to the case to review the witness production request.  

Request RCM 706 Inquiry 
1. From the NCORS Defense Services site, select the "Cases" tab. 
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2. Select the “Case Number” to navigate to the case summary page. 

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

706 Inquiry” 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. User can also navigate to the “Accused Details” tab and select the “RCM 706 Inquiry” 

action.  
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5. From the “RCM 706 Inquiry” form:  

a. User can determine if the RCM 706 inquiry was requested or ordered by sua 
sponte.  

b. In the “Order” section of the form the user can determine who ordered the inquiry, 
the date it was ordered, and upload an optional RCM 706 Order document.  

c. In the “Inquiry” section of the form the user can input the date the inquiry was 
completed, the date the issue was reported, and upload an optional RCM 706 
short form report.  

d. In the “Findings” section of the form, the user can:  
i. Determine if the accused suffered from severe mental disease or defect 

during the time of alleged criminal conduct.  
ii. Input the clinical psychiatric diagnosis.  
iii. Determine if the accused was unable to appreciate the nature and quality 

or wrongfulness of his or her conduct at the time of alleged criminal 
conduct as a result of the severe mental disease or defect.  

iv. Determine if the accused is presently suffering from a mental disease or 
defect rendering the accused unable to understand the nature of the 
proceedings against the accused or to conduct or cooperate intelligently 
in the defense.  
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6. Select “Submit” once complete.  

Plea and Pretrial Agreements 

Generate Draft Plea Agreement 
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 “Charges & Offenses” tab and select the 

“Generate Draft Plea Agreement” action. 
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a. This action can also be found within 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 “Generate Plea Agreement” from, populate the details of the draft plea agreement. 

a. As “Agreement Provisions” are selected, the text for the provision is editable and 
will appear in the generated document.  

b. In the “Plea Details” step of the wizard, if the “Yes” option is selected for “Does 
the plea agreement contain an offer to plead guilty?”, only preferred 

 
Defense Office User Guide 
Version 1.8.0, January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 
 



 

specifications are available in the “Plea Details” section. The user can then select 
the plea for each specification under each charge via the “Plea” dropdown. 

 
c. In the “Punishment Details” step of the wizard, if the “Yes” option is selected for 

“Was there an agreed upon sentencing forum included in the plea agreement?”, 
the user will be prompted to select a “Sentencing Composition” via the dropdown 
and input additional information depending on the selection. 

 
5. Select “Generate Document” to generate the draft plea agreement based on the data. 

 
6. The generated plea agreement may be downloaded and previewed prior to submission.  
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a. Upon submission, the draft plea agreement is available to be accessed in the 
“Plea Agreement” subtab under the “Charges and Offenses” tab.  

 

Add Plea Agreement  
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 “Charges and Offenses” tab and select 

the “Enter 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. Input the details of the plea agreement and click “Submit”.    

a. For the “Status” dropdown of the plea agreement, users can select “Draft” (not 
shared outside of DSO), “With Government” (visible to TSO users), or “Public” 
(visible to all users with access to the case). 

  
b. As “Agreement Provisions” are selected, the text for the provision is editable and 

will appear in the generated document.  
c. In the “Plea Details” step of the wizard, if the “Yes” option is selected for “Does 

the plea agreement contain an offer to plead guilty?”, only preferred 
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specifications are available in the “Plea Details” section. The user can then select 
the plea for each specification under each charge via the “Plea” dropdown. 

d. Note: Plea agreements should be used for Post MJA 16 cases or instances 
where the accused has opted into a plea agreement on a non-MJA 16 case. 

 
5. Following submission, the plea agreement will be available in the “Plea Agreements” 

subtab.  
a. User may edit a plea agreement by selecting the edit icon in the grid. 
b. User may navigate to a read-only summary of the plea agreement by selecting 

the source of the plea agreement in the grid. 
c. Plea agreement visibility is based on the source and status of the plea 

agreement. Defense users can view:  
i. Plea agreements with a status of “Draft” and the “Defense” as the source. 
ii. Plea agreements with a status of “With Defense”. 
iii. Plea agreements with a status of “With Government” and the “Defense” 

as the source. 
iv. Plea agreements with a status of “Public”.  
v. Plea agreements with a status of “With CA”. 

vi. Plea agreements with a status of “Approved”. 
vii. Plea agreements with a status of “Denied”. 
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Add Pretrial Agreement 
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 “Charges and Offenses” tab and select 

the “Enter Pretrial 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. Input the details of the pretrial agreement and click “Submit”.  

a. For the “Status” dropdown of the pretrial agreement, users can select “Draft” (not 
shared outside of DSO), “With Government” (visible to TSO users), or “Public” 
(visible to all users with access to the case).   

b. In the “Plea Details” step of the wizard, if the “Yes” option is selected for “Does 
the plea agreement contain an offer to plead guilty?”, only preferred 
specifications are available in the “Plea Details” section. The user can then select 
the plea for each specification under each charge via the “Plea” dropdown. 

c. Note: Pretrial agreements should be used for Pre MJA 16 cases. 

 
5. Following submission, the pretrial agreement entry will be available in the “Pretrial 

Agreements” subtab.  
a. User may edit a pretrial agreement by selecting the edit icon in the grid. 

 
Defense Office User Guide 
Version 1.8.0, January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 
 



 

b. User may navigate to a read-only summary of the pretrial agreement by selecting 
the source of the pretrial agreement in the grid. 

c. Pretrial agreement visibility is based on the source and status of the pretrial 
agreement.  Defense users can view:  

i. Pretrial agreements with a status of “Draft” and the “Defense” as the 
source. 

ii. Pretrial agreements with a status of “With Defense”. 
iii. Plea agreements with a status of “With Government” and the “Defense” 

as the source. 
iv. Pretrial agreements with a status of “Public”.  
v. Pretrial agreements with a status of “With CA”. 

vi. Pretrial agreements with a status of “Approved”. 
vii. Pretrial agreements with a status of “Denied”. 

 

Arraignment 

Record Offered TMO Dates 
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 “Trial” tab and select “TMO Offered 

Dates” 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. 

 
b. This action is only available prior to the Ordered TMO dates entry from the Trial 

Judiciary user.  
4. Input the details of the TMO draft offered dates and select “Submit” to save the details to 

the case. 
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a. User can select “Use Government Dates” if they wish to copy the dates entered 

by the Trial Office. Otherwise, user can input their own dates using the “Defense 
Offered Date” date input for each line item.  

b. User can add offered dates for an additional 39(a) hearing by selecting the “Add 
Additional Hearing (Lines j, k, l) . 

i. To remove an added hearing, select the “Remove Additional Hearing 
(Lines j, k, l)” on the right of the form.  

 
5. Following submission, the TMO offered dates will be available in the “TMO” subtab 

within the “Trial” tab.    
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a. The TMO offered dates may be edited by selecting the “TMO Offered Dates” in 

the “Actions” list.  

Offer TMO Dates (Task) 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “My Tasks” 

Grid and select the “DSO Offer TMO Dates” task. 
a. This action appears for DSO users assigned to the case after the Trial Counsel 

has input Offered TMO Dates. 

 
2. Input the details of the TMO draft offered dates and select “Submit” to save the details to 

the case. 
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a. User can select “Use Government Dates” if they wish to copy the dates entered 

by the Trial Office. Otherwise, user can input their own dates using the “Defense 
Offered Date” date input for each line item.  

b. User can add offered dates for an additional 39(a) hearing by selecting the “Add 
Additional Hearing (Lines j, k, l) . 

i. To remove an added hearing, select the “Remove Additional Hearing 
(Lines j, k, l)” on the right of the form. 

 
3. Following submission, the TMO offered dates will be available in the “TMO” subtab 

within the “Trial” tab if the user goes to that case’s summary view from the “All Cases” 
grid.    
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a. The TMO offered dates may be edited by selecting the “TMO Offered Dates” in 

the “Actions” list.  

Motions 

File Trial Motions 
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 “Trial” tab and select the “File Motion” 

action from the “Actions” list.   
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a. This action is only available after Arraignment Details have been submitted and 

the case has a status of “Pending Trial” or "Pending Motions Litigation". 
4. Input the details of the File Motion submission and select “Submit” to save the details to 

the case. 

 
a. User may select to share the motion with VLC to allow the motion to be viewed 

by VLC users with access to the case. 
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. Enclosure(s) may be uploaded in addition to the motion file.  
d. User may select a motion hearing to submit the motion (if any). 

i. Available hearings are ordered by the judge in the TMO.  
5. Following submission, the Filed Motion details will be available in the “Motions” subtab.  
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a. Following submission:  

i. Assigned judge will receive a task to rule on the motion and be notified of 
the submission.  

ii. If the motion is not Ex Parte, a task will be sent out for Trial Office users, 
as well as any VLC users selected on the case, to “Respond to Motion” 
for the motion submitted by the Defense user. 

iii. If the motion is not Ex Parte, assigned trial counsel and VLC are notified 
of the filing.  

b. The entry may be edited by selecting the actions (three vertical dots) at the right 
of the Unscheduled Motions grid, and selecting the drop down to “Edit Motion”. 

6. User may navigate to a read-only summary of the motion by selecting the motion’s 
“Type”. 

 
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.  

Respond/Reply to Trial Motions 
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 “Trial” tab and select the “Motions” 

subtab.   
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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, which is available by selecting the “Type” column of the motion in 
the grid. 

5. Input the details of the File Response and select “Submit” to save the details to the case. 

 
a. Following submissions:  
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i. The Assigned Judge receives a task to “Rule on the Motion”.  
ii. Assigned trial counsel and VLC are notified of the filing. 

6. Following submission, the response will be available in the read-only summary of the 
motion related to the response under the “Motions” subtab (by selecting the “Type” 
column of the motion in the grid). 

7. In the motion summary view, the response to the motion is visible in the “Related 
Responses and Replies”.  

 
 

Respond to Trial Motion (Task) 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “My Tasks” 

Grid and select the “DSO Respond to Motion” task. 
a. This task is sent to all Defense users after a motion has been filed by Trial 

Counsel or VLC users. 

 
2. Input the details of the File Response and select “Submit” to save the details to the case. 
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a. Following submissions:  

i. The Assigned Judge receives a task to “Rule on the Motion”.  
ii. Assigned trial counsel and VLC are notified of the filing. 

3. Following submission, if user navigates to the case’s summary page, the response will 
be available in the read-only summary of the motion related to the response under the 
“Motions” subtab of the “Trial” tab (by selecting the “Type” column of the motion in the 
grid). 

4. In the motion summary view, the response to the motion is visible in the “Related 
Responses and Replies”.  

 

Submit Other Filing 
1. From the NCORS Defense Services 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 “Other Filings” subtab under the “Trial” 
tab. 

a. Select the “Upload Other Filing” action to add a new filing. 

  
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. 
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Post-Trial 

File Post-Trial Motions 
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 “Post-Trial” tab and select the action link 

to “File Post-Trial Motion” to file a new post-trial motion. 

 
4. In the “File Post-Trial Motion” form, input the Motion Document to upload and the details 

of the submission:  
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a. User may select to share the motion with VLC to allow the motion to be viewed 
by VLC users with access to the case. 

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.  

 
5. User can choose to add one or more enclosures to submit with the motion file 

a. New Documents:  

 
i. User can choose to upload a new document or documents as enclosures. 
ii. Select Add Document, upload the file and Input Bates Number. 
iii. Add multiple new documents selecting the “Add Document” button 

located in the bottom left corner of the form. 
iv. Remove a new document selecting the red “X” button to the right of the 

uploaded document. 
b. Existing Documents: 
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i. Select existing documents on the case to include as enclosures to the 
motion. 

ii. Add multiple existing documents selecting the checkbox to the left of the 
document. 

iii. Remove an existing document by deselecting the checkbox to the left of 
the document. 

6. Select “Submit” once complete to upload the motion to the case. 
a. Assigned judge will receive a task to review 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 Trial Office users, as well 

as any VLC users selected on the case, to “Respond to Post-Trial Motion” for the 
motion submitted by the Defense user. 

c. If the motion is not Ex Parte, assigned Trial Counsel and VLC are notified of the 
filing.  

7. The user can view the uploaded Post-Trial Motion by navigating to the “Post-Trial” tab 
and selecting the “Post-Trial Motions” subtab. 

 
a. Edit a motion by selecting the actions (three vertical dots) at the right of the grid, 

and selecting “Edit Post-Trial Motion”. 
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b. User can select the Motion Type to navigate to the summary view. 

Respond/Reply to Post-Trial Motions 
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 “Post-Trial” tab. 

a. From the Post-Trial Tab, navigate to the “Post-Trial Motions” subtab. 
b. Select the actions (three vertical dots) at the right of the grid, and select 

“Respond to Motion”. 

 
c. This action can also be taken from the Summary view of the motion. 

i. Select the “Type” link 
ii. Select “Respond to Motion” from the actions list. 

4. In the “File Response” form, upload a Response Document: 
i. User can upload “Enclosures” to a “Reply” or “Response” to a motion. 
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5. Select “Submit” once complete to upload the Response to the Motion. 
6. The user can view the Response by navigating to the “Post-Trial” tab, selecting the 

“Post-Trial Motions” subtab, navigating to the summary view of the Motion, and selecting 
the Motion Response. 
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Respond/Reply to Post-Trial Motions 
1. From the NCORS Defense Services Site, on the “Home” Tab navigate to the “My Tasks” 

Grid and select the “DSO Respond to Post-Trial Motion” task. 
a. This task is sent to all Defense users after a post-trial motion has been filed by 

Trial Counsel or VLC users. 

 
2. In the “File Response” form, upload a Response Document: 

i. User can enter submission details. 

 
3. Select “Submit” once complete to upload the Response to the Motion. 
4. The user can view the Response by navigating to the “Post-Trial” tab for the case, 

selecting the “Post-Trial Motions” subtab, navigating to the summary view of the Motion, 
and selecting the Motion Response. 
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File DuBay Hearing Motion 
1. From the NCORS Defense Services 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. 

 
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. 

 
Defense Office User Guide 
Version 1.8.0, January 08, 2025 

 CUI/SP-CTI/FEDCON/DON/NAVWAR 
 



 

 
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. 

 

Request CMR 
1. From the NCORS Defense Services site, select the "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 “Post-Trial” tab and select the “Request 

CMR” 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. 

 
4. On the Request CMR form, the user can review the auto-populated Letter Recipient 

(Defense/Accused) and Date Requested (automatically populated with the current date). 
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5. Select “Submit” once complete.  

a. Submitting this form will send a task to the post trial user assigned to the case to 
prepare the CMR.  

6. The user can select the Post-Trial tab and the CMR subtab to view CMR requests. 

Submit Clemency Matters 
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 “Post-Trial” tab. 

b. Take the action “1106 Submission” from the actions list. 

 
c. 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 “Clemency Submission” form, the Submission Date and Submission Source is 

auto-populated “Accused (1106)” for Defense users. The user can input the Submission 
Type, and upload an 1106 document: 

a. Select “Clemency Submission” for Submission Type. 

  
5. Select “Submit” to record the Clemency Submission. 
6. The user can view the details of the submission by navigating to the “1106 Matters” 

subtab under the “Post-Trial” tab. 

Submit Extension Request to Submit Rebuttals 
1. From the NCORS Defense Services site, select the “Cases” tab. 
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2. Select the “Case Number” to navigate to the case summary page. 

 
3. From the case summary page, navigate to the “Post-Trial” tab and select the “1106 

Matters” subtab.  

 
4. User can select the actions (three vertical dots) next to the appropriate clemency 

submission on the 1106 submissions grid and select “Rebuttal Extension” action.  

 
5. From the “Rebuttal Extension Submission” form:  

a. User can upload an optional 1106 document.  
b. User can input the number of days requested for the extension. 

 
6. Select “Submit” once complete and the user will be returned to the 1106 submission grid. 

a.  User can view the new entry for the rebuttal extension 1106 submission. 
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Submit a Rebuttal to a Clemency Submission 
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 “Post-Trial” tab and select the “1106 

Matters” subtab.  

 
4. User can select the actions (three vertical dots) next to the appropriate clemency 

submission and select “Rebuttal” action.  

 
5. From the “Rebuttal Submission” form:  

a. User can upload an optional 1106 document.  
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6. Select “Submit” once complete and the user will be returned to the 1106 submission grid. 

a.  User can view the new entry for the rebuttal 1106 submission. 

 
 

Enter Accused Post-Trial Rights Elections 
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 “Accused Details” tab and select the 

“Accused Appellate Rights Election” action.  
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4. From the “Accused Appellate Rights Election” form:  

a. User can input post trial rights election date and upload an optional accused 
appellate rights advisement document.  

b. User can select who each of the matters should be delivered to from the following 
options: “Accused”, “Defense Counsel” or “Waived” as displayed below:  

 
c. In the “Appellate Review” section the user is able to waive right to appellate 

review.  
i. If the user waives right to appellate review they can also upload an 

optional appellate review waiver document and input an appellate review 
waived date.  

 
5. Select “Submit” once complete and after submission, post-trial elections are displayed 

on the accused details summary page.  
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Reports 

 View, Filter, and Export Reports 
1. From the NCORS Defense Services 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. 
 

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. User can download the filtered data by selecting the “Export to Excel” download 

icon. 
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