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NCORS   
Legal Case Management 

Trial Judiciary 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, DSO, 
or VLC 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. 
 
General Actions​ 5 

Reassign a Judge on a Case​ 5 
Enter RCM 706 Inquiry​ 7 
Enter Confinement Credit​ 9 
Upload Case Document​ 12 
Case Doc Zip Generation and Download​ 14 
Add Case Journal Entry​ 15 
Update Circuit​ 19 

RCM 309 Matters​ 20 
Rule on RCM 309 Matters (Task)​ 20 
Rule on RCM 309 Matters​ 23 
Enter an Article 30(a) Hearing​ 26 

Arraignment​ 29 
Assign a Judge to an Arraignment​ 29 
Assign a Judge to an Arraignment (Docketing Judge)​ 30 
Set Date of Arraignment​ 31 
Enter Arraignment Details​ 32 
Order TMO Dates​ 33 

Pretrial and Trial​ 39 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

Enter Pleas to Charges and Specifications​ 39 
Enter Trial Details​ 41 
Seal Exhibits​ 43 

Trial Motions​ 45 
Add Motions Hearing​ 45 
Add Motions to Motions Hearings​ 48 
Review and Rule on Motion​ 51 
Submit Other Filing​ 58 

Findings and Sentencing​ 59 
Enter Findings to Charges and Specifications​ 59 
Enter Sentence​ 62 
Recommend Sentence Suspensions​ 69 
Enter Sentence Deferments​ 72 

Post-Trial Motions​ 75 
Add Post-Trial Motion Hearing​ 75 
Add Motions to Post-Trial Motions Hearings​ 78 
Review and Rule on Post-Trial Motion​ 81 
Input the Outcome to Post-Trial Motions Hearings​ 84 

Post-Trial Actions​ 87 
Review STR​ 87 
Review Transcription​ 89 
Review and Forward ROT​ 92 

DuBay Hearings​ 94 
Create DuBay Hearing (Task)​ 94 
Rule on DuBay Hearing Motion​ 94 
Add DuBay Hearing​ 97 

Reports​ 98 
View, Filter, and Export Reports​ 98 

 

 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

General Actions 

​ Reassign a Judge on a 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 page. 

 
3.​ From the Case Summary page, navigate to the “Case Actions” tab and select the action 

to “Reassign Judge” from the actions grid. 
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 is only available to Circuit Judge, Deputy Chief Judge, Chief Judge, 

and Chief Judge of the Department of the Navy users. 
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4.​ In the “Assign Judge to Case” form, select the new judge to assign to the case from the 

dropdown of available users. Upload a Detailing Letter document and input the 
assignment date. 

 
5.​ Select the “Submit” button to update the judge assigned to the case. 
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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 page. 

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

action to input “RCM 706 Inquiry” details 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. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
4.​ In the “RCM 706 Inquiry” form, input whether the inquiry was requested or ordered sua 

sponte. Input the Request Details, Order Details, Inquiry Details, and Finding. Select 
“Submit” to save the details to the case.  

a.​ Select that the inquiry was requested to input the Request Details. 
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5.​ Following submission, the inquiry will be available on the “RCM 706 Inquiries” subtab of 

the “Accused Details” tab. 
a.​ The entry may be edited by selecting the “Edit” icon in the grid.  

 

​ Enter Confinement Credit 
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 page. 

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

action to “Add Judicial Credit” 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. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
4.​ In the “Enter Judicially Ordered Confinement Credit Details” form, input the details of the 

credit ordered. Select “Submit” to save the details to the case. 

 
5.​ Following submission, the confinement credit will be displayed on the “Judicially Ordered 

Confinement Credit” subtab of the “Accused Details” tab. 
a.​ The entry may be edited by selecting the “Edit” icon in the grid.  
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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.
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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, 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”, 

“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.  

 
5.​ Select “Submit” once complete and to add the document to the case file. As a Trial 

Judiciary user, documents uploaded will be visible to all other users with access to the 
case.  

a.​ To submit multiple documents, select the “Submit and Add Another Document” 
button to upload additional documents.  
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6.​ The user can 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. 

b.​ Note that the source of the document will be listed as TJ for Trial Judiciary. 

 

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

1.​  
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. 
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5.​ Select the “Generate Zip File” button. 

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

 
 

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

 
3.​ Select the “Case Number” to navigate to the case summary view.
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4.​ From the case summary view, navigate to the “Case Journal ” tab and select the “Case 
Journal” action from the “Actions” list. 

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

Journal” action to create a new case journal entry.  

 
6.​ 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.  

ii.​ Recipients will receive an automated notification upon submission to 
review the journal entry.  

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

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

case. 

 
10.​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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11.​To export all journal entries on the case, select the export view button. 

 
a.​ Select the export icon on the grid. 
b.​ Select “Display View” to revert back to the original view. 
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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 

 

 

RCM 309 Matters 

Rule on RCM 309 Matters (Task)  
1.​ From the NCORS Legal Case Management site, select the “Circuit” tab. 
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2.​ Navigate to the “Docket Tasks” grid and locate the appropriate task to “Rule on RCM 309 

Matter”. 

 
3.​ Select the task to record the ruling on the 309 matter.  
4.​ Review the “Request Details” section and the “Supplemental Documents” section. 

a.​ Select the “Add Document” link on the “Supplemental Documents” grid to upload 
a new supplemental document. 

 
5.​ Input “Decision Details” and select “Submit” to save the ruling to the case.  
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a.​ Depending on the submission source, presence of VLC to a case, and whether 

the submission was made Ex-Parte, additional information can be input to modify 
the visibility of the 309 matter to other users. 

 
i.​ Ex-Parte submissions are only visible to the submitting party and the 

judiciary.  
1.​ Note: Only certain submissions are eligible for Ex-Parte 

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

counsel, judiciary, and any VLC who have been granted access to the 
submission.  

iii.​ Judiciary users can modify VLC visibility as selected by the government 
or defense by changing the values in the “Share with VLC” and “Select 
VLC” fields.  

1.​ Select the VLC from the dropdown that should have access to the 
submission, if applicable.  

2.​ If no VLC exists on the case, the fields will be disabled.  
b.​ Following submission all parties with access to the submission are notified of the 

ruling.  
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6.​ Following submission, details of the submission and ruling can be accessed and edited 
from the case record on the “RCM 309 Matters” subtab under the “Pretrial” tab.  

a.​ The case can be accessed under the “Circuit” tab if the case is within the user’s 
assigned circuit or from the “All Cases” tab to view all cases across circuits.  

Rule on RCM 309 Matters 
1.​ From the NCORS Legal Case Management site, select the “Circuit” tab or the “All 

Cases” tab. 
a.​ The case can be accessed under the “Circuit” tab if the case is within the user’s 

assigned circuit or from the “All Cases” tab to view all cases across circuits.  

 
2.​ Select the “Case Number” to navigate to the Case Summary page. 

 
3.​ View 309 Matters submissions from the “RCM 309 Matters” subtab under the “Pretrial” 

tab.  

 
4.​ Record a ruling on a 309 matter by selecting the “Rule on 309 Matter” action from the 

grid or navigate to the summary view and select the action to rule on the matter from the 
“Actions list.  

a.​ Grid:  
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b.​ Summary View:  

 

 
 

5.​ Review the “Request Details” section and the “Supplemental Documents” section. 
a.​ Select the “Add Document” link on the “RCM 309 Supplemental Ruling 

Documents” grid to upload a new supplemental ruling document. 
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6.​ Input “Decision Details” and select “Submit” to save the ruling to the case.  
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a.​ Depending on the submission source, presence of VLC to a case, and whether 
the submission was made Ex-Parte, additional information can be input to modify 
the visibility of the 309 matter to other users. 

 
i.​ Ex-Parte submissions are only visible to the submitting party and the 

judiciary.  
1.​ Note: Only certain submissions are eligible for Ex-Parte 

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

counsel, judiciary, and any VLC who have been granted access to the 
submission.  

iii.​ Judiciary users can modify VLC visibility as selected by the government 
or defense by changing the values in the “Share with VLC” and “Select 
VLC” fields.  

1.​ Select the VLC from the dropdown that should have access to the 
submission, if applicable.  

2.​ If no VLC exists on the case, the fields will be disabled.  
b.​ Following submission all parties with access to the submission are notified of the 

ruling.  
7.​ Following submission, details of the submission and ruling can be accessed and edited 

from the case record on the “RCM 309 Matters” subtab under the “Pretrial” tab.  

Enter an Article 30(a) 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 page. 

 
3.​ From the Case Summary page, navigate to the “Pretrial” tab and select the “RCM 309 

Matters” subtab. 
4.​ Select the “Menu” icon from one of the entries in one of the RCM 309 Matters grids 

(“Investigative Subpoena”, “Warrant”, or “Order for Stored Communications (2703(d)”), 
then select the “Enter Hearing Details” action. 

a.​ This action is only available if a requested matter type has been issued. 

 
5.​ In the “RCM 309 Matters Request” form, input whether a 30(a) Hearing was held. Select 

“Submit” to save the details to the case.  
a.​ Select the “Request Details” section label to view the details of the request.Select 

the “Decision Details” section label to view the details of the decision. 
b.​ If a 30(a) Hearing was held, input the hearing date 
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6.​ Following submission, the hearing details will be available on the “RCM 309 Matters” 

subtab of the “Pretrial” tab. 
a.​ The hearing details may be edited by selecting the “Menu” icon from one of the 

entries in one of the RCM 309 Matters grids, then selecting the “Enter Hearing 
Details” action. 

 
7.​ Select the “Recipient” link to view a summary of the request, decision details, and 

hearing details.   
a.​ The hearing details may be edited by selecting the “Enter Hearing Details” action 

in the “Actions” list. 
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Arraignment 

Assign a Judge to an Arraignment 
1.​ From the NCORS Legal Case Management site, select the “Circuit” tab. 

 
2.​ Select the “Assign Judge to Arraignment” task in the “Docket Tasks” grid. 

a.​ The task can be acted on by any trial judiciary user assigned to a given circuit. 

 
3.​ In the “Assign Judge to Arraignment” form, select the judge to assign to the case from 

the dropdown of available users.  
a.​ Select the “Arraignment Request” section label to view the details of the 

arraignment request, including the Motion for Docketing document, Risk 
Assessment Form document, and requested TMO dates. 

4.​ Select the “Submit” button to assign the judge to the case. 
a.​ Upon submission, a task will be assigned to the selected user prompting them to 

set the arraignment date. 
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Assign a Judge to an Arraignment (Docketing Judge) 
1.​ From the NCORS Legal Case Management site, select the “Home” tab. 

 
2.​ Select the “Assign Judge to Arraignment” task in the “My Tasks” grid. 

a.​ The task will be assigned to a circuit docketing judge following action by the Trial 
Office to request an arraignment. 

 
3.​ In the “Assign Judge to Arraignment” form, select the judge to assign to the case from 

the dropdown of available users.  
a.​ Select the “Arraignment Request” section label to view the details of the 

arraignment request, including the Motion for Docketing document, Risk 
Assessment Form document, and requested TMO dates. 

4.​ Select the “Submit” button to assign the judge to the case. 
a.​ Upon submission, a task will be assigned to the selected user prompting them to 

set the arraignment date. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
 

Set Date of Arraignment 
1.​ From the NCORS Legal Case Management site, select the “Home” tab. 

 
2.​ Select the “Set Date of Arraignment” task in the “My Tasks” grid. 

a.​ The task will be assigned to the judge selected in a prior task to “Assign Judge to 
Arraignment”. 

 
3.​ In the “Set Date of Arraignment” form, input the arraignment date and time and select the 

arraignment location from a dropdown of courtroom locations. 
a.​ Select the “Arraignment Request” section label to view the details of the 

arraignment request, including the Motion for Docketing document, Risk 
Assessment Form document, and requested TMO dates. 

b.​ Select the “Use Government Date” or “Use Defense Date” buttons to populate 
the arraignment date and time fields with the Government or Defense offered 
TMO date. 
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c.​ Select the “Use Date Provided” button to populate the arraignment date and time 

fields with the offered TMO date. This button is only available if Government and 
Defense have agreed on a common arraignment date in their offered TMO dates. 

 
4.​ Select the “Submit” button to set the arraignment date and time. 

 

Enter Arraignment 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 page.

 
3.​ From the Case Summary page, navigate to the “Trial” tab and select the “Arraignment” 

subtab. 
4.​ Input the details of the arraignment in the form.  

If the

 
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 be updated to either “Motions 

Litigation” or “Pending Trial” based on the ordered TMO dates.  
b.​ If pleas were not deferred, the details of the pleas can be found on the “Trial” tab 

under the “Pleas and Findings” subtab.  
6.​ Entry may be edited by selecting the “Enter Arraignment Details” action. 

Order 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. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
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. 
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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. 
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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.  

a.​ To remove an added hearing, select the “Remove Additional Hearing (Lines j, k, 
l)” link. 
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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.  
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Pretrial and Trial 

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 page. 

 
3.​ From the case summary page, navigate to the “Trial” tab and select the “Edit Pleas” 

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

case has a status of “Pending Trial” or "Pending Motions Litigation". 

 
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 Pleas of the Accused” form, input the details of the pleas of the accused 

and select “Submit” to save the details to the case. 
a.​ The action to “Edit Pleas” may be used to edit pleas that were previously input as 

part of the arraignment details. 
b.​ Users do not need to enter the details of the charges. The plea to a charge is 

determined by the pleas to the specifications under the charge. 
c.​ Depending on the plea the user selects, additional information may be required. 

 
5.​ Following submission, the pleas will be available in the “Pleas and Findings” subtab.  

a.​ The entry may be edited by selecting the “Menu” icon in the grid and selecting 
the “Edit Pleas” action, or by selecting the “Edit Pleas” action from the “Actions” 
list.  
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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 page. 
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3.​ From the case summary page, navigate to the “Trial” tab and select the action to input​
“Trial Details” 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. 

 
b.​ This action is only available after arraignment details have been submitted and 

the case has a status of “Pending Trial”, "Pending Motions Litigation", or “Trial”. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

4.​ In the “Enter Trial Details” form, input the details of the trial and select “Submit” to save 
the details to the case. 

a.​ Select the Trial Judge from a dropdown of judge users. 
b.​ Select the “Add User” link to select court reporter users to assign to the trial. Court 

reporters added in this form will be assigned to the case in NCORS and have access 
to the case. 

 
5.​ Following submission, the Trial Details will be available in the “Trial” subtab.  

a.​ The entry may be edited by selecting the “Trial Details” action. 

 

Seal Exhibits 
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 page. 

 
3.​ From the Case Summary page, navigate to the “Trial” tab and select the “Exhibits” 

subtab. 
4.​ Select the “Seal Exhibits” action from the “Actions” list.  

 
1.​ In the “Seal Exhibit” form, input the sealing order date and upload a Sealing Order 

document. 
a.​ Select 1 or more exhibits to seal in the grid of exhibits.  

 
2.​ Select the “Submit” button to mark the exhibit as sealed. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
3.​ Following submission, sealed exhibits will be marked as “Sealed” with a “lock” icon or a 

red “download” icon.  
a.​ Sealed exhibits are not able to be previewed, downloaded, or replaced by any 

users in NCORS besides court reporters, trial judiciary users, or NMCCA judges. 
i.​ TSO, DSO, VLC, Code 40, Code 45, and Code 46 users will have a “lock” 

icon.  
ii.​ Court Reporters and Trial Judiciary users will view a red “download” icon 

but still have access to download and preview the file. 

 

Trial Motions 

Add 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 page. 

 
3.​ From the Case Summary page, navigate to the “Trial” tab and select the “Motion 

Hearing” action from the actions list.  
a.​ This action is only available if an Article 39(a) motions hearing has been 

scheduled as part of the ordered TMO dates. 

 
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 “Add Motions Hearing” form, select the hearing date and input the details of the 

motions hearing. Select “Submit” to save the details to the case. 
a.​ Select a hearing date from the grid of Article 39(a) hearing dates. These dates 

reflect the hearing dates input in the ordered TMO dates. 
b.​ Select a motions hearing judge from the dropdown. This field will default to the 

judge assigned to the case. 
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5.​ Following submission, the motions hearing will be displayed on the “Motions” subtab of 
the “Trial” tab. 

  
6.​ Select the “Hearing Date” link to view a summary of the motions hearing, as well as a list 

of motions that are scheduled to be heard. 
a.​ The hearing details may be edited by selecting the “Enter Motion Details” action 

in the “Actions” list. 

 
 

 

Add Motions to Motions Hearings 
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 the “Motions” 

subtab. Select the “Hearing Date” link to view a summary of the motions hearing that 
motions will be added to. 

 
4.​ Select the “Update Motions” action from the actions list. 

 
5.​ In the “Update Scheduled Motions” form, review the motions hearing details and add or 

remove motions from the hearing. Select “Submit” to save the details to the case. 
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a.​ Select the “Add” icon to add a motion from the grid of “Available Motions” to the 
grid of “Scheduled Motions”. 

b.​ Select the “Remove” icon to remove a motion from the grid of “Scheduled 
Motions”. The motion will now be displayed in the “Available Motions” grid. 

c.​ Select the “Motion Type” link for motions in either grid to view a summary of the 
motion. 

 
6.​ Following submission, the added motions will be displayed in the grid of “Scheduled 

Motions” on the motions hearing summary. 
a.​ Additional updates to the grid of “Scheduled Motions” can be made by selecting 

the “Update Motions” action from the actions list. 
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Review and Rule on 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 page. 

 
3.​ From the Case Summary page, navigate to the “Trial” tab and select the “Motions” 

subtab.  
a.​ To rule on a motion, select the “Menu” icon in the grid of “Scheduled Motions” or 

the grid of “Unscheduled Motions” and select the “Rule on Motion” action.  
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b.​ This action is also available from the summary of a motion. Access the summary 

by selecting the “Motion Type” link in the grid of “Scheduled Motions” or the grid 
of “Unscheduled Motions”, then select the “Rule on Motion” action from the 
actions list. 

 
c.​ Ruling on motions can also be done on the “Home” tab by selecting the link in the 

“Task Type” column of the “My Tasks” grid to accept the task to “Review Motion”. 
i.​ A task to review a motion is created any time a new motion is filed on a 

case that the judge is assigned to. 
1.​ This excludes motion responses and replies. 

ii.​ The user can view the type of motion filed in the “Task Type” column. 
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4.​ In the “Rule on Motion” form, input the ruling details by selecting the ruling status and 

upload a Written Ruling Document. Select “Submit” to save the details to the case. 
a.​ If a ruling “Status” of “Granted in Part” is selected, an additional field is available 

to record the “Portions Granted”. 
b.​ Mark the motion as an Ex-Parte submission.If the motion is 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.​ Trial Judiciary users can select or deselect the checkbox to make a motion visible 
to VLC users who have access to the case.  
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d.​ If a ruling “Status” of “Pending Motions Hearing” is selected, a grid of “Motions 

Hearing(s)” is available. Select a motions hearing entry to assign the motion to 
the hearing. 

 
e.​ If the motion type is “Continuance” and a ruling “Status” of “Granted” or “Granted 

in Part” is selected, updates to the TMO can be made directly from the “Rule on 
Motion” form. 
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i.​ The details of the continuance request are displayed in the “Requested 

Dates for Continuance” grid. 
ii.​ TMO dates can be modified directly by editing the date fields in the “TMO 

Ordered Dates Grid”. 
iii.​ Select the “Populate Request Dates” button to copy all requested dates 

from the “Requested Dates for Continuance” grid to the corresponding 
ordered dates in the “TMO Ordered Dates” grid.  

iv.​ Select the “Populate Original Dates” button to restore the original ordered 
TMO dates in the “TMO Ordered Dates” grid. 
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5.​ Following submission, the motion status will be updated and will be displayed on the 

“Motions” subtab of the “Trial” tab. 
a.​ The ruling may be edited by selecting the “Menu” icon, then selecting the “Rule 

on Motion” action.  
b.​ Existing tasks for this specific motion to “Review Motion” will be marked as 

complete. 
c.​ If the motion is not Ex-Parte, all parties on the case are notified of the ruling. If 

the motion is Ex-Parte, only the submitting party is notified. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

  
6.​ Select the “Motion Type” link for motions in either grid to view a summary of the motion 

and view the uploaded Written Ruling Document. 
a.​ The ruling may be edited by selecting the “Rule on Motion” action from the 

actions list. 
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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 page. 

 
3.​ Navigate to the “Trial” tab then to the “Other Filings” subtab. Take the “Enter Other Filing” 

action with the button on the summary page or under the actions list. 

 
4.​ Enter the “Submission Type” and upload the associated document if any. After 

completion of the form select “Submit”. 
a.​ Judiciary users can modify VLC visibility by changing the values in the “Share 

with VLC” and “Select VLC” fields.  
i.​ Select the VLC from the dropdown that should have access to the 

submission, if applicable.  
ii.​ If no VLC exists on the case, the fields will be disabled.  
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5.​ Navigate to the “Other Filings” subtab to see all previously uploaded “Other Filings”. 

a.​ Select the “Submission Type” to be navigated to the summary for the “Other 
Filing”. 

b.​ Select the pencil icon on the right of the entry to edit an existing “Other Filing”. 

 
 

Findings and Sentencing 

Enter Findings to Charges and Specifications 
7.​ From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
8.​ Select the “Case Number” to navigate to the Case Summary page. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
9.​ From the Case Summary page, 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.  

 
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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10.​In the “Pleas to Charges and Specifications” form, input the details of findings and select 

“Submit” to save the details to the case. 
a.​ Findings to charges are determined by the findings entered for each specification 

under the charge.  
b.​ Use the “General Nature of Findings” dropdown to select “Guilty to all charges 

and specifications”, “Not guilty to all charges and specifications”, or “Mixed 
findings”. This will auto-populate the findings to all charges and specifications. 

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.  
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11.​Following submission, the findings entered will be available in the “Pleas and Findings” 

subtab of the “Trial” tab. 
a.​ The entry may be edited by selecting the “Menu” icon in the grid and selecting 

the “Edit Findings” action, or 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 page. 
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3.​ From the Case Summary page, navigate to the “Post-Trial” tab and select the 

“Sentencing” action from the “Actions” list.  
a.​ Action is only available if there is a finding of guilty on any specification.  

 
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 Sentence” form, input the sentencing details and select “Submit” to save 
the details to the case. 

a.​ Based on the court composition and the sentencing composition, 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, input whether 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. 
c.​ Select the “Next” button once all necessary information is input. 

 
5.​ In the “Segmented Sentence” step of the form, input the segmented sentence for each 

specification with a guilty finding.  
a.​ For each specification with a term of confinement, input whether the confinement 

will be served consecutively and/or concurrently with any other term of 
confinement. 

b.​ Once all segmented sentence details are input, select the “Calculate Total” button 
to view the total confinement and fines input in this step of the form. 

 
c.​ Select the “Next” button once all necessary information is input. 
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6.​ In the “Sentence Details” step of the form, enter the details of the adjudged sentence 

elements by selecting the appropriate checkbox and inputting any additional details 
required.   

a.​ Select the “Override” option for confinement and/or fine to override the 
system-calculated segmented sentence totals totals. 

b.​ Select the “Next” button once all necessary information is input. 

 
7.​ If all non-draft specifications occurred December 27th, 2023, there is an additional step 

included in the sentencing wizard for  "Parameter and Criteria Sentencing". 
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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. 

 
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 
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a.​ Any confinement credit added through this action will be factored into the 
“Judicially Ordered Credit” and “Total Confinement Credit” fields 

 
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.​Review the form and select the “Submit” button to save the sentence to the case. 
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11.​Following submission, the sentencing details will be available in the “Sentencing” subtab 

of the “Post-Trial” tab. 
a.​ Segmented Sentencing, Confinement Credit, and Notifications sections are 

initially collapsed and can be viewed by selecting the corresponding section 
label. 

b.​ The entry may be edited by selecting the “Sentencing” action from the “Actions” 
list.  
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c.​ If the accused was actively in PTC/PTR, the active entry will end with a release 
date that matches the date of sentencing. 

Recommend Sentence 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 page.

 
3.​ From the Case Summary page, navigate to the “Post-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 “Recommend Sentence Suspension” form, input the details of recommended 

sentence suspensions and select “Submit” to save the details to the case.   
a.​ In the “Sentencing Details” step of the form, input whether the judge 

recommended to suspend a portion of the sentence. Select the “Next” button 
once all necessary information is input. 

 
b.​ In the “Military Judge Suspensions” step of the form, enter the portions of the 

adjudge sentence that are recommended for suspension by selecting the 
appropriate checkbox and inputting any additional details required. Select the 
“Next” button once all necessary information is input. 
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c.​ In the “Segmented Suspensions” step of the form, enter the portions of the 

segmented sentence that are recommended for suspension by selecting the 
appropriate checkbox and inputting any additional details required. Select the 
“Next” button once all necessary information is input. 

 
5.​ Review the form and select the “Submit” button to save the sentence to the case.  
6.​ Following submission, the sentence suspensions entered will be available on the 

“Sentence Suspensions” subtab of the “Post-Trial” tab. 
a.​ The suspension “Decision Status” will be set to “Pending” until the Convening 

Authority’s Action is input as part of the post-trial process. 
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7.​ Selecting the “Recommended Suspension” link will display a summary of the 

recommended sentence suspension entry.   
a.​ The entry may be edited by selecting “Edit Sentence Suspension” in the “Actions” 

list. 
b.​ Decision status and decision date will remain “Pending” until action is taken by 

the Convening Authority.  

 

Enter 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’s Summary page.
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3.​ From the Case Summary page, navigate to the “Post-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 “Sentence Deferment” form, input the details of the deferment and select the 
elements of the adjudged sentence to defer. Select “Submit” to save the details to the 
case.  

a.​ Select the appropriate sentence element to input the details of the deferral of that 
element. 

b.​ If the deferment is based on a deferment request by the accused, the details of 
the request are available for input. 

 
c.​ If the deferment is not based on a deferment request by the accused, the 

deferment details can be input directly. 

 
5.​ Following submission, the sentence deferments entered will be available on the 

“Sentence Deferment” subtab of the “Post-Trial” tab. 
a.​ The entry may be edited by selecting the “Edit” icon in the grid.  
b.​ Select the deferment “Source” to view a summary sentence deferment. 
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Post-Trial Motions 

Add Post-Trial Motion 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 page. 

 
3.​ From the Case Summary page, navigate to the “Post-Trial” tab and select the “Post-Trial 

Motions Hearing” action from the actions list.  
a.​ This action is only available if the case is in a post-trial status. 
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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 “Add Post-Trial Motions Hearing” form, input the hearing date and input the details 

of the post-trial motions hearing. Select “Submit” to save the details to the case. 
a.​ Input the hearing date, filing due date, and response due date. 
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b.​ Select a motions hearing judge from the dropdown. This field will default to the 
judge assigned to the case. 

c.​ Input the details of the hearing outcome, including whether the Post-Trial 39(a) 
session impacted any findings or the sentence. This information can be modified 
later and does not need to be input when the hearing is initially added. 

 
5.​ Following submission, the post-trial motions hearing will be displayed on the “Post-Trial 

Motions” subtab of the “Post-Trial” tab. 

  
6.​ Select the “Hearing Date” link to view a summary of the post-trial motions hearing, as 

well as a list of motions that are scheduled to be heard. 
a.​ The hearing details may be edited by selecting the “Edit Post-Trial Motions 

Hearing” action in the “Actions” list. 
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Add Motions to Post-Trial Motions Hearings 
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. 

 
3.​ From the Case Summary page, navigate to the “Post-Trial” tab and select the “Post-Trial 

Motions” subtab. Select the “Hearing Date” link to view a summary of the post-trial 
motions hearing that motions will be added to. 
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4.​ Select the “Update Post-Trial Motions” action from the actions list. 

 
5.​ In the “Update Scheduled Post-Trial Motions” form, review the post-trial motions hearing 

details and add or remove motions from the hearing. Select “Submit” to save the details 
to the case. 

a.​ Select the “Add” icon to add a motion from the grid of “Available Post-Trial 
Motions” to the grid of “Scheduled Post-Trial Motions”. 

b.​ Select the “Remove” icon to remove a motion from the grid of “Scheduled 
Post-Trial Motions”. The motion will now be displayed in the “Available Post-Trial 
Motions” grid. 
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c.​ Select the “Motion Type” link for motions in either grid to view a summary of the 
motion. 

 
6.​ Following submission, the added motions will be displayed in the grid of “Scheduled 

Post-Trial Motions” on the motions hearing summary. 
a.​ Additional updates to the grid of “Scheduled Post-Trial Motions” can be made by 

selecting the “Update Post-Trial Motions” action from the actions list. 
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Review and 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 page. 

 
3.​ From the Case Summary page, navigate to the “Post-Trial” tab and select the “Post-Trial 

Motions” subtab.  
a.​ To rule on a motion, select the “Menu” icon in the grid of “Scheduled Post-Trial 

Motions” or the grid of “Unscheduled Post-Trial Motions” and select the “Rule on 
Motion” action.  

 
b.​ This action is also available from the summary of a post-trial motion. Access the 

summary by selecting the “Motion Type” link in the grid of “Scheduled Post-Trial 
Motions” or the grid of “Unscheduled Post-Trial Motions”, then select the “Rule on 
Post-Trial Motion” action from the actions list. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
c.​ Ruling on motions can also be done on the “Home” tab by select the link in the 

“Task Type” column of the “My Tasks” grid to accept the task to “Review Motion” 
i.​ A task to review a motion is created any time a new motion is filed on a 

case that the judge is assigned to 
1.​ This excludes motion responses and replies 

ii.​ The user can view the type of motion filed in the “Task Type” column 

 
4.​ In the “Rule on Post-Trial Motion” form, input the ruling details by selecting the ruling 

status and upload a written ruling document. Select “Submit” to save the details to the 
case. 

a.​ Mark the motion as an Ex-Parte submission if applicable. If the motion is marked 
as Ex-Parte, only users of the filing party, as well as judiciary, court reporter/local 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

post-trial, and power paralegal users can view the submission and its related 
documents. 

b.​ If a ruling “Status” of “Granted” or “Denied” is selected, an additional field is 
available to record the “Ruling Details”. 

 
c.​ If a ruling “Status” of “Pending Motions Hearing” is selected, a grid of “Post-Trial 

Motions Hearings” is available. Select a post-trial motions hearing entry to assign 
the motion to the hearing. 

 
5.​ Following submission, the motion status will be updated and will be displayed on the 

“Post-Trial Motions” subtab of the “Post-Trial” tab. 
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a.​ The ruling may be edited by selecting the “Menu” icon, then selecting the “Rule 
on Post-Trial Motion” action.  

b.​ Existing tasks for this specific motion to “Review Post-Trial Motion” will be 
marked as complete. 

c.​ If the motion is not Ex-Parte, all parties on the case are notified of the ruling. If 
the motion is Ex-Parte, only the submitting party is notified. 

  
6.​ Select the “Motion Type” link for motions in either grid to view a summary of the motion 

and view the uploaded written ruling document. 
a.​ The ruling may be edited by selecting the “Rule on Post-Trial Motion” action from 

the actions list. 

 
 

Input the Outcome to Post-Trial Motions Hearings 
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 page. 

 
3.​ From the Case Summary page, navigate to the “Post-Trial” tab and select the “Post-Trial 

Motions” subtab. Select the “Hearing Date” link to view a summary of the post-trial 
motions hearing. 

 
4.​ Select the “Edit Post-Trial Motions Hearing” action from the actions list. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
5.​ In the “Edit Post-Trial Motions Hearing” form, review the post-trial motions hearing 

details and input the outcome details. Select “Submit” to save the details to the case. 
a.​ If the Post-Trial 39(a) session impacted and findings or impacted the sentence, a 

Post-Trial 39(a) STR document can be uploaded. 
b.​ If a Post-Trial 39(a) STR document is uploaded, a task to verify the STR will be 

assigned to the judge assigned to the case. 

 
6.​ Following submission, the hearing outcome and uploaded Post-Trial 39(a) STR 

document will be displayed on the post-trial motions hearing summary. 
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a.​ Additional updates to the hearing outcome can be made by selecting the “Edit 
Post-Trial Motions Hearing” action from the actions list. 

 
 
 

Post-Trial Actions 

Review STR 
1.​ From the NCORS Legal Case Management site, select the “Home” tab. 

 
2.​ Select the “Verify and Sign STR” task in the “My Tasks” grid. 

a.​ The task will be assigned following an action by the Trial Office to forward the 
STR for verification. 

 

3.​ Select “Digitally Sign STR” from the choice cards and select “Submit”. 
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a.​ Users can now select to “Digitally Sign the ROT” or to “Upload Signed STR” 
​  

 
 

4.​ Select “Yes” in the confirmation message box to digitally sign the STR 

​  
5.​ Review Digital Signature and select “Save” 
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6.​ Select “Yes” in the confirmation message box 
a.​ The Digitally signed STR can be viewed from the “Documents” tab of the case 

 

Review Transcription 
1.​ From the NCORS Legal Case Management site, select the “Home” tab. 
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2.​ Select the “Review Transcription” task in the “My Tasks” grid. 
a.​ The task will be assigned following an action by the court reporter to forward the 

transcription for verification. 

 
3.​ In the “Review Proofed Transcription” form, review the Transcription and Transcription 

Hearing details and input any decision notes. 
a.​ Form for USMC: 

 
b.​ Form for USN: 
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4.​ Select “Approve” to approve the Transcription. The transcription will be marked as 

verified. 
5.​ Select “Deny” to deny the Transcription. The transcription will be rejected and a 

notification will be sent to the court reporter assigned to the case alerting them that the 
transcription has been denied. 

6.​ If approved, the transcription documents can be viewed from the Record of Trial on the 
“ROT” subtab of the “Post-Trial” tab. 

a.​ Select the Record of Trial “Type” from the grid to view a summary of the record 
and all included documents. 

 
b.​ Transcription documents can be downloaded by selecting the document name in  

the “Record of Proceedings” grid. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 

Review and Forward ROT 
1.​ From the NCORS Legal Case Management site, select the “Home” tab. 

 
2.​ Select the “Review and Verify ROT” task in the “My Tasks” grid. 

a.​ The task will be assigned following an action by the court reporter to forward the 
ROT for verification. 

 
3.​ In the “Review Entry of Judgment” form, review the details of the Entry of Judgement 

and the Record of Trial. Select “Submit” to save the details to the case. 
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a.​ Select the Record of Trial section label to view a list of documents included in the 
Record of Trial. 

b.​ If the selected “Review Decision” is “Reject”, the ROT will need to be reviewed 
and resubmitted to the judge by the court reporter assigned to the case. 

c.​ If the selected “Review Decision” is “Verify” or “Modify and Verify”, upload a 
“Signed Entry of Judgement” document and a “ROT Verification” document. Upon 
submission, the ROT status will be set to “Verified”. 

 
4.​ Following submission, the reviewed Record of Trial can be accessed from the “ROT” 

subtab of the “Post-Trial” tab. 
a.​ Select the Record of Trial “Type” link from the grid to view a summary of the 

record and all associated documents, including the uploaded “Signed Entry of 
Judgement” document and “ROT Verification” document. 
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DuBay Hearings 

Create DuBay Hearing (Task) 
1.​ From the NCORS Legal Case Management site, select the “Home” tab. 

 
2.​ Select the “Set Date of Arraignment” task in the “My Tasks” grid. 

a.​ The task will be assigned to the judge selected in a prior task to “Set DuBay 
Hearing Details”. 

 
3.​ In the “Add DuBay Hearing”” form, input the hearing and Due Dates, Hearing Details, 

and Outcome. 

 
4.​ Select the “Submit” button to set the DuBay Hearing details. 

 

Rule on DuBay Hearing Motion 
1.​ From the NCORS Legal Case Management site, select the “All Cases” tab. 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

 
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. 
a.​ Trial Judiciary users can also complete this action as a task in their “My Tasks” 

grid on the home page. 

 

 
4.​ Complete the form and select “Submit” to complete the form. 
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5.​ Select “Yes” on the confirmation message to complete the action. 

 
6.​ Verify the updated status based on the ruling 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.. 

 
4.​ Enter the details of the ruling and select “Submit” to complete the action. 

 

 
Trial Judiciary User Guide 
Version 1.8.0, January 08, 2025 

​ Unclassified 
 



 

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. 

 

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 

 

 

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

icon 
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