HOWDO 1
CREATE FIRM ASSIGNMENTS

NOTE: You will need to assign the case and party attorneys separately from
assigning the firm.

To enter a new attorney or firm on a case click on the Case Applet, relationships,
case attorney list.
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NOTE: If the attorney files a Notice of Appearance and it is accepted through the
clerical queue then it will automatically add firm access. However, the case
attorney will still need to be assigned.

Click on the View/Create Case Firm Access button to enter an attorney.
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This screen shows all firms associated to that case and allows you to find firms to
grant access for that case.
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You can search by the firm nawmber name or district office.

h https://juvenile.utc glrts govfdemographlcstaseFlMUsMrea mode=list - Google Chr....= (=] i

al e 1AC ) p _reate | 5
& https://juvenile.utcourts.gov/demographics/CaseFirmAcceds Create?mode=list

Case: 955333 /ﬁnMﬁﬂt access:
r'd

LAZY TEST CASE
ZEBRA ® District Office District

&l carch

Name: Search by Firm Name

Search by Member Name

Firms Associated with Case

Firm Date Access

Members Date of Access Revoked

No records found.




SEARCH BY MEMBER NAME

If you click on “Search by Member Name” it will bring up this screen. You can
search by the attorney or paralegal’s name. Once the associated firm appears click

on the firm name.
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Once you have chosen the firm it will bring up this screen. If this is the correct
firm, you can click on the Grant Access to Case Button. You can also click on the
three person icon to see all of the members of that firm.
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This screen shows that the firm has been assigned. From this screen you can also
click on the “edit” button to edit the access of that firm to the case.
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SEARCH BY FIRM NAME

The next search option is “Search by Firm Name”. You will need to use the

percent sign as a search criteria to find thexaame of the firm. You can also search
by Firm Id number, if you know it.
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The process for assigning the firm will be the same from this point as explained
above.



SEARCH BY DISTRICT OFFICE

You can also search by the either the district office or the whole district. This will
bring up all the firms found within the gearch criteria.

NOTE: If the firm has not been created in the system you will not see it on this
list.
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The process for assigning the firm will be the same from this point as explained
above.



If the firm already has access to the case it will bring up this warning.
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The selected firm already has access to the case.
Or no more firms were found matching the search criteria.




REVOKE ACCESS

To revoke access to the firm, click on the “View/Create Case Firm Access” button.
Click on the “gdit” link
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