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PJ/PACM – CPCMS Best Practices

Calendar Enhancements
Calendaring is the administrative process of setting the court schedule and assigning particular court resources to the schedule, such as court staff and rooms.  In addition to setting the holiday schedule, the court schedule and assigning particular court resources, calendaring may include the configuration of the schedule to facilitate the constraining of events that may occur within the calendar.  In CPCMS, setting aside a block of time for a court event is called a Calendar Entry.

Case Calendar Events are cases that are scheduled for a court event, such as scheduling cases for their arraignment, trial or sentencing.  It is important to remember that cases do not have to be scheduled for Case Calendar Events that correspond with the Calendar Entry type. For example, a plea or sentencing event may be scheduled into an existing calendar entry of Miscellaneous Court.
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Calendar Entry Type Rules
Default Rules establish the initial rules a Calendar Entry will use.  An example of a Calendar Entry Rule would be setting a room max of 50 cases. Once 50 cases have been scheduled into the Calendar Entry, no more cases can be scheduled until the rule is modified.  It is possible to modify the rules either for specific instances of the Calendar Entry or the Default Rules.

	ACCESSING CALENDAR ENTRY TYPE RULES
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	CALENDAR ENTRY TYPE RULES
The Calendar Entry Type Default Rules Summary displays the specific rules associated to a Calendar Entry.
Default Rules can be added or modified for a given Calendar Entry Type by clicking Edit/View.
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	ADDING RULES

All rules are listed in the rule type dropdown.
Any rule added would also need a corresponding count, stating the amount that should apply to the rule.
Some rules require a Count Type:
Limit means the rule cannot be more than the count for the rule.

Reserve means to block off a number of slots. For example, reserve three slots of Case Calendar Events for a Public Defender.
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	RULE TYPES

Counsel – The active attorney with the appropriate Representation Type will be considered when scheduling cases into that Calendar Entry.
Custody – “In Custody on Case” looks at the case you are scheduling to see if they are marked “In Custody” on the case. “In Custody on another Case” looks at what the custody status is for all cases attached to the person.

Event Track – Create a rule based on the Event Track.

Event Type – Create a rule based on an Event Type.

Room Max – A required rule for setting the total number of cases that can be scheduled in the Calendar Entry.


Calendar Dashboard

The Calendar Dashboard is a key management screen that displays multiple Calendar Entries and their corresponding Case Events. The Dashboard is used to monitor and manage the Calendar Entries, Rules, and to reschedule Case Calendar Events.

	ACCESSING CALENDAR DASHBOARD
Calendars ( Entry Administration ( Calendar Dashboard
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	CALENDAR DASHBOARD
The Calendar Dashboard is split into three panels. 

The Calendar Entry panel displays specific court sessions and tracks rules applied to specific Calendar Entries.

The Rules panel displays the specific rules for the selected Calendar Entry.
The Listing Details panel displays specific cases and case calendar events for the selected Calendar Entry.
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	MANAGING THE CALENDAR DASHBOARD

The Refresh button updates the screen so the latest information, such as case counts, room max, or counts on other rules is displayed.
Rules can also be adjusted from the Calendar Dashboard by clicking the Edit Rules button.
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Modify Calendar Entries
Calendar Group Administration is used to set up Calendar Groups and to grant read/write permissions to users.  Calendar groups provide a way to organize entries on calendars within CPCMS and allow filtering of calendar content.
	ACCESSING MODIFY CALENDAR ENTRIES
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	CALENDAR GROUP

Used to edit an existing Calendar Group to add new users to the group when new staff members are hired.

The appropriate security access to the Calendar is granted through this screen.
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	MODIFY ENTRIES

The Modify Entries checkbox determines whether the user has permissions to create Calendar Entries.

If the Modify Entries checkbox is unchecked for a specific user, the user will not be able to create or edit Calendar Entries.

Without this access Calendar Entry Type Rules cannot be added or edited.
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