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About DISCUS

During the Courtroom Use Study staff in the participating districts used a specially-
devel oped software application called DISCUS (Data Input System for the Courtroom
Use Study) to enter scheduling and actual use information for the courtroomsin their
district. Prior to the start of the data collection period, atraining team was sent to each
district to teach court staff how to use the DISCUS application. This appendix is one of
the training documents used in the Wave 2 courts. Similar materials were used for the
Wave 1 training. This document provides an overview of the features of the DISCUS
application and gives basic instructions on how to enter both scheduling and actual use

information.
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What |1s DISCUS?

DISCUS isthe Data Input System for the Courtroom Use Study. It is a software application
built in Lotus Notes. Court staff who record information for the Courtroom Use Study will
record the information into DISCUS.

The software application has two components—referred to as “modules.” The Scheduling
module is the place where court staff record certain types of events scheduled for the future.
The Actual Use module is the place where court staff record events that have taken placein
courtrooms and certain other events that happen in other places.

The following sections describe more fully the DISCUS capabilities and the study require-
ments.

For staff in the Wave 2 districts, the data collection dates are March 19 through July 15 for
scheduling data and April 16 through July 15 for actual use data.



Accessing DISCUS

DISCUS is accessed via the Lotus Notes Client. If you need instructions for accessing
DISCUS and creating a bookmark, see the “Set-up Instructions for DISCUS” section of
the binder.

When you open DISCUS, the main menu appears. Below is a snapshot of the main menu
page.
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There are six buttons on the DISCUS main menu. Click on a button to select the desired
function.
e Enter Scheduling Data: Use this button to record all scheduling data.
e Enter Actual Use Data: Use this button to record all actual use data.
e About the Study: Use this button to access a brief description of the Court-
room Use Study.
e Contacts: Use thisbutton to find contact information for your FJC liaison.
e Help: Usethis button to find how-to information about each screen in DIS-
CUsS.
e EXxit: Usethisbutton to close DISCUS.

All personsin your district with DISCUS privileges have access to every record in DIS-
CUS. They can record, edit, cancel, and/or delete records for al judges and locations.



DISCUS: Scheduling

About the Scheduling Module

The “Scheduling Module” is the place in DISCUS where you must record all events scheduled
for your judge’s courtroom and certain other events scheduled for other places. Scheduling
dataisinformation about the expected use and availability of courtrooms and other spaces that
servein place of acourtroom. You will record scheduling datain DISCUS when you learn that
an activity or event will take place in the future. Y ou will also record scheduling datain DIS-
CUS when you know in advance that a courtroom will not be available for use.

Creating Scheduling Records in DISCUS

The “Scheduling Module” includes a Calendar View and a Detail View. The Calendar View
isthe place to start entering scheduling information, since thisis where you select the place
and date where events will be held. Y ou will then proceed to the Detail View, where more
specific information about the event can be recorded. Each of the views is described below.

The Scheduling Calendar View
Click on the “Enter Scheduling Data” button on the main menu. DISCUS will open to the

Calendar View. The example below shows the day view for January 29, 2007 in the Jef-
ferson City District Courthouse’s District Courtroom 3 Floor.

) Welcome I Lo kurphy - Calendar 3¢ @, Lari Murphy - Inbox XI B’ Scheduling Data X]

~ /SCHEDULING DATA|

ﬁ Courtroom Use ¥ WewEvent |25 Gote.. ~| District Courtroom 3rd Floor

3} Day ][3] Weak ]@ tanth ]

Monday
L January 2007 L4 29 January 2007]
Mo Tu We Th Fr Sa Su

1 2 3 4 5 6§ 7 7 am
g8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

[29]30 21 1 2 3 4 10am
11 am
Kansas City Diztrict Courthouse
[ SJefferson City District Courthouse 12 pm
District Courtroorm 3rd floor
[Eltagistrate Courtroom 2nd floor 1pm
Elchambers
=l Other Room 2pm
(1 Springfield District Courthouse Ipm
(1 Other Site
[ Training Examples 4 pm
|[:| Other Courtroom Yiews | 5pm




There are several features to note about the Calendar View:

1.

The name of the module is found in the upper left corner of the screen—in this
case, “Scheduling Data.” Always check to be sure you are recording datain the
correct module. In addition to the name, notice the color. The “Scheduling Mod-
ule” is highlighted in blue (the “Actua Use Modul€” is highlighted in green).

A courtroom name appears on the left and aso at the top of the screen. Thisis
your default courtroom—that is, the one your court liaison identified as the room
for which you would most often be entering data; most likely it is your judge’s as-
signed courtroom. When you first open the “Scheduling Module” DISCUS will
present the calendar view for your default courtroom.

On the left below the monthly calendar are listed the courtrooms and other loca-
tions where events might take place in your district. Notice that the roomsin your
version of DISCUS have been customized for your district.

4. The Cadendar View defaultsto today’s date.

At the top is abutton for “New Event,” which you will click when you want to re-
cord an event that is being scheduled for your judge’s calendar. Y ou can aso cre-
ate a new event and automatically schedule a one-hour block of time for that
event by double-clicking on the appropriate hour in the daily Calendar View. Also
at the top isthe “Go to” button, which is used to open, in a separate window, the
“Actual Use Module,” the “Help Module,” or the “Main Menu.”

J.ﬂ [ew Event Hib Goto ... "]

The “Formatting” button on the upper right allows you to choose the “Summarize”
option, which gives you a detailed view of events you’ve scheduled.

Formatting =

The “Other Courtroom Views” link on the lower left alows you to see the datain dif-
ferent ways—for example, by date, room, judge, or scheduler.

L+Other Courtroom Yiews
=] By Roorm

=] By Date

| By Judge I Other Ulzer

| By Scheduler

A lUnrezolved Events

=] Cancelled Events

The “Unresolved Events” option under “Other Courtroom Views” is avery important
feature (seeillustration at 7, above). It alows you to see any events you’ve scheduled
for dates in the past but that you haven’t yet “resolved”—i.e., events that haven’t ei-
ther been cancelled, rescheduled, or linked to an actual use event. Thisis a helpful



view for checking whether you’ve entered an actual use event for every event you’ve
scheduled.

9. The“Cancelled Events” view allows you to see al the scheduled events that have
been cancelled (seeillustration at 7). If you need to restore a previously cancelled
event, you can pull up the event under this view and click “Restore.”

The Scheduling Detail View

Thisisthe view where you will record specific information about an event you’re scheduling
for afuture date. Most fields are required, and you can’t save arecord until you have com-
pleted al fields. Since several of the itemsin the Detail View are defaults, you will have to
record only afew pieces of information in this view:

Event category and event type

Case identification

Event description

Whether the courtroom was the judge’s assigned courtroom and, if not, why not
Whether the time needed to schedule the event was longer than 45 minutes

agrLONE

The principle features to note in the Detail View are:

1. The“General Information” section of this view identifies the site, room, date, and time
for the event being scheduled. These items are carried over from the Calendar View,
but you can change them by using the pull-down menu(s) in this section.

General Information

TSite Mame: I.Jeﬁersu:un City District Courthouse j
“Roam Mame: IDistriI::t Courtroom 3rd Flaar j
"Datet lo1,2012007 1]

*Stant Titne - End Tirme: ‘1D:|:I|:I 2hd g| tD‘HﬂDAM g|'l haur




2.

3.

The “Event Information” section asks you to identify the “Event Category” and “Event
Type” for the event you’re scheduling.

Event Information

Case Proceeding Conducted by a Judge

*Event Categon:

Setup, Take-down, or Shart Adjournment
kaintenance {during normal court hours)
Uroccupied - Room Cannot be Used for Proceedings
Uroccupied - Judage is Away {for full days only)

Cther Uze

SO0 man

*Event Type: 1 Maturalization
' Judge Investiture or Attorney Swearing-ln
' Other Ceremaony

If you’ve chosen “Case Proceeding Conducted by a Judge” or “Other Case-Related
Activity” asthe event category, DISCUS requires you to record the case(s) you’re
scheduling. If you’re scheduling a number of short events of asimilar type—e.g., ini-
tial appearances or status conferences—you may enter them as a single event labeled,
for example, “multiple criminal cases.” If one of these events lasts longer than 30
minutes, however, we ask that the case number and time taken for that case bere-
corded in the caselist [e.g., 06-cv-123 (45 mins)].

A separate record must be created for each trial (i.e., the “multiple cases” function isn’t
appropriate), and each trial record must include the specific case name and/or number.
Y ou may also record the case name or number manually (the field is afree text field).

*Dacket £ Case Mame:

{ Sefect front caze fef -
ar fupe w1 ot caze d
perfira i fre formaf
fRackef F— Caze Mame)

4. DISCUS contains a nearly complete list of cases pending in your district (the list will

be updated every Monday during the study period). To identify the case(s) you’re
scheduling, you can click on the “Select Cases” button, which opens awindow like
the one on the next page. To sort by docket number or by plaintiff or defendant, sim-
ply click on the arrows to the right of those words. Putting a check next to an entry
selects it; entering multiple checks selects multiple cases. Click “OK” to populate the
casesin the Detail View. To search for aparticular case, smply start typing the
docket number; atext box will appear for you to enter the search string. Y ou can also
search by plaintiff or defendant; to do so, click on the arrows after “Plaintiff” or “De-
fendant” to select that column, then start typing your search string.



Check left column to gelect all that apply. Search by twping a docket number,

Docket# & Office & Plaintiff | |Defendant & Lok |

00-er-00000-001 i i irmi -
I;n'lal.;lélsle crirminal H
00-c-00000 0 hdultiple civil cases
00-cever-00000 0 Mixed civil and
criminal cazes
(00-rnj-00000-000 1] hultiple petty
criminal cazes
(00-r-0001 0-001 3 LIgA Story
(00-r-00064-001 3 WETS williams
00-cr-00067-000 3 LISA Gomes
00-cr-00065-000 3 LIgA Cox, et al
(00-zr-00099-000 3 (WEETS holyers
- e-N0 22000 e} [NE=F [Hemonne E|

5. The “Event Description” section asks for a brief description of the event, such as
“sentencing” or “jury trial.” It isafreetext field.

*Event Description: rJ

(frad

6. The name of the judgeis carried over as adefault. Y ou may changeit by using the
pull-down menu or entering the correct name manually.

*dudge: Inner, Giary j

Hm= er . 1i:
Haws . Sarah
Larzen, Robert =

Informa)laughrey, Manette
Hﬁachs, Huoweard ﬂ

7. DISCUS assumes the event is being held in your judge’s assigned courtroom, but if it
isn’t, DISCUS asks that you record that fact and then answer the question about why
the event was scheduled in a different location. This question isfound in the section
“Room Selection Information,” which is shown on the next page.



Room Selection Information

*Iz the Selected Room the ' Yes
Judge's Assigned @ g

Court ? .
auriraom 0 Judge does not have an assigned courtroom

*Reason(s) for [ &ssigned Courtroom Unavailable
Using this Room: [T Comvenience of Attomeys or Parties

ettt A eticpel) [T Handicap Acceszibilit
[T &vailahility of Computer ! Audio /Video Equipment
[T Awvailability of Space for Multiple Parties / Large Number of Spectators
[T #wailability of Defendant Halding Cell
[T fwailability of Jury Box
[T &vailahility of Special Security Features
[T Room 'Was &vailable f Mo Special Feature: Required
[T Preferred Mon-Courtraom Space for thiz Event
[T Ternporary Roorm Assignrment
[T Other

“Did the Meed to Use the 7 Yes

Selected Room Affectthe ¢~ g
Date or Time of the
Scheduled Event?

8. Recognizing that on occasion it may take an extraordinary amount of time to schedule
and reschedule an event, we ask that you report this information in the “Scheduling
Arrangements Information” section. If it takes you more than 45 minutes of actual
time (your time making phone calls, writing emails, etc, but not the days or hours that
may go by while you wait for areturn cal), then you should answer yesto this ques-
tion and answer the questions that follow.

Scheduling Arrangements Information

“Did the Time Required to © Ves

take Schedulingor @ g
Rescheduling Arrangements
far Thiz Proceeding
Exceed 45 minutes?

9. Onceyou’ve finished recording all the data, click the “Save” button at the top of the
screen. Note that DISCUS will not permit you to close arecord until you’ve com-
pleted al the required fields, which are marked with an asterisk. DISCUS will display
the message below if you recorded the event successfully.

status x|
L3
\lj) Event saved successfully,

Scheduling a Recurring Event

Many events, such as arraignments, motions days, trials, etc. occur repeatedly on aregular
schedule. DISCUS permits you to schedule these types of proceedings through a single en-
try using the “Repeat” function.



1. Schedule the event as you would any other event using the instructions on the proceed-
ing pages.

2. Before saving your entry, click on the “Repeat” button at the top of the screen. It’s lo-
cated near the “Save” button.

l_-lrhﬁave HEJ] Cloze ]nglﬂepeat... ]

3. A pop-up window appears, asking for information on how the event repeats. Create the
repeating event using the appropriate pull down menus and click “OK.” Remember
that the Repeat function defaults to the present day of the week—that is, if it’s Tues-
day, the Repeat function will default Tuesday. Make sure to click on the appropriate
day of the week for the event you’re scheduling.

Repeat Starting
IWeekIy 'I 10/05/2006 ﬂ
.......... __Cancel
[Every =l € uniil @ For
tonday - 4' IWeeks j
Tueszday
Wednesday J
¥ Thursday
Friday A

4. Click the “Save” button. The word “Repeat” will appear next to the event descrip-
tion to let you know it’s arecurring event.

Modifying, Canceling, and Restoring Scheduled Events

For any number of reasons, you may need to modify or cancel events you’ve already sched-
uled. You might also want to restore a previously cancelled event. Making such changesin
DISCUS isavery straightforward process.

Remember that there is no need to modify a scheduled event if you wish to modify only the
caselist. Thefinal case list can be recorded when the event is entered into the “Actual Use
Module.”

Modifying a Scheduled Event

1. Find the scheduled event you want to modify and double click on it to open it.



2. Click on the “Edit or Cancel Event” button at the top of the screen.

l_-l.ﬂ Edit or Cancel Event ] léﬂ Cloze

3. Make the change to the “General Information” section and any other sections as neces-
sary.

4. Scroll to the bottom of the screen.

Compl ete the “Change/Cancel Information” section. First, choose
“Change/Reschedule.” Then record the date when the court learned about the change.
Select al the reasons the event is being modified.

Change | Cancel Information
Thiz section is required if yvou are making changes orwould like to CAMCEL thiz event.

*hetiop: Change ! Reschedule

(sefecf CANMOEL ifyou wani 0 Cancel
fo complefal-remorve

fhrs avan

*Date an Which Reazon ﬂ
for the Change waz
First Knowen:

*Reaszon(s) farthe Change: [T Judge Needed to Reschedule

(check alfthrafapedd [T attorney ! Pary Meeded to Reschedule
[T Room Mot Available
[ Meeded ta Change to a Different Room
[ Changed fram Temporary to Final Boom Azsignment
[T Added Repeating Events to Existing Entry
[T Corrected Previously Entered Information
[ Added Mew Inforrmation
[ Other

6. Click “Save.” If your event isonein aseries of events, you have the option to make
the change for all events. In that case, choose “All Instances” (rather than “Just This
Instance”) and click “OK.”

7. After saving an event, DISCUS returns you to the Scheduling Calendar View for the
date and location you were viewing before editing the event. If you changed either the
date or the location while editing the event in the Scheduling Detail View, you will
have to navigate to that new date and/or location to see the saved event. If you’rere-
scheduling all instances of a multi-day event and your modification will span a week-
end or holiday, check to make sure that the individual days of the event have been
shifted as you intended. If any events have been shifted into weekends or holidays,
you will need to manually reschedule them.

10



Canceling a Scheduled Event
1. Find the scheduled event you want to cancel and double click to open it.

2. Click on the “Edit or Cancel Event” button at the top of the screen.

[Jﬂ Edit or Cancel Event HEH Cloze

3. Scroll to the bottom of the screen.

4. Complete the “Change/Cancel Information” section. First, choose “Cancel.” Then re-
cord the date when the court learned about the cancellation. Select all the reasons for
the cancellation.

Change f Cancel Information
This zection iz required if vou are making changes orwould like to CAMCEL thiz event.

*hction: Ch
(zafect CANCEL fpov want (@
fo completalrramowve
firiz avamd

ge fReschedule

*Date on Wwhich Reason far ﬂ
the Cancelwas First Known:

*Reazon(s) for Cancellation:  [] Casze iz Closed
(check ali that appfd [T Caze Setiled
[ Defendant Pled
[T Eventwill Not Be Held
[Tl Event Will Be Rescheduled Later
[T Scheduled Tirme Haz Passed [ Event Was Mot Held
[T Other

5. Click “Save.” The event has been cancelled.

Restoring a Cancelled Scheduling Event

1. Inthe Cdendar View, click on “Other Courtroom Views’ and then “Cancelled
Events.”

L Other Courtroom Yiews
=| By Room

By Date

By Judge f Other Uzer
By Scheduler
Unrezoleed Events
Cancelled Events

11



2. Choose the site and date on which the entry was originally scheduled (prior to
cancellation). Find the correct event and highlight it by clicking on it.

|Flnum Date | | | Judge f User Event Category Event Type

¥ Kansas City District Courthouse
¥ Caurtroom S
* 01,/11/2007
0200 Ak - 0300 AM Gary Fenner Casze Proceeding Conducted by a Judge Heating - Evidentiary |

b 01A10/2007

3. Click the “Restore” button at the top of the screen.

l_-lﬁ Restore Hgb Goto .. "’]

4. Once the event opens, change any information necessary.

5. Scroll to the bottom of the screen.

6. Complete the “Restore Information” section. Record the date when the court
learned about the need to restore the event. Then, select al the reasons the event
is being restored.

Reztore Information
Thiz zection iz reguired if vou would like to BESTORE thiz event.

*hction: W Restore
(zafact Basfore fyou want
fo razfora ffvz avamd

*Date on Which Beazon ﬂ
for the Restore
was First Known:

*Reazan(z) for [T Event Rescheduled

the Restors: [T Event Cancelled In Error
[ehack alf iraf appi ™ Other

7. Click “Save.”

Scheduling Record History

For all scheduling events, you can see arecord history, including who recorded the origi-
nal entry and when, and all modifications to the original entry. In the Detail View of an
event record, scroll to the bottom of the screen and click on “Record History” to seethis
complete record history. An example is shown on the next page.

12



|Record History

Created By: Lati MurphwEducation/FJC Created D ate: 011152007
Lazt Modified By: Lor MurphwEducationf/FJC Lazt Modified Date: 011872007
Activity Log:

1= 11152007 [Updated By Lori kurphy §f known date: 15252007)
-Judge Meeded to Reschedule
- Attorney [ Party Meeded to Reschedule

2x 1112007 [Updated By Lori turphy f known date: 15272007]
- Taze iz Settled

3= 11182007 [Updated By Lori kurphy §f known date: 1/172007]
- Event Cancelled In Errar

Resolving Scheduled Events

If there is a scheduling record in DISCUS, there must be some resolution of the sched-
uled event—i.e., it must be resolved through an actual use record, or it must be cancelled
or rescheduled. We’ve aready demonstrated how to cancel or reschedule a previously
scheduled event. Those are both done in the “Scheduling Module.” To resolve an event
that actually happened, create an event in the “Actual Use Module.” See the next section
for specific instructions for linking the actual use record to the scheduling record.

Below isthe “Unresolved Events” view in “Other Courtroom Views,” which alows you
to see which scheduled events have not been resolved. This view is refreshed each night.
If you’ve resolved the scheduled event (e.g., rescheduled it, canceled it, or created an ac-
tual use event and linked it) the event will disappear from the “Unresolved Events” view
the following day.

|Hoom Date | | | Event Information

* Jefferson City District Courthousze
* Digtrict Courtroorn 2rd Floor
* 0172007
0300 AM - 05:00 PM Gary Fenner [8 hours (Repeat)] — Jury Trial
-Docket#/ Case: 3:01-cw-02272 — Cobbsz v. bcGraff
- Event Category: Caze Proceeding Conducted by a Judge
- Event Twpe: Trial - Jury

* 011642007
0300 AN - 05:00 P Gary Fenner [8 hourz (Repeat)] — Jure Trial
-Docket® ) Caze: 3:01-c0-02272 — Cobbsg v, MoGraff
- Event Category: Case Proceeding Conducted by a Judge
- Event Type: Trial - Jury
* 01/15/2007
03004k - 05:00 P Gary Fenner [8 hourz (Repeat)] — Jure Trial

-Docket# 7 Cage: 3:01-c»-02272 — Cobbsz v, bMoGraff
- Event Category: Caze Proceeding Conducted by a Judge
- Event Type: Trial - Jury

13



DISCUS: Actual Use

About the Actual Use Module

The “Actual Use Module” isthe place in DISCUS where you must record all events that take
place in courtrooms and certain other events scheduled for places outside the courtroom.
What events should you record that occur outside the courtroom? Two types. Thefirstis
case-related proceedings conducted by ajudge with at |east one party present. Thiswould
include settlement conferences, status conferences, and any other event involving a case and
the parties, no matter where these events occur (e.g., in chambers, at the judge’s home, in a
state courthouse). The second is any ceremony—e.g., a naturalization ceremony, a swearing
in of new attorneys—conducted in some place other than the courtroom.

Actual use data records things that have already happened. Y ou will record actual use datain
DISCUS when you learn that an activity or event has taken place.

Creating Actual Use Records in DISCUS

The “Actual Use Module” includes a Calendar View and a Detail View. The Calendar
View isthe place to start entering actual use information, since thisis where you select
the place and date where events were held. Y ou will then proceed to the Detail View,
where more specific information about the event can be recorded. Each of the views is
described on the following pages.

The Actual Use Calendar View

To access the “Actual Use Module,” go to the DISCUS main menu and click on the “En-
ter Actual Use Data” button. Or, if you already have the “Scheduling Modul€” open, use
the “Go to” button and click on “Actual Use Data.” The module will open to the Calendar
View. The example on the next page shows the day view for January 29, 2007 in the Jef-
ferson City District Courthouse’s District Courtroom 3 Floor.

14



/ @ \  Courtroom Use HS District Courtroom 3rd Floor
| g |
"/ ACTUAL USE DATA

3 Day ]@j Weelk ]@ onth I Formating

Monday
4  January 2007 + 29 January 2007]

Mo Tu

We Th Fr Sa Su

12
8 8
15 18
22 23

[20] 30

3 4 5 & 7 7am
1011 12 13 14
17 18 19 20 21
24 25 26 27 28
12 3 4

[ IKansas City District Courthouse

[ =rJefferson City District Courthouse 11 am
& District Courtroom 3rd floar
=l Magistrate Courtroom 2nd floor 12 prn
=l Chambers
=l Other Roam

[_1Springfield District Courthouse
__10Other Site
I Training Examples

|J Other Courtroom Yiews

There are several features to note about the Calendar View:

1.

The name of the moduleis found in the upper left corner of the screen—in this case,
“Actual Use Data.” Always check to be sure you are recording data in the correct
module. In addition to the name, notice the color. The “Actual Use Module” is high-
lighted in green (the “Scheduling Module” is highlighted in blue).

A courtroom name appears on the left and also at the top of the screen. Thisisyour
default courtroom—that is, the one your court liaison identified as the room for which
you would most often be entering data; most likely it is your judge’s assigned court-
room. When you first open the “Actual Use Module” DISCUS will present the calen-
dar view for your default courtroom.

On the left below the monthly calendar are listed the courtrooms and other locations
where events might take place in your district. Notice that the roomsin your version
of DISCUS have been customized for your district.

The Calendar View defaults to today’s date.

At the top is abutton for “New Event,” which you will click when you want to record
an event that has happened.

Also at the top isthe “Go to” button, which is used to open, in a separate window, the
“Scheduling Module,” the “Help Module,” or the “Main Menu.”

_-Iﬂ Mew Event Hib Goto ... "’]

15



7. The “Formatting” button on the upper right allows you to choose the “Summarize”
option, which gives you a detailed view of events you’ve recorded.

Formatting =

8. The “Other Courtroom Views” link on the lower |eft allows you to see the datain dif-
ferent ways—for example, by date, room, judge, scheduler, or link status.

= Other Courtroom Yiews
Eiy Room
Ely Date
Ely._ludgeIOtherUser
Ely Scheduler
E=] Link Status

The Actual Use Detail View

Thisisthe view where you record information on an event that has been held and also where,
if the event was previously recorded, you can edit or delete it. Most fields are required, and
you can’t save arecord until you have completed al fields.

The principle features to note in the Detail View are:

1. The“General Information” section of this view identifies the site, room, and date
the event occurred. These items are carried over from the Calendar View, but you
can change them by using the pull-down menu(s) in this section. The only infor-
mation you have to record in this section are the start and end times, which you
can enter either manually or by clicking on the respective clocks.

General Information

"Bite Marne: I-.lefferscun City Disgtrict Courthouse j
*Room Mame: IDistriu:t Courtroom 3rd Flaar j
“Date: 911772007 18|
[ Copy Scheduled Event Infarmation l
*Start Time - End Tirme: ghﬂ g|

16



2. If thereisat least one previously scheduled event (in the “Scheduling Modul€e”) on
the date and in the courtroom you’ve selected, a “Copy Scheduled Event Informa-
tion” button will appear in the “General Information” section. Click on this button to
see alist of events scheduled for that date and location. Highlight the event you want
(i.e., the one you want to create an actual use record for) by clicking on it and then
click “OK.” Thiswill pull all scheduling data over from the “Scheduling Module.”
Note that you can create an actual use record without a corresponding scheduling
event, since not all events that occur are scheduled in advance (e.g., an emergency
hearing, a sudden settlement conference).

Select Event B

Highlight desired event. Press OF to copy infarmation.

Judge f User| |Docket #f / Caze Hame Event Type Event | (] I

0900 &M - U500 PM Gary Fenner F01-cv-02272 - Cobbs v, Trial - Jury Case F
b G raff Condu

Judoe

3. If you’ve successfully copied the scheduling information, the word “Linked” will ap-
pear in the upper right-hand corner of the Detail View.

Linked

4. OntheDetall View screen, the “Event Information” section asks you to identify the
“Event Category” and “Event Type” for the event you’re scheduling. If you copied
the information from a scheduled event, thiswill aready befilled in.

Event Information

Case Proceeding Conducted by a Judage
Other Caze-Related Activity
Ceremaony

*Event Category:

General Education, Training, or Qutreach

Set-up, Take-down, or Short Adjournment
Maintenance {during normal court haurs)
Unoccupied - Room Cannot be Uszed far Proceedings
Unocoupied - Judge ig Aweaw for full davs only)

Other Use

*Event Twpe: Hearing - Evidentiar

Hearing - Mon-Evidentiarny

Conference

Trial - Bench

Trial - Jure

Grand Jury Proceeding

hMultiple Short Proceedings of Different Tvpes

sNeNeNCHeoNeNoNsINeNoNe e N N NaNe O

Other Caze Proceeding

*Dacket # 1 Case Mame:

{Jafect from caze ief =
or e i one case 3:01-cw-02272 — Cobbs v, McGraff 4

parline in ffre formar
Dockaf F— Caze Mamea)
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5. The “Select Cases” button can be used to search for and select case(s); it works ex-
actly asit does in the “Scheduling Module.” Case information is required for all
events categorized as “Case Proceeding Conducted by a Judge” or “Other Case-
Related Activity.” If anumber of short events of asimilar type occurred, you may en-
ter them as a single event labeled, for example, “multiple criminal cases.” If one of
these events lasts longer than 30 minutes, however, we ask that the case number and
time taken for that case be recorded in the case list [e.g., 07-cv-971 (35 mins)].

The time for each trial must be recorded separately and must include the specific case
name and/or number. Y ou may also record the case name and/or number manually
(thefield isafreetext field).

6. The “Event Description” section asks for a brief description of the event, such as
“sentencing” or “jury trial.” It isafreetext field.

*Event Dezcription: rJ

(hrraf

7. The name of thejudgeis carried over as adefault. Y ou may change it by using the
pull-down menu or entering the correct name manually.

*dudge: Fenner, Gary j
Haws: . Sarah
Larzen, Robert

InformallLaughrey. Manetts

% Sachz . Howard

8. The “Event Information” section asks, “Is This a Continuation of a Previous Actual
Use Event?’ Choose “Yes” only if this actual use event is connected to another actual
use event. And when asked to identify which event it’s connected to, enter the imme-
diately preceding date on which the event was held. For example, if it’s the end of the
day on Wednesday and you’re recording time for a multi-day trial that began Monday

morning, you’ll answer yes (because the event is a continuation of a previous actua

use event), and, when asked for the date of the previous event, you’ll give Tuesday’s
date, which isthe immediately preceding date.

*z Thiz a Continuation afa O Yes

FPrevious Actual Use Event? & ND
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9. The“Event Information” section also asks, “Did the Proceeding Start Within 15 Min-
utes of the Scheduled Time?” Answer the question accurately, and answer any subse-
guent questions asked. For an event that begins after an adjournment (e.g., afternoon
session of atrial), answer the question based on the time the judge said the proceed-
ing should resume.

*0id The Proceeding Start % Yes
Within 15 Minutes afthe ¢ g

i 2
sienzeltlng TimeT " Proceeding was not scheduled in advance

10. DISCUS assumes the event is being held in your judge’s assigned courtroom, but if it
isn’t, DISCUS asks that you record that fact and then answer the question about why
the event was scheduled in a different location. This question is found in the section
“Room Selection Information.”

Room Selection Information

*g the Selected Room the fes
Judge's Assigned @ g

Courtroom? - .
" Judge does not have an aszigned courtroom

*Reasoniz) far [ Aszigned Courtroom Unavailable
Using thiz Roorn: [T Convenience of Attarneys or Parties

{eheck alf that o)) - Handicap Accessibility
[T &wailability of Cornputer f Audio § Video Equipment
[T &wailability of Space for Multiple Paries / Large Mumber of Spectatars
[T &wailability of Defendant Holding Cell
[T Availability of Jury Box
[T Availability of Special Security Features
[ Room Was Available f Mo Special Features Required
[T Preferred Mon-Courroom Space for thiz Event
[T Other

11. Thelast section in the Detail View is “Related Activity Information.” This section of
DISCUS, which is shown on the next page, is intended to provide you atimesaving
way to capture the time spent by others in the courtroom either before or after the
main event (i.e., before or after the case proceeding, ceremony, etc.) that was held in
the courtroom. This section is also the place to record short adjournments (20-59 min-
utes long). Always record the main event first, and then include the related activities.
DISCUS will automatically create separate events on the calendar for each activity.

Remember that for purposes of the study, “court staff”” includes courtroom deputies,
judicial assistants, court security offices, court reporters, interpreters, I T staff, and so
on. “Attorneys” includes not only the lawyers but also their clients and witnesses.

Y ou do not need to record the time for each individual who isin the courtroom. We
want you to capture only the time of the earliest arrival and the final departure for
each category of personsin the room.
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12.

13.

Related Activity Information

Court Staff Time: | g‘tn| g|
Set-up or Preparation feneme I ﬁ}‘ul %I
Before Proceeding Judge Time: S 1 <)
or Bvent Other Time: | g‘|:| g|

Explain Other: |
Court Staff Time: | g‘|0| g|
koo or Wrapa Attarney Time: I ﬁ} th ﬁl
After Proceeding Judge Time: @ | @
orEvent Other Time: | g‘|:| g|

Explain Other: |7 4
Adjournment Time: | g‘|0| g|
Shortaoumment Adjournment Time: | g‘|0| g|
During F'racaeédingt Adjournment Time: | g‘|0| @|

or Even

(2010 54 minutes) Adjournment Time: | a,.| 5]
Adjournment Time: | g“o| @|

Related activities cannot be added to an actual event record once that record has been
saved. If you have to enter time for related activities after you’ve already saved the
record for the main event, you’ll have to create a new record for each related activ-
ity—i.e., for court staff, for attorneys, for others, and for adjournments. In the new re-
cord, you’ll use the “Event Category” titled “Set-Up, Take-Down, or Short Adjourn-
ment.” Because this takes more time, you want to try, if at all possible, to report re-
lated activities in the main event record rather than separately.

Thereis another instance in which you’ll have to use the “Event Category” titled
“Set-Up, Take-Down, or Short Adjournment.” That is when you prepare for an event
or wrap things up afterward on aday other than the day of the event. Y ou may, for
example, set up the special proceedings courtroom the day before a naturalization
ceremony. Or you may remove materials from the courtroom the day after holding an
education program for high school students. In such instances, you would report your
time in a separate record, using “Set-Up, Take-Down, or Short Adjournment” to de-
scribe your time.

Once you’ve finished recording all the data, click the “Save” button at the top of the
screen. Note that DISCUS will not permit you to close arecord until you’ve com-
pleted al the required fields, which are marked with an asterisk. DISCUS will display
the message below if your recorded the event successfully.

status______ x|

\!.J) Event saved successfully,
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Modifying or Deleting Actual Use Events

For any number of reasons, you may need to modify or delete actual use events. Making
such changesin DISCUS is avery straightforward process.

Modifying an Actual Use Event

1.

2.

Find the actual use event you want to modify and double click on it to openiit.

Click on the “Edit or Delete Event” button at the top of the screen.

_1.5 Edit or Delete Event HEJ:I Cloze ]

Make the change to the “General Information” section and any other sections as neces-
sary.

Scroll to the bottom of the screen.

Compl ete the “Change/Del ete Information” section. When modifying a record, choose
“Change.” Then record the date when the court learned about the change. Select all the
reasons the event is being modified.

Change f Cancel Information
Thiz zection iz required if you are making changes or would like to CAMCEL thiz event.

*action: % Change /Reschedule

(zafact CANCEL Frovwant 0 Cancel
fo complefefrremare

fire evemd

*Date on Which Reazon ﬂ
for the Change was
Firzt Known:

*Reazan(s) far the Change: [ Judge Needed to Rescheduls

(eheck afl thafapp) [0 Attarney f Pary Meeded to Rezchedule
[T Roorn Mot &vailable
[T Meededto Change to a Different Room
[T Changed from Temporary to Final Room Assignment
[T Added Repeating Events to Exizting Entry
[T Corrected Previously Entered Information
[T Added Mew Information
[T Other

6. Click “Save.”
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7. After saving an event, DISCUS returns you to the Actual Use Calendar View for the
date and location you were viewing before editing the event. If you changed either the
date or the location while editing the event in the Actual Use Detail View, you will
have to navigate to that new date and/or location to see the saved event.

8. Any actual use “Related Activity” event (e.g., time staff or attorneys spend setting up or
taking down) will not automatically be changed when you modify amain event. You
will have to manually edit each of the related activities separately. While DISCUS al-
lows you to save timeinitially by entering related events along with the main event, it
prevents you from automatically editing or deleting all related events simultaneously.

Deleting an Actual Use Event
1. Find the scheduled event you want to delete and double click to open it.

2. Click on the “Edit or Delete Event” button at the top of the screen.

_-I.j Edit ar Delete Event HEH Cloze ]

3. Scroll to the bottom of the screen.

4. Complete the “Change/Delete Information” section. When deleting a record, choose
“Delete.” Then record the date when the court learned about the need to delete the re-
cord. Select all the reasons for the deletion.

Change f Delete Information
Thiz zection iz required if wou are making changesz orwould like to DELETE thiz event.

*hction: (0 Change

(rafecf QELETE ifyow wanifo ¥ Delete
permanentiremove this ;

v
*Date an ‘Which Reazaon for ﬂ
the Delete was First Known:

*Reazoniz) for Deletion: [T EventEntered in Error
(eheck alfthafappdd [T Event'was MotHeld

[ Other

5. Click “Save.” The event has been deleted. The “Actual Use Module” does not have a
“Restore” option. Once an event has been deleted, it cannot be restored. If you’ve de-
leted the event in error, simply create a new scheduling record for the event. Don’t
forget to link it to the scheduling record (if there is one).
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Actual Use Record History

For al actual use events, you can see arecord history, including who recorded the origi-
nal entry and when, as well as al modificationsto the original entry. In the Detail View,
scroll to the bottom of the screen and click on “Record History” to see this complete re-
cord history.

\Rocord History

Created By Lot Murphy/Education/FJC Created Date: 01182007
Lazt bodified By: Lori MurphwEducation/FJC Last hModified Date: 017182007
Activity Log:

1> 17182007 [Updated By Lori burphy § known date: 151 8r2007]
- Caorrected Previouzly Entered Information

Linking Actual Use Events to Scheduled Events

The “Link Status” option under “Other Courtroom Views” is used to see whether actual use
records have been linked to corresponding scheduling records. If there is a scheduling re-
cord in DISCUS, there must be some resolution of the scheduled event—i.e., it must be re-
solved through an actual use record, or it must be cancelled or rescheduled. If an actual use
record is linked to a scheduling record, a handshake icon will appear, as shown below. (See
page 19 for adiscussion of linking actual use and scheduling records.)

¥ Digtrict Courtroom 3rd Floor
¥ 01/18/2007
b 014172007
b 01/16/2007
¥ 11 /15/2007
03:05A4M - DLOOPM 15 Gary Fenner [3 hrs 55 mins] — Jury Trial
-Docket #7 Case: 3:01-cv-02272 — Cobbs v. McGraff
- Event Category: Casze Proceeding Conducted by a Judge
- Event Type: Trial - Jury
01:00PHM - 0:00PM @ Unoceupied [5 hours] — Trial exhibits in the courtroam.
- Event Category: Lnoccupied - Room Cannot be Used for Proceedings
- Event Type: Casze hdatenialzs f Equipment in Room for Ongoing Proceeding
v /122007
03:03AM - 1217 PM Gary Fenner [3 hre 14 ming] —week long trial
- Diocket #/ Case: 3:00-cr-00010-001 — US4 . Stony
- Event Category: Case Proceeding Conducted by a Judge
- Event Type: Trial - Jury
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If an event in this view does not have a handshake, but you know it should be linked to a
previously scheduled event, you can link it after the fact. In the “Link Status” view, dou-
ble click on the actual use event you want to link. On the “Detail View” screen, click the
“Edit or Delete” button. Click the button in the “General Information Section” that says
“Link to Scheduled Event Only.”

Link ta Scheduled Event Only

Select the event you want to link to and click “OK.” The word “Linked” will appear in
red at the top right of the screen.

Scroll to the bottom of the screen. In the “Change/Del ete Information” section, complete
the information and select “Created Link to Scheduled Event” as the reason for the
change.

Change f Delete Information
Thiz gection iz required if vou are making changes orwiould like to DELETE thiz event.

*Action: ™ Change
(safecf QELETE frowwanffo O Delete
pEnmaneniicranrare fus
e

*Date on Which Reazon 0172202007 18
forthe Change was
First Known:

*Reazonis) far the Change: [ Corrected Previously Entered Information
(eheck alf that app) [T Added Mew Information
W iCreated Link to Scheduled Event
[T Other

When you go back to the “Link Status” view, you will immediately see the handshake for
the event you just linked.
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