MILITARY JUSTICE NOTEBOOK –

DATA ENTRY GUIDANCE

When Required:  Use of law manager is required for all Coast Guard courts-martial.  A matter must be opened in the Military Justice Notebook upon the earlier of: (1) the legal office begins working with a command or CGIS on an investigation that may lead to charges under the UCMJ, to include all investigations predicated upon an unrestricted report of sexual assault; (2) preferral of charges; or (3) imposition of restraint under RCM 304(a)(2)-(4).  SJA’s have the option of opening matters in the Military Justice Notebook to track other military justice matters (e.g. NJP case, NJP appeals), based on local needs.

By Whom:  Data entry is the responsibility of the cognizant SJA.

General:  Data entry in the military justice notebook works in the same way as other law manager notebooks.  An attempt was made in designing the fields to make them intuitive and to reduce the number of ways in which data could be entered (in order to promote uniformity of data entry).  The data entry table below is meant to provide guidance on entering data in specific fields.  Please feel free to call CG-0946 with questions/concerns.

Caveat:  This is a work in progress.  CG-0946 is sure that we haven’t anticipated all the issues that will arise in implementing this system; however, we have to implement it in order to work out the kinks.  Please call CG-0946 to discuss any data entry frustrations, program limitations, or confusion over how to handle a certain scenario.  Open and frank communication will allow us to come up with the best way of handling a given scenario and allow us to pass that information to the rest of the field to ensure uniformity of data entry.

DATA ENTRY TABLE

MAIN SCREEN – required 
	Data Field
	Comments

	Matter #
	Generated by the database after user opens new case 

	Command
	Enter Accused’s command.  Type in the first few letters of the command before hitting the pull-down arrow to narrow the search.  Begin with “CGC” for cutter, D# for a District (e.g. D1), ANT, Sector, STA, MSU, DCMS, LANT, & PAC.  

	Accused
	Enter last name, first name.  The pull down menu is populated by data imported from Direct Access.  Do not enter a “new” entry if the member is already entered, merely update the information linked with that name.

	Case Type
	Enter the appropriate choice from the pull down menu.  Courts-martial are required to be entered in the Military Justice Notebook.  SJAs may use the notebook to track additional matters such as NJPs.  “Investigation” may be used where charges have not yet been preferred, or in cases where charges have been preferred, but not yet referred (e.g. Article 32 Investigation).

	Date Opened
	Enter the date the matter was opened in law manager.

	Date Closed
	Enter the date the matter was closed.

This is the date that the final action is completed in this case and should conceptually be the same thing as sending it to the file room. Do not check the Date Closed box when forwarding a ROT to CG-0946.  CG-0946 will close the case when all action is final.

	Pretrial Restraint
	Check the appropriate box and enter the date that restraint was imposed if appropriate.

	Speedy Trial Clock
	Generated by the database.  This field calculates the 120th day after the earlier of the date pretrial restraint imposed or charges preferred.  It is a virtual field so it will only calculate after you save data then refresh the notebook.  The field is programmed to add additional days to the clock for excludable delay entered in the Calendar tab.

	Remaining Days
	Generated by the database.  Shows a countdown to day 120.

	Docket # fields
	Enter the Docket number assigned by the appropriate court.

	Special Interest & Note
	Check this box if the case meets the criteria defined for Special Interest cases.
 Enter a brief explanation for the special interest in the NOTE box located just below the Special Interest and CG-0946 boxes.

	Forwarded to CG-0946
	Check this box once the ROT has been shipped to CG-0946.  This field acts as switch.  When the box is not checked, CG-0946  can see but not edit the case.  When the box is checked, the originating office can see but not edit the case, and CG-0946 gains edit permissions.


NOTE: The default view for the Charges Tab is the “detail view.”  In order to enter more than one charge/specification, you may either press the far right arrow key with the asterisk or toggle to the “tabular view” to enter data in the next empty row.  As with all law manager applications, data may be entered in either the tabular or the detail view depending on the user’s preference. 

CHARGES TAB - required

	Data Field
	Comments

	Charge
	Enter Number from pull-down menu.
  Scroll to the bottom of this list for “Additional” charges.

	MCM Year
	The Article and paragraph numbers are based on the 2008 edition of the MCM.  As new editions of the MCM are published, changes will be made to Law Manager accordingly.  This field alerts the user as to which edition has been used for automated entries such as the draft specification.

	Spec No.
	Enter the number of the specification in roman numerals (1, 2, 3, etc.)  If there is only one specification, leave blank.

	Article
	Enter the number of the Punitive Article from the pull-down menu.

	Paragraph
	Enter the paragraph number from the pull-down menu.

Note:  With the exception of article 134, only one paragraph number matches any particular article.  Make sure you select the article first in order to have the appropriate paragraph show up in the pull-down menu.  The paragraph selected drives the pull-down menu for the sub-paragraph field and the sample specification.

	Sub-paragraph
	Enter the appropriate sub-paragraph number from the pull-down menu.  This is important for Articles that encompass more than one offense, such as Article 92.  Selecting the correct sub-paragraph will ensure the proper draft specification appears.

	Offense
	Generated by the database based on the paragraph/sub-paragraph fields.

	Specification
	You can choose to enter the appropriate modifications to the sample specification provided from the Military Judge’s Bench Book.  When completed, these blocks may be “cut & pasted” directly into a DD-458. Detailed entry of the exact specifications that would be included on the DD 458 is not required in Law Manager.

	Charge Preferred
	Check the appropriate box and enter the date.

	Charge Referred
	Check the appropriate box and enter the date.

	Withdrawn
	If a charge is withdrawn, check the appropriate box and enter the date.

	Plea
	Check the appropriate box.

	Finding
	Check the appropriate box.

	Convening Authority
	Check the appropriate box.

	TJAG
	Check the appropriate box.

	CGCCA Remanded
	Check if appropriate.

	CGCCA
	Check the appropriate box.

	CAAF
	Check the appropriate box.

	SC Cert. Denied
	Check if appropriate.

	SC Remanded
	Check if appropriate.

	U.S. Supreme Court
	Check the appropriate box.


CALENDAR TAB – required for excludable delay and Forwarded CG-0946  date
	Data Field 
	Comments

	Due Date
	Enter Date Event is due.

	Completed Date
	Enter Date Event is completed.

	Delay Event
	Enter event from the pull down menu.  

Note:  For excludable delay “Due date” is the date the delay begins and “Completed” is the date the delay ends.  Once this data is saved and the notebook refreshed, the Speedy Trial Clock field will recalculate to account for the number of days of excludable delay. 

	Forward Event
	Enter event “Forwarded to CG-0946” and enter the date of the forward.  This must be done before the box is checked in the main section. 

	Note
	Enter any comments desired.

	Status
	Enter status from the pull-down menu.

	Assigned
	Enter the name of the person responsible for that event.

Enter last name, first name.  The pull down menu is populated by data imported from Direct Access.  Do not enter a “new” entry if the member is already entered, merely update the information linked with that name.

	Priority/Docket #
	Use as desired.


RELATED MATTERS TAB – required if related matters exist

	Data Field
	Comments

	Relationship
	Enter appropriate relationship from the pull-down menu.

	Matter #
	Enter the matter # for the related matter.  Only matters within the Military Justice Notebook can be related.  If the case is related to matters located in other notebooks, that fact should be documented in the “Notes” tab.

	Sort
	Use as desired.


PLAYERS TAB - optional
	Data Field
	Comments

	Player Role
	Select appropriate role from the pull down menu.

	Name
	Enter the name of the person associated with that role.

Enter last name, first name.  The pull down menu is populated by data imported from Direct Access.  Do not enter a “new” entry if the member is already entered, merely update the information linked with that name.

	Note
	Enter any comments desired

	Unit/Sponsor/Service
	Generated by database using information associated with name selected.


DOCUMENTS TAB - optional
	Data Field
	Comments

	Date
	Enter date of document

	Type
	Enter type of document from pull down menu.  This field is shared with all other matter notebooks so has many non-military justice entries.   Removing the extraneous entries is not possible, but adding additional military justice choices is.  Please contact CG-0946 for assistance.

	Title
	Enter the title of your document.

	Status
	Enter the status of your document

	Private
	Check this box to limit access to your document

	Application
	Enter the application format of your document

	File Name
	Enter your document’s file name


TIME ENTRY TAB - optional
	Data Field
	Comments

	Date
	Enter date of action.

	Player
	Enter name of person taking action.

Enter last name, first name.  The pull down menu is populated by data imported from Direct Access.  Do not enter a “new” entry if the member is already entered, merely update the information linked with that name.

	Description 
	Enter a description of the action taken.

	Task
	Enter appropriate task code from the pull-down menu.

	Activity
	Enter appropriate activity code from the pull-down menu.

	Time Spent
	Enter time spent in quarter hour increments


NOTES TAB - optional

	Data Field 
	Comments

	Note Type
	Generated by the database to default – “Matter Note”

	Note
	Enter desired comments.


SENTENCE TAB - optional

	Data Field 
	Comments

	Punishment RCM 1003
	Enter punishment from pull-down menu.

	Total Forfeiture
	Check box if appropriate.

	Dollar Amount
	Enter amount of Fine or Forfeiture

	How Long
	Enter length of punishment

	Amount Suspended
	Enter amount suspended as appropriate.

	Suspended How Long
	Enter period of time for suspension.

	Reduced to
	Enter pay grade reduced to from pull-down menu

	Note
	Enter desired comments.

	
	


TRIAL JUDGE TAB – optional use by Trial Judge

	Data Field 
	Comments

	Action
	Enter action from pull-down menu.

	Rulings
	Enter Ruling from pull-down menu.


CCA TAB – optional use by CGCCA

	Data Field 
	Comments

	Event
	Enter event from pull-down menu.

	Date
	Enter date of event.

	Judge
	Enter name of judge.

Enter last name, first name.  The pull down menu is populated by data imported from Direct Access.  Do not enter a “new” entry if the member is already entered, merely update the information linked with that name

	Note
	Enter desired comments.

	
	


� Certain cases, by their very nature, draw more attention from those outside the military justice system than others.  It is important that Coast Guard leadership be alerted to the existence of such a case.  A checkmark form has been provided titled “Special Interest.”  This block will default to no, but should be checked in all officer cases and in the following types of cases (including attempts, conspiracies, and solicitations) regardless of rank: officer cases, homicide, espionage, subversion, aiding the enemy, sabotage, spying, or violations of punitive regulations or statutes regarding the handling of classified information or the foreign relations of the United States, environmental crimes, all cases falling within the Commandant’s sexual assault initial disposition withholding policy, misconduct believed to be motivated by sexual orientation bias, hate crimes & extremist behavior, hazing and any other case the SJA thinks may generate strong community reaction or press coverage.  Enter a brief explanation for the special interest in the NOTE box.


� Ordinarily charges should not be renumbered.  In the event it becomes necessary to re-number charges, the original case should be closed out and the matter should be reopened with the new charges.  Both cases should reference the other in the Related Matters Tab.








