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INPCMS
Tasks Manual

This manual is documentation for using tasks in the INPCMS system.
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This manual will show you how to use tasks in INPCMS. The
purpose of a task is to help keep track of various actions that
need performed on a case or other item throughout its lifespan.

A task has the following attributes:
e Assigned User

This links to an active user in INPCMS. If you are
unsure who it should be assigned to at the time of
creation, “Unassigned” can be used instead of
choosing a user.

e Priority

The default values are Low, Medium, or High. If your
county would like a different set of priorities, this is
a configurable field.

e Due Date

This is the date by which the task should be
completed.
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e Type

This is the object for which the task is associated, if
any. For instance a task can be associated with a
case, document, offender, etc.

e Message
The message indicates the purpose of the task.
e Completion Request

This will cause a notification to be sent to the user
that initially created the task, letting them know
that it has been completed.
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User Options

There are a few options that are configurable on a per user basis. These options can be found by
clicking on your name in the upper left hand corner of the INPCMS.

Bottom

Account, Test (test9) -
o

Object Tasks Orientation — This is where an object’s tasks will be displayed in the tab when viewing the
object. (See Viewing an Object’s Tasks Section)

Display Completed Tasks on Object — Determines whether or not you want to see the completed tasks
for an object. (See Viewing an Object’s Tasks Section)

Default User for Tasks — If this is defined, when you create a task, the default assigned user will be
populated with this value.

Populate User for EFM documents — When uploading an EFM document to the case, automatically set
the assigned user for creating a task. If this is not checked and a user is not selected when uploading a
document, a task will not be created.

Populate User for New Attached Files — When attaching a file to the case, automatically set the assigned
user for creating a task. If this is not checked and a user is not selected when attaching a file, a task will
not be created.
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Creating a New Task

Tasks can be created a number of ways.

1. You can create a general task, not associated with any object. This can be found in the menu at
the top of INPCMS.

Criminal Management AdminUser (Sign Out) Tasks (10) Recentltems: | “w Clear Recent tems
ﬁ
View = Wizards Modules = Search = Repors = Setup Help = Close Tabs ( Add Task )

Dashboard & \-—-/

Show Prosecutor

Pending Cases: - -
. — ~ Y owin: Criminal Management

Prosecuting Attorney for the 24th Judicial Circuit (Hamilton County)

Juw

2. If you would like to create a task associated with an object, you can find it in the objects menu
or by right clicking on the object in the tree. Currently tasks can be associated with a case,
offender, case notes, victim, witness, document, attached file, and file stamped document for
criminal, juvenile, or forfeiture cases. They can also be associated with an issuer or check in the
bad checks module.

Dash

Show Prosecutor

Pending Cases:

Add Task

Build Documents
Case Summary
Copy Case

Copy Witnesses
Delate Case
Export Case

Go To Case ntox
Issue Subpoenas AC
Merge Counts

Modify Cause Number

: Open
Witness Notes 1

Dashboard @ Task Center @ Task #16063 @ MARK

Processes « Reports * Add Task

+1Witnesses
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When you create a task, a panel will be displayed so you can fill in the necessary fields.

Create a Task for x

Assign task to user:  |[Unassigned - Priority: | -
Completion Receipt Requested [ Due Date I:I:

Add Task

3. You can create a task when attaching a file to the case. If the “Assign task to user” field is left
blank, a task will not be created when uploading the file to the case.

Attached File Info x

Select the W icon below to copy the value in the first row for that column to all of the rows.

Remove? W Original File Name Title (Name Shown in the Tree) ¥ File Type ¥ Date W Time W
T
0O [ | CrmnaiCase xmi ‘ . ‘ ‘
‘ e riminalCase.xml | l - |:|: I:l

f you would like to create a task for this attachment, please sel®¢t a user, priority, and add an optional note.

ate: |:|: Priority: | = Completion Receipt []

Assign task to user: |

Cancel | Submit
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4. You can create a task when uploading a file stamped document from the EFM to the case. If the

“Assign task to user” field is left blank, a task will not be created when uploading the file to the
case.

Upload File Stamped Document »

Document URL: |

The document

ived from the EFM.

uld like to create a task for this document, please
ser, priority, and add an optional note.
-

Completion Receipt Requested [ Due Date :IE

is court document for 29D05-1508-CM-006817
needs reviewed.

Cancel

5. When a case is created, there can be a number of actions that a Prosecutor or Paralegal might
need to perform. There is built in functionality to define these initial case tasks for your county.
When these are defined, you have the ability to assign all of these tasks to a user at once. From
the case tab, select the appropriate menu option.

Dashboard &) BX

Processes « Documents ~ Repors ~ Subsequent E-filing Tasks =

Add Task
Assign Case Tasks

29D05-1508-CM-006817
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From there you can select the tasks you would like created for this new case from the set of configured
tasks, and assign them to a user or leave them as unassigned.

Assign Case Tasks

Select all f Deselect all

Assign task to user: |Unassigned -
Completion Receipt Requested [
Priority: | Low ~ Due Date: i

Build Documents

Send Motification for Victims
Check for 911 Calls
Speak to witnesses

Gather discovery information

Cancel
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Task Center

The task center can be accessed by clicking on the “Tasks” link at the top of the application. The number
beside the link represents the number of active tasks currently assigned to the user.

cent ltems: I_

Wiew - Wizards - Modules = Search - Repaorts - Setup -

Criminal Management AdminUser Tasks (9)

Dashboard &3

Show Prosecutor

Pending Cases:
| - You are now in:

: Prosecuting Attorney f

When the task center is open, you will see a table displaying your current active tasks. If you would like
to show your completed tasks or search your tasks (you can search on the “Task” column information
only), fill in the information and select the update button. Some of the various columns are sortable by
clicking on their cooresponding header.

Created Status Priority Due Date Task Type Assigned

09/29/2016 | Active Low Test fm Document Admin User
09/29/2016 | Active Low Contact this witness Witness Admin User
09/29/2016 | Active Low Check Criminal History Offender Admin User
09/29/2016 | Active Low test Issuer Admin User
09/29/2016 | Active Low Test Check Admin User
10/04/2016 = Active Low 10/04/2016 = Test Case Admin User
10/04/2016  Active Low 10/20/2016 | This court document forl N - - s reviewed.  File Stamped Document | Admin User
10/04/2016 | Active Low 10/18/2016  This court document fo |- - 1= rcviewed.  File Stamped Document  Admin User
10/04/2016 | Active Low 10/20/2016  Build Documents Case Admin User
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While it defaults to your tasks, you have the ability to view the tasks for which you have asked for a
receipt upon completion, as well as the ability to view Unassigned tasks and group tasks for which you
have been granted access. If you have the appropriate permissions, you will also have access to view
active tasks assigned to other users.

My Tasks
My Tasks
My Outstanding Completion Requests

Unassigned

Screener's Group

Sex Crimes Group

Amy B Summerfield's Tasks
Andre Miksha's Tasks
Eric J. Massey's Tasks

Eric P. Overpeck's Tasks

If you right click anywhere in the table, you will be prompted with a few options for the task.

. oOpenTaskwill open a new tab and allow you

to edit the task.
..................................................... Open Object will open the object for which
_ _ Open TElS.k the task is associated. So a case task will
IS Witness Open Object open the case, document task open the
minal History View Log document, etc.

View Log will open a panel with a history of
the task.

You are also able to double click on one of the tasks to open up the task in a new tab for editing.
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If you have the appropriate permissions, you can edit the status, assigned user, priority, and due date of
a task. If you do not have the appropriate permissions, you will not be given the option to update the
task.

Dashboard (&) Task Center ) IESLEZLY

Admin User -

Low -

1019/2016 [
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If you are assigning the task to a new user, you will be gven the ability to add a note to the original task.

Task Center @£ Task #16063 & X

Low

10/19/2016 |
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The task log will show any action that has been performed on the task, including viewing the task.

I Task Log *

I Date Assigned User Action Action Performed By

] 2016-10-04 13:30:12 Admin User Created Admin User
2016-10-05 10:46:46 Admin User Viewed Task Admin User
2016-10-11 22:00:44 Admin User Viewed Task Admin User
2016-10-11 22:01:19 Admin User Viewed Task Admin User
2016-10-12 13:55:08 Admin User Viewed Task Admin User
2016-10-12 13:558:29 Admin User Viewed Task Admin User
2016-10-12 13:59:21 Admin User Viewed Task Admin User
2016-10-12 14:03:32 Admin User Changed 10/20/2016 Due Date Admin User
2016-10-12 14:03:36 Admin User Viewed Task Admin User
2016-10-12 14:04:54 Admin User Viewed Task Admin User
2016-10-12 14:08:09 Admin User Viewed Task Admin User
2016-10-12 14:08:16 Admin User Viewed Task Admin User

Ok
Page | 14

outsourcing. staffing. o join the evolution.




=
BC

10 West Market Street | Suite 1300 | Indianapolis, IN 46204 | 317.493.2000

Viewing an Object’s Tasks

When you are viewing one of the objects that can have a task associated with it, the tasks will appear in
the area defined in your user preferences. The defaults for these are displaying at the bottom of the
object, and showing all tasks both active and completed.

Criminal Management Admin User (SignOut] Tasks(8) Recentitems: | ~w  Clear Recent ltems
View = Wizards = Modules = Search = Reports » Setup » Help = Close Tabs Add Task
Dashboard @
Show Prosecutor
Pending Cases:
| -
] Expend Tres
Case MNotes
BOfFender
= MARK
; ~Offender Notes
E|Ca=e Counts

Count 1 - Operating a Vehicle While Into>
E}Count 2 - Operating a Vehicle with an AC
-Pros Witnesses

-Wltnesses

Witness Motes

-Dates

-Date Notes

-Built Documents

-File Stamped Documents

Case Information

‘Related Co-defendant Cases

+ ‘Related Sentencing

E}-Attached Documents and Files

Created Priority Due Date Assigned Mote

October 11th @ 09:19 PM Low Unassigned | Build Documents

October 11th @ 09:19 PM Low Unassigned = Send Motification for Victims
October 11th @ 09:19 PM Low Unassigned = Check for 911 Calls

October 11th @ 09:19 PM Low Unassigned = Speak to witnesses

tober 11th @ 09:19 PM Low Unassigned = Gather discovery mformatlo
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If you are in a case tab, you are given the option to view all of the tasks that are associated for the case.

So besides the tasks for the case itself, you will also see any tasks assigned to any victims, witnesses, or
documents.

Dashboard @

Processes =

Dashboard (&)

Created

Status

Task Center @

Documents «

Priority

Reports « Subsequent E-filing « Tasks ~

Add Task

View Case Related Tasks

Task

Type

Assigned

09/29/2016
10/11/2016
10/11/2016
10/11/2016
10/11/2016
10/11/2016
10/11/2016
10/11/2016
10/11/2016
08/26/2016
08/30/2016
08/31/2016
09/02/2016
09/02/2016
09/13/2016
09/28/2016
09/29/2016
09/29/2016
10/11/2016
10/11/2016
10/11/2016
10/11/2016
10/11/2016
10/11/2016

Active
Active
Active
Active
Active
Active
Active
Active
Active
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed

Low

Scr - Night Court
Scr - Night Court
Scr - Night Court
Scr - Night Court
Scr - Night Court

10/21/2016

Contact this witness

Test attachment

Test victim person

Test victim entity

Build Documents

Send Notification for Victims
Check for 911 Calls

Speak to witnesses

Gather discovery information
Test Task.

This is a test task

Please look at this document.

Test

This court document for 29005-1508-CM-006817 needs reviewed. This has to do with blah.
This court document for 29D05-1508-CM-006517 needs reviewed.
testing the document task

Tell me when this task is done.

Need to send Discovery to Defendant's attorney

Build Documents

Send Notification for Victims

Check for 911 Calls

Speak to witnesses

Gather discovery information

Witness

Attached File

Victim Person

Wictim Entity

Case

Case

Case

Case

Case

Case

File Stamped Document
Case

File Stamped Document
File Stamped Document
File Stamped Document
File Stamped Document
Document

Case

Case

Case

Case

Case

Case

Case

Admin User
Unassigned
Eric J. Massey
Eric J. Massey
Unassigned
Unassigned
Unassigned
Unassigned
Unassigned
Admin User
Admin User
Admin User
Admin User
Admin User
Andre Miksha
Admin User
Admin User
Test Account
testcs
Unassigned
Unassigned
Unassigned
Unassigned

Unassigned
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