CMA

(Case Management Assistant)

Administrator’s Guide
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What is CMA:

CMA is a software tool that assists people in moving documents between folders without the
need of windows explorer. Since the user sees only a short name description for what can be a
very long path, and the user only sees the folders that pertain to them, this makes it easy to find
from a short list where a document needs to be moved to, while alleviating the potential of
moving documents to the wrong location.

The program also allows specific folders to be monitored in order to alert the user if someone
else has moved a document into their folder. This monitoring makes everyone more productive
since the sending party does not have to send an email or make a phone call to let the other
person know that a file is ready, or it saves the receiving user the need to constantly monitor
these directories themselves.



How does it work

The administrator creates a list of directories (folders) that has a short descriptive name that
everyone sees, as well as the full actual path (example: "Beaumont Clerks Office" for the
descriptive name and "\Txed-tylerI\IMAGE\cmusers\div\bmt\clerks" for the actual path).

The administrator also creates a list of users and then assigns directories (folders) to users. You
may have a thousand directories, but any particular user may only need to see 10 of these. CMA
shows that user only the 10 they need to see

When the user logs into CMA, they receive a configuration file with the list of directories that
they can send, receive and monitor.

CMA uses the local machine for all activities. The user can select a directory, then double click
a file and edit that file. They can then move that file to another folder. Example: A judge’s
secretary can be notified that an assistant has just completed a draft petition that has been saved
as a PDF document. She can open, edit and save this and then move the file to the Judge for
approval. The Judge can then move the file to the docket clerk folder for filing.

Each move is logged to a local log file as well as the log file on the CMAweb server.

There are many options and customization for each action.



What do you need:

You will need a windows server (2000 or 2003) with I.1.S. (Internet Information Services)
installed. You also must have a Windows SQL database server. This can be on the same
machine or another server. Since this is a low demand capacity, any existing SQL server should
be adequate. You can use either SQL 2000 or 2005 or SQL Express 2005.

The workstations need to be Windows based machines with .Net 1.1 installed (standard XP
desktops already have this)



Administration

Add new directory

You should add directories first since it is easier to associate them with the users at the time

ou add the user (but this is not required)
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This brings up the screen to add a new directory (you should use UNC paths whenever

possible).

B F Add Directory List
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Directory Path
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Add new User:

Search fol,i
ult Directory | all v|
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B Admin 5 Yes
FA () bmtelens 2 Yes
@Q () bmistatfattorneys 2 Tes
@Q () brown 2 Tes
B O bush 2 ‘es
FA O oak z Yes
FA O cobb 2 Yes
B () oraven z Yes
B () crone z Yes
BA O davis 2 ‘es

This brings up a new screen to add the user details:
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Edit User and Associate directories

A\ CMA

Manage &858l atant

Let client decide

This brings up the screen to edit user info and associate directories for that user.

B Edit User

Dizplay Name |Garl,l Hozhn

User Hame |Garl,lH

Fas=wiord

Trans=ction Log |c:\temp\ clog

Default Directory | Gary's Test 1 ¥ | More
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Add new directories here

B B Dir ectory Rights
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Copy users rights to another user

Copy users rights from one user to another

This is a very dangerous utility. Please use with care as there is no undo feature!

Copy From | GaryH v|

Append The rights
Choose
Eeplace the rights (hake the same




Add another administrator

You have to specify a user as an administrator to get to this configuration set of menus.

A\ CMA

. User Role

. lNew  Edt  Delete  Export

2 0 Admin
F O admin GanH
EQ () Admin orris




Setting Parameters

You can add special hyper-links to the user main menu from here

A\ CMA

leave the LinkName blank to NOT show the button)

Parameter bem

E LinkAddress1 hitp:ffnn. google. com

E LinkAddressz chnindomsisystemaZinotepad. exe

@LinkNamﬁ Google

[ LinkNamez




Registration

If the registration expires, the program still works but you get a warning message that is it
expired.

Registration Information el SR |
Actual Server Mame I Your server I]
Eegistered Server Matne I Your server I
)
Expiration Date n

We send you a new key code and you paste it here and then click update.

MNew registration code /

L Update database with this new registration code ]




What if:

* If you establish a folder that does not exist OR if the user does not have rights to that folder,
then you will get an error message that says the directory does not exist and has been removed
for this session. That keeps the program from trying to check on the contents of a folder that
does not exist.

Error occured in the CMA application [Source:CreateDTsummary) Fg|

"
\lr) Direckory:y: | does nok exist {or vou hawe no rights) and has been removed For this session.

If you have an excessive amount of files in multiple directories, or if the directories are on
the other side of a slow network connection, then updates will be slow and will cause the
program to appear sluggish. You can boost performance by reducing the directories to
monitor, reducing the files in each folder that is monitored or reducing the minutes between
updates. Example. Monitor 10 folders with less then 100 files in each and update only every
5 minutes.



User Installation:

The application must be installed the first time. One approach would be to send an email with
the link to the installation.

example http://<your cma server>/CMAweb/Setup/CMA.Setup.msi

In the email you would also explain that they must enter the CMAweb server name as the
configuration server

The address of the CMA server

icreen Pozitio
- Local 5 ettingtﬂ@ Server |216.65116.68 :

Make sure to also send the user their CMA login ID and CMA password.

Subsequent updates to the program automatically prompt the user that a new version is available
and they make 3 confirmation clicks to install those updates.


http://<your cma server>/CMAweb/Setup/CMA.Setup.msi
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