CourtView Instructions
Motion Tracking
Matters Taken Under Advisement without Motion


Section 1:
Tracking Matters Taken Under Advisement
Section 2:
Decision on Matter Taken Under Advisement

Section 3:
Judge’s Under Advisement Report

Other Referenced Instructions:

“Motion Tracking”
	Section1: Tracking Matters Taken Under Advisement
Path:  Case Management / Functions / Case Summary



These instructions are an abbreviated version of the “Motion Tracking” instructions and apply only to:

· Matters Taken Under Advisement at Hearing

· Trial Decisions
These matters must be tracked through Motion Tracking so they will appear on the Judge’s Under Advisement Report.  For additional information, see Section 3.swp
Step 1:
Create motion docket:
A.
Create docket using code HFTUA (Hearing Findings Taken under
Advisement).
B. Enter Assigned Judge in the attorney field.  The judge’s name will display in the docket description as Attorney: (judge’s name)
C. Modify docket description by replacing the word “Judge” for the word “Attorney”.
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D. Click Save.
E. Click Now to the pop-up message:
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F.
The Party Selection screen will display.  Click the checkbox next to the party who filed the motion.  Then click link 2 Select. 

Step 2:
Complete the Motion Tracking Record.
A. Update fields:

	Field
	What to do:

	Motion Status
	Change to RIPE

	Date referred to judge
	Enter date of hearing

	Service type
	DEC (Submission of Case/Appeal/Hearing for Decision).

	Service Date
	Date of hearing
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B.
Save.
Note:
If any subsequent stay, additional briefing, or oral argument information needs to be added, reopen the motion tracking record and click the Next link to access the Motion Tracking Additional Information screen.
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When the judge has ruled on the matter taken under advisement, do the following:

Step 1:
Update the motion tracking record as follows:

	Field
	What to Enter

	Rule Date
	Date of Decision

	Ruling Code
	DECISION

(Decision Entered On Matter Taken Under Advisement)


Note:
The Motion Status is automatically updated to Ruled.
Step 2:
Save.

Step 3:
The ruling code DECISION will automatically create the docket Order.  Update docket description as necessary. 
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Administrative Rule 3 requires the court to maintain a list of all matters taken under advisement, including the following:

1. Motions

2. Stipulations

3. Matters Taken Under Advisement without Motion
4. Proposed Judgments, Decrees, Dispositive Orders, Child Support Orders, etc.

5. Appeals Ready for Decision 

In order to comply with this rule, all motions and other matters that are ripe for decision must be tracked through CourtView’s motion tracking process.   These matters are then listed on the Judge’s Under Advisement Report available through InfoView.

This report should be run weekly for matters under advisement over 7 days and sent to the Presiding Judge, Area Court Administrator and Administrative Director pursuant to Administrative Rule 3(c).

The InfoView Judge’s Under Advisement Report will list any matter in motion tracking where the following is true:

· The ruling date field is null.

· The ruling code field is null.

· The ripe date is today or in the past.
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