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TWELFTH ANNUAL REPORT

This report is submitted to the Administrative Procedures .
Committee and to the Administrative Commission in compliance with

the requirements of Section 120.70, Florida Statutes, which

provides:

Not later than February 1l of each year,

the division shall issue a written report

to the Administrative Procedures Committee -
and the Administration Commission, including

at least the following informatlon°

(1) A summary of the extent and effect of
agencies!' utilization-of hearing offlcers,
court reporters, and other personnel in
_ proceedlngs under this act.
-(2) Recommendatlons for change or improvement
in the Administrative Procedure Act or any
agency's practice or policy with respect
thereto. , .

in 1985, the Division of Administrative Heari s oommehced
its second decade of operations. The year'was noteworthy for the
achievement of several planned gecals with respect to the
establishment of a new word processing systen with provision for
a management information system to better utilize the resources
of the Division. Additionally, a new telephone system was
installed to meet the growing requirements of the Division and

which enables the expanded use of conference call hearings.

An Affirmative Action/Equal Opportunity Employer -



The Division eXperienced the loss of only one Hearing

Officer during the year, This loss was due to a planned

retirement. Three additional Hearing Officers were authorized in

1985. Two of the three positions were established to enable the

Division to meet the "fast-track" time frames for hearings in bid .

protest cases that were imposed pursuant to Chapter 85- 180, Laws

of Florida, which amended Section 120.53(5), Florida Statutes.

The additional personnel have enabled the Division to hold the

final hearings in big dispute cases within fifteen days from the
time such cases are filed with the Division.

The 1985 Legislature took action in authorizing substantial
pay raises for Hearing Officers to more eguitably compensate them
for the specializegq nature of their services, to retain
experienced Hearing Officers, and to attréct more experienced
personnel to the Division. The pay increase will make the salary
of Hearing Officers substantially equivalent to that of county
judges and, although it was authorlzed only for those Hearing
Offlcers with over five Years'! service as of September 1985, it
is anticipated that it will be extended to the remalnlng Hearing
Officers in the 1986 legislative session.

As forecast in the 1984 aAnnual Report, Division Procedural
rules were promulgated in 1985 through the adoption of new

Chapters 22I-5 and 22I-6, Florida Administrative Code. These new

rules describe the work and organization of the Division, itg
method of operation, the means of public access and the
procedural rules governing the conduct of cases before the

Division. They clarify existing practices at the Division ang



provide a single source for procedﬁral rules governing
administrative adjudication. The new rules replaced a patchwork.
of prior rules promulgated in 1875 which had fallen into disuse
by practitioners.

By Executive 9;d¢r{§§—l91r‘dated September 12, 1985, the
Governor createé-"Tﬁe.SﬁeEiai cﬁmmitfee ﬁo Study ana Recommend
Revision to the Operation. of the Division of Adnministrative
Hearings." The special committee was formed to study and make a
long-term analysis of the goals, procedures, personnel, and
facilities of the Division in view of the substantial increases-
in the number of cases handled by the Division and the increased
complexity of the cases due to added responsibilities placed on
the Division by various statutory enactments over the years. The
seventeen-member committee is composed of a balanced group of
attorneys, many of whom practice before the Division, and
representatives from the Florida Senate and House of Representa-
tives. The Executive Oxder directea the speéial committee to
include in its report' recommendations concerning possible
reorganization of the Division, the need for specialized Hearing

Officers, the selection and retention of Hearing Officers,
measures for dealing effectively with the existing and future
workload, the Division's increasing demands for space and for
hearing rooms in Tallahassee and throughout the state, and
defining a continuing source of funding to meet increasing
Division needs. It is anticibated that the report of the special
committee will be made to the Governor and legislature on or

about March 1, 1986.



Statutes Enacted by the 1985 Legislature
Which Substantially Impact the Division

The 1985 legislature amended the Administrative Procedure

Act by enacting CcChapter 85-180, Section 77, Laws of Florida

(1985). Language in Section 120.53(5), Florida Statutes,

governing protests arisin'g from the contract bidding process was - - -

changed to require expedited treatment of such cases and to
tighten pleading requireme-nts. Section 120.53(5)(b), Florida
Statutes, now requires that formal- written protests "state with
particularity the facts and 1law upon which the protest is-
- based." fThe period during which the agency and the bidders are
to be given "an opportﬁnity to resolve the protest by mutual
agreement" has been shortened from 14 to 7 days. If the dispu‘f:e
reaches the Division, a formal hearing must be held within 15
days, unless the parties agree to a later date. 1In accordance

with Chapter 85-180, Section 78, Laws of Florida (1985), two

additional hearing officer positions "were funded from the

Depar{:ment of Transportation Trust Fund to give bid cases the

expedited treatment required by statute.  The Dpivision has
handled these cases within the statutory time frame, although the
shortened time frames have created problenms, particularly for
protestants who generally bear the burden of proof in these
proceedings. Since the effective date of the amendment, the
Division has- handled bid disputes for a variety of state
agencies, including school districts. 1In adding a new Section

120.53(5) (£), Chapter 85-180, Section 77, Laws of Florida (1985),

the legislature directed the Administration Commission to

promulgate model rules in bid protest cases. When this is



completed, a uniform procedure for all state agencies to follow
in resolving bid disputes will exist, which should tend to make.
the process simpler and fairer.

The new Local Government Comprehensive Planning and Land

Development Regulation Act, Chapter 85-55, Laws of Florida (1985)

creates important new responsibilities for the Governor and
Cabinet, the Department of Community Affairs and the Division.
The act contemplates formal administrative proceedings to resoclve
disputes on the question of whether 1local comprehensive plans
conform to the state plan, both when initially adopted and when
amended, and on whether local ordinances conform to local plans.
With respect to +the question of whether "land development
requlations implement and are consistent with the local

comprehensive plan," Chapter 85-55, Section 15, Laws of Florida

(1985), the new law grants hearing officers final order authority
in challenges to such local ordinances. Although the law has
already taken effect, new comprehensive plans are not yet
required to be 1in place; and the full effects of this new
legislation have not yet been felt. I-f: is reasonable to assume
that the Di\fision will require additional hearing officers to
deal with whét could be a significant new area of administrative
litigation dealing primarily with the state's role in local
government decisions on growth and land use issues.

At a recent meetiné of the Joint Administrative Procedures
Committee, the possibility of a central repository for final
agency orders was raised. The Division strongly supports this

idea, believing that a central repository and careful indexing

PR
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would enhance access to agency precedent by the general public,
priVate practitioners, hearing officers and the agencies ang
their counsel. The State Department's Bureau of Administrative

Code and Laws has done an excellent job with the administrative

rules and would be a logical choice for custodian of agency

orders, as well. The Joint Administrative Procedures Comnittee
is another 1logical location for a central repository, and the
Division is another possibility. Wherever located, a central
repository should be staffed adequately to file and index not
only future but also past final agency orders, at least in cases
where petitions for pProceedings under Section 120.57 have been
filed.

The final report of the Governor's Special Committee on tHhe
Division will not be filed until March 1, 198s. It |is
anticipated that other statutory changes will be recommended to

Chapter 120, Florida Statutes, as part of the committee's final

report.

UTILIZATION OF PERSONNEL

During the calendar year 1985, the Division received 4,465
separate requests for hearings. The requests are brokeﬁ down by
agency as reflected in the attached Appendix I.

Of those cases, 1,249 were Baker Act cases and 3,216 were
cases filed pursuant to Sections 120.56 and 120.57, Florida
Statutes, involving substantial interests of a party. The cases
continue to involve an increased humber of complex matters which

are more time consuming to a Hearing Officer. The average number

of new cases handled per Hearing Officer during 1985 was 175.10



cases. Each Hearing o©Officer conducted an average of 86.0
hearings in 19285 and wrote an average of 65.1 recommended or
final orders of varying length. During 1985, the Division closed
approximately 3,952 cases and issued over 16,000 orders in
pending cases. |

The increase in Hearing Officer strength has enabled the
Division to turn cases around in an increasingly shorter tinme
frame. For example, even in cases in which the parties have
waived the thirty day time limit provided in the Model Rules,
internal procedures within the Division have been implemented-
which require recommended orders in such cases to be filed within
90 days from the date of the hearing or receipt of the
transcript. If exigent circumstances exist which require
additional time, Hearing Officers are required to request and

receive written approval from the Director or Assistant Director
for an extension beyond these time frames.

OFFICE AUTOMATION ~ =~ "

Computer technology offers the only means of maintaining the
mass of information needed to monito;.--the. activities of 28
Hearing Offiqers in a forum handling 4,500 cases per year which
are conductecﬁ statewide for almost every state agency and some
city and counfy governments. The approcach of the Division has
been to install an integrated office automation system which
integrates word processing, docketing and document contrel,
calendaring, document gener.étion, and management information
collection/processing. The system chosen by the Division, a

Burroughs PC network with a mini-mainframe has recently been



purchased by the Supreme Court and District cCourts of Appeal.
This will enable the Division to eventually tie the two systenms
together thus facilitating a simple method of exchanglng nheeded
case information.

Since automating, the Division has extended word processing
to all secretaries. The second phase of the‘application, which
was installed in late December 1985, 1is the data pProcessing
function or case hearing system (CHS) in the office of the clerk,
which has increased the speed at which Cases are opened and
bleadings are docketed. The CHS is a customized software program-
developed over a period of approximately six months which was
specifically tailored to generate a great variety of information
concerning the handling of cases within the Division. The CHS is
providing management information data, which permits better
control and coordination of cases pending in the Division. The
highlights of the CHS and the types of information and tickler
reports it can automatically generate are detailed in Appendix IT
to this report. A timekeeping system is the third application to
be added to the system and will provide appropriate fisecal data
for charges to other agencies for services provided and a better
estimate of personnel and case costs expended by the Division,
This appllcatlon will begin in fiscal Year 85-86 with the
purchase of customized software from this year's appropriation.

The Division is in the process of planning for three ney
applications of computer technology over the next four Years
which should further enhance the process of administrative

adjudication. These new applications include: (1) receipt of



documents transmitted electronically to the Division from
thrbughout the state, (2) purchase of work stations for hearing
officers, and (3) the establishment of a computerized index to

administrative law decisions and legal research data base with

on~-line accessibility.

Respectfully submitted,

AL arip O Dl
SHARYN L. SMITH
Division of Administrative Hearings
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DIVISION OF ADMINISTRATIVE HEARINGS

ANALYSIS OF AGENCY REQUESTS FOR HEARING
OFFICERS FOR CALENDAR YEAR 1985

Community Colleges:

Ind Post-Secondary Vocational, Technical, Trade

Rev. 1/21/86 APPENDIX I

s S S e el
BEL L TTTEAN RS S AN

Agency ...... ...-;-----a-q.-uu-...o---..--o.----.---n-NOo Rec.d-
Department of Administration......................... 0
Division of Administrative Hearings...iiovuununnn.. 0
Administration Commission.............. Cr e reaa e 8
Human Relations Commission......................... 56
Division of Insurance..... B ol e e w e we Wi s hesaeva 6
" "Division of Retirement..% THaeeretiaraseaditiy s i 13
Department TOtal..--.--.--..--—..-.--..--...o--..-..- 83
Department of Agriculturp and Consumer Services...... 47
Department of Business Regulation
Division of Alcoholic Beverages and Tobacco........ 106
Division of Hotels and Restaurants.ceovennnenonnn.. 19
Division of Land Sales and Condominiums and
Mobile Homes...oueuininii i B n 106
. Division of Pari-Mutuel WG e ang e e sm s @ s 55 G2 56w 3
Department Total........ et ercsiecens bt se s st ncen.an 234
Department of Citrus.....;..........................- 1
City of Clearwater.......... Seeceercccsesnatetsnaan.a 15
Department of Community 725 5 - T B of 10
Department of Commerce....................... ........ 1
Office of ] o I - o 12
Department of Banking and Finance.......ivev..... o i 23
Division of SecuritiesS.....veeeeueeenn.... ceeaan . 1
OfficehTotal---‘..-..-.--..--.-.-.;‘--I.I--.---...-l. 36
Department of Corrections........ st cereensctoneneanana 47
Mental Health Institute......................}.. . 19
Office Total--.-I.‘...I.....-..----...-I..I-.-- ...... _66
Englewood Water Management District. o s s w65 am ave oo o o 3
Department of Education
Divisions:
Division of Blind Services........ > oo w8 ces e . 1
Certification Division......... I 2
Board of Regents................................ v 1
Education Practices oMM SSIoN et snenneenenerrnnn, 49
State Board of Independent Colleges and
Universities..................................... 3
State Board of Education........................... 1



and Business Schools..... P

Brevard Community College......

Miami-Dade Community College......... e RS S W 6 S

Universities:

Florida State University.......
UniverSity of Floridascecessecs
University of South Florida....
School BoardS:esecssesscuacessssns
Alachua Ccunty School Board....
Bay County School Board..secssss
Brevard County School Board....
Broward County School Board....
Collier County School Board....
Dade County School Board.......
DeSoto County School Board.....
Duval County School Board... ...
Escambia County School Board...
Gulf County School Board.:ssaas..
Hamilton County School Board...
Hendry County School Board.....
Hernando County School Board...
Leon County School Board...s....
Monroe County School Board.....
Orange County School Board.....
Osceola County School Board....
Palm Beach County School Board.

Pasco County School Board........

Pinellas County School Board...

St. Lucie County School Board...... v % e ol e 3 0 §

Santa Rosa County Schoeol Board..... ceev s

Sarasota County School Board...

Seminole County School Board.......c.oeeenns
Department Total...sececcccaccccecnvecscncnnas

County of Hillsborough.secesecceeoeaanan sesssceses

Department of Environmental RegulatiON........

Florida Game and Fresh Water Fish Commission..

Department of General ServicCeS.:cicecesccacsses

OFffice of the GOVEIrNOL. . st cececccsstssnssesss

HOSPital Cnoet CAantairnmant BAas»3

e ? e e e, i A AARE Y A e PR L v P A O L T T I R B RN B RN I I

Florida Land & Water Adjudicatory CommissiOn..e...
Office Totall--------0"--‘0"-0.------..o.----.ol-

Department of Health and Rehabilitative Services

Non-Baker Act Cases:

MiSCEllaneous--..-.........-.---.................

Audit SEEVICES i sw i mswal i is vE R SiN I Vi s m e

s b

Health Program Office..cseeccccicssonssesncsanasssnse

Office of Central Administrative ServicesS...sssasse
Office Of Entomology..'....-...'.......Il...'...-..
Office of License Certification......

W

- b

[

©

W H~NEFRFREROHODF YOWNHNHFWH AN WK -

58
63

99
32
11
6

2
117



Program Development for Aging and Adult Services... '3

Program Development for Medicaid DisputesS.cessesaes 25
Program Development for Children's Medical Services 0
Program Development for Children, Youth & Families. 9
Program Development for Health ServViCeS.ienioinurans 2
Program Development for Community Medical Facilities 504
Program Development for Developmental Services..... 3]
Program Development for Economic BerVices.y « v vs v pw s 10
Program Development for Vocational Rehabilitation.. 2
Non-Baker Act Totaleenueenndieeeneeaecessancnssnennenn 828

Baker Act Cases:

Anclote Manor HOSPitaleeeronaneooennonennsnennnnnnns 42
Florida State Hospital.aoiiieiioinnieienenncannnncnnes 851
G. Pierce Wood Memorial HOSPALET o o o vim w9 6 5 8 % 56 5 o v 159
James A. Haley Veteran's Hospital......... SRR PR 1
Northeast Florida State Hospital.eeeeseeeeoeenanees 52
S5arasotd PAalms HOSPItaleseeeeoooasnoooeeecnonsnnnnss i’
South Florida State HoSpitaleeeeessseeosoeonnesns.. 136
West Florida Community Care Center..eeeeeseosoesesas 7

Baker ACt TOtal--....--.o.-.---......-...-.--o.----oo 1249

Department Total...--.---.t---....----..---.o.--...tt 2077

Department of Highway Safety and Motor Vehicles...... 20
Department of Insurance and TreasSULEIr.....ceeceeeeeens 107
Jacksonville Transportation Authority...e.cceoeees.... 2
City Of. JackSOHVilleccl-o..o----.---.-._.-‘----a...ol-- 4
Department of Labor and Employment Security.......... 12
Department of Law EnfoOXcCement.c..cceeceeeeeccocosoaceas 3
Criminal Justice Standards and Training Commission. 51
Department Tota@l.ceeeoncsneocscccaccanncceens cesmsasna 54
Department of Legal AffairS.eeeececesceceaneecneneene. 7
Department Of Natural ReSOUICES:.cececeonccncncncenss 34
North West Florida Water Management District......... 2
Flerida Parcle and Probation Commissioneceeeeeonaacas 1
Department of Professional Regulation
Board of ACCOUNtanCyY..seececceeennenn.. o inl e e miiy gt e 5
A CUPUN U @ e s o v ot v s s s oo aantonsnenenenennennnss 10
Board of Architecture.tes s tceesternresoceeseeseosss 10
Barbers Board-........--.----c---o-.............--o 15
Board of Chiropractic ExXaminers................. ¥ 6 @ 6
Florida Construction Industry Licensing Board...... 224
Board Of COSmEtOlOgY----oo..--c------.--.o-..-n--tl 26
Board Of Dentistry.ussseseceeseeeeencuneneennnnnnss 35

Electrical Contractors Licensing Board.........oo.e.- 22



" Board of Funeral Directors and EmbalmersS..cesessses 5

Board of Hearing Aid Specialists....iiecvecccnnanns 1
Board of Land Surveyors....... v e e wee e s eevaeaaees 14
Board Of MasSSag@.isscessvetsssccosnsancanncasntnasnssa 2
Board of Medical EXamMiNErS..ceeecessssessccsssasncs 93
Mental Health CoOUNsSe@lOrS.csseersnsccrasnascsrsoanss ’ 2
Bopard of Nursing....... Peeessrsesas s st aaes s ns . 49
Board of Nursing Home Administrators..... WP FE i aR 19
Board of Opticia@nry.cesescessssnsevsccssscsasessssas 6
Board of Optometry......... T I Il ITTTTY 18
Board of Osteopathic Medical Examiners.....cceecees’ 7
Board ©of Pharmacy cveessecosassosassssnnss T — 28
Board of Pilot COMMIisSSioNerSesessasnssreacesroessas 4
Board of Podiatryesseecassccnveses Srestereessaasens 3
Board of Professional Engineers...cccessceessanssss 29
Board of Psychological Examiners.....ceeceeeeess. 3§ 8
Florida Real Estate COMMiSSiONisecsserssvsvsassscnssns 127
Board of Veterinary Medicine........... wity iy o0 & 90 & @1 @ e 5
Department Total-I-..........'.--.---..---.....-IIII- 773
Public Service COMNiSSiON..scsscensesancccacsssnasacss 7
Department of Revenue-.--.-. ----- - % B % & 8 99 F S S Fe a4 s s e 22
St. Johns River Water Management District..cccecececcscs 16
South Florida Water Management District.......c.ce..- 10
Southwest Florida Water Management District.ccccc..e. 8
Department Of State...isecctecerssccccsvsossanansnsss 1
Division of Corporations........ S Bk Bod LR LN W AR i e 2
Division of Licensing...eseeceecsossssssrecacsnsnsas 17
Department Totale.iecaceccccceanes tessscssnavssasanenes 20
State Attorney....--.I'.I...‘..ll.........l-.l.‘.....‘. l
Department of Transportation.s.ccecsscecccscssccccccncs 244

GRAND TOTAL-..---..--........ ------ P A N N N R 4;465
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TABLE OF CONTE NTS

CLERK'S OFFICE ACTIVITY..................;....4
Enter New Cases...................... ..... seeeb
Enter Copies Furnished........................6
Change Case Information.......................7
Make Manual Docket Entries.iieeeesesiennnneeee.8
Hearing Officer Case Assignment LiSt..........9
Assign Hearing Officer.......................10
Print File Labels............................11
Print PPF Cards..............................12
Enter Case Status DocKetSssiuneeeenoonanneeessll
Delete Cases.................................14
Enter Working CaSeS it ienensnneronsennnnness15
Close Cases..................................16
Reopen Cases....... I I AT TR 4
Change/Delete Docket Entries.iieeeeennceeees 1B
Consolidate CaseS.e.veensennn.. S LI T T 20
HEARING OFFICER ACTIVITY....................-21
Print Update Sheets.viieeennn.... cevttsenacass22
Enter Initial DT s v wioo w6565 05 5 & 5l o vessenss2d
Enter Hearing into Calendar/Docket.cveeees.s.25
Transfer Case......... R R e e e w0 s 26
Change Copies FUrnishned. e ie et snenoncnvanse2?
Delete Hearing frem Calendar.eseesnsecenees..28
CASE INQUIRIES/ REPORTS t ¢ vttt nssveensnenness 29
Case INQUiry.......... L 1§
Locokup Case Index............................31
Print/View Docket Sheet S iinirninneneeenenanaldd
Active Case List by NUmber. . iiieinneeaneesesal33
Active Case List by L R T
Active Case List by BEONCY /DI s weiis 5ot rmeme 35
Case List in Abeyance............ e we e s e e 30
Closed Case List by Rt T3 o &
Closed Case List by Agency/Div........ g 38
TICKLER REPORTS............... ......... sees4:39
Calendar by Hearing Ol e e i i s v 6w ee w2
Calendar by Date----.-...-06--..........-----41
Calendar by Place of Hearing.....,......... 42
Cases Assigned Not Set RepPOrt .t st nvennnss 43
Overdue Pro's Report............,. ...... .o «44
Cases Awaiting Orders Report...........euv.. .48
Record on Appeal Due 3 {=holol o M Y ¥
Closed Cases [Due to Archive..... ... . vevvene. a7
Cases by Suffix............ T . ¥ 2.

APPENDIX II

»
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STATISTICS.:¢cenaan cesneesasnas cueasaus saaaa

Enter Travel Voucher Totals..veesecesnosens

Change Travel Voucher TOtalS.:cessssessenses

Enter Case Status Statistics I S O T R T Y

Delete Case Status StatistiCS.isescsssasesse

Print Update Sheet SUMMAry..ecsceceocceass-

Hearing Officer Travel Voucher Reca@p.......

Hearing Officer Case Status RecCap...... P
Hearing Officer Case Closure ReCap..ccecsesss
Hearing Officer StatisticsS.cesceosveenccans

Agency/Division StatisticS...cesccscaacenss

WRITEONE INTERFACE. :sscsevoovorssssanccsnsas
Case Nafe.eseseessssssssscnssesssosavsesscsan
Case Name and Copies Furnished.isescsssscsas
Copies Furnished for EnvelopeS...ccsoaasssos
All Case Names for Consolidated Cases......
All Case Names and Copies Furnished

for Consclidated CaseScssesesss o W e 8 .o

APPEALACTIVITYIII.O..IIO.II'..I...OD'.I..II

Enter Notice Of Appeal.cceecsresesasans T

Enter Certificate of Notice of Appeal.......

Enter DCA Case Number...... I S T ‘e
Enter Record on Appeal..sveseecesnanns S ——

Enter OpinioN..veeseevesacssssannns g s -

Case List on Appeal...-cusertincssnsassrsnne .

ARCHIVE CASES (REPORT ONJun esocoseare e R
Assign Carton NuUumBSerS..... - teseasenes

Enter Accession and SRC MNumbers..... “u w0 e e w e o

Move Archive Cases to Cartridge.ceecescasers

Print/View Archived Docket SheetS.ceresnosss
Archived Case Listloollt ---------------- “ s 8 8w

Clear Archive Batch from Master...sscees0ea

Restore Cases from Cartridge...cceeeeoesass

CROSS REFERENCE FILES..........

Maintain Hearing Officers.......ecn.. “ieow e a

Maintain Agencies/DivisionsS.c.seeieesaraarees

Maintain Cities/DistricCiS.eeseesececsesns 0 %

Maintain Status COQ@S .t v vt en et tvenaensnrnes

Maintain Closure Codes..vesseocan e e s s senene

Hearing Officer LiSt-----oan---o-..-......o

Agency/Division List..cc.iiiiiirririnnnnnnnsas

Cities/DistricCts LiSt.ieeeeeereanennsnonnan

Status Codes List.veeeacesesa iR YV

ClLasurs Cotes LSt viwsm s wes om e s e s s sue o e c @ a

.72
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Reorganize Files............................100
Maintain Next Case NURBBEE.. v e w5 0 5 9 505 0w 25 5.0 L0
Clear Hearing Officer Statistics...veieeee..102
Clear Agency/Division Statistics..vieeenee..103
Clear Case Statuses.........................104
Clear Travel Vouchers.......... . s e ws w6 LOS
Clear Calendar.m............................106
Printer Status..............................107

ERROR }ESSAGESICUOI---l.-l-oo-.-----u---ll.cloa

>
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MAIN FEATURES

Reports on Active, Closed and Archived Case List information.

Maintains Docket Sheets with manual and many automatic entries.

Prints Clerk's Office and Hearing Officer file labels. SRR L
Prints self mailing PPFCARDS notifying parties of case assignment.
Updates the Case List with changes in status.

Produces Tickler Reports on the calendar, cases assigned but not yet set
for hearing, cases awalting orders, cases with overdue pro's, cases

due to be sent to archives, cases On Appeal with record action deadlines
and cases by suffix.

Transfers cases from one Hearing Officer to another.

Produces Hearing Officer Update Sheets and Update Sheet Summaries.
provides a Case Inquiry of critical Case List information. -
Allows you to browse either the Active or Closed Case List Index by
Case Number, Petitioner name, Respondent name, Intervenor, Agency

Case Number, Rule Number, or Consolidated Case HNumber.

Lists cases held in abeyance.

Lists Case List by number, by status coce, and Agency/pivision.

Tracks Hearing Officer case status, travel, and closure statistics for
the month and the year.

‘Pracks Agency/Division case and hearing statistics.

Maintains and reports on cases On Appeal.

Assigns carton, SRC and Accession numbers to closed cases due to be
sent to archives. .

provides menu-driven utilities that purge unused information from
disk, backup and restore files, and reorganize files to remove deleted
records Or recover.

page 1
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GO

RETURN

CANCEL

FINISH

ARROWS

OVER
TYPE

LOCK

KEBOARD FUNCTTIONS
Used to record information entered on the screen.

Moves the cursor from item to item down the screen. If you RETURN
from a key field for an existing record in the CROSS REFERENCE FILE
function and in CHANGE COPIES FURNISHED, the information for that
record displays for your editing. :

Normally returns the cursor to the top of an entry screen and blank
out the data last entered. If an error condition arises, the CANCE
key is required to display an explanation of the error. a second
CANCEL response allows you to correct the error condition.

Exits a program and either returns you to a menu or brings up a
prompt relating to the previous program. Do not press FINISH if th
SCreen message i1s DATA MANAGER IS PROCESSING YOUR SELECTION.

The -~} and %y- arrow keys are used to position the cursor over a
character in an item for your editing. The up arrow will move the
cursor to the previous item. In an item of more than 30 characters
an up arrow will position the cursor in the center. Just press the
up arrow key again to get to the beginning of the item.

The Case and Hearing System automatically assumes you wish to
overtype. If you wish to inser: instead, press the OVERTYPE key so
that the red light is off. ‘

The Case and Hearing System assumesrydu wish to type with all upper
case letters. If you wish to enter lower case letters, press the
LOCK key so that the red licght is of:f,
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PURPOSE:
PROCEDURE:

NOTES:
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DIVISION OF ADMINISTRATIVE HEARINGS
CASE AND HEARING SYSTEM
MAIN MENU

CLERK'S OFFICE ACTIVITY 6 - WRITEONE INTERFACE

HEARING OFFICER ACTIVITY 7 -

CASE INQUIRIES/REPORTS 8 -
TICKLER REPORTS 9 -
STATISTICS : 10 -

. 11 -

ENTER SELECTION [ ]

To provide access to functions

Enter the number of the option

APPEAL ACTIVITY

ARCHIVE CASES (REPORT ON)
CROSS REFERENCE FILES

DISK MAINTENANCE UTILITIES

EXIT CASE AND HEARING SYSTEM

of the Case and Hearing System.

you desire and press GO.

A submenu of specific tasks will display when the main menu

selection number is entered.

DA 1
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DIVISION OF ADMINISTRATIVE HEARINGS
CLERK'S OFFICE ACTIVITY

——-—--._-.-_-—-._.._

~
1 - ENTER NEW CASES 9 - ENTER CASE STATUS DOCKETS
2 - ENTER COPIES FURNISHED 10 - DELETE CASES
3 - CHANGE CASE INFORMATION ' 11 - ENTER WORKING CASES
4 - MAKE MANUAL DOéKET Eﬁfﬁléé. 12 - CLosﬁ CASES

5 - PRINT H. O. CASE ASSIGNMENT LIST 13 -~ REOPEN CASES
© - ASSIGN HEARING OFFICER 14 - CHANGE/DELETE DOCKET ENTRIES
7 - PRINT FILE LABELS 15 - CONSOLIDATE CASES

8 - PRINT PPF CARDS

ENTER SELECTION [ ]

———--——._____...___--——_-n————-——-.....—_——-.———_-..—_—_-.__—-.-.__——

PURPOSE: To provide access to the tasks relating to Clerk's Office
Activity.

v . ——— i —— = i e ——

PROCEDURE: Enter the number of the option you desire and press GO.

)

[
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PURPOSE;

\.
/ PROCEDURE:

L

_—-.—-—.--—————u.-———...—_——._—-———————_—_—_-..—.—-—-..__——.-.—_-.-—.q-——-c--..——_-....
-—

DIVISION OF ADMINISTRATIVE HEARINGS
HEARING OFFICER ACTIVITY

PRINT/VIEW UPDATE SHEETS

[
i

2 - ENTER INITIAL ORDER
3 -~ ENTER HEARING INTO CALENDAR/DOCKET
4 - TRANSFER CASE

5> - CHANGE CASE COPIES FURNISHED

6 - DELETE HEARING FROM CALENDAR

ENTER SELECTION [ ]

To provide access to the tasks relating to Hearing Officer
Activity.

Enter the number of the option you desire and press GO.

rage 21
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DIVISION OF ADMINISTRATIVE HEARINGS
CASE INQURIES/REPORTS

ﬁ\
-y
1 - CASE INQUIRY 6 - PRINT ACTIVE CASE LIST BY AGENCY/
2 - LOOKUP CASE INDEX 7 = PRINT CASE LIST IN ABEYANCE
3 ~ PRINT/VIEW DOCKET SHEETS 8 - PRINT CLOSED CASE LIST BY NUMBER
4 -~ PRINT ACTIVE CASE LIST BY NUMBER 9 - PRINT CLOSED CASE LIST BY AGENCY/
5 -~ PRINT ACTIVE CASE LIST BY STATUS
ENTER SELECTION [ ]
PURPOSE: To provide access to inguiries and reports.
PROCEDURE: Enter the number of the option you desire and press GO.
NOTES: Some reports relate to a specific task and do not appear here.
For example, the list of appealed cases is an option within App
~ Activity. Likewise, the list of archived cases is an option
A within Archive Cases.
2

rage 29



-—-..._..___—___...........-..-.—._...___-..-....-.__——-_._-._.___....__——_...___...-.-.-———-.-.—-—-—.___.__, -
- -

CASE INQUIRIES/REPORTS
LOOKUP CASE INDEX

--(- ACTIVE/CLOSED CASE (a/cC) [a)
. ENTER ONE ITEM TO SEARCH BY

CASE NUMBER [ ]

PETITIONER 1 [Mr. Jochn Doce
2 [

RESPONDENT 1
2

—_ | - | S - Lted

[
C
INTERVENOR [
AGENCY CASE# [
RULE NO. L

CONSLD CASE 2[ ]

———————q--—-—_-———_-—-_—_——...—.—._-.__——...—--—.-._———————q-u—m-———————————u—.—_———-—..-._-..-._

T T T T T T o o o e e o o e e 8 v L ek el e = = s et T e T Y ——— - — S AR A Aef A T T e — ———  —y e —

CASE NUMBER 85-0001R i HEARING OFFICER Young

PETITIONER 1 Mr. John Doe
2
[ d

RESPONDENT 1 Department of the Government
2 Division of the System Services

INTERVENOR Jane Smith o o PIIIONE. - o

PLACE OF HEARING TALL AGENCY CASE £ 99999999999999

RULE NO. 123 ' CONSLD CASE # 85-0003R
PURPOSE: To search the case list by any of the selected parameters and te

display- the index information (formerly filed index cards).

PROCEDURE: A. Indicate whether the case is active or closed.

Ny

'B. Enter an item to search by and press GO.

NOTES: Need only enter beginning word of petitioner, respondent, or
intervenor to begin the browse. This will give the system a
starting point to brcowse from in the selected item alphabetic
order. ] )

For the other items, you will get the exact matches only.
For example: If you enter 123 for RULE NO you will get those cas
having 123 as the RULE NO in the case list.
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CASE INQUIRIES/REDPORTS
CASE INQUIRY

ACTIVE/CLOSED CASE (a/c) [a]
CASE NUMBER [85-0001R ]

A D A T S S S S S S M S St e S S B R e oy YW T Sk S Sk oy = e e g Eef P k- A —

S R L S S S R R e e e s L ks T e . T . iy foey e et Sy S i e S T S} Mo b e e el S Bl P Sk G v o S —

CASE NUMBER 85-0001R CONSOLDT CASE NUMBER 85-0003R STATUS AWO

STYLE Mr. John Doe HEARING OFFICER Young
VS.Department of the Government

1ST RECEIVED 07/01/85 DATE 1ST ACTION 07/01/85

DATE TRANSFERRED 08/01/85 DATE LAST ACTION 10/01/85

PREVIOUS H.O. Purcell DATE ABATED

BEGIN HEARING DATE 08/10/85 . CLOSED DATE 10/01/85

PLACE OF HEARING TALL _ - CLOSURE CCDE FI

TIME 09:30 AaM

EXTENDED * s o g

AWAITING TRANSCR N

TRAMSCRIPT RECVD 09/01/85
PRO'S RECVD 0%/10/85
R.0./F.0. DUE DATE 09/30/85
R.0./F.0. ISSUED 10/01/85

R o T e e e e e e e e = 7 ™ B o et e L S e A e A8 e} R v T —r — ———— et =

PURPOSE: To display case list information that representatives or a heari
officer may be inquiring about.

PROCEDURE: A. Indicate whether the case is active or closed. -

B. Enter the case number and press GO.
The second screen displays the requested case information.

NOTES: If there is only one hearing date an asterisk will not appear ne
to EXTENDED.
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DIVISION OF ADMINISTRATIVE HEARINGS
TICKLER REPQORTS

d (T 1 - CALENDAR BY HEARING OFFICER
2 - CALENDAR BY DATE
3 - CALENDAR BY PLACE OF HEARING
4 - CASES ASSIGNED NOT SET REPORT
5 ~« OVERDUE PRO'S REPORT
& - CASES AWAITING ORDERS REPORT s
7 -~ RECORD ON APPEAL DUE REPORT
8 - CLOSED CASES DUE TO ARCHIVE

9 - CASES BY SUFFIX

ENTER SELECTION [ 3]

D W o oy S —— G S S S e (P U U B SN M S S T e Aew S S S S e - P T o e ey G A Aeb M S S AL M SR A W e u e A ey e S S R S s s sy s

PURPOSE: To provide access to the Tickler Reports.

PROCEDURE: Enter the number of the option ycu desire and press GO.

r
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TICKLER REPORTS
CALENDAR BY HEARING OFFICER

-

REARING OFFICER [Young ]

BEGINNING DATE [100185]
ENDING DATE [103185]

- PRINTER [[SERIAL1] ]

Select the printer you wish to use
by entering the device name.

FOR EXAMPLE:

Enter [SERIAL1] for the Letter Quality Printer
of [(PAR] for the Parallel Dot Matrix.

Include brackets.

[VID] will send the report to the screen.

DATE: 09/02/85 DIVISICY OF ADMINISTRATIVE HEARINGS PAGE 2
TIME: 10:54:45 CALENDAR BY HEARING OFFICER: 10/01/85 - 10/31/85

HEARING OFFICER: Andrew J. Young

—-—..-.——_-.—_——-..__.__.__-.-____...__.____——.————-.-...-—...-_——-_——-.._...—.-..-..__...__-.--—.-._——-—_.-__—_-_...-

HEARING CASE PLACE OF HEARINC
DATE NUMBER STYLE ’ HEARING TIME

10/16/85 85-0003 DBR, Division of alccholic RBev - Casselberr 9:00 2
VS§.The Booby Trap =~ =~ ~—w -~ - - -

10/17/85 85-0005 DBR, Division of Alcoholic Bevw Tampa 10:00 2
VS5.Joe's Bar & Grill ;

***‘************************************************************************

PURPOSE: To list the calendar for all or a specific Hearing Officer for =
selected date range.

PROCEDURE: A. Enter a Hearing Officer name or "ALL" if all Hearing Officers
are desired._

-
£l
-

B. Enter the Beginning and Ending dates of the period you wish-.t
S5ee.

C. Enter the printer device ang press Go.

SELECTION: All or a selected hearing officer for a selected date range.

ORDER: Hearing Officer/Hearing Date/Time/Case Number :

FREQUENCY: On demand but most likely daily.

NOTES: _ Separate pages for each hearing officer.
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TICKLER REPORTS
CASES ASSIGNED ¥NOT SET

HEARING OFFICER [Young ]
PRINTER [[SERIALL] ]

Select the printer you wish to use
by entering the device name.

FOR EXAMPLE:

Enter [SERIAL]] for the Letter Quality Printer
of [PAR] for the Parallel Dot Matrix.

Include brackets.:

[VID] will send the revort to the screen.

——— ————————— ———— Y A ks oy S T T ) o T— W . o Dot Tt b B ) ol o ok Sl S S S My S M St S e S ———— ———— — — — -

DATE: 09/03/85 DIVISION OF ADMINISTRATIVE HEARINGS PAGE 1
TIME: 10:57:40 | '~ CASES ASSIGHED HOT SET

HEARING OFFICER: Andrew J. Young

CASE PLACE CF RECEIP

NUMNBER STYLE EEARING DATE -

85-0017 DPR, Board of Dentistry Casselberr 03/30/
vs.William F. Robison

85-0025 Hospital Corporation of Americ Tampa 08/30/
VS.DHRS

Ahdrddkhkhkhdhirrhkrdhkdrrhhkhdddhhhdbrdhhhrdhdhhdbhhhdhohhrhhbhkrrrkhhrddhhkhrkhhhkhhhhk

PURPOSE: To list all active cases that have been assigned to Hearing
Officers but have not yet been set for hearing.

PROCEDURE: A. Enter a Hearing Officer name or "ALL" if all Hearing Officers
desired.
B. Enter the printer device and press GO.
SELECTION: All or a selected hearing officer.
ORDER: Case number _
FREQUENCY: Can be on demand but normally weekly.

NOTES: Lists all cases with DATE TO H.Q. 20 days or more prior to
today's date with a A¥S (assigned, not set for hearing) STATUS.

Separate pages for each hearing officer.

rarma A2
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TICKLER REPORTS
OVERDUE PRO'S REPORT

i

HEARING OFFICER [Young ]
PRINTER [[SERIAL1] ]

Select the printer you wish te use
. by entering the device name.

FOR EXAMPLE: )

Enter [SERIALL] for the Letter Quality Printer

of [PAR] for the Parallel Dot Matrix.

Include brackets..

[VID] will send the report to the screen.

DATE: 09/03/85 DIVISION OF ADMINISTRATIVE HEARINGS PAGE ]
TIME: 10:59:38 : OVERDUE PRO'S REPORT '

HEARING OFFICER: Andrew J. Young

.____.....-.——-..———————-—-——-————.__-.—.__...—.-—_._-————-—.————._—...-..__..-_._-...__.-._—-—-._——----——-.._-.—-

CASE HEARING PRO'S DUE
NUMBER STYLE DATE DATE WNOTES -
85-0004 DBR, Division of Alcocholic Bev 05/30/85 07/01/85

VS.Joe's Bar & Grill

85-0006 Martha Jones : ‘-06/01/85 08/01/85
VS.MacDonald's Corporaticn ;

***************************************************.************************
PURPOSE: To list all active cases with overdue Pro's due dates,.
PROCEDURE: A. Enter a Hearing Officer name or "ALL" if all Hearing Officers
desired. ) ]
B. Enter the printer device andg press GO.
SELECTION: All or a selected hearing officer. Can be sent to screen or prin
ORDER: Case number. .
FREQUENCY: Can be on demand but normally weekly.
NOTES: Lists all cases without PRO'S RECVD DATE and with PRO'S DUE DATE

prior to today's date.
Separate pages for each hearing officer,
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TICKLER REPORTS
CASES AWAITING ORDERS

HEARING OFFICER [Young ]

PRINTER [[SERIAL1] ]

Select the printer you wish to use

by entering the device name * 4

FOR EXAMPLE:

Enter [SERIAL1] for the Letter Quality Printer
[PAR] for the Parallel Dot Matrix.

Include brackets.

[vID] will send the report to the screen.

. —— A G ———— —— —— - S T —————— v — i ;) 4t B S . S ) T S — Y Sl b
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DATE: 09/01/85 DIVISION OF ADMINISTRATIVE HEARINGS PAGE 1
TIME: 10:59:38 CASES AWAITING ORDERS

HEARING OFFICER: Andrew J. Young

- an - —— -

S S S S S S ———————— PR P SR e ettt Rt

CASE HEARING ORDER DUP/ REASON
NUMBER STYLE DRTE TIMITRAME FOR DEL
85-0004 DBR, Division of Alcohollc Bev 06/01/85

VS.Joe's Bar & Grlll PRO'S + 30
85-0007 Martha Jones - 08/15/85 08/01/85

VS.MacDonald's Corporaticn

LY g P P EF T T X T T EE XN LE L E R EEE A A SR AR AR EETEIEESAEEESEE S EE LR S R SR & R R R R

PURPQSE:

PROCEDURE:

SELECTION:

CRDER:

FREQUENCY':

NOTES:

_All or a selected Hearing Officer. .

To list all active ecases awaiting orders.
A. Enter a Hearing Officer name or "ALL" if all Hearing Officers

desired.
B. Enter the printer device and press GO.

Hearing date. _ 3
Can be on demand but normally bi-weekly.
Lists all cases with AWO STATUS CODES.

Separate pages for each hearing officer.

nAamna AR
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DIVISION OF ADMINISTRATIVE HEARINGS
STATISTICS

1 - ENTER TRAVEL VOUCHER TOTALS
2 - CHANGE TRAVEL VOUCHER TOTALS
3 - ENTER CASE STATUS REPORTS

4 - ENTERLCASE STATGS‘S%ATiéfiéS

3 - PRINT UPDATE SHEET SUMMARY

ENTER SELECTION [

———————_——_—-—.—_—-—.—.——_-..-___———...————-—._

e ——— —— .

6 - HEARING OFFICER

7 - HEARING OFFICER

8 - HEARING OFFICER

9 - HEARING OFFICER

10 - AGENCY/DIVISION
]

e -

TRAVEL QOUCHER RE(
CASE STATUS RECAP
CASE CLOSURE RECA]
STATISTICS '

STATISTICS

e ——— — i o T T — ———

PROCEDURE: Enter the number of the option you desire and press GO.

page 49
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PURPOSE;

PROCEDURE:

NOTES:

DIVISION OF ADMINISTRATIVE HEARINGS
WRITEONE INTERFACE

1 - CASE NAaME
2 -~ CASE NAME AND COPIES FURNISHED
3 - CASE COPIES FURNISHED FOR ENVELOPES

4 - ALL CASE NAMES FOR COMNSOLIDATED CASES

5 - ALL CASE NAMES AND COPIES FURNISHED
FOR CONSQOLIDATED CASES

ENTER SELECTION [ 3

e ————————— ————— - T T S A S S S A S S S M S S u S0 S S R D e G W S

To produce a WriteOne interface file for a select case.
Enter the number of the option you desire and press GO.

The contents of the interface file will be determined by the
cption selected.

W
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PURPQOSZE:

PROCEDURE:

R

~

NOTLES:

1

WRITEOME INTERFACE
CASE NAME AND COPIES FURMNISHED

CASE NUMBER [85-0005R ]

WRITEONE FILENAME [85-0005R ]

[

-_————-_--..—._.—__————-..-.——-——--.__._—-——.....-—_-........._-.—__———_————-.—...—_——-..—.‘-.———-

To extract the case name (Petitiocners 1 & 2, Respondents 1 & 2,
and Intervenor) and the copies furnished (names and addresses)

from the Data Manager case list and ceples furnished files to a
word processing document for orders or correspondences.

A. Enter the case number of the case you desire.

B. Enter the name of the WriteOne file. Use the case number or
whatever you chose to name it and press GO.

C. Signon with your WriteOne name.

.D. Select "C" for copy and enzer:

From;&chsﬁ“the filename®
To: “the” filename" and press GO.

FOR EXAMPLE:
¥CHS»85-0005R
85-0005R

E. Open the order form document.

F. Open the WriteOne interface file.

-
-
-

G. Move the contents or any part of it into the order document.

The file will exist on the XE in the CHS directory with the case
number as the document name. The file would then be copied to t
word processing work arca and merged with the appropriate Write(
document. .

™Aarn =~ "1
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WRITEONE INTERFACE
COPIES FURNISHED FOR ENVELOPES

CASE NUMBER [85-0005R 1]

WRITEONE FILENAME [85-0005R ]

—— A — —— T — Vo T T ik A . S . A — T e A W A A RS S Sk dee ey e e ekl A S S S TR W S e i e e T e S S Sk S S A8 @R o e e S kS S SR SR -

PURPOSE:

PROCEDURE:

NOTES:

To extract the copies furnished (names and addresses) from the
Data Manager copies furnished file to a word processing format

envelopes.

A. Enter the case number of the case you desire.

B. Enter the name of the WriteOne file. Use the case number or
whatever you chose to name it and press GO.

C. Signon with your WriteOne name.

D. Select "c" for copy and enter:
From:4chsh"the filename"
To: "the filename" and press GO.

FOR EXAMPLE:
ZcHsD85-0005R

85-0005R

E. Open the envelope format document you set up with the follow:
keywords: '

NAME (copies furnished nane)

ADDR1 {first line of address)

ADDR2 (second line of address)

ADDR3 (third line of address)

ADDR4 (fourth line of address)

ADDRS (fifth line of address)

ADDR6 (sixth line of address)

F. Enter CODE F7, G. ,

-

G. For Records file(s) enter "the envelope interface filename"
(eg. 85-0005R), and press GO.

H. The envelopes should begin printing.

The file will exist on the XE in the CHS directory with the casc
number as the document name. The file would then be copied to t
word processing work area and merged with the appropriate Write(
document. ’
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PURPOSE:

PROCEDURE:

NOTES:

e -t Ay ——— S S AL — o
T N S, s e e i i i B R S e e

T B
WRITZONE INTERFRCE

ALL CASE NAMES FOR CONSOLIDATED CASES

CONSOLIDATED CASE NUMBER (85-0005R 1}

¢::+ -+ WRITEONE FILENAME [85-0005R J

TOo extract the case names (Petitioners 1 & 2, Respondents 1 & 2,
and Intervenor) from the Data Manager case list to a word ’
processing document for correspondences and orders. All cases
with the selected consolidated case number will be extracted.

A. Enter the case number of the case you desire.,

B. Enter the name of the WriteOne file. Use the case number or.
whatever you chose to name it and press GO.

C. Signon with your WriteQne nare.

D. Select "C" for copy and enter:
Fromzébhs-"the filename" i
To: "“the filename" and press GO.

FOR EXAMPLE:
ZCHS)DB5-0005R
85-J005R

E. Open the order form document.
F. Open the WriteOne interface file,.

G. Move the contents or any part of it into the order documentu

The file will exist on the XE in the CHS directory with the case
number as the document name. The file would then be copied to t
word processing work area and merged with the appropriate Writec
document.

b -



PURPOSE:

PROCEDURE:

NOTES:

T D A et e i) G G G S —— —— Tty B ok Sy = T W G e U R Y v e G D U Y W e S G D A el e W WS e g
_——

WRITECONE INTERFACE
ALL CASE NAMES AND COPIES FURNISEHED
FOR CONSCLIDATED CASES

CONSOLIDATED CASE NUMBER [85-0005R ]

WRITEONE FILENAME [85-0005R ]

A dd e . e B s e A et St e ey b S Ak B B S S S S S S S S S b U S Sl A NS S S S SeS e Smm G SmS SRS G Gme S S S A S

To extract the case names {Petitioners 1 & 2, Respondents 1 & 2,
and Intervenor)} and the copies furnished (names and addresses)
from the Data Manager case list and copies furnished files for
word processing documents. All cases with the selected
consolidated case number will be extracted,

A. Enter the case number of the c¢ase you desire.

B. Enter the name of the WriteOne file. Use the case number or
whatever you chose to name it and press GO.

C. Signon with your WriteOne name.

D. Select "C" for copy and enter:
From:%@hs-"the filename"
To: "the filename” and press GO.

FOR EXAMPLE:
¥CHS»85-0005R
85-0005R

E. Open the order form document.

F. Open the WriteOne interface file. .

G. Move the contents or any part of it into the order document.

The file will exist on the XE in the CHS directory with the case
number as the document name. The file would then be copied to tt
word processing work area and merged with the appropriate WriteO:
document. ’
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————-—.—.—._—...———.—_—-..———-.._—-—_..___________

DIVISION OF ADMINISTRATIVE HEARINGS

1 - ENTER
2 - ENTER
3 - ENTER
4 ~EnTER RE
5 ~ ENTER

€ ~ PRINT

—_—_-._—-n——_.__-q.——--..————..—-———...—

PURPOSE: To provide access to

PROCEDURE Enter the number of

APPEAL ACTIVITY

NOTICE OF APPEAL

CERTIFICATE OF NOTICE OF APPEAL
bCca CASE NUMBER .
RECORD ON APPEAL |

OPINION

CASE LIST ON APPEAL

————_-.———-.——.—q..——_-._——-————...—...——--————...-——_-.._

the option you desire and press GO.

page 71
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DIVISION OF ADMINISTRATIVE HEARINGS
ARCHIVE CASES (REPORT ON)
1 - ASSIGN CARTON NUMBERS
2 - ENTER ACCESSION AND SRC NUMBERS
3 - MOVE ARCHIVED CASES TO CARTRIDGE
4 - PRINT/VIEW ARCHIVED DOCKET SHEETS - -~ 7 =i
5 - PRINT ARCHIVED CASE LIST
6 - CLEAR ARCHIVE BATCH FROM MASTER
7 ~ RESTORE CASES FROM CARTRIDGE
ENTER SELECTION [ ]

--————————._.-....-q———————-a——-—-—-.-——————-.————-——.—_—-..--....-—_—-———————-—-——-——_——-u--—_——_

PURPOSE: To provide access to the tasks involved in archiving cases and
retrieving archived information.

PROCEDURE: Enter the number of the option you desire and press GO.

)

o
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DIVISION OF ADMINISTRATIVE HEARINGS
CROSS REFEREXCE FILES

1 - MAINTAIN HEARING OFFICERS 6 - PRINT HEARING OFFICER LIST

2 - MAINTAIN AGENCIES/DIVISIONS 7 - PRINT AGENCIES/DIVISIONS LIST
3 - MAINTAIN CITIES/DISTRICTS 8 - PRINT CITIES/DISTRICTS LIST
4 - MAINTAIN STATUS CODES = - 9 - PRINT STATUS CODES LIST

5 ~ MAINTAIN CLOSURE CODES 10 -~ PRINT CLOSURE CODES LIST

ENTER SELECTION [ ]

T g g Sy S ek b S e ————— S Y. o S W S el S S e St Sme SN WA S S G S M S T S A S A A g B A 4D e e S e S A A G P R R M e S A S S S

PURPOSE: To provide access to the tasks of maintaining and reporting on
system cross reference validation files.

PROCEDURE: Enter the number of the option you desire and press GO.

»

)
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DIVISION OF ADMINISTRATIVE HEARINGS
DISK MAINTENANCE UTILITIES

CLEAR AGENCY/DIVISION STATISTIC

1 - BACKUP FILES 6 -
2 - RECOVER FILES 7 - CLEAR CASE STATUSES
3 - REORGANIZE ISAM FILES 8 - CLEAR TRAVEL VOUCHERS
4 - MAINTAIN NEXT CASE NUMBER = " "~ 9 - CLEAR CALENDZ-\R st
5 - CLEAR HEARING OFPFICER STATISTICS 10 - PRINTER STATUS
ENTER SELECTION [ ]
PURPOSE:  To provide access to functions of Diek NMaimcemames and Deilicise.

PROCEDURE: Enter the number of the option you desire and press GO.

e
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