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This document is meant to be used as a step-by-step guide for NCORS application legal case
management functionality. Certain sections will only be relevant to certain groups, as defined in
parentheses beside each section’s name. This user journey is not relevant to users outside of
Code 46. The NCORS system may handle sensitive (CUI) data. NCORS is not capable of
marking printed pages with sensitivity level therefore NCORS Users will follow SECNAV Notice
5510 – DON Implementation of CUI Policy.
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General Actions

Case Journal
1. From the NCORS Legal Case Management site, navigate to the "Code 40 Cases" tab.

2. Select the “NMCCA Number” to navigate to the case summary view.

3. From the case summary view, navigate to the “Case Journal” tab and select “Case
Journal” action from the “Actions” list to add a case journal entry.

a. This action is also available from the “Case Actions” list.

1. In the form, input the journal entry and any additional information:
a. User may enter the “Event Date” of the Journal entry

i. The “Event Date” value is used to sort journal entries on the site.
b. User may mark the entry as a “Public Entry” (if desired).

i. Public entries will be visible to all system users with access to the case.
ii. Non-public entries will only be visible to other Trial Office Users.
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c. User may notify other users by selecting “yes” to the “Add and Notify Recipients”
field.

i. Add one or more recipients to the journal entry by inputting the name of
the user to notify.

ii. Recipients will receive an automated notification upon submission to
review the journal entry.

2. Select “Submit” to add the journal entry to the case.
3. Following submission, journal entries are visible in the “Case Journal” log.

a. A maximum of 10 entries are displayed on a page, to view more select the “View
More” button.

b. Public entries are indicated with the “Public” icon as pictured below.

4. Select the button “Edit or Remove Entry” to edit or delete the “Case Journal” from the
case.
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5. Select the “Remove” button at the bottom right to delete the “Case Journal”.
a. Edited journal entries will update for all users with access to the journal entry

following submission.

Case Access and Assignment

View Docketed and Pre-Docketed Cases
1. From the NCORS Legal Case Management site, select the “All Cases” tab.
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2. Select “Docketed Cases” to view all docketed cases at the CCA.

a. User can navigate to a summary view of the review at the NMCCA by selecting
the “NMCCA Number”.

3. Select “Pre-Docketed Cases” to view all pre-docketed cases.

a. User can navigate to a summary view of the case prior to being docketed at the
NMCCA by selecting the “NMCCA Number”.

i. If no NMCCA Number has been assigned at Code 40, the field will display
“Pending Assignment”

ii. Users can view “pre-docketed cases” with a status of:
1. ROT Forwarded to Code 40
2. Pending ROT Review
3. Pending Forward to the NMCCA
4. Trial

Assign/Remove Code 46 User
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the NMCCA Number to navigate to the NMCCA Review summary view.
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3. Navigate to the “Related Actions” tab.

4. Select the “Assign Detailed Counsel” action to enter and edit the Code 46 counsel.
a. This action is only available to docketed cases.

5. In the form, select “Add User”.

a. Input the “User” and select the “Role” to assign using the dropdown.
b. Remove a user by selecting the red “X”.
c. Senior Appellate Counsel must be assigned in order to “Submit”.

6. Select “Submit” to assign the Code 46 counsel.
7. Following submission, the newly added Code 46 Senior Appellate Counsel will be

available from the “Summary” tab, on the “Key Personnel” card.
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Mark Conflicted Code 46 User
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the NMCCA Number to navigate to the NMCCA Review summary view.

3. Navigate to the “Related Actions” tab.
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4. Select the “Add Conflicted User” action to mark a user as conflicted on the case.
5. In the form, input the “Conflicted User”.

6. Select “Submit” to mark the user as conflicted.
7. Following submission, the newly conflicted user will be available from the “Summary”

tab, on the “Conflicted User” card.
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a. Select the pencil icon to edit a conflicted user.

b. Conflicted users will see a grayed out NMCCA Number and will not have access
to the case.

Motions and Pleadings

File Enlargement to Answer/Reply
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the NMCCA Number to navigate to the NMCCA Review summary view.

3. Navigate to the “NMCCA” tab, and “Briefs” subtab.
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4. Select the clock icon to submit motion for enlargement on brief answer/reply.
5. In the form, upload the “Motion File”.

a. Input if a redacted motion is required.
i. If “Yes”, user must upload the “Redacted Motion File”.

b. Input the “Days Requested”.
6. User may also upload New/Existing Documents:

a. To upload new documents: select the “New Documents” checkbox.
b. Select “Add Document” and input the document details.
c. To remove a document select the red “X”.
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d. To upload existing documents: select the “Existing Documents” checkbox.
e. Select from the list of documents by clicking the checkbox.
f. To remove a document from the attachments, deselect the checkbox.

7. Select “Submit” to upload the motion for enlargement to answer/reply.
8. Following submission, the newly added motion will be available from the “Motions”

subtab.
a. A task is created for the NMCCA panel to review the motion.
b. A notification is sent to the other parties on the case of the filing.

c. To view the motion summary, select the “Motion Type” hyperlink.

d. Select “Edit Motion” from the “Actions” list to edit the motion.
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File Answer or Reply Brief
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the NMCCA Number to navigate to the NMCCA Review summary view.

3. Navigate to the “NMCCA” tab.

4. Select the “Upload Brief” action from the “Actions” list to file a brief answer/reply.
a. This action is also available from the “Related Actions” tab.
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5. In the form, upload the “Brief File”.

a. Upload the “Redacted Brief File”.
6. Select “Submit” to upload the brief answer/reply.
7. Following submission, the newly added brief will be available from the “Briefs” subtab.

a. A notification is sent to the other parties on the case of the filing.

a. To view the brief summary, select the Brief Title hyperlink.
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File Motion
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the NMCCA Number to navigate to the NMCCA Review summary view.

3. Navigate to the “NMCCA” tab.

4. Select the “Upload Motion” action from the “Actions” list to file a motion.
a. This action is also available from the “Related Actions” tab.

5. In the form, input the Motion Type.
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a. Upload the “Motion FIle”.
b. Input if a redacted motion is required.

i. If “Yes”, user must upload the “Redacted Motion File”.
c. If Motion Type “to Withdraw from Appellate Review”, user must upload an

“Appellant Declaration”.
6. User may also upload New/Existing Documents:

a. To upload new documents: select the “New Documents” checkbox.
b. Select “Add Document” and input the document details.
c. To remove a document select the red “X”.

d. To upload existing documents: select the “Existing Documents” checkbox.
e. Select from the list of documents by clicking the checkbox.
f. To remove a document from the attachments, deselect the checkbox.

7. Select “Submit” to upload the motion.
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8. Following submission, the newly added motion will be available from the “Motions”
subtab.

a. A task is created for the NMCCA panel to review the motion.
b. A notification is sent to the other parties on the case of the filing.

a. To view the motion summary, select the “Motion Type” hyperlink.

b. Select “Edit Motion” from the “Actions” list to edit the motion.

File Motion for Enlargement on Opposition
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the NMCCA Number to navigate to the NMCCA Review summary view.
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3. Navigate to the “NMCCA” tab, and “Motions” subtab.

4. Select the three dot icon, then select “File Motion for Enlargement”.
5. In the form, input the motion details.

a. Upload the “Motion Document”, “Date Filed”, and “Days Requested”.
6. Select “Submit” to upload the motion for enlargement on motion opposition.
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7. Following submission, the newly added motion will be available from the “Motions”
subtab.

a. A task is created for the NMCCA panel to review the motion.
b. A notification is sent to the other parties on the case of the filing.

c. To view the motion summary, select the “Motion Type” hyperlink.

d. Select “Edit Child Motion” from the “Actions” list to edit the motion.

File Opposition
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the NMCCA Number to navigate to the NMCCA Review summary view.
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3. Navigate to the “NMCCA” tab, and “Motions” subtab.

4. Select the three dot icon, then select “File Opposition to Motion”.
5. In the form, input the motion details.

a. Upload the “Motion Document” and “Date Filed”.
6. Select “Submit” to upload the motion for enlargement on motion opposition.
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7. Following submission, the newly added motion will be available from the “Motions”
subtab.

a. A task is created for the NMCCA panel to review the motion.
b. A notification is sent to the other parties on the case of the filing.

8. To view the motion summary, select the “Motion Type” hyperlink.

9. Select “Edit Child Motion” from the “Actions” list to edit the motion.

File Reply Motion
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the NMCCA Number to navigate to the NMCCA Review summary view.
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3. Navigate to the “NMCCA” tab, and “Motions” subtab.

4. Select the three dot icon, then select “File Reply to Motion”.
5. In the form, input the motion details.
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a. Upload the “Motion Document” and “Date Filed”.
6. Select “Submit” to upload the motion reply.
7. Following submission, the newly added motion will be available from the “Motions”

subtab.
a. A task is created for the NMCCA panel to review the motion.
b. A notification is sent to the other parties on the case of the filing.

8. To view the motion summary, select the “Motion Type” hyperlink.

9. Select “Edit Child Motion” from the “Actions” list to edit the motion.

Motion for Reconsideration
1. From the NCORS Legal Case Management site, select the “All Cases” tab.
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2. Select the NMCCA Number to navigate to the NMCCA Review summary view.

3. Navigate to the “NMCCA” tab.

4. Select the “Upload Motion” action from the “Actions” list to file a motion for enlargement
to brief.

a. This action is also available from the “Related Actions” tab.

5. In the form, input the Motion Type as “for Reconsideration of Order”.
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a. Upload the “Motion FIle”.
b. Input if a redacted motion is required.

i. If “Yes”, user must upload the “Redacted Motion File”.
6. User may also upload New/Existing Documents:

a. To upload new documents: select the “New Documents” checkbox.
b. Select “Add Document” and input the document details.
c. To remove a document select the red “X”.

d. To upload existing documents: select the “Existing Documents” checkbox.
e. Select from the list of documents by clicking the checkbox.
f. To remove a document from the attachments, deselect the checkbox.

7. Select “Submit” to upload the motion for reconsideration of order.
8. Following submission, the newly added motion will be available from the “Motions”

subtab.
a. A task is created for the NMCCA panel to review the motion.
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b. A notification is sent to the other parties on the case of the filing.

c. To view the motion summary, select the “Motion Type” hyperlink.

d. Select “Edit Motion” from the “Actions” list to edit the motion.

File DuBay Hearing Motion
1. From the NCORS Legal Case Management site, select the “All Cases” tab.

2. Select the "Case Number" of a case in the status “Dubay Hearing Ordered” to navigate
to the summary page.
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3. Select the “Appellate Activity” tab and navigate to the “Dubay Hearings” subtab. Then
select the “File Dubay Hearing Motion” action.

4. Fill out the form and on completion, select “Submit”.
a. Users can select the “Share motion with VLC” checkbox to display a new

dropdown giving the users the ability to share the motion with specific VLC users.

5. Select “Yes” on the confirmation message to complete the action.
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6. Users can select the type of the newly added motion to be navigated to the motion
summary page. The user can also select the action menu on the right side of the grid to
take available actions on this specific motion.
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