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Getting to know- Types of Hearings (events)

Users are allowed to set these following hearings:
+» Before you start to set new event it is important to know what types of hearings are allowed to set. Currently CMS
system allows users to set followings types of hearing:
» Motion Calendar (MC)
» Special Sets (SS)
» Calendar Call/Trial (CC) — Generates the Trial Order when hearing is set. Users have to request JA for
cancellation of this event or resetting of this event.
» Pre-Trial Conference (PTC) - Generates PTC order when the hearing is set. Users have to request JA for
cancellation of this event or resetting of this event.
» Case Management — (CM)
Important Note: Please refer to Judges procedures for more information on the Calendar Calls and Trial Dates at:
Judge Practices and Procedures.
What to expect after available dates and times opens up at the time of setting hearings:
MC: Types of hearing will bring back just the starting time of the hearing with date and only one choice to pick
from.
SS: types of hearing will bring back the Start and End Time of the hearing with multiple choices to pick from.
CC/Trial: types of hearing will bring back just the starting time of the hearing with date and only one choice to
pick form.
PTC: types of hearing will bring back just the starting time of the hearing with date and only one choice to pick
form.
CM: Is type of hearing they are similar to Motion Calendar. only some divisions allowed users to set up this type
of hearing.



http://www.17th.flcourts.org/judiciary-list-and-category/

Types of Hearings (events)

Calendar Call (CC) and Pre-Trial Conference PTC types of hearing Generates the Trial Order in the background

» You must schedule Calendar Call types of hearing for a trial order to be generated. The Trial Order is
generated by the system when a user sets CC type hearing and the generated Trial order automatically goes
to Judge's “Pending” queue for approval or rejection and the status of the case remains "Pending" until Judge
approves or rejects an order.

» Upon approval of a Trial Order, it is e-serviced and e-filed to all parties listed on e-portal as per Rule RULE
2.516.

» The users can view the status of hearing from the docket tab, just navigate to that date you set hearing on.

» The User can view the status of the Trial by going to the “Workbench” tab and the Trial order will be found in
one of the queue: Pending/Approved/Rejected/Completed queue.

» Same goes for PTC hearing.
Important Note:
Trial order is used by the Circuit Civil divisions.

Pre-Trial Conference order is used by County civil divisions



Types of Hearings (events)

Important Note:

You must be very careful before setting Calendar Calls or Pre-Trial Conference type of hearings, it may delay
the hearing further if any error made. If unable to see Calendar Call or Pre-Trial Conference on hearing
calendar through show availability menu that means you have pending CC or PTC hearing on that case,
please contact the JA to resolve the issue.

User can not cancel Calendar Call (CC) types of hearing, only Judge’s Judicial Assistant (JA) can reset or
Cancel the Calendar Call types of hearing.

If the scheduling error is made by the party, please consult your Attorney or Judge’s JA or check Judge’s
procedures.

In some divisions, JA may not allow users to cancel their own hearing, you must read Judge’s procedures to
know the business practice of that particular division.

Note: Any types of calendar plan can be a daily, weekly, monthly or yearly. There are no limit to how many
plans are created by any given division.



How to Set Up New Event OR New Hearing on an existing case

Show Availability option of Calendar Tab and add New Hearing:

» The show availability search will bring back the dates and time that have been made available by the
division. If there is a need for special day or time for the hearing or the there is a need for emergency
hearing, please contact Judge’s JA and refer to Judge’s procedures.

» The case must be already filed within the 17" Judicial Circuit court of Florida. CMS system is not for
filing a new Case.

» The user must know the full case number prior to setting hearing and must know which division the
case is filed.

» For proper case formatting please refer to: http://www.17th.flcourts.org/cms/mCaseNumbers.html

Before sending an email to Calendar Helpdesk: calendar@17th.flcourts.org, please refer to Judge’s
procedures, our Calendar Helpdesk is only available through email, no phone calls. The Calendar helpdesk
is only to resolve technical issues with the system and is not there for any legal advise.



http://www.17th.flcourts.org/cms/mCaseNumbers.html
mailto:calendar@17th.flcourts.org

How to Set up a New Event or New Hearing using “Show Availability” function

Calendar -~ Docket Workbench= Admin -~  Help = Welcome Jacob Ensor : Sign out

Note: Make sure you are logged into the

- system.
Calendar Availability > Click on the Calendar Tab and select “show
pick date 02 Bowman, John B. (02) ~| |Select the Category Type 5 Ava||b|||ty" option. The calendar will
o ol - Oct 28 — Nov 3, 2018 mun default to “Week” view.

» Itis recommended that you change the
calendar view from week to a Month view
as shown on the next page.

Sun 10/28 Mon 10/29  Tue 10/30 Wed 10/31 Thu 11/1 Fri 11/2 Sat 11/3




How to Set up a New Event or New Hearing using “Show Availability” function

Calendar Availability

02 Bowman, John B. {(02)

28 29

30

31

T Select the Category Type
X X
|0 Octbber 2018 _month_
Sun Mon Tue Wed Thu Fri

] 2 3 4 5
Fi 3 9 10 11 12
14 15 16 17 18 19
21 22 23 24 25 26

%Eek day

Sat

13

20

27

Note: Here is the monthly view of the calendar.
Note: Users must know the case is assigned to
which Judge’s division.

Important Note: When you first come to this
screen, the Judge division defaults (02), YOU
MUST SELECT THE PROPER DIVISION.

There is a dropdown menu for the Judge’s name
and division.

There is a dropdown menu for the types of
hearing that are allowed to be set.



How to Set up a New Event or New Hearing using “Show Availability” function

Calendar Availability

b_l_‘-_.;n_..l_l.l_._u-.._.u_l.-_.:ll._u.ﬁ Select the Category Type

Filter: [ )
o ,tObEr 2018 E (il week | day
Sun SE'E:NE Division Wed Thu Fri Sat
05 Bidwill, Martin J. (05) \ 3 4 3 6
Calendar Availability
[ 05 Bidwill, Martin J. (03} - F EIEC the Laled ._.J-.l.l_
Sel he C T [
o o OCtPE ect the Category Type N week | day
Sun Mon Tue 1| Motion Calendar % Sat
] Z Special Sets \ 3 E
Calendar Call
Pre-Trial Conference
i 3 9 12 13

Note: Still on the month view.

» Enter the division number or Judge’s name
inside the filter field. For example: 05.

» You may scroll down and find the desired
division.

» Once the desired division is selected, next
select the hearing category type from the
dropdown menu. For example: Motion
Calendar, Special Sets, Calendar Call etc...

» Note: “Motion Calendar” is picked as an
example.



How to Set up a New Event or New Hearing using “Show Availability” function

nick date

Sun

14

21

23

Calendar Availability

05 Bidwill, Martin J. (05)

o 0O e
Maon Tue
1
3
15
22
29

Motion Calendar

[ October 2018

16

23

30

Wed

10

17

24

3

Thu

11

18

25

8:45a - %30a 8:45a - %30a 8:45a - %30a
Available Available Available

12

19

26

eek day

Sat

13

20

27

Note: Since it is almost the end of the month
in this example, there is no calendar
availability. Let’s scroll to next month by:

» Clicking on the single arrow.



How to Set up a New Event or New Hearing using “Show Availability” function

Calendar Availability

~| |Motion Calendar

[ November 2018 ]

pick date 05 Bidwill, Martin J. (05)
today ] 0O © | -
Sun Mon Tue
4

11

8:45a - %30a 8:45a - %30a

Awvailable Available
8:45a - %30a 8:45a - %30a
Available Available

Wed

8:45a - %30a
Available

8:45a - %30a
Available

Thu

8:45a - %30a
Available

5 G 7 a3
8:45a - %30a 8:45a - %30a 8:45a - %30a
Available Available Available

12 13 14 15
8:45a - %30a 8:45a - %30a 8:45a - %30a
Axailable Available Available

22

Fri

@ week | day

2

16

23

30

Sat

3

10

17

24

Note: Now you are looking at the next month

calendar. Users can scroll to any future month of

the year to find the available dates on the

calendar.

> Select the desired date of the hearing, i.e. 15t
of Nov.

10



How to Set up a New Event or New Hearing using

Create Event

Case Number- [ g [croermane ] Note: After clicking on the desired datef system
\ return the Create Event screen on the right hand

p— EI;L: :T:;;;:Eﬂdar (MC) Jan 2nd 2013 to Dec 20th 2013 side Of the brOWSGF.

Proposed Time: 8:45 am to 9:30 am » Enter the desired case number and click on the
Case Details: Validate button. (Make sure the case format
has all the leading zeros, no dashes are
allowed) Please click on the black dot to see
more details)

Style:
Type:
Jurisdiction:

Judge:
Magistrate: Important Note: By clicking on the black dot icon

at the time of setting event, you can check the

. .
What are the case number formats for each given court type? p ro pe r fo rm attl n g Of th e Ca Se n u m be r I n ea C h
The following tables outline the different case number formats for each given court type in Broward County. The Clerk Case Number is the same as the Case
Number, as seen throughout the Clerk's Internet web site. The Uniform Case Number is the same as the State Reporting Number, as seen throughout the Clerk's
R court type.
CIRCUIT

P Clerk Case State Reporting Number

Court Type Cirenic Court Number (Cnifornll) Caseg_\ilunber)

CF Felony 98012345CF10A® | 061998CF012343A88810

Domestic
DE. Relations/Farmuly & | FEMCEZ8012345 |061998DRO12345AXHCE|
Adoption
CA Circuit Crvil CACE928012345 [061998CAC012345A30{CE
Probate - .

CP Guardianship PRCS80012345 |061998CP012343AXICE
MH Nental Health MHC950012343  [061998MHO12345ANCE]|
061998GAD12343ANXNCE|

(Not applicable / Probate

GA Guardianship PRCO80012345 Division does not separate

Guardianship from
Probate)

[ Delinquency 1998012345DL 061998CJ012345ATCICE
DP Dependency 1998012345DP |061928DP012345A30ICE

DE Adoption (Juvenile)| 1998012345AD |061998DRO12345ANIVCE

98012345AC10A
AP Appeal 'County Criminal to| 061928 APD12345ANCR10
Appeals *

11



How to Set up a New Event or New Hearing

Create Event

/ Case Mumber:

Case Details:

\_

Plan:
Proposed Date:

Proposed Time:

Style:

Type:
Jurisdiction:
Judge:
Magistrate:

8 CACE17020832

~

Motion Calendar (MC) Jan 2nd 2018 to Dec 20th 2018
11M15/2015
8:45 am to 9:30 am

Charmaine Orr Plaintiff vs. Citizens Property Insurance Corporation Defendant
Contract and Indebtedness
Circuit Civil

Bidwill, Martin .. (03)

NiA

Service List:

3 selected

/

[ My Service List:

] ¥

Mon E-Service
Parties:

=

This is the scroll bar of the window
(not web browser). Scroll down to
see the rest of the options and Save
button.

Note: First half screen of the Create New Event
window. Upon validating the case, system brings
back the details of the case.

» Check the service list, for this example it shows
that there are five parties listed on the service
list. If the service list is empty, try to click on
the “Reload Servicelist” button. If still empty,
please add name and email address for the
service list.

Note: system will not allow users to set hearing if

the service list is empty. If you do not have other

party name or email address, please enter your
own in order to proceed with scheduling the
hearing.

» User may add name and home address of the
non e-service party at this time.

12



How to Set up a New Event or New Hearing

7

Motion 1:

-

P After Scroll Down

Motion 2:

) this is the bottom
half of the creating

new event’s page

| accept the terms in the License Agreement and Local Rules

| accept the terms for Servicing Self-Represented Parties
A N

Bottom of the create new event screen }

Note: 2nd half screen of the Create New Event
window. Upon validating the case, system brings
back the details of the case.

» Motion 1” allows user to add description of the
motion that party is coming for the hearing and
it is a required field.

» Motion 2: Additional description of the motion
can be entered here but this field is not
required.

Note: User can schedule two motions for the

same case, same time at the time of scheduling.

Once the hearing is scheduled the 2"4 Motion can

not be added.

» Add Attachment: This button will only appear
when Judge division allows users to upload
supporting documents.

» If the division allows users to upload the
supporting documents, the “Add Attachments”
button will show up.

» User must check box the license and
agreement terms and condition in order to
save the event. 13



How to Set up a New Event or New Hearing using “Show Availability” function

Maotion 1: | Tesfing Motion 123

Maotion 2: | e.g. description for the event

(== )

Select the Document Categ ¥ QLTS

nt Title ' Browse E\ctthe file to upload.

==

7 -“"—"'mﬂlim =
. D ] ===
@I\JI'| o v Orders » '|‘?|| Search Orders A

Organize * New folder b= d e
| Christmas Photos Mame i
. Collission_Law_Center CACF120156180rder. pof
| | Dec19th1d5
| ' =]
| HealthHub [#) Order.pdf 5l
| images :
. jisnet_download CACE12004267trial OrderL etterpdf
. LastYear CACE13010549_3 31_2015.pdf
. New folder - CACE13010549_3-31-2015 pdf
. New folder (2 L s pra se on line user agreement (3).docx
. Old Phone Links.pdf
. Orders M eServicesCase.pdf v
| Scanned Pictures - 4 1 | t
File name: Order.pdf v [A“Files 'I
Cancel l

Mation 1:

Mation 2:

Tesfing Motion 123

Atachment Title el Select th
Select the Document Categ v WEWGTH

| accept the terms in the License Agreement

I nonnet tha dnroan fre Candalonae

Coalf Mnnran

Note: Looks like this division 02 for case #

CACE17020682, allows users to attach documents.

Let’s attach some documents (only pdf format):
Motion 2: is an optional field.

» Click on the “Add Attachment” button. Select
the file to upload with Browse button field
name “Attachment Title” and “Select the
Document Category: field with “remove”
button will appear.

Click on the Browse button and locate the
desired file that you want to upload from your
device. (must be in pdf format).

Click on the “open” button. As you noticed the
“Order.pdf” file has been attached.

Now select the document category type from
the dropdown menu. For example: Exhibit”.

Browse 'Drder.pdf

)

Select the Document Categ ¥

Select the Document Category
Cover Letter

— ﬂQI'EEI'I'IEI'II an

Case Law

Exhiit

Motice Copy
Other Attachment

14



How to Set up a New Event or New Hearing using “Show Availability” function

" Browse Drder.pclf

Cover Letter

[ trialDrderLetter_1.pdf]
Other Attachment v remove .

4 | accept the terms in the License Agreement and Local Rules

7 | accept the terms for Servicing Self-Represented Parties

Note: As you noticed, the first document named order.pdf

and category type Exhibit has been attached.

Important Note: If you like to attach additional documents,

please click on the “Add Attachment” button and continue to

add additional documents. Make sure you selected the

document category type for each additional document.

The example of three attached documents have been shown

here.

If you attached the wrong document, by clicking on the

“remove” button will let you remove the document and new

document can be attached.

» Make sure to select the terms of License and Agreement
and Self-Represented Parties checkboxes.

» The Save button will be highlighted, click on Save button.

» If no error message, you will see a message that event was
created successfully.

—
Ermor! event was created but failed to save documents attachment w

Oops!!!!
Event was created but it failed to save the attached documents. Don’t be
concern, please go to how to attached documents to an existing hearing.

15



How to Review the hearing using Docket Tab

CMS vz20.0-180813 Calendar = Docket = Workbench~ Admin = Help - Welcome Jacob Ensor : Sign out

11152018 G:00am | tg | 10:00pm m

Filter by Party Two

Ve

.

8:45 AM -9:30 AM -2 CACE17020682 MC Ensor, Jacob

Docket Summary

Charmaine Orr Plaintiff vs. Citizens Property Insurance Corporation Defendant

= Testing Motion 123

Note: First Let’s check if the hearing or the new

event was created.

» Go to the Docket tab and navigate to the date
of hearing scheduled. For example, Nov 15,
2018.

Now it is confirmed that hearing is already

scheduled, we only need to add supporting

documents.

Please note the case number here so it can be

used for search (CACE17020682).

16



How to Print a Receipt from docket Tab

CMS v20.0-180813 Calendar = Docket Workbench= Admin = Help = Welcome Jacob Ensor - Sign ou

Filter by Party Two

111572018 G:00am | g | 10:00pm m
Docket Summary

8:45 AM -9:30 AM -2 CACE17020682 MC Ensor, Jacob

Charmaine Orr Plaintiff vs. Citizens Property Insurance Corporation Defendant

TE'.-[%: Testing Motion 123

Pop-ups blocked:

« aboutblank

deimos-vm

(® Always allow pop-ups and redirects from http://

O Continue blocking

Manage

=

» Navigate to the Docket tab and go to the
desired date of docket.

» Locate the case (CACE17020682) that you want
to print out the receipt, and click on the printer
icon.

Note: When you try to print the first time, you

may get pop-blocker icon on the right hand side of

the browser. Click on thisicon. @

» Select the radio button in front of Always Allow
pop-ups and redirects from http:// and click on
the Done button.

17



How to Print a Receipt from docket Tab

¢ Scheduling Receipt - Google Chrome E@g
() about:blank
Print T
17th Judicial Circuit Couwrt of Florida
Total: 1 sheet of paper S Nk 2
RS
E I:a 1 El r:-n.: :.:::-‘II::::I: Cianited Propen s Dismtai o Caipotabion [ fomdan
v Once the Pop-Up Blocker is allowed, the printer
Secinaton ()] TOSHIBA e-STUDIOT23.. S——— window will popup and follow instructions from
the screen to print it.
Change... o
o
Pages " Al
eqg. 1-5, 8 11-13
I Copies 1
Layout Portrait =
Options Two-sided
= More settings
Print using systemn dialog... (Ctrl+5Shift+P)




