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I. Resolution Center

Welcome to Ohio Court of Claims Resolution Center! This document will walk you through a set of
Frequently Asked Questions (FAQs) to assist you in maneuvering the system.

1. Users

Users are people who have been created in the Ohio Court of Claims Resolution Center either as Ohio Court
of Claims staff, a Requester, a Respondent or a Representative (Attorney) of a Requester or a Respondent.

1.1 User Creation

To add you as a user, Ohio Court of Claims Staff will add your dispute to the Ohio Court of Claims Resolution

Center. This will prompt the system to send you an invitation email.

To access your dispute, click on the link that contains your Case Number:

***This 15 am autormated emasl This emal address ts not momtored. Please do mot reply to this emazl ***

Dear Rachel,

Notification

. ThnpubbcncordumumduCcunsm&mmwo«uaﬂanﬁlﬂ(dﬂd}mmwduhhmcmumm Asj

process, the Staff Attarmey will work with both parties sepazately to aciuene case resolution or settlemaent. The mformal mediati
court or leavmg the comdoet of your home or office
If they process fails, the case mall be moved to formal mediation and the Staff Attorney mall provade both partres with more mforn

Next Step:

* The mformal mediation process 1s most effectrve when each party provides the Staff Attorney wath mformation about the dispute
ferv questions about your ssue If vou do not provide the information by 07 192018 12:42:47 PAL the Cout wall contact vou wit

To accass the Onlme Dispute Resclution Center, click bml Ohso Court of Clasms: Court Casas =TEST3 |
Swoaaly,
@hio | Court of Claims

Thomas J. Moyer Ohio Judicial Center | 65 South Froee Street. 3rd Flooe | Columsbus, Ohio 43215 | Telephone 614.387.5800 | wwav obi
Coufidentiality Notice: This message is imtended for use only by the indinidual or entity to whons or which # is addressed and nuay con

is not tha istendad recipiest, u&omb\wuxmrmxbhwddrmlmumwhuwdmvm vou are hareby
= arror, plaase notify tha coust immmediatelv by talaphons
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2. Disputes

Dispute details or the electronic dispute file serves as the record for any given dispute. The electronic
dlspute file contains dispute details, documents, actions and tasks, notes, and a history of dispute actions.

.

[J Discussion
[ Files
Case Details

Timeline (1)

Case: Rachel Requester - An Agency in Ohio
Court Case #TEST3

Dispute Created - Information Requested by Court ® Next Step
07/19/2018

This publicracords case s the Cours mediston oo and sl fing deadines sre stayed whi th case = in medistion. As part of
this process, both panties will engage in informal medistion ... S== Mere

2.1 Dispute Header
The Dispute Details header contains basic information about the dispute. It is organized into three columns.
Any user who accesses the dispute will see the Dispute Details header at the top of the dispute.

Case: Randy Requester - Ohio Agency
Court Case #MOD-303

2.2 Dispute Details
The Dispute Details tab shows detailed information about your dispute including the current step in the
resolution process and next steps.

Informal Mediation In Progress ® Next Step

The staff aftorney reviewed the additional information provided. The staff attorney will communicate with both
parties throughout the informal mediation process. Either party may propose a solution at any fime. If an
agreement is not reached, the case will be referred for formal mediafion. See Less

2019-07-15

Discussion Requester / Staff Attorney
July 16,2018
- Dana % (Staft Attamney
(oH) 07/16/2018 12:42:52 PM 5taff Attorney has completed Filing a New Dispute - Event: This public records case is in the Court’s mediation process and all filing 1242 P
Py deaines sre stayed while the case iz n mediation. As part cf tis process, both partes wil engage in mformal medistion faciitated by s Staf Attomey atthe Court
LR e e e e s A e e e
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2.3 Discussion Tab

The Discussion tab is the main working environment in a case. It contains the following:
1. Timeline entries that are a record of an action being taken
2. Files uploaded or generated by the system
3. Discussion messages posted on a case

The top of the Discussion tab displays (1) the case status, (2) the case message, (3) the current due date for
the next step and the Diagnosis button used to take the next step.

1 Dispute Created - Information Requested by Court ® Next Step 3
This public recoeds case is i the Court's mediation process and all Sing deadines are stayed while B case is in 2018-07-16

2 mediation As part of this process, both parbes vwill engage in informal mediation faciitated by a Staf Aftomey af
the Court. During the nformal mediation process, the Staff Aftorney will work with both parties separately to
achieve case resoluton or settiement The informal mediation process will occur in the Coline Resolution Center D»agno.. 4
The Oniine Resolution Center can help resclve the issues without needing 10 9o 10 the court or leaving the
comiort of your home or office

lhsms!ﬂs the case will be moved o foemal mediation and the Stalf Allorney will provide bolh paries
with more sbout formal The informal mediation process is most efleciive when sach party
provides the Staff Atiomney v informabion about the dispute As we starl this Drocess, please click B link below

10 create your password, 1og in 10 the Online Disputie Resolubion center and ansveer 8 few quessons about your
issue If you G0 ot provide the information by 07/16/2013 03 30 46 PM, the Court wil contact you wilh nexd steps
See Leas

2.4 Files tab

Modria Resolution Center supports document uploads submitted by parties that are associated with a
dispute. Each document that is uploaded is assigned a document type. Documents should be loaded only
on to the tab where you are messaging with the Staff Attorney.

1 File(s) Sortby : Date ~

Respondent / 2018-07-16 17:23:22
UAT Tickets.xlsx

e

& Add File
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2.4.1 Supported File Types

Modria Resolution Center currently supports document uploads of up to 50MB for documents,
spreadsheets, audio files, and images. The file types supported are as follows:
Upload Type File Extensions Supported
Document Files

Spreadsheet Files

Audio Files

WAV
MP3
WMA
WPL
PNG
JPG
JPEG
TIF
GIF
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2.4.2 Uploading a Document
To upload a document:

Page |8

1.

Attorney or Respondent/Staff Attorney.
2. Click on the paperclip icon at the bottom right.

Dvscussion

sl 4 et

I Respondent / Staff Attorney I

D Fress Erier’ io 2end messapes

3.

Select the file you wish to upload, and click ‘Open’

¢

Open “

43¢ Favorites
|8 Downloads
L. Recent places
I Desktop
%2 Dropbox

i #@& OneDrive

a8 ThisPC
1 g Desktop
& ' Documents
b g Downloads
I & Pictures
© @ Videos 4 i

© ~ 1 b » ThisPC » Music v & | | Search Music F

File name: |

=~ 0 @

Neme £ Title Contributing arl

N items match your search,

v| [AlFiles v

e o] [ oo |

Discussion

4. When your file has finished uploading, you will see the following comment:

Respondent / Staff Attorney

July 16 2018

Select the tab for the discussion between you and the Staff Attorney, either Requester/Staff

[ Aades S Captere PHG
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2.5 Dispute Timeline

All of the actions taken on a dispute are posted to the Dispute Timeline. Each action has a timestamp to
show when it happened, who triggered the event, and details about the event.

Timeline

July 11,2018

Admin | 20:30

@ 2018-07-11 20:30-47 Admin has completed Filing a New Dispute - Event This public records case is in the Court's mediation process and all filing deadlines are
stayed while the case is in mediation. As part of this process, both parties will engage in informal mediation facilitated by a Staff Attorey at the Court. During the
informal mediafion process, the Staff Aftorney will work with both parfies separately to achieve case resolution or setflement. The informal mediation process will

occur in the Online Resolution Center. The Online Resolution Cenler can help resolve the issues without needing fo go o the court or leaving the comfort of your
home or office.

If this process fails, the case will be moved to formal mediation and the Staff Attorney will provide both parties with more information about formal mediation. The
informal mediafion process is most effective when each party provides the: Staff Attomey with information about the dispute. As we start this process, please dick the

link below to create your password, log in to the Online Dispute Resolution center and answer a few questions about your issue. If you do not provide the information
by 07/16/2018 03:30:46 PM, the Court will contact you with next steps. #Timeline
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3. Dispute List Views

Each user has access to a page that is referred to as Cases or Case List. This page lists all of the disputes that
you have permission to access.

3.1 Dispute List
The disputes are listed in a table format with columns and filters.

(i | cow ot cume Cases | Downloads

2 Cases Closed Disputes v
Court Case # Requester First Name Requester Last Name
Tesi1 Ronnie Requeaster
Test1 Ronnie Requastar

3.2 Dispute List Filters

Dispute filters allow you to search with the Case List view. In order to search using filters, click + Filters on
the top right side of the Cases page.

(O] P P— Coses  Diownibads @ .

2 Cases Cossatepues A i Fmers 7
Couwrt Cne Reguesier First Name  Requesier LastMame — Respomstent (Public Office or Official)  Stal Attorney Full Name  Cose Stabes Lebel
Testl Ronne Figuester Ohea Agency Dianaa Hanss Despute Closad Ratar o
Tl Rusiie Rengumder i Mgusniey Tl Hanr Dl Clemaodd linisn R

rovi | Preess | Pageiofl | s | imi .
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3.2.1 Dispute List Filter Types
You can complete searches using the following filter types:
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Requester First Name

Requester Last Name

Respondent (Public Office of Official)
Staff Attorney Full Name

Case Status Label

Filing Date

I” Case Filters

Requester First
Name

Requester Last
Name

- Respondent (Public
Office or Official)

l Staff Attorney Full
Name

Case Status Label

Filing Date

From Date

To Date

- Filters ¢
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4. Represented Parties

A representative is a user who can act on behalf of another user at the case level (on one, some, or all of the
user’s cases) and who receives the email notifications for the user he or she represents.

A user designates his or her representative by having their attorney file an Appearance Notice with the Ohio
Court of Claims.

4.1 Adding a Representative
When an Appearance Notice is filed, the following steps occur:

1. The attorney is added to the dispute by Ohio Court of Claims Staff.

2. The attorney receives an email notification asking them to accept or decline the invitation to
represent the party. The attorney should take special care to accept the invitation as soon as it is
received to avoid any delays.

3. The attorney will be asked to establish a password.

4. Once a password is established, the attorney will be taken to a home page view of all the cases to
which he or she is associated.

When a representative is added, the representative will be able to do the following:
1. Have full permission to act on behalf of that user on the specified case(s).
2. Receive all case email notifications that the user would receive.
3. See the specified case(s) in their case list.

Ohio Agency has requested you to be hisfher representative.

##%This 15 an automated email. Thiz email address 15 not meomtored. Pleasa do not reply fo this email #5%
Armie Attomey,
Ohio Agency has requestad vou to represent him'har 1n one or more of their cazes.

You can accept or reject the ivitation by clicking on one of the buttons below,

Please Note: A representative cannot represent two parties in two separate roles on a single case.
Example: John Smith cannot represent both the plaintiff and the defendant on a case.
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4.2 Representative Login
All passwords must be at least seven characters in length, but no longer than twenty, and include all of the
following:
e 1 uppercase letter
e 1lowercase letter
e 1 number
e 1 of the following symbols: @ # % * S !
Note: Symbols not listed above cannot be used in your password.

After setting your password, you will be redirected to the platform homepage where you can log in.

Set Password

Password must meet the following crijers:
& N\

Tour Sesment) rard Cunte St

Nt %

. o

4.3 Forgot Password
If a representative forgets his or her password, he or she may reset the password by performing the
following steps:

1. Navigate to the Modria login screen.

2. Click “Forgot Password?”

Sign In
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3. Type the email address associated with your account, and then click Submit.

4. You will receive a reset password email notification if you have a valid user profile.

Page |14

Forgot Password

email address

Password Reset Email Sent

A password reset email was sent to
danae.hanes@gmail.com. Please use the password
reset link in the email to set your new password.

Note: If the password reset email does not arrive within
the next few minutes, Please check your spam folder.

Continue to Login

© Tyler Technologies, Inc.
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5. Email Notifications
Ohio Court of Claims Resolution Center will generate email notifications to notify you of the following:

1. A message has been added to the Group Discussion tab,

2. A private message has been added to the Caucus tab (the private conversation between you and
the Staff Attorney),

3. Achange in the case status (a party has responded, the Staff Attorney has reviewed your
responses, a resolution has been made, or the case will be referred to formal mediation), or

4. Areminder to complete one of your steps.

***This is an automated email. This email address is not monitored. Please do not reply to this email ==

Dear Danae,

Notification
« Both parties provided additional information regarding the issue and the case is now under review.
Next Steps

» The staff attorney will communicate with both parties throughout the informal mediation process. Either party may propose a solution at any time. If an
agreement is reached by 07/17/2018 03:28:50 PM, the Requester will be asked to file a voluntary dismissal. If an agreement is not reached, the case will be
referred for formal mediation.

To access the Online Dispute Resolution Center, click here: Ohio Court of Claims: Court Case #Test]
To access the Online Dispute Resolution Center, click here: if you have not yet set a password for your account

Sincerely,

®hio

Thomas J. Moyer Ohio Judicial Center | 65 South Front Street, 3rd Floor | Columbus, Ohio 43215 | Telephone 614.387.9800 | www ohiocourtofclaims. gov

Court of Claims

Confidentiality Notice: This message is intended for use only by the individual or entity to whom or which it is addressed and may contain information that is privileged,
confidential and/or otherwise exempt from disclosure under applicable law. If the reader of this message is not the intended recipient, or the employee or agent

responsible for delivering the message to the intended recipient, you are hereby notified that any dissemination, distribution or copying of this communication is strictly
prohibited. If you have received this communication in error, please notify the court immediately by telephone.
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