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Chapter 1 
 

The Legal Assistance Case 
Management System Overview 

 
1.  Introduction:  The Legal Assistance Case Management System (CMSLA) is an IBM Lotus 
Notes, web based program designed to: 1) provide Legal Service Support Sections (LSSS) and 
Legal Services Support Teams (LSSTs) with an oversight tool for legal assistance cases, 
2)  To provide Judge Advocate Division (JAD), HQMC oversight of the service level legal assistance mission.    

2.  Navigating CMSLA and terminology:  
  a.  Home page:  When personnel log-on to CMSLA, the home page displays the various 
sections, reports and forms available to the user. The homepage also displays office appointment for the month
 See the screen below: 

 

 b.  CMS Home: This link takes users to the CMS Home page, where updates are posted and users can  
report a bug, request an account, read the desktop manual, and submit a change request.
 
            c. Appointments: This link will display the calendar with links to an appointment form.  
 
 
            d.  POA: This link opens the Power of Attorney form which tracks the total number of POA's 
 
created by the selected attorney. This is tracked by month. 
 
 
  
 



               e. Briefs: This link opens the Briefs form which tracks the total number of Briefs given to a particular
                               number of people. This is tracked by month.
 
             f. Cases: This link opens a view of all cases currently open. "Closed Cases" and "All Cases" 
                            options are availible by the use of a drop down at the top of the page.  
 
             g. Manage Personnel: This link opens a form, which allows the user to adding and remove office personnel. 
 
             h. Reports: There are two reports in CMSLA are "By Date" and "Quarterly". 
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i.  Reports: The Legal Assistance "By Date Report" and the "Quarterly Report" give statistics 
regarding client frequency, services rendered and other Legal Assitsance data. The "By Date Report" is below: 

 
The Legal Assistance Quarterly Report is below: 
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  j. Case Information: Users enter data under the fields displayed in each section.  The chapters 
below provide a detailed list of all of the fields that CMSLA tracks for every case. Some fields are 
required and must be completed to save the form. 

 
3.  Workflow:   
 

a.  Initial entry:  
1. A conflict check must be done on the client before any services are rendered.
2. After the conflict check is complete the user has the option to select the approrpiate client or create
a new client.
 
b. Categories
 

 

b.  Categories.  

1.  Family Law:  In this section are forms for Adoption, Annulment, Child Custody,
Divorce/Separation, Mediation, Name Change, Paternity Matters and Other family law
cases. 

 

2. Consumer Protection Law:  This section includes bankruptcy, Consumer Contact, 
Credit Report Dispute, Debts, Scams, Identity Theft, Pay Day Lending and Small Claims
Court.
3. Military Rights and Benefits: This section includes SCRA and USERRA. 
4. More Legal Assistance Options: This section contains forms for Crime Victim Assistance, 
Sexual Assault Victim Assistance, Immigration/Naturalization, Non-Support, 
Property/Lanlord-Tenant, Tax (Non Vita/ELF), Estate Planning, and Other.  
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a.   By Date – This report displays the number of cases for legal assistance withing  a 

specified date range. Below is the statistical data acssociated with each service: 

 
 

1. Consumer Protection – The number of Consumer Protection services. 
2. Sexual Assault Victim Assistance – The number of Sexual Assault services. 
3. Victims of Other Crimes Assistance – The number of Victims of Other Crimes
 services. 
4. Estate Planning – The number of Estate Planning services.. 
5. Family Law – The number of Family Law services. 
6. Immigration – The number of Immigration services.
7. Military Rights and Benefits – The number of Military Rights and Benefits 
services.
8. Notarizations – The number of Notarizations. 
9. Non-Support – The number of Non-Support services. 
10. Powers of Attorney Drafted – The number of Powers of Attorney Drafted. 
11. Property/Landlord-Tenant – The number of Property/Landlord-Tenant services. 

      12. Tax – The number of Tax services.
13. Other - The number of Other services provided.

      Chapter 2 

Legal Assistance Reports 

Introduction:  Legal Assistance consist of two reports, Legal Assistance By Date and Legal Assistance 
Quarterly Reports.     
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  b.  Quarterly Reports – This report displays all cases in a local legal assistance office into  the four 
quarters of the fiscal year. It is displayed in the same format as the by Date Report.
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Introduction:  The Legal Assistance forms in CMSLA cover new legal assistance cases, powers of 
attorney, notary and briefs.     

 
1.  New Legal Assistance Case: This begins with the conflict check on the home screen. Using the 
"Select Type of Check" field, select the option you want to search by. Then enter the name, DODID or
appointment name in the text field. The home screen is displayed below:  

 

 

2.  Conflict Check Results: The next screen shows conflict check results on the screen. If the 
contact name is in the database it will be displayed as a link, if not then the user will need to select "
Created a NewClient". The "Conflict Check Results" screeen with results is displayed below:  
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Legal Assistance 
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2.a   The 'Conflict Check Results' screeen without results is displayed below:  



CMSLA Field Name Description 
Last Name: The full last name of the Accused. [Text Field] (Required Field) 
First Name: The full first name of the Accused.  [Text Field] (Required Field) 
Middle Initial: The middle initial of the Accused.  [Text Field] 
Suffix The suffix of the Accused. [Text Field] 
Race The race of the Accused. [Drop Down Box] (Required Field) 
Gender The gender of the Accused. [Drop Down Box] (Required Field) 
DODID The 10 digit Electronic Data Interchange Personal Identifier number 

of the Contact. [Numeric Text Field] 

CMSLA Field Name Description 
      
 DateContact Created           Date of the initial contact.  [Calendar Field]   
DODID                                 The 10 digit Electronic Data Interchange Personal Identifier number
                                              of the Contact. [Numeric Text Field] (Required Field)    
Legal Office                         Current Legal Office. [Drop Down Box] (Required Field) 
Birth Date                             Clients date of birth. [Calendar Field]  
Last Name                            The last name of the contact. [Text Field] (Required Field)

3.  Case Information: This form is where a new contact is created. There are two options when saving,
either 'Save and Exit' for contact creation only or "Create New Case". "Create New Case" not only saves the 
contact, but also provides a menu for case creation. The Case Information screen is displayed below:  

   
First Name                           The full first name of the Contact. [Text Field] (Required Field) 
Middle Name         The middle name or initial of the Contact.  [Text Field]  
Gender    The gender of the Contact.  [Drop Down Box] 
EAS                                     The EAS of the Contact (if any). [Calendar Field] 
Duty Status    The duty status of the Contact. [Drop Down Box] (Required Field) 
New or Repeat Client The client status of the Contact. [Drop Down Box] (Required Field) 
Branch                                  The branch of service of the Cotact. [Drop Down Box]    
Rank                                     The rank of the Contact. [Drop Down Box]
Unit                                      The unit of the Contact. [Text Field]
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CMSLA Field Name Description 
Last Name: The full last name of the Accused. [Text Field] (Required Field) 
First Name: The full first name of the Accused.  [Text Field] (Required Field) 
Middle Initial: The middle initial of the Accused.  [Text Field] 
Suffix The suffix of the Accused. [Text Field] 
Race The race of the Accused. [Drop Down Box] (Required Field) 
Gender The gender of the Accused. [Drop Down Box] (Required Field) 
DODID The 10 digit Electronic Data Interchange Personal Identifier number 

of the Contact. [Numeric Text Field] 

CMSLA Field Name Description 
Last Name: The full last name of the Accused. [Text Field] (Required Field) 
First Name: The full first name of the Accused.  [Text Field] (Required Field) 
Middle Initial: The middle initial of the Accused.  [Text Field] 
Suffix The suffix of the Accused. [Text Field] 
Race The race of the Accused. [Drop Down Box] (Required Field) 
Gender The gender of the Accused. [Drop Down Box] (Required Field) 
DODID The 10 digit Electronic Data Interchange Personal Identifier number 

of the Contact. [Numeric Text Field] 

CMSLA Field Name Description 
Last Name: The full last name of the Accused. [Text Field] (Required Field) 
First Name: The full first name of the Accused.  [Text Field] (Required Field) 
Middle Initial: The middle initial of the Accused.  [Text Field] 
Suffix The suffix of the Accused. [Text Field] 
Race The race of the Accused. [Drop Down Box] (Required Field) 
Gender The gender of the Accused. [Drop Down Box] (Required Field) 
DODID The 10 digit Electronic Data Interchange Personal Identifier number 

of the Contact. [Numeric Text Field] 

4.  Case Forms: Case forms allow users to create a new case. Once the contact is saved, the top menu
will be displayed with all of the case options availible. Select a case type and the form will be
displayed in the bottom half of the screen. The Adoption form is displayed below:  

4.a  Case Form Links: There are links along the top of each case form. The first link is 'Save', this link is 
used to save the case form information without exiting. The Next link is "Save and Close". This link saves
the case form and closes it so that information is saved proir to opening another case form. The "Create 
Appointment" link takes the user to the appointment calendar. From here appointments can be entered in 
the same manner as from the appointments link on main navigation menu.
     

CMSLA Button Name         Description              
Save                                      Saves case information. [Stays in current case] 
Save and Close                     Saves and closes the case [Link]
Create Appointment             Opens the  Calendar. [Link Opens New Window]  
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Introduction:  The Appointment Calendar in CMSLA can be used to keep track of appointments,
meetings, and events for offices and individuals.     

1.  Appointment Calendar: The Appointment Calendars name database is built via the "Manage
Personnnel" link attorney name is in the database it will be displayed in the dropdown, if not, select

    'Manage Personnel' and add the attorney. The Appointment Calendar screeen is displayed below:   

2.  New Appointment form:  This form contains fields for entry of appointment information. The
 fields available are for the date, time and drop down for Attorney. There is currently no
way to enter recurring appointments.  There are three buttons on this form: "Save",  
"Cancel" and "Delete". 
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  Appointments
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2.a  New Appointment Form: The figure below shows the  various fields previously 
mentioned. Appointments can be entered in 15 minute increments. The new appointment
 will be displayed in the Calendar by attorney, date and time. Hovering over the appointment displays
the subject, client and location of the the appointment.  
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Power of Attorney, 
              Notary and Briefs 

 
Introduction:  This section covers services provided by Legal Assistance that are not cases. There 
are three forms for these services with links labeled POA, Notary and Briefs.     

 

1.  Power of Attorney Form: The figure below shows the  POA form. This form has only three 
required fields, Personnel, Legal Office and Year.  There is a number of field for each month.
 The total field automatically calculates the total number of POAs based on the numbers entered. The 
name of the attorney and the current number of POAs is displayed at the bottom of the screen. 

Field Name                          Description  
Personnel                             Select the Attorney. [Drop Down Field] (Required Field) 
Legal Office                         Select the Legal Office. [Drop Down Field] (Required Field)
Year                                     Select the Year. [Drop Down Field] (Required Field)
Notes                                    For entering any remarks. [Text Field]
Month fields                         For entering monthly totals.  [Number Field]  
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2.  Notary Form: This form is almost an exact copy of the POA form, except it is used to track Notarys.
 In function it is the same with the Personnel, Legal Office and Year fields being required. The form also 
lists all of the totals at the bottom of the form.   

Personnel                             Select the Attorney. [Drop Down Field] (Required Field) 
Legal Office                         Select the Legal Office. [Drop Down Field] (Required Field)
Year                                     Select the Year. [Drop Down Field] (Required Field)
Notes                                    For entering any remarks. [Text Field]
Month fields                         For entering monthly totals.  [Number Field]  

Field Name                          Description
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3.  Briefs and Preventative Law Form: This form is used to record the number of briefs given on a 
particular date. The Personnel, Legal Office and Year fields are all required. The form 
also lists all of the totals at the bottom of the form.   

Personnel                             Select the Attorney. [Drop Down Field] (Required Field) 
Legal Office                         Select the Legal Office. [Drop Down Field] (Required Field)
Date of Brief                         Select the Date. [Calendar Field] (Required Field)
Notes                                    For entering any remarks. [Text Field]
Total Number                       For entering Brief Attendance totals.  [Number Field]  

Field Name                          Description 
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                                                                 Case Tracking
 
 1.  Case Tracking: This screen shows case tracking (Open cases). This form displays the Type 

of Case, Client Name, Case Date, Case Status, Date Closed and Remarks. The Client Name is 
linked to the contact form. The 'Case Tracking' screeen with open cases is displayed below:  
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Last Name                           Persons Last Name. [Text Field] (Required Field) 
First Name                           Persons First Name. [Text Field] (Required Field)
Middle Initial                       Persons Middle Initial. [Text Field] 
Service                                 Branch of Service. [Drop Down Field](Required Field)
Rank                                     Rank or Pay Grade. [Drop Down Field](Required Field)  

Field Name                          Description 

Status                                   Persons Duty Status. [Drop Down Field]  
Phone                                   Persons Phone Number. [Drop Down Field] 
Email                                   Persons Email Address. [Drop Down Field] 
Billet                                    Persons Billet Description. [Text Field]
Save                                     For saving the current record.  [Button]

Legal Office                        Persons Legal Office. [Drop Down Field](Required Field)

2.  Personnel Form:  This form is for the management of Legal Assistance Personnel. There are five
required fields: Last Name, First Name, Service, Rank and Legal Assistance Office. 
See example below:   
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1.  Introduction:  The Legal Assistance Case Management System (CMSLA) Reports shows data 
for the legal assistance office for the selected period for services rendered.  This allows easier tracking
of data for the office.

Chapter 7 
 

   Report Forms
 

2.  CMSLA Reports:   

 a.  Reports By Date:  This form is used to capture a particular date range, by selecting your  
legal office, start date and end date. The report can be generated on screen or exported into
an Excel document. 
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            b.  Quarterly Reports:  This report is used to provide statistics for a particulare year bases on

date range, legal office and fiscal year. This report can be generated on screen or exported into a 

Excel document. 
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1.  Introduction:  The Legal Assistance Case Management System (CMSLA) Immigration case 
form is unique amoung the case forms. This is the only form that can be viewed by anyone that
has access to CMSLA database, anywhere in the Marine Corps.

Chapter 8 
 

Immgration Form
 

2.  CMSLA Immigration:   

 a.  Immigration:  This form is used to track immigration cases throughout the Marines Corps. 
Legal Community. Upon a clients PCS, the case can be continued at the new legal office of 
the clients new duty station. 
 
 
 Below is the case information page with the immigration form.
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