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	Quick Reference Guide shows how to View and action case in CMS Portal.

	





From CMS Portal Home page, click:  My Account
My Account screen displays:
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Click Cases tab.
Search Case panel displays:
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	Note:
List of recently accessed cases display at bottom of screen 
Case search not required if case displays
Only cases user previously filed on or requested access to, display

	
	

	[image: Icon

Description automatically generated]
	Resource:
See Quick Reference Guide: Request case access
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	If
	Then

	Yes
	Go to next step

	No
	Go to step 6


Type details in one or more Search Case fields.
	Panel:  Search filters

	Field:
	Action:

	Case Number
	Type full or partial case number.

	Case Name
	Type full or partial case name.

	Organisation Name
	Type organisation name.

	First Name
	Type first name of party.

	Last Name
	Type last name of party.

	Date Of Birth
	Type date or click calendar icon to select date.

	Case Type
	Select relevant option.

	Court
	Select relevant option.

	Status
	Select relevant option.

	Filing Date
	Select date (or range of dates) of filing.

	Hearing Date
	Select date (or range of dates) of hearing.


Click:  Submit
Search results display:
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Does case display in Results panel?
	If
	Then

	Yes
	Go to next step

	No
	Refine search criteria and repeat search
Note:
If relevant case does not display in list of results, adjust search criteria and click:  Submit 
To reset all fields, click:  Clear


Is view of full case required?
	If
	Then

	Yes
	Go to next step

	No
	Go to step 9





Click Case Number link.
Filings screen displays:
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Is filing required on case?
	If
	Then

	Yes
	Click relevant option.
Resources:
See Quick Reference Guide:  File document on case
See relevant Quick Reference Guides for other filing types

	No
	Complete required action on case.







	
	
	
| 1


Portal Quick Reference Guide

image1.png
> CMS




image2.png
My Account

Profile  Drafts  Filings =~ Cases  Cart

My Reference
Case / Record Number
Filing Status

Filing Date From
28/08/2024

Format: d/m/Y, e.g:: 04/03/2024

Filing Date To

Format: d/m/Y, e.g:: 04/03/2024

Payments | Payment Profile

Case / Record Number

MAG-CR-240023409

RN-240023476

Organisation Payment Profile

Filing Number
42adbd792b05

535eefal7ce3

Filing Status

Pending
Review

Pending
Review




image3.png
My Account

Profile  Drafts  Filings ~ Cases  Cart ~ Payments  PaymentProfile  Organisation Payment Profile
Search Case

~ Search Case

Case case v o=
Number Type

Court -
Case
Name

Status -

Organisation
Name Filing
Date

w©
First

Name

Last
Name

Hearing
Date

Date Of & ©
8irth -

Sherift
Application
Reference
D

Case Number CaseType  Case Name Court FilingDate  Status  Action

RN-240023476. Criminal [VICPOL] SANTIAGO, Amy v SAMPSON, Sam Melbourme  04/092024  Filed  Filea subcase.
File a document
File Exhibit




image4.png




image5.png




image6.png
Case Number

RN-240023476

MAG-CR-240023409

CaseType  Case Name

Criminal

Criminal

[VICPOL] SANTIAGO, Amy v SAMPSON, Sam

[VICPOL] SANTIAGO, Amy v CHRISTIANSON, Abegale

Court

Melbourne

Melbourne

ing Date

04/09/2024

04/09/2024

Status

Filed

Open

Action

File 2 subcase
File 2 document

File Exhibit

File Contravention Charge
Remove case access

File 2 subcase
File 2 document

File Exhibit

File Contravention Charge
Remove case access




image7.png
MAG-CR-240023409  [VICPOL] SANTIAGO, Amy v
Court Location: Melbourne - Magistrates’ C H R I STIAN SO N , Abeg a | e

Court

Criminal | Charge | Issued and Served Next Listing: Mention scheduled for 05/09/2024 09:00 AM
Filings ~ Documents  Hearings  Orders  Parties  Charges  Bail  Register  Subpoenaed Documents

Filings

~ My Filings

Filed Date  Name Status Filed By Filed Against/Applies To Download

& Filing Number: 19e59fc3a75a

Charge-sheet valid Amy Santiago (Informant) Abegale Christianson (Accused) =]
04/09/2024 Lodgement

Undertaking of bail Valid =]
04/09/2024 Lodgement





image8.png




image9.png




