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1.0 INTRODUCTION

The Legal Information Office Network System (LIONS) is a case management system that runs with
Oracle as the database management software. LIONS is a multi-user database system that allows many
users to do data entry, execute reports, and run queries at the same time.

LIONS allows individual districts to maintain information on pending workloads on the database and to
produce a variety of reports based on that information. Offices enter information throughout the month
using their personal computer systems, and produce reports locally as heeded based on the most up-to-
date information.

The detailed procedures in this manual are necessary for the correct operation of LIONS
and must be strictly adhered to. Any deviation must be approved by the Case
Management Staff of the Executive Office for United States Attorneys (EOUSA).

1.1. Functions
LIONS provides a number of important functions:

It allows offices to meet their obligations for notifying victims and witnesses and producing required
reports related to that function.

It allows offices to create caseload calendars for individual employees, as well as units in the office.

The reports produced allow the United States Attorney and other supervisors to monitor the office's
workload, to make case assignments, and to respond to ad hoc inquiries from the Department of Justice
or the local community.

It is used by the Executive Office for United States Attorneys (EOUSA) to respond to numerous requests
for statistical information from the Office of Management and Budget, Congress, and the public, and to
produce management reports for use within the Department of Justice.

It provides the figures for the Attorney General's Annual Report and the United States Attorneys' Annual
Statistical Report.

It provides the information submitted to the Department's Case Management System, which is maintained
for the use of Department policy makers by the Justice Management Division.

It is used to formulate budget estimates, to justify budget requests, and to allocate resources, including
personnel, among the various districts.

1.2. System Components
LIONS consists of these six modules:

The Civil Case Tracking System - This module tracks immediate declinations and litigation of civil
matters, cases, and appeals.

Note: Immediate declinations of civil matters, cases, and appeals are currently not being used.
The Criminal Case Tracking System - This module tracks immediate declinations and litigation in
criminal matters, cases, and appeals.
Victim/Witness - Although this module is still available in LIONS, this function has been replaced by the
VNS system.
Federal Records Center- This module tracks records sent to the Federal Records Center (FRC). It
includes the accession number and location of files that have been shipped to the FRC.
Document Generation - This module is used to create and to generate standard letters and other
documents based on information entered in LIONS.
Administration - This module is used by the System Manager to maintain codes and LIONS security.
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1.3. Quality Control

Quality control with regard to data entry is not a simple matter. There is no single document or procedure
that will provide all the information necessary to evaluate the information being entered. Knowledgeable
personnel (such as supervisory attorneys or lead legal clerks) should review reports to ensure that the
district's data is being reported correctly and that the office is receiving the appropriate credit for the work
that is being done.

Case Management personnel are always available to assist you with any inquiries you may have about
the district's caseload. It is of the greatest importance that your caseload information be reported
promptly and accurately. If it is not kept up-to-date, EOUSA will not have the information necessary to
give proper consideration to the district's requests for additional manpower and resources.

Error Edits/Lists. One of the most important features of LIONS is the existence of “on-line” error edits.
The operator cannot enter invalid codes or dates, and the programs do not allow a required field to be
skipped.

FY ( ) Year to Date Caseload Statistics. A report is produced monthly based on an extract received by
EOUSA from the central LIONS database. This report indicates the number of records that are opened
and closed during the fiscal year. It also provides specific information about the overall disposition of civil
and criminal cases in a district. For example, it indicates the number of cases which were resolved by
jury trial in a fiscal year.

Information Available In-house. A variety of reports are available locally to monitor workload, supervise
attorney caseloads, respond to ad hoc inquiries, etc. Examples of reports which are available are
Workload Reports. These reports can be used to determine the quality of information in your database
and should be reviewed by recipients to ensure that the information reflected on the reports is correct.

1.4. Responsibilities

Attorneys and support personnel play an important role in maintaining the integrity of LIONS. Based
on local procedures, they are responsible for entering information in an accurate and timely fashion.

The System Manager plays a key role by maintaining LIONS. The System Manager assumes a number
of responsibilities related to the operation of desktop computers, laptops, network, Oracle and LIONS.
This includes:

Testing all of the personal computers upon network installation to ensure they are operational;

Testing the database server after loading all system software to ensure error free operation;

Making periodic software updates sent out by the Case Management Staff, distributing changes to
manuals, troubleshooting program problems, and ensuring that system changes are implemented by the
district;

Ensuring the integrity of the databases. Resolving processing failures and notifying the Case
Management Staff if the problem appears to be related to the LIONS programs;

Serving as the district contact point with Case Management for the LIONS system. Immediately upon
receipt, distributing error lists and other reports from EOUSA,;

Establishing and maintaining user security, including passwords and profiles. Users must be inactivated
in LIONS when they leave the office;

Ensuring that Oracle applications are backed up on a regular basis and that backups are stored off-site.
Procedures are detailed in the System Manager's Guide;

Providing training to users on computer security and LIONS; and

Maintaining local code tables in LIONS. Submitting global code changes to TechOne for Case
Management Staff (CMS) approval.

The Administrative Officer and Supervisory Attorneys are responsible for ensuring that necessary
resources are provided to operate LIONS and for monitoring the data in LIONS to ensure that it is current
and accurate.
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2.0 GETTING STARTED IN LIONS

The Legal Information Office Network System (LIONS) is a case management system that runs in a
client/server environment where the database (case-related information) resides on the Centralized
server at the Network Operations Center (NOC), and the LIONS application is executed from the
client/office automation network file system. The operating system on the server is Unix; the database
management system is Oracle version 10g, using Oracle Forms 4.5 and 2.5 Reports. The LIONS
application runs on PCs using Windows XP.

Multiple users can perform inquiries, run reports (e.g., calendars); and perform data entry concurrently.

2.1. LIONS Security

2.1.1. User Access
LIONS uses an Oracle-based security system to ensure that:

Only authorized personnel are allowed to log on to LIONS.

Users are allowed to access only the forms or screens to which they have been given access. If a user is
not authorized to see a form, the option is “grayed out” on the menu.

Users are limited to the functions they can perform in a given screen. At the bottom of each screen, the
authorized functions are listed:

<S> Select or view the information on the screen
<U> Update the information on the screen

<I> Insert or add a new record

<D> Delete a record

Users are allowed to see only the information on a case for which they have authorization.
Users are given access to reports they can generate.

Contact the System Manager if you do not have access to a screen or function which you think you
should be able to use.

2.1.2. LIONS Password

Every user must have a unique LIONS user name. When the system is set up, each user will be given a
standard password of LIONS123! or USA5DIST. It must be changed immediately. Upon the user’s
initial logon to the application, LIONS will force users to change their password. After the initial prompt,
the following dialog window displays.

#" LIONS - CHANGE PASSWORD - [changepw:1.6]
Action Edit Record Query ‘Window Help

Enter the New Password: |
Re-enter the New Password: I

Save Password |

Figure 2-1. Change Password Prompt

AT

Enter the new password and press TAB or ENTER to move to the next line. Re-enter the new password
to confirm that you have typed it correctly. Then click the Change Password button.

Note: The password must conform to the rules listed in Appendix F of this manual.
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2.2. Starting LIONS
To start the LIONS application, double click the LIONS icon.

Figure 2-2. LIONS Icon

The Logon screen displays.

Logon

Username: |

Password:

Database:

Cancel |

Figure 2-3. Oracle Logon Screen

Enter your LIONS username, password and database, and then click Connect. Use the TAB key to
move between fields. Once you are logged into LIONS, the LIONS Main Menu displays (see Figure 2-6).

The error message shown in Figure 2-4 appears if you enter an invalid Oracle username and/or
password. Click OK or press ENTER to acknowledge the message and display the LIONS logon screen.

Forms x|

@ CRA-01017: invalid username/password; logon denied

Figure 2-4. Invalid Username/Password Error Message
The error message shown in Figure 2-5 appears if you enter a valid username and password, but are not

an authorized LIONS user. Click OK or press ENTER to acknowledge the message and display the
EOUSA Distributed Oracle Applications program group. See your Systems Manager for assistance.

Forms x|

ORA-01045; user IDCHOWARD lacks CREATE SESSION
privileqe; logon denied

Figure 2-5. Unauthorized LIONS User Error Message
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2.3. Components of the LIONS Main Menu
The following are components of this menu:

Title Bar - It contains the application name, window name, and program.

Menu Bar - It lists the LIONS options. When you access an option that contains additional options, a
pull-down menu displays.

Control Menu Bar - It restores or closes the application.

Minimize/Maximize Button - Minimizes or maximizes the window.

Exit Button - Exits the current window.

2 L egal Information Office Network System - LIONS

Civil cRim rePaorks  Viclwit FRC  Documents  Inquiry  Admin  Window Help

Hello LIOHS [LIOHS]

TR&M Relesze 1.1 .0 - March 16, 2005 LICNS Release (MT) 4.8.0 - March 16, 2005

Figure 2-6. LIONS Main Menu

2.4. Selecting LIONS Options

To select an option on the Menu Bar, click the option, or hold down the ALT key and press the underlined
letter. For example, to access the Criminal option you can press ALT + R.

When an option on a pull-down menu is followed by a right arrow = * |, there is another pull-down menu
for that option.

To access an item from a pull-down menu, click the item or press the underlined letter. For example, to
access the Criminal Open (S)hort form press the letter S.

2.5. Overview of LIONS Menu Options

The following options are available on the LIONS Menu Bar. If a user is not authorized to use an option,
it is “grayed out.”

Civil. Contains the modules necessary to track all civil litigation and appellate work.

Criminal. Contains the modules necessary to track all criminal litigation and appellate work.

Reports. Contains most of the LIONS reports. Generally the reports require the user to enter 2-4
parameters. Reports can be viewed on the screen, sent to your default printer, or run in batch. When
reports are printed on-line (to your default printer) you will not be able to continue working until the report
has finished printing. It is recommended that large jobs be submitted using the Print Background (Batch)
option. This will free up your personal computer.

Victim/Witness. This module is no longer used in LIONS. Victim notification is handled by the Victim
Notification System (VNS) outside of LIONS.

FRC. Contains the modules necessary to track all information related to files being sent to or requested
from the Federal Records Center. FRC reports are accessed through this module.
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Documents. Allows users to generate standard forms and letters that require data from cases in LIONS
to be inserted into them.

Inquiry. Allows users to locate files in LIONS when they don’t know the system assigned USAOID. For
example, users can find files by searching on a name or partial name.

Admin (Administration). This module is primarily used by the System Manager to maintain codes and
security. It includes all forms to maintain look up codes, the change password option (available to all
users), and reports related to the maintenance of LIONS.

2.6. Special Features in LIONS

The following are special features in LIONS.

Toolbar. Along the left side of the screen you will see icons. These are pictorial representations of
functions that can be used in LIONS. You will notice as you call up various screens some of the icons
may change. If a function does not apply to a particular block, the icon will not appear.

Query Used to query or search a case or record, cancel a
— Query query request, or count the number of records that have
been queried.
— S : .
[EJ ave Save Allows you to save entered data and continue working
on the screen.
—— List List Allows you to display a list of acceptable values for a
field.
EI —— Insert B B
Insert Allows you to insert (add) a record into the database.
—— Edit Edit Allows you to edit fields.
— Print - -
Print Allows you to print the current screen.
ﬂ_?:' — Help Help Allows you to see a list of available function keys, and
also lets you view details about an error or assist with
L Clear the use of a screen and/or fields.
Clear Allows you to clear the data elements displayed on the
— GoTo screen.
k . GoTo Allows you to call another form from the existing screen.
— Exit L. .
To return to the original screen, press the Exit icon.
Exit Allows you to save and exit the screen or cancel and
Figure 2-7. Toolbar exit the screen.

Menu Bar. The menu bar on all LIONS screens has options that perform certain functions; e.g., Action
allows you to GoTo, Save, Print, and Exit.

Message Line. All of the fields in LIONS contain a message about the field; e.g., in date fields the
message will refer to the date format. If a field requires a code you will be prompted to press F9 to view a
list of values (LOV).

Date Formats. All dates in LIONS should be in the format: DD-MON-YYYY. For example, enter
January 1, 2001 as 01-JAN-2001 or as 01 JAN 2001. When typing the date, spaces can be entered in
place of the dashes. Spaces will be converted to dashes when the date is saved. The month will default
to upper case.

Field. A field is one element of information; e.g., Received Date.

Codes - All codes (with the exception of charges) will default to uppercase. To obtain a list of valid codes
(LOV):
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Press F9;

Double click in the field;

Press the LOV icon;

Click on the Help menu option and then click on the List of Values option; or

Refer to the appropriate code list in Appendix A of this manual.
Non-Code fields. All fields that do not require a predefined code can be entered in upper and lower
case. They should be entered in mixed case (upper and lower) as they will appear on documents.
Record. A record is a group of fields related to one another; e.g., Case.
Block. A block contains one or more records of information.
List of Values (LOV). Fields that require a code will prompt you for an LOV. To access the list of codes
valid for a particular field, press the F9 function key, double click the LOV icon or double click in the field.
Find Value in LOV. If you are in a LOV and do not know the code, you can search for all codes that
contain a word or string of words in the description. For example, in the LOV for Program Categories
shown in Figure 2-8, we searched for all codes with the word “Fraud” in the description. To perform this
type of search, place your cursor after the % sign in the Find box, type the word or string of words
followed by another % sign (for example, %fraud%), and press the ENTER key.

Find | Cancel

LIST OF YALUES FOR PROGRAM CATEGORY x|

Find 025

031 Federal Procurement Fraud -

032 Federal Program Fraud

033 Tax Fraud

036 Financial Inztitution Fraud

037 Bankruptcy Fraud

039 Other Fraud Against Businesses

03A Consumer Fraud

03B Securities Fraud

n3C Commodities Fraud

03D Other Investment Fraud

n3F Computer Fraud

N3G Health Care Fraud -

a| | 3

Figure 2-8. LOV Find Box

Check Boxes. This is an option field indicated with a [ .

On-line Edits. LIONS contains edits that will help to ensure the integrity of the data. It will prevent the
user from entering incorrect data. For example, if you enter an incorrect code on a LOV field, LIONS will
automatically check the value entered against the LOV table and send a message back to you if the code
is not found in the LOV table. A sample of this error message is shown below.

Forms x|

LIOMS-326: ERROR - Incorrect look-up code, Press =F9: for
a list of walues.

Figure 2-9. Edit Error Message
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Preset Data. In some forms, LIONS will preset certain pieces of information. All preset data can be
changed.
Name Search. LIONS provides a feature to search the database every time a user enters a participant
name. To activate this feature, a flag must be set in the user’'s LIONS profile. The purpose of this feature
is to alert the user that another case involving the participant already exists. To enable the search
feature, contact your System Manager.
Automatic Creation of Records. There is a feature that allows the user to relate participants within a
case to each other. For example, you may want to relate a defendant in a criminal case to a particular
piece of property in the same case. When the user relates the defendant to the property, LIONS will
automatically create a matching record linking the property back to the defendant.
This feature is also used when you want to relate different cases to each other. For example, you
might have a criminal case that involves forfeitures and want to relate it to a companion civil forfeiture
case. When the user creates the first Related Case record linking the criminal case to the civil case,
LIONS creates the Related Case record linking the civil case back to the criminal case.

2.7. Navigation in LIONS

Moving from Field to Field

TAB or ENTER will move you forward through fields.
SHIFT + TAB will move you backward through fields.

Moving from Block to Block

CTRL + PAGE DOWN moves you down through blocks.
CTRL + PAGE UP moves you up through blocks.

Moving within a Block
There are three types of blocks in LIONS: basic, stacked and scroll.

Basic block - A basic block contains only one record of information. An example of this type of block
Criminal in the Open Long Form for CASE is shown in the figure below.

7 LIDNS - CRIMINAL OPEN LONG - [cropen:1.48]

ﬁ Action Edit Record Query Window Help
gl usAolD: | Ccaption: ||
CASE | _ -
Recuvd Da‘le.l— Status: l— I— Pnunty:l— I
Lead Chrg.:l Special Project:l_ |
% ProgCat| | usRole:| |
ﬂ Lit Resp:l—l Domestic Ten:l— |
ﬂl DoJ Divisions[ | Do | Restriet:[ |
Branch:l—l— Unit: I—l Gl |

Offense Fr: I Offense To: I Security: I_
Type:| weignt: [ | cvpotent:[

Vicavit: I | Tribe: | | Reserv: |

Related Flu Flag: [ Total Victims: I
COURT HISTORY

Court: I | Appeal Type: I Filing Date:
Court # Judge: I Start Date:

Disp: | Disp Date:

ASSIGNMENT
Lead AUSA: | | Start Date:
FRI, D4-AUG-2006 «SralsalaDe | | |3

Figure 2-10. Basic Block

Stacked block - A stacked block contains multiple records of information, but only one record can be
viewed at a time. The DOWN ARROW key is used to access additional records, and the UP ARROW key
to access the previous record. These blocks are distinguished by counters located in the upper-right
corner of the block. An example of this type of block is found in the RELIEF form shown below.
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5?“ LIONS - RELIEF - [cvrelief:2.0]

Action  Edt  Record Query Window Help

2006v00088| US w_ Patricia Ann Franklin u

Monetary R |Requested
G |Government Individual
35,899.83

AGSF |Rural D A yiSingle Family |

EEICIEIEIC

Figure 2-11. Stacked Block
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= Scroll block - A scroll block contains multiple records which are displayed in rows on the
screen; and more than one record can be viewed at a time. The DOWN ARROW key is used
to access the next record, and the UP ARROW key is used to access the previous record.
These blocks are distinguished by scroll bars on the right side of the block. An example of
this type of block is found in the PARTICIPANT form shown below.

4% LIONS - PARTICIPANT INFORMATION - [gnpart:1.25]

Action  Edit Record Query Window Help

EI ﬁ:ﬁslﬂ 200600086 Caption: |US v. Patricia Ann Franklin Status: A
B : | ption: [US v. us: [a
EI PARTICIPANT ﬁ DISPOSITION (READ OHLY) —[
&/l 1 no oer e D Ress Dop Bete O Ress D e
ﬂ II_ID_I—lFlanklin, Patricia Ann [I—I—I I_I—I ;I
£ - .

[T 1 L — [T 1

[T T 1 (I I [ [ 1

[T T I 1 [ [ 1

[T 1 L — [T 1

[T T 1 (I I [ [ 1

[T T I 1 [ [ 1

[T 1 L — [T 1

[T T 1 (I I [ [ 1

[T T 1 I - [ 1 1 =

[FrI,04-AUG-2006 [<8=<m<teeD> ilzl

Figure 2-12. Scroll Block

Skipping Participant Blocks
In the participant set of blocks, all of the related participant blocks can be skipped at one time by clicking

on the Previous/Next Page buttons il H near the bottom of the screen.

Moving from Page to Page

After entering information in a multi-page form, you can move to the next page by pressing the TAB or
ENTER key in the last field of the screen. If you are beyond the first page of information and wish to go
back to the previous page, you can press SHIFT + TAB in the first field on that screen.

Clicking on the Previous Page button il takes the user back to the page before.
Clicking on the Next Page button M takes the user forward to the next page.

2.8. Function Keys

You can use function keys to perform various system functions or operations. The assignment of each
function key and the use of these function keys is the same in all EOUSA Oracle applications.

To access a list of available function keys, click on Help > Keys on the Menu Bar. A small window
appears with the function name and associated keys. Use the scroll bars to move through the list.
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22 LIONS - CIVIL DPEN LONG - [cvopen:1.17]

Action Edit Record Query Window Help

2.9. Case Summary

Function

ey

|Accept
iBpplication Menu
Cancel

Clear Block
Clear Form

Clear Item

Clear Record
Count Query Hits
Debug Mode
Delete Backward
Display Error
Enter Guery
Execute Query
Exit

|

F10
Crl+,
Esc
Shift+F5
Shift+F7
Cirl+u
Shift+F4
Shift+F2
Cirl+?
Backspacs
Shift+F1
F7

F3
Cirl+q

Figure 2-13. Function Keys

LIONS provides a form which the user can access all information about a matter or case. That screen is
called Case Summary. To access this screen from either the Civil or Criminal pull-down menu, click on
Case Summary or press the letter C.

4 LIONS - CASE SUMMARY - [gnesesum:1.8]
Action  Edit Record Query ‘Window Help

I = o = e o |

_ Evet |
Controlled Substance

Count DispfSentenceRest
Defendant Status

Court HistAnstrument/Charge

MOH, 11-SEP-2006

Figure 2-14. Case Summary

Enter a USAOQID, or tab to the Caption field and enter the defendant or litigant's name as it appears in
your Case Caption, and press F8. If your security permissions do not allow you to access a form, the box

next to the option will be shaded out.

There are two ways to access records from the Case Summary screen.
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Press CTRL + PAGE DOWN to move from the USAOID block to the Records block. In the Records
block, use the down arrow, TAB, or ENTER keys to navigate to the form you want (Agency, for example),
and then double click in the record box, or press F3.

Double click directly on the record you want (Agency, for example).

From the Case Summary screen you will select the form which contains the records you want to view,
update, insert, or delete. After you are through in the form you have selected, you must return to the
Case Summary screen by clicking on the Exit icon located on the toolbar. Once you return to the Case
Summary screen, you can access other records for the matter or case by following the directions noted
above.

2.10. Inquiry

The Inquiry module in LIONS gives users the ability to find cases when they don't know the system-
assigned USAOID. There are four types of inquiries available:

USAO Staff Assignment. Users can search for matters or cases by staff initials or staff initials and
position.

Case Search. Users can search for matters or cases based on a variety of numbers in LIONS
associated with the matter or case; e.g., Agency File Number.

Scheduled Event. Users can search for matters or cases based on an event that has been scheduled.
The search can be performed for all scheduled events, or only those associated with a staff member
assigned to a matter or case in LIONS.

Participant Search. Users can search for files based on all or part of a participant's name or number
that is identified with a participant; e.g., Social Security Number.

All of the search screens provide a GoTo function. When the user highlights a matter/case and presses
F3, LIONS brings up the Case Summary Screen for that matter/case. See Figure 2-15 below.

2.10.1. The USAO Staff Assignment Search

In LIONS you can search for a matter or case based on the staff assignment. Your selection criteria are
staff initials, staff initials and position, and only open cases.

%" LIONS - ASSIGNMENT SEARCH - [gnassrch:l.1]

Acktion Edit Record GQuery Window Help

EI Initials: I I Position: l_ I
EI Do you want to query only open cases?
EI UsSAGID Capti Stat PCr:tg C?‘l.'l:e P Court Court # A
&l | | I
2| | | [ [ |
i | | [ | |
| | [ [ |
| | [ [ |
| | I [ |
| | I [ |
| | [ [ |
| | [ [ |
| | [ [ |
| | [ | |
[ [ I - - —
| | I [ |
Move highlight bar o record and press <F3= to GOTO the Case Summary sScreen.
[mon, 11-5ep-2006 5>

Figure 2-15. Staff Assignment Search

Initials. Enter the initials for a particular staff member. (LOV)
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Position. If you want to search for staff member’s files based on his or her position in the matter/case,
(e.g., Lead, Co-counsel), enter the appropriate Position code. If you want to search for all of a staff
member’s files, regardless of his or her position in the matter/case, leave this field blank. (LOV)

Do you want to query only open cases? A “Yes” in response to this question will query only open
cases. If you want to see all matters and cases for a staff member regardless of whether they are open
or closed, ignore this question.

Execute. To execute query, select eXecute from the Query menu.

LIONS will list all the matters/cases for the staff member where the End Date in the Assignment Record is
blank, i.e., staff member is still working on the case.

2.10.2. Case Search

You can search for cases based on the Agency File Number, Court Number, DOJ Division Number,
DCMNS Number, or an FRC Number or Grand Jury.

It is not necessary to enter an entire number for LIONS to locate a record. For example, if you know that
part of the Court Number has a particular sequence of numbers in it, you can put a percent sign (%)
around the sequence. For example, %123%. In this search, LIONS will return all pending records that
have a Court Number with a 123 in it (% is a wildcard).

8 LIONS - CASE SEARCH - [gncssrch:1.1]

Action Edit Record Query Window  Help

EI ageneyx ] Court # |
EI poJ # | DCMMS 2 |
EI FRC # |
Prog Cause Lead
ﬂ USAQID Caption Cat Act  Stat AUSA Court Court #
Al | | [ | I =
| | [ T T [
| | [ T T [ ]
| | [ T T [ |
I | [ I [ |
I | [ I [ |
| | [ T I [ |
| | [ T I [ |
| | [ T I [ |
| | [ T I [ |
/ | [ 1 T [ ] =
Move highlight bar to record and press <F3> to GOTO the Case Summary screen.
[mow, 11-5EP-2006 5>

Figure 2-16. Case Search

2.10.3. Scheduled Event Search

Using this screen, you can search for:

All scheduled events for a particular staff member for a specific period of time; e.g., everything scheduled
for next week for AUSA Jones.

All events scheduled for a specific period of time for all staff members.

All events scheduled for a particular staff member.
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£ LIONS - EVENT SEARCH - [gnevsrch:1.1]

ackion Edit Record Query Window Help

EI Staff: | | Date Range From: | To: |
EI Prog Cause Event
EI UsAQID Caption Cat Act  Scheduled Date  Staff Type Action
B I I i I =
1 | - - ——
2| | | .
Al | T | -

I I [ I [ I

I I I I [ I

I I I I [ I

I I I I [ I

/ / I / [ I

| | [ 1 1| | [ I

| | [ I | [ I

I I [ 1 | I [ I

/ / [ 01 | / I

Move highlight bar to record and press =F3= to GOTO the Case Summary screen.
[mon, 11-5ep-2006 5=

Figure 2-17. Scheduled Event Search

Once you have entered your selection criteria, LIONS will return all matters/cases where the scheduled
event falls within a date range and the event date field is blank.

2.10.4. Participant Search

You can search for files by participant name or a participant-related number; e.g., Social Security
Number, Marshal’'s Number. The broader you are in your search, the more likely you are to find your
matter/case. If you enter just a last name the LIONS will bring back more matters/cases to the screen
than if you entered a last and first name.

LIONS does a “soundex” search on the name field; i.e., it searches for similar vowel sounds. If you
search for Smith, LIONS will respond with Smith as well as Smithe, Smythe, Schmidt, etc.

When you search for a participant using one of the number fields on the screen shown below, keep in
mind that you do not need to enter the entire number. In LIONS, the percent symbol (%) acts as a
wildcard. For example, if you know that a participant’s Social Security Number has 483 in it, but you
aren’t sure of the rest of the number, enter %483% in the SSN field. LIONS will return all matters/cases
where 483 appears in the Social Security Number.
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| JONS - PARTICIPANT SEARCH - [gnprstch:1.5]
Acktion Edit Record GQuery Window Help

Explanstion

Figure 2-18. Participant Search

2.11. Producing Reports

When a report is requested, a menu with options is displayed.

£ LIONS - DOREPORT - [doreport:1.8]
Action  Window Help

Healthcare Fraud and Ahuse Cases By Branch

Figure 2-19. Report Generation Options

Click the View Report button or press V + ENTER to view the report on your computer.

I CRCALMST: Previewer I [=]
Ele Edit Help
First | Last | Page: I1 Print | Mail | Eln:el New
-AUG- 2006
56 AM B
SCHED DATE/ SCHED TI ME EVENT/ Usan
PARTICIPANT R
01-JAHN-2006 09:30 AM Jury Trial 200
cClellan James A
03-JAM- 2008 0z2.:00 FPM Sentencing 200
Dargan., Gary Rasheen
03-JAMN-2008 04: 00 PM Other Judicial Hearing 200
Borner. 111, Robert L
03-JAM- 2006 10: 00 AM Guiltwy/!/Change of Plea Hearing 200
Borner, |11, HRobert .
03-JAM- 2008 0z2.:00 FPM Gulllyg‘[lhange Uf_F'Isa Hearing 200

Figure 2-20. View Report On-line

September 2006

2-13



LIONS User Manual

When viewing a report on-line, use the scroll bar on the right to move up and down in the current
page; use the scroll bar on the bottom of the page to move from left to right.
The buttons to control page functionality are located at the top of the screen.

Click the Next button to move to the next page of a report. To move to the previous page, click the
Prev button.

Click the First button to move to the first page of a report. To move to the last page, click the Last
button.

Enter a page number and click the Page button to move to the specified page of a report.
To exit the report screen, click the Close button.

The Print button on the View Option Screen should NOT be used because it does not
format the report correctly. Use one of the print options described below.

Click the Print On-line button or press O + ENTER to print on-line.

Click the Save to Disk button or press S + ENTER to save the report to a file. The report file is saved to
your computer in the directory C:\RPT.

Click the Print Background button or press P + ENTER to generate the report. The report will
automatically print to your Windows assigned printer when it completes.

2.12. Save and Exit the Form

There are two ways to exit the form and display the Save Option dialog shown in Figure 2-21.:
Click on the Exit icon on the toolbar.
Click on the Action menu option, and then click on Exit.

x

@ Do wou wank bo save the changes wou have mader?
Yes | Mo | Cancel I

Figure 2-21. Save Option Dialog

Click Yes on the Save Option dialog to save the changes you have made.

Note: Select Cancel to remain in the form and continue with data entry.

2.13. Save and Continue in the Form

There are several ways to save changes you have made and continue in the form with another case:
Move to the USAOID block and Press F7 to query a new case, and then answer Yes to the prompt.
Press F10 anywhere in the form.

Click on the Save icon on the toolbar anywhere in the form.

Click on the Action menu item, and then click on Save.

2.14. Exit Without Saving Changes

There are two ways to exit the form and display the Save Option dialog shown in Figure 2-21.:
Click on the Exit icon on the toolbar.

Click on the Action menu option, and then click on Exit.

Click No on the Save Option dialog to exit the form without saving the changes you have made.

Note: Select Cancel to remain in the form and continue with data entry.
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2.15. Logging Out of LIONS

To log out of LIONS go back to the Main Menu and then click on Exit. The LIONS Exit dialog shown in
Figure 2-22 displays. Click OK to exit LIONS.

Note: Select Cancel to remain in the form and continue with data entry.

LIONS Exit x|

L3
1 ) Are you sure you wank to exit LIONS?
Cancel |

Figure 2-22. LIONS Exit Dialog
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3.0 CIVIL INITIATION

Civil actions can be managed through the LIONS system using a series of forms which collect detailed
information concerning the following:

Case - Provides an overview of the status of the civil action. It includes information about the cause of
action, the latest court information, related cases, and notes.

Court History - For each court filing, a new Court History record is opened which tracks the court and its
location, as well as the Judges associated with the civil action. It can also tie information together
concerning the attorneys and parties associated with each court stage. Prior to any filing, a “not in court”
record is opened.

USAO Staff Assignment - You can track the names of AUSAs and other employees assigned to a civil
action. At a minimum, you must track the Lead Attorney. You can track additional attorneys, paralegals,
etc. Within your district, you can establish position definitions.

Agency - Information on the agencies associated with the civil action. Normally, this is the client agency.
At a minimum, one client agency must be entered for each civil action.

Participant - Information about the litigants in a civil action, as well as victims, and other related parties is
maintained. At a minimum, the lead litigant's name must be entered. In addition, you can enter certain
demographic information, as well as addresses and phone numbers in order to generate standard
documents.

Opposing Counsel - The opposing counsel at each stage of a civil action can be tracked.

Relief - You can track the history of relief in a civil action, from estimated to final judgment.

Event - Offices can track information about the status of the civil action, as well as create a calendar and
generate standard documents through the event record. Events are tied to court stages and to specific
parties.

Related Cases - LIONS allows you to relate one civil action to another.

Case Notes - You can record information about the civil action. This form was designed for the use of
AUSAs who want to maintain a summary of the civil action.

Experts - You can track the names, specialties, addresses, and your comments about experts used in
litigation by either the Government or opposing parties.

This chapter discusses how to open a civil case; Chapter 4 discusses updates. Samples of the forms
used are provided. Information associated with Appeals is discussed in Chapter 8. If a field description
includes (LOV), a list of code values is available on-line or in Appendix A.

Detailed coding procedures for the following types of civil cases and activities are included in Appendix E:
General

Reinstatements
Remands for New Trial

Civil

Social Security Disability Appeals
Foreclosures - U.S. Plaintiff
Foreclosures - U.S. Defendant
Habeas Corpus/2255s

Lands Cases

Asset Forfeiture

Bankruptcy
Nationwide Central Intake Facility (NCIF)
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3.1. Civil Initiation Procedures

When a new civil file is received in the United States Attorney's office, a new civil action is opened.
Within LIONS, you must initiate a civil record.

3.2. Definitions
The following are definitions.

Matter. A referral on which an attorney spends one hour or more of time and on which formal papers
have not been filed with the Court.

Civil Action. A civil action begins with the assignment of any court number.

Appeals. Appeals are civil actions filed in the Court of Appeals or Supreme Court (either state or
federal). “Appeals of administrative decisions” such as Social Security disability “appeals,” or bankruptcy
appeals to district court, are NOT appeals because they are filed in District Court. Refer to Chapter 8 for
instructions on opening an appeal.

Complaint. A complaint is the initial pleading filed by the plaintiff in a civil action. It includes a statement
of facts and the relief requested.

3.3. Immediate Declinations
Report an immediate civil declination for any requests for the following types of affirmative litigation:

When it is immediately declined and returned to the agency;
When it requires less than one hour of AUSA time;
When it is bankruptcy where the only action required is the filing of a proof of claim.

| Immediate declinations of civil matters, cases, and appeals are currently not being used. |

To initiate a Civil Immediate Declination, from the Main Menu click on Civil or press ALT + C. From the
pull-down menu click on Immediate Declination or press the letter I.

USAOQOID - The USAO Number is generated by the LIONS system when a civil action is initiated. It is
used to track the civil action throughout its life, including appeals.

Caption - Enter the reference name for the civil action, based on local office procedure (HHS vs. John
Williams, for example). When you press ENTER, TAB, or click in the Received Date, LIONS
automatically generates a USAOID number.

3.3.1. Case

The following are values to be entered for the Case screen.

Recvd Date (Received Date) - Enter the date the civil litigation was received in the office. LIONS will
default to the current date; however, it can be changed.

Cause of Action - Enter the code that best describes the civil action. Example: CO (Commercial
Litigation). Refer to Appendix A for detailed information regarding Cause of Action Codes. (LOV)

Branch - LIONS will default to the Branch of the person entering the information into LIONS. This code
can be changed. (LOV)

DOJ Division - If this is a referral from the Central Intake Facility, enter ZCIF. (LOV)

DOJ Division Number - If this is a referral from the Central Intake Facility, enter the NCIF number.

3.3.2. Participant
Enter the following information for each participant in this civil action.

Type - Enter the code that best describes the participant. (LOV)
| Individual
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B Business

P Property (either real property or property to be forfeited)
Role - Enter the role code that best describes the participant (D for Defendant, for example). (LOV)
Name - If the participant is an Individual, enter Last Name, First Name. If the defendant is a Business or
a piece of Property, enter the Business or Property name.

3.3.3. Client Agency
The following are values to be entered for the Client Agency screen.

Agency and Agency Office - Enter the client agency that referred the civil action to your office. (LOV) If
the agency has more than one location, select the appropriate one from the List of Values.
Agency # - Enter the number assigned to the civil action by the Client agency.

3.3.4. Assignment
The following are values to be entered for the Assignment screen.

Lead AUSA - Enter the code for the attorney who authorized the declination. (LOV)
Start Date - LIONS will default to the Received Date; however, it can be changed.

3.3.5. Relief
The following are values to be entered for the Relief screen.

Type - Enter the type of relief that is being requested; e.g., M (Monetary). (LOV)
Nonmonetary - If the Type of Relief requested is either B (Both) or N (Nonmonetary) you must
include the nonmonetary relief that was being sought.

Amount - If the Type of Relief requested is either B (Both) or M (Monetary), you must enter a dollar
amount. Do not enter a dollar sign ($). Example: 10000.

3.3.6. Disposition
The following are values to be entered for the Disposition screen.

Disp Date (Disposition Date) - Represents the date the civil action was declined. LIONS will default to
the Received Date; however, it can be changed.

Disposition - Enter the appropriate civil declination disposition code; e.g., XF (Declined-Lacks litigative
merit). (LOV)

3.3.7. Case Comments
The following are values to be entered for the Case Comments screen.

Comments - A local option, enter text as you would in WordPerfect. You can enter approximately 35
lines of text. To see more of the comment screen, press ALT + E and select Edit from the pull-down
menu.

3.4. When to Initiate a Civil Record
General Rule. Initiate a civil record (new USAO Number) when:

A civil action is referred to, or initiated by, the United States Attorney and an attorney spends one hour or
more working on the file.

A civil action is commenced by the filing of a complaint in District Court. This includes post-conviction civil
remedies.

A civil action on appeal in which the United States is a litigant is remanded to the District Court for a new
trial.
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e Adversary Proceeding. (See Appendix E Bankruptcy, for information about entering Adversary
Proceedings.)

e A civil action is reopened in a different fiscal year. (See Appendix E Reinstatements, for
information about entering reopened cases.)

Other civil litigation in which an attorney spends more than one hour of time.

Do NOT initiate civil records for:

Collection matters for which the Financial Litigation Unit is responsible. They are entered into the
district's TALON or CLASS system. These are claims of a normal and routine nature, such as Department
of Education student loan defaults, Veterans Administration benefit overpayments, etc., in which litigation
normally is not contested and usually results in a judgment being entered.
Prejudgment bankruptcy cases and foreclosures, where U.S. plaintiff, entered directly into the
Collections System.

Note: At local option, these cases can be initially entered as either civil or collections. However, this

must be done consistently.
Proofs of Claim filed by the Internal Revenue Service unless the United States Attorney has been
requested by the Tax Division to participate actively in the proceedings. (The one-hour rule does NOT
apply.)
Certain non-IRS Proofs of Claim if the only action required is the filing of the proof of claim. If the
United States Attorney is required to participate actively in the proceedings, the one-hour rule WILL
apply. If a civil record is not opened, report it as an immediate declination.

Note: Immediate declinations of civil matters, cases, and appeals are currently not being used.
Miscellaneous Correspondence and Complaints of an obviously trivial nature, “crank” telephone calls
and letters, civic association correspondence, miscellaneous correspondence, etc.

3.5. When to Initiate Multiple Participants

General Rule. As a general rule, only one participant is opened per civil action.
Exceptions

When two or more participants are involved in the same civil action and the $ Relief Requested differs
for the participants.

In lands civil actions, a separate file may be opened for each tract. Districts which handle multiple
tracts in a single civil action may initiate one file with multiple participants, or open one file and
show how many tracts are involved.

The $ Relief Requested should reflect the amount claimed by the landowners. If there are multiple
tracts, use one Relief record to enter the Requested amount and use another Relief record to
enter the Granted or Denied amount, unless the claims indicate separate amounts for each
individual tract in the civil action. In that instance, create a Relief record for each separate
Requested amount and a Relief record for each separate Granted amount.

3.6. How to Initiate a Civil LIONS File

There are two ways to initiate a civil file in LIONS:

The Civil Short form allows you to enter information quickly, by completing two screens. Relationships
that need to be made on an individual basis in the Long form are done automatically in the Short form.
For example, all participants will be related to all events and relief records you have entered. In the Long
form you must tell LIONS which participants are related to which events and relief.

The Civil Long form takes a little longer to complete, but you are able to capture more information; e.g.,
multiple cause of action codes, related civil action information, individual participant information, aliases,
and comments. You are also able to add participants who are not related to the events or relief records;
e.g., claimants in a forfeiture.

To initiate a civil matter or civil action in LIONS, click the Civil option from the Main Menu or press ALT +
C. From the pull-down menu, click one of the following:

open case (Short form) or press the letter S. (See Section 3.7.)
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open case (Long form) or press the letter L. (See Section 3.8.)

3.7. Short Form

This form is used to enter basic information about the civil action. After entering the Caption and pressing
TAB, ENTER, or clicking in the Received Date field, LIONS will automatically generate a USAOID
number. You will notice that the Litigating Responsibility and Branch have been preset by LIONS. These
fields can be changed.

USAOQOID - The USAO Number is generated by the LIONS system when a civil action is initiated. It is
used to track the civil action throughout its life, including appeals.
Caption - Enter the reference name for the civil action, based on local office procedures. For example,
the figure below lists “John Williams vs IRS” in the Caption field.

g LIONS - CI¥IL OPEN SHORT - [cvfast:1.12]

Action Edit Record Query ‘Window Help

e | |USAOID: |2006% 00062 Caption: IJohn Williams s IRS
£y | | CASE P
Recud Date: |11-SEP-2008 Cause Act: |
& .
& US Role: I Lit Resp: us ICase Handled Exclusively by U
&l DOJ Div: | DOJ#:
Case Restrict: ,_ Branch: |J ISan Jose
[Exi] ~ Weight: [ Unit: [
Security: Spec Proj: |
Type: I Gui Tam Flag: ,_ \l’ic.iWit:l_I
COURT HISTORY
Court: I I App Type: I_I Filing Date:
Court # I Service Date:
Judge: I I Start Date:
ASSIGNMENT
Lead AusaA:| | SN L
CLIENT AGENCY
Agency: I I
Agency Off: I Agency # I
IMON,H-SEP-ZI]I]B Sl 13 |

Figure 3-1. Civil Short Form (page 1)

3.7.1. Case
The following explains the values to be entered for the Case screen.

Recvd Date (Received Date) - Enter the date the civil action was received in the office. The date cannot
be greater than today. The format for all dates is DD-MON-YYYY; e.g. enter January 1, 2003 as 01-JAN-
2003 or 01 JAN 2003. When typing the date, spaces can be entered in place of the dashes. Spaces will
be converted to dashes when the date is saved.

Cause Act (Cause of Action) - Enter the code that best describes the civil action (CO for Commercial
Litigation, for example). See Appendix A for more information on Cause of Action Codes. (LOV)

US Role - Enter the code that describes the government’s position in the civil action (P for Plaintiff, for
example. (LOV)

Lit Resp (Litigating Responsibility) - LIONS will automatically enter US (Case Handled by USAQ). If this
is not correct, enter the correct code that describes the litigating responsibility. (LOV)

DOJ Division - Enter the DOJ Division code, if it has been provided to you. Enter the DOJ Division if a
DOJ Number has been provided, even if the Litigating Responsibility is US. If the Litigating Responsibility
Code is DJ, RD, or SD, the appropriate DOJ Division code MUST be entered.

If a Case Number Exchange form has been supplied by the DOJ Division, enter the
USAO Number on the form and return it to the Division.

For Central Intake referrals, enter ZCIF as the DOJ Division.
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For civil litigation arising out of OCDETF cases, e.g. Asset Forfeitures, enter ZNTF (Organized Crime
Drug Enforcement Task Force) as the DOJ Division.

DOJ # - If the DOJ Division field has been entered, enter the file number.

Case Restrict (Case Restricted) - If you want to restrict access to a civil action to a certain group of
users, enter Y (Yes). Otherwise, enter N (No).

You can only restrict cases to a group to which you belong. If you enter a Y in the Restrict field, you
will receive the message shown below.

Xl
LIOMS-619; Musk enter Staff Groupls) when Case Restricted
is (es,
Figure 3-2. Case Restricted Message
When you click on OK, the Staff Group form will be displayed.
%‘ LIONS - CASE STAFF GROUP - [gncsrest:1.3]
Ackion Edit Record Query Window Help
EI CASE
E| usaoin: [2006Y00062 | caption: [John Williams vs IRS Status: [a
Bl
STAFF GROUP
EI Hame Description
& =
LA
Kl
IHON, 11-SEP-2006 I<S>qU=qI><D>

Figure 3-3. Staff Group Form

You must select the group name from the list of values F9.

Note: You must be a member of the group before you can restrict or unrestrict access to that group.
Exit this form to return to the case block.

Branch - LIONS will default to the Branch of the person entering the information. This code can be
changed. (LOV)

Weight - Based on local procedures, enter a code that further defines the complexity of the civil action.
This code can be used to measure the complexity of civil actions for assignment purposes. The codes for
this field are established by your district. (LOV)

Unit - This code is used to designate a group within the office responsible for the civil action; e.g., Civil
Rights. The codes for this field are established by your district. (LOV)

Security - Based on local procedures, you may enter a code that describes the level of security for the
case. (LOV)

Spec Proj (Special Project) - The EOUSA has established a series of codes for types of cases which are
being monitored by its Priority Programs Team. This field is used to produce the special reports needed
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by the team. Enter the code that describes a special project category; e.g., H (Health Care Fraud).
(LOV)

Type - If your office has established local case types, enter the code that further describes the nature of
the case. (LOV)

Qui Tam Flag - This field may be completed on any kind of Fraud Civil case. Simply answer Y for Yes or
N for No in this field.

Vic/Wit (Victim/Witness) - This field acts as an indicator in civil actions in which there are victims and/or
witness which can be tracked by the Victim/Witness Coordinator. (LOV)

3.7.2. Court History

If the civil action is Not in Court (NC) or Post Disposition Not in Court (PN), LIONS will skip the remainder
of the COURT HISTORY block and move to the ASSIGNMENT block.

Court (and Court Location) - Enter the appropriate Court Code; e.g., DC (District Court). You can also
enter a location for the Court. These codes are established by your office. (LOV)

App Type (Appeal Type) - This field is to be used for Appeal ONLY cases. See Chapter 8 - Appeals, for
instructions on entering Appeals.

Filing Date - Enter the date the civil action was filed in court. This field is required when a court code
other than NC (Not in Court) or PN (Post-Disposition Not in Court) has been entered, and a Service Date
will not be entered.

Court # - Enter the number assigned to the civil action by the court. This field is required when a court
code other than NC (Not in Court), or PN (Post-Disposition Not in Court) has been entered.

Service Date - Enter the date the USAO was served. This field is required when a court code other than
NC (Not in Court), or PN (Post-Disposition Not in Court) has been entered and the Filing Date has not
been entered.

For a civil action that is filed in any court, you MUST enter a filing date and/or a service
date.

Judge - Enter the initials of the judge hearing the civil action, if applicable. The codes for this field are
established by your district. (LOV)
If the Judge is not included in the list of values, press F3 to GoTo the Judge Picklist form and enter
the applicable information. When you are done, return to the Court screen. See Chapter 4 - Civil
Updates and Closings, Section 4.16.4 for additional information on the Judge Picklist form.
Start Date - If a Judge is entered, the Start Date will default to the current date; however, it can be
changed.

3.7.3. Assignment
The following explains the values to be entered for the Assignment screen.

Lead AUSA - Enter the initials for the lead attorney assigned to the civil action. The last name will be
filled in based on the initials entered. (LOV)
Start Date - LIONS will default to the current date; however it can be changed.

3.7.4. Client Agency

The following explains the values to be entered for the Client Agency screen.

Agency (and Agency Office) - Enter the client agency that referred the civil action to your office. If the
agency has more than one location, select the appropriate one from the List of Values. (LOV)
Agency # - Enter the number assigned to the civil action by the Client agency.

September 2006 3-7



LIONS User Manual

3.7.5. Participant

In LIONS, a “participant” is a litigant, witness, victim, piece of property to be forfeited, or any other
individual, organization, or business associated with the civil action. At a minimum, one litigant participant

must be entered.

2% TONS - CIVIL OPEN SHORT - [cvfast:1.12]

Action Edit Record Query Window Help

EI |usnom: |2uosvm 299 Caption: [John Williams vs IRS ‘
ﬁl PARTICIPANT 0pp Coun Opp
g Type Role Hame EIH /SSH / CATS # Initials  Type Start Date
= [l I [ j
|
2T I [ | -
Al
RELIEF
Type: I_I Stage: I_I
Requested By: I_ Liability: I_I
Amount: Honmonetans |
Agency: |
EVENT Event Date Time Staff
Event Action Date Scheduled Scheduled Initials
I [ I | | -
| [ | | | -
| i
[FRL04-AUG-2006 = il

Figure 3-4. Civil Short Form (page 2)

Repeat the following information for each participant in this civil action. Press F6 to insert or DOWN
ARROW to go to a blank line to add subsequent participants.

Type - Enter the code that best describes the participant. (LOV)

| Individual
B Business/Organization
P Property

Role - Enter the role code that best describes the participant (P for Plaintiff, for example). (LOV)
Name - If the participant has a Type of | (Individual), a pop-up block displays to prompt you for the

participant’s last name and first name. If the name search is activated, LIONS will check the database for
this name.

If the participant has a Type of B (Business) or P (Property) enter the business or property name in
the field provided.

EIN/SSN/CATS - Enter the IRS Employer Identification Number (EIN) for a business participant; enter the

Social Security Number (SSN) for an individual participant; enter the Consolidated Asset Tracking System
(CATS) number for a property participant.

Opp Coun Initials (Opposing Counsel Initials) - Enter the initials of the opposing counsel. (LOV)

Opp Type (Opposing Counsel Type) - Enter the code that describes the type of counsel for the
defendant; e.g., AP (Appointed). (LOV)
Start Date - Enter the start date for the counsel.

3.7.6. Relief

The following explains the values to be entered for the Relief screen.

Type - Enter the type of relief that is being sought. (LOV)
M Monetary
N Nonmonetary

B Both Monetary and Nonmonetary

Stage - The history of Relief is tracked in LIONS using the Stage field. LIONS will default the Stage to R
(Requested). A Requested stage is required when a civil action is opened. (LOV)
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D Denied

E Estimated
G Granted
O Ordered

R Requested
Requested By - Enter G (Sought by the Government) if the Government is seeking the relief. Otherwise,
enter O (Sought by Opposing Party). For Lands Civil actions, enter O. (LOV)

Note: Unknown should only be used until the information becomes available.

Liability - If you entered one participant, LIONS will default the liability to | (Individual); if you entered

multiple participants, LIONS will default the liability to J (Joint and Several). (LOV)

Amount - If the Type of Relief is M (Monetary) or B (Both Monetary and Nonmonetary), enter the dollar
amount being sought. The maximum amount is 999,999,999,999.99. Do not enter a dollar sign ($).
Example: 1000. The cursor skips over this field when Type of Relief is Nonmonetary.

Nonmonetary - If the relief being sought is N (Nonmonetary) or B (Both Monetary and Nonmonetary),
enter a description of the type of nonmonetary relief being sought. The cursor skips over this field when
Type of Relief is Monetary.

Agency - LIONS will default this field to the Client Agency that you previously entered.

3.7.7. Event

The Event block is a scrollable block. The scroll bar at the bottom of the block means there is more
information than what appears on the screen. Click on the left and right arrow to move back and forth
within the block.

Event - Enter the code that best describes the event (CMPL for Complaint, for example). (LOV)

Action - Enter the code that further describes the event (FI for Filed, for example). (LOV)

Event Date - Enter the date the event occurred. If you are scheduling a date, leave this field blank.

Date Scheduled - Enter the date an event is scheduled to take place, if applicable. If an Event is
entered, you must enter an Event Date or a Scheduled Date. Scheduled Dates will appear on staff
members' calendar reports. Scheduled dates must be greater than the current date.

Time Scheduled - Enter the time an event is scheduled to take place. Scheduled time will also appear
on staff members' calendar reports and is used by Document Generation.

Staff Initials - LIONS will automatically fill in the initials of the Lead Attorney. If this is incorrect, enter the
appropriate attorney/staff initials. LIONS automatically fills in the last name of the staff member.

Doc Code (Document Code) - Enter the document number for document generation purposes, if needed.
See Chapter 9 for information regarding Document Generation.

Document Staff Initials - LIONS will default to the initials of the person that has logged into LIONS. This
cannot be changed. Used by Document Generation.

Document Date - Will default to the current date. It is used by Document Generation when setting the
date range for documents to be produced in batch. If it is necessary to regenerate a document, the date
can be changed.

Location Scheduled - Enter a free-form description of the location of the scheduled event. Used by
Document Generation.

Judge INIT (Initials) - Enter the initials of the Judge involved in the event or scheduled event. Used by
Document Generation. (LOV)

Judge Last Name - LIONS will fill in the Judge's last name based on the initials entered.

Comments - At local option, enter text as you would in WordPerfect. You can enter approximately 35
lines of text. To see more of the comment screen, press ALT + E and select Edit from the pull-down
menu.

If you have another event to enter, press F6 to insert or the DOWN ARROW to go to a blank line.

If you want to enter another civil action, move to the USAOID field and press F6, answer Y (Yes) to the
prompt to save your changes, and a new screen displays.
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3.8. Long Form

This form is used to enter detailed information about the civil action. After entering the Caption and
pressing TAB, ENTER, or clicking in the Received Date field, LIONS will automatically generate a
USAOID number. You will notice that the Status Litigating Responsibility and Branch have been preset
by LIONS. These fields can be changed.

USAOQOID - The USAO Number is generated by the LIONS system when a civil action is initiated. It is
used to track the civil action throughout its life, including appeals.

Caption - Enter the reference name for the civil action, based on local office procedures. For example,
the figure below lists “Robert Smith vs IRS” in the Caption field.

g‘ LIONS - CI¥IL OPEN LONG - [cyopen:1.17]

Action Edit Record Query ‘Window Help

| | - [2008vo0063 Caption: [Robert Smith vs IRS
EI Cljl‘;scEeived Da‘le:m Status: IA_W Criminal Potential: I_I—
%I Cauge of Act: |CO !f‘ cial LitigationfG: Lit Resp: lFICase Handled Exclusively b
EI US Role: o | IU.S. is Defendant Branch:lﬂ— ISan Jose
DOJ Division: | DOJ Humber: |
EI Case Restrict: _I Lit Track: el
ﬂ Security: [ | Special Proj: [
ﬂl ADRMode] | weight:[
Unit: | Tribe:
Reservation: | Type:
Related Flu Flag:[— QuiTamFlag: [ -] Total Victims: |
COURT HISTORY
Court: I_I_I Appeal Type: l_ Filing Date: l—
Court Hbr: I Service Date: l—
Judge: I I Start Date: l—
Disp: I_l Disp Date: I—
AUSA
Lead AUSA: I I Start Date: I—
IMON,11 -SEP-2006 |=s=:u=:|>=n= 4P

Figure 3-5. Civil Long Form

3.8.1. Case
The following explains the values to be entered for the Case screen.

Received Date - Enter the date the civil action was received in the office. The date cannot be greater
than today. The format for all dates is DD-MON-YYYY:; e.g. enter January 1, 2001 as 01-JAN-2001 or 01
JAN 2001. When typing the date, spaces can be entered in place of the dashes. Spaces will be
converted to dashes when the date is saved.

Status - LIONS will automatically set this to A (Active) for open civil actions and C (Completed) for closed
civil actions.

Criminal Potential - If there is a possibility that a criminal case may arise out of the civil action, enter
Y(es). Otherwise leave blank. (LOV)

Cause of Act (Cause of Action) - A pop-up block allows you to enter the code or codes that best
describe the type of civil action. Example: CO (Commercial Litigation). Enter the most important code
first. If you have more than one Cause of Action to enter, press F6 to insert or the DOWN ARROW to go
to a blank line. Otherwise, press ENTER. If you insert or arrow down to a blank line and then change
your mind, press SHIFT + F6 to return to the previous line. (LOV)

: CAUSE OF ACTION

i IE ICommerciaI Litigation/General Claims ﬂ
-

Figure 3-6. Cause of Action Pop-up
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Lit Resp (Litigating Responsibility) - A code that indicates who will handle the litigation; e.g., the
USAOQO, an agency attorney, a DOJ Division. During initiation, LIONS will automatically fill in the Lit Resp
field with US (Civil action Handled by USAO). If this is not correct it can be changed. (LOV)

US Role - The code that describes the government’s position in the civil action; e.g., P (Plaintiff). (LOV)
Branch - LIONS will default to the Branch of the person entering the information. This code can be
changed. (LOV)

DOJ Division - A pop-up block as shown in Figure 3-7 below allows you to enter the DOJ Division
code(s). (LOV)

4 DOJ DIVISION f NUMBER
DOJ  Division D0J Humber

,,
I | -

S — [

i — | .

Figure 3-7. DOJ Division Pop-up

Enter the DOJ Division if a DOJ Number has been provided, even if the Litigating Responsibility is
US. If he Litigating Responsibility Code is DJ, RD, or SD, the appropriate DOJ Division code MUST
be entered.

If a Case Number Exchange form has been supplied by the DOJ Division, enter the
USAO Number on the form and return it to the Division.

For an NCIF referral enter ZCIF as the DOJ Division.
For civil litigation arising out of OCDETF cases (e.g. Asset Forfeitures), enter ZNTF (Organized Crime
Drug Enforcement Task Force) as the DOJ Division.
DOJ Number - If a DOJ Division has been entered in the DOJ Division field, enter the division’s file
number. This field is required if a DOJ Division has been entered.
Case Restrict (Case Restricted) - Based on local office procedures, you can restrict access to a case to
a certain group of users, provided you are a member of that group. Enter Y (Yes) to restrict access.
Otherwise enter N (No). (LOV)
You can only restrict cases to a group to which you belong. If you enter a Y in the Restrict field, you
will receive the message shown in Figure 3-8.

@ LIONS-619; Must enter Staff Group(s) when Case Restricted
is (YJes,

Figure 3-8. Case Restricted Message

When you click on OK, the STAFF GROUP form will be displayed.
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=',f“ LIONS - CASE STAFF GROUP - [gncsrest:1.3]

ackion Edit Record Query Window Help

CASE
UsAOID: [2006¥00063 | Caption: [Robert Smith vs IRS Status: IA_

STAFF GROUP
Hame Description

| e

AR LA T =

IMON, 11-5EP-2006 I:S::U::I::D:

Figure 3-9. Staff Group Form

Staff Groups - Enter the group to which the civil action is restricted. (LOV) Exit Staff Group to return to
Case. Make the LIONS user ID is a member in all staff groups.

Branch - LIONS will default to the Branch of the person entering the information; however, it can be
changed. The codes for this field are established by your office. (LOV)

Lit Track (Litigation Track) - Based on local procedures, enter a code that further defines the complexity
of the litigation. This code can be used with the Weight field to assist in civil action assignment. (LOV)
Security - Users may be prohibited from seeing civil actions based on the code in this field. Based on
local procedures, enter a code that describes the level of security for the civil action, if applicable. (LOV)
Special Proj (Special Project) - The EOUSA has established a series of codes for certain high profile
types of civil actions which are being monitored by its Priority Programs Team. This field is used to
produce the special reports needed by the Priority Programs Team. Enter the code that describes the
special category, if applicable. (LOV)

ADR Mode - If applicable, enter the code that defines the type of alternative dispute resolution. (LOV)
Weight - Based on local procedures, enter a code that further defines the complexity of the civil action.
This code can be used to measure the complexity of civil actions for assignment purposes. The codes for
this field are established by your district. (LOV)

Unit - This code is used to designate a group within the office responsible for the civil action; e.g., Civil
Rights. The codes for this field are established by your district. (LOV)

Tribe - Enter the appropriate Native American tribe, if applicable. This field should be entered when the
United States has jurisdiction over a civil action involving a Native American tribe. (LOV)

Reservation - Based on local procedures, enter a Native American reservation or military installation, if
applicable. The codes for this field are established by your district. (LOV)

Type - Based on local procedures, enter the code that further describes the nature of the civil action. The
codes for this field are established by your district. (LOV)

Total Victims - Enter the appropriate number of Victims in this field.

When you have finished entering the Case information, press TAB, ENTER, or CTRL + PAGE DOWN to
go to the COURT HISTORY block.

3.8.2. Court History

The following explains the values to be entered for the Court History screen.

Court (and Court Location) - Enter the appropriate court code (DC for District Court, for example). You
can also enter the location of the court. The court location codes are established by your district. The
Court Code is required, but the Court Location is not. (LOV)
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If the civil action is NC (Not in Court) or PN (Post-Disposition Not in Court), the cursor will
skip the remainder of the COURT HISTORY block and move to the COURT/STAFF
ASSIGNMENT block.

Appeal Type - This field is to be used for Appeal ONLY civil actions. See Chapter 8 - Appeals, for
instructions on entering Appeals. (LOV)

Filing Date - Enter the date the civil action was filed in court. This field is required when a court code
other than NC (Not in Court) or PN (Post-Disposition Not in Court) has been entered, and a Service Date
will not be entered.

Court Nbr (Court Number) - Enter the number assigned to the civil action by the court. This field is
required when a court code other than NC (Not in Court) or PN (Post-Disposition Not in Court) has been
entered.

Service Date - Enter the date the USAO was served. This field is required when a court code other than
NC (Not in Court) or PN (Post-Disposition Not in Court) has been entered and the Filing Date has not
been entered.

For a civil action that is filed in any court, you MUST enter a filing date and/or a service
date.

Judge - Enter the initials of the judge hearing the civil action, if applicable. The codes for this field are
established by your district. (LOV)
If the Judge is not included in the list of values, press F3 to GoTo the Judge Picklist form and enter
the applicable information. When you are done, click on the Exit icon to return to the Court screen.
See Chapter 4, Section 4.16.4 for additional information on the Judge Picklist form.
Start Date - If a Judge is entered LIONS will default the Start Date to the current date; however, it can be
changed.
Disp/Disp Date (Disposition and Disposition Date) - These are READ ONLY fields on this screen and
are not relevant to civil action initiation.
When you have finished entering the COURT HISTORY information, press TAB, ENTER, or CTRL +
PAGE DOWN to go to the COURT/STAFF ASSIGNMENT block.

3.8.3. Court/Staff Assignment

In LIONS, you must enter the Lead AUSA for each civil action. You can also track other employees
assigned to a civil action; e.g. co-counsel, paralegals, etc. The first entry must be the L (Lead) attorney
assigned to the civil action. The position field for the first entry will default to L (Lead).
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Figure 3-10. Court/Staff Assignment

Inits (Initials) - Enter the initials of the staff member(s) assigned to the civil action. The codes for this field
are established by your district. LIONS will automatically fill in the appropriate staff name based on the
initials entered. (LOV)

Position - Enter the code for the staff member’s position. LIONS will default the first entry to L (Lead).
You are only allowed one open Lead (end date is blank). (LOV)

Start Date - LIONS will default to the current date; however, it can be changed.

End Date - This field should be blank when opening a civil action. Use this field to record the date a staff
member’s involvement in the civil action ended.

If you have another staff member (assignment) to enter, press F6 to insert or the DOWN ARROW to go to
a blank line, otherwise, press ENTER or CTRL + PAGE DOWN to go to the AGENCY block. If you insert
or arrow down to a blank line and then change your mind, press SHIFT + F6 to return to the previous line
and then press ENTER or CTRL + PAGE DOWN.

3.8.4. Agency

You can enter Agency/Agent information for one or more client agencies.

;}‘ LIONS - CI¥IL OPEN LONG - [cvopen:1.18]
Action  Edit Record Query Window Help
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Figure 3-11. Agent/Agency

3-14 September 2006



LIONS User Manual

Role - Enter the role.

Agency - LIONS will default the Role for the first agency to CL (Client). Every civil action MUST have at
least one client agency. (LOV)

Agency and Agency Office - Enter the code for the client agency that referred the civil action to your
office. If the agency has more than one location, select the appropriate one from the List of Values. The
Agency Office information appears in the AGENCY OFFICE (READ ONLY) block. To enter or update
Agency Office information, use the Agency Picklist form. See Chapter 4, Section 4.16.1 for information
about the Agency Picklist form. You can enter multiple agencies. (LOV)

Agency Number - Enter the number assigned to the civil action by the Client agency.

Agent - Enter the name of the Agency Contact or agent and as much additional information as is known.
Salutation - Enter the salutation used in official correspondence with the agent.

Name - Enter the agent’s name, last and first names.

Title - Enter the agent’s title.

Lead Agent - This field is used to identify the Lead Agent in the civil action. Enter Y (Yes) if this is the
Lead Agent. The Lead Agent can be used for document generation. See Chapter 9, Document
Generation.

Phone/ Fax/Pager/Email - Enter as much of this information as is known.

Agency Office (READ ONLY). This block is filled in based on the picklist of agency offices previously
entered by your district.

When you have finished entering Agency and Agent information, press CTRL + PAGE DOWN to go to
the PARTICIPANT block.

3.8.5. Participant

In LIONS, a “participant” is a litigant, witness, victim, piece of property to be forfeited, or any other
individual, organization, or business associated with the civil action. At a minimum one litigant participant
must be entered.

Participants are related to the Court History. When a user initiates a civil action, LIONS automatically
relates all of the participants to the current Court History stage. Participant Court records are discussed
in detail in Chapter 6 - Criminal Updates and Closings.

224 LTONS - CIVIL OPEN LONG
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Figure 3-12. Participant

Repeat the following information for each participant involved in the civil action.

T (Type) - The code that best describes the opposing party. (LOV)
I Individual
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B Business or organization

P Property (either real property or other property to be forfeited)
Role - The role code that best describes the opposing party (D for Defendant, for example). (LOV)

If the Role denotes a victim (VI), a pop-up screen prompts you for additional Victim/Witness
information.

- Victim Type Prosec Yictim Ho Threat Elderhy

J [ — I

Figure 3-13. Victim Participant

Victim Type - Is this a Primary or Secondary victim? A primary victim is defined as the individual or
organization against whom a crime was committed. The secondary victim is family or other individuals
who have been affected by the crime; e.g., the relative of a homicide victim. (LOV)

Prosecution - Does the victim want to prosecute Y (Yes) or N (No)? (LOV)

Victim Times - The number of times the person has been a victim. (LOV)

Threat - Has the victim been threatened? (LOV)

Elderly - Is the victim elderly? (LOV)

Name - If the participant has a Type of | (Individual), a pop-up block displays to prompt you for the
participant’s last name and first name.

If the participant has a Type of B (Business) or P (Property) enter the business or property name in the
field provided.

If the name search is activated, LIONS will check the database for this name.

Disposition (Read Only) (Lower Court) (Appeal Court) - These fields will be blank when initiating a civil
action.

The code entered in the Type field determines the next set of screens used to provide more detailed
information about the Participant.

If the Type of Participant is | (Individual) refer to Section 3.8.5.1.
If the Type of Participant is B (Business) refer to Section 3.8.5.2.
If the Type of Participant is P (Property) refer to Section 3.8.5.3.

3.8.5.1. Individual Participant

You can enter additional information about the individual participant. This information is available for local
use and is not required.

##  1ONS - CIVIL OPEN LONG
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Figure 3-14. Individual Participant
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Last Name/First Name/Role - LIONS moves this information into this screen from the previous screen.
Salutation - This field is used in conjunction with document generation. Enter Mr., Ms., Mrs., etc.

Title - This field can be used to identify the title of an individual; e.g. Attorney-at-Law, Professor of
Criminology, etc.

Job Pos (Position) - This field can be used to track the litigant's job or position in an organization, if it is
relevant to the civil action. (LOV)

Court Trial Number - A pop-up block displays to prompt you for the Court Trial Number. Enter the court
trial number if applicable.

Gender - Enter M (Male) or F (Female). (LOV)

SSN# - The individual's Social Security Number.

DOB - The individual's date of birth in DD/MMM/YYYY format.

Tribe - The appropriate Native American tribe, if applicable. (LOV)

Reservation - This field can be used to track Native American reservations or military installations. The
codes for this field are established by your district. (LOV)

Weight - Based on local procedures, enter a code that further defines the complexity of the civil action.

This code can be used to measure the complexity of civil actions for assignment purposes. The codes for
this field are established by your district. (LOV)

Home and Office Address and Phone Numbers - Fields are available for the individual's home and
office address and phone number. These fields can be used for document generation.

3.85.1.1. Alias

A separate screen is used to track any aliases so that more than one can be entered, if needed.
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Figure 3-15. Alias
Last Name/First Name - Enter an alias for the participant, if applicable.
3.8.5.2. Business Participants

You can enter more detailed information about the business or organization (the type of business, EIN
number, business contact, and the business address). All of the fields on this screen are optional.
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#87 LIONS - CIVIL OPEN LONG
Action Edit Record Query Window Help

Figure 3-16. Business Participant

Name/Role - LIONS moves this information into this screen from the Participant screen.

Type - A locally established code that describes the type of business. (LOV)

EIN - The Employer Identification Number of the business or organization.

Contact Name - The name of the individual who serves as your contact for the business or organization.
Address/Phone Information - The business' address and telephone numbers.

A separate screen is used to track a DBA (Doing Business As) so that more than one can be entered, if
needed. See Figure 3-17.

3.8.5.2.1. DBA (Doing Business As)

You can enter another name for the business, if applicable. More than one DBA can be entered, if
needed.

2! LIONS - CIVIL OPEN LONG
Action  Edit Record Query window Help

ZIJIJEVIZH 300 Robert Smith vs IRS

ISmaII Business
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Cleanlng Carpet

Figure 3-17. Doing Business As
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3.8.5.3. Property Participants

You can collect information about the type of property, total number of tracts in Lands civil actions, the

Consolidated Asset Tracking System (CATS) ID, and the property address. All of the fields on this screen
are optional.

##  1ONS - CIVIL OPEN LONG
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Figure 3-18. Property Participants

Name/Role - LIONS moves this information into this screen from the previous screen.
Type - A local code which describes the type of property. (LOV)
Total Tracts - The total number of tracts associated with a Lands civil action.

CATS Asset ID - The number assigned to the property by the Consolidated Asset Tracking System
(CATS).

Address/Phone Information - Enter the property's address and phone numbers, if applicable.
3.8.5.3.1. Property Value

You can use the Property Value block to maintain a history of a property’s valuation.

% LTONS - CIVIL OPEN LONG
Action Edit Record Query Window Help
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Figure 3-19. Property Value
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Type - A code that describes the source for the property value (AP for Appraised, for example). (LOV)
Value - The $ amount that applies to the property.

Prop Date (Property Date) - The date the property was valued.

3.8.6. Related Participant

You can relate participants in a civil action to another participant in the same civil action. For example, if

you entered a piece of property, and you also entered the claimant, you can relate the property to the
claimant.

£ LIONS - CIVIL OPEN LONG
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Figure 3-20. Related Participant

Name/Role - Participants for this block must be chosen by pressing F9 and selecting a participant name.
Reason - The code that describes why one participant in a civil action is related to another participant in
the same civil action. This information is required if a name has been selected from the LOV.

When you create a related participant record, LIONS will automatically create a matching
record for the related participant.

3.8.7. Opposing Counsel

You can track opposing counsel for all participants.
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Figure 3-21. Opposing Counsel

Inits (Initials) - Enter the initials of the opposing counsel. The codes for this field are established by your
district. (LOV)
If the opposing counsel is not in the database, you can add it by pressing F3 to GoTo the Opposing
Attorney Picklist form. See Chapter 4 Section, Section 4.16.2 for additional instructions. When you
are done, click on the Exit icon to return to the Opposing Counsel form.
Name - LIONS will automatically enter the name based on the initials previously entered.
Type - Enter the code that describes the type of counsel for the defendant (AP for Appointed, for
example). (LOV)
Start Date - Enter the date the opposing counsel became involved in the civil action.
End Date - This field is not relevant for civil initiation. Use this field to record the date the opposing
counsel’'s involvement in the civil action ended.

3.8.8. Participant Comment
You can create a comment for each participant in the civil action.

#87 LIONS - CIVIL OPEN LONG
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Figure 3-22. Participant Comments
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Comment - Enter text as you would in WordPerfect. You can enter approximately 35 lines of text. To
see more of the comment screen, press ALT + E and select Edit from the menu.

If you enter the editor screen, click the OK button to exit the editor screen.

3.8.9. Participant Relief

In LIONS, you MUST enter at least one relief requested record in a civil action. You may only enter one
requested record for an agency/participant combination. For example, if there is only one agency and
one litigant, then only one relief requested record can be entered. If there are two agencies and one
litigant, up to two requested records can be entered. Exception: IRS cases can have multiple relief
requested records for the same agency/participant combination.
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Figure 3-23. Relief

Type - The type of relief that is being sought. (LOV)
M Monetary
N Nonmonetary
B Both Monetary and Nonmonetary
Stage - The history of Relief is tracked in LIONS using the Stage field. LIONS will default the Stage to R
(Requested). A Requested stage is required when a civil action is opened. (LOV)
D Denied
Estimated
Granted
Ordered

Requested
Note: The Ordered stage is for DNA Testing only. The Requested, Ordered and Granted stages are

required to initiate the DNA Testing screen. See section 3.8.9.1 below for further information on the
DNA screen.

Requested By
G Government is seeking the relief.
O Opposing Party is seeking the relief. Used for Lands civil actions. (LOV)
Note: U (Unknown) should only be used until the information becomes available.

Liability - If you attached one participant, LIONS will default the liability to | (Individual); if you attached
multiple participants, LIONS will default the liability to J (Joint and Several).

O G M
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Amount - If the Type of Relief is M (Monetary) or B (Both Monetary and Nonmonetary), enter the dollar
amount being sought. The maximum amount is 999,999,999,999.99. Do not enter a dollar sign ($).
Example: 1000. The cursor skips over this field when Type of Relief is Nonmonetary.

Nonmonetary - If the relief being sought is N (Nonmonetary) or B (Both Monetary and Nonmonetary),
enter a description of the type of nonmonetary relief being sought. The cursor skips over this field when
Type of Relief is Monetary.

Agency - LIONS will default this field to the Client Agency that you previously entered. If you have
entered more than one Agency, you must select one.

Participant Relief -You must attach at least one participant to the Relief record; however, you can only
attach the participant in combination with the Agency to one Requested record.

Name/Role/Disp (Disposition) - When you select a participant from the list of values, LIONS will insert
the participant’s name and role.

3.8.9.1. DNA Testing

The DNA Testing screen captures DNA testing information based on court granted relief including
additional outcomes (if applicable). The DNA Testing screen is attached to the G — Granted relief stage
and can be added/updated/deleted from this stage only. The DNA Testing screen will become available if
the following requirements are met:

Cause of Action = ‘PCDN’ (18 USC 3600 — DNA Testing)
Court ='DC’
Relief Stage = R (Requested); O (Ordered) and G (Granted)

The Relief record must contain all three Relief Stage records before the DNA Testing screen will
become available.

Note: To view the DNA Testing screen you will be required to enter the stage records in the ordered listed
above (Requested-Ordered-Granted). You will be prevented from entering a G - Granted record before
an O — Ordered record is entered.
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Figure 3-24. Relief/DNA Testing

To access the DNA Testing screen, click in the green arrow _Mat the bottom right of the G — Granted
relief stage record.
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Figure 3-25. DNA Testing

DNA Testing Ordered? — This field will be defaulted to “Y” once an O — Ordered relief record is entered.
District Court grant relief on DNA test results? — This field will be defaulted to “Y” once a G — Granted
relief record is entered.

Further proceedings occur when relief was granted? — If “Y” is checked, either “New Trial Ordered”
plus one or more of the outcomes listed must also be checked; OR “Resentencing in a Capital Case”
must be checked. A DNA case can not be closed if one or more outcomes are not checked. You will not
be allowed to close a case without these fields being checked.

Comments — Enter any comments on the DNA Testing record if applicable.

If the G — Granted relief stage record is deleted, the DNA Testing screen will also be deleted. You will not
be able to delete an O — Ordered relief stage record unless the G — Granted record is also deleted. The
system will display error message 535 if this occurs: “Granted record must be deleted before Ordered.”

Forms |

LIOM3-535: ERROR, - GRAMNTED RECORD MUST BE DELETED
BEFCRE ORDERED:,

Figure 3-26. Granted Record Deletion Error Message

3.8.10. Event

In LIONS, the user can relate participants to events; however, the participant must first be related to a
court history stage for which the event is being entered.
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Figure 3-27. Event Section

Rel (Relate) - The first field in the EVENT block is a blank column that allows you to attach participants to
events. You must use this feature if you want to print the participant’s last event on reports.

If you enter a Y (Yes) in the Rel column, all participants that have been attached to the current court
history stage will be attached to the event.

If you enter N (No), a pop-up block displays when you press TAB, ENTER, or CTRL + PAGE DOWN
from the Judge Inits field.

|
Figure 3-28. Related Participants to Event Pop-up

In the Relate Participants to an Event Pop-up block, enter an X next to each participant that you want
attached to the event. When you are done attaching participants to events and you press CTRL + PAGE
DOWN you will see the Participant Event screen.
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Figure 3-29. Participant Event

Event - Enter the code that best describes the event. (LOV)

Note: Districts may create event codes at their discretion.
Action - Enter the code that further describes the event (FI for Filed, for example). (LOV)
Event Date - Enter the date the event occurred. If you are scheduling an event, leave this field blank.
Date Scheduled - Enter the date an event is scheduled to take place, if applicable. If an Event is
entered, you must enter an Event Date or a Scheduled Date. Scheduled Dates displays on staff
members' calendars and are used in Document Generation.
Time Scheduled - Enter the time an event is scheduled to take place. Scheduled times will also appear
on staff members' calendars and are used in Document Generation.
Staff INIT (Initials) - LIONS will automatically fill in the initials of the Lead Attorney. If this is incorrect,
enter the appropriate attorney/staff initials.
Staff Last Name - LIONS automatically fills in the last name of the staff member.
Doc Code (Document Code) - Enter the document number for document generation purposes, if needed.
See Chapter 9 for information regarding Document Generation.
Doc Staff INIT (Document Staff Initials) - LIONS will default to the initials of the person that has logged
into LIONS. This cannot be changed. Used by Document Generation.
Document Date - Will default to the current date. It is used by Document Generation when setting the
date range for documents to be produced in batch. If it is necessary to regenerate a document, the date
can be changed.
Location Scheduled - A free-form description of the location of the scheduled event. Used by Document
Generation.
Judge INIT (Initials) - Enter the initials of the Judge involved in the event or scheduled event. LIONS
automatically fills in the last name of the judge. Used by Document Generation.
Judge Last Name - LIONS automatically fills in the last name of the judge.
Event Comment - Enter text as you would in WordPerfect. You can enter approximately 35 lines of text.
To see more of the comment screen, press ALT + E and select Edit from the menu.

Note: The Comment should not be used to repeat the translation of the Event Code.
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3.8.11. Related Cases

You can relate one civil action in LIONS to another civil action in LIONS. You can also relate civil actions

in LIONS to civil actions that are no longer in LIONS.
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Figure 3-30. Related Case

Case Court Number - Press F9 for a list of court numbers in this civil action. Highlight the court number
you want and press ENTER. To select the current court number, enter an X and press TAB or ENTER.

(LOV)

Related USAOID - The USAOQID of the case to which you want to relate the current civil action.
Related Court Number - The Court Number from the civil action to which you want to relate the current

civil action. (LOV)

Reason - The reason why you are relating these cases (IS for Same Issue, for example). This field is
required if any of the other fields have been entered. (LOV)

When you create a related case record, LIONS will automatically create a matching
record for the related case if it is still in the LIONS database.

3.8.12. Case Comment
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Figure 3-31. Case Comment

Comment - Enter text as you would in WordPerfect. You can enter approximately 35 lines of text. To
see more of the comment screen, press ALT + E and select Edit from the menu.
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4.0 CIVIL UPDATES AND CLOSINGS

To update civil actions in LIONS you may be required to add information to existing records, change
information in existing records, or add new records. The following table describes various types of

updates and the steps to accomplish them.

Update Action Section
Initial Court Filing or Transfer to another Close Court History 4.3
Court Close Court Participant (optional)
Modify Relief (optional) 4.4
Add additional Relief records Access Relief 4.4
AUSA and Judge Reassignments (Global) | Access AUSA and Judge 4.5
Reassignment from Admin Module
AUSA and Judge Reassignments Access Court History 4.6
(Individual) Access USAO Assignments 4.6
Agency/Agent Information Access Agency 4.7
Restrict Case and other general Case Access Restrict Case 4.8
Information Access Case 4.9
Change in Court History Information Access Court History 4.10
Event/Scheduled Event Information Access Event 411
Expert Information Access Expert 4.12
Miscellaneous Number (including DCMNS) | Access Miscellaneous Number 413
Opposing Counsel Information Access Opposing Counsel 4.14
Participant Information Access Participant 4.15
Track Multiple appraisals for a piece of Access Participant 4.15
property
Adding or changing information to Agency | Access picklists from the Civil pull- | 4.16
Office, Opposing Attorney, Expert, Judge down menu, and then click on the
appropriate option
Closing Close Relief 4.17
Close Case

All updates to existing civil actions can be performed through the Case Summary Screen or through the
Update (General Update) option. If you are making a lot of changes to an individual civil action, such as
going from Not in Court to District Court, it is recommended that you use the Case Summary Screen. If
you are making one kind of change (scheduling events in multiple cases, select the appropriate record

from the General Update Menu).

4.1. Case Summary Screen

From the Civil pull-down menu, click on Case Summary or press the letter C.
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Figure 4-1. Civil Case Summary

To access a civil action from the Case Summary Screen, enter a USAOID and press F8.

Note: If you do not know the USAIOD, select an inquiry option from the Inquiry pull-down menu from the
LIONS Main Menu to locate the case. See Chapter 2, Section 2.10 for instructions on performing
inquiries. Use the TAB, ENTER, or click with the mouse to place our cursor next to the record you want.
Press F3 or double click to access the record.

Note: If your LIONS security permissions do not allow you to access a particular form, the box next to the
form label; e.g., Agency, will be grey. Access to the Close Case screen is also available from the Civil
Case Summary Screen.

4.2. General Update

From the Civil pull-down menu click on Update or press the letter U. From the next pull-down menu click
on General Update, or press the letter G. See Figure 4-2.

| egal Information Office Network System - LIONS

m cRim rePorts  Yiciwit FRC  Documents Inguiry  Admin  Window Help
open case (Long Form)
open case (Short Form)
Restrict matter/case Hello LIONS [LIONS]
Immediate dedination
Zase summary
Appeals
aUsa case cerTification
Iotes
closE cases

Case
courk Hiskary
Event
ex¥pett in a case
Miscellaneous number
Opposing counsel
Participant

Relisf

USA0 staff assignment

index of archived cases
Picklists 3

Figure 4-2. Civil General Update Menu Options
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Note: To access forms through the General Update menu, click on the desired record or enter the
underlined letter. For example, if you want to access the Event record press E.

4.3. Initial Court Filing or Transfer to another Court

When you are updating a civil action to go from “Not in Court” to “Court,” or from one court to another
court, you must close the existing Court History record and add a new Court History record. In addition,

you may need to modify the Relief record. You can also close the Court Participant record, but it does
not have any overall affect on the case.

Select Update Court (History) from the Civil Update submenu or the Civil Case Summary screen. Enter
the USAOID number, and then press F8.

" LIONS - COURT HISTORY - [gncrthis:1.34]

ackion Edit Record Query Window Help

&|
EI T | Caption: [John Williams vs IRS Status:|  poyotor Comed
COURT HISTORY
il Crt Loc Location Filing Date Service Date Court Humber AUSA
[ e | | | __E
2| [T | | | | |
ol [T | | | | |
[ | | | | | | =
K1 — i
COURT/PARTICIPANTS
Role Last Hame, First Hame Di Reason Date
I I =
[ [ T
[ [ T
[ [ T
[ ] [T -
MON, 11-5EP-2006 [ertrar 4D |

Figure 4-3. Court History

Court History - Highlight the Court History record you want to close. Tab through the fields until you get
to the Di field and enter the following information:

Di (Disposition) - Enter NW (New Filing)

Disp Date - Enter the date the civil action was filed in court.

Note: You cannot enter a disposition date that is < the received date.

Optionally, you can go down to the Court/Participants block and enter a disposition code and date for
each participant listed. However, it does not have any overall affect on the case.

Optionally, you can close the Assignment record that is attached to the NC (Not in Court) Court History
Record by pressing CTRL + PAGE DOWN from the Court/Participants block to the Assignments block
and entering and end date on the Lead AUSA.

When you have completed closing the Court History, go to a blank line in the Court History block and
enter the appropriate court (DC for District Court, for example), filing date and/or service date, and the
court number.

After entering the new Court History, go down to the Court Participants block and attach a participant to
the new court. Press F9 for a list of participants. For each participant that will be part of the new court,
highlight the participant and press the ENTER key. At least one participant MUST be attached to the
Court History. If the participant you want is not in the LOV, press F3 to access the Participant form to add

additional participant(s). Remember to Exit the Participant form to return to the Court/Participant block of
the Court History form.
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When you have completed entering the appropriate information in the Court/Participant block, press
CTRL + PAGE DOWN or press the Next Page button and enter an Assignment record.

# | 1ONS - COURT HISTORY - [gncrthis:1.35]
Action  Edit Record Query Window Help

2006¥01299 John Williams vs IRS A il

EECEIEIE

Figure 4-4. Assignment

From the Assignment record, press CTRL + PAGE DOWN or the Next Page button to add a Court Judge,
if applicable.

;-“ LIONS - COURT HISTORY - [gncrthis:1.35]
Action Edit Record Query ‘Window Help

[2006v01 299 [John Williams vs IRS A

EOECREES

Figure 4-5. Court Judge

If the Judge is not included in the list of values, press F3 to GoTo the Judge Picklist form and enter the
applicable information. When you are done, click on the Exit icon to return to the Court/Judge block.
See Section 4.16.4, for additional information on the Judge Picklist form.

From the Court Judge press CTRL + PAGE DOWN or press Next Page button to add a Comment, if
applicable.
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#'L IONS - COURT HISTORY - [gncrthis:1.35]

Action  Edit Record Query Window Help

200601299 John Williams vs IRS A o

Figure 4-6. Court History Comments

4.4, Relief

To modify or add relief records, access the Relief form off the LIONS General Update menu. See Figures
4-7 and 4-8.

Legal Information Office Network System - LIDNS

Civil cRim rePorts  Vigjwit FRC Documents Inguiry  Admin  Window Help

open case (Long Farm)
open case {Short form)
Reestrick matterfcase
Immediate declination
Update (3 Update court =
Zase summary eral upc Agency
Appeals

Case

ausa case cerTification court Hiskory

Motes 4 Event

closE cases 13 expert in a case
indei of archived cases Miscellaneous number

Picklists Opposing counsel

Patticipant

USAC staff assignment:

Figure 4-7. Accessing Participant Relief

The following screen displays.
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?‘* LIONS - RELIEF - [cvrelief:2.0]

Action  Edit Record Query Window Help

& CASE
usaolD; |EIIEIGEEE] | Caption: [John Williams vs IRS Status: IA_
RELIEF [ orfi
% Type: IN_ Nonmonetary Stage: IR_IRequeled
? Requested By: |G [Government Libility: || [individual
Al Amount: Honmonetan: |Samples
Agency: |JUAZ IJoim Alcohol, Tobacco, Firearms, Explosives/fState or Local Task Force
PARTICIPANT RELIEF

Role Last Hame, First Hame Disp Disp Date

|D [Doe, Michael | -

[ ] [ ] -

IFRI,I]4—AUG—ZUIJB <Sr<lz<l=<D=

Figure 4-8. Participant Relief

You can only have one relief record with a Stage of Requested, per agency/participant combination.

Exception: IRS cases can have multiple relief requested records for the same Agency/participant
combination. You can have as many estimated records as you need.

If you are adding a new relief record, the following information must be entered:
Type - The type of relief that is being sought. (LOV)

M  Monetary
N Nonmonetary
B Both

U Unknown Monetary Amount
Stage - The history of Relief is tracked in LIONS using the Stage field. LIONS will default the Stage to R
(Requested). A Requested stage is required when a civil action is opened. (LOV)

D Denied

E Estimated
G Granted
O Ordered

R Requested
Requested By - Enter G (Sought by the Government) if the Government is seeking the relief. Otherwise,
enter O (Sought by Opposing Party). For Lands civil actions, enter O. (LOV)

Note: U (Unknown) should only be used until the information becomes available.
Liability - If you attached one participant to the relief record, LIONS will default liability to | (Individual); if
you attached multiple participants to the relief record, LIONS will default the liability to J (Joint and
Several).
Amount - If the Type of Relief is M (Monetary) or B (Both Monetary and Nonmonetary), enter the dollar
amount being sought. The maximum amount is 999,999,999,999.99. Do not enter a dollar sign ($).
Example: 1000. The cursor skips over this field when Type of Relief is Nonmonetary.
Nonmonetary - If the relief being sought is N (Nonmonetary) or B (Both Monetary and Nonmonetary),
enter a description of the type of nonmonetary relief being sought. The cursor skips over this field when
Type of Relief is Monetary.
Agency - LIONS will default this field to the Client Agency that you previously entered. If you have
entered more than one Agency, you must select one.
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When you press TAB, ENTER or CTRL + PAGE DOWN from the relief block, you will receive the pop-up
block shown in Figure 4-9 asking if you want to relate all participants to the relief.

If you enter Y (Yes), then LIONS will attempt to make this attachment for you. However, it is
recommended that you only use this option for estimated records, initial requested records and initial
granted or denied records.

Enter (¥)es or (Hjo to Relate all Participants to a Relief Record: I_

Figure 4-9. Participant/Relief Question

Participant Relief - You must attach at least one participant to the Relief record; however, you can only
attach the participant in combination with the Agency to one Requested record.
Exception: When IRS is the agency, you can enter multiple records for the participant/IRS
combination.

Only one granted or denied record can be entered for the participant/agency combination with the
exception of the participant/IRS combination. Furthermore, LIONS will not allow you to enter a granted or
denied record for a participant/agency combination unless a Requested record exists for the same
participant/agency combination.

If you attempt to add a granted or denied record without an existing requested record, the error message
shown in Figure 4-10 displays, informing you that a requested record already exists for this participant.

Forms x|

LIOMS-523: ERROR. - & REQUESTED RECORD ALREADY
ExIST3 FOR THIS PARTICIPANT.

Figure 4-10. Relief Edit Error Message
Name/Role/Disp (Disposition) - When you select a participant from the list of values, LIONS will insert
the participant’s name and role.

If you are closing relief, DO NOT write over the existing record, add a new record. You can only add a
granted or denied record if a requested record exists for the agency/participant combination.

DNA Testing — If you are closing a relief with a DNA Testing record attached, you must ensure one or
more outcomes are checked before closing the record. See section 3.8.9.1 for further information on the
DNA Testing screen.

4.5. AUSA and Judge Reassignment (Global)

To reassign multiple civil actions from one USAO staff member to another, or from one Judge to another,
use the Reassignment form as shown in Figure 4-12. Access the Reassignment form from the LIONS
Main Menu. Click on Admin, and then click on Staff or Judge Reassignment.

Note: If you do not have access to the Admin module, see your System Manager for assistance.

When you use the Reassignment form you must choose the Staff OR Judge block. You cannot make
reassignments to Staff and Judge at the same time.
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¥ | egal Information Dffice Network System - LIONS

Ciwil cRim rePorts  Wic/wit FRC  Documents  Inguiry | Admin  Window Help

Document generation SOL statements  #

Hello LIC

document generation Initial setup 3
- Fix charges

= View Global Lookup Tables {a-I) »

Wiew Global Lookup Tables (J-2) »

Maintain Local Lookup tables (A-T) 3

3

3

maintain local lookup Tables (3-2)
Security

Opposing counsel reassignment
rePorts 3

mainkain User-written reports

Figure 4-11. Initiating the Reassignment

22 LIONS - REASSIGNMENT - [gnreasgn:1.2]

Action Edit Record Query Window Help

EI STAFF JUDGE

E Old Staff: || | o yudge: | ]

EI Hew Staff: | I Hew Judge: l— I—

EI CHCERE Prog Cat/Cause Act I_ Branch I_ Position I_

E CASE Prog Cause

ﬂ USAOID Caption Cat Act Br PosCrt Loc Court #

w | N ) S I =
[ [ [ T Trord
I_l—l—l_l_l_l_l_l_l—
N | N I
[ | [ [ T TrIld
I_l—l—l_l_l_l_l_l_l—
N N I
[ | I
I_l—l—l_l_l_l_l_l_l—
L R O I z

Figure 4-12. Reassignment

Old Staff/Old Judge - Enter the code for the staff member or Judge currently assigned.
New Staff/New Judge - Enter the code for the staff member or Judge that will be assigned.

You must choose one of the Order By options. Put an X in the box next to your choice to determine how
the list of civil actions will be sorted. Press the TAB key to process.

When you perform the query, LIONS will bring up all civil and criminal records assigned to the current
USAO staff member (or Judge). For staff member assignments, LIONS will list the position of the staff

person. If you are reassigning a civil action from a staff person that is listed as the Co-counsel (C), the
new staff member position will automatically default to C.

Use the arrow keys or the mouse to move up and down the list. Put an X next to any civil action that you
want to reassign. When making multiple selections remember that you can only reassign civil and
criminal actions from one USAO staff person (or Judge), to another USAOQ staff person (or Judge). After
you have marked all the records you want to reassign, press F10 to commit your request for
reassignment.

You will receive a pop-up message asking: “Do you really want to make this change?”
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Answering N (No) to this question will cancel your request and provide you another opportunity to mark
records that have previously been queried.

Answering Y (Yes) to this question will make the reassignments you requested and clear the form.

When you make reassignments through the Reassignment form LIONS will automatically update the
Court History Assignment block. The current date will be inserted into the End Date field of the current
staff member, and the start date of the new staff member.

4.6. AUSA and Judge Reassignment (Individual)

To reassign a single civil action from one USAO staff member to another, access the USAO Staff
Assignment form from the Civil General Update menu or Civil Case Summary Screen.

22 LIONS - USAD STAFF ASSIGNMENT - [gnassign:1.16]

Action  Edit Record Query Window Help

& | (casE
EI USAOID: [2006¥01299]  Caption: |John Williams s IRS Status: [A
1| | courr HiSTORY (READ ONLY) i
EI ) Court
Court Location Humber
ﬂ [pc [ [pistrict court [pc12311 ﬂ
mll T [ .
ASSIGNMENT
Inits Last Hame, First Hame Pos  Start Date End Date
Jas [Smith, Alesia [C [0a-auc-2008 | =
| | | |
| | [ |
| I [ |
| | | |
| | [ | -
[FRI.04-2uC-2006 [<5x<tm <= D>

Figure 4-13. USAO Staff Assignment

Query the case and highlight the current court. Go down to the Assignment block and enter an End Date

on the old USAO staff person. Arrow down to a blank line and enter the new USAO staff person, Position
and Start Date.

You can have only one active L (Lead AUSA) per court. If you are reassigning the Lead AUSA, you must
first close the current lead by entering an end date, then you can add the new Lead AUSA.

To reassign a single civil action from one Judge to another, access the Update Court (History) form from
the Civil Update menu or Civil Case Summary Screen. Refer to Section 4.3 above for instructions on
Court/Judge. To close a Judge, enter an end date.

If the new Judge is not included in the list of values, press F3 to GoTo the Judge Picklist form and enter
the applicable information. When you are done, click on the Exit icon to return to the Court screen. See
Section 4.16.4 for additional information on the Judge Picklist form.

4.7. Agency/Agent Information

To change or add additional Agency or Agent information access the Agency form from the General
Update menu or Case Summary Screen.
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L"‘ LIONS - AGENCY - [gnagency:1.18]
Q Action Edit Record Query Window Help

Figure 4-14. Agency

You cannot make a change to the agency code. If the wrong agency has been recorded, delete the
record then add a new agency.

Caution: If you have attached the agency to a relief record, that record will be deleted. If it is the only
Requested relief record, a new one MUST be entered. See Section 4.4 for instructions on entering relief.

If you are making a change to Agent information, be sure that the proper agency is highlighted before
adding/changing Agent information. Use the DOWN and UP arrows to move through Agent records.

4.8. Restrict Case

LIONS provides a feature that allows you to restrict a civil action to a group of USAO staff members.
When restricted, all information in the civil action can only be viewed by the USAO staff who are members
of the group. Ifit is necessary to restrict a civil action, access the Restrict Matter/Case form from the Civil
pull-down menu.

i

" LIONS - CASE STAFF GROUP - [gncsrest:1.3]
Edit Record Ouery Window Help

=
=

EEICICIIEG,

Figure 4-15. Staff Groups
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Enter a USAOID or part of the Caption and press F8 to retrieve the civil action you want to restrict. If
more than one case is retrieved, press the DOWN ARROW until the civil action you want to restrict is

displayed.

Caution: Do not enter a USAOID and a partial Caption at the same time.

Go to the STAFF GROUP block. Press F9 or click on the List icon to select the group to which you want
your civil action restricted. If you are not a member of a staff group, you cannot restrict civil actions and
no LOV will appear. See your System Manager for assistance.

4.9. Other General Case Information

As new general case information becomes available, or changes from the initial data entry, they can be
entered. Access the Case form from the Civil General Update menu or Case Summary Screen.

7 LIDNS - CIVIL OPEN LONG - [cvopen:1.18]

Action Edit Record Query Window Help

N [2006v01229 Caption:
CRSteised Dated0s-AUG-2005. Status: [ [Active | Criminatpoteniat] |
EI Cause quct:,r W Lit Resp: IF lm
EI UsRole:P  JU-S_is Plaintiff Branch:[C |Columbia
ﬂ noJpuision:| | nod Numhﬂ
E Case Restrict:[N [0 Lit Track:
w Security: —I Special Proj: N_ None of the Above
ADR Mode:| weight:[
Unit: | l— Tribe: I
Reservation: I Type:

Total Victims: I

Related Flu Flag:[— Qui Tam Flag: |_;[
COURT HISTORY
Court: IFI_IW Appeal Type: l— Filing Date: Im
Court Hbr: I[)c_1 2311 Service Date: I—
Judge: [BH  |Harwell, R Bryan Start Date: [04-AUG-2006
Disp: l_l Disp Date: l—
AUSA
Lead AUSA: [AS [smith, Alesia Start Date: |04-AUG-2006
[Fri,0a-2UG2008 [<s><tmct=<D> ilzl

Figure 4-16. Other General Case Information

Information can be added or changed in all of the fields in the Case block. For example, if you want to
add a DOJ Division, tab to the DOJ Division field and enter the appropriate data.

Note: Do not make changes to the Court History or AUSA blocks through the Case form. Use the
individual Court History or AUSA forms.

4.10. Change in Court History Information

If you need to make a change to Court History, access the Court History form from the General Update
menu or Case Summary Screen.
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2 LIONS - COURT HISTORY - [gncrthis:1.35]

Action  Edit Record Query Window Help
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Figure 4-17. Court History

There are only certain pieces of information on this screen that can be changed. You can change Court
Location, Filing Date, Service, and Court Number, but you cannot change the court. If the courtis
incorrect you will need to delete it and re-add the correct one.

Note: When you delete a Court History record, the system deletes records that are associated with that
court (Assignment and Judge will also be deleted). Sentence records will NOT be deleted. They need to
be deleted manually before deleting the Court History record.

If you need to change the Court/Participant records, click into the Court/Participant section or press CTRL
+ PAGE DOWN from the Court History section. You can add new court/participant records by pressing
F6 or using the DOWN ARROW to open a blank line. Select the participant you want to relate to the
court off the LOV by pressing F9 or clicking on the list icon.

To delete a Court/Participant record, highlight the participant and press SHIFT+F6. You will receive a
LIONS warning message asking if you really want to delete the record. Answering Y (Yes) to this
message will remove the relationship between the participant and the court record. It will NOT delete the
actual participant record.

If you need to change the Assignment or Judge, click on the right green arrow at the lower-right end of
the screen until you reach the appropriate screen.

4.11. Event/Scheduled Event (Calendar)

If a significant event occurs, or if you wish to schedule an event, access the Event form from the General
Update menu or Case Summary Screen.
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2?“ LIONS - EYENT - [gnevent:1.12]

Action  Edit Record Guery ‘Window Help
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Case History Report

Figure 4-18. Event (left side)

L"‘ LIONS - EYENT - [gnevent:1.12]
Action  Edit Record Guery ‘Window Help
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Figure 4-19. Event (right side)

You can add events, scheduled events, and change all information about existing events, except the

event code; e.g., event date, schedule date, etc. If an event code is incorrect, delete the code and
reenter an event, if appropriate.

Before entering a new event or scheduled event, be sure you have the appropriate Court highlighted.
Press CTRL + PAGE DOWN to move the Event Block. If you want to relate all of the participants in the
civil action to the new event or scheduled event, enter a Y (Yes) in the first column of the Event block. If
you do not want to relate all participants to the new event or scheduled event, enter N (No) in the first

column of the Event block. No causes a Pop-up screen where you can assign one or more Participants
to an Event.

Select event code from LOV (F9). When you enter a code in the event field, an event date or scheduled
date is required. Scheduled dates are used to produce calendars from the Reports option on the Main

Menu, and are used in Document Generation. Additional instructions on entering Event information can
be found in Chapter 3.
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Note: If you schedule an event, you can go back to the scheduled event and enter an event date to show
that it occurred.

After entering the Event information, press CTRL + PAGE DOWN. If you entered a Y (Yes) in the first
column of the Event block, you will receive a pop-up block as shown in Figure 4-20.

9 LIONS - EYENT - [gnevent:1.12]
Action Edit Record Guery Window Help

I
I (2006v01299 [John Williams v= IRS A
I -
= See Participants

= e
I Case History Report
Al

IAIRF | [Investigatn, Advice Fl 04-AUG-2006 AS =

Figure 4-20. Participants Related to Events

The pop-up at the bottom of the form verifies that all participants related to the court highlighted in the
Court History block have been related to the Event.

If you entered an N (No) in the first column of the Event block you will receive a pop-up block as shown in
Figure 4-21.

5?“ LIONS - EYENT - [gnevent:1.12]
Action  Edit Record Query Window Help

EEICIEIEI

Case History Report

\AIRF | [Investigatn, Advice Fl 04-AUG-2006

Y [|CORR |Correspondence RY |04-AUG-2006

Figure 4-21. Relate Participants to Events
Enter an X next to each participant that you want related to the event or scheduled event. When you
press CTRL + PAGE DOWN you will receive the verification pop-up shown in Figure 4-21.
Note: To reflect a litigant’s last event on reports, you MUST make this relationship.

When you are finished entering the event or scheduled event, and you have attached participants to the
event, press CTRL + PAGE DOWN to enter an Event Comment.

4-14 September 2006



LIONS User Manual

4.12. Expert in a Case Information

If you have expert information to add to a civil action, or expert information that you want to change,
access the Expert In a Case form from the Civil /{Update/General Update Menu or Case Summary screen.

£ LIONS - EXPERT IN A CASE - [gnexpcse:1.2]

Action Edit Record Query Window Help

EI CASE
USAOID: IZUI]BVIHZ!]B Caption: |John Williams ¥s IRS Status: IA_
EI EXPERT CASE
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gl = | =
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[ ] [ [
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Figure 4-22. Expertin a Case

You can enter the following information in this form:

Expert Side - Defines for whom the expert is testifying. Enter G (Government) or O (Opposing Side)
Inits (Initials) - Enter the initials of the expert. (LOV) If the Expert is not included in the list of values,
press F3 to GoTo the Expert Picklist form and enter the applicable information. When you are done, click
on the EXxit icon to return to the Expert form. See Section 4.16.3 for additional information on the Expert
Picklist form.

Name - LIONS will fill in the name based on the initials that were entered.

Type - LIONS will fill in the type of expert based on initials and name (BAN for Banker, for example). The
codes for this field are established by your district. (LOV)

Comment - Enter a comment relating to the expert. To see more of the screen, press ALT + E and
select Edit or double click on the Comment field.

If you have additional experts to enter, press the down arrow to go to a blank line and continue data entry
as stated above.
4.13. Miscellaneous Number Assignments (Including DCMNS)

To enter DCMNS numbers, note the physical location of a file, or to assign an in-house Federal Records
Center (FRC) number, access the Miscellaneous Number form from the Civil/Update/General Update or
the Civil/Update/Case Summary screen.
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f_., LIONS - MISCELLANEOUS NUMBERS - [gnmscnum:1.2]
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Figure 4-23. Miscellaneous Numbers

You can enter data for one case or for multiple cases. You can query up one case by keying in a specific
USAOID and pressing F8; or you can query up a series of cases by entering a partial USAOID; e.g.,
1997V003% which would give you all civil files that begin with 1997V003; e.g., 199700301,
1997VvV00302, etc. (% acts as a wildcard). Press the F8 key to query.

4.14. Opposing Counsel Information

To track Opposing Counsel information within a case, access the Opposing Counsel form from the
Civil/lUpdate/General Update Menu or Civil/Case Summary screen. See Figure 4-24.

" LIONS - OPPOSING COUNSEL - [gnopcoun:1.4]
Action Edit Record Query ‘Window Help

[2006v01299| John Williams vs IRS [a

[Z|-o|e|@ =

Figure 4-24. Opposing Counsel

Before changing or adding Opposing Counsel information, make sure you have the appropriate
participant highlighted. From the Participant block, press CTRL + PAGE DOWN and either change
information to the existing Opposing Counsel, or add a new Opposing Counsel.

If the Opposing Counsel is not included in the list of values (LOV), press F3 to GoTo the Opposing
Attorney Picklist form and enter the applicable information. When you are done, click on the Exit icon to

return to the Opposing Counsel form. See Section 4.16.2 for additional information on the Opposing
Attorney Picklist form.
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4.15. Participant Information

To add or change Participant information, access the Participant form from the Civil/Update/General
Update menu or Civil Case Summary screen.

¢ LIONS - PARTICIPANT INFORMATION - [gnpart:1.25]
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Figure 4-25. Participant

You cannot change the Type code. If the Type is incorrect you must delete the participant then add the
participant with the correct Type. If your Role is any code that begins with D or P, you can only change it
to another D or P. If the Role needs to be changed to anything else, you will need to delete the
participant and re-add it with the correct Role.

Caution: If you delete a participant and they have been related to court history, relief, or event records,
these relationships will have to be re-established if necessary.

Based on the Type code entered, (I-Individual, B-Business, P-Property), LIONS gives you screens
directly related to an individual, business, or property. These participant-related screens are discussed in
Chapter 3, Sections 3.8.5.1 through 3.8.5.3.

To track multiple appraisals for a piece of property, highlight the property record and use the right arrow
button in the bottom right corner of the screen to move to the appropriate block reflected in Figure 4-25.

You can enter multiple records to indicate different appraisals received on the property or the actual
proceeds received from any sale of the property.

4.16. Picklists

There are several local look-up tables in LIONS over which the district has total control. These look-up
tables are called Picklists. To access the Picklists, access the Picklist option from the Civil pull-down
menu as shown in Figure 4-26. Each of the four options is discussed in the sections that follow.
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Figure 4-26. Civil Picklist Menu
4.16.1. Agency Office

This option allows you to capture multiple addresses for the same agency within a branch. From the Civil
menu, select Picklists. From the Picklists menu, select Agency Office. See Figure 4-27.

:95.‘ LIONS - AGENCY OFFICE PICKLIST - [gnagoffc:1.2]
Action  Edit Record GQuery MWindow Help

gl AGENCY
g Agency Description:
El AGENCY OFFICE [ e[
Office: I
EI Address: I City: I
kil [
ﬂl I State: I Zip: I
Salutation: I
Chief"s Last Hame: I Chief"s First Hame:
Chiefs Title: |
FRI1,04-AUG-2006 I:S::U::I::D:

Figure 4-27. Agency Office

Before you add an Agency Office, you must first find the Agency. To do this, Press F7, enter the Agency
code and press F8 to execute the query. If you do not know the code of the Agency for which you want to
add an Agency Office, access your LOV (List of Values) after you press F7. CTRL + PAGE DOWN to the
Agency Office block and enter the appropriate address information. If you have another address to enter
for the same agency press F6 or the DOWN ARROW to receive a blank record and continue data entry.

Note: The Office line should not be the same as the Agency Code Description. It should be a unique

identifier for the Agency (FBI - Norfolk Office, for example). Press the F8 key to process information or
Exit and Save.

The next time you use the agency code in a case you will receive a pop-up block that will let you know
you have multiple addresses. Press F9 for a list of the addresses and select the appropriate one. LIONS

will automatically put the address in the last block of the Agency form. This information can be used for
Document Generation.
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4.16.2. Opposing Attorney

This option allows you to capture pertinent information concerning an opposing attorney. From the Civil
Menu, select Picklists and from the Picklists menu select Opposing Attorney.

gf LIONS - OPPOSING ATTORNEY PICKLIST - [gnopatrn:1.0]
Action Edit Record Query ‘Window Help

EI OPPOSING ATTORNEY I OF
Inits: || i stat: || Salutation:
@ Last: First:
EI Hame Hame
2]
e Title: |
A pr— S
Phone: Fax:
Firm: |
Address: I City:
/
| State: Zip: I
IFRI,EM—AUG—ZUI]B <Sz<Uz<l=<Dx

Figure 4-28. Opposing Attorney

The information added through this form can be used in LIONS document generation or for reference.
You can add the following:

Inits (Initials) - Enter a unique set of initials for the Opposing Attorney

Init Stat (Initials Status) - Indicates whether the Opposing Attorney is actively involved in cases within the
district.

Salutation - Enter an appropriate salutation; e.g., Ms.

Last Name - Enter the Opposing Attorney’s last name.

First Name - Enter the Opposing Attorney’s first name.

Title - Enter an appropriate title; e.g., Esquire.

Phone - Enter the phone number of the Opposing Attorney.

Firm - Enter the name of the Opposing Attorney’s law firm.
Address/City/State/Zip - Enter the Opposing Attorney’s address.

If you have another Opposing Attorney to enter press F6 or the DOWN ARROW to receive a blank record
and continue data entry.

Press F8 to process information or Exit and Save.
4.16.3. Expert
This option allows you to capture information about expert witnesses, including the type of expert; e.g.,

Banker. Access the Expert form as shown in the figure below. From the Civil menu, select Picklist; from
the Picklist menu select Expert.
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#87L TONS - EXPERT PICKLIST - [gnexpert:1.2]

Action Edit Record Query Window Help

[Z|-0|e|@ =%

Figure 4-29. Expert

The following information can be added for each expert:

Inits (Initials) - Enter a unique set of initials for the Expert.

Init Stat (Initials Status) - Indicates whether the Expert is actively involved in cases within the district.
Social Security Number (SSN) - Enter the expert’s social security number.

Salutation - Enter an appropriate salutation; e.g., Ms.

Last Name - Enter the Expert’s last name.

First Name - Enter the Expert’s first name.

Type - Enter the Type of expertise or press F9 (LOV)

Title - Enter an appropriate title; e.g., Doctor of Forensics.

Phone/Fax - Enter the phone number of the Expert.

Firm - Enter the name of the Expert’s firm.

Address/City/State/Zip - Enter the Expert's address. Press the TAB button to move to the Expert
Comments Field.

If you have another Expert to enter press F6 or the DOWN ARROW to receive a blank record and
continue data entry. Select Exit and Save button to process information.

4.16.4. Judge

This option allows you to capture information about judges. Access the Judge form as shown in the
figure below. Press the F6 button to enter information for a Judge.
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# IONS - JUDGE PICKLIST - [gnjudge:1.1]

ﬁﬂction Edit Record Ouery ‘Window Help

3
JUDGE o otfm
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Figure 4-30. Judge Picklist Form

Enter the following information for Judges:

Initials - Enter a unique identifier for the Judge.

Judge Status - Enter the appropriate code to indicate whether the Judge is currently active in your
district.

Last Name - Enter the Judge’s last name.

First Name - Enter the Judge’s first name.

Type - If appropriate for your district, enter the Judge type; e.g., Senior. (LOV)

Courtroom # - Enter the Judge’s Courtroom number.

If you have another Judge to enter, press F6 to insert or the DOWN ARROW to receive a blank record
and continue data entry.

4.17. Civil Closings

The "Close a Case" screen is used when all stages of a case, including appeals, have been completed.
The purpose of “closing a case" is to change the status from "active" to "closed" and to set the destruction
date or to mark the file for permanent retention. In addition, you can enter the Court Disposition, Closing
Relief Information, and Closing Appeals information if this information has not already been recorded.

When you are ready to close a civil case, the user can access the close screen directly by selecting Civil
from the Main Menu and then closk cases and finally closkE case from the submenus. Alternatively, you
can select Civil from the Main Menu and Case Summary from the submenu. The Close Case button can
be found on this form.

If you accessed the Close A Case screen directly, as shown in Figure 4-31, enter USAOID or a full

Caption and press F8 to query. From the Case Summary screen, enter the USAOID number or a full
Caption and press F8 to query.

Click on the Close Case button to access the Close A Case screen.
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£ LIDONS - CLOSE A CASE - [gnelose:1.19]

Action Edit Record Query Window Help

=2 USAOID: [2006v01299 | Caption: [John Williams vs IRS
CASE
= Recud Date: [04-AUG-2006 Status: |A |Ac1ive Destruct Date: |
_I Close Date: Perm: l_ Collect Ind: I I
EI LAST COURT STAGE (READ ONLY)
@ Court: [DC [District Court Court # [DC-123-11
ﬂl Judge: IBH IHarwell .R_Bryan Trial Days:
Disposition: I I Disp Date:
Disp Reason: | |
ASSIGNMENT
Lead AUSA: [AS [Smith, Alesia
RECORDS DISPOSITION
Status Record(s) to be Disposed
Incomplete 1 Court Dispositions
IIm:umpleiE 1 IREIief
|completed i |Appeals Add Event
I I Add Misc # |
IFRI, 04-AUG-2006 IcS)(U)

Figure 4-31. Close A Case Screen

When you select this screen you will notice that certain pieces of information have been defaulted. The
Received Date is the date the file was opened in LIONS. The Status appears as A (Active). This will
automatically change to C (Completed) when all of the steps necessary to close the case have been
done. The Destruction Date is calculated by LIONS, based on the Comprehensive Retention Schedule
for U.S. Attorney Records (United States Attorneys' Manual, Title 3-13.310).

The following fields in the CASE block must be completed by the user:

Perm (Permanent) - Indicates whether the file will be retained permanently. Enter Y (Yes) or N (No).
(LOV) Files are designated as permanent if either of the following criteria applies: (1) The case has an
impact on a statute, rule, regulation, or law enforcement policy; e.g., set a precedent; or (2) the case
received local, regional or national media attention, or the interest of a Congressional committee or the
Executive Office of the President, or widespread public interest. See EOUSA Resource Manual 123.
Collect Ind - Enter a Y (Yes) if the file will be referred to the Financial Litigation Unit. Enter R (Referred
to Agency) if the file is being returned to the agency for post-disposition collection activities. Otherwise,
enter N (No).

All of the information in the LAST COURT STAGE is READ ONLY. If reflects information entered into the
last Court History Record. The information in the Assignment block is READ ONLY also. It represents
the Lead staff member for the last Court History Record.

The RECORDS DISPOSITION block references Court History records, Relief records, and Appeal
records. If the Status is Completed for one of these records, then no action is required. If the Status is
Incomplete then proceed as follow.

Court Disposition - The number in the Record(s) column indicates how many Court History records
need to be closed. To close these records, press F3 which will take you to the appropriate form. See
Section 4.10 above for additional information on closing Court Disposition records.

Enter the appropriate disposition and disposition date, for the court. When making your selection, note
the following concerning credit for “trials” and judgments.

Credit for Civil Cases Disposed of by Trial. In order to receive credit for a Civil case disposed of by a
Trial you MUST use one of the following Civil Disposition Codes:

JJ Judgment/Order/Decision for U.S. (Jury Trial)

JT Judgment/Order/Decision for Opposing Party
Judgments Entered Without Trial. If a judgment is entered in a civil case use the appropriate
Disposition code, such as:

JO Judgment/Order/Decision for Opposing Party (No Trial)
JY Judgment/Order/Decision for Opposing Party (Non Jury Trial)
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JU Judgment/Order/Decision for U.S. (No Trial)
JX Judgment/Order/Decision for U.S. (Non Jury Trial)

Close the Court/Participants if the disposition information for individual participants is different then the
overall disposition of the case. If you do not close the Court/Participants, LIONS will move the disposition
and disposition date from the Court History record to the Court/Participant records.

When you have completed closing the Court History record(s), press the Exit icon to go back to the
closing screen.

Relief - The number in the Record(s) column will only be 0 or 1. If there is a 1 in the field, press F3 to
select the Relief form. Press the down arrow to add another Relief record. You must enter a G
(Granted), D (Denied) or X (Neither) record. Press the Exit icon and Save the record to go back to the
closing screen. See Section 4.4 above for additional information on Relief records.

Appeals - The number in the Record(s) column indicates how many Appeal records need to be closed.
To close these records, press F3, which will take you to the appropriate form. See Chapter 8 for
instructions on closing appeals.

When you have closed the appeals press the Exit icon to save the record and go back to the closing
screen. When the Records Disposition block indicates “Completed” for all records, you can close the civil
action by pressing F10. The Status field in the CASE block will change to C (Completed).
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5.0 CRIMINAL INITIATION

Criminal cases can be managed through the LIONS system using a series of screens which collect
detailed information concerning the following:

Case - Provides an overview of the case. It contains information like lead charge, program category, the
U S. role, litigating responsibility, security and access restrictions, location, and, at the district’s discretion,
the weight and complexity of the case.

Court History - A history of all court filings is created for each case. A new Court History record is
opened to track the court and the court’s location, as well as the judges associated with the case for each
stage (indictment, superseding indictment, post disposition, appeal) of the case. Prior to any filing, a “not
in court” record is opened.

USAO Staff Assignments - You can track the names of AUSAs and other employees assigned to a
case. At a minimum, you must track the Lead Attorney. You can track additional attorneys, paralegals,
etc. This assignment information is used by LIONS to create individual and master calendars.

Agencies - All agencies involved in the case, e.g., investigative, “victim,” as well as office addresses and
points of contact at each agency can be tracked. At a minimum, one investigative agency must be
entered for each case.

Participants - In LIONS, a participant is a defendant, witness, victim, piece of property to be forfeited, or
any other individual, organization, or business associated with the case. Detailed information --
demographics, identification numbers, and property values -- can be stored for all types of participants.
At a minimum, one defendant must be entered for each case.

Opposing Counsel - Opposing counsel at all stages of the case can be tracked.

Controlled Substance - Information on controlled substances includes type and quantity of all
substances in the case.

Instrument/Charge/Count - A complete history of all charging instruments including all charges and
counts by defendant are stored.

Events - Events are used to track the significant steps in the progression of the case. Events are created
by your district and may be as specific or as general as the district wants them to be.

Related Cases - LIONS allows you to relate one case to another.

Case Notes - You can record information about the case. This feature was designed for AUSAs who
want to maintain a summary of the case.

This chapter discusses how to open a criminal case. See Chapter 6 - Criminal Updates and Closings,
for instructions on updates. Samples of the forms used are provided. See Chapter 8 for instruction on
appeals. If a field description includes (LOV), a list of code values is available on-line or in Appendix A —
LIONS Code List.

Detailed coding procedures for the following criminal case types and situations are in Appendix E, Policy:

General
Reinstatements

Remands for New Trial
Criminal

Contempt of Court

Hung Jury

Narcotics Task Force (OCDETF)

Pretrial Diversion

Unlawful Flight to Avoid Prosecution (UFAP)
Appeal of a Magistrate Judge's Decision
Post Disposition Proceedings

Criminal Fraud

Criminal Forfeiture

Juveniles
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Rule 40 Proceedings
Rule 20 Transfers
Remand for New Sentence

5.1. Criminal Initiation Procedures

When a new criminal file is received in the U.S. Attorney's Office (USAQ), it is either declined immediately
or a new criminal action is opened. Within LIONS, you must enter a declination record or initiate a
criminal record.

5.2. Definitions
The following are the definitions for this section.

Immediate Declination. An immediate declination is an offense referred to the United States Attorney
that does not warrant federal prosecution based on the facts and circumstances presented. No
investigation is authorized and the offense is declined on the spot or “immediately.” Less than one hour
of AUSA time is required. There are two other types of “declinations” which should not be confused with
immediate declinations.

Field Declinations. Complaints that the investigative agency declines based on its internal guidelines
or those of the United States Attorney. These are not formally presented to the United States
Attorney but the agency may inform the United States Attorneys' office periodically of the number
of complaints it has declined. These field declinations are not included in the United States
Attorneys' caseload statistics.

Matter Declinations. Occur when, prior to the filing of a complaint, information, or indictment, a
decision is made not to continue with the investigation of a matter that has been opened in LIONS
and is under consideration for prosecution.

Matter. An investigation of a Matter is a referral on which an attorney spends one hour or more of time
and on which formal papers have not been filed with the Court. If a decision is made not to continue with
the investigation, it is disposed of by declination and closed. Declination of an investigation should not be
confused with an immediate declination.

Preliminary Proceeding or Miscellaneous Filing. Court filings such as for search warrants, Rule 5
hearings, etc., for which a Miscellaneous number is normally assigned. These are now distinguished
from other District or Magistrate Court filings.

Case. A case begins with the assignment of any court number, other than a Miscellaneous number,
below the Appeals Court level where the defendants are to be tried. When defendants are split out from
a case and assigned new court numbers, you must open another case for those defendants.

Complaint. A complaint is a written statement filed with the Magistrate stating that a specified offense
has been committed.

Information. An information is the formal accusation charging the defendant with a particular crime. An
information is brought by the United States Attorney, rather than by a grand jury.

Indictment. An indictment is the formal accusation by a grand jury charging a defendant with a particular
crime.

Felony. A felony is an offense punishable by death or imprisonment for a term exceeding one year.
Misdemeanor. A misdemeanor is an offense punishable by imprisonment for a term not exceeding one
year without regard to fine amount.

Petty Offense or Citation. A petty offense is a Class B misdemeanor, a Class C misdemeanor, or an
infraction, for which the maximum fine is not greater than the amount set forth for such an offense in 18
USC 3571(b)(6) or (7) in the case of an individual or 18 USC 3571(c)(6) or (7) in the case of an
organization. All charges involving the Code of Federal Regulations (CFR) are Petty Offenses.

5.3. Immediate Declinations

Report an immediate criminal declination for any offense referred for prosecution which does not warrant
federal prosecution based on the facts and circumstances presented. No investigation is authorized or
less than one hour of AUSA time is required.

5-2 September 2006



LIONS User Manual

To initiate a criminal immediate declination, from the Main Menu click on cRiminal or press ALT + R.
From the pull-down menu click on Immediate Declination or press the letter I. The Criminal Immediate
Declination screen displays, as shown in Figure 5-1.

3 L IONS - CRIMINAL IMMEDIATE DECLINATION - [crimmed:1.14]

Action  Edit Record Query Window Help

EI usaoin: | Caption: |
CASE
e Lead Charge: | |
Prog Cat: I_ Branch: I_ I—
4| DEFENDANTS -
Type Role Hame Disp Reas
El .
2| [ I
M INVESTIGATIVE AGENCY
Agency:
Office: | Agency I
ASSIGNMENT
Lead AUSA: | | StartDate: |
DISPOSITIONS . l— I
Date: I Reason 2) l_l
Reason 3) l— |
CASE COMMENTS
FRI,04 AUG 2006 [egetizataens

Figure 5-1. Criminal Immediate Declination

5.3.1. Case
The following explains the values to be entered for the Case screen.

Caption - Enter the reference name for the criminal action, based on local office procedure: e.g.; U.S. vs.
John Williams. Tab to the next field or click on Recvd Date. LIONS will automatically generate a
USAOID number.

Recvd Date (Received Date) - Enter the date the referral was received in the office. LIONS will default to

today’s date; however, it can be changed.

Lead Charge - The substantive statute that is the primary basis for the referral using the U.S. code,

District of Columbia code, Virgin Islands code, Code of Federal Regulations (CFR), or State code. All

characters are required. System Managers submit requests for new charge codes to TechOne. (LOV)
The following guidelines should be followed when selecting a lead charge:

It should be a substantive charge. Do not use a statutory reference to a penalty, jurisdiction, or
“aiding and abetting” as the lead charge.

It should be reviewed when charges are filed, and modified as needed.
Do not assume that the lead charge is the charge in the first count. It may be listed in a later count.

While it is often the case, do not assume that the charge with the greatest potential sentence is the
lead charge.

Prog Cat (Program Category) - Enter the code that best describes the type of criminal action. (LOV)
Branch - LIONS will default to the Branch of the person entering the declination. This code can be
changed. (LOV)

5.3.2. Defendants

Enter the following information for each of the defendants in the referral:

Type - Enter the code that best describes the defendant. (LOV)
| Individual
B Business or organization

P Property to be forfeited
Role - The Role is limited to Defendant type. Select one of the following Defendant roles:
D Defendant
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DJ Juvenile Defendant
DP Public Official Defendant

DG Gang Member Defendant
Name - If the Defendant is an individual, enter Last Name, First Name. If the defendant is a Business or
a piece of Property, enter the Business or Property name.
Disp Reas (Disposition Reason) - Enter the appropriate Reason for the declination. (LOV)

If the program category is 053 (Triggerlock), another pop up window will display after the First Name field
asking these two questions:

Was the defendant involved in the illegal use, possession, sale, receipt, transportation, transfer,
purchase, or manufacture of a firearm or firearm accessories or ammunition?

Did the defendant's offense involve or implicate or was the offense discovered as a result of the National
Instant Check System (Brady)?

Clicking the checkbox next to the question indicates a ‘Yes' response. Leaving it blank indicates a ‘No’
response.

S}f‘ Firearms Characteristics - JANE, MARY 1[

Was the defendant involved in the illegal use, possession, sale, receipt, transportation, r
transfer, purchase, or manufacture of a firearm or firearm accessories or ammunition?

(Check box for Yes)

Did the defendant’s offense involve or implicate or was the offense discovered as a

result of the Hational Instant Check System (Brady) ? (Check box for Yes) I
Return == |

Figure 5-2. Firearms Characteristics Pop-up

If the program category is 036 (Financial Institution Fraud) and the participant is an
individual defendant, another pop up window will display asking for job position. The job
position must be a valid value (LOV).

%"' Participant Job Position

Job Position ||

Figure 5-3. Job Position Pop-up

5.3.3. Investigative Agency
The following explains the values to be entered for the Investigative Agency screen.

Agency - Enter the investigative agency that referred the criminal action to the office. If the agency has
more than one location, select the appropriate one from the List of Values.
Agency # - Enter the file number assigned by the investigating agency that referred the criminal action.

5.3.4. Assignment
The following explains the values to be entered for the Assignment screen.

Lead AUSA - Enter the initials for the attorney who has authorized the declination. The name will
automatically be filled in based on the initials entered. (LOV)

Victim Witness Coordinator - Enter the initials for the Victim Witness Coordinator.

This field is mandatory when Victim/Witness flag is Y. The name will automatically be filled in based on
the initials entered. (LOV)

Start Date - The Start Date will default to the current date; however, it can be changed.
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5.3.5. Disposition
The following explains the values to be entered for the Disposition screen.

Date - Enter the date the referral was declined. This date will default to today’s date; however, it can be
changed.

Reason - The first Reason should be the same as the Reason Code entered in the DEFENDANTS block.
You can enter up to three Declination Reason codes. (LOV)

5.3.6. Case Comment

At local option, enter text as you would in WordPerfect. You can enter approximately 35 lines of text. To
see more of the comment screen, press ALT + E and then select Edit from the pull-down menu.

After you have finished entering a Criminal Immediate Declination, press F6 or Exit and Save. An option
to print will be displayed after you have saved.

5.4. When to Open a Criminal File
General Rule. Open a criminal matter/case (new USAO Number) when:

An investigation is authorized and an attorney spends one hour or more working on the investigation.

A citation, complaint, information or indictment is filed in court.

A case on appeal in which the United States is a defendant is remanded to the District Court for a new
trial.

Do not open a file for the following:

Information copies of investigative reports are sent to your office which are pending authorization by a
DOJ Division. For example, criminal Tax or criminal Civil Rights investigations.
Cases remanded to the District Court for re-sentencing.

5.5. How to Initiate a Criminal LIONS File

There are two ways to initiate a criminal action in LIONS:

The Criminal Short form allows you to enter information quickly, by completing two screens.
Relationships that need to be made on an individual basis in the Long form are done automatically in the
Short form. For example, all defendants will be related to all charges, counts and events that you
entered. In the Long form you have to tell LIONS which defendants get related to which events. It should
be noted that using the Short form does not preclude entry of additional information at a later date.

It is recommended that this form be used for single defendant matters/cases or where all the defendants
are related to all charges, counts and events entered. Do not enter participants who are not defendants
through the Short form.

The Criminal Long form takes a little longer to complete, but you can capture more information; e.g.,
multiple program category codes, related case information, individual defendant information, aliases, and
comments.

To initiate a criminal matter or case in LIONS, click on the Criminal option from the Main Menu or press
ALT + R. From the pull-down menu, click on one of the following:

open case (Short form) or press the letter S
open case (Long form) or press the letter L

5.6. Criminal Short Form

After you enter the Caption and press TAB or ENTER, LIONS will automatically generate a USAOID
number. You will also notice that the Received Date, US Role, Litigating Responsibility, and Branch have
all been preset by LIONS.

Note: All preset (default) values can be changed unless otherwise noted.
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£ LIONS - CRIMINAL DPEN SHORT - [crfast:1.38]

Action  Edit Record Query ‘Window Help
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COURT HISTORY

cour:| | | appmype:] | Filing Date: |

Court # | Judge: | | Start Date: |
ASSIGHMENT
Lead AUSA: | | Start Date: |
INVESTIGATIVE AGENCY
Agency: I I

Agency Office: | Agency #

Agnt Last Hme: I First Hame: I Lead Agent: I
[FR1,04-AUG-2006 [soa |4

Figure 5-4. Criminal Short Form (page 1)

USAOQOID - The USAO Number is generated by LIONS when a matter or case is opened. It is used to
track the case throughout its life, including appeals.

Caption - Enter the reference name for the criminal action, based on local office procedures. Example:
U.S. vs. John Williams.

5.6.1. Case
The following explains the values to be entered for the Case screen.

Recvd Date (Received Date) - Enter the date the criminal action was received in the office. The date
cannot be greater than the current date. The Received Date defaults to the current date but it can be
changed.
Priority - Enter the code that indicates whether a referral falls into a category assigned a priority by the
Attorney General and/or the United States Attorney. The description of each Program Category in
Appendix A includes whether it is a National Priority. (LOV)
Spec Proj (Special Project) - The EOUSA has established a series of codes for types of cases which are
being monitored by its Priority Programs Team. These codes, which are described in Appendix A, will be
used to flag cases in order to produce the special reports needed by the team. Enter the code that
describes a special project category or enter N for “none of the above.” (LOV)
Lead Charge - The substantive statute that is the primary basis for the referral using the U.S. code,
District of Columbia code, Virgin Islands code, Code of Federal Regulations (CFR), or State code. All
characters are required. System Managers submit requests for new charge codes to TechOne. (LOV)
The following guidelines should be followed when selecting a lead charge:

It should be a substantive charge. Do not use a statutory reference to a penalty, jurisdiction, or
“aiding and abetting” as the lead charge.

It should be reviewed when charges are filed, and modified as needed.
Do not assume that the lead charge is the charge in the first count. It may be listed in a later count.

While it is often the case, do not assume that the charge with the greatest potential sentence is the
lead charge.
Prog Cat (Program Category) - Enter the code that best describes the type of criminal action. (LOV)
Only one Program Category can be entered when using the Short form. Additional information may be
added using the General Update option.
US Role - Enter the code that specifies the government’s position in the case. LIONS defaults to P
(Plaintiff). (LOV)
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Lit Resp (Litigating Responsibility) - Enter the office that has primary responsibility for the matter or case;
e.g., the USAO, an agency attorney, a DOJ Division. When a matter or case is opened, the Lit Resp field
defaults to US (Case Handled by USAO). If this is not correct it can be changed. (LOV)
If the Litigating Responsibility Code is DJ, RD, or SD, the appropriate DOJ Division code MUST be
entered.
Domestic Terrorism: - You may select from the LOV a type of Domestic terrorism or No if none. There
is also a section to add comments in. See Figure 5-5.

DOMESTIC TERRORISM
[TH [Threats E

I I o

COMMENTS

Figure 5-5. Domestic Terrorism Pop-up

DOJ Division - Enter the DOJ Division code, if applicable. Only one DOJ Division and DOJ Number can
be entered when using the Short form. Additional information may be added using the General Update
option.
Enter the DOJ Division if a DOJ Number has been provided, even if the Litigating Responsibility is
US. If the Litigating Responsibility Code is DJ, RD, or SD, the appropriate DOJ Division code MUST
be entered.

If a Case Number Exchange form has been supplied by the DOJ Division, enter the
USAO Number on the form and return it to the Division.

If you previously entered an OCDETF Program Category Code (047), LIONS will automatically insert
ZNTF as the DOJ Division. You must enter the number assigned by the Core City Administrative Unit
in the file number field.
DOJ # - Enter the number assigned to the case by the DOJ Division, if applicable.
Restrict - Based on local office procedures, you can restrict access to a case to a certain group of users,
provided you are a member of that group. Enter Y (Yes) to restrict access. Otherwise, enter N (No).
(LOV)
Branch - Defaults to the Branch of the person entering the information; however, it can be changed. The
codes for this field are established by your district. (LOV)
Weight - Based on local procedures, enter a code that further defines the complexity of the matter or
case. This code can be used to measure the complexity of cases for assignment purposes. The codes
for this field are established by your district. (LOV)
Unit - This code can be used to designate a group within the office responsible for the matter or case;
e.g., Violent Crime Unit. The codes for this field are created by your district. (LOV)
Offense From (Offense From Date) - In cases where the offense occurred over a period of time, enter
the beginning date. If the offense occurred on one day, enter that date. This information should be
entered, if known, since it affects the collection of any fine that is imposed.
Offense To (Offense To Date) - For a continuing offense, enter the ending date.
Security - Based on local procedures, you may enter a code that describes the level of security for the
criminal action. (LOV)
Type - If your office has established local case type codes, enter the code that further describes the
nature of the criminal action. (LOV)
CV Pot (Civil Potential) - If there is a possibility of a civil action arising out of the criminal action; e.g., A
(Asset Forfeiture Potential) or M (Monetary Loss to U.S.), enter an appropriate code. Otherwise, leave
blank. (LOV)
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Vic/Wit (Victim/Witness) -This field is mandatory. Valid values are Y (Yes), N (No), and W (Witness). If
Victim/Witness flag is Y, then the Victim Witness Coordinator is also mandatory. If the Vic Indicator is Y
and the agency is JUFB, the format of the agency file number must be in the format of NXXXX-YY-
999999909. If the Vic Indicator is Y and the agency is PSUS, the format of the agency file number must be
in the format of 9999-9999999-XXXX(9).

Note: If the FBI number does not contain a total of five characters before the first dash, you do not need
to enter the leading zeros.

5.6.2. Court History
The following explains the values to be entered for the Court screen.

Court (and Court Location) - Enter the appropriate code; e.g., DC (District Court) for the court. The
Court Code is required. You can also enter the location of the court. The location codes are established
by your district. (LOV)

Regardless of the type of number assigned by the Clerk, use MG (Magistrate Court) if the
defendant is to be tried before a Magistrate Judge.

The following codes are commonly used when opening a criminal case:

DC District Court

MG Magistrate Court

MM Magistrate Court (Miscellaneous)
NC Not in Court

If the criminal action is NC (Not in Court) or PN (Post-Disposition Not in Court), the cursor
will skip the remainder of the COURT HISTORY block and move to the COURT/STAFF
ASSIGNMENT block.

App Type (Appeal Type) - This field is to be used for Appeal ONLY cases. See Chapter 8 for instructions
on entering an Appeal.

Filing Date - Enter the date the criminal action was filed in court. This field is required when a court code
other than NC (Not in Court), or PN (Post-Disposition Not in Court) has been entered.

Court # - Enter the docket number assigned by the court to the criminal action. This field is required
when a court code other than NC (Not in Court), or PN (Post-Disposition Not in Court) has been entered.
Judge - Enter the initials of the Judge hearing the criminal action. The Judges name will be filled in
based on the initials entered. The codes for this field are established by your district. (LOV)

Start Date - Enter the date the Judge was assigned to the case. If a Judge is entered, the Start Date
defaults to the current date but it can be changed.

5.6.3. Assignment

In LIONS, you must enter the Lead AUSA for each case. If the Victim Witness Indicator is set to Y, you
must also enter a Victim/Witness Coordinator. You can also track other employees assigned to a case;
e.g., co-counsel, paralegals, etc. The first entry must be the L (Lead) attorney assigned to the criminal
action. The Position field for the first entry will default to L (Lead). If the Victim Witness Indicator is set to
Y, the system will prompt you to enter the initials for the Victim Witness Coordinator, and place a V
(Victim Witness Coordinator) in the Position field if you have not entered one prior to exiting the
Assignment block.

Inits (Initials) - Enter the initials of the staff member(s) assigned to the matter or case. The codes
(initials) for this field are established by your district. LIONS will automatically fill in the staff member’s
name based on the initials entered. (LOV)
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Position - Enter the code for staff member’s position. LIONS will default the first entry to L (Lead). Only
one Lead attorney may be open at a time. (LOV)
Lead AUSA - Enter the initials for the Lead Attorney assigned to the matter or case. The last name will
automatically be filled in based on the initials entered. (LOV)
Victim Witness Coordinator - Enter the initials for the Victim Witness Coordinator.
This field is mandatory when Victim/Witness flag is Y. The name will automatically be filled in based
on the initials entered. (LOV)
Start Date - LIONS will default to the current date; however, it can be changed.

If you have another staff member (assignment) to enter, press F6 to insert or the DOWN ARROW to go to
a blank line, otherwise, press ENTER or CTRL + PAGE DOWN to go to the INVESTIGATIVE AGENCY
block.

5.6.4. Investigative Agency

Only the Investigative Agency may be entered when using the Short form. Other agencies may be added
at any time using the General Update option.

Agency - Enter the code for the investigative agency that referred the criminal action to your office.
(LOV)

Agency Office (READ ONLY) - This block is filled in based on the picklist of agencies previously entered
by your district. This information can be used for document generation. See Chapter 9 for more
information. If you need to add or change agency offices see Chapter 6, Section 6.21.1, for instructions
on adding or changing this information.

Agency # - Enter the number assigned to the action by the agency. This is required if the Victim/Witness
Flag is “Y” and agency code is “JUFB” (FBI) or “PSUS".

Agnt Last Name/First Name (Agent’'s Name) - Enter the name of the agent in charge of the referral.
Lead Agent - This field is used to identify the Lead Agent in the matter or case. Enter Y if this is the Lead
Agent. The Lead Agent can be used for document generation.

5.6.5. Participant

In LIONS, a “participant” is a defendant, witness, victim, piece of property to be forfeited, or any other
individual, organization, or business associated with the case. At a minimum, one defendant participant
must be entered. When using the Short form, enter only defendants. Additional participants can be
added through update. See Chapter 6, Section 6.19 for additional participant information.

Participants are related to the Court History. When a user initiates a criminal action, LIONS automatically
relates all of the participants to the current Court History stage. Participant Court records are discussed
in detail in Chapter 6 - Criminal Updates and Closings.
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Figure 5-6. Criminal Short Form (Page 2)

Enter the following information for each defendant in the matter or case. Press F6 to insert, or DOWN
ARROW to add each subsequent participant.
Type - Enter the code that best describes the participant:

| Individual

B Business or organization

P Property to be forfeited

Role - Enter the code that best describes the type of defendant. At least one defendant is required in a
criminal matter or case. When using the Short form, do not enter other types of participants.

D Defendant

DJ Juvenile Defendant

DP Public Official Defendant
DG Gang Member Defendant

Name - If the participant has a Type of | (Individual), a pop-up window displays to prompt you for the
participant’s last name and first name.

If the participant has a Type of B (Business) or P (Property) enter the business or organization or the
property name in the field provided.

If the name search feature is activated, LIONS will check the database for this name.

If the program category is 053 (Triggerlock), another pop up window will display after the First Name field
asking these two questions:

Was the defendant involved in the illegal use, possession, sale, receipt, transportation, transfer,
purchase, or manufacture of a firearm or firearm accessories or ammunition?

Did the defendant's offense involve or implicate or was the offense discovered as a result of the National
Instant Check System (Brady)?

Clicking the checkbox next to the question indicates a ‘Yes' response. Leaving it blank indicates a ‘No’
response.

If the program category is 036 (Financial Institution Fraud) and the participant is an individual defendant,
another pop up window will display asking for job position. The job position must be a valid value (LOV).

EIN/SSN/CATS - Enter the IRS Employer Identification Number (EIN) for a business participant; enter the

Social Security Number (SSN) for an individual participant; enter the Consolidated Asset Tracking System
(CATS) number for a property participant.
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Opp Coun Initials (Opposing Counsel Initials) - Enter the initials of the Opposing Counsel for the
participant.

OppType (Opposing Counsel Type) - Enter the type of counsel; e.g., AP (Appointed).

Start Date - Enter the Start Date for the opposing counsel.

5.6.6. Controlled Substance

Only one substance may be entered in the Short form. Additional substances may be added at any time
using the General Update option.

Type - Enter the code that describes the type of controlled substance under investigation; e.g., K (Crack
Cocaine). (LOV)

Other - If the type of controlled substance is O (Other), enter a brief description. Required if Type is O.
Quantity - Enter the actual quantity of the controlled substance seized. Fractions must be converted to
one or two place decimals. For example, 22-1/4 = 22.25.

Measure - Enter the code that explains the measure of the controlled substance; e.g., K (Kilos).
Required if Quantity has been entered. (LOV)

5.6.7. Instrument

If you entered a Court code of NC (Not in Court) or PN (Post-Disposition Not in Court) in the COURT
HISTORY block, LIONS will skip the INSTRUMENT and CHARGE/COUNT blocks and move you to the
EVENT block.

Instrument Type - Enter the appropriate code; e.g., CO (Complaint), IN (Indictment). Required for
criminal actions that have been filed in any court. (LOV)

[ For all Petty Offenses in Magistrate Court, use Cl (Citation) as the instrument type. |

Filing Date - The filing date will default to the Court Filing Date. Required if Instrument has been
entered.

5.6.8. Charge/Count

Enter the following information for each charge listed in the charging instrument. Note that only one
charge per count should be entered. The other statutory references in a count may be jurisdiction, aiding
and abetting, or penalties. Click the Seal Charges? checkbox to seal all counts for all defendants.

Charge - Enter the charge, including section and subsection. All characters are required. System
Managers submit requests for new charge codes to TechOne. (LOV)
Penalty Provision - Enter the penalty provision, if applicable. (LOV)

Also, this field accepts Code of Federal Regulations.
Category - Enter one of the following. (LOV)

F Felony

M  Misdemeanor

P Petty Offense

If the Charge is from the Code of Federal Regulations (CFR), the category must be P
(Petty Offense).

Count - If the charge appears in only one count, enter the number of that count. If the charge appears in
more than one count and the counts are sequential, enter the first count followed by a dash and then the
last count; e.g., 3-9. If the charge appears in more than one count and the counts are not sequential,

September 2006 5-11



LIONS User Manual

enter the first count, press the DOWN ARROW to move down to the next field and enter the second
count, etc.
If there are more Charges in the Instrument, press CTRL + PAGE UP to return to the
CHARGE/COUNT block. Repeat the above procedure for each charge in the charging instrument.
When all charges have been entered, press CTRL + PAGE DOWN to go to the EVENT block.

All charges/counts will automatically be attached to all participants when using the Short
form.

5.6.9. Event

The EVENT block is a scrollable block. The scroll bar at the bottom of the block means that there is more
information than what appears on the screen. Click on the left and right arrow keys on the scroll bar to
move back and forth within the block.

Event - Enter the code that best describes the event.

Note: Districts may create event codes at their discretion. (LOV)
Action - Enter the code that further describes the event; e.g., FI (Filed). (LOV)
Event Date - Enter the date the event occurred. If you are scheduling an event, leave this field blank.
Date Scheduled - Enter the date an event is scheduled to take place, if applicable. If an Event is
entered, you must enter an Event Date or a Scheduled Date. Scheduled Dates will appear on staff
members’ calendars.
Time Scheduled - Enter the time an event is scheduled to take place. Scheduled times will also appear
on staff member’s calendars.
Staff Initials - LIONS will automatically fill in the initials of the Lead Attorney. If this is incorrect, enter the
appropriate attorney/staff initials. LIONS automatically fills in the last name of the staff member.
Doc Code (Document Code) - Enter the document number for document generation purposes, if needed.
See Chapter 9 for information regarding Document Generation.
Doc Staff Initials (Document Staff Initials) - LIONS will default to the initials of the person that has logged
into LIONS. This cannot be changed. Used by Document Generation.
Document Date - Will default to the current date. It is used by Document Generation when setting the
date range for documents to be produced in batch. If it is necessary to regenerate a document, the date
can be changed.
Location Scheduled - Enter a free-form description of the location of the scheduled event. Used by
Document Generation.
Judge Initials - Enter the initials of the Judge involved in the event or scheduled event. LIONS will fill in
the Judge's last name based on the initials entered. Used by Document Generation.
Event Comment - Enter comment about event.

If you have another event to enter, press F6 to insert or the DOWN ARROW to go to a blank line.

To save and exit the form click on the Exit icon then click on Yes.

To save and continue with the Criminal Short form, CTRL + PAGE UP to the Caption block, press F6 and
click on Yes to save.

To exit without saving, click on the Exit icon and then click on No.

5.7. Criminal Long Form

5.7.1. Case

When you press ENTER, TAB, or CTRL + PAGE DOWN after entering the Caption, LIONS will
automatically generate a USAOID. You will notice that the Received Date, US Role, Litigating
Responsibility, Status, and Branch are preset. With the exception of the Status field, all preset values can
be changed.

USAOQID - The USAOID (USAO Number) is generated by LIONS when a matter or case is opened. It is
used to track the case throughout its life, including appeals.
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Caption - Enter the reference name for the criminal action, based on local office procedures. Example:
U.S. vs. John Williams.

Recvd Date (Received Date) - Enter the date the criminal action was received in the office. The date
cannot be greater than the current date. The Received Date defaults to the current date but it can be
changed.

Status - LIONS automatically sets this to A (Active) when a matter or case is opened.

Priority - Enter a code to indicate whether the referral falls into a category assigned a priority by the
Attorney General and/or the United States Attorney. See the definition of each Program Category in
Appendix A to determine if the case is a priority of the Attorney General. (LOV)

VE
=

ONS - CRIMINAL OPEN LONG - [cropen:1.48]
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Figure 5-7. Criminal Long Form

Lead Charge - The substantive statute that is the primary basis for the referral using the U.S. code,

District of Columbia code, Virgin Islands code, Code of Federal Regulations (CFR), or State code. All

characters are required. System Managers submit requests for new charge codes to TechOne. (LOV)
The following guidelines should be followed when selecting a lead charge:

It should be a substantive charge. Do not use a statutory reference to a penalty, jurisdiction, or
“aiding and abetting” as the lead charge.

It should be reviewed when charges are filed, and modified as needed.
Do not assume that the lead charge is the charge in the first count. It may be listed in a later count.

While it is often the case, do not assume that the charge with the greatest potential sentence is the
lead charge.

Spec Project (Special Project) - The EOUSA has established a series of codes for types of cases which
are being monitored by its Priority Programs Team. These codes, which are described in Appendix A, will
be used to flag cases in order to produce the special reports needed by the team. Enter the code or
codes that describe a special project category. A pop-up block is provided so that you can enter more
than one Special Project. If you have more than one Special Project to enter, press F6 to insert or the
DOWN ARROW to go to a blank line. Otherwise, press ENTER. If you insert or arrow down to a blank
line and then change your mind, press SHIFT + F6 to return to the previous line and then press ENTER
or CTRL + PAGE DOWN. (LOV)
Prog Cat (Program Category) - Enter a code or codes that best describe the type of criminal action. A
pop-up block is provided so that you can enter more than one Program Category. If you have more than
one Program Category to enter, press F6 to insert or the DOWN ARROW to go to a blank line.
Otherwise, press ENTER. If you insert or arrow down to a blank line and then change your mind, press
SHIFT + F6 to return to the previous line and then press ENTER or CTRL + PAGE DOWN. (LOV)

Enter the most important code first.
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For cases in which the United States has special jurisdiction, e.g., assimilated crimes or offenses in
Indian country, enter one of the following program categories, in addition to the substantive
action:
= 065Indian Offenses
s 084 Assimilate Crimes

US Role - Enter the code that specifies the government’s position in the case. LIONS defaults to P
(Plaintiff). If this is not correct it can be changed. (LOV)

Lit Resp (Litigating Responsibility) - Enter the office that has primary responsibility for the matter or case;
e.g., the USAO, an agency attorney, a DOJ Division. When a matter or case is opened, the Lit Resp field
defaults to US (case handled by USAO). If this is not correct it can be changed. (LOV)

Domestic Terrorism - You may select a type of Domestic Terrorism from the LOV, as shown below, or
No, if none. There is also a section to add comments.

DOMESTIC TERRORISM

—! ﬂ

COMMENTS

Figure 5-8. Domestic Terrorism Screen

Status - LIONS automatically sets this to A (Active) when a matter or case is opened.

DOJ Division - Enter a code or codes for DOJ Division. A pop-up block is provided so that you can enter
more than one DOJ Division. If you have more than one DOJ Division to enter, press F6 to insert or the
DOWN ARROW to go to a blank line. Otherwise, press ENTER. If you arrow down to a blank line and
then change your mind, press SHIFT + F6 to return to the previous line and then press ENTER. (LOV)

DOJ DMISIONNUMBER

D0J  Division DOJ Humber
ZNTF] | f 4

Figure 5-9. DOJ Division Pop-up

Enter the DOJ Division if a DOJ Number has been provided, even if the Litigating Responsibility is
US. If the Litigating Responsibility Code is DJ, RD, or SD, the appropriate DOJ Division code MUST
be entered.

If a Case Number Exchange form has been supplied by the DOJ Division, enter the
USAO Number on the form and return it to the Division.

If you previously entered an OCDETF Program Category Code (047), LIONS will automatically insert
ZNTF as the DOJ Division. You must enter the number assigned by the Core City Administrative Unit
in the file number field.
DOJ Number - If a DOJ Division has been entered, enter the file number assigned by the DOJ Division.
This field is required if a DOJ Division has been entered.
Restrict - Based on local office procedures, you can restrict access to a case to a certain group of users,
provided you are a member of that group. Enter Y (Yes) to restrict access. Otherwise, enter N (No).
(LOV)
You can only restrict cases to a group to which you belong. If you enter a Y in the Restrict field, you
will receive the message shown in Figure 5-10 when you leave the CASE block.
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Figure 5-10. Case Restricted Message

When you click OK, the STAFF GROUP form shown in Figure 5-11 will be displayed.
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Figure 5-11. Staff Group Form

Staff Group - Enter the group to which the case is restricted.

To exit the Staff Group form, click on the Exit icon or press ALT + A and then press E.
Branch - Defaults to the Branch of the person entering the information. However, it can be changed. The
codes for this field are established by your district. (LOV)
Unit - This code can be used to designate a group within the office responsible for the matter or case;
e.g., Violent Crime Unit. The codes for this field are created by your district. (LOV)
GJ # - Enter the Grand Jury Panel Number, if applicable.
Offense Fr (Offense From Date) - In cases where the offense occurred over a period of time, enter the
beginning date. If the offense occurred on one day, enter that date. This information should be entered,
if known, since it affects the collection of any fine that is imposed.
Offense To (Offense To Date) - For a continuing offense, enter the ending date.
Security - Based on local procedures, users may be prohibited from seeing a case based on the code in
this field. Enter a code that describes the level of security for this criminal action, if appropriate. (LOV)
Type - If your office has established local case type codes, enter the code that further describes the
nature of the criminal action. (LOV)
Weight - Based on local procedures, enter a code that further defines the complexity of the matter or
case. This code can be used to measure the complexity of cases for assignment purposes. The codes
for this field are established by your district. (LOV)
CV Potent (Civil Potential) - If there is a possibility of a civil action arising out of the criminal action, e.qg.,
A (Asset Forfeiture Potential) or M (Monetary Loss to U.S.), enter the appropriate code. Otherwise, leave
blank. (LOV)
Vic/Wit (Victim/Witness) - This field is mandatory. Valid values are Y (Yes), N (No), and W (Witness). If
Victim/Witness flag is Y, then the Victim Witness Coordinator is also mandatory. If the Vic Indicator is Y
and the agency is JUFB, the format of the agency file number must be NXXXX-YY-99999999. If the Vic

Indicator is Y and the agency is PSUS, the format of the agency file humber must be in the format of
9999-9999999-XXXX(9).
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Note: If the FBI number does not contain a total of five characters before the first dash, you do not
need to enter the leading zeros.
Tribe - Enter the appropriate Native American tribe, if applicable. This field should be entered when the
United States has jurisdiction over a criminal offense which occurred on a Native American reservation.
(LOV)
Reserv (Reservation) - Based on local procedures, enter the Native American reservation or military
installation associated with the matter or case. The codes for this field are established by your district.
(LOV)
Related Flu Flag - Checked means there is a related FLU case, and unchecked means there is not a
related FLU case.
Total Victims - List total number of victims for the case.

When you have finished entering the CASE information, press TAB, ENTER, or CTRL + PAGE DOWN to
go to the COURT HISTORY block.

5.7.2. Court History

The following explains the values to be entered for the Court History screen.

Court (and Court Location) - Enter the appropriate court code; e.g., DC (District Court). You can also
enter the location of the court. The court location codes are established by your district. The Court Code
is required, but the Court Location is not. (LOV)

Regardless of the type of number assigned by the Clerk, use MG (Magistrate Court) if the
defendant is to be tried before a Magistrate Judge.

The following codes are commonly used when opening a criminal cases:
DC District Court

MG Magistrate Court

MM Magistrate Court (Miscellaneous)

NC Not in Court
If the criminal action is NC (Not in Court) or PN (Post-Disposition Not in Court), the cursor will skip the
remainder of the COURT HISTORY block and move to the COURT/STAFF ASSIGNMENT block.
Appeal Type - This field is to be used for Appeal ONLY cases. See Chapter 8 for instructions on
entering an Appeal.
Filing Date - Enter the date the criminal action was filed in court. This field is required when a court code
other than NC (Not in Court), or PN (Post-Disposition Not in Court) has been entered.
Court # - Enter the number assigned by the court to the criminal action. This field is required when a
court code other than NC (Not in Court), or PN (Post-Disposition Not in Court) has been entered.
Judge - Enter the initials of the Judge hearing the criminal action. The Judge’s name will be filled in
based on the initials entered. The codes for this field are established by your district.
Start Date - If a Judge is entered, the Start Date defaults to the current date; however, it can be changed.
Disp, Disp Date (Disposition, Disposition Date): These are READ ONLY fields on this screen and are
not relevant to matter/case initiation.

When you have finished entering the COURT HISTORY information, press TAB, ENTER, or CTRL +
PAGE DOWN to go to the COURT/STAFF ASSIGNMENT block.

5.7.3. Court/Staff Assignment

In LIONS, you must enter the Lead AUSA for each case. If the Victim Witness Indicator is setto Y, you
must also enter a Victim/Witness Coordinator. You can also track other employees assigned to a case;
e.g., co-counsel, paralegals, etc. The first entry must be the L (Lead) attorney assigned to the criminal
action. The Position field for the first entry will default to L (Lead). If the Victim Witness Indicator is set to
Y, the system will prompt you to enter the initials for the Victim Witness Coordinator, and place a V
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(Victim Witness Coordinator) in the Position field if you have not entered one prior to exiting the
Assignment block.

COURT/STAFF ASSIGNMENT
Inits Last Hame First Hame Position  Start Date End Date

[a6P] [Parham [Brad [L [o+-auc-2006 | -
| | | [ ] |

| | | | |

| | | I |

| | | [ ] |

| | | T | -
FRI, D4-AUG-2006 «Ssalsal=D> <]||>

Figure 5-12. Court/Staff Assignment Block

Inits (Initials) - Enter the initials of the staff member(s) assigned to the matter or case. The codes (initials)
for this field are established by your district. LIONS will automatically fill in the staff member's name
based on the initials entered. (LOV)

Position - Enter the code for staff member’s position. LIONS will default the first entry to L (Lead). Only
one Lead attorney may be open at a time. (LOV)

Victim Witness Coordinator - Enter the initials for the Victim Witness Coordinator. This field is
mandatory when Victim/Witness flag is Y. The name will automatically be filled in based on the initials
entered. (LOV)

Start Date - LIONS will default to the current date; however, it can may changed by pressing TAB or
Clicking into the start date field.

End Date - This field should be blank when opening a new matter or case. Use this field to record the
date a staff member’s involvement in the criminal action ended.

If you have another staff member (assignment) to enter, press F6 to insert or the DOWN ARROW to go to
a blank line, otherwise, press ENTER or CTRL + PAGE DOWN to go to the AGENCY block.

5.7.4. Agency

You can enter Agency/Agent information for one or more agencies; e.g., investigative, “victim,” etc.
LIONS will default the Role of the first agency to IN (investigative). Every criminal matter or case MUST
have at least one investigative agency.

AGENCY
Ro  Agency Code and Description Agency Humber
IIN IAGCC IFarm Service Agency/Commodity Credit Corporation || =
[ | | |
|
[ | | -

Figure 5-13. Agency Block

Ro (Role) - Enter the Role for the Agency. LIONS defaults the Role for the first agency entered to IN
(Investigative). Every criminal matter or case MUST have at least one investigative agency. (LOV)
If you enter an Agency Role of VA (Victim Agency), such as in a fraud case, you will receive a pop-up
block that will allow you to capture the Estimated $ Loss or the Actual $ Loss to the Victim Agency.

USAOID: [2006R00942 Caption: [Mary Johnson vs USA
Est Loss Actual Loss

I I Agency Humber
|IN |AGCC |Farm Service AgencyfCommodity Credit Corporation I =
IVA IAGCC IFarm Service Agency/Commodity Credit Corporation I |

[ | | =
Figure 5-14. Victim Agency Pop-up
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Agency and Agency Office - Enter the code for the agency that referred the criminal action to your
office. If the agency has more than one location, select the appropriate office from the List of Values.
(LOV) The Agency Office information appears in the AGENCY OFFICE (READ ONLY) block. See
Chapter 6 for instructions on adding or updating this information.

Agency Number - Enter the number assigned to the action by the agency. This field is required for
victim witness cases with a agency code of “JUFB” (FBI) or “PSUS.”

5.7.5. Agent

The AGENT block is a stacked block. Stacked blocks are distinguished by the counter in the upper right
corner of the block. If you have more than one agent to enter, press F6 to insert or the DOWN ARROW
to bring up a blank form. The counter, in the upper right corner of the block, tells you how many Agents
are in the stack and the relative position of the Agent in the stack. Use the up and down arrows to move
through the stack. Enter as much information as is known.

Salutation - Enter the salutation used in official correspondence with the agent.

Name - Enter the agent’s name, last name first.

Title - Enter the agent’s title.

Lead Agent - This field is used to identify the Lead Agent in the matter or case. Enter Y if this is the Lead

Agent. The Lead Agent can be used for document generation. (LOV)

Phone/Fax/Pager/Email - Enter as much of this information as is known.

Agency Office (READ ONLY) - This block is filled in based on the picklist of agency offices previously

entered by your district. See Section 6.21.1 for instructions on adding or updating this information.
If you have another agency to enter, press CTRL + PAGE UP to return to the AGENCY block. Press
F6 to insert or the DOWN ARROW to go to a blank line. If you arrow down to a blank line and then
change your mind, press SHIFT + F6 to return to the previous line.

When you have finished entering Agency and Agent information, press CTRL + PAGE DOWN to go to
the PARTICIPANT block.
5.7.6. Participant

In LIONS, a “participant” is a defendant, witness, victim, piece of property to be forfeited, or any other
individual, organization, or business associated with the case. At a minimum one defendant participant
must be entered.

2 LIONS - CRIMINAL OPEN LONG - [cropen:1.48]

ﬂ&ctinn Edit Record OQuery Window Help

EI USAOID: [2006R00942 Caption: [Mary Johnson vs USA
EI PARTICIPANT
[« | owmncomr o aeeeal comr |
EI T Ro Def Hame Di Reas Disp Date Di Reas Disp Date
3 | o o | o Tl =l
a1 r | [T
o IrT -
(o r T [
(o rImr [T
o IrT -
(o r T [
(o rImr [T
o IrT -
(o r T [
(o rImr [T
rrr I T [T =
PRI, 04-AUIG-2006 sup | [esmetramans 40|

Figure 5-15. Participant Block
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Participants are related to the Court History. When a user initiates a criminal action, LIONS automatically
relates all of the participants to the current Court History stage. Participant Court records are discussed
in detail in Chapter 6 - Criminal Updates and Closings.

Enter the following information for each participant in a matter or case. Press F6 to insert, or the DOWN
ARROW to go to a blank line to add each subsequent participant.
Type - Enter the code that best describes the participant:

I Individual

B Business or organization

P Property to be forfeited
Role - Enter the code that best describes the participant; e.g., D (Defendant). At least one defendant with
one of the following codes is required in a criminal matter or case:

D Defendant
DJ Juvenile Defendant
DP Public Official Defendant

DG Gang Member Defendant
If the Role denotes a victim, e.g., VI (Victim), a pop-up window (shown below) displays to prompt you
for additional Victim/Witness information:

Victim Type Prosec Victim Ho Threat Elderhy

[ ] ] I

Figure 5-16. Victim Participant

Victim Type - Is this a Primary or Secondary victim? A primary victim is defined as the individual or
organization against whom a crime was committed. The secondary victim is family or other individuals
who have been affected by the crime; e.g., the relative of a homicide victim. (LOV)
Prosec (Prosecution) - Does the victim want to prosecute Y (Yes) or N (No)? (LOV)
Victim No. - The number of times the person has been a victim. (LOV)
Threat - Has the victim been threatened? (LOV)
Elderly - Is the victim elderly? (LOV)
Def (Defendant Number) - This column is used to order defendants based on the way they were named
in a charging instrument if different from the way they were originally entered into LIONS.
Note: The order of the participants will not change on the screen.
Name - If the participant has a Type of | (Individual), a pop-up block displays to prompt you for the
participant’s last name and first name.
If the participant has a Type of B (Business) or P (Property) enter the business or property name in
the field provided.
If the name search feature is activated, LIONS will check the database for this name.
Disposition (Read Only) (Lower Court) (Appeal Court) - These READ ONLY fields include Di
(Disposition), Disposition Reas (Reason), and Disp Date (Disposition) for both courts. These READ
ONLY fields will be blank when initiating a criminal action.
The code entered in the Type field determines the next set of screens used to provide more detailed
information about the Participant.

If the Type of Participant is | (Individual), continue with the instructions in Section 5.7.6.1.
If the Type of Participant is B (Business), continue with instructions in Section 5.7.6.2.
If the Type of Participant is P (Property), continue with instructions in Section 5.7.6.3.

5.7.6.1. Individual Participant

Additional information about individual participants is available for local use and is not required, with the
exception of Job Position which is required with a program category of 036.
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Figure 5-17. Individual Participant
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Last Name, First Name, and Role - Names and Role are carried over from the Participant block. (LOV)
Salutation - This field is used in conjunction with document generation. Enter Mr., Mrs., Ms., etc.
Title - Enter the individual's official title; e.g., Attorney-at-Law, Professor of Criminology, etc.
Job Pos (Position) - This field can be used to track the participant’s job or position in an organization if
relevant to the case. This field must be entered when a Program Category Code of 036 (Financial
Institution Fraud) has been entered. Enter the participant’s job position, if applicable. (LOV)
Arrest Date - Enter date, if applicable.
Gender - Enter M (Male) or F (Female). (LOV)
Weight - Based on local procedures, enter a code that further defines the complexity of the matter or
case. This code can be used to measure the complexity of cases for assignment purposes. The codes
for this field are established by your district. (LOV)
SSN# (Social Security Number) - Enter the individual's social security number.
DOB (Date of Birth) - Enter the Individual's date of birth.
Juvenile - Enter Y to identify juveniles. This indicator must be set to Y if the defendant was a juvenile at
the time of the offense. This includes juveniles who are to be prosecuted as adults. (LOV)
Crim Hist (Criminal History) - Enter Y if the participant has a criminal history. Enter N if there is no known
criminal history. (LOV).
FBI # - Enter the number assigned to the case by the Federal Bureau of Investigation, if applicable.
PDID # - Enter the Police Department Identification Number, if applicable.
Marshal # - The Marshal Number is now mandatory for any defendant sentenced where the case has a
Victim Witness Indicator of Y (Yes).
Tribe - Enter the appropriate code if the individual is a member of a Native American tribe. (LOV)
Reserv (Reservation) - Enter Native American tribes or Military Reservations, if applicable. (LOV)
Immig St (Immigration Status) - Enter the participant’s immigration/citizenship status. (LOV).
Note: There must be an Immigration Status if Country is not US.
Country - Enter country of origin, must have Immigration Status if the country is not USA. (LOV)
Est Loss (Estimated Loss) - Used to track estimated monetary losses to the U.S. Enter a dollar amount,
if applicable.
Act Loss (Actual Loss) - Used to track actual monetary losses to the U.S. Enter a dollar amount, if
applicable.
Office and Home Address, Phone and Fax Numbers - Fields are available for the individual's home
and office address and phone and fax numbers. These fields can be used for Document Generation.
When you have finished entering the Individual Participant information, press CTRL + PAGE DOWN or
click the Next Page button to go to the DEFENDANT STATUS block.
Note: When the Role of the Participant is Defendant, the sequence of blocks is different than the
sequence for other Participant Roles. For example, Defendant Status information is only applicable
to Defendant Participants, and, consequently, is not displayed for other Role types.

5.7.6.1.1. Defendant Status

The status of a defendant can be tracked in LIONS by entering multiple defendant status records as the
matter or case progresses. If the participant is not a defendant, LIONS will bypass this block and display
the Alias block.

DEFENDANT STATUS fr—orfp
status: [ | startDate:|
Deten Reason: | |
Custodyloc: | | Bond Type: | |
Bond Provider: | Bond Amount: [
EndDate: [ TermReason: | |

Figure 5-18. Defendant Status Block
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Status - Enter the code that designates the status of the defendant. The following defendant status
codes must be used, if applicable: (LOV)

JS - Juvenile to be Prosecuted as an Adult

FU - Fugitive
Start Date - Enter the date the status began. This field is required if a status has been entered.
Deten Reason (Detention Reason) - If the defendant has been detained, enter a code to describe why;
e.g., PROC (Protective Custody). (LOV)
Custody Loc (Custody Location) - If the defendant is in custody, enter the code which designates the
location. The codes for this field are created by your district. (LOV)
Bond Type - Enter a code that describes the type of bond (CB for Cash Bond, for example). This field is
required if a Status of BO (Bond) has been entered. (LOV)
Bond Provider - Enter the name of the bondsman, if applicable.
Bond Amount - Enter the amount of the bond, if applicable. This field is required if the Bond Type is CB
(Cash Bond).
End Date - Enter the date the status for the defendant changed.
Term Reason (Termination Reason) - Enter the reason a defendant’s status changed. This field is
required if an End Date has been entered. (LOV)

5.7.6.1.2. Firearms Characteristics

When you have finished entering the Defendant Status information, press CTRL + PAGE DOWN or click
the Next Page button to go to the following triggerlock/firearm information:

Was the defendant involved in the illegal use, possession, sale, receipt, transportation, transfer,
purchase, or manufacture of a firearm or firearm accessories or ammunition?

Did the defendant's offense involve or implicate or was the offense discovered as a result of the National
Instant Check System (Brady)?

Clicking the checkbox next to the question indicates a ‘Yes' response. Leaving it blank indicates a ‘No’
response.

5.7.6.1.3. Health Care Fraud Form

This is for Health Care Fraud Cases only.

HEALTH CARE FRAUD CASES (OHLY)
HPI: I
Occupation: I | Other Occup Desc: |
Employer: |
Employer Type: I | Other Employ Desc: |
Employer | City: I
Address:
| State: I Zipcode: I
I County: ||
Employer Phone: I Employer Fax: I

Figure 5-19. Health Care Fraud Cases (Only) Block

NPI - This is the National Provider Identification code.

Occupation - Code that identifies the Occupation/Field of Licensure (LOV)
Other Occup Desc - Other Occupation/Field of Licensure

Employer - Name of Individual's employer.

Employer Type - Code which describes type of employer (LOV)

Other Employ Desc - Other Employer Type Description

Employer Address - Address of the employer.

Employer Phone - Phone number of the employer.

Employer Fax - Fax number of the employer.
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5.7.6.1.4. Alias

ALIAS
Last Hame First Hame

[«

Figure 5-20. Alias Block

Alias Last Name/First Name - Enter an alias for the participant, if applicable.

When you have completed entering the Alias information, press CTRL + PAGE DOWN or click the Next
Page button to go to the RELATED PARTICIPANT block.

5.7.6.1.5. Related Participant

The following explains the values to be entered for the Participant screen.

RELATED PARTICIPANT

f [ _|IE
| [ [

| [ [

| [ [

| [ [

| [ [

| [ =

Figure 5-21. Related Participant Block

Name - You can relate one participant in a case to another participant in the same case; e.g., relate a
claimant to a piece of property. Participants for this block must be chosen by pressing F9 and selecting a
participant name and pressing ENTER. (LOV)

Role - Enter the role of the participant. (LOV)

Reason - Enter the code that describes why one participant in a case is related to another participant in
the same case. This is required if a name has been selected from the List of Values. (LOV)

When you have finished relating participants, press CTRL + PAGE DOWN or click on the Next Page
button to enter OPPOSING COUNSEL information.
5.7.6.1.6. Opposing Counsel

The following explains the values to be entered for the Opposing Counsel screen.
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OPPOSING COUNSEL

Inits Hame Type Start Date End Date

o
[ |
[ |
[ |
[ |

Figure 5-22. Opposing Counsel Block

Inits (Initials) - Enter the initials of the opposing counsel. The codes (initials) for this field are established
by your district. (LOV)
If the opposing counsel is not in the database, you can add it by pressing F3 to GoTo the Opposing
Counsel Picklist. See Chapter 6 - Criminal Updates and Closings, Section 6.21.2, for additional
instructions. When you exit the Picklist screen, LIONS will return to the Opposing Counsel Screen.
Name - The name will be filled in based on the initials entered.
Type - Enter the code that describes the type of counsel (AP for Appointed, for example). (LOV)
Start Date - Enter the date the opposing counsel became involved in the case.
End Date - This field is not relevant when opening a matter or case. Use this field to record the date the
opposing counsel’s involvement in the case ended.

When you have completed entering the Opposing Counsel information, press CTRL + PAGE DOWN or
click the Next Page button to go to the PARTICIPANT COMMENTS block.

5.7.6.1.7. Participant Comments

The following explains the values to be entered for the Participant Comments screen.

PARTICIPANT COMMENTS

Go back to Participant screen [I 1

Figure 5-23. Participant Comments Block

Participant Comments - This field is available to supplement the information about the participant. Enter
text as you would in WordPerfect. You can enter approximately 35 lines of text. To see more of the
comment screen, press ALT + E and select Edit from the menu.

If you have another participant to enter, put an X in the box labeled “Go back to
participant screen,” and then press TAB or ENTER. Otherwise, press CTRL + PAGE
DOWN or click the Next Page button to go to the next screen. If this is the last
participant, go to Section 5.7.7 for instructions on Controlled Substance.

5.7.6.2. Business Participant

You can enter more detailed information about the business or organization; e.g., type of business, EIN
number, business contact, and the business address. All fields on this screen are optional.
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Figure 5-24. Business Participant

Name/Role - This information is carried over from the Participant block.
Type - Enter the locally established code that describes the type of business. (LOV)
EIN - Enter the Employer Identification Number of the business or organization.

Contact Name - Enter the name of the individual who serves as your contact for the business or
organization.

Est Loss (Estimated Loss) - Enter an estimate of the monetary loss to the Government.

Act Loss (Actual Loss) - Enter an actual monetary loss to the Government.

Address, Phone, and Fax Information - Enter the address and telephone numbers.

When you have finished entering the Business Participant information, press CTRL + PAGE DOWN or
click the Next Page button to go to the DOING BUSINESS AS block.

Health Care Fraud Cases (only) - This is for Health Care Fraud Cases only.

Health Care Type - Enter the value for health care business type. (LOV)

Other Health Care - Text entry allowed only when the code of Health Care Type is “999", Other Type Not

Classified.
5.7.6.2.1. Doing Business As (DBA)
The following explains the values to be entered for the DBA screen.

Doing Business As (DBA) - You can enter another name for the business, if applicable. More than one
DBA can be entered.

=

Figure 5-25. Doing Business As Block

5.7.6.2.2. Related Participant

When you have finished entering the DBA information, press CTRL + PAGE DOWN or click the Next
Page button to go to the RELATED PARTICIPANT block.
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RELATED PARTICIPANT
Hame Role
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Figure 5-26. Related Participant Block

Name - You can relate one participant in a case to another participant in the same case; e.g., relate a
claimant to a piece of property. Participants for this block must be chosen by pressing F9 and selecting a
participant name. (LOV)

Role - Enter the role of the participant. (LOV)

Reason - Enter the code that describes why one participant in a case is related to another participant in
the same case. This is required if a name has been selected from the List of Values. (LOV)

5.7.6.2.3. Business Opposing Counsel

When you have finished relating participants, press CTRL + PAGE DOWN or click on the Next Page
button to enter OPPOSING COUNSEL information.

OPPOSING COUNSEL

Inits Hame Type Start Date End Date

[
[ |
[ |
[ |
[ ]

Figure 5-27. Business Opposing Counsel Block

Inits (Initials) - Enter the initials of the opposing counsel. The codes (initials) for this field are established

by your district. (LOV)
Note: If the opposing counsel is not in the database, you can add it by pressing F3 to GoTo the
Opposing Counsel Picklist. See Chapter 6, Section 6.21.2 for additional instructions. When you exit
the Picklist screen, LIONS will return to the Opposing Counsel Screen.

Name - The name will be filled in based on the initials entered.

Type - Enter the code that describes the type of counsel (AP for Appointed, for example. (LOV)

Start Date - Enter the date the opposing counsel became involved in the case.

End Date - This field is not relevant to matter/case initiation. Use this field to record the date the

opposing counsel’s involvement in the case ended.

5.7.6.2.4. Participant Comments

When you have finished entering the Opposing Counsel information, press CTRL + PAGE DOWN or click
the Next Page button to enter PARTICIPANT COMMENTS.
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PARTICIPANT COMMENTS

Go back to Participant screen [I 1

Figure 5-28. Participant Comments Block

Participant Comments - This field is available to supplement the information about the participant. Enter
text as you would in WordPerfect. You can enter approximately 35 lines of text. To see more of the
comment screen, press ALT + E and select Edit from the menu.

To enter another participant, put an X in the box labeled “Go back to participant
screen,” and then press TAB or ENTER. Otherwise, press CTRL + PAGE DOWN or

click on the Next Page button to go to the next screen. If this is the last participant, go to
Section 5.7.7 for instructions on Controlled Substances.

5.7.6.3. Property Participant

You can enter additional information about property participants. All of the information on the following
screens is available for local use and is not required.

3 | IONS - CRIMINAL OPEN LONG - [cropen:1.48]

ﬁactiun Edit Record Query ‘Window Help
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Role: |PR Type:l_l— Total Tracts: l—
@ CATS Asset ID:
EI Address: I
2|
: |
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Phone: FAY:
IFRI, 04-AUG-2006 Skip I<S><U><I><D> 4 |>|

Figure 5-29. Property Participant Block

Name/Role - This information is carried over from the Participant block.

Type - Enter the code for the type of property; e.g., aircraft, cash/currency. (LOV)
Total Tracts - Enter the total number of tracts in Lands case.

CATS Asset ID - Enter the number assigned to the property by the Consolidated Asset Tracking System

(CATS). The CATS Asset ID will be used to integrate the CATS system and the LIONS systems.
Therefore, this number should be entered if available.

Address, Phone, and Fax Numbers - Enter the property’s address and phone numbers, if applicable.

When you have finished entering the Property Participant information, press CTRL + PAGE DOWN or
click the Next Page button to go to the PROPERTY VALUE block.

5.7.6.3.1. Property Value
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Figure 5-30. Property Value Block

You can use the Property Value block to maintain a history of a property’s valuation.

Type - Enter a code to describe the source for the property value (AP for Appraised, for example). (LOV)
Value - Enter the dollar amount that applies to the value of the property.
Prop Date (Property Date) - Enter the date the property was valued.

When you have finished entering the Property Value information, press CTRL + PAGE DOWN or click the
Next Page button to go to the RELATED PARTICIPANTS block.

5.7.6.3.2. Related Participant

| —| =

Figure 5-31. Related Participant Block

You can relate one participant in a case to another participant in the same case; e.g., relate a claimant to
a piece of property. When you relate the current case to another case in LIONS, a matching record will
be created for the related case.

Name - Participants for this block must be chosen by pressing F9 and selecting a participant name.

Role - The role of the participant is automatically entered based on the participant. (LOV)

Reason - Enter the code that describes why one participant in a case is related to another participant in
the same case. This is required if a name has been selected from the List of Values. (LOV)

When you have finished relating participants, press CTRL + PAGE DOWN or click on the Next Page
button to enter PARTICIPANT COMMENTS.

5.7.6.3.3. Participant Comments

The following explains the values to be entered for the Participant Comments screen.

Figure 5-32. Participant Comments Block
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Participant Comments - This field is available to supplement the information about the participant. Enter
text as you would in WordPerfect. You can enter approximately 35 lines of text. To see more of the
comment screen, press ALT + E and select Edit from the menu.

To enter another participant, put an X in the box labeled “Go back to participant screen,” and then press
TAB or ENTER. Otherwise, press CTRL + PAGE DOWN or click on the Next Page button.
5.7.7. Controlled Substance

The following explains the values to be entered for the Controlled Substance screen.

9 | IONS - CRIMINAL OPEN LONG - [cropen:1.48]
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Figure 5-33. Controlled Substance

Type - Enter the code that describes the type of controlled substance under investigation (K for Crack

Cocaine, for example). (LOV)

Other - If the type of controlled substance is O (Other), enter a brief description. Required if Type is O.
Note: If Other is used, Quantity and Measure are not required but can be used, if applicable.

Quantity - Enter the actual quantity of the controlled substance seized. Fractions must be converted to

one or two place decimals. For example, 22-1/4 = 22.25. Required if type is entered.

Measure - Enter the code that explains the measure of the controlled substance; e.g., K (Kilos).

Required if Quantity has been entered. (LOV)

Controlled Substance Comments - Enter text as you would in WordPerfect. You can enter

approximately 35 lines of text. To see more of the comment screen, press ALT + E and select Edit from
the menu.

5.7.8. Instrument

Enter the following information for each charge listed in the charging instrument. Note that only one

charge per count should be entered. The other statutory references in a count may be jurisdiction, aiding
and abetting, or penalties.

Instrument Type - If a charging instrument has been filed in court, enter the appropriate code; e.g., CO
(Complaint), IN (Indictment). For Petty Offenses to be tried in Magistrate Court, enter Cl (Citation), even
if another instrument has been used. This field is required for criminal actions that have been filed in any
court. (LOV)

Filing Date - Enter the date the instrument was filed in court. This field is required if an Instrument has
been entered.
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5.7.9. Charge/Count

The following explains the values to be entered for the Charge/Count screen.

:95’.‘ LIONS - CRIMINAL OPEN LONG - [cropen:1.48]
ﬁ Action Edt Record Query ‘Window Help

EI USAOID: [2006R0O0340 Caption: |[Jane Doe ¥s US
LEAD CHARGE
Lead Charge
El jo3T-01102 [Prohibited Acts
COURT HISTORY
EI Court Location Court Humber
ﬂ MG |Magistrate Court MAG123
¥
ﬂl INSTRUMENT forf
Type Filing Date
& [citation |o4-AvG-2008
CHARGE/COUNT Earelty
Charge Description Provision Category Count
JosT-01102 [Prohibited Acts | | B 1 =
| | |
| | |
| I |
| | | - 2
IFRI, 04-AUG-2006 I:S::U::I::D: 4| |

Figure 5-34. Charge and Count

Charge - If a charging instrument (complaint, indictment, information, etc.) has been filed against the
defendant(s), enter the charge information. Note that only one charge per count can be entered. The
other statutory references in a count may be jurisdiction, aiding and abetting or penalties. All characters
are required. System Managers submit requests for new charge codes to TechOne. (LOV)
Description - You can enter a U.S. Code Title and Section, District of Columbia Code, Code of Federal
Regulations (CFR), State Code, or Virgin Islands Code. All characters are required. (LOV)
Penalty Provision - Enter the penalty provision, if applicable.

Also, this field accepts Code of Federal Regulations.
Category - Enter one of the following. (LOV)

F Felony

M  Misdemeanor

P Petty Offense
Count - If the charge appears in only one count, enter the number of that count. If the charge appears in
more than one count and the counts are sequential, enter the first count followed by a dash and then the

last count; e.g., 3-9. If the charge appears in more than one count and the counts are not sequential,

enter the first count, press the DOWN ARROW to move down to the next field and enter the second
count, etc.

When all the counts that include the charge have been entered, press CTRL + PAGE UP to return to the
CHARGE block and enter the next charge. If all charges have been entered, press CTRL + PAGE
DOWN to go to the DEFENDANT/COUNT block.
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5.7.10. Defendant/Count

This block is used to attach defendants to the counts in the charging instrument. Each count in the
charging instrument must be attached to at least one of the defendants.

fﬁi‘ LIONS - CRIMINAL OPEN LONG - [cropen:1.48]
ﬁ Action  Edit Record Query ‘Window Help

g[ USAQID: [2006R00940 Caption: |[Jane Doe ¥s US
EI INSTRUMENT _
(e Filing Date
EI ICI |citation |04-A06-2006
&
é DEFENDANTS (READ ONLY) i orf
ﬂl D¢ Hame DFSt Start Date
[T [smitn . [Robert | [ anzl
DEFENDANT/COUNT
Count Charge Description Level Sealed?
1 [sT:01102 [Pronivited Acts | ) =
| | M =
| | M =
| [ N =
| | N =c
IFRI,IJ-!—AUG—ZIJI]B <5 <U=<l=<D> (]l[)

Figure 5-35. Defendant/Count Block

The Instrument and Filing Date entered previously will be displayed in the Instrument block.

The DEFENDANT (READ ONLY) block is a stacked block. Only Defendant participants will be in the
stack. The counter in the upper right corner of the block tells you how many defendants are in the stack
and the relative position of the defendant currently displayed. If you have entered more than one
defendant, you will use the UP and DOWN ARROWS to move through the stack.

D# (Defendant) - Use this field to show the order in which defendants were listed in the charging
instrument if different from the order in which they were originally entered in LIONS. Enter the defendant
number. The Defendant Name, Status, and Start Date are READ ONLY fields.

All? - Enter a Y in this field, if you want to attach all counts in the charging instrument to the defendant.
Otherwise, enter an N. At this point, there are two ways to attach counts to defendants:

CTRL + PAGE DOWN to the DEFENDANT/COUNT block, enter the number of the first count, ARROW
DOWN to the next line and enter the number for the next count. Repeat until all counts for the defendant
have been entered.

Press F9 to bring up a list of counts, use the DOWN ARROW to highlight a count that is applicable to the

defendant, and then press ENTER. Repeat until all counts applicable to the defendant have been
selected.

To seal an individual count for a defendant, click the Sealed checkbox for that count? If at least one
count against a participant is sealed and the case is not sealed, LIONS will automatically seal the case at
the case level (the security field will be set to ‘L’). Conversely, if all counts for all participants are
unsealed, the case will be unsealed at the case level (the security field will be nulled out).

If there are many counts in the charging instrument and most of them are applicable to
the defendant, it may be more efficient to attach all counts to the defendant by entering a

Y in the ALL? field and then deleting (SHIFT + F6) those counts that do not apply to this
defendant.

Once you have attached all applicable counts to a defendant, press CTRL + PAGE UP to return to the
DEFENDANT block, and use the UP and DOWN ARROW keys to select the next defendant.
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When all defendants have been attached to the appropriate counts in the charging instrument, press
CTRL + PAGE DOWN to go to the EVENT block.

5.7.11. Event

In LIONS, the user can relate participants to events; however, the participant must first be related to a
court history stage for which the event is being entered.

9 L TONS - CRIMINAL OPEN LONG - [cropen:1.48]
ﬁ Action Edit Record Query Window Help

I 2006R00940 Jane Doe vs US

|
1

T — T —

o
IE_
o
-
X

0 S | | | | —

Figure 5-36. Event Block

Rel (Related) - The first field in the EVENT block is a blank column that allows you to attach participants
to events. You must use this feature if you want to print the participant’s last event on reports.

If you enter a Y (Yes) in the Rel column, all participants that have been attached to the current court
history stage will be attached to the event.

If you enter N (No), you must press F9 to bring up a list of participants attached to the highlighted
court history stage.

5.7.11.1. Participant Event

NS - CRIMINAL OPEN LONG - [cropen:1.48]
Action Edit Record Query Window Help

& | [2006R00940 Jane Doe vs US

d

I [corr” [correspondence [sT [osauc 2006 [ [T fas

Figure 5-37. Relate Participants to an Event
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When the Relate Participants to an Event pop-up block displays, place an X next to each participant that

you want attached to the event. When you are done, press CTRL + PAGE DOWN to display the screen
shown in Figure 5-38.

# | 1ONS - CRIMINAL OPEN LONG - [cropen:1.48]

ﬁ&:tiun Edit Record Query ‘Window Help

EI USAOID: [2006R00340 Caption: |[Jane Doe vs US
COURT HISTORY
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El Court: MG |Magistrate Court Court # [MAG123
EI ECT
EI EVENT
ﬂ Event Date Time Staff
;t Rel Event Action Date Scheduled Scheduled HIT
—II [N" [corr [Correspondence ST [04-AuG-2006 | | |as
[ | I | I |
| | | | | |
[ | | | | |
PARTICIPANT EVENT
Hame Role Disp Reason
3 =
| [
| I 0 B
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Figure 5-38. Participant Event Block

Event - Enter the code that best describes the event.

Note: Districts may create event codes at their discretion. (LOV)
Action - Enter the code that further describes the event (FI for Filed, for example). (LOV)
Event Date - Enter the date the event occurred. If you are scheduling an event, leave this field blank.
Date Scheduled - Enter the date an event is scheduled to take place, if applicable. If an Event is
entered, you must enter an Event Date or a Scheduled Date. Scheduled Dates will appear on staff
members’ calendars.
Time Scheduled - Enter the time an event is scheduled to take place. Scheduled times will also appear
on staff members’ calendars.
Staff INIT (Initials) - LIONS will automatically fill in the initials of the Lead Attorney. If this is incorrect,
enter the appropriate attorney/staff initials. This information is used by Document Generation. LIONS
automatically fills in the last name of the staff member.
Doc Code (Document Code) - Enter the document number for document generation purposes, if needed.
See Chapter 9 for information regarding Document Generation.
Doc Staff INIT (Document Staff Initials) - LIONS will default to the initials of the person that has logged
into LIONS. This cannot be changed. Used by Document Generation.
Doc Date (Document Date) - Will default to the current date. It is used by Document Generation when
setting the date range for documents to be produced in batch. If it is necessary to regenerate a
document, the date can be changed.
Location Scheduled - A free-form description of the location of the scheduled event.
Judge INIT (Initials) - Enter the initials of the Judge involved in the event or scheduled event. LIONS will
fill in the Judge's last name based on the initials entered.
Event Comment - Enter text as you would in WordPerfect. You can enter approximately 35 lines of text.
To see more of the comment screen, press ALT + E and select Edit from the menu.

Note: The Comment should not be used to repeat the translation of the Event Code.

5.7.12. Related Case

You can relate one case to another case. You can relate the current case to a case that is not in LIONS.

September 2006 5-33



LIONS User Manual
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|

Figure 5-39. Related Case Block

Current Case Court Number - Type an X and press TAB or ENTER to automatically select the current
court number or press F9 for a list of court numbers for the current case, use the DOWN ARROW, if
necessary, to highlight the court number you want, and then press ENTER.

Rel USAOID (Related USAQID) - Enter the USAO number of the case you want to relate to the current
case.

Related Court Number - Enter the court number from the case you want to relate to the current case.
Reason - Enter the reason for the relationship (IS for Same Issue, for example). This field is required if
any of the other fields have been entered. (LOV)

5.7.13. Case Comments
The following explains the values to be entered for the Case Comments screen.

Case Comments - Enter text as you would in WordPerfect. You can enter approximately 35 lines of text.
To see more of the comment screen, press ALT + E and select Edit from the menu.

NS - CRIMINAL OPEN LONG - [cropen:1.48]
X Action Edit Record Query ‘window Help

[2006R00940 Jane Doe vs US
D4-AUG-2006 [o Jactive | Meither

03T-01102 [None of the Above

015 IStatB Corruption P U.S. is Plaintiff

US |Case Handled Exclusively by U.

C ‘Columbia

Figure 5-40. Case Comments

To save and exit the form click on the Exit icon, and then click on Yes.
To exit without saving, click on the Exit icon, and then click on No.

To save and continue with the Criminal Short form, CTRL + PAGE UP to the Caption block, press F6
and click on Yes.
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6.0 CRIMINAL UPDATES AND CLOSING

To update criminal actions in LIONS you may be required to add information to existing records, change
information in existing records, or add new records. The following table describes various types of
updates and the steps to accomplish them.

UPDATE ACTION PARAGRAPH

Initial Court Filing Close Participant Court 6.3

Add new Court History

Add additional participants, if necessary

Attach participants to new Court History

Add USAO Staff Assignments

Add/Update Judge assignments, if necessary

Add Instrument

Add Charges and Counts

Attach Counts to Defendants

Add Comments, if necessary
Go from one Court to Another Close existing Participant counts 6.4
Court; e.g., Magistrate Court to Add new Court History
District Court Add additional participants, if necessary

Attach participants to the new Court History

Add USAO Staff Assignments

Add/Update Judge assignments, if necessary

Add Instrument

Add Charges and Counts

Attach Counts to Defendants

Add Comments, if necessary
Superseding Instrument - when Close Participant Counts 6.5
the Court Number does not Add new Charges and Counts
change Attach Counts to Defendants

Add Comments, if necessary
AUSA and Judge Reassignments | Access AUSA and Judge Reassignment form | 6.6
(Global) from Admin Module
AUSA and Judge Reassignments | Access Court History form 6.7
(Individual)
Agency/Agent Information Access Agency form 6.8
Restrict Case and other general | Access Restrict Matter/Case 6.9
Case Information Access Case 6.10
Controlled Substance Information | Access Controlled Substance form 6.11
Change Count, Sentence, or Access Count Disp/Sentence/Restitution form | 6.12
Restitution Information
Defendant Status Access Defendant Status form 6.13
Event/Scheduled Event Access Event form 6.14
Information
September 2006 6-1




LIONS User Manual

UPDATE ACTION PARAGRAPH "
Evidence Information Access Evidence form 6.15
Expert Information Access Expert form 6.16
Assign DCMNS Access Miscellaneous form 6.17
Opposing Counsel Information Accessing Opposing Counsel form 6.18
Participant Information Access Participant form 6.19
Triggerlock Information (Brady Access Triggerlock form 6.20

and Three-Strike)

Adding or changing information Access Picklists from the Criminal pull-down 6.21
to Agency Office, Opposing menu, then click on the appropriate option
Attorney, Expert, Judge,
Evidence Location

Closing Closing Participants 6.22
Closing the Case

All updates can be performed through the Case Summary Screen or through the Update (General
Update) option. If you are making a lot of changes to an individual criminal action, such as going from
Not in Court to a Court, it is recommended that you use the Case Summary Screen. If you are making
one kind of change; e.g., scheduling events in multiple cases, select the appropriate record from the
General Update Menu.

6.1. Case Summary Screen

LIONS provides a form which the user can access all information about a matter or case. That screen is
called Case Summary. To access this screen from either the Civil or Criminal pull-down menu, click on
Case Summary or press the letter C. See Section 2.9 of this manual for more information on the Case
Summary screen.

To access a criminal action from the Case Summary Screen, enter the USAOID and press F8. Use the
TAB, ENTER, or click with the mouse to place your cursor next to the record you want. Note that the
Close Case screen is now accessible from the Case Summary Screen. Press F3 or double click to
access the record.

If your LIONS security permissions DO NOT allow you to access a form, the button; e.g.,
Defendant Status, will be grayed out.

6.2. General Update

From the Criminal pull-down menu click on Update or press the letter U. From the next pull-down menu,
click on General Update or press the letter G. See Figure 6-1.
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fﬁ“ Legal Information Dffice Network System - LIDNS

Civll | cRim rePorts  Yicfwit FRC Documents

m open case (Long form)
open case (Short Form)
Restrick matterfcase
Immediate declination

Case summary

Appeals

ausa case cerTification

Motes

closE cases

inde of archived cases

Picklists

Inquiry  Admin  ‘Window Help

Hello LIONS [SCLIONS]

Update caurt _%\

Case

controlled Substance

count disp/sentence Restitution
courk History/instrument
Defendant status

Event

elidence

expert in a case

Miscellaneous number

Opposing counse|

Participant

firearmsTriggetlock defendants
USAG staff assignment

Figure 6-1. Selecting General Update

To access forms through the general update menu click on the desired record, or enter the underlined
letter. For example, if you want to access the Event form press E.

Defendant Status, will be grayed out.

If your LIONS security permissions DO NOT allow you to access a form, the label; e.g.,

6.3. Initial Court Filing (Not in Court to Court)

When you are updating a criminal action to go from Not in Court to Court, you must close the Participant
Court record, before adding the new court information.

6.3.1. Court History - Initial Court History Filing Select

The first step in the process is to access the Court History/Instrument from the General Update Menu.

¢ LIONS - COURT HISTORY - [gncrthis:1.35]

Action Edit Record Query Window Help

&
CASE _
EI USAOID: [2006R00940  [Caption: [Jane Doe vs US Status:[A |0 o, Canedd
% COURT HISTORY
E Crt Loc Location Filing Date Service Date Court Humber AUSA
iI & [ |magistrate Court Joa-auG-2006 | [mac123 [as -
NC Mot in Court BHE
&
2| [ | | | |
| I | | | =
Al 1 — >
COURT/PARTICIPANTS
Role Last Hame, First Hame Di Reason Date
o [smith, Robert e
[ —r
[ 0
[ I
[ I O
FRI, 04-AUG_2006 <S=cll<i=<D M

Figure 6-2. Court History

Highlight the NC (Not in Court) Court History record, and press CTRL + PAGE DOWN to go to the
Court/Participant block. Tab to the Di (Disposition) field and enter the following:
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Di (Disposition) - Enter NW (New Filing)
Reason - Enter disposition reason (LOV)
Date - Enter the date the criminal action was filed in court

Repeat this for each participant in the NC that is being updated to a new court. When you have
completed closing the Court/Participants, CTRL + PAGE UP back to the Court History block and press
the down arrow or F6 to go to a blank line and enter the following:

Crt (Court) - Enter the appropriate court code; e.g., MG (Magistrate Court) (LOV)

Loc (Location) - Enter the appropriate court location code, if applicable. (LOV)

Filing Date - Enter the date the instrument was filed in court.

Service Date - This field applies to civil only and the cursor will skip it.

Court Number - Enter the appropriate number assigned by the court.

Trial Days - Enter the number of trial days in the court. The trial days is optional. You can enter either
whole days (e.g. 1, 5) or partial days (e.g. 1.5, 2.25) for Trial Days.

Do not attempt to enter an AUSA code at this time. This is done further down in the form. For a detailed
explanation of the Court History form see Chapter 5, Section 5.7.2.

After entering the new Court History, go to the Court Participants block to attach participant(s) to the new
court. Press F9 for a list of participants. For each participant that will be part of the new court, highlight
the participant and press the ENTER key. At least one defendant MUST be attached to the Court History.
If the participant you want is not in the LOV, press F3 to go to the Participant form to add additional
participant(s). Exit the Participant form to return to the Court-Participant screen.

When you have completed attaching participants to the new Court, press CTRL + PAGE DOWN and
enter Assignment information. See Figure 6-3 below. Optionally, you can close the Assignment record
that is attached to the NC (Not in Court) Court History Record.

¥ LIONS - COURT HISTORY - [gncrthis:1.35]

Action Edit Record Query Window Help

&|
o CASE _
usaoiD: [2006R00940  [Caption: [Jane Doe vs US Status:[A | naye for Cosed0
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@ Crt Loc Location Filing Date Service Date Court Humber AUSA
iI IMG |magistrate Court Joa-Auc-2006 | maG123 Jas -
EI |Nc |Not in Court | | | |BHB
2| [ | | | | |
Al [ | | | | 2
Al 1 — o
ASSIGNMENTS
Inits Hame Position Start Date End Date
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[as [Smith, Alesia L Jos-avc-2008 |
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Figure 6-3. Court History Assignments

From the Assignment record, press CTRL + PAGE DOWN to add a Judge, if applicable.

COURTLUIDGES
initisds Pt Hame, Last Hame Start late Ened st
[ Faresi, & Bresn e aiiG. 2006 | =
| | | |
| | | |
| | | |
| | | | =1

Figure 6-4. Court/Judges Block
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From the Court/Judge block press CTRL + PAGE DOWN to add an Instrument.

— ] Id|

Figure 6-5. Instrument Block

Enter the appropriate Instrument (CO for Complaint, for example) and Filing Date.
From the Instrument block, press CTRL + PAGE DOWN to go to the Instrument Charges block.

INSTRUMENT CHARGES COUNT
For:[C1  [Citation |04-AUG-2006
Charge Description Penalty Provision Category |1— =
IProhihiled Acts | IM_ E I_
| | | [ [
| | | [ [
| | | S|

Figure 6-6. Instrument Charges Block

Enter the following information for each charge listed in the charging instrument. Note that only one
charge per count should be entered. The other statutory references in a count may be jurisdiction, aiding
and abetting, or penalties.

Charge - Enter the charge as stated in the instrument, including section and subsection. All characters
are required. System Managers submit requests for new charge codes to TechOne. (LOV)

Penalty Provision - Enter the penalty provision as stated in the instrument, if applicable. The format for
the penalty is the same as stated above. (LOV)

Also, this field accepts Code of Federal Regulations.

Category - Enter one of the following. (LOV)

- F Felony
- M Misdemeanor
- P Petty Offense

If the Charge is from the Code of Federal Regulations (CFR), the category must be P
(Petty Offense).

Count - Enter the count number(s) that pertain to the charge. Counts can be entered in one of two ways.
If the charge is named in a successive number of counts; e.g., 1 through 5, you can enter 1-5 in the
Count block. If the charges are named in non-successive counts; e.g., 1, 3, and 5, you must enter a 1,
press the down arrow, enter a 3, press the down arrow, enter a 5, and so on.

When you have completed entering the count information, press CTRL + PAGE DOWN to go to the
Defendant and Count blocks. See Figure 6-7.

DEFENDANT I I
Instrument D% Last Hame, First Hame DFStat Start Date 1 o1
[citation [ [Smith, Robert [ Select Counts |

COUNT

Count Charge Description Category Sealed?

I |03T:01102 [Prohibited Acts m m B
[ | [ [ C

I | W ==

Figure 6-7. Defendant and Count Blocks
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All of the defendants that were previously attached to the new Court History will be in this block. Check
the counter to the right of the Defendant block to determine if there is more than one defendant present.
Enter the following information in the Defendant block.

D# - If defendants were named in the indictment in a different order from the way they were originally
entered on the Participant form, you can signify the defendants' order on the instrument, by entering the
appropriate number in this field.

This will not change the order that defendants appear on the Participant form, however, it
will show the number that you have entered in this block.

Click on the Select Counts button, select the defendant(s) and press OK or Select All.

To seal a charge, click the Sealed? checkbox for a count on the Select Count screen or directly on the
record in the Counts block. If at least one count is sealed and the case has not been sealed, LIONS will
automatically seal the case at the case level (the security field will be set to ‘L"). Conversely, if all counts
for all defendants are unsealed, the case will be unsealed at the case level (the security field will be
nulled out).

When you have completed attaching counts to the defendants, press CTRL + PAGE DOWN to enter a
Court History comment, if applicable.

COURT HISTORY COMMENTS

Figure 6-8. Court History Comments Block

6.4. Go From One Court to another Court

When you are updating a criminal action to go from one Court to another Court; e.g., Magistrate Court to
District Court, you must close the Participant Count records for the old court, before adding the new court
information.

6.4.1. Count Disposition/Sentence/Restitution

Access the Count Disp/Sentence/Restitution form from the LIONS Criminal General Update menu or
Case Summary screen.
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;-“ LIONS - COUNT DISPOSITION/SENTENCE/RESTITUTION - [crsent:1.31]
Action  Edit Record Query Window Help
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Figure 6-9. Count Disposition/Sentence/Restitution

Before entering any data in this form, be sure that the proper defendant, court, and instrument are all
highlighted. The easiest way to do this is with the mouse. Go to the Disposition block and enter the
following information:

Disp Date - Enter the new court filing date

Disposition - Enter NW (New Filing). This code goes immediately after Disp. Date

Disposition Reason - Enter the code that represents the new instrument; e.g., INDT (Indictment). (LOV)
This code goes immediately after the disposition reason descriptions.

Repeat this information for each count and for each defendant, as appropriate. When you have
completed closing the counts, save and exit the form.
6.4.2. Court History - New Court Information

Access the Court History form to enter the new court information.

% LIONS - COURT HISTORY - [gnerthis:1.35]
Action Edit Record Query Window Help

2006R00940 A 0
P
NC Not in Court BHB
-
A »

Figure 6-10. Court History

Go to a blank line in the Court History block and enter the following information:
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Court - Enter the appropriate Court; e.g., DC (District Court). (LOV)

Loc (Location) - Enter the court location, if applicable. (LOV)

Filing Date - Enter the date the criminal action was filed in the new court
Service Date - This field applies to civil only and the cursor will skip it.
Court Number - Enter the appropriate number assigned by the court.
Trial Days - Enter the number of trial days in the court. The trial days are optional. You can enter either
whole days (e.g. 1, 5) or partial days (e.g. 1.5, 2.25) for Trial Days.

Do not attempt to enter an AUSA code at this time. This is done further down in the form.

After entering the new Court History, go down to the Court Participants block to attach participant(s) to
the new court. Press F9 for a list of participants. For each participant who will be part of the new court,
highlight the participant and press the ENTER key. At least one defendant MUST be attached to the
Court History. If the participant you want is not in the LOV, press F3 to go to the Participant form to add
additional participant(s). Click on the Exit icon to return to the Court-Participant screen.

When you have completed attaching participants to the new Court, press CTRL + PAGE DOWN and
enter Assignment information. See Figure 6-11. Optionally, you can close the Assignment record that is
attached to the previous Court History.

From the Assignment record, press CTRL + PAGE DOWN to add a Judge, if applicable.

ASSIGNMENTS
Inits Hame Position Start Date End Date
|EE |parham, Brad Iv_|u4_AUG_2uus | —
jas [Smith, Alesia IL_|D4-AUG-2[I[IB |
| | [ |
| | [ |
| | [ ] | -

Figure 6-11. Assignments Block

COURTLLIDGES
imfinades  Fuwd Hore, Losd Home Bl lwde Erud e
[Z Morwsl, B Brysn joa. LG 2006 | =]
I | I |
I | I |
I | I I
| [ | -

Figure 6-12. Court/Judges Block

From the Court/Judges block press CTRL + PAGE DOWN to add an Instrument.

INSTRUMENT
Type Filing Date

[&  [citation |p4-AvG-2006 -

[ | I
[ | I

Figure 6-13. Instrument Block

Enter the appropriate Instrument; e.g., IN (Indictment), and Filing Date.

From the Instrument block, press CTRL + PAGE DOWN to go to the Instrument Charges block.

6-8
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INSTRUMENT CHARGES COUNT
For:[c1  [citation joa-AuG-2008
Charge Description Penalty Provision Category I1 =
| |Prohibited Acts | IM_ — |
| | | [ |
| | | [ |
| | | T |

Figure 6-14. Instrument Charges Block

Enter the following information for each charge listed in the charging instrument. Note that only one
charge per count should be entered. The other statutory references in a count may be jurisdiction, aiding
and abetting, or penalties.

Charge - Enter the charge as stated in the instrument. The format for the charge is a two digit title; e.qg.,
08, followed by a space for the U.S. Code, a T for Territorial Codes, a D for District of Columbia Codes,
an R for CFR violations, or an S for State violations, followed by a colon and five digit section number. In
addition you can add subsections; e.g., (A)(1)(a).

Penalty Provision - Enter the penalty provision as stated in the instrument, if applicable. The format for
the penalty is the same as stated above. Also, this field accepts Code of Federal Regulations.

Category - Enter one of the following. (LOV)

- F Felony
- M Misdemeanor
- P Petty Offense

If the Charge is from the Code of Federal Regulations (CFR), the category must be P
(Petty Offense).

— Count - Enter the count number(s) that pertain to the charge. Counts can be entered in one of
two ways. If the charge is named in a successive number of counts; e.g., 1 through 5, you can
enter 1-5 in the Count block. If the charges are named in non-successive counts; e.g., 1, 3, and
5, you must enter a 1, press the down arrow, enter a 3, press the down arrow, enter a 5, and so
on.

When you have completed entering the count information, press CTRL + PAGE DOWN to go to the

Defendant block.

DEFENDANT I I
Instrument D# Last Hame, First Hame DFStat Start Date 1 of 1
[citation [ [Smith, Robert [ Select Counts |
COUNT

Count Charge Description Category Sealed?

I |03T:01102 |Prohibited Acts " B
[ | [ B0

| | | W =L

Figure 6-15. Defendant and Count Blocks

All of the defendants who were previously attached to the new Court History will be in this block.
Check the counter to the right of the Defendant block to determine if there is more than one
defendant present. Enter the following information in the Defendant block.
D# - If defendants were named in the indictment in a different order from the way they were originally
entered on the Participant form, signify the defendant’s order on the instrument by entering the
appropriate number.

— Click on the Select Counts button - Select the defendant(s) and press OK, or Select All.
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— Toseal a charge, click the Sealed? checkbox for a count on the Select Count screen or directly
on the record in the Counts block. If at least one count is sealed and the case has not been
sealed, LIONS will automatically seal the case at the case level (the security field will be set to
‘L"). Conversely, if all counts for all defendants are unsealed, the case will be unsealed at the
case level (the security field will be nulled out).

When you have completed attaching counts to the defendants, press CTRL + PAGE DOWN to enter

a Court History comment, if applicable. See Figure 6-16.

COURT HISTORY COMMENTS

Figure 6-16. Court History Comments Block

6.5. Superseding Instrument (when the court number doesn’t change)

If a superseding instrument is filed in court, and the court number does not change, you will need to close
the counts of the preceding instrument before adding the new one.

" LIONS - COUNT DISPOSITION/SENTENCE/RESTITUTION - [crsent:1.31]

Action Edit Record Query ‘Window Help

&|
SE
USAOID: [2006R00194 Caption: [US vs Defendant Status: IA_
EI DE:;EEP%’;‘JES Last Hame, First Hame Status gr:'t(a:]l;fe RERD ogll';; Date l
ﬁl ID II ITucker, John I | | e
Bl ] | =
ﬂ COURT INSTRUMENT
g Court Loc _Court Humber Type Filing Date
ﬂl bc | DC-0000345 j N~ [indictment jos-AuG-2006 =
I I | 5
DISPOSITION
Count Charge Disp Date Disposition Disposition Reason
1 [18.00157 6T [Guilty [PLEM  [Plea (Magistrate Cour ~
2 [18:00156 j08-AUG 2006 [GT [Guitty |PLED  |Plea (District Court)
| | | | |
| | I I I
| | | | |
| | I I | =
ITUE, 08-AUG-2006 <S=<lz<l><D> = 4] [)l

Figure 6-17. Court Disposition/Sentence Restitution

Before entering any data in this form, be sure that the proper defendant, court, and instrument are all
highlighted. The easiest way to do this is with the mouse. Go to the Disposition block and enter the
following information:

Disp Date - Enter the new court filing date.

Disposition - Enter NW (New Filing).

Disposition Reason - Enter the code that represents the new instrument; e.g., SIND (Superseding
Indictment Filed). (LOV)

Repeat this information for each count for each defendant, as appropriate. When you have completed
closing the counts, save and exit the form. Return to the Court History form and add the instrument.
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?}f LIONS - COURT HISTORY - [gncrthis:1.35]
Action  Edit Record Query Window Help

[2006R00194 S vs Defendant| A 0

[Z|-o|@|% |2 = e

TUE, 08-AUG-2006 <S=clnamaD> 4 |[»

Figure 6-18. Court History

Highlight the appropriate court in the Court History block. If any changes have been made to USAO
assignments or the Judge, then access the appropriate blocks of information and make the necessary
changes. Refer to Section 6.3.1 for instructions on entering Assignments and Judges.

At the Instrument block add the superseding instrument.

Press the down arrow or F6 to go to a blank Instrument record and enter the appropriate Instrument; e.g.,
SN (Superceeding Indictment), and Filing Date.

@ findietment " fos-Auc-2005 -

Figure 6-19. Instrument Block

From the Instrument block, press CTRL + PAGE DOWN to go to the Instrument Charges block.

W frdciment ———Jos-Auc 2000
18 :00156 | | | |

18 :00157 ||Bankruptcy Fraud L]
-

Figure 6-20. Instrument Charges Block

Enter the following information for each charge listed in the charging instrument. Note that only one

charge per count should be entered. The other statutory references in a count may be jurisdiction, aiding
and abetting, or penalties.

Charge - Enter the charge as stated in the instrument. The format for the charge is a two digit title; e.qg.,
08, followed by a space for the U.S. Code, a T for Territorial Codes, a D for District of Columbia Codes,

an R for CFR violations, or an S for State violations, followed by a colon and five digit section number. In
addition you can add subsections; e.g., (A)(1)(a).
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Penalty Provision - Enter the penalty provision as stated in the instrument, if applicable. The format for
the penalty is the same as stated above. Also, this field accepts Code of Federal Regulations.
Category - Enter one of the following. (LOV)

- F Felony
- M Misdemeanor
- P Petty Offense

If the Charge is from the Code of Federal Regulations (CFR), the category must be P
(Petty Offense).

Count - Enter the count number(s) that pertain to the charge. Counts can be entered in one of two ways.
If the charge is named in a successive number of counts; e.g., 1 through 5, you can enter 1-5 in the
Count block. If the charges are named in non-successive counts; e.g., 1, 3, and 5, you must enter a 1,
press the down arrow, enter a 3, press the down arrow, enter a 5, and so on.
When you have completed entering the count information, press CTRL + PAGE DOWN to go to the
Defendant block.

DEFENDANT I I
Instrument D# Last Hame, First Hame DFStat Start Date 1ef 1
[Indictment [ [Tucker, John |l Select Counts |

COUNT
Count Charge Description Category Sealed?

[t [18 :00157 |Bankruptcy Fraud ||.| m B
|2 |1B 00156 IKnowing disregard of bankruptcy law or rule IM I
|| | N = E

Figure 6-21. Defendant and Count Blocks

All of the defendants that were previously attached to the Court History will be in this block. Check the
counter to the right of the Defendant block to determine if there is more than one defendant present.
Enter the following information in the Defendant block.

Click on the Select Counts button, select the defendant(s) and press OK or Select All.

D# - If defendants were named in the superseding instrument in a different order from the way they were
originally entered on the Participant form, signify the defendant’s order on the instrument by entering the
appropriate number. For example, the first defendant that appears in the Defendant block may be the
second person named on the Instrument. If that is the case enter a 2. This can be done for each
defendant named in the Instrument.

| This will not change the order that participants appear on the Participant form. |

When you have completed attaching counts to the defendants, press CTRL + PAGE DOWN to enter a
Court History comment, if applicable.

COURT HISTORY COMMENTS

Figure 6-22. Court History Comments Block
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6.6. AUSA and Judge Reassignments (Global)

To reassign multiple criminal actions from one USAO staff member to another, or from one Judge to
another Judge use the Reassignment form as shown in Figure 6-23 below. Access the Reassignment
form from the LIONS Main Menu. Click on Admin, and then click on Staff or Judge Reassignment.

Note: If you do not have access to the Admin module, check with your System Manager for assistance.

When you use the Reassignment form you must choose the Staff OR Judge block. You
cannot make reassignments to Staff and Judge at the same time.

2 L TONS - REASSIGNMENT - [gnreasgn:1.2]

Action Edit Record Query Window Help

EI STAFF JUDGE
EI Old Staff: | | odJudge: | |
EI Hew Staff: | I Hew Judge: l_ I—
E ORDER B Prog CatiCause Act | Branch [ Position |
EI CASE Prog Cause
ﬂ UsSA0ID Caption Cat Act Br Pos Crt Loc Court #
| | N ) S I =
[ [ [ [ T Trord
[ | | I
[ | I
N | N I
[ | | [ [ T TrIld
I_l—l—l_l_l_l_l_l_l—
[ I
[ [ [ T Trord
I_l—l—l_l_l_l_l_l_l— z

Figure 6-23. Reassignment

Old Staff/Old Judge - Enter the code for the staff member or Judge currently assigned. (LOV)
New Staff/New Judge - Enter the code for the staff member or Judge that will be assigned. (LOV)

You must choose one of the Order By options. Put an X in the box next to your choice to determine how
the list of criminal actions will be sorted. Tab to start query.

When you perform the query, LIONS will bring up all civil and criminal records assigned to the current
USAO staff member (or Judge). For staff member assignments, LIONS will list the position of the staff
person; e.g., L (Lead) AUSA, C (Co-counsel). If you are reassigning a criminal action from a staff person
that is listed as C (Co-counsel), the new staff member position will automatically default to C.

Use the arrow keys or the mouse to move up and down the list. Put an X next to any criminal action that
you want to reassign. When making multiple selections, remember that you can only reassign criminal
and civil actions from one USAO Staff person (or Judge) to another USAO Staff person (or Judge). Press
F8 a pop up screen will ask you “Do you really want to make this change?” Answer Y (yes) to commit.

When you make reassignments through the Reassignment form LIONS will automatically update the
Court History Assignment block. It will put today’s date in the End Date field of the current staff member,
and it will put today’s date as the Start Date of the new staff member.

6.7. AUSA and Judge Reassignments (Individual)

To reassign a single criminal action from one USAOQ staff member to another, access the USAO Staff
Assignment form from the General Update menu or Case Summary screen.
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# IONS - USAD STAFF ASSIGNMENT - [gnassign:1.16]
Action  Edit Record Query Window Help

[2006R00194 US vs Defendant n

Figure 6-24. USAO Staff Assignment

Query the case and highlight the current court. Go to the Assignment block; enter an End Date on the old
USAO staff person. Arrow down to a blank line and enter the new USAO staff person, Position and Start
Date.

You can have only one active L (Lead) AUSA per court. If you are reassigning the L (Lead), you must
first close the current lead by entering an end date and press F10 to process, then you can add the new L
(Lead) AUSA.

To reassign a case from one judge to another, access the Court History form, move to the Court/Judge
block. Enter an End Date for the old Judge, arrow down to a blank line and enter the new Judge and a
Start Date. For more information refer to Section 6.3.1 above.

6.8. Agency/Agent Information

To access the Agency form from the General Update menu or Criminal Update/Case Summary screen.

#H | JONS - AGENCY - [onagency:1.18]
ﬂ Action Edit Record GQuery Window Help

Figure 6-25. Agency
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You cannot make a change to the agency code. If the wrong agency has been recorded, delete the
record then add a new agency. If you are making a change to Agent information, be sure that the proper
agency is highlighted before adding/changing Agent information. Press F10 to update.

6.9. Restrict Case and Other General Case Information

LIONS provides a feature that allows you to restrict a criminal action to a group of USAO staff members.
When restricted, all information in the criminal action can only be viewed by the USAO staff who are
members of the group. If is necessary to restrict a criminal action, access the Restrict Matter/Case form
from the Criminal pull-down menu. If you are not a member of a staff group, you cannot restrict criminal
actions. Contact your System Manager for assistance.

B LIONS - CASE STAFF GROUE - [ grcsrest:l.3]

fction Edt Becord Query Window Heb

@ cass
USADEL (2006%00MS  Captinne U5 vs MeGuirs, Thedors W ﬂ_ﬁ'
B srace cuoue
B Heme Beseription
@ | } -
b | |
M |
| | =]

Figure 6-26. Case Staff Group

Enter a USAOID or part of the Caption and press F8 to retrieve the criminal action you want to restrict. If
more than one case is retrieved, press the DOWN ARROW until the criminal action you want to restrict is
displayed.

Press CTRL + PAGE DOWN to go to the STAFF GROUP block. Press F9, or click on the List icon to
select the Group to which the criminal action is restricted.

6.10. Other Case Information

In addition to restricting criminal actions, general case information that becomes available, or changes
from the initial data entry, can be entered. Access the Case form from the Criminal General Update menu
or the Case Summary screen.

7 LIONS - CRIMINAL OPEN LONG - [cropen:1.48]

ﬁaction Edt Record Ouery Window Help

ﬁ UsSAOID: |2DIJBRIJDI 93 el LS. vs Altec, Lansing|
CASE
.

Recud Date:IOB-AUG-ZIJDE Status: |2 IAcﬁve Priority: |X |Ne'rther
@ || Lead Chrg:f331:01525 Special Project:[N  [None of the Above
E Prog CHI:IIJSE IFinancial Institution Fraud US Role: |P IU,S, is Plaintiff

Lit Res :IUS Case Handled Exclusively by U. [k stic Terr:
c;}) P | Y by lomestic Terr: I
Al DO Division:| | D0 | Restrict:[ |

Bram:h:ll] Buffalo Unit: I I Gl

Offense Fr: I— Offense To: I— Security: l_ l—
wpe | Weight: |_| v potent:[

\ncmm| [Ho Tribe: | Reseru:

Related Flu Flag: [~ Total Victims: I
COURT HISTORY

Court: |MD IDislrict Court (Miscellaneous) | Appeal Type: I Filing Date: Il]B-AUG-ZI]I]E
Court # |MD456 Judge: [EDH IHayes, Edward D. Start Date: Il]BfAUGQIJDE

Disp: I I Disp Date: I

ASSIGNMENT
Lead AUSA: [DAH JHOPKINS, DONNA. A Start Date: |0g-AUG-2006
ITUE, 08-AUG-2006 |43><U>4|=4D> 4 |b |

Figure 6-27. Other Case Information
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Information can be added or changed in all of the fields in the Case block. For example, if you want to
add a DOJ Division, tab to the DOJ Division field and enter the appropriate data.

Note: Do not make changes to the Court History or AUSA blocks through the Case form. Use the
individual Court History or AUSA forms.

6.11. Controlled Substance

If you need to change or add information about drugs in a criminal action, access the Controlled
Substance as shown in the figure below.

:95.‘ LIONS - CONTROLLED SUBSTANCE - [crcontrl:1.4]
Action  Edit Record GQuery MWindow Help

EI CASE
EI USAOID: IZUI]BRUIH 93 Caption: |U.S. ¥s Altec, Lansing Status: IA_
@ CONTROLLED SUBSTANCE
il Quantity
Type Other Description Seized Measure Seized
EI lC— ICucaine I |1 ili] IG— IGlams =
2| I [ [ |
al ] [ | ]
[ ] | | [ ]
[ / | [ ]
[ | | [
[ | | [ -
CONTROLLED SUBSTANCE COMMENTS
I
[TuE.0a-Avc 2006 [es><usziz<p>’

Figure 6-28. Controlled Substance Form
You can change existing drug information or go to a blank line and enter new drug information. If the
Type of drug is O (Other) you must enter a description of the drug in the Other Description field.

If you want to enter a Controlled Substance comment, then press CTRL + PAGE DOWN. Be sure that
the proper drug is highlighted in the Controlled Substance block before entering you comment.

6.12. Count Disposition/Sentence/Restitution

To add or change information concerning the count disposition, sentence or restitution, select the Court
Disposition/Sentence/Restitution option from the General Update Menu or the Case Summary screen. A
series of three data entry screens will be displayed.
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2 LIONS - COUNT DISPOSITION/SENTENCE/RESTITUTION - [crsent:1.31]

Action  Edit Record Query Window Help
ﬂ ASE
USAOID: [2006R00194 | Caption: [US vs Defendant Status: [A
EI DEFENDANTS DFStatus READ OHLY
Role Type Last Hame, First Hame Status  Start Date End Date [
we| o T 1 | =
B I .l [ .
ﬂ COURT INSTRUMENT
: Court Loc Court Humber Type Filing Date
ﬂl bc |Dc_nuuua45 B IIN Jindictment j08-AUG-2006 =
[ | -
DISPOSITION
Count  Charge Disp Date Disposition Disposition Reason
1 [18:0m57 Joa-AuG2006  [6T [Guilty |PLEM  [Plea (Magistrate Cour =
2 [18:00156 [os-auc-2006 [T [Guilty |PLED  [Plea (District Court)
| | | | |
| | | | |
| | | | |
| I | | | =
ITUE, 08-AUG-2006 I<S><U><I><D> 4|p

Figure 6-29. Count Disposition/Sentence/Restitution

The only data you can change on the Court Disposition Form are the Disposition Date, Disposition, and
Disposition Reason. Be sure you have highlighted the appropriate defendant, court, and instrument first.
If you are trying to make changes for a defendant who does not immediately appear in the Defendant
block, press F7 (Enter Query), type in all or part of the name and press F8 to execute the query.

To change to a count number or charge, go to the Court History form, press CTRL +
PAGE DOWN until you come to the charge block, and make the appropriate change(s).

GERIENIE Sentence Date: m Debarred: I_ Collection Ind: Y_

Guidelines Departure: _I Marshal # [99999-111
Incarceration Type: |COS IConsecuﬁve Judge:lﬁlScoﬂ , IHugh B.
Incarceration: Days: |0 Months: IB Years: |l]

Special Condition: | CHS |'Communil"r Service
Probation: Days: Il] Months: Il] Years: |0 Probation Revoked (Y/H)? I_
Supervised Release: Days: Iu Months: ||] Years: |1 Release Revoked (Y/H)? I_
Revoked: Days: [0 Months: |l] Years: |0 Comm Sve Hrs:l—
Spec. Assmit: m Fine: —Dl]
Restitution Amount: m MI
Related FLU USAO Hum: |0 Related FLU Seq.: Il]—

Was the defendant an Armed Career Criminal Offender under 1§ USC 924(e) (YH)? IN 1'
Was the defendant's life sentence received as a result of "3 strikes - 18 USC 3559(c)" (Y/H)? IN 1'

Figure 6-30. Sentence Block

All data in the Sentence block can be changed. Sentence records are required if you have a count
disposition of GT (Guilty) or NC (Nolo). Marshal number is mandatory if the Victim Witness Indicator is Y.

To display the Restitution screen, press CTRL + PAGE DOWN from the Sentence screen.
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RESTITUTION

Victim Type Recipient Amount Liability
[sane, Mary [o~ [ordered [i " [individuat [ 1000000 i -
| [ ] [ | | |_[]
| [ ] [ | e
Copy to Another Defendant | Amount Total: IW

SENTENCE COMMENTS

Figure 6-31. Restitution and Sentence Comments Blocks

Make sure the defendant from whom restitution is due is highlighted. Select the Victim name off the LOV.
Enter the appropriate information. Note that the Amount Total field provides the aggregate sum for all
restitution entered.

To change the victim, delete the record and then re-add the proper victim. All other information on the
line can be changed. If you need to add a victim, go to a blank line, press F9, highlight the victim you
want and press ENTER. You can also add Sentence Comments.

6.13. Defendant Status

To add or make a change to a defendant’s status, access the Defendant Status form.

DEFENDANT STATUS [ ofrfi
Status: lrlReleased (on own recognizance) Start Date: lm
Deten Reason; | |
Custody Locat: IFlFPC-Beckley, West Yirginia Bond Type: I_I
Bond Provider: I Bond Amount: l—
End Date: I— Term Reason: I_I

Figure 6-32. Defendant Status Block

Before you enter data in the Defendant Status block, be sure you have the proper defendant highlighted
in the Defendant (Read Only) block. To access the proper defendant, press the Down Arrow or press F7
(Enter Query). Type in all or part of a defendant’s name and press F8 to execute the query.

Add or change data as necessary. If you have additional Defendant Status information for the same
defendant, press the down arrow to obtain a blank block.

Status - This field is protected against update.

Stat Date (Status Date) - Enter the beginning date of the status.

Deten Reason (Detention Reason) - If the defendant is being detained, enter a reason why; e.g., PROC
(Protective Custody). (LOV)

Custody Locat (Custody Location) - If the defendant is in custody, enter the location; e.g., BX (FCI-
Greenville, South Carolina). (LOV)

Bond Type - If the defendant is on bond, enter the type of bond; e.g., CB (Cash Bond). (LOV)

Bond Provider - If the defendant is on bond, enter the name of the provider.

Bond Amount - If the defendant is on bond, enter the amount of the bond. You do not need to enter a
dollar sign ($), or a decimal.

End Date - When a particular status no longer applies to the defendant; e.g., a fugitive is apprehended,
enter an End Date.

Term Reason - If you have entered an End Date, enter the reason the Defendant Status is over; e.g., AP
(Apprehended). (LOV)
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6.14. Event/Scheduled Event (Calendar)

If a significant event occurs or you want to schedule an event, access the Event form from the General
Update menu or Case Summary screen.

# LIONS - EVENT - [gnevent:1.12]

Action Edit Record Query Window Help

[2006R00194 US vs Defendant 3

D -
See Participants

—

Case History Report

Figure 6-33. Event (left side)

;?“ LIONS - EYENT - [gnevent:1.12]
Action Edit Record Query ‘Window Help

fooosratss | ot fus vsvetendant | stuus:
O

e — ——

EEICIGIE

Figure 6-34. Event (right side)

You can add events and schedule events, but you cannot change existing events. If an event is incorrect,
delete the code and re-enter an event, if appropriate.

Before entering a new event or scheduled event, be sure you have the appropriate Court highlighted. If
you want to relate all of the participants in the criminal action to the new event or scheduled event, enter a
Y (Yes) in the first column of the Event block. If you do not want to relate all participants to the new event
or scheduled event, enter N (No) in the first column of the Event block.

When you enter a code in the event field, enter either an event date or a scheduled date.

Note: If you schedule an event, you can go back to the scheduled event and enter an event date to show
that it occurred.

After entering the Event information, press CTRL + PAGE DOWN. If you entered a Y (Yes) in the first
column of the Event block, you will receive a pop-up block.
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_I Tucker, John I _I |

Figure 6-35. Participants Related to Events Pop-up

The pop-up at the bottom of the form verifies that all participants in the criminal action have been related
to the Event.

If you entered N (No) in the first column of the Event block you will receive a pop-up block as shown in
the figure below.

2 LIONS - EVENT - [gnevent:1.12]
Action Edit Record Query Window Help

[Z|o|@|@|=|v

Case History Report

¥ JAGNT  |Meeting with Agent ICN  |08-AUG-2006 LmP =

Figure 6-36. Relate Participants to Event

Enter an X next to each participant that you want related to the event or scheduled event. When you
press CTRL + PAGE DOWN you will receive the verification pop-up.

When you are finished entering the event or scheduled event, and you have attached participants to the
event, press CTRL + PAGE DOWN to enter an Event Comment.

6.15. Evidence Information

If you have evidence to add to a criminal action, or evidence you need to make a change to, access the
Evidence form from the General Update Menu or the Case Summary screen.
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fﬁi‘ LIONS - EYIDENCE - [crevid:1.2]
Action  Edit Record Query Window Help

g CASE
EI USAOID: [2006R00194 | Caption: |US vs Defendant Status: [A
%l EVIDENCE [ orfi
=l wwe: [ |
E DC Exhibit Hum: I— G.J Exhibit Hum: I—
ﬂ Storage Date: I— Location: I_l
ﬂl Disposition Date: | Disposition: | |

EVIDENCE COMMENTS

|
[TuE,08-AUG 2008 [<s><t>at=<D>

Figure 6-37. Evidence Form

Enter the USAOID, or at least part of the Caption, and press F8 to retrieve the case you want to update.
If more than one case is retrieved, press the down arrow until the case you want to update is displayed.

Press CTRL + PAGE DOWN to go to the EVIDENCE block.

Type of Evidence - Enter the code for the type of evidence you are tracking. The codes for this field are
established by your district. (LOV)

DC Exhibit Num (DC Exhibit Number) - Enter the number assigned to an exhibit at trial.

GJ Exhibit Num (GJ Exhibit Number) - Enter the number assigned to an exhibit for use before the grand
jury.

Storage Date - Enter the date evidence was placed in storage.

Location - Enter the code that describes the storage location. The codes for this field are established by
your district. (LOV)

Disposition Date - Enter the date evidence was destroyed or returned to a third party.

Disposition - Enter the code that describes the disposition of evidence. The codes for this field are
established by your district. (LOV)

Comments - Enter a comment relating to the evidence. To see more of the screen press ALT + E and
then select Edit or double click on the comment field..

If you have additional evidence to enter, press the down arrow (from the Evidence Block) to receive a
blank evidence block.
6.16. Expert in a Case Information

If you have information about an expert to add to a criminal action, or expert information that you want to
change, access the Expert in a Case form from the General Update Menu or the Case Summary screen.

September 2006 6-21



LIONS User Manual

2?“ LIONS - EXPERT IN A CASE - [gnexpcse:1.2]

Action  Edit Record Query Window Help

2006R00194 US vs Defendant u

z|=|o|6|2|0|s(v

Figure 6-38. Expert in a Case

You can enter the following information in this form:

Expert Side - Defines who the expert is testifying for. Enter G (Government) or O (Opposing Side)

Inits - Enter the initials of the expert.

Name - The system will fill in the name based on the initials that were entered.

Type - Enter the type of expert; e.g., BAN (Banker). The codes for this field are established by your
district. (LOV)

Comment - Enter a comment relating to the expert. To see more of the screen, press ALT + E and
select Edit or double click on the Comment field.

If you have additional experts to enter, press the down arrow (in the Expert Case Block) to go to a blank
line and continue data entry as stated above.

6.17. DCMNS Numbers and File Location

To enter DCMNS numbers or note the physical location of a file, access the Miscellaneous Numbers form
from the General Update Menu or Case Summary screen.

!—H" LIONS - MISCELLANEOUS NUMBERS - [gnmscnum:1.2]

Action Edit Record Query Window Help

.. 2006R00194 I !

Figure 6-39. Miscellaneous Numbers

6-22 September 2006



LIONS User Manual

You can enter data for one case or for multiple cases. You can query up one case by keying in a specific
USAOID and pressing F8; or you can query up a series of cases by entering a partial USAOID; e.g.,
1997R003% which would give you all criminal actions that begin with 1997R003; e.g., 1997R00301,
1997R00302, etc. (% acts as a wildcard).

6.18. Opposing Counsel Information

To track Opposing Counsel information, access the Opposing Counsel form from the General Update
Menu or Case Summary screen.

2 LIONS - DPPOSING COUNSEL - [gnopcoun:1.4]
Action Edit Record Query Window Help

2006R00194 US vs Defendant

EOECEES

Figure 6-40. Opposing Counsel Information

Before changing or adding Opposing Counsel information, make sure you have the appropriate
participant highlighted. From the Participant block, press CTRL + PAGE DOWN and either change
information to the existing Opposing Counsel, or add a new Opposing Counsel.

6.19. Participant Information

To add or change Participant information, access the Participant form from the General Update Menu or
Case Summary screen.

#7 LIONS - PARTICIPANT INFORMATION - [gnpart:1.25]
Action Edit Record Guery Window Help

2006R00194 US vs Defendant m

_ | |
| [ o [tucker. sonn " [for [rLen” fus-auc-z00s [ [ [

Jane, Mary

Figure 6-41. Participant
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You cannot change the Type code. If the Type is incorrect you must delete the participant then re-add
the participant with the correct Type. If the participant Role begins with a D or P, you can only change it

to another D or P. If the Role needs to be changed to anything else, delete the participant and re-add it
with the correct Role.

Based on the Type code entered, (I-Individual, B-Business, P-Property), LIONS provides forms related to
an individual, business, or property. These participant-related forms are discussed in Section 5.7.6.

6.20. Firearms/Triggerlock Information

If Brady is the underlying offense or the illegal use, possession, sale, receipt, transportation, purchase,
manufacture of a firearm, firearm accessories or ammunition, access the Triggerlock form from the
Criminal General Update menu or the Criminal Case Summary screen.

4% LIONS - TRIGGERLOCK - [crtrig:1.8]

Action  Edit Record Query Window Help

EI CASE
@ /| usaom: [2006r00184 | Captions [US vs Defendant Status: [A
g | DEFENDANT (READ ONLY) |1 OF 1
m) | Role Last Hame First Hame Disp Reason  Disp Date
= D [Tucker [John 6T |pLED [08-AuG-2008 EI
=

_I@| [ | [ T |
1 | FIREARMS CHARACTERISTICS

‘Was the defendant involved in the illegal use, possession, sale, receipt,

transportation, transfer, purchase or manufacture of a firearm,

firearm accessories or ammunition? (Y/H): I"'_l

Did the defendant's offense involve or implicate or was the offense dis-

covered as a result of the Hational Instant Check System (Brady) 7 (Y/H): IN_

ITUE,I]B—AUG—ZI]UE <SE2lE=l=2DE

Figure 6-42. Triggerlock/Firearms Characteristics

Before going to the Firearms Characteristics block, make sure you have the proper defendant highlighted.

You can either press the down arrow until you highlight the correct defendant, or you can press F7 to go
into query mode, type the defendant’s name and press F8 to execute the query.

Enter information as follows:

Was the defendant involved in the illegal use, possession, sale, receipt, transportation, transfer,
purchase, or manufacture of a firearm or firearm accessories or ammunition?

Did the defendant's offense involve or implicate or was the offense discovered as a result of the National
Instant Check System (Brady)?

Clicking the checkbox next to the question indicates a ‘Yes’ response. Leaving it blank indicates a ‘No’
response.

6.21. Picklists

There are several code tables in LIONS that the District has total control over. To access these code

tables (Picklists), access the Picklists option from the Criminal pull-down menu. Each of the five options
are discussed below.
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fﬁ“ Legal Information Dffice Network System - LIDNS

Civll | cRim  rePorts  Vicfwit FRC Documents  Inquiry  Admin Window Help

m open case (Long form)
open case (Short Form)
Restrick matterfcase
Immediate declination
Update

Hello LIONS [HYWLIONS]

Case summary

Appeals

ausa case cerTification
Motes

closE cases

inde of archived cases
Agency office
Dpposing atkarney
Expert

Judge

evidence Location

Figure 6-43. Picklists

6.21.1. Agency Office

This option allows you to capture multiple addresses for the same agency.

| 1ONS - AGENCY DFFICE PICKLIST - [gnagoffc:1.2]

Action  Edit Record Query Window Help

Figure 6-44. Agency Office

EI AGENCY
EI Agency: || Description: I
B [asency oFficE ol
EI Office: I
EI Address: | City: |
2] [
ﬂl I State: l— Zip: l—
Salutation:
Chief's Last Hame: Chief's First Hame: I—
Chief's Title: |
[TUE 08-AUG-2008 [<8=<tzt=D>

Before you enter an office for an Agency, you must first query the Agency. To do this, press F7 and enter
the Agency code. If you do not know the Agency code, press F9 after you press F7, and find the code on
the LOV (The Agency code must be manually keyed in it will not work from F9, LOV). Once the Agency

code is entered, press F8 to bring up the Agency code and description. Move to the Agency Office block
and enter the appropriate address information.

Note: The office field should not be the same as the Agency description, it should be a unique identifier
for the Agency location (FBI - Norfolk Office, for example).

If you have another address to enter for the same agency press the down arrow to receive a blank block
and continue data entry. When you have completed entering your addresses, save and exit the form.

The next time you use the agency code in a case you will receive a pop-up block that will let you know
you have multiple addresses. Press F9 for a list of the addresses and select the appropriate one. The

system will automatically put the address in the last block of the Agency form. This information can be
used for Document Generation.
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6.21.2. Opposing Attorney

This option allows you to capture pertinent information concerning an opposing attorney.

2 LIONS - OPPOSING ATTORNEY PICKLIST - [gnopatrn:1.0]

Action Edit Record Query Window Help

EEICIEIE

Figure 6-45. Opposing Attorney
Information entered can be used for Document Generation.

6.21.3. Expert

This option allows you to capture information about expert witnesses, including the type of expert; e.g.,
Banker.

9 L IONS - EXPERT PICKLIST - [gnexpert:1.2]

Action Edit  Record

Query  Window Help

ERCIEICICY,

Figure 6-46. Expert

This information can be used in Document Generation and to track the utilization of Experts within the
district.
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6.21.4. Judge
This option allows you to capture information about judges.

?‘ LIONS - JUDGE PICKLIST - [gnjudge:1.1]
ﬁ Action Edt Record Query Window Help

&)
ol

J L
2]
A

McGuire Beryl E.

Carol E.

|Siragusa (Charles J.

Bucki Carl L.

Larimer David G.

Hayes Edward D.

Maxwell [Edmund F_

Calabresi Guido
|Scott Hugh B.
Schroeder Jr. H. Kenneth

:-m-m-:-:n-:-m-:n-m-l_

Ninfo John C_, I

Figure 6-47. Judge Picklists

6.21.5. Evidence Location
This option allows you to capture information about where evidence is stored.

;ﬂ‘ LIONS - EYIDENCE LOCATION - [mnevdloc:1.1]
Action Edit Record Query Window Help

|Z|-°|@|2 = e

[TUE.08-AUG-2006
Figure 6-48. Evidence Location Picklists

6.22. Criminal Closing

The closing of a criminal action in LIONS involves closing each defendant and then closing the case.
Closing one defendant in a criminal matter or case does not have any affect on the case itself. The case
will not be closed in LIONS until all defendants are ultimately disposed.

6.22.1. Final Disposition of a Defendant

A defendant is disposed of when no further action is pending against him or her. The following actions
constitute final disposition of a defendant in a criminal matter or case, and signify that the defendant
should be closed in LIONS.
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Type of Disposition Go To Form
Declination of Prosecution after | Court History (Court/Participant block)
Investigation

No True Bill after Presentment No Instrument Filed - Court History (Court/Participant block)
to Grand Jury

Instrument Filed - Count/Disposition/Sentence Restitution

Transfer No Instrument Filed - Court History (Court/Participant block)
Instrument Filed - Count/Disposition/Sentence Restitution

Removal Count/Disposition/Sentence Restitution

Dismissal of Charges Count/Disposition/Sentence Restitution

Plea/Verdict Count/Disposition/Sentence Restitution

6.22.1.1. Close Defendant/No Instrument Filed (Not in Court)

¥ LIONS - COURT HISTORY - [gncrthis:1.35]

Action  Edit Record Guery ‘Window Help

&|
m | [CASE )
USAOID: [2006R00193  Caption: Status:[A oo for Cone:/0
COURT HISTORY
ﬂ Crt Loc Location Filing Date Service Date Court Humber AUSA
EI [Mp [ [District Court (Miscellan [08-AUG-2006 | [WD4358 [pan -
2| | | | | |
il [ | | | |
| | | | | 2
K =
COURT/PARTICIPANTS
Role Last Hame, First Hame Di Reason Date
ID—IDDE, John l—l =
[ |
[ [
[ |
[ 0 -
TUE, 08-AUG-2006 «Ssalsal==D= 4 |[» |

Figure 6-49. Court History

Highlight the NC Court History record with the highlight bar. Press CTRL + PAGE DOWN to go to the
Court/Participant block. Enter the appropriate Disposition Code as shown below.

DE - Declination of Prosecution After Investigation
NB - No True Bill (no instrument filed)
TR - Transfer (no instrument filed)

Enter the appropriate Disposition Reason and Date for each of the defendants that are being closed. A
List of Values will be available for the Disposition and Disposition Reason fields.

When you have finished entering the disposition information for your defendant(s), commit the record by
pressing F10. LIONS will perform a roll-up to close the Court History record The Disposition - Disposition

Reason combination that is most favorable for the U.S. will be inserted in the Court History record along
with the latest Disposition Date.

In order to see the “rolled-up” disposition information in the Court History Record, you will
need to re-query the NC Court History record. Do a CTRL + PAGE UP to the NC Court
History block, press F7, and then press F8.
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6.22.1.2. Close Defendant/Instruments/Counts (In Court)

Call up the Count Disposition/Sentence/Restitution screen as shown in Figure 6-51 below.

4% LIONS - COUNT DISPOSITION/SENTENCE/RESTITUTION - [crsent:1.31]

by
=8
=}
3

Edit Record Query Window Help

EI CASE
E usA0ID: IZUI]BRUIH 33 Caption: |U_5_ ¥ Michael Montalvo Status: IA_
EI DEFENDANTS DFStatus READ OHLY
Role Type Last Hame, First Hame Status  Start Date End Date [
ﬁl o i |Montalvo, Michae! | | -
B | . [ :
ﬂ COURT INSTRUMENT
: Court Loc Court Humber Type Filing Date
ﬂl MG |ns_|.|.1_nnsan = |co |complaint |o3-FEB-2006 ‘
[ | -
DISPOSITION
Count Charge Disp Date Disposition Disposition Reason
1 [21 :00844 [0&-JuL-2006 D e T T e s llno DOJ Authorization|
| | | | |
| | | | |
| I | | |
| | | | |
| | | | | 1=
ITUE, 08-AUG-2006 <S><U><|><D>

Figure 6-50. Count Disposition/Sentence/Restitution

In the Defendant Block, highlight the defendant you want to close by using the down arrow or the scroll
bar. Click in the Court History Block. Highlight the Court History record using the down arrow or the scroll
bar. Click in the Instrument block and highlight the instrument you want to close by using the down arrow
or the scroll bar.

If there are a lot of defendants in the criminal action, you can speed up your search for
the correct defendant by pressing F7, typing the defendant’s last name, and then
pressing F8. If more than one defendant in the case has the same last name, press the
down arrow until you have highlighted the one your want.

Now you are ready to close out counts for the defendant. You will notice that the Count and Charge
columns are pre-filled. These are READ ONLY fields which cannot be changed. Enter the appropriate
Disposition Date, Code and Reason for each count.

No Sentence - If you have not entered a Disposition of GT (Guilty) or NC (Nolo), you will receive an error
message alerting you that the Sentence screen will only appear for dispositions of GT or NC.

When you commit the record using F10, LIONS will perform a roll-up to the Court/Participant record of the
Disposition - Disposition Reason combination that is most favorable for the U.S. The latest Disposition
Date will be used. No further input is allowed in this form.

Add a Sentence - If there is a Disposition of GT (Guilty) or NC (Nolo), a Sentence Date is required before
the roll-up will be performed to close the Court/Participant record. Press CTRL + PAGE DOWN to go to
the Sentence block. See Figure 6-51 below.
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Sentence Date: [08-AUG-2006 | Debarred: | | Collection Ind: [¥

Guidelines Departure: I Marshal # |99999-111
Incarceration Type: [COS IConsecuﬁve Judge:IHBS IScott IHugh B.
,

Incarceration: Days: |0 Months: IB Years: Il]

Special Condition: I CMS ICDmmunily Service

SENTENCE

Probation: Days: (0 Mon‘ths:ll]— Years: |0 Probation Revoked (Y/H)? I_
Supervised Release: Days: g Momhs:ll]— Years: [1 Release Revoked (Y/H)? I_
Revoked: Days: [0 Momhs:lu— Years: (0 Comm Svc Hrs:l—
Spec. Assmit: 200.00 Fine: | .00
Restitution Amount: |  25,000.00 MI
Related FLU USAOQ Hum: |0 Related FLU Seq.: ID_

Was the defendant an Armed Career Criminal Offender under 18 USC 924(e} (Y H)? IN 9 |

Was the defendant's life sentence received as a result of "3 strikes - 18 USC 3559(c)" (Y H)? IN ? |

Figure 6-51. Sentence Block

Sentence Date - Enter the date as noted on the Judgment and Commitment Order (J&C).
Debarred - Enter Y for Yes or N for No for Debarred field. (LOV)
Collection Ind: Enter if there is a Collection Indicator in this field. (LOV)
Guidelines Departure - Enter the appropriate code; e.g., A (Upward Departure Supported by U.S.)
(LOV)
Marshall # - Enter the Marshall Number. It is mandatory if the Victim Witness Indicator is Y.
Incarceration Type - Enter the appropriate code; e.g., LIF (Life) (LOV)
Judge - Enter the initials for the Judge who issued the J&C. (LOV)
Incarceration Days, Months, Years - Enter the amount of time the participant has been sentenced to, if
applicable.
Special Condition - Special conditions of probation. Enter the appropriate code if applicable. (LOV)
Supervised Release Days, Months, Years - Enter the amount of time of supervised release, if
applicable.
Probation Days, Months, Years - Enter the amount of probation, if applicable.
Revoked Days, Months, Years - Enter the amount of time revoked.
Special Assessment - If the J&C indicates a special assessment, enter the appropriate amount.
Fine - If the J&C indicates a fine, enter the appropriate amount.
Restitution Amount - If the J&C indicates a restitution amount, enter the appropriate amount.
Related FLU USAO Num - The USAO Number of a similar case used by the Financial Litigation Unit
(FLU) in the Legal Office Network (TALON) application which could be tied to the present case tracked by
the LIONS application.
Related FLU Seq: - The sequence code assigned to the related FLU USAO Number.
Armed Career Offenders - If the defendant has been convicted as an Armed Career Offender enter Y
(Yes). Otherwise enter N (No).
Life Sentence imposed as a result of Three Strikes Notice - If a life sentence has been imposed as a
result of a Three Strikes Notice enter Y (Yes). Otherwise, enter N (No).

If a life sentence is imposed that is not a result of a Three Strikes Notice, enter a comment about why

the defendant was sentenced to life.

If the J&C lists Restitution, press CTRL + PAGE DOWN to go to the Restitution screen as seen in
Figure 6-52, and enter the information listed below.
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RESTITUTION

Wictim Type Recipient Amount Liability
[sane, Mary [o [ordered [ [individual [ 1000000 I =
| [ | [ | | [
| [ ] [ ] | W
Copy to Another Defendant | Amount Total: I 10,000.00
SENTENCE COMMENTS

Figure 6-52. Restitution Block

Victim - You can enter a victim name in one of two ways. You can press F9 for a list of victims, or you
can begin typing the victim’s last name.

Type - Enter the type of restitution; e.g., O (Ordered).

Recipient - Enter whether the recipient is an Individual, Business, or Third Party. (LOV)

Amount - Enter the dollar amount of restitution.

Liability - In this field you can indicate whether the defendant from whom the restitution is being
requested is individually liable for the amount, or jointly liable with another defendant. If the defendant is
jointly liable and you want to note who the other defendant is, you can make a note in the comment field.
Amount Total - System generated sum of the restitution amounts.

When you have completed entering restitution information, use CTRL + PAGE DOWN to go to the
Comment block.

Comment - Enter text as you would in WordPerfect. You can enter approximately 35 lines of text. To
see more of the comment screen, press ALT + E and select Edit from the Menu. It should be noted that
the comment in this form relates to the Defendant, not the Victim.

6.22.2. Closing the Criminal Matter or Case

When all defendants have been disposed of you can close the criminal matter or case. Call up the Case
Close screen from the Criminal pull-down menu.

fﬁf‘ LIONS - CLOSE A CASE - [gnclose:1.19]
Edit Record Query ‘Window Help

=
=
=
3

= USAOID: [TTTGINIET] | Caption: |US vs Defendant
| case
é’ Recyd Date: IDE-AUG-QI]I]B Status: IC Completed Destruct Date: |05-AUG-2016
L] Close Date: [08-AUG-2006 Perm: [N Collectind: [Y |ves
EI LAST COURT STAGE (READ ONLY)
P Court: |DC [pistrict Court Court # |PC-0000345
Al Judge: |HBS  [Scatt Hugh B. Trial Days: |
Disposition: (6T  [Guilty Disp Date: [08-AUG-2006
Disp Reason: IPLED IP'EE (District Court)
ASSIGNMENT
Lead AUSA: [AMM [MORROW, ANN M.
RECORDS DISPOSITION
Status Recurd}s! to be Disposed
I p ID Particip: without Instrument Charges
- - Status
|Cnmpleted I[l |Cuunt Disposttions
I - =
!r‘ p Iu | Disp Add Event
|Cnmpleted I[l |F|rearmsﬂrlggerluck Defendants Add Mise #
ICnmpIe{ed II] IAppeaIs
TUE, 08-AUG-2006 <5<l

Figure 6-53. Close A Case Screen with Default Information

When you call up this screen you will notice that certain pieces of information have been defaulted. The
Received Date is the date the criminal action was opened in LIONS. The Status appears as A (Active).
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This will automatically change to C (Completed) when all of the steps necessary to close the criminal
action have been done. The Destruction Date is calculated by LIONS.

The following fields must be completed by the user:

Perm (Permanent) - Indicates whether the file will be retained permanently. Enter Y (Yes) or N (No)
(LOV) Files are designated as permanent if either of the following criteria apply: (1) The case has an
impact on a statute, rule, regulation, or law enforcement policy; e.g., set a precedent; or (2) the case
received local, regional or national media attention, or the interest of a Congressional committee or the
Executive Office of the President, or widespread public interest. See EOUSA Resource Manual 123.
Collect Ind - Enter a Y (Yes) if the file will be referred to the Financial Litigation Unit. Enter R (Referred
to Agency) if the file is being returned to the agency for post-disposition collection activities. Otherwise,
enter N (No).

All of the information in the LAST COURT STAGE is READ ONLY. It reflects information entered into the
last Court History Record.

The information in the Assignment block is READ ONLY also. It represents the Lead staff member for the
last Court History Record.

The RECORDS DISPOSITION block references Participant/Court (Not in Court), Count Dispositions,
Sentence Dispositions, and Appeal records. If the Status is “Completed” for any of these records, then no
action is required. If the Status is Incomplete then proceed as follow.

Participant/Court (Not in Court) - The number in the Record(s) field indicates the number of Participants
Not in Court that need to be closed. To close these records, highlight this item and press F3, which will
take you to the Court History screen. Follow the instructions for Figure 6-49 above.

Count Dispositions - The number in the Record(s) field indicates the number of counts that need to be
closed. To close these records, press F3 to go to the Count Disposition/Sentence Restitution screen.
Follow the instructions for Figure 6-50 above.

Sentence Dispositions - The number of Record(s) field indicates the number of sentence records which
must be entered for defendants with dispositions of GT (Guilty) or NC (Nolo). To close these records,
press F3, which will take you to the Count Disposition/Sentence/Restitution screen. See the instructions
for completing the Sentence record under Figure 6-51 above.

Appeals - The number in the Record(s) column indicates how many Appeal records need to be closed.
To close these records, press F3, which will take you to the appropriate form. See Chapter 8 for
instructions on closing appeals.

When all of the items in the Records Disposition block of the Case Close screen say Completed, press
F10 to commit the record. The Status field will change to C (Completed) and the Destruction Date will be
filled in.
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7.0 VICTIM/WITNESS INFORMATION

The Victim/Witness Module in the LIONS application was designed for the use of the Victim/Witness
Coordinator. In addition to allowing the Coordinator to input information and generate standard letters
related to victims and witnesses, which can also be done through the Criminal Data Entry screens, the
Victim/Witness Module of LIONS provides a log that can be used to record each contact made with
victims or witnesses, a local list of Service Agencies to which victims are referred, and the information
necessary for generating the Annual Statistical Report.

This module is no longer necessary now that EOUSA interfaces with another Victim Notification System
(VNS). Data is captured in LIONS and automatically transmitted to the VNS on a nightly basis.

The security module of LIONS has been elaborately designed to restrict access to this information so that
only those USAO personnel who are authorized to see Victim/Witness information can do so. In order to
obtain the security level needed at each district, the System Manager must set up users and user
restrictions properly.

To query a case in each of the forms discussed below, you may either enter the system generated
USAOID, or enter the caption and press F7. If you use the caption to perform your query, there may be
more than one case with a caption similar to that which you have entered. Use the down arrow in the
CASE BLOCK to find the case that you want.

7.1. Accessing the Victim/Witness Module

To access the Victim/Witness module from the LIONS Main Menu, click on Vic/Wit option, or press
ALT + V. The following pull-down menu displays.

g_‘ Legal Information Office Network System - LIDNS
Civil cRim rePorts | Wicjwit FRC Documents Inguity Admin ‘window Help
w vickim Participant
Wictim fwitness information
aency
Defendant Restitution

IONS [HYWLIONS]

Service agency
Contact log
suMmary
Reports

Figure 7-1. Victim/Witness Menu

Select the menu option you want by entering the underscored letter or clicking directly on the option.
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7.2. Adding Victims/Witnesses

To add a victim or witness to the case, click on the menu option called Participant on the Victim/Witness
pull-down menu, or press P. The following screen displays.

9 L TONS - VICTIM,/WITNESS PARTICIPANT - [gnvwpart:1.20]

Action Edit Record Query Window Help

CASE

USAODID: (2006R00194 Caption: |US vs Defendant Status:lc_

EI PARTICIPANT Information

EI T Ro Def Hame: Threat Pros Elder glf'.:,im Dsbid g::‘v :g:' :g::'u

DU [ [ruckor, somn (m m B N N N N NS

1| |5 e, wery 0 T T T T A
[ I'm B B BN B EN
[T I B B B N B NN
[ /'m H B BN N B BN
[ /'m B B BN NN
[T I'm B B BN EEN
[ /m H B NN B EN
i Im B B N N B NN
[T I'm B B BN EEN
- Im N N N N NN NS
[TuE 0B-AUG 2006 lmilﬁl

Figure 7-2. Participant Form

Query the case you want and repeat the following information for each victim/witness involved in the
litigation.

Type - Enter | for Individuals or B for Businesses or other Organizations. (LOV)
Role - Enter the role code that best describes the victim, witness, or related party; e.g., V (Victim). (LOV)
The following codes are most commonly used:

VC Victim Custodian

VD Deceased Victim

VI Victim

VP Victim Parent/Guardian
VS Victim/Secondary Payee
VW Victim and Witness

WT Witness

IW Immunized Witness
MWMaterial Witness

SO Social Worker
Name - If the victim/withess has a Type of | (Individual), a pop-up window prompts you for the
victim/witness’ last and first name as shown in Figure 7-3. If the victim has a Type of B (Business) enter
the business name in the field provided.

Last Hame First Hame

Figure 7-3. Individual Participant Pop-up

If the name search is activated, LIONS will check the database for this name.

The cursor will remain in the thin column between the Name field and the DI field. From this field, you
can navigate to a new participant record, or continue to add information for the record you are in. The
Disposition information is not applicable for victims or witnesses.
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In the Victim/Witness information section answer (Y) Yes or (N) No to each of the following questions:

Threat - Is there a threat to the victim or witness?

Prosecution - Does the family request prosecution?

Elder - Is the victim disabled?

Violent Crime - Is it considered a violent crime?
Disabled - Is the victim disabled?

Service Requested - Is there a service requested?

Notification - Does the victim/witness request to be notified?

Notification Received - Has the notification been received?
If you have another victim or witness to enter, press the down arrow to go to the next line. If you want
to continue entering information for this record, use CTRL + PAGE DOWN or click the Next Page

button to go to the next set of screens.
Court History

To indicate which court proceeding the victim/witness is related to, you will need to make that
attachment in the screen shown in Figure 7-4. This screen will pop-up when you press TAB, use
CTRL + PAGE DOWN, or click the Next Page button. It will be necessary to make this attachment if
you want to print documents based on events through the LIONS document generation module.

£ LIDNS - YICTIM/WITNESS PARTICIPANT INFORMATION - [onvwpart:1.20]

Action Edt Record Query ‘Window Help

CASE
g_ USAOID: [2006R00194 | Caption: [US vs Defendant Status: Ic_
PARTICIPANT _
Information
EI T Ro Def Hame Threat Pros Elder :::‘i).:.im Dsbld g::’ :g:f :g:::i
B o [ [ruckor. somn (W m H B E N N B
A1 T one wary Ao N
B i s IERERERERERENENE
) IR O B O
COURT HISTORY
Hame: IBusiness Role: lD— Disp: l—
% Court Location  Filing Date Service Date Court Humber
[ Jpc [ [os-auc-2006 I [pc-onooaas -
| | |
[T | |
[T T 1 | | -
TUE,08-AUG-2006 S allmal=<D> ilzl

Figure 7-4. Participant and Court History Blocks

Information shown in the Participant/Court History block is READ ONLY with the exception of the X
column. To indicate in which court stage the victim or witness is involved, place an X in the column

next to the court record, and press enter.

If the Type of Participant is | (Individual) continue with the Individual instructions under Figure 7-5

below.

If the Type of Participant is B (Business) refer to instructions following Figure 7-11 for Business

information.
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;ﬁ LIONS - YICTIM/WITNESS PARTICIPANT INFORMATION - [anywpart:1.20]
Action Edit Record Query ‘Window Help

2006R001 94 US vs Defendant

EEICIEIE
— [l
| \

I

Figure 7-5. Individual Screen

Last Name/First Name/Role - LIONS moves this format into this screen from the previous screen.
All of the fields on this screen are optional; however, in order to obtain statistical information
regarding the number of juvenile victims, you must set the JUV flag to Y (Yes). If you want to keep
information about estimated and actual dollar loss for victims, you must also complete these fields. If
you intend to use the LIONS document generation module to print letters and notices to victims or
witnesses, the Salutation and Home Address should be completed.
When you have completed entering the Individual Participant information, press CTRL + PAGE
DOWN or click on the Next Page button to go to the Alias block. See Figure 7-6 below.

| ____|F

Figure 7-6. Alias Block

Last Name/First Name - Enter an alias for the participant, if applicable.
When you have completed entering Alias information, press CTRL + PAGE DOWN or click the Next
Page button to enter Victim Witness information. See Figure 7-7 below. See Section 7.3 for
instructions.

Figure 7-7. Victim/Witness Block
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When you have completed entering Victim/Witness information, press CTRL + PAGE DOWN or click the
Next Page button to enter Contact Log information. See Figure 7-8 below. Use this form to maintain a

log of contacts made with victims or withesses in a case, or to generate standard documents to victims or
witnesses based on the type of log entry.

9 | 1ONS - YICTIM/WITNESS PARTICIPANT INFORMATION - [gnvwpart:1.20]

Action Edit Record Guery Window Help

gl CASE
- |lusaoin: [2006rR00194 | Caption: [US vs Defendant status: [C
EI INDIVIDUAL
Last Hame: [Jane First Hame: |Mary
EI Role: |¥! Salutation: IMs Title:
& Position: I Arrest Date:
J Gender:| | sshi: [555-70-1234 Court Trial #
4| coNTACTLOG et
Contactbate:| wee| |
purpase: [ | Initiator: |
Staff: I I Doc Code: I
SERVICE AGENCY REFERRAL ot

Serv Agency: | I

Service Type: |

|
Language: I Special Srucs: I I

CONTACT LOG COMMENT

I
[TUE 0B-AUG 2008 [ss>eussi=<D> il Rl

Figure 7-8. Contact Log Block

When you have completed entering Contact Log information (if applicable), press CTRL + PAGE
DOWN or click the Next Page button to enter related participant information. See Figure 7-9 below.

RELATED PARTICIPANT

| [ ] L |B
| [ [
| [ ] [
| [ [
| [ ] [
| [ [
| [ ] [ 15

Figure 7-9. Related Participant Block

Name/Role - You can relate one participant in a case to another participant in the same case; e.g., relate
a victim to a parent or guardian. Participants for this block must be chosen by pressing F9 and selecting
a participant name.
Reason - Enter the code that describes why one participant in a case is related to another participant
in the same case. This is required if a name has been selected from the LOV. (LOV)

When you create a related participant record, LIONS will automatically create a matching
record for the other participant.

To enter a comment related to the victim or witness, press CTRL + PAGE DOWN from the Related

Participant Screen or click the Next Page button to access the PARTICIPANT COMMENTS block
shown in Figure 7-10.
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4! LIONS - YICTIM/WITNESS PARTICIPANT INFOR!

Action  Edit Record Query Window Help

ﬂ CASE
= [2008R00184 | Caption: [US vs Defendant status: [C
=21 | INDIVIDUAL
EI Last Hame: |Jane Firet Hame: |Mary
ﬁl Rote: [V Salutation: [Ms Title:
Position: I Arrest Date:

él Gender:| | S5 [555-70-1234 Court Trial #
ﬂ DOB: [30-0CT-1971 | Juvenile: IN_IND— Crim Hist: |N_|r
ﬂl PRI PDIn: | Marshall

PARTICIPANT COMMENTS

[

i Search | OK | Cancel |

Figure 7-10. Participant Comments

Comments - You can enter text as you would in WordPerfect. You can enter approximately 35 lines of

text. To see more of the comment screen, press ALT + E and select Edit from the menu or simply click
on the edit icon.

If you have another victim/witness to enter information for, press CTRL + PAGE DOWN
or click the Next Page button to return to the Participant Form shown in Figure 7-2. If this
is the last victim or witness, you can save your data with F10 and exit the form.

If the victim is a business or organization, enter the Court History information (see Figure 7-4). Then
enter the Business Participant information as shown in Figure 7-11 below.

#7 LIONS - YICTIM/WITNESS PARTICIPANT INFORMATION - [gnvwpart:1.20]

Action  Edit Record Query Window Help

g CASE
El USAOID: [2006R00194 | Caption: [US vs Defendant statue: ¢
== [ pusimESs
EI Hame: |Business
Role: |D Type:l\ | EIN: |
@ Contact Hame: I b I
ﬂ Est Loss: Act Loss: I
ﬂl Address: |
City: State: Zip:
County:
Phone: FAaX:
HEALTH CARE FRAUD CASES (ONLY)
Health Care Type: Other Health Care: |

[rue.oe-auG 2006 [seamame 4| D |
Figure 7-11. Business Participant

Name/Role - LIONS moves this information into this screen from the previous screen.
All of the fields on this screen are optional. You can capture the type of business, EIN number,

business contact, and the business address. The business address must be completed if document
generation is to be used to generate letters or notices to victims.

Health Care Fraud Cases (ONLY) - If this is a Health Care Fraud Case, enter the code from LOV (F9).

7-6
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When you have completed entering Business information, press CTRL + PAGE DOWN or click on
the Next Page button to enter DBA (Doing Business As) information. See Figure 7-12.

DO BUSINESS AS

IDoII House =

Figure 7-12. Doing Business As Block

DBA - Enter another name for the business, if applicable.

When you have completed entering the DBA information, press CTRL + PAGE DOWN or click the
Next Page button to enter Related Participant information. See Figure 7-8 above for instructions.
When you have completed entering Related Participant information, press CTRL + PAGE DOWN or click
the Next Page button to enter Victim and Witness Information. See Section 7.3 for information on this

screen.

7.3. Victim/Witness Information

This screen can be accessed from the DBA screen when entering a new participant or directly from the
main LIONS screen. From the Main Menu, click on the menu option called Victim/Witness Information or
press V. The following screen displays.

22 LIONS - VICTIM/WITNESS INFORMATION - [gnvicwit:1.4]

Action Edit Record Query ‘Window Help

| case
USAOID: [2006R00194]  caption: [US vs Defendant status: [€
@ VICTIMS, WITHESSES, AND RELATED PARTICIPANTS |1 MI‘
EI Hame: [Jane  Mary Rote: [v1 [Victim
ﬂ Agency: I I
w VICTIM /WITNESS INFORMATION
Victim Identifier: I Wictim Type: IP_ Primary
# Times Victimized: |1 Received Threate: ||T No
Family Wants Prosecution: IN_ No Elderhs IN_ Mo
Violent Crime Victim: IN_ No Disabled: IN_ Mo
Services Requested: IY_ Yes State Compensation Received:
Hotification Requested: IY_ Yes Hotification Received: IV_ Yes
PARTICIPANT COMMENT
TUE, 08-AUG-2006 <S=U=<l=<D=

Figure 7-13. Victim/Witness Information

If you are accessing this screen directly, query the case you want (otherwise, enter in the information as
described by field below). Once the case is queried, all victims, withesses, or persons related to a victim
in the case are queried in the block called VICTIMS, WITNESSES, AND RELATED PARTICIPANTS.
The information in this block is READ ONLY. To find the victim or withess you want to add information
for, use the down arrow key to go from record to record. When you find the person or business you want
use CTRL + PAGE DOWN to get to the block called VICTIM/WITNESS INFORMATION. The information
entered in this block, along with other case information, will be used to generate the Victim/Witness
Coordinators Annual Report.
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If the case has a large number of victims and witnesses, it is easier to find the record by
pressing F7 in the VICTIMS, WITNESSES, AND RELATED PARTICIPANTS BLOCK,
typing either the first name or last name of the person or business you are looking for,
and then pressing F8.

Victim Identifier - Enter an identifier that you may have for the Victim/Witness, e.g., credit card number.
This is a free-form field.

Victim Type - Enter a code to indicate whether the victim is the Primary or Secondary victim. (LOV)

# of Times Victimized - Enter the number of times a person or business has been victimized.

Received Threats - Enter a Y (Yes) or N (No) to indicate whether the victim or withess has been
threatened. (LOV)

Family Wants Prosecution - Enter a Y (Yes) or N (No) to indicate whether the victim’s family wants to
prosecute the offender. (LOV)

Elderly - Enter a Y (Yes) or N (No) to indicate whether the victim or witness is elderly. (LOV)

Violent Crime Victim - Enter a 'Y (Yes) or N (No) to indicate whether the person is a victim or witness of
a violent crime. (LOV)

Disabled - Enter a Y (Yes) or N (No) to indicate whether the victim or witness is disabled and requires
special assistance. (LOV)

Services Requested - Enter a Y (Yes) or N (No) to indicate whether the victim or witness has requested
the USAO to refer them to a Service Agency. (LOV)

State Compensation Received - Enter the amount of state compensation that a victim or witness has
received.

Notification Requested - Enter a Y (Yes) or N (No) to indicate whether the victim or witness has
requested to be notified by the USAO of case proceedings. (LOV)

Notification Received - Enter a Y (Yes) or N (No) to indicate whether the victim or witness has received
notification of any case proceedings from the USAO. (LOV)

After you have completed entering this information use CTRL + PAGE DOWN to enter the Contact Log,
Related Participant, and Participant Comments blocks successively as described previously under
Individual () participant (see Section 7.2.)

If you have another victim/witness in the same case to enter information for, go back to
the VICTIMS, WITNESSES, AND RELATED PARTICIPANTS BLOCK and query the next
person.

If this is the last victim/witness to enter information for in the case, press F10 to save your
data and exit the form. If you need to query another case, go to the CASE BLOCK, press
F7 and save your data; then enter the USAOID or Caption of the next case you wish to
qguery and press F8.
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7.4. Agency

27 LIONS - AGENCY - [gnagency:1.18]

|

ﬁ Action Edit Record Query Window Help
& CASE
_I USAOID: [2006R00194 | Caption: |US vs Defendant Status: |C |
AGENCY
%I Role #Agency Code and Office Agency Humber
EI IN JUFB |Federal Bureau of Investigation |99999—}{}{—99999599 ’ﬂ
s N [a6FS [Forest Service | |
é | | -
) |AGENT oo \station LastHame First Hame fr orfr
ﬂl Agent: I I

Phone: I Fax: Pager:

Title: I Lead: I_

Email: |

AGENCY OFFICE {(READ ONLY)
Office: IHeadquarlers

Address: |1 23 Popular Street City: |Brnukeville

| State: [Ny [12345
|

AGENCY COMMENTS
IForesﬂy

TUE,D8-AUG-2006 I«S;qU:ql»qD

Figure 7-14. Agency

To add Agency/Agent information, click on Victim/wit from the main menu and select aGency. You can

enter Agency/Agent information for one or more agencies. Enter the USAOID number and press F8 to
query case. The fields are described below.

Ro (Role) - Enter the Role for the Agency. LIONS defaults the Role for the first agency entered to IN
(Investigative). Every criminal matter or case MUST have at least one investigative agency. (LOV)

If you enter an Agency Role of VA (Victim Agency), such as in a fraud case, you will receive a pop-up
block that will allow you to capture the Estimated $ Loss or the Actual $ Loss to the Victim Agency.
Estloss  Actuolloss

Figure 7-15. Estimated Loss / Actual Loss Pop-up

Agency and Agency Office - Enter the code for the agency that referred the criminal action to your
office. If the agency has more than one location, select the appropriate office from the List of Values.
(LOV) The Agency Office information appears in the AGENCY OFFICE (READ ONLY) block. See
Chapter 6, Section 6.21.1, for instructions on adding or updating this information.

Agency Number - Enter the number assigned to the action by the agency.

7.5. Defendant Restitution

Information about restitution requested by a victim, or ordered/denied by the court, is entered in this form.
Multiple records may be entered for each victim. From the Victim/Witness pull-down menu referenced in

Figure 7-1 of this chapter, click on the menu option called Defendant Restitution or press D. The
following screen displays.
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' LIONS - DEFEM -0 =|
Action  Edit Record Query Window  Help
EI CASE
usaoiD: | Ccaption: | Status:|
3| perenpants Status
il Last Hame, First Hame Status  Start Date
8| | —1 =
2| ' —
; RESTITUTION
_II Victim Type Recipient Amount Liability
| rl rl | =
| [ ] [ ] | [
| [ ] [ ] | [ =
Copy to another Defendant | Total Restitution: I
DEFENDANT ! SENTENCE COMMENT
IWEI], 09-AUG-2006 I<5><u><|><|]>
Enter a query: press F8 to execute, Chi+g to cancel. |
Record: 141 Enter-Cluerny

Figure 7-16. Defendant Restitution Form

Once you have queried the case you need, all defendants for the case will be shown in the
DEFENDANTS BLOCK. This is a READ ONLY area and contains the Last Name, First Name, and latest
defendant status information for each defendant in the case. To find the defendant from which the victim
is requesting restitution, use the down arrow through the records or press F7, type the defendant's last
name and/or first name and press F8. When you find the defendant name that you want, make sure the
name is highlighted and then use CTRL + PAGE DOWN to get to the next block called RESTITUTION.
The following information can be entered in this block:

Victim - Select a victim name off of the List of Values by pressing F9.
Note: You must use the LOV to select names. Direct entry in this field is not allowed.
Type - Enter the type of restitution (R for Requested, for example).
Note: This screen should only be used to enter requested restitution amounts. When restitution is
ordered or denied, it should be entered with the Judgment and Commitment Order through the
Sentence form.
Recipient - Enter whether the recipient is an Individual, Business, or Third Party. (LOV)
Amount - Enter the dollar amount of restitution.
Liability - In this field you can indicate whether the defendant from whom the restitution is being
requested is individually or jointly liable with another defendant for the amount. If the defendant is jointly
liable and you want to note who the other defendant is, add this information in the comment field.
When you have completed entering restitution information, use CTRL + PAGE DOWN to go to the
Comment block.
Defendant/Sentence Comment - Enter text as you would in WordPerfect. You can enter approximately
35 lines of text. To see more of the comment screen, press ALT + E and select Edit from the Menu. It
should be noted that the comment in this form relates to the Defendant, not the Victim.

If you have other restitution records to enter related to another defendant, CTRL + PAGE
DOWN to the DEFENDANT BLOCK, find the defendant you want and repeat the
process.
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If you have finished entering information for this case, press F10 to save your data and
exit the form. If you need to query another case, go to the CASE BLOCK, press F7, save
your data, enter the USAOID or Caption of the next case you wish to query and press F8.

7.6. Service Agencies

Before using this option for the first time after LIONS is installed, you must use the
Victim/Witness Administration option to enter the Service Agency Types (Section 7.10.3)
and Service Language Types (Section 7.10.4).

Through this screen, information about agencies that provide services to victims and withesses can be
entered. To access this screen from the Victim/Witness pull-down menu, click on Service Agency or
press S. The following screen displays.

14! LIONS - SERVICE AGENC =1t
Ackion Edit Record Query ‘Window Help
EI SERVICE AGENCY l_ of I
Code: I Hame:
EI Service Locale: I Service Fee: I_ I
ﬁI Contact: I
& Address:l City: I
—I | State: I Zip: I
ki |
ﬂl Phone: I I
Fax:
Eligibility: |
SERVICE TYPE SERVICE LANGUAGES SPECIAL SERVICES
Type Language Services
Pl 1 = -
[ I pi_
|| Al A iz
SERVICE AGENCY COMMENT
/
IWEDs 09-AUG-2006 |<5><U><I><I]>

Figure 7-17. Service Agency Form

Repeat the following information for each Service Agency entered. The counters in the upper right corner
of the screen indicate the number of Service Agencies that are already entered.

Code - Create a district specific code to describe the Service Agency. This field is a 4-character free-
form field.

Name - Enter the name of the Service Agency in the format that you want to appear on documents.
Service Locale - Enter the geographic area that the Service Agency provides services for; e.g.,
Washington Metropolitan Area.

Service Fee - Enter a Y (Yes) or N (No) value to indicate whether the Service Agency charges a fee for
its services. Defaults to No. (LOV)

Contact - Enter the name of the person at the Service Agency with whom you most often have contact.
Address - Enter up to three lines for the address (excluding City, State, Zip Code).

City/State/Zip - Enter the City, State and Zip. (LOV available for State).

Phone/Fax - Enter the telephone number and fax number of the Service Agency contact person.
Eligibility - If the Service Agency has eligibility requirements that must be met before a victim or witness
can be referred to it, indicate what those requirements are (a court order must be entered, for example).

After you have completed entering the above information, use CTRL + PAGE DOWN from the Service
Agency block to enter SERVICE TYPE information.
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Service Type - Enter the types of services that the agency provides. Multiple records can be added for
each Service Agency. Each district must create its own service type codes prior to making entries in this
form. See Section 7.10.3 below for a further discussion of Service Types. (LOV)

When you have completed entering all Service Types for the Service Agencies, use CTRL + PAGE
DOWN to go to the next block: SERVICE LANGUAGES.

Service Languages - In this block, enter the Languages spoken at the Service Agency. Each district
must create their own service language codes prior to making entries in this form. See Figure 7-20 below
for a further discussion of Service Languages. (LOV)
To enter a comment about the Service Agency, use CTRL + PAGE DOWN from the SERVICE
LANGUAGE block.
Special Services - Enter Special Services provided from LOV (F9)
Service Agency Comment - Enter text as you would in WordPerfect. You can enter approximately 35
lines of text related to each Service Agency. To see more of the comment screen, press ALT + E and
select Edit from the menu. The editor displays as shown in Figure 7-8.

If you have completed entering all your data, press F10 to save and exit the form. If you
need to add additional service agency information, press F10 to save, and F7 to query an
existing record, or F6 to enter a new record.

7.7. Contact Log

If you want to track the Service Agency Referral, you must have first entered the Service
Agency information into the system. (See Section 7.6.)

Use this form to maintain a log of contacts made with victims or witnesses in a case, or to generate
standard documents to victims or witnesses based on the type of log entry that is made.

To access this screen, click on the Contact Log option on the Victim/Witness pull-down menu or press C.
The following screen displays.

# LIONS - CONTACT LOG - [gncontak:1.6]

Action Edit Record Query window Help

&| [case
USAOQID: l— Caption:l Status: l_
EI VICTIMS, WITNESSES, AND RELATED PARTICIPANTS — al
EI Hame: I 0 I Role: l_ I—
2| agency: | I
ﬂl CONTACT LOG Copy to another Participant I I— of I—
ContactDate:| wee:l
Purpose: | | mtiators [ |
Staff: | | pocCode:[ [
SERVICE AGENCY REFERRAL [ o
Serv Agency: | |
Service Type: I I
Language: | | Special Srvcs: | |
CONTACT LOG COMMENT
I
[wep, 09-auG-2006 [esrawapans

Figure 7-18. Contact Log

After you have queried the case in which you want to make your contact log entries, you must find the
right victim or witness. This form works exactly like the Victim/Witness Information form in that you can
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guery Victims, Witnesses, and Related Participants by using the down arrow or by pressing F7, entering
the name and pressing F8.

The Name, Role and Agency fields in the VICTIM, WITNESSES AND RELATED PARTICIPANTS are
READ ONLY. The only time that an Agency name displays is if it has been entered into LIONS as a
Victim Agency.

Once you have found the victim or witness that you want to make a contact log entry for, you can enter
the following information:

Contact Date - LIONS will default to today’s date. You may overwrite this information by inserting your
own date in the format DD-MON-YYYY. The date cannot be greater than today’s date.

Type - Enter the type of contact that was made; e.g., LE (Letter). (LOV) The values for this field will be
created by each district prior to entry in this screen. See Section 7.8 for further discussion on how to
enter these values.

Purpose - Enter the purpose for the contact; e.g., CA (Crime Victims Compensation Awarded). (LOV)
The values for this field will be created by each district prior to entry in this screen.

Initiator - Indicate who initiated the contact: G (Government) or V (Victim). (LOV)

Staff - Enter the initials of the staff person making the contact. Any documents printed through the
Document Generation module of LIONS will be based on the entry of these staff initials. Staff who wish
to print documents containing victim or witness information must have authorization through the LIONS
Security Module to access the victim and witness information. If they do not, they will not be able to
generate documents successfully. It is recommended that the staff person making the contact log entry
be the person who prints the documents to be generated; that person's initials should be entered in this
field. (LOV)

Doc Code - This field is used for generating documents. A List of Values (LOV) is available and will
contain all documents previously created by the district which are valid for victims and witnesses.

After you have completed this block of information, you may add another contact log entry by using the
down arrow to access a new record or by pressing F6. If your contact with a victim or witness included
making a referral to a Service Agency, you should use CTRL + PAGE DOWN to the Service Agency
Referral block and make the following entries:

Service Agency - Enter the code of the Service Agency to which you have referred the victim or witness.
(LOV)

Service Type - Enter the types of services needed by the victim or witness that the Service Agency will
supply. (LOV)

Language - If there are any special language needs that the victim or witness has that will be provided by
the Service Agency, enter the language codes here. (LOV)

Special Services - Enter Special Services required. (LOV)

After completing entry of the Service Agency Referral information, you can use the down arrow to enter
additional Service Agency Referral information if you have made a referral to more than one Service
Agency during the contact, or you can use CTRL + PAGE DOWN to go to the COMMENT BLOCK.

Comment - Enter text as you would in WordPerfect. You can enter approximately 35 lines of text for
each Contact Log entry made. To see more of the comment screen press ALT +E and select Edit from
the menu. The editor displays as shown in Figure 7-9.

If you have completed entering all your contact log entries, press F10 to save and exit the form. If you
need to add additional contract log entries for a different victim or witness in the case, press F10 to save,
and go to the VICTIM, WITNESSES, AND RELATED PARTICIPANTS block to query the record.

7.8. Victim/Witness Case Summary

To access the Victim/Witness Case Summary, click on Vic/wit from the Main Menu, and then select
suMmary. Enter the USAOID number OR the Caption text, and then press F8 to execute query, or
select Query/eXecute to initiate a query. Tab to the field you wish to select and press F3 to GOTO the
selected screen. The summary of each field will be displayed after selected.
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22 LIONS - ¥ICTIM/WITNESS CASE SUMMARY - [gnvwsunn:1.2]
Action Edit Record Query Window Help

WED, 09-AUG-2006

Figure 7-19. Victim/Witness Case Summary

7.9. Victim/Witness Reports

The Victim/Witness module of the LIONS application comes with standard reports. To access them,
select the Reports option off the Victim/Witness pull-down menu, or press R.

2 | egal Information Dffice Network System - LIDNS
Civil cRim rePorts | Yichwit FRC Documents Inguiry  Admin ‘Window  Help

w wickimn Participant

Vickim/witness information
aGency

Defendant Restitution
Service agency

Contact log

service agency Name
service agency name and Address
Reskitution
contack Log

assistancE

case History
Caseload
nonassiskance
Stakistical

Figure 7-20. Accessing Victim/Witness Reports

Service Agency Name - Provides the code and name for each Service Agency in your system.

Service Agency Names and Addresses - Provides a list of Service Agency Names and Addresses.
Also lists the types of services and languages available by the Agency, and whether they charge a fee.
This report can be sorted by Service Agency Name or Service Type.

Restitution - Provides a listing of restitution ordered within a date range of Sentence Dates. This report
also shows any requested restitution made and whether a victim has received state compensation.
Contact Log Breakdown - Provides a listing of contacts made within a date range by USAO staff to
victims and witnesses. The Contact Log date is used for the range. The report is sorted by Contact
Purpose.
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Case History - This report is selected by case and provides a full history of pertinent information related
to victims in the case.

Assistance Report - Provides a listing of the number of victims and the number of witnesses in each
case that were assisted by the USAO during a period of time. Date range is based on the Contact Log
date.

Caseload - Provides a listing of all pending cases in which a victim or witness is involved.
Non-Assistance Report - Provides a listing of the number of victims and the number of withesses who
have not received assistance from the USAO during a period of time.

Statistical - Provides information for the annual report which must be filed with the Office of Victims of

Crime.
7.10. Victim/Witness Administration

The Victim/Witness forms contain fields which use a List of Values. These values must be created by
each district. To create these codes, use the maintenance forms. From the Victim/Witness pull-down
menu click on the option called Admin or press A. The following menu options displays.

7.10.1. Contact Type

When LIONS is installed, a limited number of codes will be provided. You have the option of changing or
deleting these codes or adding local codes.

To enter Contact Type codes, select the Victim/Admin/Contact Type to access the Contact Type screen.

# LIONS - CONTACT TYPE - [mncontyp g x|
Action  Edit Record Cuery  Window

e

Code Description

EEICIEIEL
i
ol

IW‘ED,DQ-AUG-ZI]I]B

Enter a query; press F8 to execute, Ctil+g to cancel.
Recard: 141 Enter-Query

Figure 7-21. Contact Type

A LIONS message displays when all maintenance forms are opened. This is a reminder that they can be
updated locally rather than by the EOUSA.

X

@ LIOMNS-522; This Table Contains Local USAO Look-up Yalues,

Figure 7-22. All Maintenance Forms Open Message

September 2006 7-15



LIONS User Manual

To delete a code, make sure the blue highlight bar is on the record you want to delete, and then press the
SHIFT + F6 keys at the same time. Before you add a new record, you should commit this change by
pressing F10.

All codes added in this table will be reflected in the List of Values for the type field in the Contact Log
form. (See Section 7.7.) To add a new code, use the down arrow to access a blank record or press F6.
At the blank record type the following information:

Code - This is a two-character free-form field. Enter a unique contact type code.
Description - Enter up to 50 characters to describe the contact type.

After you have completed making your entries into this screen, press F10 to save and
exit the form.

7.10.2. Contact Purpose

Selected codes are provided when LIONS is first installed in your office. These codes are used for the
purpose field in the Contact Log screen. (See Section 7.7.) You can modify or delete these codes and
can add new codes.

To enter Contact Purpose codes, access the Contact Purpose screen by selecting its menu option.

" LIONS - CONTACT PUR =10 x]
Action Edit Record Query Window Help

[ offzs

Code Description

|Z|-2|0 |8 |=|e
o

IW‘ED,DQ-AUG-ZI]I]B

Enter a query; press F8 to execute, Ctrikg to cancel.
Record: 141 Enter-Query

Figure 7-23. Contact Purpose
A LIONS message displays when all maintenance forms are opened. This is a reminder that they can be
updated locally rather than by the EOUSA. (See Figure 7-22.)

To ADD a new code, use the down arrow to go to a blank record or use F6. Enter the following
information for each new code you enter:

Code - This is a two-character free-form field. Enter a unique contact purpose code.
Description - Enter up to 40 characters to describe the contact purpose.

After you have completed making your entries into this screen, press F10 to save and
exit the form.
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7.10.3. Service Agency Types

When LIONS is installed, you can create a list of Service Agency Types to classify the agencies used by
your district. These codes will not be provided when LIONS is first installed in your office. These codes
are used in the Service Agency Picklist screen to describe the types of services provided by the Service
Agency; they will appear in the List of Values for the Service Type.

Select the Service Agency Type menu option to access the Service Agency Type screen.

:ﬁ.‘ LIONS - SERYICE AGE -0 5‘
Action Edit Record Query Help
& oo
v
Code Description
| | =
{1
2
]
E xit I I
| |
| |
/ /
| |
| |
| |
| |
/ /
| | =
WED ,09-AUG-2006
Lookup Code Yalue. |
Recard: 141

Figure 7-24. Service Agency Type

A LIONS message displays when all maintenance forms are opened. This is a reminder that they can be
updated locally rather than by the EOUSA. (See Figure 7-22.)

Code - This is a four-character free-form field. Enter a unique code for each type of service that a
Service Agency can provide; e.g., RAPE.

Description - Enter up to 50 characters to describe the service type; e.g., Rape Counseling.

After you have completed making your entries into this screen, press F10 to save and
exit the form.

7.10.4. Service Language Types

You can track language capabilities of service providers. These codes will not be provided when LIONS
is installed in your office. Each district must create its own codes. These codes are used in the Service

Agency Picklist screen to describe the types of languages spoken at the Service Agency, and will appear
in the List of Values for the Language Type.

To enter Service Language Types, select the Service Language Type menu option.
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gf LIONS - SERYICE LANGUAGE TYPE - [minsvinty:1.2]
Action Edit Record Query ‘Window Help

|- |@r|2 =@

IWwED 09-AU6-2006 |

Enter a query; press FBto execute. Chl+q to cancel
Record: 141 Enter-Query

Figure 7-25. Service Language Type

A LIONS message displays when all maintenance forms are opened. This is a reminder that they can be
updated locally rather than by the EOUSA. (See Figure 7-22.)

Code - This is a three-character free-form field. Enter a unique code for each type of language spoken at
the Service Agency; e.g., SP.
Description - Enter up to 30 characters to describe the language (Spanish, for example).

All codes added in this table will be reflected in the List of Values for the contact type field in the Contact
Log form.

After you have completed making your entries into this screen, press F10 to save and
exit the form.

7.10.5. Special Services

Select the Special Services menu option to access the Special Services screen.
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g_‘ LIONS - SPECIAL SERYICES - [mns¥spc:1.2]
Action Edit Record Query ‘Window Help

[ o
=

|- |@r|2 =@

IweD,03-au6-2006 |

Enter a query; press FBto execute. Chl+q to cancel
Record: 141 Enter-Query

Figure 7-26. Special Services

A LIONS message displays when all maintenance forms are opened. This is a reminder that they can be
updated locally rather than by the EOUSA. (See Figure 7-22.)

Code - This is a three-character free-form field. Enter a unique code for each type of language spoken at
the Service Agency; e.g., SP.

Description - Enter up to 30 characters to describe the language; e.g., Spanish.

All codes added in this table will be reflected in the List of Values for the contact type field in the Contact
Log form. (See Figure 7-18.)

After you have completed making your entries into this screen, press F10 to save and
exit the form.
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8.0 APPEALS

When you receive an appeal, whether it is from final judgment or an interlocutory appeal, you will need to
put the appeal in LIONS. If the appeal has been filed on a case that is in your system, attach it to the
original case. See the instructions in Section 8.2. If you receive an appeal where your district did not
handle the original case, open it as an appeal ONLY. See the instructions in Section 8.3.

8.1. What is an Appeal?

An appeal begins with the filing of a Notice of Appeal in the Court of Appeals or Supreme Court (either
state of federal). It can be opened in LIONS at the time of the Notice of Appeal or when the appeal is
docketed by the Court of Appeals.

Appeal from Final Judgment. An appeal record must be initiated in LIONS when an appeal from final
judgment is filed.

Interlocutory Appeal. An appeal record must be initiated in LIONS for an interlocutory appeal.

Other “Appeals.” Appeals of administrative decisions to the District Court; e.g., Social Security Disability
Appeals, and “appeals” to the District Court from Bankruptcy Court and Magistrate Court are not
considered to be appeals in this context.
Note: For Social Security appeals, see U.S. Attorneys Procedures, Civil Policy Section. For Bankruptcy
appeals to District Court see U.S. Attorneys Procedures, Criminal Policy Section. For Appeal of a
Magistrate Judge’s Decision, see U.S. Attorneys Procedures, Criminal Policy Section.

Notify the Financial Litigation Unit of the appeal if a debt is pending so that they can take appropriate
action.
8.2. Docketing an Appeal for an Existing Case

When an interlocutory appeal is filed or an appeal from final judgment is filed on a case in your system,
update the LIONS file. From the Criminal or Civil pull-down menu click on Appeal or press the letter A.
The Appeals screen shown in Figure 8-1 displays. Enter the USAOID and press F8.

2" LIONS - APPEALS - [gi 131 x|
Action  Edit  Record G v Help
ﬂ CASE
USAOID: | Caption: | Stalus:l
E APPEAL I_ OfI_
HOAP Date: Courtloc:
- | [ [ 7
Docket Date: I Court Humber: I
E US Role: I I Appeal Type: I_ I
ﬂ Lead AUSA: I I Start nme;l
M Sent Appeal: I_ Consolidated Appeal:l il Cross Appeal: il
Appeal Disp Date: I Disposition: |
Mandate Filed: I
Disposition Reason: I Generate Initial Events I
PARTICIPANT/APPEAL
Last Hame, First Hame
WED, 09-AUG-2006 fssctzamn> 4| |
Enter a query; press F8to execute, Chil+q to cancel
Record: 141 Enter-Query

Figure 8-1. Appeals

NOAP (Notice of Appeal) - Enter the date the Notice of Appeal was filed. This field is required if there is
no Docket Date.
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Court/Location - Enter CA (United States Court of Appeals), ST (State Court), or SC (United States
Supreme Court). You can also enter a location for the court. (LOV)

Docket Date - If the appeal has been docketed, enter the appropriate date. This field is required if there
is no NOAP date.

Court Number - Enter the number assigned by the appellate court. A court number is required if there is
a Docket Date.

US Role - If the US filed the appeal enter AN (Appellant). Otherwise, enter AE (Appellee) or A (Amicus).
(LOV)

Appeal Type - Enter A (Appeal From Final Judgment) or | (Interlocutory Appeal). (LOV)

Lead AUSA - Enter the staff member responsible for the appeal. (LOV)

Start Date - LIONS will default to today’s date. It can be changed.

Sent Appeal (Sentence Appeal) - Enter Y (Yes) if the appellant is appealing all or part of a criminal
sentence. Otherwise, enter N (No).

Consolidated Appeal - If the appeal is being consolidated with another appeal in the same case, click on
the down arrow button to the right of the field. You will receive a pop-up block as shown in Figure 8-2,
where you can enter all appeals with which the current appeal record is consolidated. Click the List
button to see the Court Numbers of all appeals in the case, select the desired court number(s), and then
press ENTER.

| Consolidated Appeal

Court Humber

|
|
|
!
! -

List | Sauel Cancell

Figure 8-2. Consolidated Appeal Pop-up

Cross Appeal - If this is a cross appeal to another appeal in this case, click on the down arrow button to
the right of the field. You will receive a pop-up block as shown in Figure 8-3 , where you can enter all the
appeals for which the current appeal record is a cross appeal. Click the List button to see the Court
Numbers of all appeals in the case, select the desired court number, and then press ENTER.

| Cross Appeal

Court Humber

w

List Save Cancel

Figure 8-3. Cross Appeal Pop-up

Appeal Disposition Date - Enter Appeal Disposition date.
Mandate Filed - Enter date the mandate was filed.
Disposition Reason: Enter code for disposition reason (LOV).
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Generate Initial Events - If you click on this field, LIONS will create the initial appeal events based on the
Government's role in the case.

If the US Role is AN, the events are:

OBRG - Opening Brief (Government)
ABRO - Answering Brief (Opposing)
RBRG - Reply Brief (Government)

If the US Role is AE the events are:

OBRO - Opening Brief (Opposing)

ABRG - Answering Brief (Government)

RBRO - Reply Brief (Opposing)

Participant/Appeal

When you have completed entering the Appeal information, press CTRL + PAGE DOWN to attach

participants to the appeal. Press F9 to select the participants involved in the appeal. Enter the
appropriate participant role (for example, AE for Appeal Filed Against US, or AN for Appeal Filed by US).

When you have completed attaching participants, press CTRL + PAGE DOWN or click the Next Page
button to enter assignments. See Figure 8-4.

ASSIGHNMENTS
Inits Hame Position Start Date End Date

[ad [vacobs, Angela [C oo-Auc-2006 | =
| | [ ] | |

.
| | [ ] | z

Figure 8-4. Assignments Block

Inits (Initials) - Enter the code for the staff member assigned to the appeal. The codes for this field are
established by your district. (LOV)

Position - LIONS will default the first entry to L (Lead). You are only allowed one open Lead. (LOV)
Start Date - LIONS will default to today’s date; however, it can be changed.

End Date - Use this field to record the date the staff member's involvement in the appeal ended.

When you have completed entering the assignment, press CTRL + PAGE DOWN or click the Next Page
button to enter opposing counsel information. See Figure 8-5.

OPPOSING COUNSEL
For: [Jay, Fred

Initials Last Hame, First Hame Type Start Date End Date
[ | =
[ | | |
[ ] | Iz

Figure 8-5. Opposing Counsel Block

If needed, you can enter information about the opposing counsel. If opposing counsel was entered for
the defendant at the lower court level, this information displays in this block. Additional opposing counsel
names can be added.

Inits - Enter the initials of the opposing counsel. The codes for this field are established by your district.
(LOV) LIONS will automatically enter the name based on the initials entered.

Type - Enter the code that describes the type of counsel for the defendant; e.g., AP (Appointed). (LOV)
Start Date - Enter the date the opposing counsel became involved in the appeal. This is required if
initials are entered.

End Date - Use this field to record the date the opposing counsel’s involvement in the appeal ended.

When you have completed entering Opposing Counsel information, press CTRL + PAGE DOWN or click
on the Next Page button to enter judge information. See Figure 8-6.
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COURT/JUDGES
Initials Last Hame, First Hame Start Date End Date Decision
|wener wilkins, William W |o9-AuG-2006 | | =

I
-

Figure 8-6. Court/Judges Block

At local option, you can track the judges hearing an appeal.

Initials - Enter the initials for the Judge(s) hearing the appeal. The codes for this field are established by
your district. (LOV) LIONS will automatically fill in the appropriate judge's name based on the initials
previously entered.

Start Date - LIONS will default to today’s date; however, it can be changed.

End Date - Use this field to record the date the judge’s involvement in the appeal ended.

Decision - At local option, you can enter a judge’s decision; e.g., FMD (Affirmed). (LOV)

When you have completed entering Judge Information press CTRL + PAGE DOWN or click the Next
Page button to enter Event information. See Figure 8-7.

EVENT

Event Date Time Staff
Event Action Date Scheduled Scheduled Initials
o | | | | -
| [ ] | | |
| [ ] | | | -
4 | 2

Figure 8-7. Event Block

Event - If you previously clicked on the Generate Initial Events button, preset events will occur. Enter a

Scheduled Date for these events. If any of them do not apply to your appeal, you can delete them

(depending on your security access rights) by pressing SHIFT + F6 while your cursor is in the Event field.
You can also add an event that is not one of the initial codes. Remember to enter either an Event
Date or a Date Scheduled. LIONS will automatically default the Staff Initials to the Lead staff
member you previously entered.

When you are done entering event information, attach the applicable participants to the events. Press
CTRL + PAGE DOWN or click the Next Page button to attach participants to events. See Figure 8-8.

PART/EVENT
Event Action Event Date Date Sched Time Sched Staff
|ABRG |Answering Brief (Go W|ﬂ1_auc_2nns 13-AUG-2006 | jad
Last Hame, First Hame Role
IJay, Fred IA_ =
| | |~

Figure 8-8. Participants/Event Block

Last Name/First Name - Press F9 for a list of the participants who are part of this appeal. Press
ENTER for the participants you want to attach to the event. If you have another event that you need
to attach participants to, press CTRL + PAGE DOWN, then arrow down to the next event.

When you have completed attaching participants to events, press CTRL + PAGE DOWN or click the Next
Page button to enter a comment. See Figure 8-9.
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|z |@|3 |@|=]e

Action Edit Record Query ‘Window Help
CASE
USAOID: |2008V01 408 | Caption: Iles‘l Status: IA
APPEAL [1 et
HOAP Date: I Court oc: ICA ICOURT OF APPEALS
Docket Date: Im -AUG-2006 Court Humber: IQDD
US Role: [ [amicus appeal Type: [0 [oTHER
Lead AUSA: IA.I IJACOBS, ANGELA Start Date: II]!]—AUG—ZI]I]E
Sent Appeal: I_ Consolidated nppeal:l ll Cross Appeal: ll
EVENT COMMENTS
PART/EVENT
=
WED
I

4 LIONS - APPEALS - [gnap

=10l =]

Search | QK I Cancel |

Press F10 to accept changes, Chl+q to cancel
Record: 141

Figure 8-9. Event Comments

8.3. Docketing an Appeal Only

It is sometimes necessary to open an appeal for which no lower court case has been opened in your case
management system (or the case has been purged). If you need to docket an appeal only, follow the
rules for opening a new civil file (see Chapter 3), or a new criminal file (see Chapter 5). lItis
recommended that when you docket an appeal only you use the Short Forms.

Following are special instructions for completing the Civil Short and Criminal Short for an appeal only:

8.3.1. Case

The following explains the values to be entered for the Case screen.

Role - Enter AE (Appeal filed against US), AN (Appeal filed by US) or A (US is Amicus). (LOV)

8.3.2. Court History

The following explains the values to be entered for the Court History screen.
Court - Enter CA (Court of Appeals), ST (State Court), or SC (Supreme Court).

Appeal Type - Enter A (Appeal From Final Judgment) or | (Interlocutory Appeal).

Filing Date - Enter the Appeal Docket Date or the Supreme Court Docket Date.

Court Number - Enter the number assigned by the Court of Appeals or Supreme Court.

8.3.3. Participant

The following explains the values to be entered for the Participant screen.
Role - Enter AE (Appellee), AN (Appellant) or A (Amicus).

8.3.4. Relief (Civil Only)

The following explains the values to be entered for the Relief screen.

Type of Relief - Enter N (Nonmonetary).
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Requested By - Enter G (Government) if we filed the appeal or O (Opposing Party) if the appeal has
been filed against us.

8.4. Closing an Appeal

Normally, you should close the appeal record when the opinion of the Court of Appeals is received. If you
want to know that a Petition for Writ of Certiorari has been filed, you can wait until the time for filing a
Petition for Writ has passed. If a Petition for Writ of Certiorari is filed, at local option, you can leave the
appeal open until writ is granted or denied. If Writ is granted, open a new appeal record.

When you are ready to close an appeal, select the Appeal screen from either the Case Summary screen
or the Civil or Criminal pull-down Menus. Enter the following information:

Disposition Date - Enter the date a decision was made by the Appellate Court.

Disposition - Enter the appropriate Appellate Disposition code; e.g., FA (Favorable to US). (LOV)
Mandate Filed - Enter the date the mandate was filed. If you enter a date in this field LIONS will
automatically create an event of MAND (Mandate).

Disposition Reason - At local option, you can track a reason that further defines the disposition; e.g.,
AFMD (Affirmed). (LOV)

When you press CTRL + PAGE DOWN from the Appeal screen, you will go through a series of records,

including the Assignment, Opposing Counsel, and Judge. Enter an End Date in each one of the records.
At local option, enter a Decision by Judge (AR for Affirmed and Reversed, for example). The purpose of
the Decision field is to allow the district to track the individual members of a panel’s decision.
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9.0 OVERVIEW OF DOCUMENT GENERATION

9.1. Document Generation Procedures

The Document Generation Module has been designed to combine the features of WordPerfect and
Oracle. The information needed to complete documents is extracted from the LIONS database, stored in
a secondary merge file, and merged with standard documents (primary file). (For a detailed discussion of
WordPerfect's merge function, refer to the WordPerfect Reference Manual, which was provided with your
software.)

The standard documents initially provided are Victim/Witness letters and notices. These documents can
be used as they are or they can be customized for your office. This chapter will discuss the three ways
documents can be generated and how to customize the standard letters for your office.

The Victim/Witness module in LIONS is no longer supported by CMS. Victim cases are
now tracked through the Victim Notification System outside of LIONS.

In order to successfully print Victim/Witness letters and notices, you must make sure that each individual
who is to receive a notice or letter is entered into LIONS as a participant with a type of | (Individual) with a
role of V% (i.e., any victim role), WT (witness) or %W (i.e., any other witness role). Refer to Chapters 4
(Civil Update) and 6 (Criminal Update) for further discussion on entering LIONS patrticipants.

9.2. The Document Generation Menu

To access the Document Generation Menu select ALT + D from the LIONS main menu or click on
Documents as shown in Figure 9-1.

¥ | egal Information Office Network System - LIONS
Ciwil cRim rePorts  Vicfwit FRC &ocuments Ingquiry  Admin  Window

generate by Event
generate by Contact log
generate by Document

merge document

Figure 9-1. Document Generation Menu

In order to generate documents properly, victim/witness names and pertinent personal
information must be entered into LIONS. Refer to Chapters 4 (Civil Update) and 6
(Criminal Update) for further discussion on entering LIONS participants.
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There are three types of documents available through this module: Batch, Event, and Contact Log. Each
method determines what information will be printed.

Generate by Event - These documents require the user to enter a document code in the event record,
and should be used when the notice or letter refers to ONLY one defendant in the case.

Generate by Contact Log - These documents require the user to enter a document code in a contact log
record, and should be used when the notice or letter is to be directed to ONLY one victim/witness. A
separate letter or notice will be printed for each defendant in the case.

Generate by Document (Batch) - These documents can be printed for all cases with a LIONS received

date in a specified range. The received date is usually the date the matter or case was received in your
office.

There are two methods for printing documents through this module:

Merge Document (No Print) - This option allows the user to merge LIONS data into a pre-selected
WordPerfect document and save it to the C:\DATS directory without printing it. This is useful if the
standard document must be customized for a specific case or circumstance.

Merge Document (Print) - This option allows the user to merge LIONS data into a pre-selected
WordPerfect document and print it immediately.

9.3. Event Documents

Event documents should be used when documents must go to ALL victims or withesses of an event.
Make sure that you have first entered your victims and/or witnesses through the Participant Form.

To use event documents, the user must first enter an event. Select the Event option off the Civil or
Criminal Update, General Update menu. The following screen displays.

EPLIONS - EVENT - Jgnevand:] 4]

gchion £t Hecord Qusry Window  Help

B (case :
E USAOID: [200fvINSES | Caplioe [Testing This Form Statuiaz I'E:_
2 peafee L ; o
= [Matt in Cour | | S
E7 | | r o S
ﬂ'l BT Cims Baoey Bapart Ewvert Date Time Stalf
Pl Event Actisn  Date Scheduled  Scheculed  IMIT
= i | | [ | =
[ | [} I | |
- 1 [ 1 [ .
T 1 1 I | I I ] =
1l | i
EVENT COMMENTS
|
T e

Figure 9-2. Event Screen 1

Enter the USAOQID or a partial Caption of the case and Press F8 to query up your case to add the event
information. For more information on entering LIONS events, refer to Chapter 4, Section 4.11 for civil
events, and Chapter 6, Section 6.14 for criminal events.

If a document refers to a scheduled event (e.g., trial, sentence hearing), enter the Date Scheduled and
the Time Scheduled. Scroll to the right to enter additional information pertaining to the event that will
print in your document, and to add the document information.
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2008 VINSES exting Thiz Form

Figure 9-3. Event Screen 2

The following fields are used in Document Generation:

Doc # - Enter the code for the document you wish to print. (LOV)
Document Staff Initials - LIONS will automatically default the Document Staff Initials to the user who is
logged on.

For security reasons, the Document Staff Initials cannot be changed. The user who
enters the event must print the document.

Document Date - Enter the date the document will be printed. This date defaults to today's date, but can
be changed. It is used for the date range of document dates in Document Generation. If you enter a date
other than today, keep a record of this date for use when you generate your documents.

If the document refers to a Judge and hearing location, enter this information in the appropriate fields.
Participant/Events - It is critical that you attach the defendant(s) to the event that the document will be
referencing. If you fail to make this attachment, the document will print without the defendant’'s name. If
you attach more than one defendant to the event, a document will be printed separately for each
defendant. In other words, if there are three victims in the case, and you attach two defendants to the
event, a total of six letters will be printed; i.e., each victim will receive two letters.

9.3.1. Generating Documents by Event

To generate documents by event, select the Documents option off the LIONS Main Menu, and the
Generate by Event option. The Document Generation from Event Records screen displays as shown in
Figure 9-4 below.
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XVLIONS -

rd  Query Window Help

BN Action Edit R
] — e
Document Start Date: Document End Date:
B
il Total ber of records selected I
El Document
> UsAOID Event Document Date Code
il | [ | =
Al | - |
| L |
| I |
| L |
| L |
| L |
| L |
| L |
| [ | =]
IW‘ED, 09-AUG-2006 =55

Figure 9-4. Document Generation from Event Records
Multiple documents can be printed at a time. Enter the range of dates within which the Document Date
falls. This is the document date you entered in the event record.

Document Start Date - Enter the beginning date of the range.
Document End Date - Enter the end date of the range and press ENTER.

The USAOID, Event code, Document Date, and Document Code will be shown for all events with
Document Dates that fall within the specified range.

Click on the Create Document Data button to generate your documents. You will receive the error
message shown in Figure 9-5 below.

¢4 |0 LIONS_5.0.UAT",Build 10", DOCGEN.exe

Working. Please wait...

Connected to Oracle.

Procezsing event record # 1: document 381 for CASEID 2806081397

Figure 9-5. Document Generation Error Message

This is an informational window that will be cleared from the screen if the merging process is successful.
During this process, the secondary merge document is being created from the event information
previously entered. If you receive any errors in this window, they indicate that the secondary merge
process has failed; contact your System Manager for assistance.

After the secondary merge document(s) has been created, you can choose to merge it with the primary
WordPerfect document and print it immediately, or you can choose to merge it and not print. See
Paragraphs 9.6 and 9.7 below for further instructions on printing documents.
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9.4. Contact Log Documents

Contact Log documents should be used when a notice or letter must go to only one victim or witness. To
use this feature, the user must first make a contact log entry for the victim or witness who is to receive the
letter or notice. Refer to Chapter 7, Section 7.7 for instructions on making contact log entries.

On the Contact Log screen shown below, the Contact Date, Staff (Initials) and Document Code are fields
used to generate documents.

9 LIONS - CONTACT LOG - [gncontak:1.5]

Action Edit Record Query Window Help

B
]
] —

Figure 9-6. Contact Log

Contact Date - Enter the date the contact was made with the Victim/Witness.

Staff (Initials) - The user whose initials are entered in this field is the only one who can generate the
document specified in the Doc Code field. This is in keeping with LIONS security.

Doc Code (Document Code) - Enter the code for the document you wish to print. (LOV)

Multiple Contact Log entries can be made with different documents requested on each entry. Keep a
record of the Contact Date entered for each Contact Log entry for which a Document is requested. These
dates will be used to generate documents later.

9.4.1. Generating Documents by Contact Log

To generate documents by Contact Log, select the Documents option off the LIONS Main Menu, and the
Generate by Contact Log option. The Document Generation from Contact Log Records screen displays.
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?,f“ LIONS - Document

ﬁ Action  Edit Record Query ‘Window Help
El Contact Start Date: IIJ1 -JAN-1990 Contact End Date: |31 -DEC-2006
B
il Total ber of records selected: Il]
El Document
& UsAOID Purpose Contact Date Code
2] | | [
Al | . |
| L |
| L |
| L |
| L |
| L |
| L |
| | |
| (- | 2
Create Document Data |
IWED, 09-AUG-2006 =5

Figure 9-7. Document Generation from Contact Log Records

Enter the range of dates for which contact log entries have been made and a document code has been
added.

Contact Start Date - Enter the beginning date of the range.
Contact End Date - Enter the ending date of the range and press ENTER.

The USAOID, Contact Purpose, Contact Date and Document Code will appear for each Contact Log
entry with a document code where the Contact Date falls within the specified range.

Click on the Create Document Data to create the secondary merge files from the data entered in the
Contact Log. The error message shown in Figure 9-5 displays. This pop-up window will clear when the
merge process successfully completes.

If you receive any errors that the merge process was not successful, contact your System
Manager for assistance.

9.5. Batch Document

This option allows the user to print documents based on the LIONS received date. A separate document
code does not need to be entered in any other LIONS screen.

When a batch document is requested, a separate notice or letter will be printed for each defendant to
each victim or witness in the case. In other words, if there are three victims and three defendants in the
case, each victim will receive three letters/notices; a total of nine letters/notices would be printed.

To print batch documents, select the Documents option off the LIONS Main Menu and the Generate by
Document option. The Document Generation by Document screen displays.
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2| IONS - Document Generation by Document - [docmb:1.2]

ction Edit Record Query Window Help

Batch - ¥ictim Witness Letter

Batch-Initial ¥ictim Contact Investigation Letter

Batch - Initial Notice in Large Case

White Collar Crime Initial (Investigative Stage)

Figure 9-8. Document Generation by Document

Use the DOWN ARROW or mouse to highlight the document you wish to print then click on the arrow
button in the bottom right corner of the screen. If you know the number of the document you wish to print,
you can enter the number at the Enter Document Code prompt in the top block. The Document
Generation by Document screen displays for the specified document.

L“ LIONS - Document Generation by Document - [docmb:1.2]
ﬁ Action  Edit Record Query ‘Window Help

START RECY DATE DD-MON-YYY¥Y

END RECY DATE DD-MON-YYYY

Create Document Data

Figure 9-9. Document Generation by Document for a Specified Document

Enter the range of dates for all cases that you wish to print the selected batch document. The date used
is the LIONS received date. The document will print for all matters/cases that have a LIONS received
date within the range, and victims or witnesses entered. If there are not victims or witnesses entered into
LIONS, batch documents will fail.

Start Recv Date - Enter the beginning date of the range.
End Recv Date - Enter the ending date of the range.

Click on Create Document Data. You will see the pop-up window shown in Figure 9-5. This is an
informational window which will be cleared from the screen if the merging process is successful. During
this process, the secondary merge document is being created from the information previously entered
into LIONS.
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If you receive any errors in this window, they indicate that the secondary merge process
has failed. Contact your System Manager for assistance.

9.6. Print Options

9.6.1. Merge Document (No Print)

This option allows the user to merge the secondary WordPerfect file that contains LIONS data, into the
standard WordPerfect document. Files with a *.dat and *.fin extensions along with a MERGE.CNT file are
created in the C:\DATS directory for the document code. This is useful if the standard document must be
customized for a specific case or circumstance. For example, the following documents might be created
during this process: worked

101.dat Secondary merge file containing database information
101.fin Final document with secondary data merged into the standard document.merge.cnt

To edit the *.fin files, the user must access them through WordPerfect 6.1 on their workstation. The files
are located in the C:\DATS directory. You will note that all the LIONS data has been merged into the
primary WordPerfect document. Any change can be made to the document(s) before printing.

9.6.2. Merge Document (Print)

This option allows the user to merge the secondary WordPerfect file that contains the LIONS data into a
standard WordPerfect document and print it immediately. All documents will print to the printer defined
for your WordPerfect documents.

9.7. Getting Started (Suggested Plan of Action)

Before using the document generation module, some preparation is needed. The documents provided
are the only ones that can be used at this time. If you have a need for additional documents contact the
Case Management Staff for assistance.

WordPerfect - All LIONS documents are stored in this directory: O:\ORAAPP\EXE\LIONS\LIONSDOC.
All documents will print to the printer defined for your WordPerfect documents. Use normal WordPerfect
commands to print or retrieve documents.

Appendix C is a listing of all Victim/Witness letters provided with this system. If you decide to use one or
more of these document, you must first review and tailor them to include local information.

Identify - Select a standard document from within LIONS.

Print - Once identified, print out a hard copy.

Highlight - Highlight the variable fields in the entire document.

Verify - Verify that the variable fields used in the standard document are the ones used in your office
documents. If not, then make a notation of what changes need to be made and contact your System
Manager before you make any changes to the document.

Changes to variable fields will require a change to the background SQL statement that
pulls the data from the database into the secondary merge file. Presently, these changes
must be made by EOUSA. If you need changes made, contact your System Manager. If
changes are made to the document without changing the SQL statement, the document
will fail.

Modifications - You should make the following changes in the document using WordPerfect.
Enter local information in lieu of the notes in brackets; e.g., the United States Attorney's name.

Add printer commands, styles, etc.,
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Modify documents to incorporate local language without renumbering the merge codes. They can be
rearranged as long as you maintain the original numbers, since those numbers reflect the order of the
fields in the SQL statement.

| Changing the numbering of the Merge Codes will cause the document to fail. |

You may enter and update as many documents as you choose during a session. When you are finished,
exit WordPerfect.
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10.0 CLOSED FILE MANAGEMENT

10.1. Contents of Closed Files

When a file is closed, it should contain substantive records to provide “adequate and proper
documentation” to understand the nature of the case and the U.S. Attorney's legal and administrative
handling of it.

The attorney closing the case is responsible for ensuring that the files are complete and contain all
necessary documentation and that appropriate items have been destroyed or returned. For example,
duplicate items should be destroyed. Material which belongs to other individuals (personal items),
agencies, or clients, and is clearly not the property of the U.S. Attorney, should be returned. This is
especially important in the case of evidence, which should be returned to the investigative agency which
obtained it.

EOUSA Resource Manual 124 states: “Papers in closed litigative case files that are duplicated in the
records of Federal courts may be removed and destroyed.” If in doubt as to whether or not certain papers
in the file are duplicated in Federal courts, they are to be retained in the case file. Items listed below that
are generally duplicated in Federal courts are identified with an asterisk (*).

The items listed below are not meant to be all-inclusive! There may be additional
documents relating to immigration, bankruptcy, or other matters which will require a
decision on the part of the U.S. Attorney’s office as to whether or not copies are filed in
the Federal court, or if they are required for a basic understanding of the file or for file
integrity.

The case file should contain:

indictments *

litigation reports

investigative reports

pertinent Grand Jury materials, including transcripts, which should be packaged based on local
procedures. For example, many districts place Grand Jury material in large envelopes or other
containers, seal them, and mark them “Grand Jury Material,” and place them in boxes along with the rest
of the case file material.

all pleadings *

all external and internal correspondence

The National Archives and Records Administration defines correspondence as “Letters,
postcards, memorandums, notes, telecommunications, and any other form of addressed,
written communications that are sent and received.” These differ from hand-written
notes, which are usually written to the file or to other attorneys or supervisors, and which
may or may not be considered record material based on the content and whether or not
they add to a proper understanding of case actions.

“External” refers to correspondence received and sent to outside activities (law firms,
other Federal, State and local agencies, etc.). “Internal” would include any formal
correspondence received or sent between the USA and EOUSA, other Department
components, or within the USA component itself.

discovery documents filed with the court; e.g., interrogatories, requests for production, admissions,
authentications, indexes, etc. *

evidentiary materials cited in pleadings or arguments or pertinent to decisions reached for strategies
pursued in litigation (could be attached to pleadings)
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documents entered as official exhibits for trials and depositions (excluding oversized presentation
exhibits)

relevant depositions

transcripts; e.qg., trial, hearings, oral argument, etc. *

all court orders, decisions, judgments, findings, stipulations, etc. *

all relevant settlement documents and appeal documents *

notes and memoranda that explain and document strategies devised and decisions reached during the
litigation

documents having intrinsic research value

asset forfeiture/debt collection documents (some U.S. Attorneys’ offices establish a debt collection file
maintained separately from the litigation case file (see Item 15, Exhibit D, Chapter 4, Title 3, United
States Attorneys' Manual))

Form USA-207, Notice to Close Legal Case File, signed by the Assistant U.S. Attorney

The case file should not contain:

drafts, unless they were circulated or made available to employees other than the creator, for official
purposes, such as approval, comment, action, recommendation, follow-up, or to communicate with staff
about case business and they contain unique information, such as substantive annotations or comments
that add to a proper understanding of the case actions

telephone notes unless they add to a proper understanding of case actions

work files unless they add to a proper understanding of case actions

research materials

duplicate copies of documents

published materials

notes without future research value

documents collected during discovery but not used as official exhibits, documents or proceedings not
cited in court, or documents not directly used in arguing the case or developing the litigation strategy
original submitted documents (include, however, a note to the file detailing the disposition of the
submitted documents -- usually they are returned to the agency or originator or destroyed if the originator
refuses them)

oversized exhibits made for presentation purposes; e.g., charts, photographs, etc. non-paper exhibits or
materials; e.g., guns, pieces of equipment, tissue samples, etc.

pertinent information recorded on micrographic, audiovisual, or electronic media unless they fully meet
strict requirements specified in 36 CFR, Chapter XIl. Generally, the file should contain a printed
transcription of any such pertinent information.

10.2. Expungement Orders
Procedures for the court ordered disposition of records are covered by two Departmental orders:

DOJ Order 2710.7D, dated May 3, 1993, Recordkeeping for Violations Committed Under the Controlled
Substance Act.

DOJ Order 2710.10A, dated April 20, 1990, Federal Court Orders for the Disposition of Official Records
other than under the Controlled Substance Act.

Under the Controlled Substance Act, an order of deferred entry of judgment may be entered if the
defendant is placed on probation not to exceed one year under 21 USC 844 and 18 USC 3607. At the
expiration of the term of probation, the proceedings are dismissed and the defendant is discharged from
probation. The Information Management and Security Staff, Justice Management Division, is responsible
for maintaining the nonpublic record required by the statutes. All other copies must be eliminated.

The United States Attorneys' offices are responsible for executing court orders to seal or expunge records
not specifically covered by 21 USC 844 or 18 USC 3607.

With respect to your office's case management system, it is necessary to update the Criminal record so
that personal identifiers are eliminated. To do so, follow the update procedures and change the following
fields to “EXPUNGED”:
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If the Defendant's name is part of the caption change the Case Caption to "EXPUNGED".

Change the Defendant name to "EXPUNGED".

Blank out the Defendant's Social Security Number.

Blank out the Defendant's address.

Delete any Alias Records that pertain to the Defendant.

Delete any Defendant Event, Case Event or Case Notes that contain personal information about the
defendant.

After changing these fields, review the record to determine that none of the note fields contain the
defendant's name, alias, or other identifiers. If they do, these fields must also be updated. In addition to
updating LIONS, be sure to destroy any physical records.

10.3. Physical Location of Closed Files and Local FRC Numbers

LIONS can be used to track the location of physical files in your office, as well as at the Federal Records
Center

The Federal Records Center (FRC) module of the LIONS application is designed to assist USAO
personnel in preparing files ready for shipment to the FRC. Data entered into this module will result in the
following benefits to the USAO:

Generates listing of cases which must be attached to the SF 135 form (Records Transmittal and Receipt).
Maintains an on-line listing of the Accession Number, Accession Location, and Box number for each file
sent to the FRC with easy inquiry capabilities.

Provides a worksheet for USAO personnel responsible for shipping records to the FRC.

The Miscellaneous Numbers screen illustrated in Figure 10-1, allows you to track the physical location of
files prior to being sent to the Federal Records Center and local FRC numbers.

To access the Miscellaneous Numbers screen, go to the Main LIONS Menu and select either Criminal
OR Civil. From the pull-down menu select Update. From the Update menu select General Update, and
then select Miscellaneous Number. Accessing the screen from the Criminal option will give you criminal
files; accessing the screen from the Civil option will give you civil files.

't}“ LIONS - MISCELLANEDLY:

Action  Edit Record  Query

Help

El CASE
EI USAQID Caption DCMHS Physical Location FRC #
Al | | | | -
| | | | |
[2)
20 [ [ [ [
LN | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | | | -

Figure 10-1. Miscellaneous Numbers Form

You can enter data for one case or for multiple cases. If you perform a blind query (F8) all criminal or civil
files in the database will be called up. You can query up a specific case by keying in the USAOID and
pressing F8; you can also enter a partial USAOID; e.g., 1996R003% which would give you all criminal
files that begin with 1996R003; e.g., 1996R00301, 1996R00302, etc.
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Physical Location - You can track the location of files that are stored in the office prior to being sent to
the Federal Records Center. Enter the appropriate location; e.g., File Room - 2nd floor. This is a local
field with definitions established by your district.

FRC # - Some districts assign an in-house number to files that are stored in the office prior to being sent
to the Federal Records Center. This is a local field and the numbers are established by your district.

10.4. The FRC Module

The FRC Module has been designed to allow you to track closed files in accordance with the
Department's records management program. See the United States Attorneys' Manual, Title 3-4.434.

To access the FRC module from the LIONS Main Menu, click on the FRC option or press ALT + F. The
following pull-down menu displays.

2 Legal Information Office Network System - LIONS
Civil cRim  rePorts  Vicfwit | FRC  Documents  Inguiry  Admin Window  Help

request Log
Inquiry Hello LIOHS [LIONS]

Reports

TR&H Relesse 1.1 .0 - March 16, 2005 LICNS Release (MT) 4.8.0 - March 18, 2005

Figure 10-2. Federal Records Center Menu

There are several options on this pull-down menu. The STORAGE option allows you make entries into
an automated log of all files to be shipped to the FRC. The REQUEST LOG option allows you to keep an
automated log of all requests made to the FRC for retrieval of files. The INQUIRY option allows you to
guery up information about a file that has already been shipped to the FRC to ascertain the accession
number, accession location, and box number.

Before you enter data into the FRC STORAGE form, it is recommended that you run the report called
Cases Not Sent to FRC off the FRC Reports Menu. This report will provide a worksheet of all cases
closed within a date range entered by the user. The following information is listed on the report:

| Case Caption - AUSA - Court - Court # - Disp Date - USAO# - Case Destruction Date |

Additionally, it provides spaces to enter the following information by the individual responsible for
gathering the files for shipment:

[ Accession # - Box Number - Number of Folders in the Case - Folder Description |

After the worksheet is completed and files are boxed for shipment to the FRC, the user is ready to enter
data into the FRC STORAGE form.
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10.5. FRC Storage

To access the FRC Storage form from the FRC pull-down menu, click on the option called Storage or
press S. The FRC Storage form screen opens. When the form opens, there is a message asking the
user to select which number is used to ship files to the FRC: the system generated USAOID or an office
designated FRC number that is assigned to the file after it is closed.

The answer to this prompt will dictate what number appears in the lower left-hand column of the screen.
If an office is going to use the FRC number to ship files, this number MUST be entered into LIONS. You
can do so through the Miscellaneous Numbers screen discussed in Section 10.3 of this chapter.

Once the user has selected the kind of number used to ship files to the FRC, the full screen displays.

’9" LIONS - FRC STORA

Action Edit  Record indow  Help

&
STORAGE | of |
EI Storage Id: I Branch: I Total Humber of Boxes: I
EI Accession Hum: I Permanent: I— Date Sent: I
ﬂ Location Hum: I Destruction Date: I
ﬂl em Hum: I I
FOLDERS Hum Folder
FRC # Caption Destruc Date Box # Folders Description
I I I | I =
/ / / | /
/ / / / /
I I I | I
/ / / | /
/ / / / | =
WED ,09-AUG-2006 aSnal s dlm2Ds

Figure 10-3. FRC Storage Form

The form will be in INSERT mode, and the cursor will be at the field called Total Number of Boxes when
you open the form. The Storage ID and the Branch will be defaulted by LIONS.

Storage ID - This is a system generated number which is created when the Total Number of Boxes is
entered for a new Accession group; it can be used to query the group.

Branch - Enter the code of the USAO branch shipping the records to FRC. The code will be defaulted to
the Branch of the user who is logged on and entering data into this screen; it can be changed. (LOV)

Enter the following information:

Total Number of Boxes - Enter the total number of boxes in the Accession. Format is NNNN; e.g., 0050.
Accession Number - Enter the Accession number for the group being shipped. This number is not
required on initial entry of the group, but will be necessary to print the report to accompany your shipment
to the FRC.

Date Sent - Enter the date the shipment was sent to the FRC in the following format DD-MON-YYYY.
Location Num - Enter the storage location at the FRC for the group shipped. This is a free-form field.
Destruction Date - Enter the date files shipped in the group may be destroyed by the FRC. When cases
are queried in the lower block of this form, the case destruction date displays. The Accession Destruction
Date should be the latest of all case destruction dates for the group.

Iltem Number - Enter the USAO Item Number which best describes the kind of files which will be shipped
in the group; e.g., 4: Civil and Criminal Cases Involving Sentences 10 Years or Less.

After you have entered all data in the Storage block, use CTRL + PAGE DOWN to move to the Folders
block. See Figure 10-4 below.
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FOLDERS Hum Folder
FRC # Caption Destruc Date Box # Folders Description

K

Figure 10-4. FRC Folder Block

In this block enter the following information for each case that will be shipped to the Federal Records
Center in this Accession:

USAOID/FRC# - The number reflected in this column depends on how the user answers the initial
prompt. A USAOID will always exist for cases in the LIONS system. However, if you answer FRC# to the
initial prompt, numbers will only appear in this field if you have entered them in LIONS through the
Miscellaneous Numbers screen discussed in Section 10.3 of this chapter.
Caption - The Case Caption previously entered will be queried. READ ONLY FIELD.
Destruction Date - This date will be generated by LIONS when a case is closed. These dates are
calculated based on the rules found in the United States Attorneys’ Manual. READ ONLY FIELD.
Box # - This number defaults to 0001 for all cases initially queried and should be changed. Enter the
box number(s) where the case is located. If the case is located in more than one box, enter a range of
boxes; e.g., 0001-0010. Numbers should be entered in the following format: NNNN for individual box
numbers and NNNN-NNNN for a range of boxes.
Num Folders - Enter the number of folders for each case within a box or a range of boxes. (Optional)
Folder Description - Enter up to 25 characters to describe the types of records within a box or a range of
boxes; e.g., Correspondence. (Optional)
You can enter the same case several times in this block. You may want to do this if you are sending
different types of records for a case. Use the Folder Description field to describe different types of
records being sent. When the data in the bottom block accurately reflects the cases being shipped in
the Accession, you are now ready to save the group.

To save data and continue in the form, press F10. The following message will notify you that your
transaction request has been completed and your records have been saved to the database.

Forms B

. LICMS-106: Transaction complete - Records posted and
comritked.

Figure 10-5. Save Message

If you completed making all entries and want to save and exit the form, click on the Exit icon.

To save your data and exit the form, click on the Yes button.
To exit the form without saving the data you have just entered, click on the No button.
To cancel your request and stay in the form, click on the Cancel button.

10.6. FRC Request Log

This screen is designed to keep a log of all requests made by the USAO to the FRC for retrieval of
records. To access this screen, click on the request Log option from the FRC pull-down menu or press L.
The FRC Request Log screen displays.
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?‘ LIONS - FRC REQUEST -

Action  Edit Record Query ‘Window Help

EI HERLEST Date Date Date
UsSAOID FRC # Box # Initials Requested Received Returned
Jai | | | | | | =
& | | | | / |
2| | | | | | / |
X | | | | | | |
Al | | — | |
| | | | | | |
| | | | | | |
| | | | | | |
| | | | | | |
| | | | | | |
| / / / / | |
| / / / / | |
| / / / / / | ]

Figure 10-6. FRC Request Log

The FRC Request form will initially be in a query mode. To find a log entry, query data in any of the fields
on this form. For example, if you want to find out the status of files requested by a particular staff person,
press F7 anywhere in the form, cursor to the Initials field, enter the initials of the staff and press F8. All
log entries made for that staff person will be queried into the form. In addition, the wild card character,
“%", can be used in the USAOID, FRC, and Initials fields.

To add a new request log entry, click on the Exit icon on the side toolbar and click OK to the “query
cancelled” message. This will cancel the query and allow a new entry to be made.

Enter the following information for each file requested to be retrieved from the FRC:

USAOQID - If the file has been shipped to the FRC by LIONS generated USAOID, enter this number. This
field is required if the FRC# field has not been entered. You can enter a number for any case sent to the
FRC even though it was not originally entered or converted to LIONS, just use the same numbering
convention that is used in LIONS: YYYYANNNNN, where A =V for Civil cases, R for Criminal cases and
Z for FLU (TALON) related cases.

FRC# - Enter the USAO designated FRC# if the record was shipped to the FRC with this number. The
same rules apply for entering numbers that were not originally entered or converted to LIONS.

Initials - Enter the initials of the USAO staff member requesting the record. (LOV)

Date Requested - Enter the date the record was requested from the FRC in format DD-MON-YYYY.
Date Received - Enter the date the record was received by the USAO from the FRC in format DD-MON-
YYYY.

Date Returned - Enter the date the record was returned by the USAO to the FRC in format DD-MON-
YYYY.

When the new entry has been made, press the F10 key to save.

An alternate method to making a new entry would be to query by the fields identified in the steps above
(e.g., the Initials field), press F6 to make a new entry and then follow the instructions above. This is a
good way to make sure the new entry you want to make has not been entered before.

10.7. FRC Inquiry

To assist USAO personnel in ascertaining information necessary for successfully retrieving files or other
records which have been shipped to the FRC, LIONS provides a feature to query these cases. To access
the appropriate screen, click on the Inquiry option on the FRC pull-down menu or press I. The FRC
Inquiry screen shown in Figure 10-7 displays.
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i?“ LIONS - FRC INQUIRY - [gnfrsrch:l.4]
Action Edit Record Query ‘Window Help

Z|»|@w|@ B¢

Figure 10-7. FRC Inquiry Form

To query a file that has been shipped to the FRC, you have two options. If the file was shipped using the
USAOID, enter that number in the appropriate field and press F8. If the file was shipped using a USAO
designed FRC#, then enter that number in the appropriate field and press F8. The following fields of
information display and are READ ONLY.

USAOQID - The system-generated number assigned to the file.

Caption - The Caption of the case.

Status - The status of the case at the time of shipment to the FRC displays.

FRC# - If a USAO designated FRC# was used to ship a file to the FRC, then this number displays.
Accession # - The Accession humber of the group in which the file you have queried was shipped to the
FRC.

Destruction Date - The Accession destruction date.

Location - The location of the Accession at the FRC.

Box - The box number in which the file is located, and the total number of boxes in the Accession; e.g.,
Box 1 of 50.

10.8. FRC Reports

The LIONS application provides several standard FRC reports. To access the appropriate menu to run
these reports, click on the option called Reports on the FRC pull-down menu or press F. The following
additional pull-down menu displays.
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" Legal Information Office Network System - LIONS

Civil cRim rePorts  Vicfwic | FRC Documents Inguiry  Admin  window Help

request Log
iy ello LIOHS [SCLIONS]

Transmittal ko fro

Summary of frc accessions

Files pending receipt From frc

cases Revd fraom Frefawait return ka fro
rases Mot sent to fro

Figure 10-8. FRC Reports Menu

The following is a brief description of each report.

Transmittal to FRC - Provides the listing that should accompany the SF 135 when records are shipped
to FRC. It includes all required information: Accession Number, Box Number, Accession Location,
USAO#, and the names of defendants or litigants in each case.

Summary of FRC Accessions - Provides a list of all FRC Accessions shipped by the USAO and
recorded in the LIONS system. It includes the following pieces of information: Accession Number,
Accession Location, Date Sent to FRC, Accession Destruction Date, Total Number of Boxes in the
Accession, Total Number of Files in the Accession, and the Storage ID for the Accession.

Files Pending Receipt from FRC - Provides a list of files which have been requested from the FRC that
have not yet been received by the USAO.

Files Received from FRC and awaiting return to FRC - Provides a list of files retrieved from the FRC
that have not yet been returned to the FRC by the USAO.

Files Not Sent to FRC - Prints a worksheet for USAO personnel responsible for collecting and boxing
files to be shipped to the FRC.
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11.0 REPORT GENERATION

The LIONS Reports function is capable of generating a number of reports that provide the United States
Attorneys and the Executive Office for the United States Attorneys (EOUSA) with information to help
manage the case workload. These reports help serve the following functions:

They allow offices to create caseload calendars for individual employees, as well as units in the office.
They allow the United States Attorney and other supervisors to monitor the office's workload, to make
case assignments, and to respond to ad hoc inquiries from the Department or local community.

They are used by EOUSA to respond to numerous requests for statistical information from the Office of
Management and Budget, the Congress, and the public, and to produce management reports for use
within the Department of Justice.

They provide the figures for the Attorney General's Annual Report and the United States Attorneys'
Annual Statistical Report.

They provide the information submitted to the Department's Case Management System, which is
maintained for the use of Department policy makers by the Justice Management Division.

They are used to formulate budget estimates, to justify budget requests, and to allocate resources,
including personnel, among the various districts.

Note: Reports are run off of a centralized server, resulting in a 30 minute delay in retrieving information.

From the LIONS Main Menu, you can access the report options by clicking on the rePorts pull-down
menu or press ALT + P (see Figure 11-1). The options for reports include:

Calendars Statistical

Pending Workload General

Terminated Workload Index

Query List

Quality Control User-Written Reports

! Legal Information Dffice Network System - LIDNS -

Civil  cRim W Vicfwit FRC  Documents Inquiry Admin  Window Help

m Calendars ’
Pending workload

Terminated workload Hello LIOHS [SCLIONS]

3

3

Query ]
qgUality contral 3
3

3

»

3

Statistical

General

Index

List

user-written Reports

Figure 11-1. Reports Main Menu

Most of these categories include both Civil and Criminal options and a few include General options as
well. Generally, specific parameters for these reports include a date range and/or a USAOID number.
Additional information may be required in specific reports.

There are far too many reports to discuss each one individually. However, a number of commonly used
reports in the Query and Quality Control categories are addressed in the sections that follow.
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11.1. Query

A Civil or Criminal case query can be run on all the specific case information (Case Query) or simply the
case history information (Case History). The procedures for accessing and/or printing a specific Civil or
Criminal query are the same. The following procedures show how to access and print a Civil Case
History Report.

From the LIONS Main Menu, select Reports > Query > Civil > Case History. The Civil Case History
Report (Figure 11-2) displays. Enter the USAOID number for the specific case you want to query and
click on Continue.

IONS - USADID PARAMETERS - [rpcaseid :05]
Civil cRim rePorts Wicfwit FRC Documents Inguiry Admin  indow  Help

Civil Case History

Figure 11-2. Civil Case History Report

When a report is requested, a menu with four options is displayed (Figure 11-3).

¥ LIONS - DOREPORT - [doreport:1.8]
Action  Window Help

Civil Case History

Print 2n-line

Save to Disk

Erint Background

Exit

CVCASHIS
desformat=dfit C=2006Y01408

Figure 11-3. Report Generation Options Screen

Detailed information on the View Report, Print On-line, Save to Disk, and Print Background options can
be found in Chapter 2, Section 2.11.

The Print button on the View Option Screen should NOT be used because it does not
format the report correctly. Use one of the print options described below.

11.2. Quality Control

Quality Control reports provide Aging and Certification information on Civil and Criminal cases. The more
common reports are the Certification reports designed to help track authenticated case information at
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least several times a year. These reports are run either by Event or by Review (AUSA staff/Lead
Attorney). The process is the same for both Civil and Criminal.

11.2.1. Case Certification/Event

To run the Criminal Case Certification by Event report (Procedures for Civil and Criminal are the same),
select Reports from the Main Menu. Then select Quality Control > Criminal > Certification > Event.

ONS - CRIMINAL CASE CERTIFICATION PARAMETERS - [rp¥ndcrE:1.2]
¥ Civil cRim rePorts Wic/wit FRC Documents Inguiry  Admin  Window  Help

Civil MattersfCases Certified By Event

Continue

Figure 11-4. Criminal Case Certification by Event

Enter Initials - Select the initials from the LOV (F9) of the AUSA staff. The symbol % will select all.
Enter Sort Order - The report can be sorted by:

- C Cause of Action
- N Case Name
- U USAO Number

Enter Beginning Date - Enter the start date for the period covered by this report.
Enter Ending Date - Enter the end date for the period covered by this report.

Click on Continue to generate report. The report generation screen displays with the options for viewing
or printing (see Figure 11-3).
11.2.2. Case Certification/Review

To run the Case Certification by Review report, select Reports from the Main Menu. Then select Quality
Control > Criminal > Certification > Review.

S—-“ LIONS - CRIMINAL CASE CERTIFICATION RE¥IEW - [rpcresct :1.2]
Civil cRim rePorts Wicfwit FRC Documents Inguiry  Admin  Window Help

Criminal Case Cerification Review

Figure 11-5. Criminal Case Certification Review

September 2006 11-3



LIONS User Manual

Enter Initials - Select the initials from the LOV (F9) of the AUSA staff. The symbol “%” will select all.
Sort By - Select CASEID or Caption.

Click on Continue to generate report. The report generation screen displays with the options for viewing
or printing (see Figure 11-3).
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APPENDIX A - LIONS CODE LIST

ACTION CODES (LOCAL) oottt eee e eee s e e ee e e ee e s e e e ee s ee e s e eere 4
AADR MODE ...ttt e et et e e ee e et e e e e e et r e 4
AGENCY ..ottt ettt ettt ettt e e eeee 4
AGENCY OFFICE (LOCAL) .....eeteeeeeeee e e eeeeeeeeeee e eeeee e ee s s e see e eeseeee e ee s s e seseeeeee e 12
APPEAL TYPE ..ottt e et e et e e s ee e s ee s ee s en e 12
BOND TYPE ..ottt ee e eee e e e e e e e e e e ee e s eee e ee s es e ee e eeeeeee e 12
BRANCH (LOCAL) ...t eeee e es e ee e e e ee s e e e s eee e ee e 12
BUSINESS TYPE (LOCAL)....eeeveeeeee e eeeee e eesee s eesee e seeeeese e ee s e e eeseeee e eeee s 12
CASE CLASS ..o 12
(07T N 1TSS 12
CASE TYPE (LOCAL) .o e ee e 12
CASE WEIGHT (LOCAL) ..ot ee e ee e es e eeees e ee e eese s 13
CAUSE OF ACTION ..ottt eeeeee e eeeeeee e s eeee e eee s ee e e e ee e es e ee e eee e ee e e eee e e e eee e eeseees s 13
CHARGE CATEGORY ...ooeoeveeeeee e eeeeeee e s eee e ees s e e ee e e e ee e ee e ee e es e eeeeee s ee e s eeese e 19
CHARGE TYPE ...t ettt e e e e e e e ee e ee e e es s eee e 19
CIVIL POTENTIAL ..ot eee e e e ee e ee e ee s ee e s e eeseeee s 19
COLLECTIONS INDICATOR ...ocveoeeeeeeeeeeeeeeeeeeeeeee e eeee e e ee e ee e ee e ee e s es e ee s eee e 19
CONTACT PURPOSE (LOCAL) ... ee e s e 19
CONTACT TYPE (LOCAL) ..o ee e ee e ee e ee e 19
CONTROL SUBSTANCE TYPE........cveieeeeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeeee e eeeeeeeee e eeseeee e eeeeeeeee e ee e 19
COUNSEL TYPE (LOCAL) ..o ee e eee e 20
COUNTRY OF CITIZENSHIP ... ee e ee e eee e 20
(701U =3 OSSOSO 22
COURT LOCATION (LOCALY ..o ee e eeeeee s eeeee s s eeseees e e eseess s eees e ees e 22
CRIMINAL POTENTIAL ..ot eeee e eeee s e e e eee e es e e se e ee e ee s es e ee e eeeeeeseees s 22
CUSTODY LOCATION ... eeeeeee e seeeeeeeee e e s ee s e e ee e ee e ee e ee e ees e ee e s ees e ee e eesesee s ees s 22
DEFENDANT STATUS ..ottt eeeee e e e e e e e e eeeeeee e eeeeeee e s ee e eeeee e 24
DETENTION REASON (LOCAL) ...t ee e eeeee e ees s esee e eesee e eeee 25
DISPOSITION CODES ......voteeeeeeeeeeeeeeeeee e eeeeeeseeeese e e eeeeeee e ee e ee e e eeee s ee s ee s es e e eeeeee e eeee 25
DISPOSITION REASON.........oooeveeeeeeeeeeeeeeeeeeeeeee e eeeeeeeseeeeeeeeeees e eeeeees e seeee e eesee s eeeeeseeese e 28
DOJ DIVISION ...t ee s ee e e ee e e e ee s eee e e e ee e ee e e 30
DOMESTIC TERRORISM INDICATOR ..o eeeeeee e eee e eeee s eee e 30
EMPLOYER TYPE ... e ee e e e e se e 30
Y= L (KT o7-N 15 OO 31
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EVIDENCE DISPOSITION (LOCAL)......eeveeeeeeeeeeeeeeeeeeeeeeeeeeeee e s e e s s esseeeeeesee s e eesee e 32
EVIDENCE LOCATION (LOCAL) ... ee e eeee e eee e ees e es e see e eeee e 32
EVIDENCE TYPE (LOCAL)...ove oo eeee e e eee e eee e ee e 32
EXPERT SIDE ..o e e ee e e e e ee e e e ee e ee e 32
EXPERT TYPE (LOCAL) oo eee e ee e eeee e ee e ee e eee e 32
GENDER ...ttt e e st e et e e e e e et e e e ee e e e 32
GUIDELINES DEPARTURE .....ocoteoeeeeeeeeteeeeeeee et es e eeee s e ee e ee e ee e es e ee s es e seeesees e ees s 32
HEALTH CARE BUSINESS TYPE ....oeeeeeeeeeeeeeeeeeeeeee e eeeeeeeee e eeseees e seeseees e s s s esee e eeeees s 32
IMMIGRATION STATUS (LOCAL) ...t eeeeee e ee e ee e ee s es e es s eeeeeee e eeeeees e seneseean 33
INCARCERATION TYPE . .....cooeoeeeeeeeeeeeeeeeeeeeeeeeeeees e s e ee e e s ee e ees e es e ee e s e ee s ee e es e eeeeeee e ee e 33
INITIATOR ..o ee e e e s e ee s e s e eee s es e s se e ee e eeeeeee e eeeeeeeenn 34
INSTRUMENT TYPE ... ee e eeeee s ee e e s ee e s e e e e ee s ee e ee s eeseeseeas 34
JOB POSITION (LOCALY ...t eeee e ee e eee e ee e ee e ee e es e ee s eee e 34
18T = (M0 Lo7-Y 1 OO 34
JUDGE TYPE (LOCAL)...oeeoeeeee oo eeee e eeee e eee e ee e s eee e eee e 34
LITIGATING RESPONSIBILITY ¢ eee e s seee e 34
LITIGATION TRACK (LOCALY) ..o eeeeee e e esee e ee e s eeeseees e ee s s e es e ees e 35
IMEASURE ...ttt ettt e e e et e e e e e ee e e ee e e et e s eee e ee e 35
OCCUPATION ...t e e e e e e et e e e ee e ee e ee e e eee e eee e es e ee s ees s 35
PARTICIPANT TYPE .....eeeveoeeeeeeeeeeee et eeeee e eee e ee e e eee e ee e e s e s ee e e e eeee e 36
PENALTY PROVISION ...t eeeeeeeee e e eses e es e ees e ee s ee e ee e ee e ee s eeee e 36
POSITION (LOCAL) ettt eeee e ee e e e e eee e ee s e e s es e ee e 37
PRIORITY ..o eeeee e e e e ee e e e e e ee e e e ee e e e e s e ee e s e s ee e 37
PROGRAM CATEGORY ......ooevoeeeeeeeeeeeeeee e eee e e e eeeee e ee e ese e eees e ee e e s ee e e eee s 37
PROPERTY TYPE (LOCAL) ..o eeeeeeeeeee e eeee e eeeee e eeee e eeseeee e sses e e e eeee 44
PROPERTY VALUE TYPE (LOCAL) .....oovooeeeeeeeeeeeee oo eeeeeeee e seee e 44
QUI TAM INDICATOR ... ee e e e 44
RELATED CASE REASON (LOCAL) ....oveeeeeeeeeeeeee oo ee e 44
RELATED PARTICIPANT REASON (LOCAL).....eoiveieeeeeeeeeeeeeeeseeseeeseeeeeseeeeeeeeseess e eseeeese e eeseess e 44
RELIEF LIABILITY weooeoveeeeee e eeee e eeeee e eeees e e es e e s e e e e eeeeeee e e e es e eee e ees e eese 44
RELIEF REQUESTED BY ...ocoveeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeee s e eesee s eeseeese s eeseees e s e s es e eeeeees e ses e se s eeee 44
RELIEF STAGE ...ttt eeeee e ee e e et e e e ee e ees e s e s e s es e ees e eee e ee e eeee 45
RELIEF TYPE ...ttt ee e s e e ee e s eee e ee s ee e ee e eee e ee e 45
RESERVATION ....oeoeeoeeeeeee et eee e ee e e ee e e e ee e ee e ee e eeseeee e se e ee e ee e 45
RESTITUTION RECIPIENT w....coeeoeeeeeeeeeee e eeeeeeeee e eeee e s e eeeseeee e see e esee e eee e 45
RESTITUTION TYPE .....ooeeoeeeeeeee e eeeeeeee e ee e e eeeeeee e ee s esee e s e e e s es e e e 45
=T =SSOSO 45
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SECURITY (LOCAL) ..o e e ee e e e ee e eee s 46
SERVICE AGENCY TYPE (LOCAL) ....oeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e e eeeee e ee e se s ee e es e 46
SERVICE LANGUAGE TYPE (LOCAL) oo eeee e 47
SPECIAL CONDITIONS ......oovoveeee oo ee e e ee e ee e e e e eeeeese e 47
SPECIAL PROJECT ... e e e e ee e e e 47
SPECIAL SERVICES .....ooeeeeeeeeeeee oo eeee s eeeee et e e seee s ee e ee e ee e es e ee e s es e eeee s e s ees s 47
STAFF INITIALS (LOCAL) ...t es e ee e ee e ee e ees e ee e ee s e e eeseeeeseees e 47
STAFF TITLE (LOCAL ..ot eeeee e e ee e e e ees e ee e ee e ee e ee s eeseees s 47
ST AT E ettt ettt ettt ettt ettt ee e e 47
STORAGE ITEM NUMBER ......oveoeeeeeeeeeee s eeeeeee e eeeeeee e eee e eee e ee e se s ees e ee e e ees s ee s eseees e 49
TERMINATED REASON .....oooivoeee oo eeeeeeeee e eeeee s s ee s ee s e ee e e esee e ee s ee e e eeseeee e eeseeeeeeees e 49
TRIBE ..o e e ee e e e e e ee e e e e e e e e e ee et e e 49
UNIT (LOCALY vttt e e ee e e e e e ee e 59
US ROLE oo e e s e e eee e 60
VICTIM TYPE oo e e e e e e ee e ee e 60
VICTIMIWITNESS ... oo s e e e e s e s eee e ee e 60
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All codes in LIONS can be accessed from the appropriate field during data entry. You may add new
codes to any code table in this Appendix that is marked (Local) without permission from the Executive
Office for U.S. Attorneys.

ACTION CODES (Local)

(Codes to be designated by the District)

The following action code is used in connection with the Victim/Witness System:
CA Cancelled

ADR MODE

A Arbitration

E Early Neutral Evaluation
M Mediation

SB Summary Bench Trial
SC Court Ordered Settlement Conference
SJ Summary Jury Trial

AGENCY

Agriculture

AGCC Farm Service Agency/Commaodity Credit Corp

AGER Economic Research Service

AGFC Risk Management Agency

AGFL Farm Service Agency/Farm Loan Program

AGFM Rural Development Agency/Other than Single Family Housing
AGFO Food & Consumer Service

AGFS Forest Service

AGMC Marketing & Consumer Service

AGRE Rural Utilities Service

AGRI  All Other Agriculture

AGRS Agricultural Research Service

AGSC Natural Resources and Conservation Service

AGSF Rural Development Agency/Single Family Housing/SCS

Commerce

CDAR Appalachian Regional Commission and some defunct Regional Commissions
CDBC Census Bureau

CDBS National Institute of Standards and Technology
CDEA Bureau of Economic Analysis

CDED Economic Development Administration

CDES Environmental Science Service Administration
CDIE Bureau of Industrial Economics

CDIT International Trade Administration

CDMB Minority Business Development Agency

CDMS Management Service Center

CDNT National Technical Information Service

CDOA National Oceanic and Atmospheric Administration
CDOS All Other Commerce

CDPT Patent Office

CDTT U.S. Travel and Tourism Administration

Defense

DEAF Air Force
DEAR Army
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DEAX
DEDS
DEFE
DEFz
DEIA
DEIG
DEMC
DENV
DEOC
DESA
DESC

Army Supply Agency

Defense Supply Agency

All Other Defense

Joint Defense/State or Local Task Force
Defense Intelligence Agency

Office of the Inspector General
Marine Corps

Navy

OCHAMPUS

Defense Security Assistance Agency
Defense Electronics Supply Center

Department of Education

EDIG
EDUC

Office of Inspector General
Department of Education

Executive Department

EXOG
EXOM
EXWH

Energy

ENBP
ENER
ENFP
ENID

ENOR

Office of Government Ethnics
Office of Management and Budget
Executive Office of the President (White House)

Bonneville Power Administration

All Other Energy

Federal Energy Regulatory Commission
Department of Energy (Idaho)
Department of Energy (Oak Ridge)

Health and Human Services

HHAA
HHAC
HHCA
HHCD
HHCF
HHCS
HHFD
HHHP
HHIG
HHNI
HHPH
HHPI
HHRS
HHSZ
HHS

Administration on Aging

Administration for Children & Families
Bureau of Health Care Delivery and Assistance
Center for Disease Control

Centers of Medicare and Medicaid

Office of Community Services

Food and Drug Administration

Bureau of Health Professions

Office of the Inspector General

National Institute of Health

Public Health Service

Indian Health Service/PHS

Health Resources Service Administration
Joint HHS/State or Local Task Force

All Other HHS

Homeland Security

HSCB
HSCE
HSCG
HSCI
HSEM
HSFF
HSSS
HSTS
HSZZ

Bureau of Customs & Border Protection

Bureau of Immigration & Customs Enforcement (ICE)
United States Coast Guard

Citizen & Immigration Services

Federal Emergency Management Agency

Forfeiture Fund Section

United States Secret Service

Transportation Security Administration

Joint Homeland Security Agency /State/Local Task Force

September 2006
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Housing and Urban Development

HUDZ Joint HUD/State or Local Task Force

HUFH Federal Housing Administration

HUGM Government National Mortgage Association
HUHA Housing Payments Assistance Administration
HUD  All Other HUD

Interior

INBM Bureau of Mines

INBR Bureau of Reclamation

INFW Fish and Wildlife Service

INFZ Joint Fish & Wildlife Service/State or Local Task Force
INGS Geological Survey

INIA  Native American Affairs Bureau

INLM Land Management Bureau

INLZ  Joint Bureau of Land Management/State or Local Task Force
INMM Minerals Management Service

INNH Navajo and Hopi Indian Relocation

INNP National Park Service

INSM Office of Surface Mining

INTE All Other Interior

Internal Revenue Service

IRS All Internal Revenue

IRSZ Joint IRS/State or Local Task Force
Justice

JUAF Alcohol, Tobacco, Firearms and Explosives

JUAZ Joint Alcohol, Tobacco, Firearms, Explosives /State or Local Task Force

JUBP Bureau of Prisons

JUDE Drug Enforcement Administration
JUDZ Joint DEA/State or Local Task Force
JUFB Federal Bureau of Investigation
JUFZ Joint FBI/State or Local Task Force
JUIG Office of the Inspector General
JUMS U.S. Marshals Service

JUMZ Joint Marshals/State or Local Task Force
JUOJ Office of Justice Programs

JUPC Parole Commission

JUPI Federal Prison Industries

JUST All Other Justice

JUTR U.S. Trustees

Labor

LABL ESA/Office of Workers Comp Program/Black Lung
LABO All Other Labor

LABZ Joint Labor/State or Local Task Force

LAEC Employees Compensation Appeals Board

LAET Employment and Training Administration

LALS Bureau of Labor Standards

LAMS Mine Safety and Health Administration

LAOS Occupational Safety and Health Administration
LAPB Pension and Welfare Benefits Administration
LAVR Veterans Employment and Training

LAWP Employment Standards Administration Wages/Hour/Public Contracts Restitution Fund

A-6
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Postal Service

PSUS U.S. Postal Service
PSUZ Joint Postal Service/State or Local Task Force

State

SDIB International Boundary and Water Commission
SDOS All Other State

Transportation

TDFH Federal Highway Administration

TDFR Federal Railroad Administration

TDFV Federal Aviation Administration

TDMA Maritime Administration

TDOT All Other Transportation

TDOZ Joint Transportation/State or Local Task Force
Treasury

TRCC Comptroller of the Currency

TRDC Division of Check Claims

TREA All Other Treasury

TRFM Department of Treasury - Financial Management Staff
TRJF Treasury Department - Judgment Fund

TRSB Bureau of Public Debt, U.S. Savings Bond Division

Independent Agencies

ZABL U.S. Army Corps of Engineers-Baltimore (MD) District
ZACA U.S. Army Corps of Engineers-New England District
ZACB U.S. Army Corps of Engineers-Pittsburgh (PA) District
ZACC U.S. Army Corps of Engineers-Louisville (KY) District
ZACD U.S. Army Corps of Engineers-Mobile (AL) District
ZACE U.S. Army Corps of Engineers

ZACF U.S. Army Corps of Engineers-Detroit (MI) District
ZACG U.S. Army Corps of Engineers-Anchorage (AK) District
ZACH U.S. Army Corps of Engineers-Huntington (WV) District
ZACI U.S. Army Corps of Engineers-Kansas City (MO) District
ZACJ U.S. Army Corps of Engineers-Jacksonville (FL) District
ZACK U.S. Army Corps of Engineers-St. Louis (MO) District
ZACL U.S. Army Corps of Engineers-Rock Island (IL) District
ZACM U.S. Army Corps of Engineers-Galveston (TX) District
ZACN U.S. Army Corps of Engineers-Charleston (SC) District
ZACO U.S. Army Corps of Engineers-Nashville (TN) District
ZACP U.S. Army Corps of Engineers-Fort Worth (TX) District
ZACQ U.S. Army Corps of Engineers-New Orleans (LA) District
ZACR U.S. Army Corps of Engineers-Portland (OR) District
ZACS U.S. Army Corps of Engineers-Omaha (NE) District
ZACT The Federal Domestic Volunteer Agency (ACTION)
ZACV U.S. Army Corps of Engineers-Vicksbhurg (MS) District
ZACW U.S. Army Corps of Engineers-Granite Goose Project
ZAID  Agency for International Development

ZARC Architect of the Capitol

ZATK Amtrak

ZBBG Broadcasting Board of Governors

ZCFT Commodities & Futures Trading Commission

ZCIA Central Intelligence Agency

ZCPS Consumer Product Safety

ZCTA USDC-CVB-Denver

ZCTB USDC-CVB-San Antonio

September 2006
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ZCTS
ZCUA
ZEEO
ZEIB
ZEPA
ZEPZ
ZFCA
ZFCC
ZFDI
ZFDT
ZFEC
ZFHL
ZFIB
ZFMC
ZFRB
ZFTC
ZGAO
ZGPO
ZGPS
ZGSA
ZGSF
ZGSN
ZGSP
ZHOR
ZICC
ZLOC
ZLRB
ZMCC
ZMSP
ZNAL
ZNAS
ZNCA
ZNEA
ZNFL
ZNMD
ZNMS
ZNOH
ZNRC
ZNSA
ZNSF
ZNTS
ZNTX
ZNVA
Z0IC
ZOPM
ZPBG
ZPEA
ZPPC
ZRRB
ZSBA
ZSEC
ZSEN
ZSMI
ZSSA
ZSSS
ZTAT

US Courts

National Credit Union Administration

Equal Employment Opportunity Commission
Export/Import Bank of the U.S.
Environmental Protection

Joint EPA/State or Local Task Force

Farm Credit Administration

Federal Communications Commission
Federal Deposit Insurance Corporation (Banks ONLY)
Federal Deposit Insurance Corp. (S&L's or "Thrifts" ONLY)
Federal Elections Commission

Office of Thrift Supervision

Federal Retirement Thrift Investment Board
Federal Maritime Commission

Federal Reserve System

Federal Trade Commission

General Accounting Office

Government Printing Office

Public Building Service

General Services Administration

Federal Supply Service

National Archives & Records Service

Gen. Services Administration (Presidential Commission)
U.S. House of Representatives

Surface Transportation Board

Library of Congress

National Labor Relations Board

Millennium Challenge Corporation

Merit System Protection Board
NASA-Marshall Space Center

National Aeronautics and Space Administration
NASA-AMES Research Center

National Endowment for the Arts
NASA-Kennedy Space Center
NASA-Goddard Space Center
NASA-Stennis Space Center

NASA-Lewis Research Center

Nuclear Regulatory Commission

National Security Agency

National Science Foundation

National Transportation Safety Board
NASA-Johnson Space Center
NASA-Langley Research Center

Overseas Private Investment Corporation
Office of Personnel Management

Pension Benefit Guarantee Corporation
Peace Corps - Not to be used for collections
National Capital Park and Planning Commission
Railroad Retirement Board

Small Business Administration

Securities & Exchange Commission

United States Senate

Smithsonian Institute

Social Security Administration

Selective Service System
State/County/Municipal Authorities

A-8
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ZTAZ Joint State/Local Led Task Force
ZTDA U.S. Trade and Development
ZTVA Tennessee Valley Authority Commission

District of Columbia

WDC All other District of Columbia

WDCS Court Services Offender Supervision Agency
WDMP Metropolitan Police Department

WDOS Court Offender Supervision

WDPW Department of Public Welfare

WDRL Redevelopment Land Agency

WDUC Unemployment Compensation Board
MPD1 Metropolitan Police Dept - 1D (DC ONLY)
MPD2 Metropolitan Police Dept - 2D (DC ONLY)
MPD3 Metropolitan Police Dept - 3D (DC ONLY)
MPD4 Metropolitan Police Dept - 4D (DC ONLY)
MPD5 Metropolitan Police Dept - 5D (DC ONLY)
MPD6 Metropolitan Police Dept - 6D (DC ONLY)
MPD7 Metropolitan Police Dept - 7D (DC ONLY)

Other
OTHR Other

Veterans Administration

Major Offices
VA Veterans Administration

VASP Regional Office and Insurance Center (CARS) St. Paul, Minnesota
VATX Data Processing Center - Austin, Texas
VAZZ Joint Veterans/State or Local Task Force

Other VA Regional Offices
VRAK Alaska/Anchorage
VRAL Alabama/Montgomery
VRAR Arkansas/Little Rock
VRAZ Arizona/Phoenix
VRCD Colorado/Denver
VRCH Connecticut/Hartford
VRCS California/San Diego
VRDC District of Columbia/Washington
VRDE Delaware/Wilmington
VRFL Florida/St. Petersburg
VRGA Georgia/Atlanta
VRHI  Hawaii/Honolulu
VRIA lowa/Des Moines
VRID Idaho/Boise

VRIL lllinois/Chicago

VRIN Indiana/Indianapolis
VRKS Kansas/Wichita
VRKY Kentucky/Louisville
VRLA Louisiana/New Orleans
VRLS California/Los Angeles
VRMA Massachusetts/Boston
VRMD Maryland/Baltimore
VRME Maine/Togus

VRMI Michigan/Detroit
VRMO Missouri/St. Louis
VRMS Mississippi/Jackson
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VRMT Montana/Fort Harrison
VRNB New York/Buffalo

VRNC North Carolina/Winston-Salem
VRND North Dakota/Fargo

VRNE Nebraska/Lincoln

VRNH New Hampshire/Manchester
VRNJ New Jersey/Newark
VRNM New Mexico/Albuquerque
VRNV Nevada/Reno

VRNY New York/New York
VROH Ohio/Cleveland

VROK Oklahoma/Muskogee
VROR Oregon/Portland

VRPH Pennsylvania/Philadelphia
VRPP Pennsylvania/Pittsburgh
VRPR Puerto Rico/Hato Rey

VRRI Rhode Island/Providence
VRSC South Carolina/Columbia
VRSD South Dakota/Sioux Falls
VRSF California/San Francisco
VRTH Texas/Houston

VRTN Tennessee/Nashville
VRTW Texas/Waco

VRUT Utah/Salt Lake City

VRVA Virginia/Roanoke

VRVT Vermont/White River Junction
VRWA Washington/Seattle

VRWI Wisconsin/Milwaukee
VRWV West Virginia/Huntington
VRWY Wyoming/Cheyenne

Transferring Districts

ALN Alabama-Northern
ALM  Alabama-Middle
ALS Alabama-Southern
AK Alaska

AZ Arizona

ARE  Arkansas-Eastern
ARW  Arkansas-Western
CAN California-Northern
CAE California-Eastern
CAC California-Central
CAS California-Southern

CD Canada
CcoO Colorado
CT Connecticut
DE Delaware

DC District of Columbia
FLN Florida-Northern
FLM  Florida-Middle

FLS Florida-Southern
GAN  Georgia-Northern
GAM  Georgia-Middle
GAS Georgia-Southern
GU Guam

HI Hawaii
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ID
ILN
ILS
ILC
INN
INS
IAN
IAS
KS
KYE
KYW
LAE
LAM
LAW
ME
MD
MA
MIE
MIW
MN
MSN
MSS
MOE
MOW
MT
NE
NV
NH
NJ
NM
NMI
NYN
NYS
NYE
NYW
NCE
NCM
NCW
ND
OHN
OHS
OKN
OKE
OKW
OR
PAE
PAM
PAW
PR
RI
SC
SD
TNE
TNM
TNW
TXN

Idaho
Illinois-Northern
Illinois-Southern
Illinois-Central
Indiana-Northern
Indiana-Southern
lowa-Northern
lowa-Southern
Kansas
Kentucky-Eastern
Kentucky-Western
Louisiana-Eastern
Louisiana-Middle
Louisiana-Western
Maine

Maryland
Massachusetts
Michigan-Eastern
Michigan-Western
Minnesota
Mississippi-Northern
Mississippi-Southern
Missouri-Eastern
Missouri-Western
Montana
Nebraska

Nevada

New Hampshire
New Jersey

New Mexico

Northern Mariana Islands

New York-Northern
New York-Southern
New York-Eastern
New York-Western
North Carolina-Eastern
North Carolina-Middle
North Carolina-Western
North Dakota
Ohio-Northern
Ohio-Southern
Oklahoma-Northern
Oklahoma-Eastern
Oklahoma-Western
Oregon
Pennsylvania-Eastern
Pennsylvania-Middle
Pennsylvania-Western
Puerto Rico

Rhode Island

South Carolina

South Dakota
Tennessee-Eastern
Tennessee-Middle
Tennessee-Western
Texas-Northern

September 2006

A-11



LIONS User Manual

TXS  Texas-Southern
TXE Texas-Eastern
TXW  Texas-Western

uT Utah
VT Vermont
Vi Virgin Islands

VAE  Virginia-Eastern

VAW  Virginia-Western

WAE Washington-Eastern
WAW Washington-Western
WVN  West Virginia-Northern
WVS  West Virginia-Southern
WIE  Wisconsin-Eastern
WIW  Wisconsin-Western
WY Wyoming

AGENCY OFFICE (Local)
Codes to be designated by the District through Agency Office Picklist option

APPEAL TYPE

A Appeal from Final Judgment
I Interlocutory Appeal

o Other

BOND TYPE

CB Cash Bond

CD 10% Cash Deposit

CcoO Collateral (personal property)
NS Non-Surety

PS Personal Recognizance
RP Real Property
SU Surety

BRANCH (Local)
Codes to be designated by the District

BUSINESS TYPE (Local)
Codes to be designated by the District

CASE CLASS
R Criminal
\Y Civil

CASE STATUS

Active
Completed
Opened in Error
Reopened

TooO>»

CASE TYPE (Local)
Codes to be designated by the District

A-12
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CASE WEIGHT (Local)
Codes to be designated by the District

CAUSE OF ACTION

The codes below are intended to describe the most common civil case types that are handled in the U. S.
Attorney's Offices.

There are two types of Civil Cause of Action Codes: general codes and specific codes. The general
codes are two letters; the four-letter codes listed below them are more specific. (The Exception to this
rule is EAJA.) For example, TO should be used for a Tort case that is not covered by any of the specific
Tort codes.

AF - Asset Forfeiture/Money Laundering/Structuring

This code encompasses all non-drug related civil asset forfeiture cases and matters, as well as money
laundering/structuring cases and matters, including asset forfeiture seizure warrants and proceedings for
the return of seized asset forfeiture property or evidence. Other types of warrants or proceedings for the
return of seized property, not related to asset forfeiture, should be opened using the code for
subpoena/summons/warrants (“SU”) below.

AFCF - Asset Forfeiture - Corporate Fraud
Defined as cases or matters involving:

(1) Falsification of corporate financial information (including, for example, false/fraudulent accounting
entries, bogus trades and other transactions designed to artificially inflate revenue, fraudulently
overstating assets, earnings and profits or understating/concealing liabilities and losses, and false
transactions designed to evade regulatory oversight);

(2) Self-dealing by corporate insiders (including, for example, insider trading, kickbacks, misuse of
corporate property for personal gain, and individual tax violations related to any such self-dealing);

(3) Fraud in connection with an otherwise legitimately-operated mutual or hedge fund (including, for
example, late trading, certain market-timing schemes, falsification of net asset values, and other
fraudulent or abusive trading practices by, within, or involving a mutual or hedge fund); and

(4) Obstruction of justice, perjury, withess tampering, or other obstructive behavior relating to any of the
foregoing categories.

AFDR - Drug Related Asset Forfeiture/Money Laundering/Structuring

This code encompasses all drug related civil asset forfeiture cases and matters, as well as money
laundering/structuring cases and matters, including asset forfeiture seizure warrants and proceedings for
the return of seized asset forfeiture property. Other types of warrants or proceedings for the return of
seized property, not related to asset forfeiture, should be opened using the code for
subpoena/summons/warrants (“SU”) below.

AM - Administrative Matter

This code is to be used only for non-case related matters, such as commenting upon proposed
legislation, citizen correspondence, etc. If the matter evolves into an actual case, the matter should be
closed with the closing code “NW,” a new court history added with the appropriate court code, and a more
specific cause of action code selected. It should be noted that the Department does not count matters
assigned this category code when tabulating its statistics.

AD - Admiralty

This code is to be used for all claims, whether for personal injury or property damage, involving seamen,
ships, ships’ cargo, repair or liens, or other maritime property and aids to navigation. This code should
not be used for civil penalty actions (“CV”) or environment-related maritime resources actions (“EN”).
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AN - Antitrust
This code is to be used for all cases or matters arising under the antitrust laws.
AP - Review of Administrative Agency Action

This code is to be used primarily for claims filed under the Administrative Procedures Act (APA), but can
include other actions against the government where the opposing party is challenging an agency policy or
regulation, or the method of application of a policy or regulation as, for example, being unconstitutional.
Note that there is a specific code for actions attacking the constitutionality of a statute (cf. “CN”). The
“AP” code should not be used where a more specific code would apply; for example, a Social Security
case (cf. “SS"), a FOIA or reverse FOIA case (cf. “FO”), a Privacy Act case (cf. “PV"), or a prisoner case
(cf. “PC").

BK - Bankruptcy

The general code of “BK” should only be used for bankruptcy actions that are not brought under, or
related to, proceedings under Chapters 7, 11, 12, or 13, or Adversary Proceedings, for which more
specific subcategory codes are listed below.

BKAD - Bankruptcy--Adversary Proceeding
BKBE - Bankruptcy—Chapter 11

BKBF - Bankruptcy—Chapter 12

BKBS - Bankruptcy—Chapter 7

BKBT - Bankruptcy—Chapter 13

CN - Constitutionality of Statute

This code is to be used when the main thrust of an action is to challenge the constitutionality of a statute.
It does not apply where the attack is upon an agency policy or regulation (cf. “AP” above), or where a
declaration of unconstitutionality is ancillary to the primary relief sought, in which case a more specific
code should be utilized.

CO - Commercial Litigation/General Claims

The general category code “CQ” is intended to encompass a broad range of litigation, whether
“affirmative” or “defensive” in nature that primarily involves claims by or against the government for
money. Two areas of commercial litigation have separate subcategory codes, however: foreclosures/lien
litigation and loan litigation (see below). The general code of “CO” should be used unless one of the
more specific subcategory codes listed below applies. Specific actions encompassed by the general
category code (“CQO”) include, for example, actions on notes, government contract litigation, Miller Act and
bid protest litigation, actions to exercise rights of redemption, litigation where the government is the
stakeholder for proceeds of government insurance policies, international trade and intellectual property
(patent, copyright, trademark) litigation and other commercial litigation. This category does not, however,
include, civil penalties (cf. “CV"), civil fraud actions (cf. “FR"), garnishments (“GA"), or other actions where
more specific codes would apply.

There are a number of additional collection cause of action codes in the “CO” series. Although they are
not LIONS codes, they are still active collection codes used only by FLU personnel in TALON to properly
route money collected.

Loan Litigation

COHE - Recovery of Health Education Assistance Loans (HEAL)

COHS - Recovery of National Health Service Corps Scholarships (NHSC)
COSL - Student Loan Defaults
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Lien Litigation

COLB - Bogus Liens

Actions to cancel or expunge bogus liens filed against Government officials.
COLN - 28 U.S.C. § 2410 Litigation

This encompasses all litigation brought under 28 U.S.C. 2410, whether lodged in state or federal court,
including state condemnation proceedings in which a government lien in involved, and regardless of
whether the agency is the IRS or some other agency such as the VA, SBA, HUD, etc.

COMC - Foreclosures/Liens—U.S. Plaintiff
CR - Civil Rights

This category is intended to encompass civil rights actions except employment discrimination actions in
which the government is named as the defendant, which should continue to be opened under the code
“ED.” Civil rights actions may be both “affirmative” and “defensive” in nature, although the majority of
such actions are affirmatively brought by the government. The general category code “CR” should only
be used if a more specific, subcategory code listed below does not apply.

CRAC - Civil Rights—Access to Clinic Entrances

CRAD - Civil Rights—Americans With Disabilities Act

CREM - Civil Rights—Employment Discrimination (Affirmative Only)
CRFC - Civil Rights—Fair Credit

CRIP - Civil Rights—Rights of Institutionalized Persons

CRTH - Civil Rights—Fair Housing

CRTI - Civil Rights—School Desegregation

CRVR - Civil Rights—Voting Rights

CT - Contempt
CV - Civil Penalty

This category covers all referrals made by an agency where the primary relief sought is the recovery or
enforcement of a civil penalty. The FLU codes “CVAM” and “CVMS,” although eliminated as LIONS
codes, are still active collections codes to be used only by FLU personnel in TALON to properly route
money collected.

DI - Discovery (Pre-Complaint)

This code is intended to capture motions to perpetuate testimony in anticipation of an upcoming civil
action.

EAJA - Equal Access to Justice Act

This code applies to requests for attorney fees brought by or against the government under 28 U.S.C. §
2412,

ED - Employment Litigation Against the Government

This code covers employment discrimination actions brought against the government, regardless of the
underlying statute or legal theory. It includes adverse action, back pay and grievance issues brought by
government employees. Affirmative discrimination actions brought by the government are opened under
the civil rights code “CREM” above.

EG - Energy

This code is intended to encompass a broad range of energy related litigation, whether affirmative
or defensive in nature, including actions under acts relating to nuclear waste policy, public utilities
regulatory policy, uranium mills, power plants, etc.
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EN - Environmental

The general category code “EN” should only be used if a more specific, subcategory code listed below
does not apply.) The FLU code “ENDS” (Natural Resource Damages, 3% Exempt) is not a LIONS code;
however, it is a code to be aware of when cases are closed. This code is used by FLU to properly route
money collected in environmental cases. “ENDS” is used by FLU for any recoveries from actions
resulting from Section 311 of the Clean Water Act, Section 1006 of the Oil Pollution Act, and Section
107(f) of the Comprehensive Environmental Response, Compensation, and Liability Act (CERCLA.

ENCA - Clean Air Act

ENMR - Marine Resources

Includes claims involving coastal zone management, marine protection research and sanctuaries,
abandoned shipwrecks, outer continental shelf lands and navigable waters.

ENNP - NEPA (National Environmental Protection Act)
ENRH - Rivers and Harbor Act

ENSF - CERCLA and SARA-Superfund Actions
ENWL - Wildlife

Includes claims involving endangered species, the Lacey Act, and various specific acts and treaties
involving marine mammals, whales, seals, eagles, fish, migratory birds, horses and burros and, in
general, fish and wildlife conservation and coordination matters.

ENWP - Water Pollution Control Act
FL - Foreign Litigation

This code is intended to encompass all international requests for judicial assistance, including letters
rogatory seeking testimony or blood samples.

FO - Freedom of Information Act (FOIA)
This code includes both FOIA and “reverse” FOIA cases or matters.
FR - Fraud

The general category code “FR” should be used for all civil fraud actions, including actions under anti-
kickback statutes and the False Claims Act, unless it is (1) a financial institution fraud action, in which
case it should be opened using the sub code “FRFI,” (2) a health care fraud action, in which case it
should be opened using “FRHC,” or (3) a Defense Procurement Fraud action, in which case the sub code
“FRDP” should be used.

FRDP - Defense Procurement Fraud

This sub code should be used in civil actions involving defense contractor procurement fraud regardless
of the investigating agency.

FREFI - Financial Institution Fraud

This sub code should be used in any action involving financial institution fraud and/or penalties involving
financial institutions, whether affirmative or defensive.

FRHC - Health Care Fraud

The FLU codes “FRMZ” (Medicaid Fraud, 3% Exempt) and “FRTR” (Health Care Fraud money to be
deposited to the Hospital trust Fund (Medicare) are not LIONS codes; however, they are codes to be
aware of when cases are closed. These codes are used by FLU to properly route money collected in
health care fraud cases.
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GA - Garnishment

This code is intended to include actions brought to garnish the wages of federal employees, including
those for child support payments.

IM - Immigration

This code should be used in all actions relating to detention, deportation or status under the immigration
laws, whether the action is brought as an application for writ of habeas corpus, a preliminary injunction, or
other proceeding, regardless whether the agency is INS or BOP.

IV - Intervention

This code is utilized in those limited situations where the government must intervene to stay ongoing
litigation not involving the government that might impact upon an ongoing criminal proceeding or
investigation.

JU - Judges and Court Personnel (Actions Against)

This code is utilized in those situations where the government is called upon to represent a court or court
personnel that are not otherwise encompassed by another, more specific code, such as a Bivens action
(“TOBI"), or a prisoner code (“PC").

LB - Labor

This code is intended to encompass a wide range of labor litigation, both affirmative and defensive,
including actions involving the Fair Labor Standards Act, Black Lung and election litigation. Actions
involving veterans’ re-employment rights should be opened utilizing the specific subcategory code “LBVR”
below.) The FLU code “LBBL" (Black Lung) is no longer a LIONS code; however, it is a code to be aware
of when cases are closed. This code is used by FLU to properly route money collected in black lung
cases.

LBVR - Veterans Re-employment Rights
LD - Land/Real Property

This code applies to both affirmative and defensive litigation, whether in state or federal court. The
general category code “LD” should be used for actions involving real property, for which another more
specific code does not apply. This code should not be used for any action brought under 28 U.S.C. §
2410, as to which COLN is the appropriate code, or for condemnation actions brought by the United
States, as to which “LDCN” applies, or for affirmative mortgage foreclosures, as to which “COMC” is the
appropriate code to be used.

LDCN - Condemnation

This code is to be used only in those actions in which the United States is instituting condemnation
proceedings to take real property for government use.

MI - Miscellaneous Claims Against the Government

This category encompasses those rare actions where no other relevant category applies; for example,
unintelligible pro se actions.

NA - Native American Matters

This code encompasses a wide range of cases and matters involving Native Americans and/or tribal
matters. It includes claims under the Alaska Statehood; Alaska Native Claims Settlement; Alaska
Conservation; National Environmental Policy; the Indian self-determination acts and issues concerning
Indian gaming; Indian rights-of-way; accounting; tribal claims; damages; descent and distribution; Section
2410 condemnation; forest mismanagement; government loans to Indians; mineral lands/leases; statute
of limitations; possession; quiet title; restricted funds; self-determination; taxation; jurisdiction; Indian
water rights; Indian land titles; stolen artifacts; Indian trust funds; land management; and Indian
resources.
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PC - Post-Conviction/Prisoner Litigation

The general code “PC” is intended to encompass the majority of post-conviction actions and/or prisoner
actions other than actions under 28 U.S.C. § 2255, which are opened under the more specific
subcategory code “PCST” below. For example, this category code extends to coram nobis actions,
actions for expungement of records, parole commission actions, and applications for writ of habeas
corpus under 28 U.S.C. § 2241. However, this section should not be used for prisoner challenges to
immigration action, for which the code “immigration” (“IM”) should be used, nor for actions by prisoners
where the main thrust of the action is the recovery of money damages under a tort or Bivens theory, for
which the tort codes (“TO") would be most appropriate.

PCST - 28 U.S.C. § 2255 Actions Attacking the Imposition of a Sentence
PCDN — 18 USC 3600 DNA Testing

PO - Postal Service

This category code includes cases and matters, whether affirmative or defensive, involving cease and
desist orders, detention of mail, false advertising, pornography through the mails, etc. This code should
not be used for actions such as torts or employment discrimination where the main thrust of the action
places it under a more relevant category code and it is only incidental that the cognizant agency is the
Postal Service.

PV - Privacy Act

This category code is for actions brought under the Privacy Act. Actions sounding in tort under a theory
of invasion of privacy are more appropriately opened under a tort code (“TO") below.

SE - Securities

This category code is for actions brought under the securities laws, which are usually handled by the
Securities Exchange Commission (SEC).

SS - Social Security/Medicare/Medicaid Claims and Appeals

The general category code “SS” is only to be used when one of the more specific subcategory codes
below does not apply. Actions for Medicare/Medicaid payments involving actions under the Medical Care
Recovery Act are more appropriately opened under the code “TOMC” below. Health care fraud claims
involving Medicare/Medicaid should be opened under the “fraud” codes above.

SSDA - Social Security Disability and Supplemental Security Income Appeals
SSMD - Provider Litigation

This subcategory code involves both defensive and affirmative actions involving claims related to
Medicare/Medicaid provider reimbursement. It does not include health care fraud actions which should
be coded “FRHC.”

SU - Subpoena/Summons/Warrants

This section encompasses all cases or matters, whether affirmative or defensive in nature, to enforce or
guash summonses or subpoenas, or involving applications for writs of entry or administrative search
warrants or other warrants, and proceedings for the return of seized property or evidence not related to
asset forfeiture. This category should not be used for asset forfeiture, for which “AF” or “AFDR” should be
used.

TO - Tort

Use the general category code “TO” if a more specific subcategory code listed below does not apply.

This category extends to the vast majority of actions in which the legal theory involves some tort such as
the usual negligence action involving motor vehicle accidents, slip and falls, drownings, and the myriad of
other miscellaneous negligence actions brought against the government other than those which have
their own specific sub code, e.g., medical malpractice, air crash etc.
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TOAC - Air Crash
TOBI - Bivens

This sub code extends to all actions where the government is providing representation to persons sued in
their individual capacity for money damages.

TOMC - Medical Care Recovery

This sub code extends to those actions brought under the Medical Care Recovery Act, or to other actions
in which the United States is entitled to or seeking reimbursement for payments made to a beneficiary
who later brings an action for damages against a liable third party.

TOMM - Medical Malpractice
TR - Civil Matters/Cases Arising Out of T