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Revision History

Version No. | Date Revision Description

1.0 05/2008 Initial Release

1.1 04/2009 Help document has been adjusted based on the requirements ( SR
#20090119)

1.2 10/2009 Added “Attorney Name” as a new column to the following reports:

Close, Judge, OHACTS, and Pending. Added a new Attorney report.

Minor revisions can be made by the author. Otherwise, approval is required for all other changes
made to this document. Version number for minor revisions is of the form n.m and n.0 for major

revisions.
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General Information
1.1 Background

The OHA Case Tracking System (OHACTS) was developed for use by the Office of
Hearings and Appeals for tracking cases and appeals in a number of jurisdictional areas.
The major application is used primarily by clerks, attorneys, and judges. Using this
system, users will be able to search, add or modify any specific case as well as produce
various reports.

Broadly speaking, the Office of Hearings and Appeals hears and issues judgments in the
following kinds of cases:

e (Cases disputing the proposal and/or awards based on size requirements.
e Cases disputing the NAICS code for the proposal and/or award.
e Cases disputing other administrative issues.

Major functions performed by the system are:

Adding a new case

Searching for and updating an existing case
Producing various reports

Maintaining various code tables

1.2 Project References

Data Requirements Document
Database Specifications

Functional Requirements Document
Maintenance Manual

On-Line Help

OISS Look and Feel

Project Management Plan

SBA Coldfusion Standards Document
Systems Specifications

System Test Plan

1.3 Authorized Use Permission
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This is a Federal computer system and is the property of the United States Government. It
is for authorized use only. Users (authorized or unauthorized) have no explicit or implicit
expectation of privacy in anything viewed, created, downloaded, or stored on this system,
including e-mail, Internet, and Intranet use. Any or all uses of this system (including all
peripheral devices and output media) and all files on this system may be intercepted,
monitored, read, captured, recorded, disclosed, copied, audited, and/or inspected by
authorized Small Business personnel, as well as authorized officials of other agencies,
both domestic and foreign. Unauthorized use of, or exceeding authorized access to, this
system is prohibited and may constitute a violation of 18 U.S.C. § 1030 or other Federal
laws and regulations and may result in criminal, civil, and/or administrative action. By
using this system, users indicate awareness of, and consent to, these terms and conditions
and acknowledge that there is no reasonable expectation of privacy in the access or use of
this computer system.

1.4 Points of Contact

1.4.1 Information

Contact Name Department/Division | Telephone Number E-Mail Address
Barbara Brown OISS (703) 487-9275 Barbara.Brown@sha.gov
Hong Tong OISS (703) 487-9274 Hong.Tong@sba.gov

15 Terms and Abbreviations

Appellant — Plaintiff who filed the case.

Archival Information — Date the documents were archived, box numbers where
actual archived documents are stored, and date the documents were destroyed.
Challenger — Entity who challenges the award.

Congressman or Congresswoman — Congressman or Congresswoman of the party
that submits any inquiry related to the case.

CTS — Case Tracking System

Decision — Decision of the Judge, date of the decision, and name of the judge who
made the decision.

NAICS — North American Industry Code Standard

OHA - Office of Hearings and Appeals

Other Interested Party — Other entities that are interested in the case.

Protestor — Entity who protests the challenge.
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2 System Summary

2.1  System Configuration

The application is developed for use with a minimum browser of Microsoft IE 6.0 or a
compatible browser. You must use high level encryption (128 bit) when configuring your
browser. You must enable support for JAVA script and applets. There is no use of client side
COOKIES. In general, the font type is 9pt. Arial-style sheets are not used. The application is best
viewed on an 800 x 600 resolution screen. To avoid scrolling, use a minimum 15” screen.

2.2 Data Flows

e Docket Clerks will input new Cases through the Web-based data entry screens
based on an appellant’s complaint.

e As the case progresses, the Docket Clerk will input/update the data based on the
information supplied by Judges and the parties of the case.

e Judges will input their comments based on the facts of the case and their thought
process.

e Docket Clerk will update the Archival information from SBA Form 1474.

2.3 User Access Levels

Various levels of system security are available to access OHACTS. Security roles have
been defined based on the roles of the existing using community. Following are the roles
that have been defined for OHACTS:

Read-Only (ATTORNEY READ)
The attorney will have the ability to generate reports and view all information
about the case including the judge’s comments.

This role cannot access the Code Maintenance module and has no update
capability.

Docket Clerk (CLERK UPDT)
The clerk has the ability to generate reports as well as to enter all information
pertaining to a case.

The clerk also has the ability to modify all case information, with the exception of
comments made by the judge.

This role cannot access the Code Maintenance module.
Judge (JUDGE UPDT) Note: this role is not currently in use.

The judge has the ability to review case information as well as enter/update
comments and generate reports.
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This role cannot modify case information or access the Code Maintenance
module.

Administator (ADMIN UPDT)
The Administrator can generate reports as well as enter and modify all case
information with the exception of comments made by the judge.

The administrator has exclusive access to the Code Maintenance module.

2.4  Contingencies and Alternate Modes of Operation

Refer to the Disaster Recovery Plan.
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3 Getting Started

3.1 Logging In

Connect to the Internet and enter https://eweb.sba.gov/gls/dsp_login.cfm as the URL. You will be
presented with the General Log-In screen. Enter the User ID and Password provided to you by
the Small Business Administration's Security Officer.

U.5. Smoll Business Administration
Help

Forgot User ID?

Forgot Password?
Instructions for GLS

Request SBA User ID

Contact SBA Security

What is E-
Authentication?

Lagin I Clear
Text Onby
Last modified: D3/06/002 12:26:00 £ » FirstBow  » EGow > Regulaions.gov > White House 3B Processing: 0.038 seconds
* Privacy & Security * Information Quality ™ FOLA * No Fear fct * ADA

April 30, 2008

" Authentication

SECURE GOVERNMENT ACCESS | ONLINE

Login using existing E-Authentication Credential

SBA Account Login

OHACTS Office of Hearings and Appeals Case Tracking System
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https://eweb.sba.gov/gls/dsp_login.cfm

3.1.1 Choose Function

You will be presented with the General Login System Choose Function Menu.
Choose OHACTS (outlined in red, for clarity) from the menu.

U.S. Smoll Business Adminltration

Your Sma,

General Login System Jamil Location Hot Yet. Office T950: OFFICE OF SURETY GUARANTEES

General Login System - Choose Function
Applications available with the present login

= Business Process Management (EMP) workdflow applications = Loan Accounting Online Reports System (LAORS)

= Developer Litilities = Market Segmentation Analysis Tool

= Elactronic &(a) Review System (E8a) = Mational Ombudsman Case Management Systerm (NOCMS)

= Electronic Lending - Origination (ETRAMN] = MNative American Project Proposals (NAFP)

= Electronic Lending - Servicing (ETRAM) = Office of Hearings and Appeals Case Tracking System
(OHACTS)

= Entreprensurial Development Management Information System = SBA's Online Phone Directory

(EDMIS Iy

= Eleld Cashiering System (FCS) = Security System

= Erequently Asked Questions (FAQS) = Surety Bond Guarantee Applications

= Grants Award System = TECH-MNet

Do you wish to Update Profile?

Last modified: 06/20/2007 10:44:16 A0 » FirstGov ¥ EGow  * Regulations.gov  * White House SBA Processing: 0.182 second:
* Privacy & Securty * Information Quality ™ FOLA * Mo Fear Act ™ ADA
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4.0 Using the System (Online)
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4

After clicking on the “Office of Hearings and Appeals Case Tracking System” (OHACTS) link

Using the System (Online)

on the Choose Function screen, you will be presented with the screen depicted below:

U.5. Smoll Business Adminlstration

Your Small Business Resourca

OHACTS

Docket#
1002-20040405-0001
1002-20071201-0001
1111-20071201-0001
APPR-19200101-0001
APPR-20030101-0003
APPR-20031108-0001
APPR-20031108-0002
APPR-20080101-1101
APPR-20080507-1122
BOPE-20011203-0021
EDPE-20020329-0008
BODPE-20080508-1545
BOPE-20080502-1234
BOPS-13990101-0013
BOPS-13990101-0015
EDPS-20010101-0022
BDPS-20080508-4242
BOPT-19350102-0001
BDPT-20080101-1122
BODPT-20080508-3214

|+

Reports Search Admin Exit Help
New Archive Consolidate OQutstanding
Office of Hearings and Appeals Case Tracking System
Qutstanding Case List
1to 20 of 79 open case records displayed Next ==

Appellant Attorney File Date Assign Date Judge
test Bradbury, Ann 04052004 040572004 Blacken, Emma
QA Test 12012007 120272007 Judge, Ohacts
kilkj Admin, Ohacts 12/01/2007 12/03/2007  Judge, Ohacts
asad 010141980 010141921 Mitnick, Mona
ASAD 010172003 01012003 Mitnick, Mona
Asgad 11/06/2003 11062003 Mitnick, Mona
Asgad 11/06/2003 1106/2003  Mitnick, Mona
Asad Chaklader Appover, John 010122003 01012002 Litt, Mahurm
Demo Appellant Attorney, Ohacts 05072008 05072008 Litt, Mahum
Woroco International 12032001 1203722001 Blacken, Emma
D.L. King & Associates, Inc 03/29/2002 04012002 Blacken, Emma
Hella Hello Admin, Ohacts 05/08/2008 05/08/2008 Lewis, Deborah
test on 0509/2008 Haollernan, Christopher 05092008 05/09/2008 Lewis, Deborah
sdfsadfas Admin, Ohacts 010141993 01012000 Caole, Michael
asdf 010141993 010172000 Blazsik, Gloria
test 01012001 01012001 Blazsik, Gloria
Hello Hello Approver, Test 05/08/2008 05082008 Cole, Michael
ASAD Appover, John 01/02/1995 05061996 Cole, Michael
ASad Admin, Ohacts 01/01/2008 01/01/2008  Caole, Michael
George Admin, Ohacts 05/08/2008 05/08/2008 Cole, Michael

Last modified: 05/13/2008 5:53:45 AN SBA Processing: 0.09 seconds
> FirstGow > EGow > Regulations gow > Wihite House
© Privacy & Security " Information Guality = FOIA " Mo Fear fot = ADA

Definition of Terms on Outstanding Case List Screen

1.

Docket # — This column displays the docket number. Click on a link in this column
to go to the Case Detail screen where you will be able to view details of this
particular case as well as edit a few fields. Clicking on “Docket #” will sort the
cases in alphabetical order.

Appellant — This column displays the names of the appellants. Clicking on
“Appellant” will sort the names in alphabetical order.

Attorney — This column displays the names of the attorneys. Clicking on
“Attorney” will sort the names in alphabetical order.

File Date — This column displays the file date. Clicking on “File Date” will sort the
dates in descending order (the most recent date will appear at the top).

Assign Date — This column displays the assign date. Clicking on “Assign Date”
will sort the dates in descending order (the most recent date will appear at the top).
Judge — This column displays the name of the judge assigned to the case. Clicking
on “Judge” will sort the names in alphabetical order.

OHACTS Office of Hearings and Appeals Case Tracking System
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5 New

New___ _ Click on this pushbutton to access the Add Case screen where you will be able to

create a new case.

U.S. Smoll Business Administration

Search Admin Exit Help

Archive Consclidate  Outstanding

Office of Hearings and Appeals Case Tracking System

Add Case N

Case File Date: IDS;"DLQDDEI [rmdddiyyyy] Case Assign Date: IDS!D?;QDDEI [rm/idddyyyy]

Case Type: || CDBT—Collection of debts =] |

Docket#: [CDBT

[archibald Appelant |

Appellant Name:

Attorney: ||AttDrnEy, Ohacts LI | Reconsideration: |INO L‘ |

Agency: |lDEPARTMENT OF AGRICULTURE _v_||

Agency Address: || Agriculture Research Serice 6303 lvy Lane, Rm 762 ,Greenbelt MD 20770 ;||

Agency Contact: I I—l

(First) (M) (Last)

Phone: I (999-999-9959)  Fax: (599-999-9959)

E-mail I

SBA Area Office: || 0300-FPHILADELFHIA REGIONAL OFFICE, (PA) LI |
Area Office Determination: || Small ;I|
Consolidate: |I NO ;j | =
Assign Judge: |! Hollernan, Christopher Ll | Oral Hearing: [m

Clear | Reset | Savel =
» FirstGow  » E-Gov > Regulations.gow > White House
* Privacy & Security * Information Ouality ™ FOLA " Mo Fear fct * ADA

Definition of Terms on Add Case Screen

=

Case File Date — Enter the date on which the case was filed.

2. Case Assign Date — Enter the date on which the case was assigned. Note: this date

must be later than the “Case File Date”.

Case Type — Use the drop-down list to select the case type.

4. Docket # — Enter the docket number. Note: The greyed-out field to the left is made

up of two parts: the first part is the selection that you made in the “Case Type”

drop-down list and the second part is made up of the date that you entered in the

“Case File Date” field.

Appellant Name — Enter the name of the appellant.

Attorney — Use the drop-down list to select the attorney.

Reconsideration — Use the drop-down list to select either “Yes” or “No”.

Agency — Use the drop-down list to select the agency.

Agency Address — Use the drop-down list to select the agency address.

10. Agency Contact — Enter the first name, middle initial (if applicable), and the last
name of the agency contact.

11. Phone — Enter the contact’s phone number.

12. Fax — Enter the contact’s fax number.

w

©ooN O
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13.
14.

15.

16.

17.

18.

E-mail — Enter the contact’s phone number.

SBA Area Office — Use this drop-down list to select the SBA area office. Note:
This field will appear only when you select one of the following in the “Case Type”
field above: “Size”, “NACS”, or “CDBT”.

Area Office Determination — Use this drop-down list to specify the area office
determination (e.g. “Small”, “Other Than Small”). Note: This field will appear only
when you select one of the following in the “Case Type” field above: “Size”,
“NACS”, or “CDBT".

Consolidate — Use the drop-down list to indicate whether or not you wish to
consolidate this case with another one. Note: you can only consolidate open cases
having the same case code and the same agency.

Assign Judge — Use the drop-down list to select the judge that was assigned to the
case.

Oral Hearing — Use the drop-down list to select either “Yes” or “No”.

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database. The
system will then return the following message: “Case has been successfully created” at the top of
the following screen (Edit Party Detail).

OHACTS Office of Hearings and Appeals Case Tracking System
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5.1  Edit Party Detalil

This screen is accessed upon selecting the | =&

or the link in the left-hand navigation tree.

pushbutton in the screen above (Add Case)

Use this screen to add additional supporting information regarding parties, their contacts, and

their representatives.

Edit Party Detail

‘ Casze has been successfully created.

Party Type: IAppeIIanl 'l

Party { Name / Address / Contact Person ):

Name: “Archlhald Appellant

Country: LIS

Zip/Zip+4: IZDB?B _I Lookup Zip |

Addresst: |9119 “Clopper Road

Address2: |

City: “GAITHERSBURG ‘Stale: D

Phone: |I701-540-2505 ‘an:ham-sm-zsua

(999-939-9999) {999-999-9999)
Name: ICaI ‘I “Contact

(First) {Middle) {Last)
Email: I

Representative { Name / Address / Contact Person ):

Marne: I
Country: US
LipfZip+d: I .I Laokup Zip |
Address1: I I
Address2; |
City | State:l
Phone I Fax:|
(999-999-9993) (999-993-9999)
MName I I I
(First) (Middle) (Last)
Enail: |

C\earl Reset | Sa\rel

Last rodified: 05/09/2008 11:45:58 AWM SBA Processing: 0.21 seconds

2l
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Definition of Terms on Edit Party Detail Screen
Party Type — Use the drop-down list to select the party type.

Party (Name/Address/Contact Person)

Name — Enter the name of the concerned party.

Country — This read-only field will display “US” for domestic addresses.
Zip/Zip+4 — Enter the zip code.

Lookup Zip _ gelect this pushbutton to automatically populate the “City” and

“State” fields.

Address 1 — Enter the first line of the address.

Address 2 — Enter the second line of the address.

City — Enter the name of the city if it is not already displayed.

State — This read-only field displays the name of the state.

. Phone - Enter the phone number.

0. Fax — Enter the fax number.

1. Name (First, Middle, Last) — Enter the first name, middle initial (if applicable), and
the last name of the contact person.

12. E- Mail — Enter the e-mail of the contact.

> wbh e

©o~No O

el

Representative (Name/Address/Contact Person)

Name — Enter the name of the representative.
Country — This read-only field will display “US” for domestic addresses.
Zip/Zip+4 — Enter the zip code.

Lookup Zip _ gelect this pushbutton to automatically populate the “City” and

“State” fields.

Address 1 — Enter the first line of the address.

Address 2 — Enter the second line of the address.

City — Enter the name of the city if it is not already displayed.

State — This read-only field displays the name of the state.

. Phone — Enter the phone number.

0. Fax — Enter the fax number.

1. Name (First, Middle, Last) — Enter the first name, middle initial (if applicable), and
the last name of the representative.

12. E- Mail — Enter the e-mail of the representative.

A wbhpE

©oo~No O

e

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database. The system

will then return the following message: “Party Information has been successfully updated” at the
top of the following screen (Add Case Status).
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5.2 Add Case Status

This screen is accessed upon selecting the |ﬂ pushbutton in the screen above (Edit Party
Detail) or the link in the left-hand navigation tree.

Use this screen to enter case status remarks.

OHACTS Docket # SIZE-20020523-0018 Filed 05232002 Assigned 052372002 Judge Mitnick, Mona Status Open
Add Case Status

-

Case Menu

Case Detail

Parties Status Date: |D:1f29f2uu9 =
Case Status
Jip sy E==iEEih A s T PR
Solicitation
Status:
Clear | Reset [ Save
Existing Status List:

Status Date Status By Status

1241342007 Chaklader Asad test By asad

12/06/2007 Karanath Anitha test

Definition of Terms on Add Case Status Screen

1. Status Date — This read-only field displays today’s date by default.
2. Status — Enter the case status in this field.

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database. The system

will then return the following message: “Case Status Information has been successfully saved” at
the top of the following screen (Add Case Issue).
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5.3 Add Case Issue

This screen is accessed upon selecting the _ Save pushbutton in the screen above (Add Case
Status) or the EEEEET link in the left-hand navigation tree.

Use this screen to enter a description of the issue or to enter a comment on the issue.

OHACTS Docket # SIZE-20020523-0018 Filed 05/23/2002 Assigned 05232002 Judge Mitnick, Mona Ststus Open
Add Case Issue

Case Detail
Parties B r UiEE =iE 2T M- s EViIic i BEBREE

Case Status

Longressional lssue Description:

Solicitation

JB s uE=s=iE =i & e fEYic |t BRG
Issue Comment.
Clear | Reset Save
Existing Issue List:
Description Decision Decision Date Issue Comment
this is a test DISMISSED 05/25/2002
asdfaf OTHER 01/05/2005
ghjsgdjhgh Testing insert 05/04/2004 2112
test comment

Definition of Termszn Add Case Issue Screen

1. Issue Description — Enter a description of the issue in this field.

2. Issue Comment — Enter a comment on the issue in this field.
M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.
@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database. The system
will then return the following message: “Case Issue Information has been successfully saved” at
the top of the following screen (Congressional).

OHACTS Office of Hearings and Appeals Case Tracking System
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54  Congressional

This screen is accessed upon selecting the _ Save pushbutton in the screen above (Add Case
Issue) or the link in the left-hand navigation tree.

Use this screen to enter the contact information for a congressman as well as for a contact
person.

Congressional =

Casze lzsue Information has been successfully saved.

Con gressman:-

{Firs1) {Middle) (Last)
Country: US

Zip/Zip+4: .I Lookup Zip |

Addresst: | ||

Name:

Address 2: |

City: || |State: |

I |F:|x:||

{999.999_9999) (999.999_9999)

Phone:

E-mail: |

Additional Information Available to View frorm the U S, House of Representative's Web Site

Contact Person;:-

Marne: I I— I

{First) {Middle) (Last)

Fhone l Fax I fioz
(9599-999-9904) (999-999-0099)

E-rnail: |

C\earl Reset | Savel =il

Definition of Terms on Congressional Screen

Congressman:

Name — Enter the first, middle (if applicable), and last name of the congressman.
Country — This read-only field will display “US” for domestic addresses.
Zip/Zip+4 — Enter the zip code.

Lookup Zip _ gelect this pushbutton to automatically populate the “City” and
“State” fields.

Address 1 — Enter the first line of the address.

Address 2 — Enter the second line of the address.

City — Enter the name of the city if it is not already displayed.

State — This read-only field displays the name of the state.

Phone — Enter the phone number.

10 Fax — Enter the fax number.

11. E-mail — Enter the e-mail.

A wbhpE

©ooNo O

OHACTS Office of Hearings and Appeals Case Tracking System
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Additional Information Available to View from the U.S. House of Representative's Web Site — Click on this
web link to access the U.S. House of Representatives web site to view additional information.

Contact Person

Name — Enter the first, middle (if applicable), and last name of the contact person.
Phone — Enter the phone number.

Fax — Enter the fax number.

E- Mail — Enter the e-mail.

el NS =

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.
@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database. The system
will then return the following message: “Congressional Information has been successfully saved”
at the top of the following screen (Solicitation List).

OHACTS Office of Hearings and Appeals Case Tracking System
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55 Solicitation List

This screen is accessed upon selecting the |ﬂ pushbutton in the screen above
(Congressional) or the link in the left-hand navigation tree.

Use this screen to view a list of existing bid solicitations.

The screenshot below depicts no solicitations.

U.5. Small Business Adminlstration ] sl el eat | i

| New | Archive ;cnmlld-ué | Dutstanding |

Docket # APPR-20080501-0507 Filed 05012008 Assigned 05/07/2008 Judge Holleman, Christopher Status Open

Congressional Infarmation has been successfully Saved

Solicitation List

Solicitation

No Solicitation Found

Add Mew I

Last rmodified: 05/03/2008 2:37:00 P SBA Processing: 0.273 seconds

> FirstBow  » EGow > Regulations.gow > Wihite House
= Privacy & Security " Infarmation Oualfty = FOLA ™ Mo Fear Act ™ ADA

The screenshot below depicts an existing solicitation.

U.5. Smaoll Business Adminlstrotion

| Reports | Search | Admin | Exit | Help

[ New | Archive |;Cnmlldnn§ | omm|

Docket # BDPT-20080508-32'14 Filed 05/08/2008 Azsigned 05082008 Jucae Cole, Michael Status Open

Solicitation List

& Case Menu
[ case Detail
O Parties Solicitation Bid Open Date Award Date
fazestatus Test By Asad 04/11/2008 04/22/2008

Case Issue

9]
9]
[ congressional Add Mew
9]

Solicitation

Last modified: 05/09/2008 2:37:00 PM  SBA Processing: 0.051 seconds

Description of Terms on Solicitation List Screen

1. Solicitation — This column displays the current solicitations. Click on a link in this
column to go to the Edit Solicitation screen to make edits on solicitations.

2. Bid Open Date — This read-only column displays the date on which the bid was
opened.

OHACTS Office of Hearings and Appeals Case Tracking System
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3. Award Date — This read-only column displays the date on which the bid was
awarded.

4, _AINEW _ click on this pushbutton to go to the Add Solicitation screen where
you can enter more solicitations.

5.5.1 Add Solicitation

This screen is accessed upon selecting the | A e | pushbutton in the screen above
(Solicitation screen). Use this screen to add an additional solicitation.

| Reports Search Admin Exit Help

New Archive Consolidate  Outstanding

Diocket # APPR-20080501-0507 Filed 05012008 A=z=igned 05072008 Judge Holleman, Christopher Status Open

Add Solicitation B
Case Detail
Parties Solicitation:-
CRES LR LIS Bid Open Date: |[05/01/2008 [mm/ddiyyyyl
Case Issue
CE T L] Award Date: IDS.-’1 542008 [mm/ddyyyy]
Solicitation
Solicitation: ||Case 1960-47
Clear | Resst | Savel
Available Seolicitation list: Agency: DEPARTMENT OF AGRICULTURE
Solicitation Bid Open Date Award Date
02-3147-94
027 09/24/1992 | |
041 010142000 01/01/2007
04
056145
08-3K06-95
S8-5114-92 08/26/1992 09,/02/1992
92201
DAHADS-34-B-0002
ESIS-1-4v-01
Indigo Rohinsan Timber 03/31/1993 |
> FirstGow > E-Gov > Regulations gow  » White House
* Privacy & Security * Information Ouality ™ FOLA " Mo Fear fct * ADA

Description of Terms on Add Solicitation Screen

Solicitation:
1. Bid Open Date — Enter the date on which the bid was opened.
2. Award Date — Enter the date of the award.
3. Solicitation — Enter a description of the solicitation.

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

OHACTS Office of Hearings and Appeals Case Tracking System
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Save

the following screen (Solicitation List).

The screenshot below depicts a successful save from the Add Solicitation screen above.

0.5, Small Busi Administrets
curss AmPAtEE! | Reports || Search || Admin Exit Help

New | Archive Consolidate Outstanding

Docket # APPR-20080501-0507 Filed 05/01/2008 Assigned 05/07/2008 Judge Holleman, Christopher Status Open

Information has been successfully saved.
Case Datail

Parties

Case Status
Case Issue Solicitation List

Congressional

Solicitation

Solicitation Bid Open Date Award Date
Case 1960-47 05012008 05/15/2008
Add Mew: |

— Click on this pushbutton to save the information on the screen to the database. The system
will then return the following message: “Information has been successfully saved” at the top of

|»
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6 Reports

Access this module by selecting the . RePeS | hushbutton from the top menu.
The Reports Module contains the following reports in .PDF format:

Attorney Report

Certificate of Service

Closed Report

Decision Summary

Decision Summary for Closed Cases
Judge Report

OHACTS Report

OHA Decisions

Pending Report

Summary of Cases

Note: On certain reports, the name of the column will appear in blue. This means when you
place your cursor on it while pressing on the “Ctrl” key on your keyboard and click, the items in
that column will be sorted in a particular order.

OHACTS Office of Hearings and Appeals Case Tracking System
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6.1  Attorney Report

Access this screen by clicking on the link in the left-hand navigation tree.

Use this screen to specify the following parameters that you wish to see on the report:
attorney, case status, date range, and case file start/end dates.

U.5. Smeoll Business Adminlatration

Reports Search Admin Exit Help

New Archive Consolidate Outstanding

Your Small Business Resoorea

OHACTS

Office of Hearings and Appeals Case Tracking System

Attorney Report

Reports Menu

Attorney Report
Certificate OF Service Attorney: || Select = |

Report Case Status: ISeIect vl

Decision Summary

Decision Summary for Cl Date Range is: || " Fiscal Year? or © Weekly? or  Qther?

Judge Report
OHACTS Report Case File Start Date: IU‘U’ZZIZUUS‘ JiEz]
OHA Decisions

Pending Report Case File End Date: I‘IUI‘I 9/2009 =

Summary of Cases

1l

Get Report

Definition of Terms on Attorney Report

1. Attorney — Use the drop-down list to select either “All” attorneys or a specific
attorney. Note: If “All” is selected, all the cases of each attorney will display
together.

2. Case Status — Use the drop-down list to select a case status (i.e., “All”, “Open”,
or “Closed”.

3. Date Range is — Click on a radio button to specify the date range. Note: If you
click on “Other”, then you must populate the “Case File Start Date” and “Case
File End Date” fields by either entering the dates or using the calendar icons.

4. Case File Start Date — This field populates with 10/01/current fiscal year if the
“Fiscal Year” radio button was clicked in “Date Range” above. This field
populates with the previous Friday date before the “Case File End Date” field if
the “Weekly” radio button was clicked in “Date Range” above.

5. Case File End Date — This field populates with 09/30/current fiscal year if the
“Fiscal Year” radio button was clicked in “Date Range” above. This field
populates with the previous Friday date if the “Weekly” radio button was clicked
in “Date Range” above. (If the current date is a Friday, that date will populate the
“Case File End Date” field.)

_GetRepott _ cjick on this pushbutton to access the Attorney Report screen depicted

below.

OHACTS Office of Hearings and Appeals Case Tracking System
Page 29



Tiwr Fnel Berani Rnevnir

Office of Hearings and Appeals
Attomey Report

Report Date: 10/19/2009

Case Filed Within: 10v192007 and 10v192009

Aftorney: All
Case Statns:All

Admin, Ohacts:

1111-20071201-0001 kjlk; Judge. Ohacts 1111 12012007 10/01/2008 1 Closed
AHHS-20080307-0003  Test Appellant Mitmick Mona AHHS 050772008 02042008 0 Closed
APPR-20090428-0003 Test Aeddy, Praveen APFR. 04/282009 121 Open
APPR-20090429-1243 Test By ASad Aeddy. Praveen APFR 04292009 120 Open
BDPE-20080508-1545 HelloHelle  Lewis. Deborah BDPE 05/082008 10470772008 106 Closed
BDVP-20080605-4345  jkkj Cole, Michael BDVP 06/03/2008 10/012008 83 Closed
CDBT-20080101-0001  uguh Blazsik, Glona CDBT 01/01/2008 017012008 0 Closed
NACS-20071231-0006  gatest Judge, Ohacts  NACS 12/31/2007 021172009 28 Closed
SDBA-20080101-1111  Asad Blazsik Gloria SDBA 01/01/2008 453 Open
SIZE-20080513-0001 Test Aeddy, Praveen SIZE 05132008 05132008 1 Closed
WWWW-20081031-1234 Test Appellant Judge. Ohacts  WWWW 10/31/2008 242 Open
WWWW-20081202-0001 QAQC Judge, Ohacts WWWW 12082008 12112008 4 Closed

Description of Fields on Attorney Report PDF

1.

2.

Docket # — This column displays the docket number. Click on “Docket Number” to

sort the cases by alphabetical order.

Appellant — This column displays the name of the appellant associated with the
case. Click on “Appellant” to sort the names by alphabetical order.
Judge — This column displays the name of the judge associated with the case. Click
on “Judge” to sort the names by alphabetical order.
Case Type — This column displays the case type. Click on “Case Type” to sort the

cases in ascending order.

Filed Date — This column displays the dates on which the cases were filed. Click on
“File Date” to sort the cases by chronological order, with the oldest dates appearing
first.

Decision Date — This column displays the decision dates. Click on “Decision Date”
to sort the dates by chronological order, with the oldest dates appearing first.

Days Open — This column displays the days open. Click on “Days Open” to sort the
data in ascending order.

Days Pending — This column displays the number of days pending. Click on “Days
Pending” to sort the data in ascending order.

Case Status — This column displays the case status. Click on “Case Status” to first
display the “Open” cases and then the “Closed” cases.

OHACTS Office of Hearings and Appeals Case Tracking System

Page 30



6.2  Certificate of Service Report

Access this screen by clicking on the link in the left-hand navigation
tree.

This report contains contact information for the parties and agencies involved.

U.5. Smal| Businass Adminlstration

Reports Search Admin Exit Help

New | Archive |iComlldnl; Outstanding

Your Small Business Resourca

Certificate Of Service Report

Reports Menu

Attorney Report
Certificate OF Service Docket Number: ‘lww-zuozum 9-0001 |

Closed Report Please enter the docket number as "ABCD-995999999-9995"

Decision Summary
Decision Summary for C Get Report |

Judge Report

DOHACTS Report

OHA Decisions

Pending Report Last modified: 10/15/2009 12:00:00 AM SBA Processing: 0.025 seconds Version: 1.0

Summary of Cases

Definition of Terms on Certificate of Service Report
Docket Number — Enter the case docket number. Note: do not include any hyphens.

_GetRepot _ cick on this pushbutton to access the Certificate of Service Report screen

depicted below.
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Note: all the fields on this report are display-only.

Certificate of Service Report PDF

S Bl seveacony (= @ g search gﬁ]}saem @ @_\- H ,? o |114% - @ F0R- 1 oy B | Search ilish Y_r|
4 i3
Office of Hearings and Appeals Report Date:05/13/2008
o — Certificate of Service Report Docket #: VVVV-20020219-0001
Private Party:-
get new(Appellant) First Last(Appellant)
ASAD Inserting Party
hsdghj, FORT LEE VA 23801 Test, DELAPLANE VA 20144
Fax:1242151245 Fax:5427496521
First Last(Appellant) first last(Appellant)
Test Application Testing ABCD
steert1, DELAPLANE VA 20144 test, LEESBURG VA 20177
Fax:7878755441 Fax:8752185421
g
£
g kjhdfkjhhk jkhjk(Appellant)
o ytydsty
z yuiyi, WASHINGTON DC 20002
£ Fax:7866786876
T Agency :-
= [ iofs = [
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6.3  Closed Report

Access this screen by clicking on the link in the left-hand navigation tree.

Use this screen to specify the parameters of the report (e.g. “Case Type”, “Date Range”,
etc.)

Closed Report

Case Type:

I Select All

[~ ooz 1000 TIT4s I~ ABCD [~ ABCD12

[T AHHS [T aHS [~ APPR T COET " DODD {test)
[T DEvC Coisc T EATS [ EDRP " EEEE

T FLEM [T HAT ™ KKIKKtessdfst) T LBLB [~ LNDP

[ MISE [TMSBE [~ MSBG M wsEs I~ MSET

™ MSEwW CsBIC [T SBRF ™ SDBA [~ SDBP

7 SDMK [Csicc T SIZEMACS M SUER WA (test)
Ty Yitest) I ZZtest) [T sssssssss ™ test on 05/09/08

Date Range is: || C Fiscal Year? or © Weekly? or & Other?

Case Decision Start Date I1 141472007 [rmmifdddyyyy)

Case Decision End Date IDSF12J’2008 [rmmifdddyyyy)

Get Report |

Definition of Terms on Certificate of Service Report

1. Case Type — Select the checkbox(es) of the particular case type(s) that you wish to
see on the report. Select the “Select All” checkbox if you wish to include them all.

2. Date Range is — Select the radio button of the date range that you wish to see

covered on the report (“Fiscal Year”, “Weekly”, or “Other”).

Case Decision Start Date — Enter the start date of the case decision.

4. Case Decision End Date — Enter the end date of the case decision.

5 Get Heport

w

— Click on this pushbutton to access the Closed Report screen depicted
below.
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Closed Report PDF

Office of Hearings and Appeals

Fewr Fmal bvserss dpesea

Closed Report

Report

Date: 1011972002

Case Filed Within: 1001272007 and 10/18/2002

Degisi

Docket # Appellant Judge Attorney  File Date Decision D Decision #
0001-20080303-0001  Arnold Appelant Blacken, Emma 03032008 DEN  0508/2008 0001-004624
1002-20040405-0001  test Blazsik, Gloria ET“W 04052004 GRT 08/01/2008 1002-000735
1111-20071201-0001  kilki Judge. Chacts gﬂ;“;‘:E 12/01/2007 DEN  104/2008 1111-000152
AHHS-20000101-2009  Asad Mitnick, Mona gd'"i"l 01172000 DIS 02042008 AHHS-000115
AHHS-20020101-0001  Asad Chaklader Mitnick, Mona g‘;“_“f" 0101/2008  DIS 020472008 AHHS-D0D115
AHHS5-20080501-0002 Asad Chaklader Mitnick, Mona Ahpﬁ:'“ 0SMO12008 DIS  0XN04/2008 AHHS-000115
AHHS5-20080507-0003  Test Appellant Mitnick, Mona gﬂra“ciTE 0SD72008 DIS 02042008 AHHS-00D115

Whitmore jr, Attomey
APPR-12800101-0001  asad - e 01171980 AD  [4/14/72000 APPR-D00043
APPR-20030101-0003  ASAD :';:"r'f"“j'- 01D1/2002  AD 0471472000 APPR-D00043
APPR-20031108-0001 Asad Whstmare . 11082002 AD 041142000 APPR-D00043
APPR-20031108-0002  Asad Whitmore jr.  Admin 11082002 AD  04/14/2000 APPR-D0O043
Johin Ohacts
APPR-20080101-1101  Asad Chaklader Mitnick, Mona iopl'?:m 01012008 DEM  05/08/2008 APPR-DOM05T

e of Hearizgs and Appeals [Closed Roport]

Description of Fields on Closed Report PDF

Total Clowed Canas -84
Pagu | of 6

10. Docket # — This column displays the docket number. Click on “Docket Number” to
sort the cases by alphabetical order.
11. Appellant — This column displays the name of the appellant associated with the

12.

13.

14.

15.

16.

17.

case. Click on “Appellant” to sort the names by alphabetical order.

Judge — This column displays the name of the judge associated with the case. Click
on “Judge” to sort the names by alphabetical order.

Attorney — This column displays the name of the attorney associated with the case.
Click on “Attorney” to sort the names by alphabetical order.

File Date — This column displays the dates on which the cases were filed. Click on
“File Date” to sort the cases by chronological order, with the oldest dates appearing
first.

Decision — This column displays the decision codes. Click on “Decision” to sort the
codes by alphabetical order.

Decision Date — This column displays the decision date. Click on “Decision Date”
to sort the dates by chronological order, with the oldest dates appearing first.
Decision # — This column displays the decision number. Click on “Decision
Number” to sort the decisions by alphabetical order.

OHACTS Office of Hearings and Appeals Case Tracking System
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6.4  Decision Summary

Access this screen by clicking on the link in the left-hand navigation
tree.

Use this screen to specify the Case File start/end dates that will appear on the report.

Decision Summary

Case File Start Date: |11fD7aQDD?' [rmmiddfyyyy]
Case File End Date: IDS!’DSQDDG [mmiddiyyyy]

Get Report |

Definition of Terms on Decision Summary Screen

1. Case File Start Date — Enter the start date of the case file.
2. Case File End Date — Enter the end date of the case file.

3. GetRepot _ cjick on this pushbutton to access the Decision Summary screen
depicted below.
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Decision Summary PDF

Office of Hearings and Appeals Report Date:05/0%/2008
Decision Summary Report Case Filed Within: 11/11/2007 and 05/09/2008

Denied-(DEN)

Office of Hearings and Appeals [Decizion Summary Faport]

E- Comments ’% Attachments

_ Ildd_lTP T FHE = e

Description of Fields on Decision Summary PDF

1. Decision — This column displays the decision that was made.
2. Number of Cases — This column displays the number of cases having this decision.
3. Percent — This column expresses the percentage of total cases having this decision.
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6.5  Decision Summary for Closed Cases

Access this screen by clicking on the link in the left-hand
navigation tree.

Use this screen to specify the Case File start/end dates that will appear on the report.

Last modified: 05/05/2008 11:54:02 AWM SBA Processing: 0.052 seconds

Last modified: 05/05/2008 11:54:02 AWM SBA Processing: 0.068 seconds

Decision Summary for Closed Cases

Case File Start Date |11M?QDD? [rrm/dddyyyy]
Case File End Date; IDSFDSDDDB [rmmidddyyyy]

Get Report

Definition of Terms on Decision Summary for Closed Cases Screen

1. Case File Start Date — Enter the start date of the case file.
2. Case File End Date — Enter the end date of the case file.

(GetRepott _ cjick on this pushbutton to access the Decision Summary for Closed

Cases screen depicted below.
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Decision Summary for Closed Cases PDF

@?‘% %l Search ek 'ﬁﬂ

SM Office of Hearings and Appeals Report Date:05/12/2008
Decision Summary for Closed Cases Case Filed Within: 11/14/2007 and 05/12/2008

Dismissed-(DIS) 20.00 %

Vacated-(VAC) 6.67 %
Rev revers-(REV) 6.67 %

Denied-(DEN)

Description-(090909) 6.67 %

| Total
3
1
1
2 13.33 %
1
W]
1
I
1
1
1
1
[ = ]
2

Dismissed-(DIS) 6.67 %
SIZENACS Denied-{DEN) 6.67 %
Remanded-(RMD) 6.67 %
Transmitted-(TRANS) 6.67 %
Withdrawn-{W1D) 6.67 %
|
SUBP Rev revers-{REV) 13.33 %

”v:

E

Office of Hearings and Appesls [Decision Summary for Closed Cases Report] Paze lofl
!ﬁ_% el - oo I
5 s ——— we

Definition of Terms on Decision Summary for Closed Cases Screen

1. Case Category — This column displays the category of the case.
2. Decision — This column displays the decision that was made.
3. Total — This column displays the number of cases having this decision.

4. Percent — This column expresses the percentage of total cases having this decision.
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6.6  Judge Report

Access this screen by clicking on the link in the left-hand navigation tree.

Use this screen to specify the following parameters that you wish to see on the report:
judge, case status, and case file start/end dates.

U5, Smel| Businass Adminisiration

Reports Search Admin Exit Help

New Archive Consclidate Outstanding

Office of Hearings and Appeals Case Tracking System
Judge Report

D Attorney Report

[§ certificate Of Sarvice Judge: “ Select j ‘

O dosedReport Case Status:

D Decision Summary

[ pecision Summary for ¢ Date Range is: ” " Fiscal Year? or " Weekly? or & Other?
D Judge Report

[i oHAcTS Report Case File Start Date: |04J22;2009 =

[ oHA Decisions

[i Pending Report Case File End Date: I‘10!19!20[]9 [

D Summary of Casas

Get Report |

Definition of Terms on Judge Report Screen

1. Judge — Use the drop-down list to select the judge whose status you wish to see on
the report.

2. Case Status — Use the drop-down list to specify whether the case is “Open” or
“Closed”.

3. Date Range is — Click on a radio button to specify the date range. Note: If you
click on “Other”, then you must populate the “Case File Start Date” and “Case File
End Date” fields by either entering the dates or using the calendar icons.

4. Case File Start Date — This field populates with 10/01/current fiscal year if the
“Fiscal Year” radio button was clicked in “Date Range” above. This field populates
with the previous Friday date before the “Case File End Date” field if the “Weekly”
radio button was clicked in “Date Range” above.

5. Case File End Date — This field populates with 09/30/current fiscal year if the
“Fiscal Year” radio button was clicked in “Date Range” above. This field populates
with the previous Friday date if the “Weekly” radio button was clicked in “Date
Range” above. (If the current date is a Friday, that date will populate the “Case File
End Date” field.)

_GetRepot _ cick on this pushbutton to access the Judge Report screen depicted

below.
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Judge Report PDF

Report Date: 10/19/2009

Office of Hearings and Appeals Case Filed Within: 04222003 and 10/19/2000
Judge Eeport Judge: Judge, Ohacts
Case Status:Open

Tew FneY Berinnn newrir

Docket = Appellant Aftomey Eiled Date Case Type
NACS-20080520-0001 QA Tester Appellant Attorney Ohacts 05202008 NACS
SIZE-20090429-0003 Third Appellant Approver Test 04292009 SIZE
WWWW-20081031-1234 Test Appellant Admin Ohacts 10312008 WWWW
ZFFF-20080512-0001 Test Appellant Name Attormey Ohacts 051272008 ZZZZ
FEZFZ 20080512-1122 Duplicate Docket Chudamani Sury 05122008 ZZZF

Definition of Terms on Judge Report Screen

1. Docket # — This column displays the docket number. Click on “Docket Number” to
sort the cases by alphabetical order.

2. Appellant — This column displays the name of the appellant associated with the
case. Click on “Appellant” to sort the names by alphabetical order.

3. Attorney — This column displays the name of the attorney associated with the case.
Click on “Attorney” to sort the names by alphabetical order.

4. Filed Date — This column displays the dates on which the cases were filed. Click on
“File Date” to sort the cases by chronological order, with the oldest dates appearing
first.

5. Case Type — This column displays the case type. Click on “Case Type” to sort the
cases by alphabetical order.
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6.7 OHACTS Report

This screen is accessed by selecting the link in the left-hand navigation
tree.

Use this screen to specify the Case File start/end dates that will appear on the report.

OHACTS Report

Case File Start Date: |04f22;2009 =]
Case File End Date: |1nf19;_zuua =

Get Report |

Last modified: 10/15/2009 12:00:00 AM SBA Processing: 0.026 seconds Version: 1.0

Definition of Terms on OHACTS Report Screen

1. Case File Start Date — Enter the start date of the case file.
2. Case File End Date — Enter the end date of the case file.

3. _GEtRepat _ cjick on this pushbutton to access the OHACTS Report screen
depicted below.
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OHACTS Report PDF

Office of Hearings and Appeals Report Date:10/19/2009
SRR o CTS Report Case Filed Within: (4/22/2009 and 10/19/2009
Case  NAICS o : Decision Decision
Docket # Judge Attormey Type | Soll Petioner  HledDate S0 o0 Date
APPR.20000428-000g Aeddy.  Admm APPR. Test 04/28/2009 APPR-008554
Praveen Ohacts
5 iogz Aeddy.  Admin
APPR20090429-1243 feddy.  Admin APFR TestBy ASad (041292009
Tudge, Attorney ' Test Appellant .4 1, z 2 0
SIZE20090420-0001 ie=  Ctomm SIZE o 04292009 SIZE-001234  04/29/2009
SIZE-20090429-0002 Judge New oY SIzZE SppellantName 041202009 SIZE-012345
Judge, Approver . ' -
SIZE20090420-0003 (rog= PP SIZE Third Appellant 04/29/2009

Definition of Terms on OHACTS Report Screen

1. Docket # — This column displays the docket number. Click on “Docket Number” to
sort the cases by alphabetical order.

2. Judge — This column displays the name of the judge. Click on “Judge” to sort the
judges’ names by alphabetical order.

3. Attorney — This column displays the name of the attorney. Click on “Attorney” to
sort the attorneys’ names by alphabetical order.

4. Case Type — This column displays the case type code. Click on “Case Type” to sort
the case types in alpha-numerical order.

5. NAICS Sol # — This column displays the NAICS solicitation code. This code is set
up in the Solicitation List screen.

6. Petitioner — This column displays the name of the petitioner. Click on “Petitioner”
to sort the petitioners’ names by alphabetical order.

7. Filed Date — This column displays the dates on which the cases were filed. Click on
“File Date” to sort the cases by chronological order, with the oldest dates appearing
first.

8. Decision Number — This column displays the decision number. Click on “Decision
Number” to sort the decision numbers by numerical order.

9. Decision Date — This column displays the decision date. Click on “Decision Date”
to sort the decision dates by chronological order, with the oldest dates appearing
first.
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6.8  OHA Decisions
This screen is accessed by selecting the link in the left-hand navigation
tree.

Use this screen to specify the year for which you wish to view OHA decisions on your
report.

B
OHA Decisions

Year: |2008 [yyyy]
Get Report |

Last modified: 05/05/2008 1:02:18 P SBA Processing: 0.191 seconds

Definition of Terms on OHA Decisions Screen

1. Year — Enter the year for which you wish to see OHA Decisions.
2. GetRepot _ cjick on this pushbutton to access the OHA Decisions Report screen
depicted below.

OHA Decisions PDF
&

%ESaveaCopy e CII ﬁSaarch; ) ‘%; Y - Bt ‘I Search Wb Y!"

(03,

Q'Eﬁ ®|83% - @

|,E Pages

Report Date:05/13/2008

Office of Hearings and Appeals
Case Filed Within:10/01/2007 and 09/30/2006

OHA Decisions Report
Yeer fmell Businest Reiovree

e Area Office OHA OHA
Docket# Decision# Determination Decision{Affirm/Remand/Reverse) Outcome
SIZE-19801212-1111 SIZE-004629 S R N

Legend:
| Area Office Determination [ OHA Decision [ OHA Outcome (Size Status)
[5=Small [A=Affirm, including dismissals [5=Small
[N=Other Than Small [R=Reverse [N=Other Than Small
[ [M=Remand [

Definition of Terms on OHA Decisions Report Screen

1. Docket # — This column displays the docket number. Click on “Docket Number” to

sort the cases by alphabetical order.
2. Decision # — This column displays the decision number. Click on “Decision

Number” to sort the decision numbers by numerical order.
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3. Area Office Determination — This column displays the area office determination.
Click on “Decision Number” to sort the decision numbers by numerical order.

4. OHA Decision — This column displays the OHA decision. Note: this column will
have a value only if the “Docket #” column contains either a “NAICS” or “SIZE”
code.

5. OHA Outcome — This column displays the OHA outcome decision. Note: this
column will have a value only if the “Docket #” column contains either a “NAICS”
or “SIZE” code.

6.9  Pending Report

This screen is accessed by selecting the link in the left-hand navigation
tree.

Use this screen to specify the following parameters: “Case Type”, “Case File Start Date”,
and “Case File End Date”.

Pending Report

Case Type:

¥ Select All

00111 00111 ¥ 002 ¥ 002 ¥ 002
I~ ooz ~ D045 I~ 1000 I~ 1000 I~ 1000
= 10001 1001 ~ 1005 = 1010 = 1011
15158 ¥ 45 ¥ ABCD ¥ ABCD12 ¥ AHHE
¥ AHS ¥ APPR ¥ CDET ¥ DOOD (test) M DEVC
~ Disc ¥ EAT ~ EDRP ¥ EEEE ¥ FLEM
M HAT M Hello today is May 2nd M KKKtessdfst) M LELE ¥ LNDP
¥ MISE ¥ MSBE ¥ MSBG ¥ MSBS ¥ MEBT
¥ MSEW ¥ SBIC ¥ SERF ¥ SDBEA ¥ SDEP
¥ SDMK M sicc M SIZE/MNACS ¥ SUBP ¥ This is a testitest)
Fownanainitest) Y Y Y itest) M YZ¥Z ¥ ZZitest) = zZzyy
¥ a1 ¥ sice W size ¥ test ¥ i

Case File Start Date. |[11/07/2007 [rrrmddddyyyy]
Case File End Date: ||05/05/2008 [rarddddyyyy]

Sort Order. [Docket Number (Ascending) k|

Last modified: 05/05/2008 1:02:18 PM  SBA Processing: 0.076 seconds

Definition of Terms on Pending Report Screen

1. Case Type — Select the checkbox(es) of the particular case type(s) that you wish to
see on the report. Select the “Select All” checkbox if you wish to include them all.
2. Case File Start Date — Enter the start date of the case file.
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3. Case File End Date — Enter the end date of the case file.
4. Sort Order — Use this drop-down list to specify the sort order (e.g. “Docket
Number” ascending/descending or “Case File Date” ascending/descending).

_GetRepot _ cjick on this pushbutton to access the Pending Report screen depicted
below.

Pending Report PDF

Office of Hearings and Appeals Report Date:10/1%2002

I VBB pening Report Case Filed Within: 04/22/2007 and 10/19/2009
Docket # Appellant Tudge Attorney FiledDate  Days Elapsed
APPR.-20090428-0008 Test Aeddy, Praveen Admin Ohacts 0412812009 174
APPR-20090429-1243 Test By ASad Aeddy. Praveen Admin Ohacts 0412912009 173
NACS-20071201-0002 Clerk - Appelant Tudge, Ohacts 12/01/2007 688
NACS-20080520-0001 QA Tester Appellant  Judge, Ohacts Attomney Ohacts 0512012008 517
NACS-20080602-1234 jhihj Crump. Foi Gannon Sandra 06/02/2008 504
NACS-20080929-0001 test? Blazsik, Gloria Approver Test 0912912008 385
SDBA-20080101-1111 Asad Blazsik, Gloria Admin Ohacts 01/01/2008 657
SIZE-20070908-7668 hjnkjhkijh Cole, Michael Jackson Clarence 09/08/2007 ™
SIZE-20071201-0001 QA Test Appellant 1 Tudge, Ohacts 12/01/2007 688
SIZE-20071201-0003 test appellant Tudge, Ohacts 12/01/2007 683
SIZE-20071227-0004 Appellant Name Tudge, Ohacts 12/27/2007 662

Definition of Terms on Pending Report Screen

1. Docket # — This column displays the docket number. Click on “Docket Number” to
sort the cases by alphabetical order.

2. Appellant — This column displays the appellant’s name. Click on “Appellant” to
sort the appellant names by alphabetical order.

3. Judge — This column displays the judge’s name. Click on “Judge” to sort the judge
names by alphabetical order.

4. Attorney — This column displays the attorney’s name. Click on “Attorney” to sort

the attorney names by alphabetical order.

Filed Date — This column displays the filed date (date on which the case was filed.)

6. Days Elapsed — This column displays the days elapsed. This is the number of days
that have passed between the “Filed Date” and the date of the report. Click on
“Days Elapsed” to sort the days elapsed by chronological order (oldest dates will
appear at the top).

o
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6.10 Summary of Cases

This screen is accessed by selecting the link in the left-hand navigation
tree.

Use this screen to specify the Case File start/end dates that will appear on the report.

Summary of Cases By Case Type

Case File Start Date; |11J"D?JQDD? [rmmiddfyyyy]
Case File End Date: IDSMSQDDB [mmiddfyyyy]

Get Report |

Last modified: 05/05/2008 1:02:18 P SBA Processing: 0.077 seconds

Definition of Cases By Case Type Screen

1. Case File Start Date — Enter the start date of the case file.
2. Case File End Date — Enter the end date of the case file.

3. GetRepot _ cjick on this pushbutton to access the Summary of Cases report
screen depicted below.

Summary of Cases PDF

H
g H Save a Copy | @: eﬁ Search g \"5‘ Ib. Select E} E (ﬂ\ - _1‘ = IW - & [ ! P = s ‘ Search Web | TR
A E
8 =
E‘
Lo Office of Hearings and Appeals Report Date:05/13/2008
Summary of Cases Case Filed Within: 11/15/2007 and 05/13/2008
Your Smell Busieess Resource
Case Category Number of Cases Percent
45 8 19.05
ABCD12 1 238
AHHS 3 7.14
APPR 3 7.14
CDBT 1 2.38
DDDD (test) 1 238
EDRP 2 476
SBIC 1 238
SBRF 1 2.38
SDBA 2 4.76
|_ SIZE/INACS 15 3571
i SUBP 2 4.76

ZZ(test) 2 476
Total 42 100%

Definition of Terms on Summary of Cases Screen

1. Case Category — This column displays the case category.
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2. Number of Cases — This column displays the number of cases in this particular case

category.
3. Percent — This column displays the percentage represented the number of cases in
this category related to the total number of cases in all categories.

7 Search

. Searh | Use this pushbutton to access the Case Search screen where you will have the
choice of various parameters to specify in your search for a case.

7.1 Case Search

U.5. Small Businass Adminlstretion T e e = Help
New Archive Consolidate Outstanding
Your Small Business Rasource
Office of Hearings and Appeals Case Tracking System
Case Search

Search By: ISEIEEt 'I
Reset | Search |

Last modified: 05/06/20058 3:01:45 PM  5BA Processing: 0.032 seconds

Definition of Terms on Case Search Screen

Search By — Use this drop-down list to specify the search parameter that you wish to use to
search for a case, (e.g. “Appellant Name”, “Docket Number”, “Final Decision Number”, etc.)
Based on the parameter that you specify, one or more of the following fields will appear under
the “Search By” drop-down list:

e Search Text

e Case Code

e Judge List

{®
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Case Search

Search By: | [Eslsl=l =gkl ol

Appellant’s Name Starts With:

Reset Search

Case Search

Search By: || Docket Number =l

Docket Number Starts With:

Reset Search

Case Search

Search By: || Final Decision Number = |

Final Decision Number Starts With:

Feset Search
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Case Search

|«

Search By: |JudgE Marne

L]

Judge List: || Select -

Status: ISEIEI:’[ vI

Reset | Search

Case Search

Search By: || Solicitation Number = |

Solicitation Number Starts With:

Heseat Search

@ — Click on this pushbutton to reset all the fields to their original values.

Searth. _ Select this pushbutton to send your search request to the database.
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The screenshot below depicts the result of a case search by solicitation number.

.S, Small Busi Adminl. i
= seiness Admisiairation | peporis Search Admin Exit Help

New Archive Consoclidate Outstanding

Yaur Small Business Rasourcs

OHACTS Office of Hearings and Appeals Case Tracking System

Case Search

|»

Search By: ||50|icitatmn Mumber ;||

Solicitation Number Starts With: ||1

Reset I Search |

110 20 of 24 searched case records displayed Hext ==
Docket # Appellant Attorney Eile Date A%it;ﬂ Decision # Judge
1002-20040405- test Bradbury, 0452004 04052004 Blacken,
0001 A Emma
AHHE-20080101- Hannan, AHHS- =
e Asad Chaklader S 01/01/2008 01/01/2008  02/04/2008 oonfie  Mitnick, Mona |
AHHS-20080101- Hannan, AHHS- -
o Asad Chaklader e 01/01/2008 01/01/2008  02/404/2008 oonire  Mitnick, Mona
DEVOONOVOII: 1ot by JG - 12.27.2007 O7/07/2007 11714/2007 el
0001 Gardan
DEVE-2007D707 1oy s - 12 272007 OFAFA2007 1141472007 Sfight,
0001 Gordon
o Ee e e ey O7/07/2007 114142007 e
ordon

e 010141990 01/01/1990 Phillips, Jans
MACS-20071201- NACE-
oz Clerk - Appelant 120172007 12/20/2007 12/27/2007 004551 Judge, Ohacts
MACS-20071201- MACE-
oz Clerk - Appelant 12012007 12/20/2007 124272007 004551 Judge, Chacts
MLAMSI2ANT 2312 -

3 FirstGow  » E-Gow  » Regulstions.gow > White House
* Privacy & Security * Information Quality ™ FOLA ™ No Fear fet * ADA
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8 Admin

AdmIn | _ Click on this pushbutton to access the Administrative menu. This menu is depicted in

the screenshot below:

OHACTS

Agency
Case Category
Case Code

Case Delete

Decision Code

1. Agency — Agency Type Maintenance: Use this screen to add agencies and agency
addresses.

2. Case Category — Case Category Maintenance: Use this screen to add or change case

type categories.

Case Code — Case Type Maintenance: Use this screen to add or change case codes.

4. Decision Code — Decision Type Maintenance: Use this screen to add or change
decision codes.

w
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8.1 Agency Type Maintenance Screen

This screen is accessed by selecting the EEEET link from the left-hand navigation tree.

Use this screen to access the Add Agency screen and the Edit Agency screen.

Agency Type Maintenance -

Add Mew Agency |

Agencies Start Date  End Date

04/27/2008 04/28/2008

04/28/2008 04/28/2008

1AGENCY 04/21/2008 04/28/2008
04/28/2008
100 04/28/2008
04/28/2008
04/28/2008

04/28/2008 05/01/2008
04/28/2008
04/28/2008

04/258/2008 -

04/28/2008 02/2252008

==

)

= I
(e}
(]

=
=
[}

=
=
{a3]

]
(s8]

Definition of Terms on Agency Type Maintenance Screen

Add New Agency  _ click on this pushbutton to access the Add Agency screen where you will
be able to add an additional agency.

1. Agencies — Click on a link in this column to access the Edit Agency screen where
you can edit the start/end dates as well as add an address.

2. Start Date — This read-only column displays start date.

3. End Date — This read-only column displays end date, if any.
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8.1.1 Add Agency

This screen is accessed by selecting the =~ 48 Mew Agency 5 ,shpytton in the screen above
(Agency Type Maintenance screen).
Use this screen to add an additional agency type.

Add Agency
Agency Name I
End Date: |
Clear Resetl Savel

Definition of Terms on Add Agency Type Maintenance Screen
1. Agency Name — Enter the name of the agency.

2. Start Date — Enter the start date.
3. End Date — Enter the end date, if any.

Clizzt | Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

| Save _ Click on this pushbutton to save the information on the screen to the database.
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8.1.2 Edit Agency

This screen is accessed by selecting a link in the “Agencies” column of the Agency Type
Maintenance screen.

Use this screen to edit: start/end dates and addresses as well as to add a new address. Edit a
current address by clicking on a link in the “Addresses” table.

Edit Agency

Agency MName ID1

Start Date: ID:L-"Z?';QDDB
End Date: IDdQBQDDB

Cleari Reset i Sa\rel Add Address

Addresses
3131 Lee Hwy FAIRFAR W8 22031

Definition of Terms on Edit Agency Screen

1. Agency Name — This read-only field displays the name of the agency.
2. Start Date — Edit the start date.
3. End Date — Edit the end date, if any.

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.
@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database.

_Add Address  _ ¢ick on this pushbutton to access the Address screen where you can add an

additional address.
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Address

This screen is accessed by clicking on the 89 Address

Agency).

pushbutton in the screen above (Edit

Use this screen to add an additional address.

Address
Country: US
Zip/Zip+4: |— Loakup Zip |
Addresst: | “
Address 2: |
City: “ State: |

Definition of Terms on the Address Screen

1. Country — This read-only field will display “US” if the address is in the United
States.
2. Zip/Zip+4 — Enter the zip code in this field.

3. Lookupdip: _ gelect this pushbutton to automatically populate the “City” and
“State” fields.

4. Address 1 — Enter the first line of the address.

5. Address 2 — Enter the second line of the address.

6. City — Enter the city.

7. State — Enter the state.

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.
@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database.
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8.2 Case Category Maintenance

This screen is accessed by clicking on the link on the left-hand navigation tree.

Use this screen to access the Add Case Category screen as well as the Edit Case Category
screen.

Case Category Maintenance

Add MNew Case Category

Existing Category List Start Date End Date
02/28/2008

04/28,/2008
04/28/2008
04/08,/2008
04/08,/2008
04/08,/2008
04/28/2008
04/28,/2008

= 2 =2
(R | BN |
o = (=

. [

=
o
(]

=
)
(]

i}
)
[

=
[
=
{ig]

=
(]}
(]

Definition of Terms on Case Category Maintenance Screen

Add Mew Case Category  _ geect this pushbutton to access the Add Case Category screen.

1. Existing Category List — Click on a link in this column to access the Edit Case
Category screen. On that screen, you can edit the start/end dates.

2. Start Date — This read-only column displays the start date.

3. End Date — This read-only column displays the end date, if any.
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8.2.1 Add Case Category

This screen is accessed by clicking on the _#dd New Case Categary
Category Maintenance).

in the screen above (Case

Use this screen to add an additional case type category.

Add Case Category

Description: ‘l

Start Date: I

End Date: |

Clearl Reset | Savel

Definition of Terms on Add Case Category Screen

1. Description — Enter a new category description.
2. Start Date — Enter a start date.
3. End Date — Enter an end date, if any.

Clzt | Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

| Save _ Click on this pushbutton to save the information on the screen to the database.
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8.2.2 Edit Case Category

This screen is accessed by clicking on a link in the “Existing Category List” column of the Case
Type Category Maintenance screen.

Use this screen to edit an existing category type.

Edit Case Category

Description: ‘1001 11

Start Date: IDQQBQDDB

End Date: |

Clearl Reset | Savel

Definition of Terms on Edit Case Category Screen

1. Description — Edit the description of the case type category.
2. Start Date — Edit the start date.
3. End Date — Edit the end date, if any.

Clizzt | Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

| Save _ Click on this pushbutton to save the information on the screen to the database.
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8.3 Case Type Maintenance

This screen is accessed by clicking on the link in the left-hand navigation tree.

Use this screen to access the Add Case Type screen as well as editing an existing case type.

H
Case Type Maintenance
Add Mew Case Type
Case Type Case Description Start Date Eni Date
oot test Update 04/28/2005 03/04/2007
ooz test April 03 insert(shic) 04/25/2005 020272009
00o3 Mew Test on 04/08(AHHE) 04/28/2003 04/28/2003
0004 reas 04/28/2005 04/28/2008
a0os 1l S 04/25/2005 04/25/2005
0006 ALR 04/28/2003 042872008
Qoo7 “ariables. 04/28/2005 04/28/2008
00o& EEE] 04/28/2005 04/28/2005
iz} testshjsjahdihdsjahdjksa 04/28/2003 042872003
oo a 04/28/2005 04/28/2008
11 TEST INSERT 04/28/2005 04/25/2005

Definition of Terms on Case Type Maintenance Screen

Add New Case Type . _ C|ick on this pushbutton to access the Add Case Type Screen.

1. Case Type — Click on a link in this column to access the Edit Case Type screen
where you can edit the case description as well as the start/end dates.

. Case Description — This read-only column displays a description of the case.

Start Date — This read-only column displays the start date.

4. End Date — This read-only column displays the end date, if any.

w N
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8.3.1 Add Case Type

This screen is accessed by selecting the ~ #dd New Case Type oy shhutton in the screen above
(Case Type Maintenance).

Use this screen to add a new case type.

Add Case Type

Case Type: |

Category: “SEIECt j‘

Start Date: I
End Date: I

Clearl Reset | Savel

Description:

Description of Terms on Add Case Type Screen

Case Type — Enter the case type.

Description — Enter a description of the case type.
Category — Use the drop-down list to select a category.
Start Date — Enter the start date.

End Date — Enter the end date, if any.

agrownE

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.
@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database.
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8.3.2 Edit Case Type

Access this screen by selecting a link in the “Case Type” column of the Case Type Maintenance
screen.

Use this screen to edit: the case description and the start/end dates.

Edit Case Type

Case Type: iuum

Description: ltest Update
Category: ISIZEINACS

Start Date: 1044’283’2008
End Date: IDSJ’DMQDD?

Clearl Reset | Sa\tel

Description of Terms on the Edit Case Type Screen

Case Type — This read-only field displays the case type.
Description — Edit the description of the case type.
Category — This read-only field displays the category type.
Start Date — Edit the start date.

End Date — Edit the end date, if any.

arwdE

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.
@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database.
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8.4  Decision Type Maintenance

Access this screen by clicking on the link in the left-hand navigation tree.

Use this screen to access the Add Decision Type screen as well as the Edit Decision Type screen.
B

Decision Type Maintenance
Add Mew Decision Type |
Decision Code Decision Description Start Date End Date
aa1 Agalaaaa 04/28/2008 044258/2008
ooz ingert 04/08-update 04/28/2008 05/01,2008
0003 555555555 04/28/2008 04/28/2008
0oo3 test 04282008 04/258/2008
0003 SEESEESE 04/28/2008 04/28/2008
0o0s snmnsn 04/28/2008 04/28/2008
o1 testll 04282008 04428/2008
1000 test 04/28/2008 04/258/2008
1000 test Update 04/28/2008 04/28/2008
1001 south 04282008 04/258/2008
1002 east 04/28/2008 04425/2008
1005 case decision 04/28/2008 04/28/2008

Definition of Terms on Decision Type Maintenance Screen

Add Mew Decision Type - _ gelect this pushbutton to access the Add Decision Type Screen.

1. Decision Code — Click on a link in this column to access the Edit Decision Type
screen where you can edit the description and start/end dates.

Decision Description — This read-only column displays the decision description.
Start Date — This read-only column displays the start date.

4. End Date — This read-only column displays the end date, if any.

wmn
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8.4.1 Add Decision Type

This screen is accessed by selecting the = #dd MNew Decision Type

pushbutton in the screen above
(Decision Type Maintenance).

Use this screen to add a new decision type.

Add Decision Type

Decision Code

Description

Start Date: |

End Date: I

Clearl Reset | Sa\tel

Description of Terms on Add Decision Type Screen

1. Decision Code — Enter the decision code.
2. Description — Enter the description.

3. Start Date — Enter the start date.

4. End Date — Enter the end date, if any.

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

| Save  _ Click on this pushbutton to save the information on the screen to the database.
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8.4.2 Edit Decision Type

This screen is accessed by clicking on a link in the “Decision Code” column of the Decision
Type Maintenance screen.

Use this screen to edit decision types.

Edit Decision Type
Decision Code (0001
Lzalaaza L|
Description
=1
Start Date: iniaQBQDDB
End Date: |D4f28f2008
Clearl Reset | Sa\tel

Definition of Terms on Edit Decision Type Screen

1. Decision Code — This read-only field displays the decision code.
2. Description — Edit the description

3. Start Date — Edit the start date.

4. End Date — Edit the end date, if any.

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.
@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database.
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9 Exit

=4t _ Select this pushbutton to exit the OHACTS application and return to the General

Login System — Choose Function Screen.

10 Help

HelP | _ Select this pushbutton to open a new window where you will be able to view online

help.
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11  Archive

Archive

This module is accessed by selecting the pushbutton from the top menu.

Use this screen to search for existing archives as well as to add new ones.

Archive Selection

{®

U.5. Smaoll Business Adminlstretion

Reports Search Admin Exit Help
New Archive Consolidate Outstanding
Your Small Business Rasource
Office of Hearings and Appeals Case Tracking System

Archive Selection

Archive Year: I2DDB

Search | Add Mew Archive |

Last modified: 04/28/20058 12:15:00 PM  SBA Processing: 0.059 seconds

Definition of Terms on Archive Selection Screen

Archive Year — Enter the archive year in this field.

Search _ gelect this pushbutton to access the Update Archive screen where you can
view existing archive detail as well as take action on archives.

Add Mew Archive | _ gelect this pushbutton to access the Add Archive screen where you
can create additional archives.
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11.1 Update Archive

This screen is accessed by selecting the - =230 pushbutton in the screen above (Archive
Selection).

Use this screen to view existing archive information as well as to create new archive

information.
U e A i Search Admin Exit Help
New Archive Consclidate Outstanding
Your Small Business Resourca
Office of Hearings and Appeals Case Tracking System
Update Archive =
Existing Archive list: Archive Year: 2008 Total Archive Found: 33
Archive Date Accession # Destroy Date
010242008 1315 010242008
01/23/2008 2898 0142442008
0401 /2008 ESBS 04042005
0401 /2008
04/05/2008 S421 042242008
0441042008 1234 0441142008
04/11/2008 1234 04/11/2008
04/11/2008 5214 042272008
04/11/2008 9876 04/21/2008
042272008 1234 04/22/2008 L1
042272008 3256 04/23/2008
04/23/2008 12345 04/28/2008
04/24/2008
04/24/2008
04/24/2008 1245 047252008
04/24/2008 5632 04282008
04/24/2008 5623 047282008
04/24/2008 2543 04/24/2008
04/25/2008 44441111 04/28/2008
042542008 SE32 04/28/2008 =
> FirstGow  » E-Gow > Regulstions.gow > White House
* Privacy & Security  * Information Quality ™ FOLA * No Fear Aot ® ADA

Definition of Terms on Update Archive Screen

1. Archive Date — This column displays the archive date. Click on a link in this
column to access the Archive Detail screen. Note: if the “Accession #” and
“Destroy Date” columns contain any values, the Archive Detail screen will be
view-only. However, if the “Accession #” and “Destroy Date” columns are empty,
you will be able to edit information in the Archive Detail screen

2. Accession # — This read-only column displays the accession number.

3. Destroy Date — This read-only column displays the destroy date.
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11.1.1 Archive Detail

This screen is accessed by clicking on a link in the “Archive Date” column in the screen

above (Update Archive).

Use this screen to either view archive data of archives that have already been processed

or to edit archives that have not yet been processed.

Screenshot depicting an archive that has already been processed.

U8, ol Brsinens Adminiamanton | ol — i — Help
New Archive Consclidate Outstanding
Your Small Business Resourca

Office of Hearings and Appeals Case Tracking System
Archive Detail

Accession #: 1315 ; Destroy Date : 0102/2008 Archive Date : 01/02/2005
Archive List:

Appellant Case # Box #
Cal Art Landscape MSBE-19530218-0002 1
Ortega Travel & Associates SIZE-199307 26-0087 2
Ortega Travel & Associates SIZE-199307 26-0087 11
Cal At Landscape MSBE-19930218-0002 12
Cal Art Landscape MSBE-19930213-0002 123
Ortega Travel & Associates SIZE-199307 25-0087 123

Last modified: 04/28/2008 2:21:47 PM SBA Processing: 0.06 seconds

> FirstGow  » E-Gow > Regulations gow > Wihite House
" Privacy & Security * Information Quality = FOIA * No Fear fct * ADA

Definition of Terms on Archive Detail Screen

1. Appellant — This read-only column displays the name of the appellant.
2. Case # — This read-only column displays the accession number.

3. Box # — This read-only column displays the box number in which the archive is

stored.
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Screenshot depicting an archive that has not yet been processed.

U.5. Smoll Business Administration

Reports Search Admin Exit Help
New Archive Consclidate | Outstanding
Your Small Business Rasourca
Office of Hearings and Appeals Case Tracking System

Archive Detail

Accession # l Destroy Date: I [MM/DDAYYYY] Archive Date: IDJJ!D1QDDB

Archive List:
Appellant Case # Box #
Carmera Ready, Inc. BDPE-20000628-0005 1
Four ¥Winds Services, Inc. SICC-20000823-0027 1
tcDevitt Mechanical Contractors, Inc. SIZE-20001003-0029 1
Top Temporaries, lnc. BDPE-20000821-0006 1
Clear | Reset | Save

Last modified: 04/28/2008 2:21:47 PM  SBA Processing: 0.136 seconds

» FirstGow > E-Gov > Regulations gow  » White House
* Privacy & Security * Information Ouality ™ FOLA " Mo Fear fct * ADA

Definition of Terms on Archive Detail Screen

Accession # — Enter the accession number.

Destroy Date — Enter the date on which the file was destroyed.

Archive Date — Enter the archive date.

Appellant — This read-only column displays the name of the appellant.

Case # — This read-only column displays the accession number.

Box # — This read-only column displays the box number in which the archive is
stored.

oukrwhE

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.
@ — Click on this pushbutton to reset all the fields to their original values.

|ﬂ — Click on this pushbutton to save the information on the screen to the database.
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11.2 Add Archive

This screen is accessed by clicking on the a0 New Archive

Selection screen.

Use this screen to create an additional archive.

pushbutton in the Archive

5. Smoll Busi Adminl Hi
" sHimss Adminiairenon. | Haports Search Admin Exit Help

New Archive Consolidate OQutstanding

Your Small Business Resourcs

Add Archive

Total :987
Case# Appellant File Date

SIZE-19931118-

SIZE-19931118-

SIZE-19931229-

OHACTS Office of Hearings and Appeals Case Tracking System

Archive Date: IDS!DSQDDB Accession # Destray Date! I

Decision
Date

Box1# Box2# Box3#

a7 Woodside Summit Group, Inc. 11/18/1993  01/05/1994
ooa Interface Construction Company 1141841993 01/06/1994

0142 ADI Technology Corporation 1272941993 010771094 ,_ l_ l_
mﬁ?ﬁ'&w Cumnmings Tool Inc oimezonn oeoecone [ [ [
S'CC'D%DDDSDQD?' Marvar Services, Inc. povzoon oeoecooe [ [ [
1999??5'3’_&6029 Unified Industries Incorporated 11/03/1999  03/09/2000 l— l— l—
CDBT&E%%QHQ' Lari McGinley tiznege oamaoon [ [ [
smcgﬂuﬂu?uusua. Ze| Technologies, LLC pamezoon maAezonn | [ [
1999%&50{\6015 Hemandez Enginsering, Inc. oeaonges oazizonn [ [ [
1999??5?6005 Peter Leppert tmsnees oazizom [ [ [
2000%55?%005 Software House Interational, Inc. oeovoon oazizoon [ [ [
1999?5%_‘5032 Sk & Associates, Inc. 2oengee mazzzoon [ [ [
SlZE_UQDDDDgDQDQ' Coffman Specialties momeonn oaoreon [ [ [
CDBT&,QDDDDZDDZDL Keithley R. and Ethlyn T. Joseph 02/01/2000  03/28/2000 |_ |_ |_
S'ZE'§§§800315' Cal Electro, Inc. panszoon oaoezooe [ [ [

Clearl Reset | Savel

Definition of Terms on Add Archive Screen

1. Archive Date — Enter the archive date.
2. Accession # — Enter the accession number.

Last modified: 05/01/2008 1:01:10 AWM SBA Processing: 0.385 seconds

3. Destroy Date — Enter the date on which the archive was destroyed.
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Case # — This read-only field displays the case number.

Appellant — This read-only field displays the name of the appellant.

File Date — This read-only field displays the date on which the archive was filed.
Decision Date — This read-only field displays the decision date.

Box 1#, Box 2#, Box 3# — Enter the actual box number(s) where the files are
archived.

N O
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12 Case Consolidation (Search)

Consalidate’ hshbutton from the top menu.

This module is accessed by selecting the
Use this screen to search for existing cases that you would like to consolidate.

Note: you can only consolidate open cases having the same case code and the same agency.

Case Consolidation

Case Type: |I Select =l |

Main Case: ISEIEEt 'l

Cleari Resetl Search

Last rodified: 05/09/2008 11:15:31 AWM SBA Processing: 0.084 seconds

Description of Terms on Case Consolidation Screen

1. Case Type — Use the drop-down list to select the case type (e.g. “Privilege to
Appear”, “Business Development Program Eligibility”, “Business Development
Program Suspension”, etc.)

. Agency — Use the drop-down list to select the agency.

3. Main Case — Use the drop-down list to specify the main case.

N

M — Click on this pushbutton to delete an entry. This will clear all the fields on the screen.

@ — Click on this pushbutton to reset all the fields to their original values.

ﬂ — Click on this pushbutton to find the case that matches the criteria that you specified.
The system will only return those cases having the same case code and the same agency.
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12.1 Case Consolidation (Result)

This screen is accessed by clicking on the ﬂ pushbutton in the screen above (Case
Consolidation — Search).

Note: all fields on this screen are view-only with the exception of the “Consolidate” checkbox.

Case Consolidation

Selected Case Type, |APPR—Privilege to Appear

Selected Agency !SMALL BUSINESE ADMINISTRATION

Selected Main Case: iAF'F’R-2DDE!DSD?-1122, Demo Appellant(Appellant), NAHURM LITT(Judge)

Eligible Case List [to be consolidated with the Main Case]

Consolidate 2 Case Number Appellant Judge
- APPR-20080101-1101  Asad Chaklader Hollerman, Christopher
Consaolidate I

Last rmodified: 05/09/2008 1:27:55 P SBA Processing: 0.1 seconds

Definition of Terms on Case Consolidation (Result) Screen

1. Selected Case Type — This read-only field displays the case type that you specified
in the screen above (Case Consolidation — Search).

2. Selected Agency — This read-only field displays the agency that you specified in
the screen above (Case Consolidation — Search).

3. Selected Main Case — This read-only field displays the main case that you specified
in the screen above (Case Consolidation — Search). The name of the (main) judge
in this field will replace the name of the judge in the case(s) listed in the “Eligible
Case List” table below.

Eligible Case List — This table presents you with a list of cases that you can consolidate
with the main case by selecting the corresponding checkbox in the “Consolidate?”

column and then selecting the _“2M52193t o,shhytton at the bottom of the screen.

4. Consolidate? — Select this checkbox to consolidate the case on this line with the
main case.

OHACTS Office of Hearings and Appeals Case Tracking System
Page 73

I



5. Case Number — This read-only column displays the case number to be
consolidated.

6. Appellant — This read-only column displays the name of the appellant associated
with the case.

7. Judge — This read-only column displays the name of the judge presiding over the
case. The name of the judge in this field will be replaced by the name of the judge
listed in the “Selected Main Case” field above.

_Consalidate. _ geect this pushbutton to consolidate the cases that you specified on the

“Eligible Case List” table.

This screenshot depicts a successful case consolidation.
H

Case Consolidation

Case consolidation was successfull.

Case Type: ||Se|ect j|

Agency: ISEIECt h
Main Case: ISEIECt 'I

Clearl Reset' Search
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