
 

Application Name: SCALES  
(Specialty Court Application & Legal Exchange System) 
 

Release #: 
1.3.1 
 

Release Date: 
06/20/2022 
 
Audience:  
Current SCALES users 
 
Summary of Release:  
The primary focus of this release is to enable users to complete a court self-assessment for each specialty court team of which they are a 
member, based on NADCP’s best practice standards. This functionality supports the specialty court certification process as determined by the 
Arkansas Specialty Court Program Advisory Committee which is planned to begin in July 2022. 
 
The secondary focus of this release is to enhance the specialty court case closure process. Users can now close cases with final phase of 
GRADUATION, TERMINATION or ADMINISTRATIVE CLOSURE in a single page within the application. Additionally, termination reason is now 
collected to align to the specialty court data collection statutory requirements.  
 
  



Details of Release:  

Complete a specialty court team self-assessment 
 

1. From the navigation area, click the down arrow next to the new Evaluations dashboard. 

 
2. Then click Self Assessments. 

 
 
 
 



 
3. User will be able to complete an assessment for each team of which they are a member in SCALES.  

 
Select the COURT, LOCATION, and CASE TYPE for the team being assessed then click START. 
 

 
 

4. On the Self Evaluation,  
a. The page opens in the default “Show All” view. User has the options to scroll through the entire evaluation or select the tab for 

each Best Practice Standards section. 
b. All answers are defaulted to NO. User can toggle answers by clicking either YES or NO. 
c. Each section has a Save button to save progressively.  
d. User has the option to Save and Exit the assessment for later completion. 
e. Once all questions have been answered, click Submit. 
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5. When Save and Exit is selected, a row is displayed in the Self Assessments sub-dashboard in the INCOMPLETED ASSESSMENTS section. 
Click the pencil icon to continue editing the assessment. 
 

 
 

6. To view submitted self-evaluations and aggregated responses from self-evaluations submitted by other team members, click the Report 
sub-dashboard. 
 

 
 
 



7. There are two report sections, COMPLETED SELF ASSESSMENTS and COMPLETED ASSESSMENTS BY TEAM. To view a report in either 
section, click the blue link to the left of the report. 
 

 
 

8. The SELF ASSESSMENT report displays each question and submitted answer.  
 

 
 
 
 



9. The Team reports display the questions, the number of responses recorded across the team, and the percentages of YES/NO answers for 
each question. 
 

 
 
 
 
 
 
 
 
 
 
 
 

  



Close a case with proper PHASE, TERMINATION REASON, and STATUS from one page 
 

1. From the Case Management dashboard, click the blue link for PHASE next to the case that is to be closed. 

 
 

2. Optionally, from within Case History for the case that is to be closed, click the edit icon next to phase in the header. 

 
 

3. The PHASES page will open. Select the END DATE for the current phase. The START DATE for the new phase/closure will default to the 
following day. 

 
 



a. To TERMINATE a case,  
i. Select the TERMINATED button below the NEW PHASE drop down.  

ii. Select a REASON FOR TERMINATION. 
iii. Select the TERMINATED NEW STATUS. 
iv. Enter notes. 
v. Click Save. 

 

  
 

vi. The PHASE and STATUS will be updated to reflect the termination. 
 

 
  



b. To reflect an ADMINISTRATIVE CLOSURE for the case,  
i. Select the ADMINISTRATIVE CLOSURE button below the NEW PHASE drop down.  

ii. Select the TERMINATED NEW STATUS. 
iii. Enter notes. 
iv. Click Save. 

 

 
 

v. The PHASE and STATUS will be updated to reflect the administrative closure. 
 

 
  



 
c. For all other PHASE movements including GRADUATION, no changes in functionality were made. 

 
NOTE: If TERMINATION or ADMINISTRATIVE CLOSURE are selected by mistake, simply select the CLEAR button, select the 
appropriate PHASE from the drop down, and complete the form as usual. 
 

 
 


