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1. Initial Screen = “My Assignments” 

 
1) Switch to “Calendar” view (see #2 below); 
2) Click on the team gear icon to see Team Details (see #3 below); 
3) Show more events on the Assignment page view; 
4) Navigate to the next page of Assignments 



2. Signed-in Calendar screen 

 
1) Drop down field to select division; 
2) Navigate to previous or future months using the arrows, or use the calendar picker icon 

to select a specific month; 
3) Switch to “My Assignments” screen; 
4) Each day shows which Team is assigned, clicking on the arrow will expand to show the 

Team members; 
5) On the days your Team is assigned, you will see the Team Detail icon to view Team 

Details and the note icon to read or create a Team message 

3. Team Detail screen  

 
1) Click on the note icon next to “Team messages” to create messages for your Team; 
2) Rearrange the call order of the Team for that assignment date; 



3) Click on the note icon next to the name of someone on your Team create a message for 
one of the people on the Team; 

4) Substitute in another CJA panel member for that assignment date 

4. Leaving a note for your Team  

 
When you click on the note icon, you’ll be able to add a note that everyone on your Team 
can see.  
 

NOTE: Notice the day for which you are leaving the note. In this example, we are using the 
January 31, 2024 assignment entry for the note. 

5. Reading a note left for your Team 
“My Assignments” view

 
Calendar view 

 
In the “My Assignments” view and calendar view, there will be a bell icon and the note icon 
will be filled in to indicate there is a Team note for the date entry. Click on the note icon to 
view the note. Click on the note icon to view the note. 



 
1) If you were the author of the note, you will see a trashcan icon to delete it if it was 

created in error; 
2) You can type a response or add an additional note in the new note field 

 
NOTE: An email will also be sent to the registered email addresses of all Team members when a 
new note is added for the Team. 

6. Reading a note left directly for you 
“My Assignments” view 

 
Calendar view 

 
In the “My Assignments” view and calendar view, there will be a bell icon but the note icon 
will still be an outline for the date entry. Click on the Team Detail icon to access the 
individual note. There you will see the note icon filled in next to your name entry.  



 
Click on the note icon to view the note 

 
1. You will see the author of the note and the date & time it was created; 
2. You can type a response or add an additional note in the new note field 

 
NOTE: An email will be sent to your registered email address when a new note is added for 
directly for you. 



7. Rearranging call order / call priority within your Team on a 
specific duty day 

 
Click on the Team Details icon ( ) on the specific duty date from either the “My 
Assignments” view or the Calendar view. In the Team Details for the duty day, click on the 
“Rearrange” button 

 



 
Left-click and hold on the entry you wish to move, and drag it to the “drop here” spot where 
you want to move it to. 
 
Click the “Close” button to save the changes. 

8. Substitute another CJA Panel member to cover for someone on 
the team for a specific duty day 

 
Click on the Team Details icon ( ) on the specific duty date from either the “My 
Assignments” view or the Calendar view. In the Team Details for the duty day, click on the 
Substitute icon next to the name of the Team member who needs to have a substitute 



 
Click in the field to search the CJA Panel database for the name of the panelist you want to 
substitute in for the person. Start typing the last name to narrow the search window, and 
then click on the substitute person’s name. 

 
When the substitute is selected, click on the “submit” button. 

 
This substitution will be reflected in the Team Details for the duty day. 

 

 

 


