
 
 

Purpose: Orient the user to the Adjudicator Case Worksheet. 

CASE WORKSHEET REVIEW: ADJUDICATION & APPEALS 

The Case Processor role allows users to open a case and view the information banners, the 
Profile, Subject History, Notes, Attachments tabs, and action cards. The Case Processor role 
paired with the Adjudicator or Appeals Processor role will allow users to view the Guidelines 
and Review tabs. When a user opens an assigned case in Task Management in either the 
Adjudication or Appeals phase, they will see the Case Worksheet view and some actions 
available for the specific phase. 

How to Navigate to the Adjudicator’s Case Worksheet 
1. Select Task Management from the left navigation. The default tab will be the My Work tab. 
2. Select the Task ID link to open the desired case. 
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Job Aid 



 
 

 

Elements of the Case Worksheet: 
A. Subject Banner – Includes high level information about the subject and the Actions drop-down 
B. Case Banner – Includes the case type, phase, date of last phase update, external status, date 

of last status update, case ID, case owner, who the case is assigned to, and date the case was 
assigned 

C. Central Worksheet – tabs for Profile, Subject History, Attachments, Notes, and Guidelines 

D. Case Actions – Actions configured to the appropriate user roles and phase of the case 

E. Add Notes – Users can add notes to the Notes tab 

F. Upload Attachments – Drag attachments to upload to the Attachments tab 
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