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Opinion Search

Select search criteria as appropriate. Jurisdiction selection can be by “General”, jurisdiction type
(e.g. Towns), or a specific jurisdiction (e.g. Town of Ayer). Additional criteria include a specific opinion
number, an opinion type, lawyer assigned to the opinion, latest status, status date range, and creation
date range. The date format is MM/DD/YYYY. A two digit year will generate an error message.

Advanced Search allows users to search on included or excluded text strings in seven key data fields.
Advanced Search also allows users to apply AND/OR logic to multiple strings within a data field, e.g.
within the Summary field, find all instances of opinions that include the strings “excise” and “8 of 58”. To
use AND/OR logic, the user must put AND or OR in brackets, e.g. excise [AND] 8 of 58. Note: Advanced
Search criteria will combine with any other search criteria already specified to include or exclude records.

In Advanced Search: What is the difference between AND and OR? In a search for all opinions in which
“lease” and “Westborough” are significant search criteria and the user wants to search on the Summary
field, an INCLUDE search of lease [OR] Westborough will find all opinions that have either or both of
those words. A search of lease [AND] Westborough will find opinions only where both those words appear
in the Summary field. An EXCLUDE search of lease [OR] Westborough will find all opinions that have
neither of those words, while an EXCLUDE search of lease [AND] Westborough will find all opinions that
do not have those words together in the Summary field.

When the user has specified the desired search criteria, click the Search button. Any opinions that
match the criteria will appear in a results grid. The user can open the opinion record by clicking on the
Open button on the line that correctly described that opinion.
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After opening an opinion, users can navigate to the previous or next opinion in the results screen by
clicking the Previous or Next button that appears at the top of the screen:

Clicking on the linked numbers will bring up additional screens of results. Clicking on the “View Search
Criteria” button, will open the section of the form where you specified search criteria, and you would have
the option to amend those criteria and search again.

Alternatively, the user can select one or more or all opinions found and export these to an Excel
spreadsheet for further analysis. After clicking the Export to Excel button, the user should save the
resulting spreadsheet as an Excel file.
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To print a screen, click on the Printer Friendly link beside Help in the upper right-hand corner.
When the image appears, click the Print button.

The Clear button clears search criteria below Jurisdiction Selection. The Reset button within Jurisdiction
Selection acts to clear previous choices among jurisdiction criteria. (Note: clear button does not currently
clear entries in EXCLUDE boxes. This is a bug and will be fixed.)

Opinion Maintenance

Click on Opinion Maintenance to enter a new opinion. (Click on Opinion Search to find an existing
opinion to select and edit. When you open the opinion in Search, you are automatically moved into
Opinion Maintenance.) To enter a new opinion, ensure year is set correctly in Year Maintenance. The
system will automatically generate an opinion number with a year prefix determined by the year set in
Year Maintenance.

Specify jurisdiction applicability: general, specific type of jurisdiction, or specific jurisdiction.
Fill all other fields to properly document the opinion.
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To attach a document(s) or other type(s) of file(s) to the opinion, detail these in Documents/Tracking,
browse to find within network directories and attach. Click Save to finalize. In the event of errors in this
operation, repeat and Save.

For Land of Low Value cases, executed affidavits are uploaded into reserved document rows by affidavit
type. Affidavits stored here are available to local officials under Misc Forms/Affidavits.
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