Case Access Administrator

Every firm should have one or more nominated Case Access Administrators. This is an essential role
as only the Case Access Administrators for your firm will be able to assign unassigned cases to the
solicitor users that have been served on your firm.

For example, if your firm is representing a respondent in a case, your firm may be given access to the
digital file of the case by the applicant’s solicitor. On service the digital file will appear in the
“unassigned cases” tab of the manage organisation application. The Case Access Administrator
would then need to assign this case to a solicitor in your organisation before that solicitor could
work on the case.

1. The Superuser for your organisation will need to assign the nominated person the role of “Case
Access Administrator” through the Manage Organisation application (https://manage-
org.platform.hmcts.net/). This can be done for any user through the Users tab in manage
organisation (first screenshot). You can also assign this role to new users when they are invited,

(second screenshot).
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2. When logging in to Manage Organisation, the Case Access Administrator will see a new tab
called “Unassigned cases”. Clicking on this will bring up a list of all cases that have been served
on the organisation and which need to be assigned to an individual solicitor user(s) within your
firm. Cases are grouped into separate tabs with lists for each case type.
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The Case Access Administrator can only view the basic details of the case, similar to what is
contained within a service letter. It’s not possible for the Case Access Administrator to open the case
file or view the case details in the Manage Organisation application. The details provided in the
unassigned case list should be sufficient to enable the Case Access Administrator to identify who
should handle the case. The “Solicitor reference” field is completed by the Applicant solicitor and will
often contain information helpful in determining to whom the case should be assigned.



3. To assign a case to a solicitor user, first select the case you wish to assign and then click “Share
Case”. The Case Access Administrator can select cases from multiple case types on different
tabs.
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You can share a case from your unassigned case list with yourself or a colleague. Your colleague
must be registered with your organisation and have access to Manage cases.
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4. The Share Case screen shows the cases you’ve selected and allows you to add users to the cases
you've selected. You can search for solicitor users within your organisation by name or email
address and add them to the selected cases. When you’ve added all the solicitor users you want
to add click “Continue”.
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5. On the “check and confirm page”, check your selections and click confirm. This will assign the
cases to the solicitor user(s) you have selected and remove those cases from the unassigned

cases queue. The assigned solicitor users will now have this case in their Case List when they log
in to Manage Cases.
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