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PURPOSE:

To provide instructions for troubleshooting various issues when processing direct complaint filings.
OBJECTIVE:
· To provide the necessary direction for processing Direct Complaint Filings when the standard process is interrupted by various issues;
· To ensure consistent filing and accountability of all Direct Complaint Filings over time.
EVENT DRIVER:

· A Direct Complaint Filing is received from the County and/ or State’s Attorney’s Office.  During the normal process, any or all of the following issues may occur:
· The information provided in the File-A-Case is incorrect or incomplete;
· The Code listed in File-A-Case in incorrect; 

· The File-A-Case application does not have an entry for the filing;
· The case number provided already exists in iCIS.
PROCEDURES: 
1. Normal procedures for processing Direct Complaint Filings require several applications to be working properly.  If they are not working or if other issues occur, it may hinder the filing process.  There are various steps that can be taken to work through any issues that may arise. Follow these instructions on how to proceed.  These instructions are listed by case type and problem type:
A. For any Direct Complaint Filing case type that File-A-Case provides incorrect or incomplete information that does not match the documents, do the following:
a. Click on the CA number listed on the left side of the screen. See Figure 1.
Figure 1
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b. The edit screen will appear. The following fields are available for editing:

1. Case Number

2. Location

3. Court Name

4. Defendant ID

5. First Name

6. Middle Name

7. Last Name

8. Suffix

c. Make the necessary corrections by modifying and/or adding the information to match the Direct Complaint document. The Code field is not an option. If the Code is incorrect, contact the County Attorney’s Office to request a correction. See Figure 2.
Figure 2

[image: image2.png]Edit File-A-Case Details - Windows Internet Explorer

Case Number

R2013108588

py—

Downtown v

el [Superior Cout -

[MICHELLE

[RENEE

[HicE

- Youmay submit this form.

Save Changes Save And Approve

These butions will b2 svailabla when you have complated the forn





d. Select Save Changes (Do not select Save and Approve).
e. Return to the next step of the respective Direct Complaint Filing procedure where the issue occurred and finish the process. 
B. For any Direct Complaint Filing type that is not in the File-A-Case application when conducting a search using the CA number, do the following:
a. Open Microsoft Outlook.
b. Compose and send an e-mail titled Check if Sent to FAC providing the following information:
1. To: Check if Sent to FAC distribution list
2. CC: All RCC/EDC staff
3. Subject: Check if Sent
4. In the Body: Provide the CA number
c. Wait for a response:
1. If the response says “Done” or indicates that the information was sent, return to the next step of the respective Direct Complaint Filing procedures.
2. If the response says “Error” or indicates that the information has not been sent, proceed to step 1.B.d to process the filing manually.
d. Check the document for a case number: 
1. If there is not a case number listed, proceed to step 1.B.f to issue a new case number
2. If there is a case number listed on the document, conduct a search in iCIS to verify the number does not already exist. 
i. If the case number from the document is not in iCIS, proceed to step 1.B.e to log the case information
ii. If the case number from the document does exists in iCIS, proceed to step 1.B.e to issue a new case number.
e. Open the case number log book:
1. Select the tab titled IA Assigned Numbers to log the case information for case numbers already listed on the document.
2. Select the tab listing the number range (i.e. 000001-000101) to issue a new number (remember to write the new number on the document).
f. Enter the following case information from the Direct Complaint document: 
1. Court- RCC or EDC
2. Agency
3. File Date
4. Case Number
5. Defendant Name
6. Complaint Type
7. Note: NFC (No File a Case)
g. Save and close.
h. Open iCIS>Tasks>COC Case Initiation.
i. Enter the following information from the direct complaint document:
1. Case Type: Criminal 

2. Case Number: Number listed on the document

3. CR Type: Use the drop down list and select the appropriate case type
4. Facility: Listed on the document

5. File date: Listed on the document

6. Entering Agency: Should match Facility
7. Click Continue
j. The next screen will appear. Enter the following information from the direct complaint:
1. Defendant’s name

2. Start date

3. Defendant ID

4. Sex

5. Date of Birth

6. Social Security Number

7. Filing Agency
8. Click Continue

k. The docket entry will appear for the Direct Complaint. Click Barcode.
l. The barcode sheet will print on yellow paper. 
m. Attach the barcode sheet to the back of the direct filing packet.
n. Mark the original Direct Complaint with the appropriate symbol as directed by the respective Direct Complaint procedure.
o. For In-Custody cases only:
1. Open IA COC Direct Files>Search and search for the case by entering the booking number found on the Court Information Sheet (CIS).  Click on the Defendant’s name to open. See Figure 3.
Figure 3
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2. Scroll to the bottom and select the Edit. Enter the following information and save (see Figure 4):

i. Action Date: Current date

ii. Action Status: Filed

iii. COC File Date: Current date

iv. Case number: As listed on the document 

Figure 4
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3. Write the next court date in the top right hand corner of the original direct complaint.
4. Sort the packets by court and/or complaint type and place in the appropriate bin for further processing.
C. For any Direct Complaint Filing with a case number that is confirmed to already exist in ICIS, complete steps 1.B.e through 1.B.g and return to the next step of the respective Direct Complaint Filing procedure where the issue occurred and finish the process.
POLICIES / RELATED DOCUMENTS:
· PRO-CROPS-1003: Processing Direct Complaint Filings with Warrants
· PRO-CROPS-1014: Processing Direct Complaint Filings with Summons
· PRO-CROPS-1024: Processing In-Custody Direct Complaint Filings
OTHER PARTIES INVOLVED:
· County Attorney’s Office
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· File-A-Case
· IA COC Direct Files 
REPORTS / FORMS:
· Barcode header page
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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