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PURPOSE:

To provide instructions for processing a Change of Address for Defendants associated with cases in the Office of the Clerk of the Court.
OBJECTIVE:
· To provide necessary information that ensures the Criminal Department is entering the Change of Address correctly and accurately.
EVENT DRIVER:

· After Direct Complaints are filed by the County Attorney or Attorney General’s Office and are processed by RCC/EDC, staff will enter the Defendant’s mailing address listed on the CIS sheet into iCIS.    

PROCEDURES: 
1. Change of Address:

A. Open the Main Page in iCIS.  

a. Click on the appropriate Defendant’s name.  See Figure 1.
Figure 1
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2. Click on the Addresses tab to enter the mailing information.  See Figures 2 and 3.
A. Make sure the CAPS LOCK is on.  
B. Enter the address listed on the CIS (Court Information Sheet) or UPI (Update Information). Use standard abbreviations.  

a. See step 3B, Figure 4.
C. In the Type field, select Home from the drop down menu.

D. Use the file date of the document reflecting the address change to complete the Start Date field.

E. Select Filed Document from the Reason drop down menu.
F. Click Save.

                                                  Figure 2
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                                                  Figure 3 
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G. The address update is now complete.

3. Address Format:

A. Use all capital letters for the address and no punctuation.  
a. For apartment or suite numbers you should use the appropriate suffix if provided followed by the number.  

              Important Note: Put a space after the suffix.
b. Example:  APT 4 or STE 4
B. Common abbreviations are shown in Figure 4:

Figure 4
	North
	N

	South 
	S

	East
	E

	West
	W

	Street
	ST

	Drive
	DR

	Boulevard 
	BLVD 

	Circle
	CIR

	Avenue 
	AVE

	Lane
	LN

	Court
	CT

	Place
	PL

	Suite
	STE

	Building
	BLDG

	Apartment
	APT

	Unit
	UNIT

	Room 
	RM

	Floor
	FL


POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· CR RCC/EDC 
· CR Docket.
TIME / VOLUME:
· 1.9 minutes per work record
FREQUENCY:
· Daily 
PERFORMANCE MEASURE:
· 1.9 minutes per work unit [DCMS PSP Stat Program]
SYSTEM ACCESS REQUIRED:
· iCIS 
REPORTS / FORMS:
· Court Information Sheet (CIS)  
· Update Information (UPI)
DEFINITIONS:
Docket entry and update address screen: Includes Add, Modify, Updates and Protection of address in iCIS.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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