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PURPOSE:

To provide instructions for sending out the Direct File List for the Office of the Clerk of the Court.
OBJECTIVE:
· The Direct File List is sent out at the end of each day to Clerk of the Court staff and all other ancillary departments in order to indicate new cases that were accepted and filed during that day. 
EVENT DRIVER:

· The acceptance or creation of new Criminal Direct Complaints within the iCIS court database.
PROCEDURES: 
1. The Direct File List is sent out at the end of each day after all new Criminal Direct Complaints have been accepted and initiated as cases within iCIS.
2. The RCC/EDC staff that is assigned to Baskets/Warrants for the day is the one responsible for sending out the Direct File List.
A. The designee should first check with all other RCC/EDC staff to ensure that all new complaints delivered that day have been processed and accepted. 
Note: The deadline for sending out the Direct File List is 5:00PM.

3. When it is verified that all complaints have been accepted, then it is time to get the Direct File List ready to be e-mailed out to all ancillary departments that require verification of cases accepted that day. 

A. First open the link to the Direct File List Template.  
B. Then open the link to DT-EDC Case Number Log Book.
a. Click on the second tab entitled IA Assigned Numbers first.
b. Highlight all of the information for cases that were filed in that day, right click on the highlighted area and select Copy.

c. Paste the information into the Direct File List Template that has already been opened.

Note: The DT-EDC Case Number Log Book requires a password; this can be obtained from the RCC/EDC Team Lead or Supervisor.

Note: The shortcuts to both the Direct File List Template and DT-EDC Case Number Log Book should be saved to the desktop of each RCC/EDC staff member. The original links can be found in the EDC and RCC folder.

C. Go back in the DT-EDC Case Number Log Book and click on the third tab entitled 000001-000301.

a. Highlight all of the information for cases that were filed in that day, right click on the highlighted area and select Copy.

b. Paste the information into the Direct File List Template directly underneath the information that was previously pasted.

Note: The number title of the third tab may change when the RCC/EDC Team Lead obtains a new set of CR numbers for issue.

D. Open the link to FAC Completed Filings.
a. Highlight all cases that were filed and accepted that day and right click on the highlighted area and select Copy.
Note: The shortcut to the FAC Completed Filings should be saved to the desktop of each RCC/EDC staff member. The original link can be found within the EDC and RCC folder.
Note: Be sure to look at the File Date before highlighting all of the cases.  Only copy the cases filed in that day. It is possible that cases filed the day before are still on the list and those cases should not be included in the e-mail.  See Figure 1 for an example of multiple File Dates.
Figure 1
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File A Case Completed Filings - Downtown View Southeast | New Filings
o

Num File Date First Nam Last Name

CR2015108429001[0T _|2/21/2013 3:08:57 M BRANDY coLon 1c Phoenix Police Department Caz013006632-1
CR2015108377001[0T | 2/21/2013 3:09:23 P EREMY ERNSTER ic Phoenix Police Department Caz013006301-1
CR2015108411001[0T _|2/21/2013 3:09:54 M TRYvION GOSHEN 1c Phoenix Police Department Caz013006637-1
CR2015108415001[0T | 2/21/2013 3:12:00 P DANIEL DURAN ic Phoenix Police Department Cazo13006638-1
CR2015108383001[0T | 2/21/2013 3:12:24 M PHILLIP MOORE 1c Phoenix Police Department CAz013006635-1
CR2015108728001[0T _|2/22/2013 10:52:04 AM MICHAELA MCCRIGHT su Glendale Police Department Cazo1s003zez-1
CR2012153848001[0T __|2/22/2013 10156112 AN KEITH PAPLHAM su Peoria Polics Department Cazoiz041626-1
CR2015106158001[0T __|2/22/2013 10:59:28 AM GIANPIERO STANZIONE su Scottsdle Police Department Caz012033977-1
CR2015106380001[0T _|2/22/2013 11:01:34 AW ANTHONY ToTTen su Scottsdle Police Department Caz012043204-1
CR2015106629001[0T | 2/22/2013 11:03:35 AW ORLANDO Lopez su Scottsdle Police Department Cazoiz03Tesz-1
CR2012157580001[0T _|2/22/2013 11:05:12 AW DANIEL comes su Gaadyear Police Department Cazo1z045028-1
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E. Return to the Direct File List Template that has just been created. Click on File in the toolbar, scroll down to Send To and then select Mail Recipient (as Attachment).
a. Microsoft Outlook will automatically bring up an empty e-mail with the Direct File List that has just been created attached to the e-mail.

b. Click the cursor into the blank body, then right click and select Paste.

c. This should paste the File A Case Completed Filings for Downtown into the body of the e-mail.
F. The e-mail is now ready to be sent.

a. Click on the To… Subject line in the e-mail.

b. The Select Names box will automatically pop up.

c. At the top where it states Global Address List, open the drop down menu (click on the down arrow) and select Contacts.

d. In the Contacts List, there should be a group titled Direct File List. Select this group.

e. Once the group is selected it will automatically be entered into the To… subject line of the e-mail.

f. Title the E-mail with Direct File List and the date the e-mail is being sent. For example: Direct File List 02/19/2013.

g. Click Send at the top.

Note: The Direct File List Contact will need to be obtained from the Team Lead or Supervisor. 

	The Direct File List process is complete




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 Direct Complaint Filings with In-Custodies
OTHER PARTIES INVOLVED:
· RCC/EDC
· Maricopa County Sherriff’s Office
· Maricopa County Attorney’s Office
· Arizona Attorney General’s Office
· The Jail
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Doc_Management\EDC and RCC
· S:\Doc_Management\EDC and RCC\New Employee Links

· FAC Completed Filings
REPORTS / FORMS:
· N/A
DEFINITIONS:
Direct File List: The list that is sent out at the end of the day after all new Criminal Direct Complaints have been accepted into iCIS.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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