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PURPOSE:

To provide instructions for reviewing and processing documents in the CR Release Order Audit queue in OnBase.
OBJECTIVE:
· To verify the Order of Confinement or Order of Release worksheet information is clearly reflected in the correlating Minute Entry. 
EVENT DRIVER:

· An Order of Release and Order of Confinement is processed by Courtroom Services and scanned into the electronic court record by Electronic Document Management after a sentencing hearing was completed. 

· The OOR and OCJ docket code is set-up to fall into the CR Release Order Audit Queue.
PROCEDURES: 
1. Log into OnBase and open the Workflow category by clicking on the tab. See Figure 1

Figure 1
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2. Open The COSC Release Order Audit LC queue and select the CR Release Order Q. See Figure 2

Figure 2
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3. Select document in audit queue in OnBase and pull up case docket events in iCIS. 
4. Open OnBase image for the correlating ME – the ME will be on the docket after the OCJ and OOR worksheets. See Figure 3.

Figure 3
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5. When auditing the OCJ worksheet to the ME verify: See Figures 4a-4b & 5a-5b
· Defendant name matches

· Case number matches

· What the defendant is found to be – remanded/probation
· What the Judicial Officer ordered

· Bond information – if applicable
Figure 4a
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Figure 5a
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Figure 5b
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***OCJ Notes***
· Some OCJ’s will instruct to remand the defendant back to Sherriff’s custody, but the ME will only read the Rule 7.2 non-bondable. This is acceptable.

6. When auditing the OOR worksheet to the ME verify: See Figures 6a-6b & 7a-7b
· Defendant name matches

· Case number matches 

· What is checked as ordered is stated in ME 

Figure 6a
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Figure 6b
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Figure 7a
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Figure 7b
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***OOR Notes***
· Verify the ME clearly states what is checked
· Verify the ME states the order for release on listed case only

7. When all the required information highlighted in the OCJ and OOR is covered in the correlating ME proceed to remove the image from OnBase by double clicking on the Remove from Queue button in the Task bar.


8. If you come across any questionable or incorrect information while processing documents in the Release Order Audit LC queue send the document to the Supervisor Queue by double clicking on the Send to CR Supervisor Q and add a note regarding the discrepancy. 

9. If you come across an OCJ or OOR in the Release Order Audit LC  queue that does not have a correlating image in iCIS add a note to the OnBase document with date, no scanned image/no docket event/etc., and your initials. 
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POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:

· Judicial Divisions

· Courtroom Clerk Managers
· Courtroom Clerks
· Sheriff’s Office

· Disposition Department
TIME / VOLUME:
· Varied
FREQUENCY:
· N/A
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase Workflow
· iCIS CR COSC View
REPORTS / FORMS:
· N/A
DEFINITIONS:
· OCJ: Order of Confinement
· OOR: Order of Release
· ME: Minute Entry
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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