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PURPOSE:

To provide instruction for Redacting Electronic Court Records.
OBJECTIVE:
· To provide the necessary direction to ensure that Electronic Court Records are redacted properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Rules of the Supreme Court of Arizona, Rule 123(c) (2) (b), the custodian shall utilize reasonable records management practices and procedures to assure that all closed records are properly identified as “confidential” and maintained segregated or apart from records open to the public.  Discovery and Confidential items can be a public record, sealed by the Court or statutorily not available for public inspection.  NOTE: To redact is to remove (or conceal) text from a document prior to publication or release.
EVENT DRIVER:

· An order or minute entry is received directing D&C to redact a document or file.
PROCEDURES: 
1. Log into On Base Thick Client.

2. Access appropriate document type (Civil, Criminal, etc.).

3. Select the document to be redacted.  Click send to “Redaction Q” task button.
a. Select True Sign Lifecycle in Workflow then Redaction Queue.

b. Click on the document to be redacted; click Launch True Sign on the right side of the screen.

c. TrueSign Software opens and the document displays.  To use a tool, click on the tool in the Stamp/Markup toolbar. Select Black Redaction.  A small box will appear.  Place the box over the information that is ordered redacted and drag the mouse until the item ordered redacted is covered and release.

d. Select the REDACTED stamp from the drop-down Stamp/Markup menu; click on Add Stamp.  Double click on the document where the stamp is to be placed. (Note: The Stamp can be removed by clicking on the Remove Stamp).

e. Once the redaction has been completed, click the Sign tab then click Save Document on the left side of the toolbar.  This MUST be done in order for the document to remain redacted.

4. Redacting eFiled documents in Clerk Review:
a. Access eFile Clerk Review located on the COCWeb under “Secured Applications”.

b. Enter the case # or Filing ID.  Click on all items; use the magnifier and select All Items.

c. Replace the old Document handle ID’s (original, converted and ECR versions) with the redacted Document Handle (See Figure 1).
Figure 1
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d. To locate the redacted Document Handle ID, access On Base and locate the document by docket ID or eFile number, right click on the selected document, and select History from the drop down menu.  Scroll to right for the number listed under “Detail”.  This is the new Document Handle ID number (See Figure 2).
Figure 2

[image: image2.emf]
e. Access Seal Legacy eFiling Documents under Secured Applications.  Enter the Filing ID, select View.  Under Documents click on the Seal All button. Select Seal.  (Note: Items older than 6 months do not need to be sealed. They are no longer available in Legacy.  See Figure 3.)
Figure 3
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POLICIES / RELATED DOCUMENTS:
· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· On Base Thick Client 
· COCWeb (Secured Applications)
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Redact: To remove (or conceal) text from a document prior to publication or release.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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