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PURPOSE:

To provide instruction for processing Miscellaneous Documents.
OBJECTIVE:
· To provide the necessary direction to ensure that Miscellaneous Documents are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282 and AZ Rules of Supreme Court, Rule 123 (a)-(h), the Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.  Rule 123 is adopted to govern public access to the records of all courts and administrative offices of the judicial department of the State of Arizona.
EVENT DRIVER:

· Miscellaneous documents are those documents (to include criminal and civil documents) that are not assigned a Superior Court case number.  Documents are given to the Public Records Manager.
PROCEDURES: 
1. Scan the document on a Ricoh and email it to the Public Records Manager. 
2. Exception documents:
a. MISC-Process server related documents are forwarded to the Process Server Coordinator for inclusion into the process server’s folder. 
b. MISC with a cause number-if the document is on the docket, return the minute entry to the courtroom clerk. 
c. MISC with a cause number-if the document is not on the docket, forward to the appropriate docket department to be docketed.
d. Minute entries involving marriage licenses are forwarded to the ML&PP Supervisor.

3. The Public Records Manager will save the emailed PDF to the desktop.

4. Open OnBase.

a. Drag the document from the desktop and “drop” it on the OnBase screen.

b. The Import Document screen will open.  (see Figure 1)

c. Select Miscellaneous Documents under Document Type Groups

d. Under Document Types, select the type of MISC document to be imported, i.e. Administrative Orders, Emergency Orders of Protection, or MISC. 
Figure 1
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5. Enter the keyword information into the appropriate fields. (See Figures 2, 3 and 4)
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Figure 3:
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Figure 4:
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6. Select Import on the bottom left side of the screen.

7. Retain the paper documents for one calendar year, then dispose per the retention schedule.
POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information

· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· Courtroom Clerks
· Process Server Coordinator
· The appropriate docket department
· Recording Services
· D&C 
· Distribution
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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