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PURPOSE:

To provide instruction for Sealed Audit Queues.
OBJECTIVE:
· To provide the necessary direction to ensure that Sealed Audit Queues are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to AZ Rules of Civil Procedure 26(c), specific documents (or the entire file) can be sealed as directed by the Court.  Files will be sealed by a formal written order of the Court and/or a Minute Entry (the minute entry and/or order may be an original or a copy).  
EVENT DRIVER:

· Sealed Minute Entry (ME) or Orders from a judge (whether or not it has been sealed by a Courtroom Clerk) are received.  NOTE: The Audit Queue should be checked at least once a day before the end of the business day.
PROCEDURES: 
1. Log in to OnBase Thick Client.
2. Open Workflow.

3. Click on COSC Adult Audit LC.
4. Click on COSC Adult Courts Indexing LC (See Figure 1).
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5. Click on COSC D&C Pre-docket Sealed Queue.

6. Click on the first document listed under “Document Name” (see example below).   All of the documents for that case will be listed below.  The document in question should display on the right hand side of the screen.

7. Always check iCIS to verify if case is sealed or unsealed using the VB1 button in OnBase.  To verify that is has refreshed, check the Go To Case Number box in iCIS.  If the case numbers don’t match, re-click the VB1 button.

8. If iCIS indicates the case is sealed, click on the SEALED-Send to Priority Sup Queue.

9. If iCIS does not indicate the case is sealed, click on NOT SEALED-Send to Priority Sup Queue.

10. If the case number is incorrect click on Remove from Lifecycle.
11. Click on COSC D&C Priority Sealed Queue (See Figure 2).

Figure 2
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12. Follow steps 5-9 for the remaining documents in the Active Document pane.
POLICIES / RELATED DOCUMENTS:
· 16 A.R.S. Rules of Civil Procedure, Rule 26(c), Protective orders  

OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase Thick Client
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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