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PURPOSE:

To provide instruction for Unsealing a Partial File.
OBJECTIVE:
· To provide the necessary direction to ensure that Unsealing Partial Files are processed properly and consistently over time.
GENERAL INFORMATION:
Arizona Supreme Court Rule 123 governs the public or restricted nature of documents filed in a Superior Court cases. When a file that was previously sealed by a court order is ordered to be unsealed, Discovery and Confidential (D&C) is responsible for complying with this order by updating iCIS and OnBase. 
EVENT DRIVER:

· An Order to unseal a partial file is received.
PROCEDURES: 
1. Review the order to determine what the Order is directing D&C to do.
2. Access the case in iCIS and OnBase.
3. Locate the documents in OnBase that are ordered to be unsealed. The Order may direct that the case be unsealed from a date forward.  Locate the first document filed on or after that date.
4. Open the document to ensure that it is not one that should remain otherwise restricted (i.e. PIF, SDS, etc).  If it is not, right click on the image and select KEYWORDS from the drop down menu.

5. When the Add/Modify Keywords box opens, change the security keyword from SEALED to NONE. See Figure 1
A. If the document should remain restricted, change the security keyword from SEALED to the appropriate confidential security keyword (i.e. CONF-FC, CONF-CV, etc).
6. If necessary, change the docket code from SDD or SDO to the docket code for that specific document.
7. Repeat steps 3-6 for each document to be unsealed.

                                          FIGURE 1
[image: image3.png]



8. In iCIS, hover over the word Entry on the task bar.

A. Select Case Information from the drop down menu.
B. Click on the drop down arrow beside Access Control and change from Seal to No and then save.

C. Select RETURN to go back to the main page.

9. Hover over Entry on the task bar again and select Docket from the menu.

10. If necessary, change the docket code for all documents that will remain sealed to SDD.

A. Beside the docket entry, click on the date in the Filing Date column.

B. When the Docket Information screen opens, change the Document Title to SDD and Save and then Return. See Figure 2
C. Repeat A & B as needed for all documents that will remain sealed.

11. If necessary, change the docket code from SDD to the actual document title following steps 10 A & B.  Repeat as needed.
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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:
· None
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· OnBase
· ETS
REPORTS / FORMS:
· F-D&C-1008: Routing Slip/Cover Sheet
DEFINITIONS:
· ETS: Exhibits Tracking System
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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