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PURPOSE:

To provide instruction for the verification of registration for access to ECR (Electronic Court Record) Online.
OBJECTIVE:
· To provide the direction, ensuring the accurate and timely verification of identification for customer requests to ECR Online access.
EVENT DRIVER:

· A customer (Court Appointed Entity, Pro Per, or Attorney) registers for access via ECR Online and is unable to complete registration via website.  In order to complete the registration process, customers can visit any customer service counter with the Clerk of Court for in-person verification.
PROCEDURES: 
I. Upon receipt of Memorandum of Understanding form and Proof of Appointment for Court Appointed Entities (Filing Counters):
1. Staff will review the form for completeness. 
A. The form will have the printed name and email address of the appointee.
B. The appointee will also have listed any case number(s) for which they are requesting access under court appointment.
C. The appointee will sign and date the form.

2. Staff will review the requesting user’s name and signature provided with a valid driver’s license or government issued ID, ensuring validity.

3. Staff will review the Proof of Appointment document appointing entity (Best Interest Attorneys, Guardian Ad Litem, Investigators or Mitigation Specialists) to listed case(s).

4. After review, the clerk will scan a copy of the Memorandum of Understanding form to the eFile Support email address at efilesupport@COSC.maricopa.gov for final validation.
5. The clerk will then give the form to their Supervisor/Lead to be held in a file for a minimum of one month.  On the first of each month, all forms more than one month old will be placed in the recycling bin. (Example: On November first, all forms in the file from September will be disposed of.)
II. Upon submission of ECR Online form from Pro Pers and Attorney’s (Filing Counters):
1. Staff will provide the form to customers to fill out. 

2. Staff will review the form for completeness
A. The form will have the printed name and email address of the requesting user’s information, along with other information pertinent to access.

B. The requesting user will list any case number(s) in which they are a party to or are the attorney of record.

3. Staff will review the requesting user’s form against the provided valid driver’s license or government issued ID, ensuring validity.

4. After review, the clerk will scan a copy of the ECR Online form to the eFile Support email address at efilesupport@COSC.maricopa.gov for final validation.
5. The clerk will then give the form to their Supervisor/Lead to be held in a file for a minimum of one month.  On the first of each month, all forms more than one month old will be placed in the recycling bin. (Example: On November first, all forms in the file from September will be disposed of)
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily/As received
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· email
REPORTS / FORMS:
· F-DRMS-1001: Memorandum of Understanding form
· F-DRMS-1002: ECR Online form
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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