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PURPOSE:
The purpose of this procedure is to provide instructions for handling Civil COW Case Initiations in the iCIS database for the Clerk of the Court.

OBJECTIVE:
· Initiate a New Civil Case in iCIS.
EVENT DRIVER:

· Docket receives a new Civil case from the filing counter for entry into iCIS.
PROCEDURES:

I. Log in to iCIS
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Greg R. Davis, Esq. - SBN 014387
DAVIS FAAS BLASE, PLLC
11111 North Scottsdale Road, Suite 225
Scottsdale, AZ 85254
Phone: 602.279.1900

602.279.1920
E-Mail: greg.davis@DFBLawyers.com
Website: www.DFBLawyers.com
Attorney for Plaintiff

IN THE SUPERIOR COURT OF THE STATE OF ARIZONA
IN AND FOR THE COUNTY OF MARICOPA

KATHLEEN OCHOA-TOMEONI, a
‘married woman,

Case No.:

€V2017-050298

Plaintiff, COMPLAINT

vs. (Breach of Contract; Wrongful
Withholding of Wages)
AIDANT FIRE PROTECTION CO,, an
Arizona corporation; JOHN & JANE
DOES I-X; BLACK PARTNERSHIPS 1-
X; WHITE CORPORATIONS I-X;
GREEN LIMITED LIABILITY
COMPANIES I-X; BLUE TRUSTS I-X,
Defendants.

Plaintiff, KATHLEEN OCHOA-TOMEONI, by and through undersigned

counsel, for her Complaint against Defendants, alleges as follows:
PARTIES. JUR ION AND VENUE

1. Plaintiff, KATHLEEN OCHOA-TOMEONI (“Tomeoni"), is a married
woman, residing in Maricopa County, Arizona.

2. Defendant AIDANT FIRE PROTECTION CO. (“AFP”), is, upon
information and belief, a corporation authorized to do business in Maricopa County,

Arizona.
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Greg R. Davis, Esq. - SBN 014387
DAVIS FaAS BLASE, PLLC

11111 North Scottsdale Road, Suite 225
Scottsdale, AZ 85254

Phone: 602.279.1900

Fax: 602.279.1920

E-Mail: greg davis@davislimited com
Website: www.DFBLawyers.com
Attomey for Plaintiff

IN THE SUPERIOR COURT OF THE STATE OF ARIZONA
IN AND FOR THE COUNTY OF MARICOPA

KATHLEEN OCHOA-TOMEONI, A
MARRIED WOMAN,

CseNoz £y2017-050298

PLAINTIFF, CERTIFICATE OF ARBITRATION

Vs,
AIDANT FIRE PROTECTION CO., AN
ARIZONA CORPORATION; JOHN &
JANE DOES I-X; BLACK
PARTNERSHIPS I-X; WHITE
CORPORATIONS I-X; GREEN
LIMITED LIABILITY COMPANIES I-X;
BLUE TRUSTS X,
Defendans.
‘Plaintiff, by and through undersigned counsel, hereby certifies that she is secking
a recovery in excess of the jurisdictional limits for arbitration, and this case therefore s
ot subject to the Uniform Rules of Procedure for Arbitration.
RESPECTFULLY SUBMITTED this _{_day of November, 2017.

Da

Greg R. Davis, Esq. (014387)
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From the COCWEB page, select the application iCIS from the left or the auto login in the center. 
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2. Select Login. 
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Select Login

A. Select Tasks from the iCIS menu bar
* Utilize the coversheet to enter the basicinformation into iCIS including categories,
party names and party addresses. If necessary you can reference the complaint
foradditional information
B. Choose Case Initi
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3. Choose CV COC Staff 
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II. Log in to OnBase
1. From the Desktop, double-click on the OnBase Client icon.  Do not use the OnBase auto login or the OnBase link on the COCWEB.  These links are for OnBase Thin Client.  OnBase Thick Client must be used for the CV COW Case Initiation process.
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On the log in screen, verify the top box is set to OnbaseProd_2015.  Enter your user name in the middle box and your password in the bottom box.  Select “Login”.
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3. Select the Workflow icon.
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4. Left-click on the + symbol to expand the COSC New Complaint Docket Lifecycle
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5. Select the queue for your location.
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6. Left click on the Document Name bar in the box below the available queues to sort the list of documents by case number.  The first click will sort by case number in ascending order.  Each additional click will alternate between descending and ascending order.  Multiple entries for the same case number indicate additional documents being filed with the Complaint.
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7. Select the Complaint for the case you will be initiating by clicking on the first entry for the case number you will be working on (arrow 1).  The image of the Complaint will now be displayed in the field to the right of the document list.  If the Complaint was not the first document scanned, you may need to select other entries until you find the proper document.  Double click on the other images in the “Workflow” box at the bottom to show additional documents from the case in the second window pane (arrows 2).


             
A. Before continuing, verify that the case numbers and filing dates stamped on all documents, as well as any file counter receipts printed on any documents, are correct and match each other and those on the coversheet.
a. Refer to the section titled XIII. Moving documents to other queues at the end of this procedure if corrections need to be made to any documents or if additional review and/or research is needed.

III.  Initiate the case in iCIS
1. Select Tasks and choose Case Initiation from the iCIS menu bar 
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2. Choose Civil from drop down menu in Case Type

A. Enter Case Number in Case Number field. This information is stamped on the initiating document. 
Example: 2006001234 – format would include year followed by six digits.  No dashes, spaces or letters in this field. Leave format set at 10. 
[image: image11.png]Maricopa County Superior Court - Microsoft Internet Explorer provided by ITG - Clerk of Court - 66077

Procedure-CV Case Initition Docket [Compatibility Mode] - Microsoft Word

&~ [2] Moz mrcops vl IS/l aspseib=515pepIb= 146 Appirouplo=101e5skcedCaselo=i0zzarsmsdectecs] |41 | X | oo

J o IR

‘\Hﬂvd?ﬂ&fﬁ

Pagelayout  References  Mailngs  Review  View

| Fe Edt vew Faries Toos Hep

[B-8-=-

S5 & @warcopa County superior Court [

| P4 o
&

ERRIVNIN

2] AdBbCer sasecene ABbCe | Adocae

Fage < i Teds < 7 o

Type: [Cvil |
Case Number: [2011000123 Format: [10 2]
Category: [130-Conracts H

Primary Subcategory:
Original Subcategory:

134 - Other Contract - Breach of Contract
134 - Other Contract - Breach of Contract
Edit Arbitratables

Faciity: [Downtown |
Ficticiouss [

/472011 e
Emergency Order: |

File Date:

Case Name: [CBS Outdoor Inc Vs. Rudnick
B view notes

Access Control: [No B

Case Notes:

Close Date: =
Complex Litigation:
<iling:

‘Security Concern:

aaan

Of Historical Significance:

=S
\&7

B 7 U-hex xAc|¥- A

7Caption  Emphasis THeading1 | 1 Normal

Clipboard &

A

Change
Stytes ~

HArna -

i Repiace

I select -
ating

No

Done. DD DT T Trusted sites

Styles

o Utilize the coversheet to enter the basicinformation into iCIS including categories,
party names and party addresses. If necessary you can reference the complaint
foradditional information

B. Choose Civil from drop down menu in Case Type

« EnterCase Numberin Case Number field. This information is listed under case
number on the coversheet. Example: 2006001234 — format would include year
followed by six digits. No dashes, spaces or letters in this field. Leave format set at 10.

« Choosea Category fromthe drop down menu. This information is normally listed
undernature ofaction on the coversheet. If there are multiple Nature of Action categories
marked, you will only selectthe first one marked. If there is no category designated or you
feel there is a discrepancy between whatis listed on the complaintand whatis marked on
the coversheet, you may retum the case to the supervisor for clarification.

100 Tort Motor Vehicle

110 Tort Non-Motor Vehicle

CLERK OF THE COURTINTERNAL

PROCEDURE APPROVED:

DOCUMENT & CASH MANGEMENT Effective Date: 11/30/2010

) start| ! inbox - iroso

| 2 Unpublshed .. | & clerkof Cout1... | # civil-Mirosoft... | 4 clerkof Cout 1. | [ Maricopa Cou.. (-2 Mirosot Of...«| 2]« 1@& Ty 2:19pm Pagei3of9 | Wordsi1722 | B |

Ee=





B. Choose a Category from the drop down menu.  This is determined by the Nature of Action indicated on the coversheet.  If there are multiple Nature of Action categories marked, notify your supervisor or auditor for instructions.  If there is no category designated or you feel there is a discrepancy between what is listed on the complaint and what is marked on the coversheet, you may return the case to the supervisor for clarification. Refer to the section titled XIII. Moving documents to other queues if your supervisor or auditor requests that the case be moved to a different queue.

-100
Tort Motor Vehicle


-110 
Tort Non-Motor Vehicle


-120 
Medical Malpractice


-130 
Contracts


-140 
Appeal or Review – STOP! This category requires an Appeals coversheet and is processed by the LC Desk.

-150 -199 Other Civil 
C. Choose Primary Subcategory from drop down menu.  This information is found on the coversheet
D. Bypass the Add Subcategory(s) field
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E. Choose Facility from the drop down menu – based on the six digits following the year in the case number. Example: CV2006-010026 would indicate a Downtown Branch.
      
        -Downtown 00, 01, 02 or 03

        -Northeast 05

        -Northwest 07

        -Southeast 08 or 09 
F. Select “Ficticious” box if “Does/Roes” are listed on initiating document

          -  John Doe


          -  Jane Doe

          -  Mary Roe

          -  Black & White Corporation etc.

G. Enter File Date; Example 04/21/2009
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H. Choose Emergency Order from drop down menu if one is indicated EO on the coversheet.  If multiple Emergency Orders are indicated on the coversheet, use the drop down menu for the first one and list any additional Emergency Orders in the Case Note field.  If the “Other” Emergency Order is indicated enter a Case Note if written or specified on the coversheet.
I. If an “Other” primary sub-category is indicated, such as 116, 124, 134 or 163 - Enter a Case Note if written or specified on the coversheet.

Note:  Watch for Excess Proceeds written in this area and utilize code 135 if noted as such.
J. Keep access control set at “No” 
K. Bypass the Close Date 
L. Choose Arbitration Type from drop down menu.  



        -   No – If Certificate of Compulsory Arbitration designates “Not Subject”



        -   Not Applicable –No Certificate of Compulsory Arbitration is filed   


-   Undesignated -If the Certificate of Compulsory Arbitration doesn’t designate                 “not subject” or “is subject”



        -  Yes –If the Certificate of Compulsory Arbitration designates Subject to                                Arbitration
M. Select the Commercial Court box if Commercial Court is marked on the Coversheet or indicated in the title on the Complaint.  If selected, change the Facility to Downtown regardless of what would normally be selected based on the case number.

N. Select Continue
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IV.  Originating Court/County Screen

A. Select Continue

V. Add Parties to the Case Screen
Use proper name format when entering party names into iCIS.  If you are not familiar with correct name format select this link S:\Doc_Management\Online Manual\Published Procedures\Proper Name Format CV.doc.  For statistical tracking, the CV Case Initiation time standard includes up to 10 parties.  If there are more than 10 parties, you will count each additional party and enter them in the stat program under “Adding Additional Parties”
For Civil cases enter parties in this order, iCIS may change format upon completion:




1. Plaintiff(s)




2. IMO(s) In the Matter Of




3. Defendant(s) – All defendant(s) are entered with the role of Defendant, regardless if they are a minor or an adult.
Note:  If one party is filing on behalf of another party, add both parties as the same role - plaintiff(s) or defendant(s).  The exception to this rule is when adding a minor.  When entering a minor you will follow the example below that is applicable to the caption on the document:

	Caption Reads:
	Enter as:

	SALLY JONES, a minor by and through her next friend Jack Jones
	Plaintiff: JACK JONES
IMO: SALLY JONES

	SALLY JONES, a minor; JACK JONES; an individual
	Plaintiff: JACK JONES
IMO: SALLY JONES

	JACK JONES, an individual on behalf of Sally Jones, a minor
	Plaintiff: JACK JONES
IMO: SALLY JONES

	SALLY JONES, a minor; MATT SMITH, a minor; JACK JONES an individual and guardian of Sally Jones; HELEN SMITH, an individual and guardian of MATT SMITH
 
	Plaintiff: JACK JONES
Plaintiff: HELEN SMITH
IMO: SALLY JONES
IMO: MATT SMITH
Note that all Plaintiffs are entered first, followed by all IMOs, regardless of the order in the caption

	JACK JONES, personal representative of the estate of Jennifer Jones, deceased, and as guardian/conservator for Sally Jones and Harry Jones, surviving minors
	Plaintiff: JACK JONES
IMO: SALLY JONES
IMO: HARRY JONES
The decedent is not entered


Do not add fictitious party names such as Jane Doe, John Doe, or Mary Roe except if there is no other party name listed as a defendant;
Example 1: Defendants are listed as Jacob Albright and John & Jane Doe; only enter Jacob Albright as a Defendant.

Example 2: The defendant listed is Kevin Doe; enter Kevin as the defendant’s first name and Unknown as the defendant’s last name.
Example 3:  The defendant listed is Officer Albright; enter Unknown as the defendant’s first name and Albright as the defendant’s last name.  This applies when other titles are given in place of a first name (Mr., Dr., Sergeant, etc.)
Example 4: The only defendant name listed is John Doe; enter the defendant name as John Doe.
1. If the party is a business select this field (box). Enter business name.

2. Bypass IP (Not used during case initiation)

3. Bypass Prefix 

4. Enter First Name

5. Enter Middle Name or initial if provided

6. Enter Last Name

7. Choose Suffix from drop down menu, if applicable

8. Enter Date of Birth if provided; Use eight digits – Example 01/01/1975 

9. Choose Sex from drop down menu (M-Male, F-Female, N-None or U-Unknown)

10. Bypass Relationship 

11. Choose Primary Role from drop down menu (Plaintiff, Defendant or In the Matter of) 

Note 1: If you are entering a case for Transfer of a Structured Settlement, the filing party will be entered as a Plaintiff and the person turning over payments as an IMO.
Note 2: If you are entering a case for Pending Forfeiture filed by the party seizing the property, the filing party will be entered as a Plaintiff.  If filed by the person claiming the property, the filing party will be entered as a Claimant.  In either situation, the property seized is entered as an IMO if listed in the caption.
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12. Start Date -Defaults to the file date. 
13. Select “Continue” to move forward in the case initiation process OR
14. Select “Add More” if you need to add additional parties
Important note: If at any point in time after selecting “Continue” or “Add More”, you change, correct or modify a party role, you must go to the Case Information screen, clear the Case Name field and select “Save”.
VI. Party Inquiry Screen 
1. Select Add As New for each party

[image: image16.png]Maricopa County Superior Court - Microsoft Internet Explorer provided by ITG - Clerk of Court - 66077
G’@ ~ [ htpifiistest.mercopa, goviCIsjCiviaddrersonToCsse. aspruseria-3198iognke
T Fle Edt vew favortes Todk Feb

21 P ——— [ |-

H9-0V&AE ) Document1 - Microsoft Word = x

©
6‘ # Find -

=[efx] .\
B @ | Home | mset  Pagelajout  References  Maiings  Review  View

IR R T T 3= #09] [acsoceod] aceceoe aaBvC Asmvee - A
Pie (B2 0w a2 A| = = SR @ o | -

CV COC Staff online (test) Cbo Lt = stes /| edting

A2757595slectedcasel

e RIS

e v rPage  (Of Tools +

Thomal | 7o Spaci.. Heading1  Heading 2

Party Inquiry CV2011000123 - JO: Bethany Hicks - (CVJ12) - Subcat: 101 - Non Death - Status: 22 - Not Subject to ARB - 22 - eFile: No

[— Database Matches For Attempted Entry

(IF PERSON) - Last Name, First Name, DOB, Gender, SSN :1
(IF BUSINESS) - Business Name

A&V Sportss Inc 2dd To Case More Info
ABBASEABownBoverittd  AddToCase MoreInfo
A5 C business Enttes '2dd To Case More Info
ABCBAr . AddToCase More Info
A5 C Bonding Companies '2dd To Case More Info
ABCBonding Company . AddToCase More Info
A5 C Bonding Company '2dd To Case More Info
ABCBonding Company . AddToCase More Info
A5 C Bonding Company '2dd To Case More Info
ABCBonding Company . AddToCase More Info
A5 C Bonding Company '2dd To Case More Info
ABCGapital Corporation . AddToCase More Info
A C Capital Corporation '2dd To Case More Info

[pane [T I Tristed stes [ % 100%
@tart| (! tnbox - Microso... | 13 Unpublished Pr.... | & Clrk of Court 1... [ Maricopa Cou...  Clerk of Court I... | # Maricopa Court... | (12 Microsoft OF...«| 12/« I@H &) 305PM  Pagerlofl Wordsi0 | <5 |





VII.  AKA’s 
1. Enter AKA (also known as), DBA (doing business as), FKA (formerly known as), or NKA (now known as) to appropriate party if provided
2. If the AKA/FKA/NKA contains a suffix (Jr., Sr., IV, etc) enter it in the Last Name field at the end of the given last name.
3. Select “Continue” to move forward in the case initiation process OR
4. Select “Add More” to add additional AKA’s or DBA’s.
5. iCIS will only show the first 4 parties for each side.  If there are more parties to the case than listed on the page, select the blue “Next” link that will appear at the top of the page to view additional parties.
VIII. Social Security Numbers and Contact information Screen 
Note:  Phone numbers, email addresses, and Social Security numbers should not be entered for Minor IMO parties.

1. Enter social security numbers, Home, Work and Mobile telephone numbers and email addresses to appropriate party if provided.  Additional phone number and email address types are available after completing the case initiation.
2. Do not enter attorney information unless the party is represented by an Out-of-State attorney who does not have an Arizona Bar Number.

3. Select the language needed in the Language drop down menu if the filing party            answered yes to the “Interpreter Needed” question and indicated what language.  If      the filing party checked yes but did not indicate a language, leave blank.
4. iCIS will only show the first 4 parties for each side.  If there are more parties to the       case than listed on the page, select the blue “Next” link that will appear at the top of      the page to view additional parties.

5. Select Continue
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IX. Address Screen

Notes:  Use proper address format when entering addresses into iCIS.  If you are not familiar with correct address format select this link Address Updates and Format CV.doc.  

Addresses should not be entered for Minor IMO parties

1. Do not enter an attorney address unless the party is represented by an Out-of-State attorney who does not have an Arizona Bar Number.  If this is the case, follow the instructions below and substitute “Firm” as the address type.

2. Enter complete street address using approved format
3. Use the Street 2 field if complete street address will not fit in the first street field

4. Enter City

5. Choose State from drop down menu (Defaults to Arizona)
6. Enter zip code including + four if provided

7. Choose Country from drop down menu (Defaults to United States)
8. Choose Type from drop down menu.  Use “Mailing” as type.

9. Start Date -Defaults to current date, correct to match the file date
10. Designate if this should be a protected address.  If yes, turn in the completed red               protected address sheet to your auditor.
11. Designate if this should be the primary address.  The address designated primary will be the address used whenever any mailings are sent by the Court.
12. Select “Continue” to save and move to the next party or 
13. Select “Add More” to add additional types of addresses
14. If multiple addresses are given, select the Type that most closely matches how the address is described (Home if designated as home or physical, Work if designated as work or business, etc.)
15. If you have multiple parties at the same address you can choose from the Existing Address in Case to auto-fill information.

16. Select “Skip to End” if none of the parties have addresses.
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X. Fee Screen
Note:  Fees should not be entered for a Minor IMO party

1. Choose Fee Type from drop down menu for all appropriate parties.  This information will be on the receipt portion of the complaint.  
· Paid

· Deferred 2016 – Receipt will indicate a “D” for deferred
· eFile Billing

· Co-Charge (Governmental Agencies – i.e. State of Arizona) Receipt will indicate “W” for waived
· Waived (Non-Governmental Agencies) Receipt will indicate “W” for waived
· Leave this field blank when the receipt indicates 00 or zero dollars charged.
Fees are shared across all parties who are represented by the same attorney
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2. Select “Continue”


iCIS will only show the first 4 parties for each side.  The “Next” button that will appear at the top of the page will not function as it has on previous screens and should not be used.  If Fees need to be entered for more parties than those shown, enter the information for the parties that are shown, select “Continue”, and continue with the following steps to finish initiating the case.  After the case initiation has been completed, Fees for additional parties can be entered through the Fees screen.  Select “Entry” from the iCIS menu bar, followed by “Fees”.  
XI. Attorneys in Case Screen

Note:  Attorneys should not be attached to a Minor IMO party.


1. Enter six digit bar # if provided.  If no attorney or bar # is listed Select “Continue”.
2. Assign Date-Defaults to current date, correct the date to match file date
3. Choose Assign Reason from drop down menu.  Use “Filed on Pleading” for case initiation.
4. Type -Leave primary checked
5. For multiple parties represented by the same attorney, select the field (box) for each party.
6. If there are multiple attorneys listed, add the attorney that signed the complaint.  If the signature is illegible, add the attorney that is listed first.
7. Select “Continue”
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XII. Docket Entry Screen- Enter Complaint and Miscellaneous Filings
1. From the iCIS menu bar, select Entry and then Docket.


2. You will see the blank Docket screen
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3. In OnBase, verify that the Complaint is the active document then double click on the Get DocketEntryID icon in your Tasks list to the right of the document image.
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4. The OnBase image will come forward in a new window.
Note:  Once Get DocketEntryID button has been used, access to the Supervisor, File Counter, and EDM QC queue buttons is removed for this document.
5. In iCIS, click the Go button to show the docket entry that was just created.
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6. Click the link in the Filing Date column to access the docket entry screen.
7. Enter File Date
8. Choose person filing from the drop down menu if acting as Pro Per/Pro Se or 
9. If represented by an attorney, choose from the Attorney Filing field drop down menu 
10. Enter Complaint docket code in the Document Title field


-  COM -Complaint

    
-  NPF -Notice/Pending Forfeiture

     
-  PIH -Pet for Injunction of Harassment

      
-  PHW -Pet Workplace Harassment 
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11. Associate the filing party(s) by selecting the field (box) for each party 
12. Select “Save”
13. In OnBase, close the Complaint by clicking the X in the top right corner of the document image window

14. Docket the Certificate of Compulsory Arbitration if provided by following the above steps to make the image active, Get DocketEntryID, and then docket.
      
- CCN -Not subject to arbitration

      
- CCS -Is subject to arbitration

      
- CCA -If the certificate doesn’t indicate “not subject to” or “is subject to”.
15. Docket any additional miscellaneous filings remaining in the Document Name list
XIII. Moving documents to other queues
1. It may be necessary to send a document to Supervisor, Lead or Auditor for further review or to EDM QC for electronic corrections.  This can be done through the use of the Send to Supervisor Q, Send to EDM QC Q, and Sent to File Counter Q buttons in the Tasks list. 
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2. Contact your Supervisor and/or Auditor before using these Tasks items to determine proper procedures for your area and for the document in question.
3. Send a document to the appropriate queue by selecting the icon in the Tasks list
4. The document will come forward in a new window with a box with a yellow header for a note in the bottom left corner.  Type a brief explanation as to why the document has been sent to the queue.
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5. After completing the note, close out of the document by clicking the X in the top right corner of the document window.
6. Only the specific document viewed will be sent to the selected queue.  The steps above should be repeated for all other documents filed so that everything stays together.
7. Notify your supervisor that the case has been moved and provide a brief explanation.
RULES & STATUTES

· Rules of Civil Procedure: II. Commencement of action; 
· Rule 3. Commencement of action 
· Rule 4(a). Summons; Issuance
POLICIES / RELATED DOCUMENTS:
· Proper Name Format
· Address Format
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:
· 5.75 minutes per case-DCMS Statistics/ Approximately 90 daily
FREQUENCY:
· Daily
PERFORMANCE MEASURE:

· DCMS Statistical information gathered for production percentages on Annual Evaluations.  
SYSTEM ACCESS REQUIRED:
· Staff access in iCIS
REPORTS / FORMS:
· Coversheet

· Complaint

· Summons

· Certificate of Arbitration (if applicable)

DEFINITIONS:
None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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