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PURPOSE:
It is the purpose of this procedure to provide instructions for handling Civil Name Change Case Initiation Docket for the Clerk of the Court.

OBJECTIVE:
This process Civil Name Change in Case Initiation Docket
EVENT DRIVER:

· Explain
PROCEDURES:

A.  Select Tasks from the iCIS menu bar
B.  Choose Case Initiation
· Choose Civil from drop down menu in Case Type

· Enter Case Number in 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.  

· Choose Category from 150-199 from the drop down menu.  This information is listed under nature of action on the coversheet or can be found on the complaint.

· Choose 152 as the Primary Subcategory from drop down menu.  This information is listed under nature of action on the coversheet 

· Choose Branch from 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 
· Enter File Date

· Keep access control set at “No”

· Close Date - Bypass

· Choose “Not Applicable” from the drop down menu for Arbitration Type 

· Select Continue, iCIS will automatically roll to the Originating Court/County Screen. Do not select anything from the drop down menu.

· Select Continue. – iCIS will automatically roll to the Add Party Screen.
C. *Adding Parties: Choose Step 1 for a Minor, Step 2 for an Adult or Step 3 for a Family.  For assistance with proper name formatting select this link: 

Proper Name Format
1. Adding Parties from an “Application for Change of Name for a Minor Child”.  
*Enter parties in this order:


1. Plaintiff(s) –Parent(s) or Guardian(s)


2. IMO(s) In the Matter of

· Enter the First, Middle and Last name of the Plaintiff’s (parents/guardians) from the upper left corner of the Complaint.  If an attorney is filing use the Plaintiff’s (parent/guardian) name found in the body of the application.

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

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

· Relationship-Bypass

· Choose Primary Role from drop down menu (Plaintiff or In the Matter of)

· Start Date -Defaults to the file date. 

· Enter the First, Middle and Last name of the IMO (minor child) from the “In the Matter Of” section of the application.  If the Plaintiff (parent/guardian) lists their own name in this section, use the minor child’s name from the body of the application.  If there are multiple children, list all children’s names found in the body of the application.

· Select “Add More” if you need to add additional parties OR
· Select “Continue” to move forward in the case initiation process; iCIS will automatically roll to the Party Inquiry Screen (Proceed to Step D)
2. Adding Parties from an “Application for Change of Name for an Adult”

· Enter the First, Middle and Last name of the Plaintiffs found in the “In the Matter Of” section of the application.
· Choose Suffix from drop down menu, if applicable

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

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

· Relationship-Bypass

· Choose Plaintiff for the Primary Role from drop down menu 

· Start Date -Defaults to the file date

· Select “Continue” to move forward in the case initiation process; iCIS will automatically roll to the Party Inquiry Screen (Proceed to Step D)
3. Adding Parties from an “Application for Change of Name for a Family”.

*Enter parties in this order:


1. Plaintiff(s) –Parent(s) or Guardian(s)


2. IMO(s) In the Matter of (minor child or children)

· Enter the First, Middle and Last name of the Plaintiff (parent/guardian) from the upper left corner at the top of the application.  If an attorney is filing use the Plaintiffs name found in the body of the application.
· If both parents are listed in the body they should both be added as Plaintiffs.
· Add the IMO name(s) from the “In the Matter Of” section of the document and also from the body of the Application.
·  Choose Suffix from drop down menu, if applicable

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

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

·  Relationship-Bypass

·  Choose Primary Role from drop down menu (Plaintiff or In the Matter of)

·  Start Date -Defaults to the file date.

·  Select “Add More” to add additional parties OR 

· Select “Continue” to move forward in the case initiation process; iCIS will automatically roll to the Party Inquiry Screen (Proceed to Step D)
D. Party Inquiry Screen

· Select Add as New for each party
E. AKA’s

· Enter AKA (also known as) to appropriate party if provided

· Select “Continue” to move forward in the case initiation process 

F. Social Security Numbers and Contact information Screen
· Enter social security numbers, telephone numbers or email addresses to appropriate party if provided.

· Select Continue
G. Address Screen
· Enter complete street address using approved format

· Use the Street 2 field if complete street address will not fit in the first street field

· Enter City

· Choose State from drop down menu  -Defaults to Arizona

· Enter zip code including + four if provided

· Choose Country from drop down menu -Defaults to United States

· Choose Type from drop down menu.  Use “Mailing” as type.

· Start Date -Defaults to file date

· Designate if this should be a protected address

· Select “Continue” to save and move to the next party or 
· Select “Add More” to add additional types of addresses

· If you have multiple parties at the same address you can choose from the Existing Address in Case to auto-fill information.

· Select “Skip To End” if none of the parties have addresses.

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

· Paid

· (D) Deferred

· eFile Billing

· Co-Charge (Governmental Agencies – i.e. State of Arizona) Receipt will indicate “W” for waived

· Select “Continue”

I. Attorneys in Case Screen

*Attorneys should not be attached to a minor listed as an IMO.

· Enter six digit bar # if provided.  If no attorney or bar # is listed Select “Continue”.

· Assign Date-Defaults to current date, correct the date to match file date

· Choose Assign Reason from drop down menu.  Use “Filed on Pleading” for case initiation.

· Type -Leave primary checked

· For multiple parties represented by the same attorney, select the field (box) for each party.  

· Select “Continue”

J. Docket Entry Screen- Enter Complaint and Miscellaneous Filings
· Enter File Date

· Choose person filing from the drop down menu if acting as ProPer or 
· If represented by an attorney, choose from the Attorney Filing field drop down menu 

· Enter docket code in the Document Title Field

-APE is used for any/all Applications for Name Change.
-CNN is used for any/all Consent documents.  Pick up the entire caption of the document in the “docket notes.”
-NOH Notice of Hearing regarding Application for Change of Name
-OCN Any/all Order Changing Name (Minor/Adult/Family) *Complete the following steps when docketing an Order Changing Name:
· Select Entry from the iCIS menu bar.
· Choose “Main Page” from the drop down menu.
· Select the blue link for the party’s name that is being changed; iCIS will automatically roll to the Personal Information screen.
· Select AKAs from the Personal menu bar.
· Choose “Also Known As” from the Type drop down menu.
· Enter the party name found under the “Is Changed To” or the “New Name” section of the Order.
· Enter the file date from the Order in the “Start Date” field.

Select “Save”
POLICIES / RELATED DOCUMENTS:

· Explain

OTHER PARTIES INVOLVED:

· Explain

TIME / VOLUME:

· Explain

FREQUENCY:

· Explain

PERFORMANCE MEASURE:

· Explain

SYSTEM ACCESS REQUIRED:

· Explain
REPORTS / FORMS:

· Explain
DEFINITIONS:
None

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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