
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
Joyce Auchinleck
	

	
	Area:   QUALITY ASSURANCE
Document Number: PRO-EDMQC-1002
Subject:  AMCAD Scanning of Misfiled Documents
Page: 5  of 5
	Effective Date: 08/03/2012

	
	
	Revision Level:  A
L.R.D.: 03/01/2019 



PURPOSE:
· To provide instructions for (1) scanning documents which missed being scanned by AMCAD due to being misfiled; and (2) reindexing the scanned images to the Inactive Document type group in the OnBase database

OBJECTIVE:
· To provide the necessary direction to prepare and scan the documents, and to ensure that the scanned images are removed from the workflows after scanning and re-indexed from the COSCA document type group to the Inactive document type Group in OnBase.
EVENT DRIVER:

· Receipt of documents to be scanned from the Public Records Manager, which are placed in the AMCAD rescanning basket in the EDM QC department.
PROCEDURES:
I. Express Indexing:
1. Open the Express Indexing application. (See PRO-EDMQC-1001).  In the Express Indexing – Main window, verify the following: 

a. Case Type: FC (or DR, FN, etc., depending on the case type)

b. Docket Code: OTH 

c. Case Year: [year of the case shown in the case number]

d. Filing Date: Use default file date (01/01/01)

2. Place the barcode page onto the document as the first page, the actual first page of the document is now the second page.

3. Scan the documents using the batch name P1 QQQ### AMCAD mm/dd/yy (Training Manual - Kofax 8 0 Scanning)

After scanning, open OnBase and proceed to remove the images from workflow and re-index them.

II. OnBase:
1. Copy the batch name from the batch log and paste into the Batch Name keyword field. Click Find or hit Enter.

2. Highlight the batch in OnBase and click on Remove from all Workflows.  (See Figure 1)
Figure 1
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3. Highlight the batch and right click to bring up the menu.  
4. Select the Re-Index option.
5. Select COSC-A INACTIVE in the Document Type Group drop-down menu. 
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(See Figure 3)
Figure 3
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6. Select the appropriate case type in the Document Type drop-down menu.  (See Figure 4)
Figure 4
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7. Enter 999 in the Sequence # field.  (See Figure 5)
Figure 5
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8. Click Re-Index.
9. After the batch has been re-indexed, highlight the batch and right click and select Workflow, Execute workflow
POLICIES / RELATED DOCUMENTS:

· PRO-EDMQC-1018: Scanning
· PRO-EDMQC-1001: Barcoding Documents using the Express Indexing Program
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· Estimate: 1 hour per batch.  23 documents per week.
FREQUENCY:

· Weekly
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· Kofax Capture
· OnBase
· Express Indexing Program
REPORTS / FORMS:

· N/A
DEFINITIONS:
· AMCAD:  The vendor providing bulk back scanning of most 2001 and earlier adult court cases for the Clerk’s office.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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