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PURPOSE:
To provide instructions for processing the 02-06 Appendix Sheets received from the 02-06 auditors in the Public Records section.
OBJECTIVE:
· To provide the necessary direction to ensure proper processing of the appendices.
EVENT DRIVER:

· Appendix sheets are dropped off by public records staff in the designated basket in the EDM QC Department.
PROCEDURES:

1. Retrieve the Appendix sheets from the basket.  Any documents needing to be scanned or rescanned will be attached.

2. Open the corresponding electronic copy of the Appendix on the S drive at \\COSCDSM4400\share\Cust_Svc\02-06 File Audit Appendix\CV Files\DTCV2006 (for the DT CV2006 files.  Address will change when the next section of files is begun.)
3. Review the appendix and fix any errors noted.  On the electronic copy, note the date fixed.  Include any comments in the Date Fixed column (Figure 1)

Figure 1
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4. When the electronic appendix is completed, rename it using your initials and discard paper appendices.

Example:  001.xls becomes 001-ARB.xls
5. DCMS EPA reporting:  For each case on the appendix which required your attention, count as 1.  Record the number of cases and time spent in DCMS EPA under EDM QC Project 5: Trouble Sheet Processing.
Example:  001.xls contained five cases needing your attention.  Count as 5 in DCMS.

6. Error Codes are as follows:
	ERROR CODE
	ERROR TYPE
	DESCRIPTION

	DDE
	Duplicate docket event
	Multiple docket events for the same image

	MDE
	Missing docket event
	No docket event for image

	DI
	Duplicate image
	Document is scanned twice

	NS
	Document or page of document not scanned
	Document or page was not scanned or needs to be rescanned

	IFD
	Incorrect file date
	 

	WDC
	Wrong docket code
	Docket code is wrong in icis, or docket code keyword is wrong in OnBase

	MFI
	Misfiled image
	Document does not belong to case (change keyword and docket to correct case)

	DDE/DI
	Duplicate image & docket event
	Multiple images & docket events for the same document

	WNI
	Wrong numbered image
	Document has the wrong number on it (electronic correction)

	DST
	Documents scanned together
	2 or more documents scanned as one

	ND/NS
	 
	Doc not docketed or scanned

	MD
	Missing document
	Paper document is not in the file, is scanned & docketed

	NS/NIF
	Not scanned, not in file
	There's a docket event, but no image and no paper document


Processing for Each Error Code

DDE:  
After verifying that duplicate docket events do exist, delete one from iCIS.
MDE:

Create a docket event in iCIS; Update OnBase keywords on the image.
DI:

After verifying that the images are indeed duplicates, delete one.
NS:

Barcode the document and scan it; If it is a rescan of a document with missing pages, delete the original image.

IFD:

Correct the iCIS docket event and the OnBase file date keyword.

WDC:

Correct the iCIS docket event and/or the OnBase docket code keyword.

MFI:

Remove docket event from incorrect case and re-docket on correct case; link up image keywords.

DDE/DI:
After verifying that the docket events and images are duplicates, delete the duplicate docket event and the associated image.
WNI:  

Correct the case number on the image (an electronic correction); remove docket event from incorrect case and re-docket on correct case; update the image keywords.
DST:

Electronically separate the document into two; create docket event in iCIS (if necessary); update the keywords on the new image. 

ND/NS:
Create a docket event in iCIS; obtain a barcode and scan the document.

MD:  

Retrieve the image and check to make sure it is on the correct case.
NS/NIF:  
Enter docket note:  “No document corresponds to this docket event.”  
Highlight the entry on the paper appendix.  Give paper appendix to designated EDM QC lead for disabling of the image on iCIS docket.  Once completed (in two days or less), lead will return paper appendix.  
POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· 02-06 Audit Staff; 
· Public Records Manager
TIME / VOLUME:

· 50 appendices per week; may fluctuate depending on staffing and/or other factors.
FREQUENCY:

· One person is assigned by the Supervisor to cover the basket each week, on a rotating schedule.
PERFORMANCE MEASURE:

· Each case needing to be fixed on the Appendix is allotted 3.75 minutes (on average;  Some cases will need more time and others will need less.)
SYSTEM ACCESS REQUIRED:
· S drive; 
· OnBase; 
· iCIS; 
· Kofax
REPORTS / FORMS:

· None
DEFINITIONS:
· See section 6 – Error Codes.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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