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PURPOSE:
To provide instructions to EDM QC staff on how to resolve problems with images sent to the COSC PD QC Queue and the COSC PD Problem Queue, both in the COSC Adult Courts Indexing LC. 
OBJECTIVE:
· To give EDM QC staff the the corrective actions to take when an image has failed to create a predocket, and has entered the COSC PD QC Queue or the COSC PD Problem Queue; 
· To ensure consistent image corrections over time.
EVENT DRIVER:

· OnBase workflow routes images which fail to create docket events to the COSC PD QC Queue; if EDM QC specialists cannot resolve the issues with these images, they route the images to the COSC PD Problem Queue for review by an EDM QC lead.    
PROCEDURES:
I. Processing the COSC PD QC Queue
1. If the case number keyword does not agree with the case number on the image:
a. Fix the case number keyword in the queue and click the Restart Workflow task button, which will route the image to COSC Civil PD Queue or COSC Criminal PD Queue, in the COSC Adult Courts Indexing LC.
b. For batches with six or more barcode errors, follow step a. above. Message the area supervisor with (1) the batch name, (2) the barcoder’s initials, and (3) the number and nature of the errors.
c. For DRS or DRE docket codes, use the Send to DRS/DRE Queue in Audit LC task button to route these images to Disposition for resolution.
2. If the case number is incorrect:
a. Electronically correct the case number on the image so it agrees with the case number in iCIS following the instructions in the procedure PRO-EDMQC-1008: Electronically Correcting or Changing Images.
b. Delete the original image from the COSC PD QC Queue once the corrected image has been imported.
c. For DRS or DRE docket codes, use the Send to DRS/DRE Queue in Audit LC task button to route these images to Disposition for resolution.
3. If the case is not found in iCIS: 

a. For recent case numbers, the case could simply not be initiated yet. Wait for a day or two. 
i. If the case has been initiated, click the Restart Workflow task button which will route the image to the COSC Civil PD Queue or COSC Criminal PD Queue.
ii. If the case has not been initiated, send to the COSC PD Problem Queue. 
b. For older cases, follow the instructions in the procedure PRO-EDMQC-1009: Researching Hard to Find Cases.  
c. If a CR case is found in iCIS Archive, request case activation from the ITG Help Desk if the document is: (1) a Warrant, (2) an Appeal, or (3) a PCR. 

i. Forward any images with issues regarding activation from iCIS Archive to the COSC PD Problem Queue. 
d. If the case is not going to be activated, Re-Index the case to the COSC-A Inactive Document Type Group (See Figure 1).
i. Select Document Type Group COSC-A INACTIVE
ii. Select Document Type

iii. Add Sequence # 999

iv. Change the Security keyword to NONE.
Figure 1
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e. If the case is from another Court, email the image to the designated Change of Venue staff and supervisor. 
f. Then delete the image from OnBase
i. If the image is restricted, send the keywords to Change of Venue.

ii. Delete the image after Change of Venue has acknowledged receipt.
4. Send images with issues that cannot be resolved, and all other errors, to the COSC PD Problem Queue in the COSC Adult Courts Indexing LC.
II. Processing the COSC PD Problem Queue
1. For case numbers that are hard to find, follow the instructions in the procedure PRO-EDMQC-1009: Researching Hard to Find Cases. 
2. For Criminal cases, investigate the IA/PSA docket for possible Scratch status.
a. If the case has Scratch status, email the image to the Criminal Document Processing Supervisor. 

b. Delete the image from OnBase.
3. Check with the docket area supervisor to determine if there are outstanding problems related to initiating the case.

4. If the case is still not found, refer to the EDM QC Manager.
POLICIES / RELATED DOCUMENTS:
· PRO-EDMQC-1008: Electronically Correcting or Changing Images
· PRO-EDMQC-1009: Researching Hard to Find Cases 
OTHER PARTIES INVOLVED:
· The designated Change of Venue staff and supervisor.
· Document Processing Area Supervisors or Auditors
TIME / VOLUME:
· Time = 30 seconds/each
· Monthly Average = 400
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· OnBase
· Internet Access
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Predocket: An iCIS docket entry and image for certain generic docket codes that is viewable before being fully docketed. 
· Re-Index: To change the Document Type or Document Type Group of an image.
· Scratch status: Cases that won’t be prosecuted.
· LC: LifeCycle
· PD: Predocket
APPLICABILITY:
This procedure applies to all EDM QC employees of the Clerk of the Court.
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