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PURPOSE:
To provide instructions for searching for correct case numbers.
OBJECTIVE:
· To provide the necessary direction to ensure that documents with incorrect case numbers are researched using an appropriate amount of time and the correct case number is located.
EVENT DRIVER:

· An email requesting that the case number be corrected (ECR Hotline), or the image is routed to the EDM QC queue in Priority workflow or the PD QC Queue in Adult Courts Indexing Lifecycle.
PROCEDURES:

I. Searching in iCIS:
1. Open iCIS and go to the Search screen.  See Figure 1.
Figure 1
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2. Search using the defendant name as well as the plaintiff or petitioner name.  If the name is not very legible, search using the first part of the last name followed by a percent sign (%) and the first part of the first name followed by a percent sign (%)  (i.e. Sin% entered in the Last Name field and Fr% entered in the First Name field.)  See Figure 2.
Figure 2
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Note: If one of the parties is a State agency and the case cannot be located in Civil iCIS, search in LC (Lower Court of Appeals) iCIS.
3. Search business names using the name of the company but instead of using LLC or Inc. add a percent sign (%) immediately after the company name. If the case is a forfeiture case, search by entering the first part of the caption followed by a percent sign (i.e. 1996 Ford%).  See Figure 3.
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If the case number is prior to 2001, use the Advanced search option in iCIS by placing a check in the Adv. box and placing a check in the Archive box. (Note:  Selecting Archive limits the search to only those cases in Archive.) See Figure 4.
Figure 4
[image: image4.png]- Search Criteria
Adv. Department Cases Format DefID JP Case# File Date

Bus. Last Name First Name. Middle Name
(mmyyyy)

Criminal - 5 - GALLEGOS ADRIAN

Smart Archive Legal # Type  Legal pos Gender Single AKA Last AKA First AKA Middle AKA Business





5. If step 4 does not yield results, select the L-Index Lookup option on the iCIS Inquiry drop down list.  See Figure 5.

Figure 5
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6. Enter the party’s last name, a space, and then first name.  Click Search button.  See Figure 6.

Figure 6
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7. If case number is still not located after a ten minute search, or if there are a great many cases, refer the matter to the EDM QC Manager.
II. Additional Search Resources:
1. Read the document itself.  Sometimes, the correct parties are named in the body of the document and instead of have a wrong number, the caption on the document may be wrong.  
2. On Administrative Orders of Assignment, if the case cannot be located in ICIS, 
email the Court Operations Supervisor of Child Support Services with the Atlas Number and the party names in the subject line and a screen shot of the keywords for the image.  Ask if the correct case number (or correct county or state) can be provided. 
3. If the case number does not have the Maricopa County Superior Court case number format, search on the Superior Court  website in COCweb, Click on the Links option, click on Maricopa County Justice Courts option and seach by name.  If a case is found, forward the image to the Change of Venue desk and request that it be forwarded to the correct Justice Court.  See Figure 7.
Figure 7
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4. If there is no result from searching the Maricopa County Justice Courts website, you can search on the Public Access Case Lookup website (http://apps.supremecourt.az.gov/publicaccess/caselookup.aspx).  If the case is from another county, forward the image to the Change of Venue desk and request that it be forwarded to the correct county Superior Court.  See Figure 8.
Figure 8
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5. In recent CR cases, if the defendant’s case number cannot be located, ask one of the EDM QC Leads to look up the case on the iCIS IA/PSA screen to see if it has been scratched.  If the case has been scratched, email the image to the Criminal Operations Supervisor at the South Court Tower.
6. On handwritten Orders to Continue Hearing in criminal or Motions from hearings in RCC court, if the case number is incorrect and the defendant’s name is illegible, email the Courtroom Clerk who covered the hearing.  Determine which Courtroom Clerk using the name on the file stamp of the document; if that is also not legible, email the CRS Criminal Managers for assistance in identifying the courtroom clerk.
7. If the case number is from the current year, ask an EDM QC Lead with access to the Cash Management system to look up the case to determine if two cases were issued the same case number, or if the case has not yet been initiated in iCIS.
8. In Civil and Family Court cases, you can access the Recorder’s Office website search screen and using All Types, enter one of the parties’ names. See Figure 9.
Figure 9
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9.  An additional resource to use in researching hard to find criminal case numbers is the Arizona Department of Corrections website.  See Figure 10.
Figure 10
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10.  Select Inmate Datasearch and enter the defendant’s name in the Name Search Screen.  See Figure 11.
Figure 11
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11. If all else fails, send a screen shot of the keywords to the EDM QC Manager. The EDM QC Manager may contact the filing attorney or do further research.
12. If a number cannot be determined after exhausting all research possibilities, the EDM QC Manager will refer the document to the Public Records Manager at CSC for printing and storing in the Fileroom.
POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· Court Operations Manager of Child Support Services
· Change of Venue desk
· Criminal Operations Supervisor

· EDM QC Lead
· EDM QC Manager

· Public Records Manager at CSC

· Courtroom Clerks
TIME / VOLUME:

· This is performed 15 to 20 times per month.  The amount of time varies depending on the difficulty encountered in researching the case number. 
FREQUENCY:

This is performed 15 to 20 times per month.  
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· Cocweb
· iCIS
· OnBase
· Internet Access: (http://apps.supremecourt.az.gov/publicaccess/caselookup.aspx).  
REPORTS / FORMS:

· N/A
DEFINITIONS:
· RCC: Regional Court Center
· Scratched: Defendant will not be charged under this case number.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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