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PURPOSE:
To provide instructions for correcting eFiled documents received in Clerk Review.
OBJECTIVE:
· To provide the necessary direction to ensure that eFiling corrections are completed and accurately updated in the eFile Foundation program and in the Electronic Court Record.
EVENT DRIVER:

· An eFiled document is sent to the Clerk Review QC Queue in eFile Foundation with a note indicating what correction is needed.
PROCEDURES:
I. Correcting General Errors:

1. Click on the eFile Clerk Review link found on Cocweb.  See Figure 1.
Figure 1
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2. Click on Review Clerk, then Special Queues and then on the EDM QC folder.  If there is a correction request, it will show under the EDM QC folder as (1/1 or 2/2, etc.).  See Figure 2.
Figure 2
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3. Right click on the EDM QC folder entry.  See Figure 3.
Figure 3
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4. A drop down menu appears.  Select the Document Replace option.

Figure 4
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5. A dialog box appears.  To open the converted copy of the eFiling, click Open.  See Figure 5.
Figure 5
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6. Print the eFiling to Adobe and make the correction using PRO-EDMQC-1008: Electronically Correcting or Changing Images.  
7. Select the Upload option.  See Figure 6.
Figure 6
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8. The Browse button will be activated.  Click on Browse (See Figure 7) and select the corrected eFiling.  Click on Open and the corrected eFiling will be uploaded.   
Figure 7
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9. Click on Submit.  See Figure 8. 
Figure 8
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10. The Save button will be activated.  Click Save.  See Figure 9.
Figure 9
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11. A dialog box will appear.  See Figure 10.  Click on OK.
Figure 10
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12. Click Close.  

13. Click Transfer.  Select CV – Review-001, CR-Review-001, or FC-Review-001 (See Figure 11), depending on the case type, and add a note that the error has been fixed. 
Figure 11
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14. Enter OnBase.  Select eFiling Document Type Group.

15. Enter the eFiling ID.  Click on the original converted version of the eFiled document and delete it.

16. Enter the correction information in the eFiling Corrections Tracking Log. 
II. Fixing file stamps that appear too small on the document: See Figure 12.
Figure 12
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1. Open the converted version of the document using the Document Viewer icon in Clerk Review in eFile Foundation application.  See Figure 13.
Figure 13  
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2. Print the document to Adobe and save to your computer.  (See PRO-EDMQC-1008 Electronically Correcting or Changing Images, Step VII.)
3. Open the saved Adobe document and right click on the Document Properties option. See Figure 14.
Figure 14
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4. The Document Properties window will open.  Ensure that Page Size is 8.50 x 11.00 in.  See Figure 15.
Figure 15
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5.  Upload the Adobe document as outlined in steps 6. through 16. above.
III. Fixing Adobe images that are too small. (See Figure 16)
Figure 16
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2. Print the document to Adobe using the settings as illustrated in Figure 17 and save to your computer. (See PRO-EDMQC-1008 Electronically Correcting or Changing Images, Step VII.)
Figure 17
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3. Upload the Adobe document using steps 6. through 16. above. 
POLICIES / RELATED DOCUMENTS:

· PRO-EDMQC-1008: Electronically Correcting or Changing Images 

· PRO-EDMQC-1013: eFiling Corrections – eFile Audit QC Mailbox
· PRO-EDMQC-1014: eFiling Corrections – Courtroom Clerk Review
OTHER PARTIES INVOLVED:

· eFile review clerks
· Case type auditors
TIME / VOLUME:

· Average of ten minutes per correction.  
FREQUENCY:

· Average of 1 to 10 corrections per day. 
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
· eFiling Foundation
· Adobe Professional software application
REPORTS / FORMS:

· eFiling Corrections Tracking Log
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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