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PURPOSE:
To provide instructions for processing documents in the Sealed Document Process Lifecycle in OnBase. 
OBJECTIVE:
· To provide the necessary direction to ensure that sealed documents are processed correctly in OnBase.
EVENT DRIVER:

· OnBase workflow routes scanned documents into the Lifecycle.
PROCEDURES:
1. Enter the Sealed Document Process Lifecycle.  
A. Log in to OnBase

B. On the menu bar, click User and select Workflow from the drop down menu

C. On the list of lifecycles that appear in the workflow window, select COSC Sealed Document Process LC.  See Figure 1.
Figure 1
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2. Enter the Sealed Missing Keywords Queue:
A. Documents with a docket code of POW have not yet been docketed. Click on Send to CR, CV, FC or PB Priority Supervisor Queue, depending upon the case type of the document. 
B. Documents that do not have a POW docket code may be in the queue because they have missing keywords due to barcodes not having been read at scanning.  Fill in the missing keywords (refer to iCIS) and click Return to Initial Queue.
3. Enter the Sealed Icon Activation Failed Queue:
A. Documents may have an incorrect DocketEventID keyword.  Correct the keyword (refer to iCIS) and click Rerun ICIS Icon Activation Script.
4. The Sealed ICIS Synchro Queue is a system queue and will run automatically each night. No manual intervention is needed.
5. The Sealed Synchro Script Failed Queue generally contains no documents.  However, if documents are present, check that the keywords are correct (refer to iCIS), then click Run ICIS Synchro Script. 

POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· Lifecycle and Queues are checked once daily.  Approximately 30-40 documents per week in the Sealed Missing Keywords Queue require about 5 – 10 minutes per day.
FREQUENCY:

· Check daily. 
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· iCIS, with access to sealed cases 
· OnBase
REPORTS / FORMS:

· N/A
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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