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PURPOSE:
To provide instructions for scanning documents that are over 250 pages long.
OBJECTIVE:
· To provide the necessary direction to ensure that documents over 250 pages are properly scanned in parts.
EVENT DRIVER:

· Large document of over 250 pages is filed by a party in any case type.
PROCEDURES:

I.  Prepping a Large Document
1. Split the document into parts.
a. The parts do not have to be equal, but no part should exceed 250 pages.
b. Split the document at a logical place (if possible):

Example: It could be determined that the Motion and Exhibits 1 and 2 are about 200 pages, so they would become part one; Exhibits 3 to 7 amount to about 245 pages, so they would become part two, and so on.  Seek assistance from your supervisor if you have questions.

2. Create a docket event in iCIS for the document.

3. Generate multiple barcode sheets from the docket event, one for each part of the document.

4. Print a cover sheet for each part of the document, except the first part. (See Figure 1.)
a. The cover sheet is F-EDMQC-1019: Part _ of _ Coversheet. It is located on the EDM Web site under Scan-Prep Forms under Scanning Forms.
b. Fill in the Case # and Part _ of _.  

Example: If the document is very large and has been divided into twelve parts, prepare eleven cover sheets starting with Part 2 of 12, Part 3 of 12 and so on. Note that the first part of the document does not need a cover sheet.

5. Place the bar code sheet and the appropriate cover sheet in front of each part with the exception of the first part.  It only needs the bar code sheet.

Figure 1
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II. Scanning a Large Document
1. Scan each part by itself as its own batch if it is easier to perform the Quality Control checks that way.  If not, several parts may be scanned together as one batch.

2. Scan the parts in order, if possible, with Part 1 first, then Part 2, then Part 3 and so on.

a. All of the parts do not need to be scanned on the same day.

b. The batches do not need to follow each other on the batch log.  If you need to interrupt scanning the large document to scan priority batches, that is okay.  After finishing the scanning of the priorities or other batches, return to scanning the remaining parts of the large documents.

3. Perform the Quality Control checks on all pages of the document.

4. Notify EDM QC by e-mailing the ECR Hotline when you begin scanning a large document.  Provide the case number and the batch name of the first batch.  EDM QC will add the Part keyword to each document image after it reaches OnBase. (See Figure 2).

Figure 2
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POLICIES / RELATED DOCUMENTS:

· N/A
OTHER PARTIES INVOLVED:

· Preppers
· Scanners

· EDM QC Staff
TIME / VOLUME:

· Varies
FREQUENCY:

· As requested
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· iCIS

· OnBase

· Kofax

· Batch Log
REPORTS / FORMS:

· F-EDMQC-1019: Part _ of _ Coversheet
DEFINITIONS:
· Large Document: a document that is over 250 pages long.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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