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PURPOSE:
The purpose of this procedure is to provide guidelines for establishing OnBase access for trusted agencies outside the Clerk of Court and Superior Court. 
OBJECTIVE:
· To provide the necessary directions to establish OnBase access for agencies outside the Clerk of Court and Superior Court.
EVENT DRIVER:

· A representative of an agency outside the Clerk of Court or Superior Court requests access to the Clerk of Court OnBase system.
PROCEDURES:
I. Outside Agency Process

Requests from agencies requesting OnBase access for the first time must be forwarded to the appropriate Deputy Director for review. Once the request is approved, the Deputy Director will ask the Business Analyst to proceed with implementation.

1. The Business Analyst will determine if the person requesting access can reach the EDM website at http://edm.coc.maricopa.gov. 

A. If so, proceed with steps 2 through 6 below. 

B. If not, request IT assistance. Have their IT techs talk to the ITG Help Desk. Once access is resolved, proceed with steps 2 through 6. 

2. Briefly review the following terms of the Case Records Access Agreement with the contact person.  For more information, see the following:
· PRO-EDMQC-1024: Processing of Case Records Access Agreement, and
· F-EDMQC-1023-1: Case Records Access Agreement form - State Recipient

· F-EDMQC-1023-2: Case Records Access Agreement form - non-State Recipient  

Specifically, review these points with the contact person:

A. Explain that only one account will be established for each person, and each person must have their own account. 

B. Review what records are available with COSC - A Basic View Only access. 

C. Explain that electronic access means no more paper copies from the Clerk of Court except for certified copies.
D. Obtain the correct name and address of the agency and determine to whom the agreement will be sent.

3. Establish who the agency OnBase contact person will be.  The OnBase contact person is usually the person requesting access.  That person will assume the following responsibilities:
A. Act as the liaison between the agency and the ITG Help Desk for tech problems.
B. Request new OnBase accounts and delete accounts for the agency.
C. Train new OnBase users at the agency.
D. Disseminate updates to the rest of the agency. 

4. Determine roughly how many accounts will be needed.

5. If there is a need for iCIS access, refer the contact person to the CTS Help Desk at 602-506-6311.

II. Requests for Accounts

The Business Analyst will request the initial accounts for the agency from the ITG Help Desk.  The Business Analyst will establish a distinct four-letter suffix for the agency when sending the request.  Each user account will have the suffix as part of their account user name.  See the TABLE-EDMQC-1001: Agency Contact Information Table, which outlines the suffixes already in use.  Add the new agency information to the table.  Change the LRD date and send a revised copy to the ITG Help Desk, Public Records Administrator, Juvenile Administrator, and Public Affairs.

For establishing future accounts, the primary contact person at the trusted agency will send the request directly to the ITG Help Desk.   

III. Access Levels
Trusted agencies will receive COSC - A Basic View Only access to view images without changing them. It allows viewing of all unrestricted adult court documents and marriage license records in the OnBase system. Certain agencies may receive confidential security by case type on an agency basis. 
IV. Training

After the accounts are created, the ITG Help Desk will send all user account information (user names and passwords) to the Business Analyst who will then forward them to the agency contact person and do the following: 

1. Send OnBase Document Retrieval Manual to the agency contact along with the user names and passwords; 
2. Assist the contact person with logging in with their user name, changing their password, and retrieving a document. If there are problems with images downloading because of Active X controls, or any other reason, refer the person to the ITG Help Desk at 602-506-6077 for assistance.

3. Review the training manual telephonically with the agency contact person.

4. Additional in person training can be provided if necessary. Check with the Deputy Director or the Operations Project Manager prior to scheduling off-site training.  
POLICIES / RELATED DOCUMENTS:

· POL-SPA-1002: Agency Access to the Electronic Court Record (ECR) policy
· Rule 123 (g) Remote Electronic Access to Case Records - AZ Supreme Court Rules

· AZ Code of Judicial Administration 21-604
· PRO-EDMQC-1024: Processing of Case Records Access Agreement
· REFDOC-EDMQC-1001: OnBase Outside Agency Training Manual
· TABLE-EDMQC-1001: Agency Contact Information Table
OTHER PARTIES INVOLVED:

· Deputy Director
· Public Records Administrator

· Juvenile Administrator
· Public Affairs

· Operations Project Manager
· ITG Help Desk

· Outside Agency Contact Person
TIME / VOLUME:

· Approximately once each month. 
FREQUENCY:

· As requested.
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
REPORTS / FORMS:

· F-EDMQC-1023-1: Case Records Access Agreement form – State Recipient 
· F-EDMQC-1023-2: Case Records Access Agreement form – Non-State Recipient 

DEFINITIONS:
· Active X controls: Software components that must be downloaded from the software manufacturer for OnBase to work properly
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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