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PURPOSE:
· To provide instructions for processing documents in the Filing Date Audit Queue.
OBJECTIVE:
· To provide the necessary direction to ensure that the documents in the Filing Date Audit Queue are researched properly and reported if necessary.
EVENT DRIVER:

· Documents with file dates over one month old are automatically routed to this queue by OnBase workflow. 
PROCEDURES:

I. Filing Date Audit Queue:  To monitor the Filing Date Audit Queue, log in to OnBase – Thick Client.
1. Click on the Workflow button on the toolbar

2. Click on Hold For Review Lifecycle
3. Click on Filing Date Audit Queue
4. To sort by case number, click on Document Name

II. Old Scan Dates: Documents in the queue are from many different sources.   The following documents are generally accepted as having old scan dates for a legitimate reason. It is recommended to process in the following order.
1. Documents with old scan dates: Documents with “old” scan dates, such as documents that were split or re-indexed.
2. Change of Venue (COV): documents/batches.
3. Criminal cases recently activated: Documents such as IND/XGJ, Unsealed Grand Jury Indictment.
4. Duplicate Originals: Documents stamped Duplicate Original
5. Documents with 2002 file dates: Scanned by EDM QC as part of the 2002-2006 audits or backscanning for Appeals, etc. 

III. The following documents need investigation and/or correction:

1. Documents with 2002 file dates: Not scanned by EDM QC.
2. Documents with a one year old file date.
3. Documents with a file date over 4 months old.
IV. Documents with old scan dates – Remove from Queue:
1. No investigation necessary.  

2. Click to highlight the document(s) that contain an old scan date. See Figure 1
3. Click Document Correct to remove the highlighted documents from the Filing Date Audit Queue.
Figure 1
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V. Change of Venue (COV) Documents – Remove from Queue:
1. No investigation necessary.  

2. When a case has been sent to our court from another county all the documents are scanned using the original file date on the document. Click Document Name to sort the documents in the queue by case number. Here is an example of a COV case. See Figure 2.
3. Click Document Correct to remove the highlighted documents from the Filing Date Audit Queue. See Figure 2
Figure 2
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VI. Criminal Cases recently activated – Remove from Queue:
1. No investigation necessary.

2. Click to highlight any documents that have IND or XGJ in the batch name field. See Figure 3
3. Click Document Correct to remove the highlighted documents from the Filing Date audit Queue.
Figure 3
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VII. Duplicate Originals – Remove from Queue

1. No investigation necessary.  If a document is stamped Duplicate Original, it may be removed from the queue.

VIII. Documents with 2002 File Dates – Scanned by EDM QC (These may be rescans from the 02-06 scan project) – Remove from Queue:
1. Click to highlight any document with an 02-06 in the batch name

2. Remove from Queue

IX. Documents with 2002 File Dates – Need Investigation/Correction:
1. These may result from a misread barcode at scanning.

2. Click to highlight any document that has a 2002 file date.

3. Run Synchro script on documents with a Docket Entry ID keyword to synchronize keywords with iCIS.  
A. If file date updates to a current date, click Document Correct to remove from queue.
B. If file date does not update
a. Check iCIS to ensure it is docketed with correct file date.
4. If document is not yet docketed (no Docket Entry ID keyword), update the file date keyword manually and remove from queue.
X. Documents with a One Year Old File Date – Need Investigation/Correction
1. These are generally seen at the beginning months of the year when staff incorrectly use the old year when filing and docketing.

2. Open the image and look at the File Stamp 
A. If file date on document is incorrect, forward to the ECR Hotline for a correction and remove from queue.  Email the filing clerk a notice that the file date is being corrected.  
B. If file date on the document is correct, the document may have been docketed incorrectly.   Click button to send image to the File Date Corrections Queue for correction by auditors or docket staff. 
XI. Documents with a File Date over 4 months old – Need Investigation/Correction:
1. These may have been turned in late for processing.

A. Exhibit worksheets and other trial related documents:  These may have been held by the Courtroom Clerk until conclusion of trial or until judge ruled on under advisement.  If this is the case, no error.  Remove from queue.

B. Non-trial/hearing related documents:  These may have simply been overlooked and then turned in late.

a. If filed by Courtroom clerk: email the clerk’s CRS Manager.
b. If filed by DCMS clerk:  email the clerk’s supervisor.
c. If document was over six months old, a Notice to the File may have already been prepared.  If not, ask the EDM QC Manager to prepare one. 
C. Attachments:
a. Check iCIS to see if the document was docketed and imaged at the time of the file stamp.  If so, there may be two docket events now and two images.  This indicates the document may have been an attachment to a recent filing.  If that is the case, add the document back to the recent filing and delete the duplicate docket event. 

POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· Courtroom Services Managers 
· DCMS Managers
TIME / VOLUME:

· Daily, approximately 50 images daily; takes approximately 10 – 15 minutes daily to process the queue.
FREQUENCY:

· Check the queue once daily and process the images. 
PERFORMANCE MEASURE:

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

· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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