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PURPOSE:
To provide instructions for processing documents which enter the Sentencing ME Audit Queue in the COSC Sentencing ME Audit LC in OnBase Workflow.
OBJECTIVE:
· To provide the necessary direction to ensure that sentencing minute entries with fingerprints (which were not scanned on the dedicated SME scanners) are scanned with the correct settings.
EVENT DRIVER:
A Sentencing ME is in the Sentencing ME Audit Queue.  Sentencing minute entries that meet the following criteria enter this queue for review: 
· Docket codes 109, 110, 114, 115, 116, 186, 189, 190, 191, 192, 193, 199, 570, 571, 580, 585, 586, 589, 911, 961
· File dates greater than 01/01/07
· Not scanned at location ME1 or ME2
· Not EDM QC Imports 
PROCEDURES:

1. Enter the Sentencing ME Audit Queue in the COSC Sentencing ME Audit LC.
2. Open each document in the queue.
3. If the sentencing ME has been scanned in grayscale, 300 dpi, select Remove from Queue.
4. If the sentencing ME has not been scanned in grayscale, 300 dpi, check for a fingerprint.

A. If the sentencing ME does not have a fingerprint 
a. Select Remove from Queue.
B. If the sentencing ME does have a fingerprint, obtain the paper copy to rescan.
a. Sealed: Request from D&C.
b. Non-Sealed: Request batch from CSC. 
C. If the sentencing ME is sealed, rescan using the Sealed Document Batch Scan batch class, and manually select 300 dpi, grayscale, and the Criminal Sentencing ME profile. 
D. If the sentencing ME is not sealed, rescan using the Criminal Sentencing ME batch class and the Criminal Sentencing ME profile.

POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· Fileroom CSC
· Discovery & Confidential
TIME / VOLUME:

· Perform daily.  Allow 10 seconds for documents that do not need to be rescanned, and 10 minutes for documents that need to be rescanned. 
FREQUENCY:

· Check the Sentencing ME Audit Queue daily. 
PERFORMANCE MEASURE:

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

· Kofax

REPORTS / FORMS:

· N/A
DEFINITIONS:
· ME: Minute Entry
· LC: Life Cycle
· D&C: Discovery & Confidential

· CSC: Customer Service Center
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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