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PURPOSE:
To provide instructions for the Docket Creation Corrections Queue in the COSC Adult Courts Indexing Lifecycle in OnBase Workflow.
OBJECTIVE:
· To provide the necessary direction to ensure that documents in the Docket Creation Corrections Queue are processed to make complete docket events.
EVENT DRIVER:

· A document is in the Docket Creation Corrections Queue. Documents with file dates more than 14 days prior to the scan date do not make auto-dockets and are routed to the Docket Creation Corrections Queue. 
PROCEDURES:

1. Open the Docket Creation Corrections Queue in the COSC Adult Courts Indexing Lifecycle. 

2. Open each document to verify the date on the file stamp.
A. If the date on the file stamp is 14 days before the scan date or more recent: 
a. Ensure the Filing Date keyword matches the file stamp date. 
b. Select Restart Workflow.
B. If the date on the file stamp is older than 14 days before the scan date:
a. Ensure the Filing Date keyword matches the file stamp date.


b. Select Restart Workflow. 
c. Highlight the document when it has cycled into the Docket Creation Queue.
d. Select Create Docket Event. 

POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· Various  
FREQUENCY:

· Perform once daily
PERFORMANCE MEASURE:

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

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