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PURPOSE:
To provide instructions for processing the Audit Exceptions Queue, the Audit Criminal Exceptions Queue and Audit Wrong Number Queue.
OBJECTIVE:
· To provide the necessary direction to ensure that images in the Audit Exceptions Queue, Audit Criminal Exceptions Queue, and Audit Wrong Number Queue are attached to the correct case number.  If an error is found, the document will be corrected as necessary, and error slips issued to relevant staff (docketers, file counter, other COC staff). In addition, when a spelling error occurs on the parties’ names, the staff person who prepared the document (e.g. credit memos, returned mail, notices, etc.) receives an error slip.
EVENT DRIVER:

· Images sent to the Audit Exceptions Queue, Audit Criminal Exceptions Queue or Audit Wrong Number Queue by Fileroom personnel who audit to ensure that images are linked to the correct case.
PROCEDURES:

I.  Audit Exceptions Queue and Audit Criminal Exceptions Queue.
1. Open OnBase.
2. Click on the Workflow icon on the menu bar.  (See Figure 1.)

Figure 1
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3. Click on the COSC Adult Audit LC. (See Figure 2.)
Figure 2
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4. Select the Audit Exceptions Queue or Audit Criminal Exceptions Queue. (See Figure 3.)
Figure 3
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5. Documents will feed one at a time.  Use the Easy Button to bring up the case in iCIS, see Figure 4.  The Easy Button icon will check to see what case the document image is actually docketed on.
Figure 4
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6. Verify that the parties listed on the image agree with iCIS – check both plaintiff and defendant names.  If the names do not match:
A. Check the initiating documents, the Direct Complaint in criminal, the Complaint in Civil and Family Court, the APE in Probate cases.

B. If the party name is misspelled or the aka is not listed in iCIS, it may be a case initiation error.  After two weeks (allowing the case type auditor time to audit the initiated cases), send an email to the area auditor with the case number, the correct spelling and the incorrect spelling.  

C. If the research is taking over 10 minutes or if there is a doubt, send the image to the Audit Exceptions Second Level Queue.  All MH images need to be sent to the Audit Exceptions Second Level Queue as well as any probate with docket events that need to be deleted.
D. Documents generated by the Clerk of Court or Court Administration with misspelled names (Returned Mail (RTM), Affidavit of Service of Summons (AFS), Credit Memos (CME), Disposition of Exhibits (DEW), Letter re: Exhibits (LED),  Exhibit Worksheet (EXW), CFO Restoration of Civil Rights Info Sheet (WSH), Interest-Civil Judgment Amount (NOT), Notice of Deposit with the Court (NDC), Notice of Release of Deposit (NRD), Sealed documents (SDO or SDD), Court Administration Notices, and Criminal Restitution Orders (CRR)) should be sent to the Spelling Errors Queue to be processed. (See Figure 5).  See PRO-EDMQC-1010:  Processing Images in the Spelling Errors Queue.
Figure 5
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E. Affidavits of Service in Civil cases that show a party being served with a Complaint and Summons and that party has not been added to the case in iCIS, send an email to the Docketer and cc: the Case Type Auditor. 

7. Compare the case number and caption on the document with the case number and caption in iCIS.  If it does not appear to match, send the image to the Audit Wrong Number Queue.
II. Audit Wrong Number Queue
1. Documents will feed one at a time.  Use the Easy Button (see Figure 4) to bring up the case in iCIS.
2. Compare the case number on the image with the case number in iCIS.
A. If the case number is correct but it is linked to the wrong case, check the docket event in iCIS to determine who docketed the image.  (See Figure 6).

Figure 6
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B. Create a docket error slip insert the Docketer’s name, using the Snipping Tool, paste the image of the docket screen in iCIS showing the Docketer’s name and paste an image of the image in OnBase. (See Figure 7).  
Figure 7
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C. Save the error slip to S:\Doc_Management\EDM Quality Control\EDM QC Procedures\Scanner Audit Forms\[Current year] Scanner Audits\[Current Month Year\Stage 3 Wrong numbers[date range]. The error slips are sent electronically to the Docketer and Supervisor twice a month. 
D. Delete the docket event in iCIS.

E. Docket under the correct case number and update the keywords in OnBase.

3. If the case number on the document is incorrect, research the case in iCIS using the party name or names.
A. When the correct case number is located, correct the image using PRO-EDMQC-1008: Electronically Correcting or Changing Images or using the TrueSign procedure.

B. Check the docket event on the incorrect case to determine who docketed the image.
C. Prepare a docket error slip with the Docketer’s name and screen prints of the docket screen in iCIS and the image in OnBase following Step 2.B. and C. (See Figure 8.)
Figure 8
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D. Docket the image on the correct case in iCIS.
E. Import the corrected image and add the keywords for the correct case.
F. Delete the original image.
POLICIES / RELATED DOCUMENTS:

· PRO-EDMQC-1008: Electronically Correcting or Changing Images.
· PRO-EDMQC-1010: Processing Images in the Spelling Errors Queue
OTHER PARTIES INVOLVED:

· Docketers
· Case Type Auditors

· Fileroom Staff

· EDM QC Staff
TIME / VOLUME:

· Average of 40 per day.  Approximately 3 minutes each.  
FREQUENCY:

· Daily.
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· iCIS

· OnBase

· Kofax

· Batch Log
REPORTS / FORMS:

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