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PURPOSE:
To provide instructions for processing images sent to the Keywords QC Queue in OnBase.
OBJECTIVE:
· To provide the necessary direction to ensure that the missing keywords on images are properly updated and the image is sent to the correct workflow queue.
EVENT DRIVER:

· Images with missing keywords are sent to the Keywords QC Queue by the OnBase application.  Occasionally garbled keywords are seen as well as missing keywords.
PROCEDURES:

I. Accessing the Keywords QC Queue in OnBase.
1. Click on the Workflow button on the OnBase Tool Bar. (See Figure 1)
Figure 1
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2. Select COSC Adult Courts Indexing LC from the Life Cycle View list. (See Figure 2)
Figure 2
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3.  Select COSC KEYWORDS QC QUEUE. (See Figure 3)

Figure 3
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4. Images with missing keywords appear. (See Figure 4)

Figure 4
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5. Determine if the image was scanned as one of these two:
A. iCIS Barcoded (fully docketed)

a. Indications

i. Docket code is not part of the EI barcoding program (e.g. STA, COM, EXH, etc.)

ii. The docket event ID keyword is present although it might not be in the correct keyword field.

B. EI Barcoded (not docketed)

a. Indications

i. Docket code could only have come from the EI barcode program (e.g. OTH, COW, AFW, etc.)

ii. EI keyword is present.

6. If there is no definite indication how the document was scanned (iCIS or EI barcode), you must check iCIS to see if the item was docketed.
A. E.g.:  An image with a docket code that could be either iCIS or EI barcoded and no other indicators exist (See Figure 5)

Figure 5
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7. To fix an image that was scanned with an iCIS barcode, access the keywords by right clicking on the image and select Keywords option.  You may see keywords that have populated the wrong keyword fields or blank keyword fields. (See Figure 6.)

Figure 6
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8. Correct each keyword field manually so that the proper keyword is in the proper keyword field. (See Figure 7)

Figure 7
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9. When the corrected keywords have been saved, click on the Restart Workflow button to move the image out of the queue. (See Figure 8)
Figure 8
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10. To fix an image that was scanned with an Express Index barcode, access the keywords by right clicking on the image and select Keywords option.  If only the Party(ies) keyword of EI is missing, simply click on the Add EI for Parties button, then the Restart Workflow button.  If the docket code is missing, sometimes the batch name will tell what the docket should be; otherwise, pull up the entire batch and see what docket codes were being used.
POLICIES / RELATED DOCUMENTS: 
· None
OTHER PARTIES INVOLVED:

· Barcoders

· ITG Staff
TIME / VOLUME:

· Time and volume vary, but can range from 5 per day (approximately one minute each to fix) to several hundred per day (could take several hours to fix). When several hundred per day are entering the queue, the barcodes need to be examined for print quality issues.
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· 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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