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PURPOSE:
To provide instructions for EDM QC leads to re-index images from one document type group into another.
OBJECTIVE:
· To provide the necessary direction to ensure that images are re-indexed correctly from one document type group to another, and to ensure the appropriate keywords are on the image. 
EVENT DRIVER:

· A request that images be moved from one document type to another. 
· A document is scanned on a case that is inactive in iCIS. 
PROCEDURES:

I. Re-indexing Images from the Inactive Document Type Group to the COSC-A document type group; linking them to the iCIS docket.
1. Retrieve the image in the COSCA-INACTIVE document type group in OnBase. (See Figure 1.)
Figure 1
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2. Open the case in iCIS.  Locate the docket event that corresponds with the image.  Open the docket event and bring up the keywords. (See Figure 2.)

Figure 2
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3. Right-click on the image and select the Re-index option on the Menu.
4. The Re-Index Document dialog box opens.  (See Figure 3.)
Figure 3
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5. Select  the COSC-A option from the Document Type Group drop-down list. (See Figure 4.) 
Figure 4
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6. Select the case type from the Document Type drop-down list. (See Figure 5.)
Figure 5
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7. Fill in each Keyword using the keywords from the iCIS docket entry. (See Figure 6.)
Figure 6
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8. After the keywords have been entered, click on the Re-Index button.
9. In iCIS, close the keywords dialog box.  Close the docket entry window by clicking on the Return button.
10.  Run the WF_ActivateICISDocketIcon script in OnBase to turn on the paper icon for the docket event.
II. Re-indexing COSC-A Document Type Group images to COSC-A-Inactive document type group in OnBase.
1. Determine if the case number is correct. (See PRO-EDMQC-1009: Researching Hard to Find Cases).  
2. If the case is archived in iCIS and the document image is one of the following types, the image is re-indexed into the COSC_A_Inactive document type group in OnBase.  All other documents are referred to the EDM QC Manager, who will determine if the image should be reindexed, or if the case needs to be reactivated.  
A. LED (Rule 2.8(d) letter)
B. DEW (Disposition of Exhibits Worksheet)
C. AOA (Administrative Order of Assignment)
D. RTM (Returned Mail)
E. DRE (Disposition Report)
F. DRS (Supplemental Disposition Report)
G. SJU (Satisfaction of Judgment
H. ARJ (Affidavit for Renewal of Judgment)
I. NTF (Notice to the File)
3. Right click on the image and select the Re-Index option. (See PRO-EDMQC-1002: AMCAD Scanning of Misfiled Documents – Steps 5 through 8.)
4. Before closing the image after re-indexing, click the Remove From All LifeCycles  ad hoc task button in OnBase.  
POLICIES / RELATED DOCUMENTS:

· PRO-EDMQC-1002:  AMCAD Scanning of Misfiled Documents
· PRO-EDMQC-1009:  Researching Hard to Find Cases
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· To re-index COSC-A-Inactive images to COSC-A.  Volume can vary; time is 1 minute each.  Can take up to several hours if there are 100 or more images to be re-indexed.  

· To re-index COSC-A images to COSC-A-Inactive database: Volume is 40 to 45 per month; time is thirty seconds each.  
FREQUENCY:

· Re-indexing images from COSC-A-Inactive to COSC-A:  Approximately twice per month.
· Re-indexing images from COSC-A to COSC-A-Inactive:  Several times per week.
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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