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PURPOSE:
To provide instructions necessary for maintaining consistency in OnBase indexing values, specifically, the PARTS keyword.
OBJECTIVE:
· To provide the necessary direction to ensure that PARTS keywords are consistently applied. Consistency will assist those who access the Electronic Court Record, as well as ITG when they run reports on duplicates. 
EVENT DRIVER:

· PARTS may be numbered incorrectly at scanning (clerical error); existing PARTS are split to reduce file size or to seal a portion of the part.  
PROCEDURES:

1. Situation:  A document has been scanned in 4 parts, but numbered as though there were 3 parts:
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A. To correct, the third and fourth part keywords are changed to “PART 3A of 3” and “PART 3B of 3”. Delete any header sheet from the document itself. 
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2. Situation: A judicial officer orders that certain pages in PART 4 are to be sealed.  D&C removes the sealed pages and creates a second PART 4. 
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A. Solution: The third and fourth part keywords are changed to “PART 4A of 4” and “PART 4B of 4”. 
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3. Situation:  Parts need to be split to reduce file size. Shown below, Part 15 is too large for Appeals to transmit using C2C; or it may be too large for an OnBase user to retrieve using the AC viewer.
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A. Solution: Split part 15 into two parts, numbering them PART 15A and PART 15B: 
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POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· Appeals
· Discovery and Confidential

TIME / VOLUME:

· Three minutes per correction.
FREQUENCY:

· As requested; usually once or twice a month. 
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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