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PURPOSE:

To provide instruction for Boxing Inactive Files Using the Electronic Court Record (ECR).
OBJECTIVE:
· To provide the necessary direction to ensure that Boxing Inactive Files Using the Electronic Court Record (ECR) are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. 12-282 (D) and Rule 94 (h)(1), Rules of the Supreme Court of Arizona , a photographic or electronic reproduction or image of any of the records described in this section, which has been certified by the clerk in charge of such reproduction or imaging as being an exact replica of the original, shall be received in evidence in all courts, and in hearings before any officer, board or commission having jurisdiction or authority to conduct such hearings, in like manner as the original.  Original case file records may be destroyed when the particular action or proceeding is no longer subject to modification provided that the Clerk shall maintain for public use an exact replica of the record after purging and a device for viewing it.  The Clerk shall maintain an appropriately stored exact replica of the record in a place and manner as will reasonably assure its permanent preservation. 

EVENT DRIVER:

· Boxing of inactive case files is deemed necessary.
PROCEDURES: 
1. Gather supplies which include shipping boxes with lids, labels, a marker, a hand scanner, and a black cart.  Retrieve the File Tracking case number listing (print listing if not already printed).
2. Review the printed listing and proceed to the File Room.  Locate the case category being boxed.
3. Proceed to a file room computer.  Log into the computer (using your assigned User ID and password).
4. At the Authorized Applications screen, click on the case category being reviewed.
5. At the next screen, click in the Case # box and enter the four digit year and six digit case number (i.e., 2006010456).  Do not use any spaces or hyphens.
6. Click Search or press the Enter key.
7. When the case information appears, move the cursor to the Entry tab at the top left of the screen.  A drop-down menu will appear.
8. Click on Docket.  The screen will display all the documents filed for the case.
9. Click on the last document filed and review the document to determine if it is "active" or "inactive".
A. Do not include those files flagged with a red "e-file" or red "e".
B. Use the guidelines provided by Micrographics to determine the status of the file.
C. Do not box files that have four or more scanned documents listed on the docket.  

10. If the file is determined to be inactive, place a check mark on the printout next to the case number.  If the case is active, line through the case number.
11. Click on the Go To Case #: box located at the top right of the screen and enter the next case number from the printout using the format indicated above in step 5.
A. When entering the case number, the case category must also be included (i.e., CV2006010456).
B. Click on the Go button next to the box or press the Enter key.  The docket for that case will appear.
C. Repeat steps 9-11 until at least 100 case numbers have been reviewed (review between 100-200 case numbers per sitting).

12. Take the printout and black cart and proceed to the category shelf location in the file room.
13. Remove the selected inactive case files from the shelf and place in a shipping box.
A. Place between thirty to fifty case files in each box (no more than fifty) or until the box is full (for prepping purposes, do not pack the boxes too tightly).
B. Use the hand scanner to scan the bar codes for each case file.  When a file has multiple volumes, scan only the first volume.
C. Complete a box label for each full box.  Annotate the first and last case number from the box. 
D. Place the full box on the black cart.

14. Repeat step 13 until all selected files have been boxed and the dolly cart is completely loaded with boxes.
15. Transfer the boxed files to the File Room staging area and place them in numerical order.  The Micrographics Supervisor will notify the File Room when space is available to receive more boxes for prepping.  At that time, transfer the boxes to the Micrographics staging area.
16. Take the hand scanner to the File Room Supervisor at the end of the business day in order to download the scanned files into the File Tracking system.
17. File Room Supervisor responsibilities (downloading hand scanner data).
A. Place the scanner in the port.
B. Select Download Videx from the desktop icons.
C. Once the scanner beeps and the download process icon disappears, remove the scanner from the port.
D. Access the data.tex file and review the list/correct errors as needed.  Most errors will consist of bad reads from the scanner, not full numbers, etc.  Delete all errors as needed.
E. Access File Tracking and select Process, and then Change Home Location.
F. Use the drop down menus to select the current and new home locations.
G. Click Batch, and then Import Transaction Files.  When the next screen appears, type in the current home location.
H. Double click on C:Drive, Program Files, and Videx.
I. Double click on the data.tex file and click the Import button.  The files listed in the data.tex file should transfer to File Tracking with the updated home location.  If this does not happen, re-check the data.tex file for errors.

18. Continue with steps 1-17 above until all inactive case files in the category have been boxed.
POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· Rules of the Supreme Court of Arizona, A.R.S. Sup.Ct.Rules, Rule 94: Superior Court Clerks
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· File Tracking 
· Videx
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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