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PURPOSE:

To provide instruction for ECR Audit, Adult – Stage 3 (QC3, Link Audit).
OBJECTIVE:
· To provide the necessary direction to ensure that ECR Audits, Adult – Stage 3 (QC3, Link Audits) are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Supreme Court Administrative Order 2006-96, the Electronic Court Record (ECR) is now the official court record in the Superior Court.  The QC3 audit is the final image audit to be completed prior to destruction of scanned documents.  The audit’s purpose is to identify any documents which are attached to an incorrect case in iCIS.  All scanned images are routed into the Stage 3 adult audit lifecycle in OnBase.  The queues in the lifecycle are based on case type: criminal documents will be routed into the CR Audit Queue; civil documents will be routed into the CV Audit Queue, and so forth.  Within each queue, documents are stored in scan date order.  The oldest document will always be the first document opened in each queue. 

EVENT DRIVER:

· ECR Audits, Adult – Stage 3 (QC3, Link Audits) are deemed necessary.
PROCEDURES: 
1. Retrieve the images in the audit queue in OnBase and use the easy button, or VB1 script icon to display the case in iCIS.

2. Compare the caption or parties’ names on the image to the main case screen in iCIS to determine if there is a match.

A. If there is no match, route the image to the Wrong Number Queue.
B. If other problems occur, such as a missing first page, route the image to the Other Exception Queue with a note attached (the note box will appear automatically when the Other Exception icon is clicked).

3. Review only the first page of the document to determine if the case number is correct and that the party names match, unless there are numerous parties (this topic is covered in the Exceptions section of this procedure).
A. If there are problems with other pages, such as a missing first page, bar code sheet appearing as a page in the document, etc., route the image to the Other Exception Queue with a note attached.
B. NOTE: Until further notice, auditing beyond the first page is not required at this time.

4. Contact your supervisor for any questions pertaining to topics not addressed in this procedure.
5. Set Up – When logging into OnBase, enter your user name (A) and password (B).  The screen in Figure 1 will then appear.
Figure 1
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A. Click on the multi-colored icon located in the toolbar. The workflow screen will then appear.  See Figure 2.

Figure 2
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B. When the screen appears, move the window to the right (see Figure 3 below) to uncover the COSC LifeCycle.  Click on the “+” to reveal the different queues available.
Figure 3
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C. Next, click on the appropriate folder as determined by your schedule for the week. This will open up the next screen.  See Figure 4.

Figure 4
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D. When Figure 5 appears, move the window back to the left, covering the list of queues in the LifeCycle (arrow A).
a. Right click on the document (arrow B) to turn off the thumbnails or select thumbnails from the drop down menu to de-select it.
b. Arrow C notes the VB1 script icon that will allow you to match the image/ document with the case in iCIS.

Figure 5
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E. For dual monitors, log into OnBase on one monitor and into iCIS on the other monitor (entering user ID and password).  Select the appropriate assigned case type and enter a random case number for this case type.  See Figure 6.
Figure 6

[image: image6.emf]
F. Click on the case number to display the case information (which is also a starting point for the VB key).
G. For a single monitor, log into OnBase and then iCIS (entering user ID and password). Once iCIS and OnBase are displayed, minimize both screens so they are side by side, allowing for easy viewing of both programs (See Figure 7).
Figure 7
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H. Click on the gray toolbar at the bottom of the screen.  When the pop-up box appears, click on Tile Windows Vertically which will match up both screens evenly and allow you to begin the QC3 audit.
6. Auditing – When the folder from the workflow was selected, it brought up a document. Compare the caption of this document to the information in iCIS.
A. Double-click the OK icon to the right of the document/image if the case number and party names match.  A new image should appear.
B. Click the VB1 button to match in iCIS.  To verify that it has refreshed, check the Go To Case Number box in iCIS.  See Figure 8.  If the case numbers don’t match, re-click the VB1 button.
a. If the numbers still don’t match, click the “Back” button and then the VB1 button. This should refresh everything and the correct case in iCIS should appear.

b. If the case numbers do not match, click on the Wrong Number icon.

Figure 8
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c. If the names do not match or there are spelling variations to the names of the parties, check the AKA’s (“Also Known As” or Alias).  In some instances, there is more than one AKA.  Click the name to reveal all AKAs.
d. If the name or spelling variation is located, click the Image OK icon.  If the name is not listed, click the Other Exceptions icon.
i. A dialogue box will appear.  Type in the reason the image is being returned in this box.
ii. If the case numbers not matching is the reason, click on the Wrong Number icon.
iii. NOTE: In Figures 9 – 12 below are several examples of different case types with highlighted items of interest.  The final example displays the message box as it appears prior to sending a document to the Exception Queue.
Figure 9
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Figure 10
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Figure 11
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Figure 12
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7. Exceptions to the Rule(s) – There are times when apparent errors are not errors.
A. Names with apostrophes – Apostrophes are not included when the case is initiated in iCIS, and therefore are not considered errors.  Do not send to the Exception Queue.
B. Common nicknames/shortened names also do not go to the Exception Queue, especially if the shortened name is on the document/image and filed by pro-per (plaintiff or defendant without assistance of attorney or legal representative).  If the shortened name/nickname is on iCIS and the full name is on the document/image, send the document to the Exception Queue as it may be a case initiation error.
C. It is not necessary to send documents that don’t include all parties.  As long as the parties on the document/image match with those on iCIS, the document is acceptable.
a. NOTE: Civil cases may have numerous parties involved and it may be necessary to scroll through the list of names in order to verify the names or review pages other than the first page to locate the name(s).
b. If one of the parties is listed on the document, but they are not on iCIS, send the document to the Exception Queue.
D. Do not consider middle names unless they do not match.  The absence of a middle name from either iCIS or the imaged document is not considered an error and does not need to be sent to the Exception Queue.
E. Post 2002 CR cases that do not have a defendant ID listed are not errors as long as the name and case number match.  See Figure 13.
Figure 13
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F. For those Minute Entries that do not have a file date in the box, if the file date is shown on the Filed line (along the right hand side of the page), no additional file stamp is needed (See Figure 14).  Do not send this document/image to the Exception Queue.
Figure 14
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G. For Family Court cases (FN, FC, DR), verify only the first and last name of the husband and the first name of the wife (in addition to the case number).  The wife’s last name will frequently change during the course of a Family Court case and these changes will not be reflected in the AKA field.  Do not send these to the Exception Queue.
H. Do not send imaged documents to the Exception Queue if iCIS shows that a party has a suffix (Jr., Sr., III, etc.) but the document does not.  If the name on the document includes the suffix but iCIS does not, send this document to the Exception Queue.
I. Do not send documents to the Exception Queue if there is a “caption variation noted” stamp on the document.  These notes indicate that EDM-QC has already researched the document and though the names do not match, the document belongs to the case (See Figure 15).
Figure 15
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J. In those instances when there are several documents that will not have the parties’ name listed, verify the case number on iCIS with the case number on the document. Those documents are:
a. Notice of Right to Convert Health Insurance (FC, FN cases).

b. Notice of Supervening Indictment (CR Minute Entries – verify the case number and the GJ panel number).  See Figure 16.

Figure 16
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c. Affidavit of Service (CV and TJ cases – in this instance, the garnishee will not be listed in iCIS; they are not added until after the Answer has been filed (usually this occurs after the party has been served).
d. Search Warrant (SW) documents – these are normally sealed and will not have party information included.  Simply compare the case numbers to ensure they match.
K. Remember to always review the AKA field before sending the document to the Exception Queue (many times, the spelling variation of difference in the name is listed in this field).
8. Audit the Auditor – The procedures for this workflow is similar to auditing the other queues.  Open this queue as you would the others.
A. Click on the multi-colored workflow button on the toolbar.

B. Slide the screen over to access the Audit LifeCycle.

C. Click on the Auditor Audit Queue.  See Figure 17.

Figure 17
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D. Open OnBase and iCIS. After iCIS has opened, go to the CR section and type in a random CR number.
E. Click on the case number to review the information (defendant name) for that case.  This is important because clicking on the VB1 button will not display a CR case.  The only time a case number will be displayed is if the CR case was previously viewed (which includes Search Warrant cases since they appear in the CR section of iCIS or LCA case, which also displays the three digit defendant code).
F. During the audit, if a case other than CR is viewed and a CR image appears, click the Back button to locate the last CR case number viewed or enter the case number manually.  See Figure 18.

Figure 18
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G. Compare the information on this image to the information on iCIS. If there is a discrepancy:
a. Right click on the image which will cause a pop up box to appear. Select History.
b. Slide this box to the bottom of the page (See Figure 19) and click on the Print Screen button.  This will allow the image to be copied/pasted into Word and printed.  The discrepancy between the image and iCIS will be highlighted, as well as the user in History.
Figure 19
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H. Once the screenshot has been printed, click on the “X” in the upper right corner to close the Document History.
I. For all case type images, except CR, click on the Other Exception button on the far right of the screen which will cause another pop up box to appear.  For CR case images only, click on the Criminal Exception button for the pop up box to appear.  In this box, annotate why the image is being returned.  It is imperative to include this brief note so the auditor is aware of the problem(s) that exists with the image (See Figure 20).
Figure 20

[image: image26.emf]
J. Once the notes have been entered into the pop up box, close the box and the image. The next available image ready for auditing will appear.

K. Click the VB1 button to compare the document/image with iCIS and repeat the auditing process.
9. Additional Tips:

A. When scrolling through multiple parties in iCIS, place the cursor in the box with all the names and use the scroll/roller on the mouse to scroll through the names.  See Figure 21.
B. If the bar to the right is clicked, a slight problem could occur in displaying the next case in iCIS (if using the VB1 key).  Click on the Back key and then click on the VB1 key which will match the image to the case listed in iCIS.
Figure 21
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C. The following is an example of a document image that has been corrected electronically.  The document was imported to a PDF document, the correction was made, and the document was then linked back to the case.  

a. There are two ways to identify corrected electronic images – one is by the pinkish-orange Corrected note and the other is by the EDM QC-IMPORT key words in the document information section.  See Figure 22.
Figure 22
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b. If an incorrect document type is used when importing the corrected document back to OnBase, it may not be viewable under the correct cause number.  To view all documents under a specific cause number:
i. At the Document Retrieval screen, click COSC-A and do not select a document type.  See Figure 23.
ii. In the Keywords section (lower half of screen), type the case number in the Case # box, which will cause all associated documents to display.
Figure 23
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POLICIES / RELATED DOCUMENTS:
· Supreme Court Administrative Order AO2006-96: Authorizing a pilot program in Maricopa County to dispose of paper case file records after replacement with electronic images and designating the electronic image as the original record 
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase

· iCIS
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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Move this window to the right to uncover the LifeCycle.





Click here to get the listing of work flow queues.





Click on the folder to open it and view the documents. The folder you click on will depend on the case type to which you are assigned for the week.
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Right click here to get the pop up box and then select Tile Windows Vertically.
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Two places to check to see if iCIS refreshed after clicking the VB1 button.  If iCIS does not refresh, click the back button (arrow A) and re-click the VB1 button.





Click here to refresh iCIS and match with the document image.





Three areas to check for case number matches.





Compare the name on the document with the name on iCIS.





Always check here for AKA’s, and click on (more) to see other names.





Match the names on the document with those listed in iCIS.





In order to find the defendants listed here, scroll through the list on iCIS by placing the mouse arrow in the box and using the roller to scroll through (or move to the next page by clicking Next).





Respondent’s name will be further down the list on iCIS; scroll through to find it.





To close, click the ‘_” box, then click the ‘x’ in the upper right.





When this pop up for notes appears, type a brief message as to why the document is being sent to the Exception Queue; in this case, because the first name is different.





No defendant ID on iCIS, but case number and defendant name all match, so the image is ok.





Instead of the date being in the box in the upper right, the file date is next to the line that says “Filed”. No further file stamp is needed.





Names don’t match but the note in the upper right indicates that it belongs to this case number.





Since no name is listed on the Minute Entry, compare the case number and the Grand Jury Panel Number.





2. This document highlighted in blue is actually to the right, hidden.  In order to uncover, slide the screen over to the left, as shown below.





1. Click here to open file.





3. Slide this screen to the left to uncover the document.





If you try to go to a CR case using the VB1 scroll after viewing a document/image other than CR, use the Back button to find the last CR case viewed (this includes LCA or SW cases!) or manually type in the case number in the Go To Case # box and press Enter.





Different spelling of names will be highlighted, as will the username in the Document History box.





Clicking on the Other Exception button brings up the Audit Note box to the left.  Make sure to note why the image is being sent back so the auditors understand that there is a possible problem with the image.





To close these boxes, click on the underline to close notes, and then click on the ‘x’ to close the image screen.  This will bring up the next image for auditing.





If you scroll through the names using this bar, it will cause a problem bringing up the next case in iCIS when the VB1 key is clicked.





Move the cursor into this box and use the scroll on the mouse to move through all the names.  This will prevent having to use the


Back button in order to get the next case to come up in iCIS.





Two keys that the document will not show up in OnBase: The first is the note to the right.  The second is the notation above that states


EDM QC-IMPORT.





Then type in the case number here, and all documents under this particular cause number will be available.





A solution to viewing all documents, regardless of format, would be to click


COSC-A and avoid selecting a document type.








