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PURPOSE:

To provide instruction for handling Incorrect Case Number.
OBJECTIVE:
· To provide the necessary direction to ensure that Incorrect Case Numbers are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282(a) and Arizona Supreme Court Administrative Order 2006-96, the clerk shall keep custody of the county seat, and shall take charge of and safely keep and dispose of according to court rules all books, paper and records which may be filed or deposited in custody. This procedure is adopted to provide directions for correcting images and erroneous docket entries caused by documents submitted with incorrect case numbers. 

EVENT DRIVER:

· A document with an Incorrect Case Number is discovered.
PROCEDURES: 
I. When File Room Finds an Incorrect Number:
1. CSC File Room:

A. Place all documents with incorrect case numbers within basket located in the supervisor's office.
B. The supervisor will use iCIS to verify and/or locate the correct case number.
C. Annotate the correct case number on a correction slip and attach this to the document.
D. Forward the document to EDM-QC.

2. EDM-QC Staff:

A. Researches case number; writes correct case number on document.
B. Reviews iCIS.
C. Deletes docket entry if document was docketed under incorrect case number, then dockets under correct number.
D. If 2002 and later case, generate bar code sheet, and send document and bar code to scanning.
3. Scanner Operator:
A. Scans as a "Rescan" batch.
B. After following all scanning procedures, rebuild batch and send to the File Room.
II. When Indexer/Linker Finds an Incorrect Case Number:
1. Indexer/Linker forwards document to the Rescan Queue with note and indicates correct case number (if known).
2. EDM-QC Staff:
A. Prints first page of document (or more pages if necessary to identify case number, etc.) from Rescan Queue.
B. Send to Delete Queue.
C. Researches to determine correct case number.
D. Reviews iCIS to search for corrections and to determine if documents have been rescanned. If yes, discard document.
E. If no, pull files for both correct and incorrect case numbers.
F. Locates document and writes correct case number on it.
G. Reviews iCIS under both case numbers.
H. Deletes any incorrect docket entry and makes corrected docket entry, if necessary.
I. Generates bar code sheet.
J. Forwards document and bar code sheet to Scanning.

3. Scanner Operator:
A. Scans as a "Rescan" batch.
B. After following all scanning procedures, rebuild batch and send to the File Room.
III. When OnBase User Reports an Incorrect Case Number by Email or Phone Call:
1. EDM-QC Staff:
A. Prints first page of document (or more pages if necessary to identify case number, etc.)

B. Researches to determine correct case number.

C. Reviews iCIS to see if correction has already been made and document has been rescanned.  If yes, discard document.  If no, pull files for both correct and incorrect case numbers.

D. Locates document and annotates correct case number.

E. Reviews iCIS under both case numbers.

F. Delete any incorrect docket entry and make corrected docket entry, if necessary.

G. Generates bar code sheet.

H. Forwards document and bar code sheet to scanning.
2. Scanner Operator:
A. Scans as a "Rescan" batch.
B. After following all scanning procedures, rebuild batch and send to the File Room.

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
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information 
OTHER PARTIES INVOLVED:
· EDM-QC
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
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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