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PURPOSE:

To provide instruction for ECR Audit, Juvenile – Stage 3 (QC3, Link Audit).
OBJECTIVE:
· To provide the necessary direction to ensure that ECR Audits, Juvenile – 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 an audit lifecycle in OnBase.  The queues in the lifecycle are based on case type: juvenile documents will be routed into the JV Audit Queue.  Within each queue, documents are stored in scan date order.  The oldest document will always be the first document opened in each queue. 
NOTE: Juvenile documents are treated as confidential.  Any verbal or written communication regarding these documents may occur only between authorized personnel and only if necessary to carry out the specific purpose for which the information is needed.  Criminal history and fingerprint cards may be contained within some juvenile case types.  Criminal history information will not be emailed or sent electronically.  Employees are advised that casual unauthorized release of information (social network, discussions with friends, etc.) is strictly prohibited.
EVENT DRIVER:

· ECR Audit, Juvenile – Stage 3 (QC3, Link Audit) are deemed necessary.
PROCEDURES: 
1. 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 2 above) to uncover the Juvenile LifeCycle.  Click on the “+” to reveal the different queues available.
C. Next, click on the appropriate folder. This will open up the next screen.  See Figure 3.

Figure 3
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D. When Figure 4 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 VB3 script icon that will allow you to match the image/ document with the case in iCIS Party Lookup Report.

Figure 4
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2. Retrieve the images in the audit queue in OnBase and use the Easy Button, or VB3 script icon to display the iCIS Party Lookup Report.  An iCIS Party Lookup/OnBase Side-by-Side example is shown in Figure 5.

Figure 5
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3. Compare the caption or parties’ names on the image to iCIS Party Lookup Report to determine if there is a match.
A. If the names do not match but the case number does, route the image to the Wrong Number Queue.
B. If other problems occur, such as a no file stamp, 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).
4. Review only the first page of the document to determine if the case number is correct.

5. Contact your supervisor for any questions pertaining to topics not addressed in this procedure.

OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase

· iCIS
REPORTS / FORMS:
· iCIS Party Lookup Report
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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Click here to get the listing of work flow queues.





Move this window to the right to uncover the LifeCycle.





Click here





Click on the folder to open it and view the documents. 
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