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PURPOSE:

To provide instruction for Locating Paper Documents for Rescanning.
OBJECTIVE:
· To provide the necessary guidance on how to locate paper documents for rescanning correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282(a), 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.   
EVENT DRIVER:

· An e-mail is sent to the Outlook Public Folder to identify those documents needing rescanning.
PROCEDURES: 
1. Review e-mails requesting document rescanning.  E-mails should include the box/name number, the batch number, the title and case number of the document, and the file date. File Room staff will access the Outlook Public Folder at least four times per day (this could increase or decrease depending on volume).

2. The following types of images will be requested for rescanning:
a. Images with missing pages.
b. Images with skewed or crooked pages (enough to cause loss of data).
c. Images with Post-It notes that cover/alter document information.
d. A document that is docketed but is not scanned.
3. Print the e-mail.   Once the appropriate box has been located, search through the bundles for the erroneous document.  Once found, leave the printed e-mail in place of the document.
4. Scan the document on the Ricoh copier and email it to yourself.

5. Replace the document in the batch and remove the email.

6. Email the document to the requestor.
7. When erroneous documents are identified by other means (i.e., the Court or customers):
a. Locate the batch name or number (via OnBase) for the document.  In some instances, the box number containing the document can be located by reviewing the batch name.  If the box number cannot be located, contact EDM-QC to request the appropriate batch name and box number for the erroneous document.
b. Once the appropriate box has been located, search through the bundles for the erroneous document.
c. Scan the document on a Ricoh copier and email it to yourself.
d. Email the document to EDM-QC and ask that it be corrected.

e. Return the document to the box/batch.
POLICIES / RELATED DOCUMENTS:
· A.R.S. 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:
· Email
· OnBase
REPORTS / FORMS:
· Routing Slip
DEFINITIONS:
· CSC: Customer Service Center
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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