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PURPOSE:

To provide instruction for Pulling Files.
OBJECTIVE:
· To provide the necessary guidance to ensure that all case files that are out to customers, including court divisions and other sections, are checked out through the File Tracking System (FT2) before they are delivered to the requestor correctly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS §12-282 all files must be maintained by the Clerk of the Court.  This procedure is adopted to ensure that all case files that are out to customers, including court divisions and other sections, are checked out through the File Tracking System (FT2) before they are delivered to the requestor.  Staff assigned to the file room will only check out case files that they personally pulled unless otherwise directed by the File Room Supervisor.  A pen and daily task sheet are required for this function.  The use of a filing cart is optional. 

EVENT DRIVER:

· A request for a case file is received.
PROCEDURES: 
1. Creating new Pull Lists:
A. Access File Tracking.
B. Click Process on the menu bar and then click Pull Lists.
C. Leave the List Name field blank.
D. Enter the Beginning Required Date.
E. Enter the Ending Required Date.  The default request date is 24 hours into the future.  Because of this, it is suggested that the Ending Required Date be one to two days into the future.
F. Click on the New button.  

a. All pending requests within the required date range are displayed.
b. The user may preview the pull lists by clicking on the Preview button.  Selecting Preview does NOT generate the pull lists.

G. Click on Print to print the pull lists for all pending requests.
H. Pull Lists are named with the current system date followed by a system generated (sequentially issued) number.

2. Pulling Files:
A. On your daily task sheet, enter the function code and the time started.
B. Go to the location of the file and pull the file, double-checking the category, year and case number against the request list.
C. Place a check mark on the list to indicate that the file was pulled.  If the file is not on the shelf, place an "X" by the case number.
D. If the file is not on the shelf, scan through the same number sequence to determine if the file was shelved out of order.  Search for the same number one hundred before and one hundred after the case number.
E. If the file is not located, continue with pulling the list.
F. When the pull list is complete, go to a computer and log in to File Tracking.

3. Creating new Delivery Lists:

A. Pull the volumes requested on the Pull List.
B. Log into a computer and access File Tracking.
C. Click Process on the menu bar and then click Delivery Lists.
D. When the Delivery List screen appears, type in the date of the pull list in the Pull List Date box and press the Tab key.  After a few moments, a series of pull lists will become visible in the pull list window.
E. Scroll through the lists to search for the list number that matches the pull list.  Click on that list.
F. After a few moments, the selected list will appear in the bottom portion of the Delivery List screen.
G. Click on the white box beside the first case number.
H. Use the space bar to click (scroll) through the required action (i.e., check out, enroute, search) appears in the action box.
a. Files delivered to CSC, CCB, NW, County Attorney, Public Defender and Legal Defender should be Checked Out.
b. Files delivered to SEA and NER should be Enrouted.
c. Search should be selected for files that were not located.

I. Use the Down Arrow key to move to the next box and repeat the process.
J. If the status box displays In Use, the file is already checked out to another person/section.  Arrow down to the next box.
a. If you physically have the file and the display shows In Use, that file was not originally checked in upon return.  This file cannot be checked out on the Delivery List.  It must be checked in and then checked out (using the Check In and Check Out screens).
b. An In Use file will display on the Delivery List what section/individual has the checked out file.

K. If File Tracking states that a file is In File and the file is not on the shelf, use the space bar to scroll through the option until Search is displayed.  Select Search.
L. When the entire Delivery List has been processed (and there is an entry in each box), click on the Print icon to print the list.
M. Review the list to ensure its accuracy.  Initial and place the current date and time at the top of the list.
N. Rubber band the list to the stack of files and place the stack on the table in the appropriate area.

4. Files Pulled from E-Mail or Other Requests:
A. Access File Tracking.
B. Click Process on the menu bar and then click Check Out/Exchange.
C. When the Checkout/Exchange screen appears, select the Requestor Line and type the requestor's last name.  As you type, the requestor's name should display.  If not, continue entering the requestor's name.
a. Pay particular attention to more common names (i.e., Jones, Smith, etc.) to ensure the correct individual is identified.
b. Once the name is displayed, the Department line is also highlighted (in blue).

D. Press the Tab key to move the cursor to the Case File box.
E. Use the scan gun to scan the barcode located along the side of the case file.  The case file number will appear in the Case File box and the volume number will appear in the Volume Number box.
a. Once the case file is scanned (the volume number will disappear), the case number and volume number will display in the shaded process box near the bottom of the checkout screen.
b. Repeat this process with the remaining files from the list.

F. For those files not on the shelf, click Inquiry and then History.  A History Inquiry Selection screen will display.
a. Click in the white box near the case number.  A blinking cursor will appear in the box.
b. Enter the case number of the file and press the Tab key.  A white bar with the current case information will appear.
c. If the file was checked out within the last 30 days, click on the Search button which will display the user's name, telephone number and date the file was checked out to the user.
d. Annotate this information on the Pull List next to the case file number.

G. If the file was checked out longer than 30 days, enter the checkout date of the file in the first date box located at the top of the History Inquiry screen.  Press Tab to move to the second box which will display the current date by default.
a. Click on the Search button to display the phone number of the individual/section that currently has the case file.
b. Annotate this number, the individual/section and the date checked out on the pull list.
H. After scanning a case file, if the message Volume not available to check out appears and the volume exchange box is highlighted with the previous user's name/date checked out, this case file was not previously checked in.
a. Click on the previous user (highlighted) name.  The volume number will appear in the exchange box.
b. Click on the Save button which will cause the case number and volume number to appear in the shaded process box.  The file has now been checked out to the new requestor.

I. If the case file has multiple volumes (three or more), pull the last two volumes unless a specific volume(s) is requested.  For case files with three or less volumes, pull ALL volumes.

J. Once processing of the request sheet has been completed, place initials and the date along the bottom of the sheet.
K. Rubber band the stack and place the request sheet on top of the stack.  Place the stack on the table in the appropirate area.
L. Enter the completion time on the back of the daily task sheet and obtain another request sheet from the pull box.
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:
· Runners
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Email
· File Tracking System (FT2)
REPORTS / FORMS:
· Daily Task Sheet
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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