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PURPOSE:

To provide instructions for completing returned mail and re-mail Income Withholding Orders (IWOs) when received back by the COC.
OBJECTIVE:
· To provide the necessary direction to ensure that returned mail and re-mailed IWOs are accurately completed,

· To ensure consistent handling returned mail over time.
· To provide the necessary direction for amending IWOs and tracking returned mail in ATLAS.
PROCEDURES: 
· Select Returned Mail Template at S:/Fin_Svc/FSS Staff/Returned Mail. 
· Right Click on Returned Mail Template. 

1. Complete the template:

Select View / Edit Document. The template is locked, so you can only enter data in the form fields.

Fill in the form fields on the template starting with the iCIS Docket Number. See the descriptions in the table below. Use the down arrow to move from one field to the next. Only fill in the fields that you have information for, and leave the others blank.

· Text fields will show in ALL CAPS.

· Date fields must include dash or slash, and will show in m/d/yyyy format. 

	Form Field
	Description

	iCIS Docket Number
	The number of the docket event. This appears on the far left column of the docket screen.

	Document Title
	The title of the document as it appears on the document itself.

	File Date
	The filing date on the document.



	Hearing Date
	Hearing date is used on minute entries. No entry is needed for documents that do not have a hearing date. 

	Re-Mail Date
	The date the document is re-mailed. This does not apply if there is no forwarding address.

	Re-Mai Address
	Forwarding address from the USPS. This comes from the returned envelope. No entry is needed if there is no forwarding address.

	Case Number
	Complete case number from the returned document. Use the case-type prefix, dashes, and defendant identifiers as applicable. 

	Returned Mail Received For
	The complete name or names to whom the mail was sent. This could be a business name.

	At the following Address
	The address where the mail was sent.

	Drop-down for “Undeliverable” or “Forwarding Address Provided”
	Select one from the drop-down by using your mouse, or by using Alt+arrow, then Enter on the keyboard. Select “Undeliverable” if there is no forwarding address, and “Forwarding Address Provided” when the USPS provides a forwarding address on the returned envelope. 

	Prepared by
	This is your first initial, and last name.




2. Save the template:

When the form is completely filled in, select File / Save As. 

· Use the case number as the file name.  

· Save to the appropriate location folder in S:/Fin_Svc/FSS Staff/Returned Mail.

· Each folder contains sub-folders by staff members name and month. 
3. Preparing the form for Efiling:
a. Make sure to use returned mail template
b. Fill in all of the shaded areas on the form and “save as” case number to the folder with your name on it

c. On Web browser and go to Clerkofcourt.maricopa.gov once here hoover over “I want to” click on eFile Document. A second screen will appear on your right hand side of the screen click on the “eFile Online” icon. See Figure 1 and 2 below.
Figure 1
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Figure 2
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d. Log into Efile Online 

Figure 3



e. Select “file now” to upload a new file

Figure 4
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f. Once on the case in formation screen. Type in case number and click confirm case. (See figure 5)

Figure 5
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g. Click on “Browse” a pop-up window will appear. (It should be one return mail folder already) If not click on return mail folder in FSS Staff Folder. Then click on your name, click on the file with the correct case number. Click on “Upload Document”. See figure 6 and 7

Figure 6
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Figure 7
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h. Once the correct file has been selected go to “File type” and click on the drop down button and choose RNM-Returned Mail Minute Entry. When done click on “Complete filing” on the bottom right hand side. See Figure 8

Figure 8
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i. In this last section you will review your case number to insure you are uploading the correct file. Then click on “Submit Filling”. See figure 9

Figure 9
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j. In “Return mail” folder, move file from your folder to the month we are currently on since this is the month you are filing it.

Figure 10
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k. Select “File another Document” and follow steps A-J until complete

Figure 11
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· An email will be received after each document is filed and after it has been approved.

· IF a document has been uploaded twice, notify supervisor immediately so they may remove it

POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· N/A
FREQUENCY:
· N/A
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· ATLAS
· Orders of Assignment (COCweb)
REPORTS / FORMS:
· Re-Mailed Mail Form
· Returned Mail Form

DEFINITIONS:
· IWO: Income Withholding Order, formerly known as an OOA or Order of Assignment 
· NCP: Non-Custodial Parent

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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