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PURPOSE:

To provide instructions for CARS—Adding, Deleting, and Searching for Data.
OBJECTIVE:
· To search for case files using CARS.
GENERAL INFORMATION:
Pursuant to Rule 28.1, Arizona Rules of Criminal Procedures, AZ Supreme Court Administrative Order 2006-29, and ARS §12-283 the Clerk may microfilm, dispose of, maintain, and provide access to court records.  The Computerized Automated Retrieval System (CARS) provides a case file's location by microfilm roll number and case position on the roll (frame/item number).  NOTE: Not all case numbers for all categories have been entered into CARS; many of the older cases were microfilmed but not entered into the system.
EVENT DRIVER:

· Searching for a case file in CARS is required. 
PROCEDURES: 
1. Access CARS system.
2. To find a specific case number in CARS (SEARCH):
A. Click on the Search button (located on the blue toolbar).
B. Input the case information to retrieve the roll.
C. Click the Search button.
D. If the case number is entered into CARS, the information will display.  If more than one entry exists, the total number of records will display at the bottom of the screen.
E. If there is no data displayed for the case number or to cancel out of a field, click on the "X" (close) button located on the upper right hand side of the screen.
F. To find another case, repeat steps 2(A) - 2(E).  See Figure 1.
Figure 1
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3. To add a roll into CARS (ADD NEW ROLL):
A. Under the Search menu, click on the "Add New Roll" button.
B. At the next menu, select the Location and Case Type.  Enter the Case Year, Film Type, Roll Number and Comments.
C. Select the Submit button.
D. A window message will appear: Do you want to add frames now?  Select the OK button.

E. Create the first frame number only.  Complete the following when creating the frame number:
a. Start Frame Number

b. Case Number

c. Comments
F. Select the Submit button.
G. A window message will appear: Do you want to add another frame?  Select the Cancel button.

4. To delete an entire roll from CARS (DELETE):
A. Click on the Search button (located on the blue toolbar).
B. At the next menu, enter the Location, Case Type, Case Year, Film Type and Roll #. Click on the Search button.
C. Look at the first case displayed in CARS.  Go to the Select Action function and click on the Down arrow.
D. Select the Delete Roll option.
E. A window message will appear: Are you sure you want to delete this Roll?  Select the OK button.
F. Another window message will appear: Roll has been deleted.  Select the OK button to complete the deletion process.

POLICIES / RELATED DOCUMENTS:
· Arizona A.R.S. 12-283: Powers and Duties
· Arizona Rules of Criminal Procedure, Rule 28.1: Retention and Destruction of Records and Evidence, Duties of the Clerk
· AZ Supreme Court Administrative Order 2006-29: Arizona Code of Judicial Administration § 3-402: Superior Court Records Retention and Disposition
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· CARS System
REPORTS / FORMS:
· N/A
DEFINITIONS:
· CARS: Computerized Automated Retrieval System
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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