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PURPOSE:

To provide instructions for Creating Film Box Labels (Easylabel Express Labels).
OBJECTIVE:
· To create labels for both original and copy roll film boxes.
GENERAL INFORMATION:
Pursuant to Rule 28.1, Arizona Rules of Criminal Procedures and AZ Supreme Court Administrative Order 2006-29, the Clerk may microfilm and dispose of records.  Box labels must be created for both original and copy roll film boxes.  The original roll is stored at the Micrographics film vault and the copy roll is sent to the corresponding facility (i.e., CSC Public Records department).  Labels must also be updated if there are changes to the cases, located on a specific roll of film, i.e. misfiled documents and other situations that required a change in the original information.  Each time the original roll label is updated, the copy roll must be updated as well.
EVENT DRIVER:

· Labels for either original or copy roll film boxes are required. 
PROCEDURES: 
1. Double click on the Easylabel Express 32 icon to open the Microfilm Box Label form.
2. The program will open with a "splash" screen with information about Easylabel 32 Express.
3. At the tool bar, click on Print.
4. Click on the OPEN tab.
5. A window titled "Format Original-Variable Date" will appear.
A. Enter the Case Type such as CRIMINAL, CIVIL, DOMESTIC RELATIONS, TRANSCRIPT JUDGMENTS, etc.
B. Enter the Case Year such as 87, 92, and etc.  The field will take up to 4 characters.
C. Enter the Case Number such as 01234-21356.  The field will take up to 15 characters.
D. Enter the date using numerals with no spaces or characters.
E. Enter the box/roll number.
F. Enter the Indexing (the side box label). This information may include specific information relating to cases within the roll of film.
a. Do not press the Enter key while entering the data for the label.  The data will wrap around as the data are entered.
b. If the Enter key is accidentally pressed, click on the Pen/Paper icon, located on the tool bar to return to the last information entered.

G. Click OK when all data are entered.

6. Click on the Print icon.  The print request screen will appear.
A. The following message will appear: "Software sentinel not responding.  Please check that essential is installed and that the printer is on.  Please enter to continue". Click OK.
B. From the "Print Request" screen, enter the amount of identical formats for the microfilm boxes.  Click OK.

7. Once the labels have printed, mark out the word COPY with a black marker if the microfilm box is going to house the Original roll of film.  If the microfilm box is going to house a copy, mark out the word ORIGINAL.

8. To enter another label, press the Escape key.  Enter the new information for the next label following Steps 4 through 6.

9. To exit out of Easylabel 32 Express, click on the "X" in the upper right hand corner of the screen.

10. After placing the labels on the film boxes, place the original roll(s) in the box for filing/refiling into the film vault.  Send the copy roll(s) to the appropriate facility.  If the copy roll was a special request from Public Records, etc., record the appropriate information into the logbook; forward the original request form and the roll to the requester.

POLICIES / RELATED DOCUMENTS:
· 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:
· Easylabel Express 32 application
REPORTS / FORMS:
· Logbook
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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