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PURPOSE:

To provide instruction for Correcting Problem Images in OnBase.
OBJECTIVE:
· To provide necessary direction to ensure that Correcting Problem Images in OnBase are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §39-121.01, D. 1, AZ Rules of Supreme Court, Rule 123 (a)-(h), and Arizona Supreme Court Administrative Order 2007-77, the Clerk of the Court shall provide copies of documents from hard-copy case files, film, and other media, to include the Electronic Court Record (ECR). 

EVENT DRIVER:

· A problem image in OnBase requires correction.
PROCEDURES: 
1. On occasion, there will be problems with retrieving images from OnBase, which may include partial images, wrong images linked to a case, documents were not scanned within 72 hours, missing pages and others.

2. Inform the Public Records Supervisor or Lead of the situation. 

a. For non-emergency and emergency requests, provide a brief explanation of the correction(s) to the Public Records Supervisor or Lead who will elevate the request appropriately.

b. Obtain contact information from the customer and inform the customer that they will be notified once the discrepancy has been resolved.

3. Once the discrepancy has been resolved, provide the customer with the correct document(s) needed.
POLICIES / RELATED DOCUMENTS:
· ARS 39-121.01: Definitions; maintenance of records; copies, printouts or photographs of public records; examination by mail; index
· Arizona Supreme Court Administrative Order 2007-77: Authorizing Disposal of 2002-2006 Case File Records in Maricopa County After Replacement with Electronic Images and Designating the Electronic Image as the Original Record
· 17A A.R.S. Supreme Ct.Rules: Rule 123: Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· The Public
· EDM Lead
· EDM Manager 
· ECR Hotline
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ecrhotline@mail.maricopa.gov
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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