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PURPOSE:

To provide instruction for Inactive Case Files – Customer Access.
OBJECTIVE:
· To inform and direct staff of their responsibilities for professionalism and effective customer service when assisting customers with accessing the inactive case files via the Public Access terminals.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282, A.R.S. §12-283, A.R.S. §39-121, A.R.S. §39-121.01, A.R.S. §39-121.03, A.R.S. §39-122, AZ Rules of Supreme Court, Rule 123 (a)-(h), the Clerk of the Court is responsible for maintaining Court Case Files, Marriage Licenses and other records. Pursuant to Supreme Court Administrative Order 2006-96, the Clerk is also required to provide access to these records, provide copies and certification of the records. The Clerk’s policy on Public Access to Court Records is stated in the Policy Memo dated November 26, 1990. Public Records Counter Staff are often the first contact a customer has with the Customer Service Center. The Public Records Counter Staff’s main objective is to assist the public in the use of court records. A Public Records Counter Staff member is available at all times during regular office hours to assist customers with a variety of requests to include accessing inactive case files via the Public Access terminals. This procedure is adopted to inform and direct staff of their responsibilities for professionalism and effective customer service when assisting customers with accessing the inactive case files via the Public Access terminals.
EVENT DRIVER:

· A customer requires assistance accessing the inactive case files via the Public Access terminals.
PROCEDURES: 
1. Under the main menu, Public Research & Printing, click on Scanned Inactive Case Access.
2. Read the Public Access and Printing Disclaimer and click on the I AGREE button to continue.

3. At the next screen, double click on the Inactive Case Search that displays on the upper left portion of the screen underneath both the OnBase logo and the Custom Queries box.  See Figure 1.
Figure 1
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4. Input the case number (i.e., CV1998-015839).  If the case number is not input correctly (utilizing ten digits plus the dash), the list of documents will not display.  See Figure 2.
Figure 2
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5. Click Submit or press the Enter key.

6. The list of documents in the case will display in a small window at the top of the screen.  To view a document, click on that particular document number (documents are listed numerically in the list, but not necessarily in numerical order).  
7. By default, a listing of the first 50 documents will display in the window.  To see subsequent listings, click on the Next Results arrow that is located on top of the displayed document.  See Figure 3.
Figure 3
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8. After viewing the document(s), if you wish to print, click on the Printer icon located above the displayed document.  See Figure 4.
Figure 4
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9. To exit the application and access another inactive case, click on the Door icon located underneath the OnBase logo; see Figure 5.  This will display the Scanned Inactive Case Access link.  
Figure 5
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10. To exit the application and return to the main Public Research & Printing Menu, click on the "X" at the top right corner of the screen.

POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· ARS 12-283: Powers and duties
· ARS 39-121: Inspection of public records
· ARS 39-121.01: Definitions; maintenance of records; copies, printouts or photographs of public records; examination by mail; index
· ARS 39-121.03: Request for copies, printouts or photographs; statement of purpose; commercial purpose as abuse of public record; determination by governor; civil penalty; definition

· ARS 39-122: Free searches for and copies of public records to be used in claims against United States; liability for noncompliance
· 17A A.R.S. Supreme Ct.Rules: Rule 123: Access to the Judicial Records of the State of Arizona
· AO 2006-96: Authorizing a pilot program in Maricopa County to dispose of paper case file records after replacement with electronic images and designating the electronic image as the original record
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Public Access terminals
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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