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PURPOSE:

To provide instructions for scanning traditional and covenant Marriage License conversions.   
GENERAL INFORMATION:
Pursuant to A.R.S. 12-282 (d), Rule 94 (h)(1), Rules of the Supreme Court of Arizona and Supreme Court Administrative Order 2006-96 a photographic or electronic reproduction or image of any of the records described in this section, which has been certified by the clerk in charge of such reproduction or imaging as being an exact replica of the original, shall be received in evidence in all courts, and in hearings before any officer, board or commission having jurisdiction or authority to conduct such hearings, in like manner as the original.  A state or local agency shall accept any of the records under this subsection as registration of a record or a procedure if the agency receives the record from the Clerk of the Superior Court through electronic transmission and the electronically reproduced document states that the copy received is a full, true and correct copy of the original on file with the Clerk of the Court. Original marriage licenses and affidavits may be destroyed after the scanning process has been completed.  Scanning will be accomplished when there is at least one full basket of matched licenses and affidavits. 
NOTE:  Birth certificates along with the parental consent form and identifications of a minor and their parent(s) will be scanned with the bottom portion of the marriage license, Record of Marriage, as part of the documentation process.
PROCEDURES:
Traditional Marriage License   

1. Document/Scanner preparation. 
a. Ensure there is at least one full basket of matched licenses with affidavits. 
b. Remove all staples, paper clips, and Post-It notes from documents. 
c. If an envelope is stapled to a document and must be scanned (i.e., returned mail), photocopy the envelope/document. 
d. Tape any small or odd-size paper (except the marriage licenses themselves) to an 8 ½ x 11” piece of white paper. 
e. Clean the scanner before each use and log the cleaning into the service log book.  Once a month, perform a multi-feed test and log that information into the service log book. 
f. Ensure that all marriage certificates are aligned with the top edge of the stack of documents.  Failure to do this may result in incomplete scanning. 
g. When scanning is complete, re-align the licenses to the bottom of the page. 
h. Separate batches into two batches: one for pre-paid customers (certified copies) and one for non-pre-paid customers. 
2. Batch Log procedures. 
a. Use the following naming convention when naming batches:
i. ML BATCH #, space, initials, space, today’s date (i.e., ML001 SMP 01/14/07). 
b. On the first day of each month, the batch number starts with “001”, then the next batch is “002” and so on until the end of the month. 
c. Use the “Search” screen of the batch log to find out the last batch number that was used.

d. Click on “New Batch Log” to start a new batch.  
e. Select “Marriage Lic (T)” as the Scan Location (leave the Scan Time blank).  Click on Submit.

f. When the View/Edit Batch Log screen appears, select “Add Entry”. 
g. Use this data entry screen to enter batch information.  The batch name from this screen can be copied and pasted to the Ascent Capture scan program and to OnBase. 
h. Once the information is added, to include the page and document counts, click on “Submit”.  To start the next batch, click on “Add Entry”. 
i. Use the Search function to re-open a current batch log.  Do not start a new batch log.  At the Search screen, enter the current date and the scan station Marriage Lic (T). 
j. At the next screen (the search results screen), double click on the worksheet ID number (WID) located at the far left of the screen.  This will activate the batch log and display more batch information. 
k. Click on the “Add Entry” button located at the bottom of the page to add another batch.

3. Scanning procedures. 
a. Log in to the computer and scanner. 
b. To access the Ascent Capture program, click on the Scan icon or click on the Start button, select Programs, Ascent Capture, and then Scan. 
c. To create a batch class, click on the drop down menu and select “Marriage License”. 
d. Highlight the batch name that was entered in Batch Log.  Use “Ctrl” + “C” to copy and “Ctrl” + “V” to paste (or right click for a drop down menu and then select Copy). 
e. Once the batch class and name are inputted, click on “Scan”. 
f. Place the documents into the scanner feeder ensuring the paper guides are snug. 
i. Check the documents as they begin to feed into the scanner. 
ii. Watch for multiple documents feeding and damaged or skewed documents. 
g. Ensure that the correct order is maintained as the documents exit the scanner. 
h. Once all documents in that batch have been scanned, a “Scanner Error” message box will display the message “Out of Paper” to signal that all documents have been scanned.   
i. Insert more paper to continue the batch or click “Cancel” if scanning has been completed. 
4. Quality Control Process. 
a. Point and click to highlight the first document in the batch. 
b. Use the “Enter” key to scroll through the images listed in the Batch Contents Window.  Inspect each image for: 
i. Clear, legible ML numbers and file stamps. 
ii. No “skew”. 
iii. Clear image overall.  No lines or redacted areas, etc. 
iv. Because these images will become the official record of the Court and will be used to make certified copies, the quality control of these images is extremely important. 
c. Once the quality control is completed, input the number of documents and pages scanned into the Batch Log.  These numbers are located on the lower right corner of the scan screen. 
d. Input the initials of the person who prepped the batch (Prep) as well as the person who scanned the batch (Scan). 
e. Close the Batch icon or click on “Batch” in the menu bar drop-down menu to close the current batch. 
5. Troubleshooting Images procedures. 
a. To insert an image/page: 
i. Highlight the image/page on the left side of the window that the inserted image/page will follow (i.e., if inserting a page after page 7, highlight page 7). 
ii. Right click for the menu. 
iii. Click “Insert”. 
iv. Place page in the scanner (the page will automatically rescan). 
v. Click on “Stop”. 
b. Splitting a document – when a marriage license was skipped resulting in two documents that were scanned together, use this function to separate the documents.

i. Highlight the affected image/page on the left side of the window. 
ii. Right click on the document for the menu. 
iii. Click on “Split”. 
c. Drag and Drop – use this process to relocate pages from one document to another or to change the order of pages within a document. 
i. Left click on the page. 
ii. Hold down the left click and drag the cursor to place the image in the correct spot.  Release the left click. 
d. Rotate – Use the circular green arrow keys on the menu bar to rotate any images that are reversed. 
i. To select more than one page, press the “Shift” key and then click the first page and then the last page.  The pages in between will automatically highlight. 
ii. For random pages, press the “Control” key and then click on the appropriate page.

e. Replace. 
i. Point and click to highlight the page that needs rescanning or replacing. 
ii. Place the document into the feeder. 
iii. Right click for the menu. 
iv. Click on “Replace”.  This will cause the document to automatically rescan and replace the highlighted document.

6. Validation of Queue/Indexing Process – used to verify the keywords assigned to the images.

a. Open the Validation queue by clicking on the Validation icon or click on the Start button, select “Programs”, “Ascent Capture”, and then “Validation”. 
b. Highlight the batch to be indexed and click on “OK”.  The Validation screen will then appear. 
c. Begin reviewing for documents that need to be split. 
d. On the menu bar, change “Data Entry” to “Batch Editing”. 
e. In the Batch Contents window, open the first document and highlight the first page.

f. Use the Enter key to scroll down through each document. 
i. Any document that has more than two pages should be reviewed to ascertain if that document should be split. 
ii. If necessary, use the Split Document process indicated in step 5(b) above to split documents. 
g. After reviewing the entire batch, switch back to “Data Entry” and continue with the validation process. 
h. During validation, the indexer will compare the Marriage License number on the image to the number in the index field labeled “License #”.   
i. If the number is missing, type in the correct number. 
ii. Press the “Tab” key which will automatically populate the fields under the “License #” with information from the Marriage License database.  Any field that is underlined (such as Marriage Date) must be completed.  If blank, type in the required information. 
iii. Compare the names and dates on the keywords with the names and dates on the license. 
iv. If a marriage date does not appear, add the date as it appears on the marriage license.  If a recorded date does not appear, add the current date. 
v. Forward to Recording Services those marriage license numbers that are missing marriage dates and/or recorded dates after the batch validation is completed. 
vi. Once all fields have been completed, press “Tab” once more to display the “Save data before closing document?” message bar. Click “Yes” or press “Enter” which will cause the program to roll over to the next document. 
vii. After the final image in the batch has been verified, click “OK” to close batch and release it to OnBase. 
i. Batches must be validated no longer than three days after scanning.  Batches should not remain in the validation queue past this time frame. 
7. Reviewing Batches in OnBase. 
a. General Information – batches should be verified through OnBase after scanning and validation.  If the computer loses connection to the network before the batch has been closed, it can be damaged and may not be available for general use.  After the batch has been validated and closed, it will take up to fifteen minutes before it’s accessible through OnBase. 
b. To review batches: 
i. Access OnBase. 
ii. Under “Document Type Groups”, click on “Marriage Licenses”. 
iii. Click on the “Keywords” fields and scroll down to “Batch Name”. 
iv. Highlight the batch name in the Scan Log. Copy the name and paste it into the “Batch Name” field in OnBase.  Press “Enter” or click on “Find”. 
v. When the “Document Search Results” window opens, if the batch was processed successfully, the documents recently scanned will be listed. 
vi. To review the number of documents, highlight the first document and press the “Shift” key and the down arrow key together until the entire batch has been highlighted OR highlight the first document, scroll to the last document on the list and then click on that document. 
vii. A count of the highlighted documents will appear at the bottom left hand corner of the window.  Ensure this figure matches the number of documents that were scanned in the batch. 
viii. If all or some of the documents in the batch did not appear, contact EDM QC staff for further assistance. 
c. After verifying that the complete batch is in OnBase, type your initials in the “OnBase” column of the batch log. 
8. After each batch is scanned, validated and reviewed in OnBase for accuracy, place the batch on the shelf in Recording Services.  Forward the pre-paid batches to the Recorder for further processing (mailing of certified copies). 
9. Print a copy of the Batch Log Report and place it in the Licenses Services’ Supervisor’s basket located in Recording Services. 
Covenant Conversions

1. The certificate, declaration and application for a covenant conversion will be re-scanned with the original marriage license and documents, and made a part of the original Maricopa County marriage license number in ML2000.
2. For a covenant conversion that was created for a recorded license outside of Maricopa County.
a. Supervisor, manager or administrator will obtain a blank marriage license that has a barcode and ML number.
b. Information from the customers application will be entered into ML2000 using the ML number.
c. Notes will be made in ML2000 on the “recording information” screen that states, “License # used to scan covenant conversion 5/26/16 cm”
d. License (if available), application, certificate and declaration will be given to Recording Service to scan following established scanning procedures.
e. A covenant conversion can be located in ML2000 by searching the parties’ names.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Marriage License application (ML2000)
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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