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PURPOSE:
To provide instructions for processing requests for access to Adult Court public documents in OnBase.
OBJECTIVE:
· To ensure that proper approvals are in place prior to granting access to Adult Court public documents.
EVENT DRIVER:

· ITG receives a request for access to Adult Court public documents in OnBase.
PROCEDURES:

I. Review the Request: 
1. Determine if the required approvals are in place per COC guidelines according to TABLE 1, below. 
2. If approvals are not in place, request approval.
3. If approval is given, proceed to grant access. 

4. If approval is not given, the request is denied.
II. Grant Access 
1. Grant access to the requested user groups in OnBase.

2. Reply to the requestor that access has been granted.
.
III. Track Access Requests 
1. Maintain access requests and resolution of request in the Spiceworks IT ticket tracking application. 
2. Retain for three (3) years. 
TABLE 1

Approval authorities for access to Public Documents in OnBase
	Clerk of Court
COSC Supervisors request OnBase access for their staff using the standard online COSC Application Request.


	Clerk of Court
	Courtroom Services Staff
	User Group: COURT CLERK COSC-A

Required approval: Approved requestor 
Includes active and inactive public case types, transcripts and depositions

	
	Non-Courtroom Services Staff
	User Group: VIEW ONLY – COSC-A Basic Access
Required approval: Approved requestor.
Includes active and inactive public case types, marriage licenses, transcripts and depositions

	
	Non Courtroom Services Staff
	User Group: VIEW ONLY – Justice Courts

Required Approval – Approved by MCJC – Requests come through CTS Technical Support. 
Includes MCJC, Justice Civil, Civil Traffic, Justice Criminal, Criminal Traffic



	Superior Court
CTS forwards requests from court personnel for OnBase access to the ITG Help Desk.
 

	Court
	Court Staff
	User Group: VIEW ONLY – COSC-A Basic Access
Required approval: Approved requestor.
Includes active and inactive public case types, marriage licenses, transcripts and depositions

	
	Court Staff
	User Group: MC Superior Court
Required approval: Approved requestor.
Includes active and inactive public case types, and EI security documents.

	Trusted Agencies
The agency contacts for a group request accounts for members of that group. Some groups have access to confidential documents, but most do not.


	Trusted Agencies – user groups begin w/ MC
	Maricopa County 
	User Group: Assign requests from each agency to its own agency user group, which includes:
VIEW ONLY – COSC-A Basic Access
Required approval: Agency contact

Includes active and inactive public case types, marriage licenses, transcripts and depositions


	Trusted Agencies – user groups begin w/ MC1
	Other Arizona Counties, State, Federal, and Other
	User Group: Assign requests from each agency to its own agency user group, which includes:
VIEW ONLY – COSC-A Basic Access
Required approval: Agency contact

Includes active and inactive public case types, marriage licenses, transcripts and depositions 


POLICIES / RELATED DOCUMENTS:

· COSC Application Request 
· Agency Contact Information Table (TABLE-EDMQC-1001)
OTHER PARTIES INVOLVED:

· ITG staff
· Clerk of Court Supervisory Staff
· CTS Technical Support

· Court Administration Supervisory Staff

· Outside (Trusted) Agency Contacts
TIME / VOLUME:

· Estimate 5 minutes to process each request.
FREQUENCY:

· Performed upon request; average about 100+ requests per month.
PERFORMANCE MEASURE:

· Accuracy in obtaining the required approvals. 
SYSTEM ACCESS REQUIRED:
· OnBase
· Hyland Report Services
REPORTS / FORMS:

· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court. This procedure is reviewed and updated semi-annually.
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