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PURPOSE:
To provide instructions for processing requests for removal of access to Adult Court non-public documents in OnBase.
OBJECTIVE:
· (1) OnBase accounts are removed when employees separate from the Clerk’s Office
· (2) Access to specific Adult Court non-public documents is removed when requested
EVENT DRIVER:

· (1) Human resources generates a separation report when employees terminate employment with the Clerk’s Office
· (2) A supervisor submits a request to ITG to terminate access to specific Adult Court non-public documents 
PROCEDURES:

I. Verify Report of Separated Employees:
· Human resources sends an email separation report when employees terminate employment with the Clerk’s Office.
· Create a folder for the month under S:\Non-Public Document Accounts\Completed Monthly Separations. Save each email separation report to its monthly folder. 

· BA confirms in Hyland Report Services that the OnBase accounts for terminated employees are no longer active.

· Deactivation may take a few days after separation

· If any terminated employees still have active OnBase accounts, the BA sends a request to the ITG Help Desk to deactivate those accounts. 

· BA saves the email with the response from ITG that the accounts have been deactivated in that month’s folder in S:\Non-Public Document Accounts\Completed Monthly Separations. 
· BA creates a monthly separation table with the separation date of each employee from that month, and the date when the BA confirms that the OnBase account has been deactivated. See Figure 1.
· Save the table in S:\Non-Public Document Accounts\Completed Monthly Separations by month   
· Retain tables and emails for at least three (3) years.

Figure 1
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II. Request to Terminate Access to Specific Non-Public Documents for a Current Employee:
· ITG Help desk contacts BA for verification 
· BA confirms that the employee’s OnBase account includes the specific non-public document access.

· ITG staff removes the specific non-public document access from the employee’s account. The OnBase account remains active, just the non-public access is removed.
.
POLICIES / RELATED DOCUMENTS:

· Non-Public Documents Table – Adult Court (TABLE-EDMQC-1002)
OTHER PARTIES INVOLVED:

· ITG 
· Clerk of Court Management Team
· Superior Court Management Team
TIME / VOLUME:

· Estimate 5 minutes to process each request.
FREQUENCY:

· Performed upon request; average about 10 requests per month.
PERFORMANCE MEASURE:

· Accuracy in timely removal of accounts. 
SYSTEM ACCESS REQUIRED:
· OnBase
REPORTS / FORMS:

· Terminated employees monthly list from Human Resources
DEFINITIONS:
· 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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June 2020
Name Termination Verified
Date

Brian Herron 5/30/2020]  6/2/2020
Laura Eng 6/2/2020]  6/10/2020
Marietta Bernal 6/1/2020]  6/10/2020
Kirmberly Sandaval 6/15/2020] _ 6/17/2020
Keiya Lutcher 6/19/2020]  7/7/2020)
Scott Newman 6/22/2020]  6/23/2020




