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Business Requirements - NEW Filing Type “Code: Title” 
		Requestor:           ,                     
Request Date: <date>
Required By Date: <date>

  
[bookmark: _GoBack]
Synopsis: Provide a one sentence summary of the request.

Description:
Provide a detailed description of the request, include details on why the development is needed, what it will achieve, how it fits in with current processes. Also fill out table below. Add any additional columns to the table that would be needed to develop the request.

	Code
	Title
	Adult or Juvenile
	Case Types
	Description
	New or Existing

	xxx
	Title as appears in iCIS
	Adult or Juvenile
	List all case types that apply
	Brief explanation
	New or Existing




1. iCIS Requirements
· Has docket code been created in iCIS? What case types does it apply to? Do the same docket codes have the same descriptions across case types, or are some case types different from others? 

2. AOC Requirements
· If you need information for the request, here are key contacts: Chris Driscoll (COSC), Irek Skorski (CTS)
· Make request for both eFiling and eAccess via email to AOC CSD eCourts Unit (Support) (CSD-eCourtsUnit@courts.az.gov)
· eFiling Applications
· Is this an AOC mandated case type?  eFileAZ and/or AZTC?
· By whom?   Importance of timing?
· Is it available for case initiation, subsequent filing, either?
· Should the code be restricted from any parties?
· Are there any fees associated?   What fee code?
· NOTE: Lead time is typically 1-2 business days; AOC can change eFileAZ but Intresys (vendor) has to get involved for AZTC
· eAccess
· Only applies to Civil and Criminal case types
· Consideration should be given to ALL new docket codes, not just those being added to eFileAZ and/or AZTC (i.e. docket codes added to eFiling Online)
· Need to provide iCIS code (numeric) and MCCOSC description;
Ex.
	iCIS Code
	Docket Code
	Description

	37182260
	AAS
	Affidavit Of Attempted Service


· Required access – data & image or data only? (relates to AOC attributes 16 and 9)
· NOTE: Lead time DEPENDS; change relies on IT group to get to changes to lookup table, stored procs, etc.   (no Admin module to make it easy)

3. eFiling Online
· Include requirements for eFiling Online – changes to the filer role, additions to filing types, user access by specific roles, etc. 
· Which role or NEW role?

4. Clerk Review
· Include a statement about requirements for Clerk Review – additional filing types, distribution rules, instructions, general routing. Provide more details as below.
a. Clerk Review Panels
[bookmark: _Toc403546558]Filing Grid
· Standard functionality or changes? 
Details Panel
· Standard functionality or changes? Mention the document type drop down on the Details panel, full or pending, person filing, secondary drop down, route to field. Should the fields be editable?
[bookmark: _Toc403546560]Document View Panel
· Standard functionality or changes? 
b. Action Buttons
[bookmark: _Toc403546562]Accept
· [bookmark: _Toc403546563]What happens upon acceptance, for example, file stamp added, docket event created, notification sent, routed to judicial review or other queues? 
Reject
· [bookmark: _Toc403546564]What happens upon rejection, for example, rejection notice sent, no image in OnBase, no file stamp, etc.
Transfer
· What happens upon transfer - standard transfer functionality? Special queues?
[bookmark: _Toc403546565]Skip
· What happens upon skip - standard skip functionality? Special instructions?
c. [bookmark: _Toc375042667][bookmark: _Toc403546566]Notifications
[bookmark: _Toc403546568]Received
· Standard Received notification to filer when document enters Clerk Review?  
[bookmark: _Toc403546569]Accepted
· Standard Accepted Notification to the filer? 
[bookmark: _Toc403546570]Rejection
· Standard Rejected Notification to the filer?  

5. [bookmark: _Toc403546571]OnBase Requirements
· Standard routing to the OnBase Processor queue in the Docketing/Indexing Initial Lifecycle? 
· Other requirements? Restricted security? Special details? 
· New lifecycle? If new lifecycle, submit a lifecycle request form.
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