APPEALS – BACKSCANNING PRE 2002
L.D.R.  09/21/11
The back-scanning of pre-2002 case files allows for processing and transmitting the record on appeal to the Appellate Court using ONE consistent method.  
PROCESS
Pre-2002 Criminal & Non-Criminal Cases

Appeals Work Unit
· Notice of Appeal is received

· Auditor/Typist assigned

· Auditor/Typist obtains paper record

· Audits paper record to iCIS and OnBase; notes EDM corrections; generates barcode sheet(s)

· Delivers paper record to EDM for scanning and/or corrections; documents shall be boxed and labeled with the case number
EDM Work Unit

· Scans/corrects documents as necessary

· Rubber band documents to applicable file folder; place documents back in box

· Notifies Appeals work unit when ECR is available

· Email D&C Supervisor and cc: File Room Team Lead with the message “EMC QC has pre-2002 backscanning to be picked up” 
Public Records Work Unit

· Performs quality control on images (normal work activity)

· Picks up paper record from EDM QC; stores record pending authority to destroy

Pre-2002 Death Penalty Cases

Appeals Work Unit

· Notice of Appeal is received

· Auditor/Typist assigned

· Auditor/Typist obtains paper record

· Audits paper record to iCIS and OnBase; notes EDM corrections

· Notifies EDM requesting corrections as necessary

EDM Work Unit

· Scans/corrects documents as necessary

· Notifies Appeals work unit that ECR is available

Appeals Work Unit (Not anticipated; but if necessary)

· Rebuilds paper record

· Transfers paper record to Public Records

Public Records Work Unit

· Retains pending authority to transmit to ASLAPR

