CMS DATA ENTRY POLICY

Since the implementation of the CMS database, various people have
populated this database with all new case information. As time has
passed, we have noticed that there is no standardization in how the
information has been inputted into the system. As a result, it is easy to
Miss an existing case because you cannot locate any information using the
plaintiff's or defendants’ name.

In an attempt to standardize all data entry, listed below are the approved
methodology for CMS data entry.

Please remember, that on the CMS case initiation screen (1% data
initiation screen base, you will enter search criteria as: last name, first
name
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As you begin entering the data to populate the database with new case
information, please adhere to the following:



Standardization rules:

1. Eliminate all punctuation
a. Use space between name and suffix, and not a comma or period
(ie. Smith, IV., use instead, Smith 1V)
b. Do not use a period after street direction or middle initial
(Stone Ave., use instead Stone Ave or Smith, Jim P., use instead

Smith, Jim P
2. Use these standardized business abbreviations:
a. company = CO
corporation = CORP Use Caps
incorporated = INC
limited liability co = LLC
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When entering the business name into CMS, the complete business name is entered into the
name search field of the program.

3. We will not use any type of honorific (MD, Ph.D., etc)

4. On hyphenated names, eliminate the hyphen and use a space only
(Smith-Jones will be Smith Jones).
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Defendant John Doe-Smith would be entered as DOE SMITH, JOHN



5. When you have a multi-part name, use spaces between the
components. De La Cruz would be entered as DE LA CRUZ.
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6. We have determined that the only way to handle Hispanic surnames,
where the client uses both his maternal and paternal surnames, is as
follows: enter paternal surname as plaintiff's or defendant’s last name,
and use maternal surname in middle name field as either the first of
second middle name (depending if a middle is being used).
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7. Forfeiture cases present a special problem in that each one can be so
different from the next. The determination has been made that in
entering these cases into CMS, we will use the following pieces of
information, in their order of importance, as the case name.

1. Dollar Amount ($00,000.00)

2. Vehicle — year, make, model and vin (1984 Buick Skylark
19VV9OES4884JJ183)

3. Guns — caliber and name (357 caliber Smith and Wesson, 22
caliber Remington).

4. Address — use complete, actual address (110 W Congress St)

5. Mantis number — input complete case number (Mantis Case No
M1234234)

Information is taken directly from the filed document (in this example, a
Claim of Exemption From Forfeiture) and entered into CMS. Each item
listed on the Exemption claim is entered as a “business name” in the
system. In other words, the entire descriptor is entered, excluding all
punctuation. Remember, use a space in lieu of periods, commas,
colons, etc.



¥ |
s ED |

1 17 THE SUPERBER COURT OF THE STATE OF ARLEONA BEF 24 FH W 32

. 1M ANIF PR THE COUNTY 0F FIMA o LEMO
3 PRTRY -
CLEA, sigp L CO
1§ B THE MATTER, OF 1 e
1 M 1: 200’31&&9 [k
] 1 pomn p150 1
o f VN IFTIWISOILCAS SO0 1
T W LA P TAEA ] Cirariy Aty
[ 1 Fumber B0 (U000
_ | 19 CHEVROLET SURLRBAN 3 |
VI IGRGY B EMF] TR 1 CLAIM OF EXEMPTHIN |
o | A LiE: Gl ] FROM FORFUITLRR |
¥ i |
o | ppt EOMDA 358 2 DOOR CTRTE ¥ DEBORAH BERNIAL |
10 WRN: THM BB SERCIINES [ |
AT LI EEIRET, I |
1 I |
%99 HOADC FILAT BET TRAILER ) |
12 | Wil asUFLIREIX 106120 ¥ |
pu )| WY LI |53 I |
] ) |
14 ] 2001 YAMAHA YFMES0E } |
g [ YT TRAME] LOR005 I
AT LB MY, I
B }
2081 IHINEIA RVTI0HE i |
7| VI JHISCHE N M S 1 |
15 | AT LIC: MCECGY; i |
I |
lb v ET.AL ] |
' |
; 00 SEIZED N LA M T.LS. CASE NUMDERL i |
4y || MBHISEET 1
2 : |
2 {
- Chaimani DAVID BICHARD COCHAA A birwlisy sswiory. i i oot b i chc !

2 | e of of inesed hakle of sods off e progeny secod Far Faifeitan on th desi-capamad

250 rpatier. He s nn owner porssant 18 AU RS, § 154000, o soq., aad st tha Nis meress i

2 exempi from fafsture parses i@ RS § 130004

31 O |

&% Pima County Clerk of the Superior Court Case Initiation Module - Current User: 329 - | O =
ase e CIVIL Filing Fee Select:
CERTIFICATE OF MAGISTRACY Ch a7 - Anzwer Fee 11600
CITY TRAFFIC oT 1 D ~ppeal Bond 500,01
CIVIL (EXISTING CIVIL CASE) € 36 Appeal Fee B1.00%
COMCILIATION kS 18 -
C20031665 |
i ssigne e BERNINI, DEBORAH (12)
BAMALES, PAUL (EZ) -
= Receipt I edger:
Paid
000 FORD D 7 L5800 =]
Waived

These pieces of information should be entered as the defendant’s
name, in the name search field similar to the way businesses are
entered into CMS. All forfeiture information is added with each item
individually added as a party to the case.



Pima County Clerk of the Superior Court
Record Search

CASE INFORMATION

Case No. Caption Case Date

STATE OF ARIZOMAYS. 1994 FORD MUSTAMNG
C20035591 WIM FALE 44 1000703

PARTY INFORMATION

Party Group 1 (Plaintiff Petitioner/Groom)
Party Group 2 (Defendant/Respondent/Bride)

PARTY GROUP HAME
PARTY 1 STATE OF ARLZOMA
PARTY 2 1994 FORD MUSTAMNG YN 1FALP4444RF113933
PARTY 2 WO WEIGHT SCALES
PARTY 2 THREE (3) SCAMNMNERS
PARTY 2 CAMOUFLAGE COLORED BINOCULARS
PARTY 2 TWO (2 MOKIA CELLULAR FHOMES
PARTY 2 RUGER 9 HANDGLIMN S 31 3-T3357 WIMAG AND Ak O
PARTY 2 PCSD CASE MUMBER 0308030739

The end result of this entry procedure is that you can search the database by the actual forfeited items.

8. Probate Trust names will be entered the same as any business
entity. For example, John Doe Trust would be entered as:
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As with a business, the entire trust name is entered in it's correct format

9. Amended names and akas. Often times the name originally
used for a defendant may not be their true, legal name. When their
true name is known, and the court orders the correction, the case
needs to be amended to reflect the change. This is done by Jane



Phillips in Imaging. She will take the original case name and convert
it to an aka, changing the case caption to reflect the true name.
(State of Arizona v Matt Smith, would change to read: State of
Arizona v Matthew Smith, aka Matt Smith.

This procedure also holds true for names that are misspelled. The
misspelled name will drop to an aka with the true name becoming the
caption name.

There are defendants who are known by street names that will be
used as an aka. Several examples are: X-dog, Lil Girl or Blue.
These need to be entered into CMS as follows:
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Please note that the aka designation is entered in the middle name field,
and is surrounded by paraphrases. If the aka is a single name, such as
Blue, the aka would be entered as the first name. This is only time
punctuation is used in the name field.

If there are multiple defendants in a case, you will need to specify who the
aka belongs to.

PARTY INFORMATION
Party Group 1 (Plaintiff/Petitioner/Groom)
Party Group 2 (Defendant/Respondent/Bride)

PARTY GROUP NAME

In this example, defendant Latonya Harding has several aka’s. The designator is “(AKA#1)”



10. In Family Law cases — Domestic, Domestic Special Paternity or
Reciprocal, a third party intervener, such as a grandparent, can petition for
inclusion as a party in the case. When this occurs, they will be listed as
additional petitioners to the case. If this is an existing case, Jane Phillips
will need to make the changes to the case file. If it is a new case,
remember to enter them as additional petitioners.

As a Last Resort:

By now you are starting to understand the connection between correct
data entry and record retrieval. Yet no matter how careful we are, mistakes
do sometimes occur. As a result, even though you know a case has been
established, you can’'t seem to retrieve that case is record search. What to
do?

Try using the “wild card.” The wild card, or %, is a simple way of telling the
system to search its database for any record that contains a certain criteria.
That criteria will consist of however much information you can give for the
search parameters. For example, if you are looking for a case for Timothy
Johnston, and just can’t find anything, try a wildcard search. Set your
search parameters to include as much information as possible, yet still
finite enough to limit the search activity.

Pima County Clerk of the Superior Court
Record Search
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After the criteria, with the wildcard, has been entered, you will receive a listing of all
names in the database that fits the criteria you entered:



You now have the possibility of scrolling through the data to finally isolate the case you
are looking for.



