JUSTICE COURT DOCUMENT SCANNING PLAN

The goal of the Justice Courts in Collin County is to scan each document into Odyssey as they are filed.  

1. The clerks at the front counter will process and scan most documents as they are filed by the public.  The scanners at the front counter also need the ability to scan driver’s license and smaller documents such as certificates and insurance cards.  The clerks that are not at the front counter will enter and scan documents also.  All clerks will need a scanner at their desk. 
2. The amount of documents to scan for each criminal case initially is approximately 10.  Other documents will be scanned to cases as they are filed.
3. The amount of documents to scan for each civil case initially is approximately 50.    Other documents will be scanned to cases as they are filed.
4. Criminal documents sent by mail will be distributed to the appropriate clerk and scanned.  
5. All new civil petitions that are filed individually will be scanned at the front counter as they are filed
6. All petitions sent by mail will be filed and given to the appropriate clerk to scan documents.

7. Each court has approximately 50-100 public walk ins daily.
