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Key in other details from Image. If Legal
Each DE Staff Description is not available, or if document
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Verifier takes the
Batch Form and
goes to his/her

workstation
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He/She does data entry for Volume/
Pg, Legal, Names, and Dates. As each
field is typed in it is matched with the
data that was keyed in earlier by the

Keyer. If there are any changes
detected, Verifier is given a choice to
Change or to leave as is. If Change is

selected, then a Change Code is
keyed in and the field is committed. If
Change is selected, the Verifier notes
what was wrong on the Batch Form.
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After Batch is
Verified, the Batch
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Form is placed in
the Completed
Tray.

For each Batch that is
Completed, the Team Lead
can immediately Merge the

Batch Data into the TP3

master data or schedule the

Batch for Merging later

during the day.

DONE. Documents
for the filing date on
Page 1 are available
for Search
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= Production Production Manager creates
% Manager runs several reports by
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’ 1) Missing Documents
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