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PURPOSE:

To provide instructions for resolving and printing jail bond payments within Unity Client (County Finance) OnBase.
OBJECTIVE:
· To process jail bond receipts in Unity Client (County Finance) OnBase properly for payment;
· To process jail bond receipts in Unity Client (County Finance) OnBase consistently over time.

EVENT DRIVER:

· Jail bond receipts appear in the resolution folder in Unity Client (County Finance) OnBase.

PROCEDURES:
I. Jail Bond Resolution
1. Open Unity Client (County Finance) OnBase:
A. Click Workflow icon on the toolbar.  The Workflow window will open.
B. Click on the Payables Invoice Processing>MCF – Level 1 Issue Resolution folder.  
C. The first receipt will be displayed in the viewing pane.  Scroll to the middle to the receipt to locate the Court Name and Case Number fields 
If the case number is not a Superior Court case:

a. Click on the Re-Assign to Finance icon.  The User Interaction tab will be displayed asking: “Are you sure you would like to assign this Jail Bond to Finance?”.  Click Yes.  The receipt will be removed from the viewing pane. Click on the next receipt to view it in the viewing pane. 

If the case number is a Superior Court case:

a. Click on the Assign to Superior Court icon.  The User Interaction tab will be displayed asking: “Are you sure you would like to assign this Jail Bond to JB000248?”.  Click Yes. The Jail Bond Re-Indexing Form will appear. Enter the Total Amount Received from the Jail Bond receipt in the Invoice Amount in dollar and cents i.e. 75,000.00. Click Save. The receipt will be removed from the viewing pane. Click on the next receipt to view it in the viewing pane. 
D. Repeat step I.1.C.a. and b. for all remaining receipts. 

II. Printing and Researching Bonds
1. Open the Trust Response public e-mail folder.

A. Find the e-mail from VSSAdmin@mail.maricopa.gov that has the Maricopa County Electronic Funds Transfer Form attached.  Open the attachment and print the remittance advice.
B. Find the e-mail from OnBaseDistribution@mail.maricopa.gov that has the jail bond receipts attached.  Right click the first attachment and select Quick print. Continue until all receipts are printed.
C. Match the jail bonds listed on the Maricopa County Electronic Funds Transfer Form previously printed to verify all receipts have been printed.
2. To research the jail bond receipts follow the instructions in PRO-ACC-1002: Processing Wire Bond Payments.
POLICIES / RELATED DOCUMENTS:

· PRO-ACC-1002: Processing Wire Bond Payments
OTHER PARTIES INVOLVED:

· CMS Accounting
· Maricopa County Department of Finance
TIME / VOLUME:

· Varied
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Unity Client (County Finance) OnBase
· Trust Response public e-mail folder
REPORTS / FORMS:

· Maricopa County Electronic Funds Transfer Form (from County Finance)
· Bond Receipts 

DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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