
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
ONI BOSTON
	

	
	Area: CASH MANAGEMENT SERVICES
Document Number: PRO-ACC-1002 
Subject:  Processing Wire Bond Payments
Page: 4  of 5
	Effective Date: 09/14/2012

	
	
	Revision Level: A
L.R.D.: 04/28/2017



PURPOSE:

To provide instructions for processing bond payments received by wire transfer from Maricopa County Department of Finance.
OBJECTIVE:
· To research bonds prior to entering into the Trust System;
· To enter bonds into the Trust System consistently and accurately over time.

EVENT DRIVER:

· E-mail notification is received for jail bonds paid to Maricopa County by the Department of Finance.
PROCEDURES:
I. Researching Bonds
1. Open iCIS:
A. Select the CR COC Staff option; the main screen will open.
B. Enter the Case Number and the Defendant ID Number. Hit enter. 

                      Note: Only criminal cases should have Defendant ID Numbers.  
a. Verify the name in iCIS matches the name on the jail bond receipt. 
i. If the name is different, write the case name as shown in iCIS on the bond receipt and write AKA next to the printed name on the bond receipt.
For PF Cases: 
C. Change the PF to CR and search within the CR COC Staff iCIS following steps I.1.A and B.a.
D. If no case information populates, right click the iCIS screen and select “IA Info”
a. Then select “IA COC Direct Files”

b. Click on Menu>Search.  The Search window will open.

c. Enter the Booking Number to see if the case has been filed or not.

d. Scroll to the bottom of the page to IA Results and verify that the case number is the same as shown on the bond receipt.  If it is NOT the same, cross out the incorrect case number on the bond receipt and write in the correct case number as shown on the IA Detail.  
e. If the case has not been filed, click on the defendant’s name to display the IA Detail.  Scroll to the bottom of the page to IA Results and verify that the Action Status displays Charges Not Filed, write the word Scratched, the date it was scratched, and the booking number on the bond receipt.  Print the IA page by right clicking on the page and selecting Print. The IA printed page is attached to the bond receipt.
E. For Family Court Cases (FC, FN, or DR): 
a. Click on Menu>My Profile>Change Application.  The Application/Group window will open.
b. Select the FC COC View Only.

c. Enter the Case Number and hit enter. 
e. Verify the name in iCIS matches the name on the jail bond receipt.
f. Locate the Atlas Number found under Legal Numbers or in a docketed Minute Entry.  
g. Determine if the case is IVD or Non-IVD.

h. Write the party’s name, case number, Atlas number, IVD or Non-IVD status, service code: 779, and dollar amount on the receipt.

i. This will be given to the Billing and Deferral Unit for receipting.

j. Upon return of the documents from Billing and Deferral, e-mail a copy of the bond receipt and cash system receipt to:  COCFSSCashPaymentForms@mail.maricopa.gov.  

II. Entering Bonds in the Trust System:

1. The Accountant will provide the Deposit Clerk a copy of the bank statement detailing an EFT credit for incoming bonds. Match this with the applicable bonds previously sent from the Department of Finance.

2. Open the Trust System.
3. Click on the Batch Deposit icon.  The Batch Entry of Deposits pop-up window will be displayed.  
4. Enter the amount of the deposit shown on the copy of the bank statement.  Hit Enter.  The Specify Case Number and/or Booking Number pop-up window will be displayed.  
5. Enter the Case Number.  Select Enter.  The Batch Entry of Deposits window will open.  
6. Click on Plaintiff #1; the Plaintiff #1 pop-up window will be displayed.
7. Enter the Plaintiff’s Name (for CR cases, the Plaintiff is always the State of Arizona; click on the Business radio button, tab to Business Name, press Ctrl P and the STATE OF ARIZONA will automatically populate the name field.).  Save.
8. Tab to Defendant #1 and hit Enter (or click on Defendant #1).  The Defendant #1 pop-up window will be displayed.  
9. Tab to Deposit Amount field; enter the amount of the bond found on the bond receipt.  
10. Tab to Paid For: and hit Enter (or click on Paid For:). The Paid For pop-up window will be displayed.  
11. Enter the Defendant’s name (first, middle, last).  Save.
12. Tab to Paid By: and hit Enter (or click on Paid By:).  Select Person, Business or Attorney depending on party posting bond shown on the bond receipt.  Enter the Bail Bond Received From information (name and address).   Save.
13. In the Bank field, enter the Clerk’s servicing bank name.  

14. In cases of for Charges Not Filed: In the Comments field, enter the word Scratched and the Date Charges Not Filed noted on the bond receipt.  
15. If there is a Related Case, this information should be entered into the comment field.
16. Tab to Receipt Number field, enter the receipt number of the bond receipt.

17. Tab to Deposit Date field, enter the date of the deposit (Ctrl D for today’s date).

18. Tab to Deposit Type field, using the drop down menu, select the appropriate deposit type (i.e.: B – Bond; SC – Charges Not Filed).
19. Tab to Payment Type field, using the drop down menu, select W for wire transfer.

20. Tab to and Enter or click on Add Deposit.  The Add Deposit? Pop-up window will be displayed.  Click OK or Enter.  The Continue? pop-up window will be displayed.  Click Yes or Enter.

21. Repeat steps 4 through 19 until all bonds are entered.

22. After all bonds are entered, the Print Batch pop-up window will be displayed instead of the Continue pop-up window.  
23. Click Yes or Enter.  The Batch Deposit Summary will be displayed.  Verify the amount.  Close the Batch Deposit Summary.  The Post Deposit Records pop-up window will be displayed.
24. Click OK or Enter.  The Post Batch Records pop-up window will be displayed summarizing how many Deposit Records were posted.  Click OK or Enter.  The Print a Notice of Deposit(s)? pop-up window will be displayed.  Click Yes or Enter.  The printable Notice of Deposit will be displayed.  Click the Print icon.  The Print pop-up window will be displayed.  Verify the printer to which the Notice of Deposit is to be printed and click OK.
25. Remove Notice of Deposit(s) from the printer.
26. Match the Notice of Deposit with the respective bond receipt, verifying the information has been entered correctly, and staple them together.
27. Forward the bonds and the copy of the bank statement to the cashier to be entered into the Cash Receipting system per WI-BILL-1016: Bonds Receipting.  

i. Once receipted, the Billing and Deferral Unit will return the paperwork to Accounting.  Verify the case number and dollar amount on the Notice of 
Deposit matches the cash receipt stamp in the upper right hand corner of the document.
ii. Verify the service code used on the receipt stamp reads: BAIL BONDS
28. Take the completed bonds to be filed in the appropriate bin in the mail room to be docketed.

POLICIES / RELATED DOCUMENTS:

· PRO-BILL-1016: Bonds Receipting
OTHER PARTIES INVOLVED:

· Maricopa County Sherriff’s Office
· Maricopa Department of Finance
· Billing & Deferral Department
· Family Support Services

TIME / VOLUME:

· Varied
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Trust System
· iCIS
· Microsoft Outlook
REPORTS / FORMS:

· N/A
DEFINITIONS:
· Charges Not Filed (Scratched): The County Attorney’s office has determined that there is not enough information to proceed with the case at this time.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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