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PURPOSE:

To provide instructions for processing Bond Exonerations.
OBJECTIVE:
· To process Bond Exonerations correctly and consistently over time.
EVENT DRIVER:

· An Order Exonerating Bonds is received.
PROCEDURES:
1. Open the Trust application.
2. Check the Trust Response e-mail folder within the public e-mail folders.
Note: If there are no e-mails in this folder, contact the Criminal Filing Counter to confirm no Exoneration Orders are to be processed at this time.
A. Open the attachment to the e-mail.
B. Click File>Save As.  The Save As pop-up window will open.  Save the file: S:\Fin_Svc\Manual Check\Trust\Exonerate\ [current year]\ [current date].  Click Save.
C. In the Thumbnail viewing pane on the left, scroll through the documents to search for Affidavit of Address Change for Bond Release forms.  
a. If no Affidavit of Address Change for Bond Release forms are present, skip to step 2.F.  If Affidavit of Address Change for Bond Release forms are present, review each form to confirm it is filled out correctly.  Click on the Maintenance (2 gears) icon in the toolbar of the Trust database application.  
b. The Account Maintenance pop-up window will open.  Enter the Case Number or Booking Number in the Search field and select the appropriate radio button (Case or Booking Number).  Click Search.

c. The Search Results viewing pane will display the Case Number/Plaintiff information.  Click Transactions.
d. The Maintenance pop-up window will open.  In the Comments field, enter the current date, per address change form updated from [current address] your initials.  

e. Click Paid By.  The Paid By pop-up window will open.  Enter the new address as shown on the Affidavit of Address Change for Bond Release.  Click Save.  The Paid By window will close.
f. On the Maintenance window, click Update.  The Update Record dialog box asking: Are You Sure You Would Like To Update? will appear.  Click Yes.

g. Click Exit.
D. Click the image on the Page Thumbnails for the Affidavit of Address Change for Bond Release and drag to: S:\Fin_Svc\Trust System\Address-Name Changes\Address Changes\Processed.
E. Rename the file Case number or Booking number. 
Note: For all case types except Criminal cases, the order must include the exact amount of the funds to be released, to whom the check is to be made payable, and the address where the check is to be mailed.  
F. Open the Thumbnail page view. Highlight the first Order Exonerating Bond.

a. In the Trust database application, click the ? icon in the toolbar and the Inquire pop-up window will open.  Enter the Case Number or Booking Number in the appropriate Search field (Case or Booking Number).  Click Search.
b. If the Case or Booking Number does not match any records, the No Matches Found dialog box will appear indicating: There were no funds on deposit for this case/booking numbers.  Click OK.

c. While on the Order Exonerating Bond form Click the image on the Page Thumbnails and drag to: S:\Fin_Svc\Manual Checks\Trust\Exonerate\Holding for Money. 
d. Rename the file the case number.
e. If the Case or Booking Number does match records, the Inquiry Detail dialog box will appear.  

i. If the Inquiry Detail shows that the bond has already been disbursed go to the next page.
ii. If the Inquiry Detail shows funds in the Deposit column, select the Deposits tab, click Preview, click Print in the toolbar. Select Adobe PDF printer.  Click Print. 
1. The Save PDF File As window will open.  Save the file to: S:\Fin_Svc\Manual Check\Trust\Checks\[current date]\[Case or Booking Number].  Click Save.

2. A new instance of Deposit information page will open displaying the Deposit Record.  Open the Page Thumbnails.

3. On the Thumbnail view highlight the Order Exonerating Bond and drag it to the Deposit Record Thumbnail so it appears after the Deposit Record. Click the Save icon.
G. Repeat step 2.F. until all Orders Exonerating Bond have been processed.
POLICIES / RELATED DOCUMENTS:

· N/A 
OTHER PARTIES INVOLVED:

· Criminal Filing Counter

· CMS Accounting
· Authorized check approvers
TIME / VOLUME:

· Varied
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Trust Response public e-mail folder
· Trust database application
· S:\Fin_Svc\Manual Checks\Trust\Checks 
· S:\Fin_Svc\Manual Checks\Trust\Exonerate

· S:\Fin_Svc\Trust System\Address-Name Changes
· Adobe Acrobat X-Pro

REPORTS / FORMS:

· N/A
DEFINITIONS:
· Exoneration: A contractual agreement by which one individual assents to relinquish a claim or right under the law to another individual against whom such claim or right is enforceable.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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