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PURPOSE:

To provide instructions for processing Minute Entry Orders. 
OBJECTIVE:
· To process Minute Entries correctly and consistently over time.
EVENT DRIVER:

· A Minute Entry is received in the public e-mail folders.
PROCEDURES:
1. Open the Trust Response e-mail: Public Folders\All Public Folders\Departmental Discussions\Clerk of the Court\Financial Services\Trust Response.
A. Review the list of e-mails received, looking for e-mails from Meeds-Clerk of Court. A case number will be in the subject line.
B. Highlight the first e-mail.

C. Open the attachment (Minute Entry) to the e-mail.
D. Review the attached Minute Entry for any refunds of fees.
E. If the order pertains to a refund of fees, open the Cash Receipting system.
F. Click on Inquiries>Receipt Inquiry.  The Receipt Inquiry window will open.
G. Enter the case number from the Minute Entry into the Case # field in the Receipt Inquiry window.  Click search.
H. If there is more than one receipt, a list will be displayed in the viewing pane.  Click on the Detail tab to view the receipt detail.  Click on the blue right arrow to the right of the Detail tab to scroll through each receipt until the appropriate one reflected in the Minute Entry is found.  The refund can apply to more than one receipt. Verify the payment type on the receipt:
a. If the fee was paid with a credit card and we are refunding the total amount of the charge: Forward the e-mail with the Minute Entry attachment to the Accountants for processing.  In the body of the e-mail indicate the receipt number to be refunded. 
b. If the fee was paid by a means other than a Credit Card or we are refunding only a portion of the charge: In the e-mail attachment, scroll to the page that contains the refund of fees order.
c. In the Cash Receipting System right click on the receipt detail and select print.  The Print pop-up window will open.

i. In the Select Printer window, highlight Adobe PDF and click Print.  The Save As pop-up window will open.
ii. In the File name field enter the case number.  Save the file to: S:\Fin_Svc\Manual Checks\Fee\[current date]. Click Save. 
iii. Open the Page Thumbnails of the Minute entry.  Click the page(s) and drag it to the file previously created with the receipt, dropping it as the last page of the Thumbnail.  Click save and close the file.
d. Delete the e-mail from Trust Response.

I. Delete the e-mail from the Trust Response folder if the Minute Entry does not contain a refund of fees.
Note: If the Minute Entry is for a criminal case and it orders the exoneration of funds, check to see if the funds are on deposit in Trust. See PRO-ACC-1005: PROCESSING BOND EXONERATIONS.
POLICIES / RELATED DOCUMENTS:

· N/A
OTHER PARTIES INVOLVED:

· The Courts
· CMS Accounting
TIME / VOLUME:

· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Public e-mail: Trust Response folder
· Trust database application
· S:\Fin_Svc\Manual Checks\Fee\[current date]
· Cash Receipting System

REPORTS / FORMS:

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