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PURPOSE:

To provide instructions for transmitting payment of bonds to the Maricopa County Sheriff’s Office.
OBJECTIVE:
· To transmit payment of bonds to the Maricopa County Sheriff’s Office correctly and consistently over time.
EVENT DRIVER:

· A criminal bond is paid to Maricopa County Clerk of Superior Court. 
PROCEDURES:
I. Receipt of Deposit 
1. Open the Trust Response Public e-Mail.

A. Print the Receipt of Deposit.
B. Retrieve the printed document. 

2. Open iCIS.
A. Select Criminal, CR COC View Only.
B. Enter the Case Number in the Case # field.
C. Enter the Defendant ID Number in the Defendant ID field.

D. Click Search.  The case record will open.
E. Compare the printed document to the record in iCIS for accuracy.  
a. Verify the case number on the imprinted receipt is the same case number shown in iCIS.  
Note: If the case number on the imprinted receipt is not correct, notify the area that took the payment, the cashier must void and reissue the receipt correctly.
b. If the defendant is not in custody, the case number is all that is needed. However, if the Receipt of Deposit form indicates that the defendant is in custody, both the Case Number and Booking Number are required.  If the Booking Number is not shown in the Booking Number field, return the form to the cashier and request the booking number be added to the document.  The cashier is responsible for calling Maricopa County Sherriff’s Office (SIMS) to verify the details of the case and confirm payment can be accepted.
c. If the ARS code is not shown next to the description of the charges on the Receipt of Deposit, look it up in the case record in iCIS.
d. Click Entry>Docket.  Locate the current warrant.  If the warrant was issued for a probation violation, then list “Probation Violation” in the Charges field of the Receipt of Deposit.  No ARS Code or individual charges should be listed.

e. If the warrant is issued other than a probation violation, click Entry>Charges.  The Charges window will open and the associated ARS Code(s) will be listed.  Enter the respective ARS Code(s) in the Charges field of the Receipt of Deposit.
II. Transmitting Bond Payments Maricopa County Sheriff’s Office:
1. Log into the JMS designated computer.

2. Double click on the Lejis icon to open the application.  
A. Using the arrow key, move the cursor up to the CMD field.
B. Replace what is in that field with CJMG.  The cursor will automatically move to the KEY field.  
a. If the defendant is in custody, enter into the KEY field: BFSUP.  Click Enter.
i. Another window will open.  

ii. In the BOOK NO field, enter the Booking Number.  The cursor will automatically move to the LAST field.  Enter the last name of the defendant.

iii. Tab to the FIRST field and enter the first name of the defendant.

iv. If a middle initial has been provided, tab to the MI field and enter the middle initial.

v. Tab to the first available field of the CHARGES.  Enter the ARS number and <space>, the description of the charges. Unless the warrant was issued for a Probation Violation.
vi. Tab to the CASE NO field.  Enter the case number (no dashes) for the associated charge.

vii. Repeat steps II.2.A.a.1.v. & vi. until all charges are entered.

viii. Tab to the BOND AMOUNT field and enter the bond amount.

ix. Tab to the RECEIPT NO field and enter the receipt number.

x. Tab to the RECEIVED BY field.  Enter the cashier’s first initial and last name.

xi. Tab to the DATE field.  Enter MMDDYYYY (no dashes or slashes).  The cursor will automatically move to the TIME field.
xii. Enter the military time shown in the lower right hand corner of the Lejis window (HHMM, no colon).  Click Enter.  On the printed Receipt of Deposit, write the date and time shown.

b. If the defendant is NOT in custody, enter into the KEY field: BFNIC.
i. Another window will open.  
ii. Tab to the LAST field.  Enter the last name of the defendant.
iii. Tab to the FIRST field and enter the first name of the defendant.
iv. If a middle initial has been provided, tab to the MI field and enter the middle initial.
v. Tab to the first available field of the CHARGES.  Enter the ARS number and <space>, the description of the charges. Unless the warrant was issued for a Probation Violation.
vi. Tab to the CASE NO field.  Enter the case number (no dashes) for the associated charge.

vii. Repeat steps II.2.A.a.1.v. & vi. until all charges are entered.

viii. Tab to the BOND AMOUNT field and enter the bond amount.

ix. Tab to the RECEIPT NO field and enter the receipt number.

x. Tab to the RECEIVED BY field.  Enter the cashier’s first initial and last name.

xi. Tab to the DATE field.  Enter MMDDYYYY (no dashes or slashes).  The cursor will automatically move to the TIME field.

xii. Enter the military time shown in the lower right hand corner of the Lejis window (HHMM, no colon).  Click Enter.  On the printed Receipt of Deposit, write the date and time shown.
3. Open the Trust System.
A. Enter the bond into the Trust System according to PRO-ACC-1011: Entering Bonds in the Trust System.

B. When entering the bond, in the COMMENT field, enter: Transmitted to jail, today’s date, time sent and your initials.

POLICIES / RELATED DOCUMENTS:

· PRO-ACC-1011: Entering Bonds in the Trust System 
OTHER PARTIES INVOLVED:

· Maricopa County Sheriff’s Office
· COSC Filing Counter

TIME / VOLUME:

· Varied
FREQUENCY:

· Varied
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Trust Response Public e-Mail folder
· Trust database application
· JMS application
· iCIS application
REPORTS / FORMS:

· Receipt of Deposit
DEFINITIONS:
· ARS: Arizona Revised Statute
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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