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PURPOSE:

To provide instructions for creating vendors, invoices/vouchers and manual checks within GP. Including releasing funds from the Trust system and adding a note to the Cash Receipting System to document payment on the Fee and CFO account.
OBJECTIVE:
· To produce Trust, Fee and CFO checks for payment accurately and consistently over time.
EVENT DRIVER:

· An order to release funds or a check request is received. 
PROCEDURES:
I. Trust:

1. Open the check file previously created located in S:\Fin_Svc\Manual Checks\Trust\Checks\ [Current Date MM-DD].  Double-click on the first record to open.  
2. Open Microsoft Dynamics GP-PROD select Company Finance from the pull down menu click OK. 
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3. Click Purchasing from side toolbar.

Creating Vendors
1. Click Vendor within the Cards section. The Vendor Maintenance screen will open.
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2. Click the magnified glass to open the Vendor search window. 
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3. Enter the first name of the Payee/Bond Poster in the Find by Vendor Name and Tab. Review the list populated to verify the Vendor wasn’t previously entered. If Payee/Bond Poster name is listed highlight the name and double click. The Vendor Maintenance screen will open to review the Vendor address, Class ID and Shipping Method. Update any necessary information and Save.
4. If the name doesn’t populate close the window and return to the Vendor Maintenance screen.
5. Enter Vendor ID using T for Trust, first, middle and last name initials. If this is used by another vendor add 1, 2 etc. after initials until you find a Vendor ID not previously used.
6. Type or copy and paste the payee name from the Trust info sheet into the Name field. The Short Name and Check Name will auto populate as you Tab thru the fields. 

7. Status- Select Temporary from pull down menu.
8. Class ID – Click magnified glass select Trust.
9. Address ID – Enter Primary.
10. Address-Copy and Paste Address from Trust info sheet.

11. Shipping Method click magnified glass.
12. Select.
A. Criminal – Exoneration
B. Non-Criminal – Released
C. Not Filed – Scratched
13. The Shipping Method window will close and return to Vendor Maintenance.
14. Click Save.
15. Continue until all Vendors are added for each check to be issued.


Transaction Entry- Creating Invoice/Voucher Batch
1. Select within Transactions section–Transaction Entry. 
2. Batch ID -Enter Batch ID as T [current date] Tab.
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3. The pop up window will open select Add.
4. The Payables Transaction Entry window will open.
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5. Click magnified glass next to Checkbook ID the Checkbooks window will open.
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6. Select Trust10005 the window will close and return to Payables Batch Entry window.

7. Click Save. The window will close and return to the Payables Transaction Entry window.
8. Description -Copy and paste defendant’s name from Trust Info sheet. 
9. Vendor ID- Click the magnified glass next to the field.

10. The Vendor search window will open.

11. Enter Payee name in search field and Tab to search list.

12. Double click Vendor name from list. The search window will close.

13. Document Number- Copy and Paste case number into field.

14. Purchases-Enter the dollar amount for the check to be issued.
15. Click Save.
16. As invoices are entered add amounts of each check to be issued to verify Batch Total.
17. Continue adding Invoices for each check to be issued.

18. Once all invoices have been entered Click the blue arrow next to Batch ID.
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16. The Payables Batch Entry window will open. 
17. Close Payables Transaction Entry window behind Payables Batch Entry window.
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18. Verify the total amount of checks equals the Batch Total.
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19. Click Submit from the toolbar. The Workflow Action window will open. Click Submit and the window will close.
20. Posting Invoices-Click the magnified glass next to the Batch ID field. The Payables Batch ID window will open.
21. Select the invoice batch previously submitted. The window will close and return to the Payables Batch Entry window.
22. Click Post from the toolbar. 
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23. The Report Destination window will open click Cancel.
24. The Progress window will open. Once the invoices have Posted the screen will close. 
25. Close Payables Batch Entry window.

Creating Check Batch

1. Select within Transactions section-Select Check.
2. The Select Payables Checks window will open.
3. Enter the same Batch ID created for the invoices/voucher T [current date].
4. Click Add on the pop up window “Do you want to add this batch”.
5. The Payables Batch Entry screen will open. 
6. Click the magnified glass next to the Checkbook ID window.
7. Checkbooks window will open select -Trust1005. Save.
8. The Checkbook window will close and return you to the Select Payable Checks window.
9. Click the drop down arrow next to Select-Vendor ID. 
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10. Select Class ID.
11. Select the magnified glass next to the From window.
12. The Vendor Classes window will open Select Trust.
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13. The To window will auto populate Trust.
14. Select Insert next to the Restrictions window.
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15. Select Build Batch from the toolbar.
16. The Batch Total field will populate with the total dollar amount for the check batch
17. Verify Batch Total equals your previously created invoice batch.
18. Select the blue arrow next to the Batch ID.
19. The Payables Batch Entry window will open.
20. Close the Select Payables Checks window. 
21. Select File on the toolbar.
22. Select Print from the dropdown window.
23. The Report Destination window will open.
24. Check the box next to Screen and uncheck Printer. Select OK.
25. The Computer Checks Edit List will open.
26. Select File-Save As. Change the file name to GP Attachment. Save the document in the previously created check folder located in S:\Fin_Svc\Manual Checks \Trust\Checks\[Current Date].
27. Enter the Payment Numbers in front of the case numbers previously created in the check folder.
Disbursing Funds From Trust

1. Open the Trust database.
2. Click on the Disbursement icon in the toolbar.  
3. The Specify Case Number and/or Booking Number pop-up window will be displayed.

4. Enter the Case Number or Booking Number from the first payment shown on the Computer Checks Edit List.   Click OK.  
5. The Entry of Disbursements window will open.
6. Enter the dollar amount to be disbursed in the Disburse Amt field.
7. Tab to or click the Disbursement Date field.  Enter the current date or Ctrl D on your keyboard will auto fill the current date.
8. Tab to or click on the Payment ID field.  Enter the Payment Number from the Computer Checks Edit List.
9. Click on Paid To. The Paid To pop-up window will be displayed.
10. Click on the appropriate radio button, and enter the name of the Payee in the appropriate fields.  Click Save.
11. The Add a Disbursement window will open asking Are you sure you would like to create a Disbursement Record?  Click Yes.
12. The Disbursement Record Posted window will open advising that A Disbursement was Successfully Posted.  Click OK.
13. The Generate Notice of Release window will open asking to Preview/Print, eFile Now, Save to File, or Close. Click Close.  The window will close.
14. The Create Another Disbursement window will open asking Do you want to create another Disbursement?  Click Yes, unless all funds have been disbursed from the Trust database.
15. Continue disbursing all funds from Trust shown on the Computer Checks Edit List.
Preparing files for Check Approvers

1. Click the “E” on the Trust toolbar. The eFiling Control Center window will open.  Click the Search button.
2. Click the Select All button.
3. Click Save to File button.
4. The Save As window will open.
5. Open the previously created check folder located in S:\Fin_Svc\Manual Checks \Trust\Checks\[Current Date].
6. Save the file as “NRD” (Notice of Release of Deposit with Court).  Click Save.
7. The message appears: The document(s) that have been saved to the specified file window will open. Click OK.

8. Open the file named “NRD” pdf. Open the Page Thumbnail.
9. Open the first pdf file listed with the corresponding case number/ booking number and Payment ID. Open the Page Thumbnail. 
10. Highlight the “NRD” Page Thumbnail that matches to the case number/booking number on the file that is open.  
11. Drag and drop the “NRD” before the first page in the file.  Click Save.
12. Continue until all “NRD”’s have been saved in the corresponding files. Delete file named “NRD”.
13. Once all NRDs are correlated return to GP.

14. Click Submit from the toolbar on the Payables Batch Entry screen.

15. The Workflow Action window will open. Click Submit and the window will close.
Printing Checks 
1. You will receive an email from Dynamics GP Workflow once the checks have been approved. 

2. Select Print Checks from the Purchasing-Transaction window.

3. The Print Mekorma MICR Payables Checks window will open.
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4. Click the magnified glass next to the Batch ID field. 

5. The Payables Batch ID window will open. 

6. Select the approved batch.

7. Select Print from the toolbar.

8. The Mekorma MICR Check Printing Window open.
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9. Select Print from toolbar.

10. The Post Payables Checks window will open. 
11. Verify all checks have printed correctly.

12. Select Process and the Report Destination window will open. Select Screen and uncheck Printer. Click OK.
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13. The Screen Output PM Computer Check Register will open. 

14. Select Print and Select the Adobe Printer from the list of printers. 

15. Save as CK REG in the current Trust check folder S:\Fin_Svc\MANUAL CHECKS\TRUST\CHECKS\[current date].

16. After saving close the Screen Output PM Computer Check Register window.

17. Open the Trust database, click on the “E” on the Trust toolbar. The eFiling Control Center window will open. Click Search.
18. A Notice of Release of Deposit will appear for each disbursement made. 
19.  **NOTE** only Civil, Family and Criminal Notices of Release can be e-Filed and all other case types must be printed and manually filed.
20. In the Selected column, double click and change the No to Yes for case types other than CV, FC, CR. Click the Discard button. 
21. Click Search again to refresh the list. Click the Select All button. Click e-File button to e-file the remaining notices of release.
22. Place check in a window envelope and place in the outgoing mail.
II. Fees: 
1. Open the check file previously created located in S:\Fin_Svc\MANUAL CHECKS\FEE\ [Current Date MM-DD].  Double-click on the first record to open.  
2. Open Microsoft Dynamic GP-PROD select Company Finance from the pull down menu click OK. 
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3. Click Purchasing from side toolbar.

Creating Vendors
1. Click Vendor within the Cards section. The Vendor Maintenance screen will open.
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2. Click the magnified glass to open the Vendor search window. 
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3. Enter the first name of the Payee in the Find by Vendor Name and Tab. Review the list populated to verify the Vendor wasn’t previously entered. If Payee/Bond Poster name is listed highlight the name and double click. The Vendor Maintenance screen will open to review the Vendor address, Class ID and Shipping Method. Update any necessary information and Save.
4. If the name doesn’t populate close the window and return to the Vendor Maintenance screen.
5. Enter Vendor ID using F for Fees, first, middle and last name initials. If this is used by another vendor add 1, 2 etc. after initials until you find a Vendor ID not previously used.
6. Type or copy and paste the payee name from the Check Request/Order into the Name field. The Short Name and Check Name will auto populate as you Tab thru the fields. 

7. Status- Select Temporary from pull down menu.
8. Class ID – Click magnified glass select the appropriate class ID.
9. Address ID – Enter Primary.
10. Address-Enter Address from Check Request/.Order.

11. Shipping Method click magnified glass.

12. Select the appropriate Shipping Method.
13. The Shipping Method window will close and return to Vendor Maintenance.
14. Click Save.
15. Continue until all Vendors are added for each check to be issued.

Transaction Entry- Creating Invoice/Voucher Batch

1. Select within Transactions section–Transaction Entry. 
2. Batch ID -Enter Batch ID as follows F [current date] Tab.
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3. The pop up window will open select Add.

4. The Payables Transaction Entry window will open.
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5. Click magnified glass next to Checkbook ID the Checkbooks window will open.
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6. Select FEES10002 the window will close and return to Payables Batch Entry window.

7. Click Save. The window will close and return to the Payables Transaction Entry window.
8. Description enter appropriate description i.e. e-filing Civil case number. 
9. Vendor ID- Click the magnified glass next to the field.

10. The Vendor search window will open.

11. Enter Payee name in search field and Tab to search list.
12. Double click Vendor name from list. The search window will close.

13. Document Number- Copy and Paste case number or appropriate information for check into field i.e. e-filing form set number.

14. Purchases-Enter the dollar amount for the check to be issued.
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15. The Payable Transaction Entry Distribution window will open.

16. Click Distributions to enter GL codes associated with the refund check being issued. See Cash Receipting-Inquiries-Receipt Item Inquiry. Pay GL code will always be 2302-2 for fee checks. 
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17. Click Ok to closed window.
18. Click Save.
19. Continue adding Invoices for each check to be issued. 
20. As invoices are entered add amounts of each check to be issued to verify Batch Total.
21. Click the blue arrow next to Batch ID.
22. The Payables Batch Entry window will open. 
23. Close Payables Transaction Entry window behind Payables Batch Entry window.
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24. Verify the total amount of checks equals the Batch Total. 
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24. Click Submit from the toolbar. The Workflow Action window will open. Click Submit and the window will close.
25. Posting Invoices-Click the magnified glass next to the Batch ID field. The Payables Batch ID window will open.

26. Select the invoice batch previously submitted. The window will close and return to the Payables Batch Entry window.

27. Click Post from the toolbar. 
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28. The Report Destination window will open click Cancel.
29. The Progress window will open. Once the invoices have Posted the screen will close. 
30. Close Payables Batch Entry window.

Creating Check Batch
1. Select within Transactions section-Select Check.
2. The Select Payables Checks window will open.
3. Enter the same Batch ID created for the invoices/voucher F (current date).
4. Click Add on the pop up window “Do you want to add this batch”.
5. The Payables Batch Entry screen will open. 
6. Click the magnified glass next to the Checkbook ID window.
7. Checkbooks window will open select –FEES10002 Save.
8. The Checkbook window will close and return you to the Select Payable Checks window.
9. Click the drop down arrow next to Select-Vendor ID. 
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10. Select Class ID.
11. Select the magnified glass next to the From window.
12. The Vendor Classes window will open Select the first Class ID previously used to set up invoices.
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13. The To window will auto populate.
14. Select Insert next to the Restrictions window.
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15. Select Build Batch from the toolbar.
16. If you have multiple Class IDs to add to one check batch repeat steps 10-15. Instead of Building the Batch you will select Add to Batch. 
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17. The Microsoft Dynamics GP pop up window will open after adding each Class ID click Continue.
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18. Once all Class IDs have been added to the check batch verify Batch Total equals your previously created invoice batch.  
19. Select the blue arrow next to the Batch ID.
20. The Payables Batch Entry window will open.
21. Close the Select Payables Checks window. 
22. Select File on the toolbar.
23. Select Print from the dropdown window.
24. The Report Destination window will open.
25. Check the box next to Screen and uncheck Printer. Select OK.
26. The Computer Checks Edit List will open.
27. Select File-Save As. Change the file name to GP Attachment. Save the document in the previously created check folder located in S:\Fin_Svc\MANUAL CHECKS\FEE\ [Current Date MM-DD].
28. Enter the Payment Numbers after the case numbers previously created in the check folder.
Adding notes to Cash Receipting
1. Open the check file previously created: S:\Fin_Svc\Manual Checks\Fee\ [Current Date].  Double-click on the first file listed.  
2. On the check request, enter the current date and the payment ID in the appropriate space provided.
3. Open the Cash Receipting System.  Click Inquiry>Receipt Inquiry.  In the Receipt Number field, enter the receipt number as indicated on the check request.  Click Search.  The Receipt Detail tab will open.
4. Click on Add Note.  The Notes Entry pop-up window will open.
5. From the Note Type pull-down menu, select Accounting.
6. On the Note screen enter: 
A. The reason for the check.
B. The amount of the check.
C. The payment ID.
D. The date the check was issued.
E. Click Save.
F. Example: REFUND $140 PID 1003214 02/13/17
7. Right click on the file, click copy, and save the file to S:\Fin_Svc\Accounting CheckRequests\[into the appropriate folder]:
Printing Checks 

1. You will receive an email from Dynamics GP Workflow once the checks have been approved. 

2. Select Print Checks from the Purchasing-Transaction window.

3. The Print Mekorma MICR Payables Checks window will open.
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4. Click the magnified glass next to the Batch ID field. 

5. The Payables Batch ID window will open. 

6. Select the approved batch.

7. Select Print from the toolbar.

8. The Mekorma MICR Check Printing Window open.
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9. Select Print from toolbar.

10. The Post Payables Checks window will open. 

11. Verify all checks have printed correctly.

12. Select Process and the Report Destination window will open. Select Screen and uncheck Printer. Click OK.

[image: image35.png]i

p AR I - b

Clear Options  File | 195 Help Add
v v ¥ Note

Actio.. Options _file | - Help

BatchID T01/2213 CheckbookID | TRUST10005
Posting Date | WIPRANE =] Name. Tt Disbursement
Process: Post Checks - Curency ID

Check Date 01222019

‘oid or Reprint Range: @ Al (©) From:
To

Starting Check Number 035447





13. The Screen Output PM Computer Check Register will open. 

14. Select Print and Select the Adobe Printer from the list of printers. 

15. Save as CK REG in the current Fee check folder S:\Fin_Svc\MANUAL CHECKS\Fee\ [current date].

16. After saving close the Screen Output PM Computer Check Register window.

17. Place check in a window envelope and place in the outgoing mail.
III.  Fees: **** Special Process **** Clearinghouse/DCSE Checks Only ****

1. After the Clearinghouse and DCSE checks are printed email OTC reports to: azcppexceptions@informatixinc.com.
2. Include the following language in the email:

Informatix,
Check #028408 in the amount of $21,983.09 and check #028409 in the amount of $1,100.00 will be mailed today with the attached transmittals. 

Thank you, 

Maricopa Accounting Team

IV. Criminal Financial Obligations (CFO):
1. Open the check file previously created: S:\Fin_Svc\MANUAL CHECKS\RFR\ [current date].  Double-click on the first record.
2. Open the check file previously created located in S:\Fin_Svc\MANUAL CHECKS\RFR\ [current date].  Double-click on the first record to open.  
3. Open Microsoft Dynamics GP-PROD select Company Finance from the pull down menu click OK. 
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4. Click Purchasing from side toolbar.

Creating Vendors
1. Click Vendor within the Cards section. The Vendor Maintenance screen will open.
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2. Click the magnified glass to open the Vendor search window. 
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3. Enter the first name of the Payee in the Find by Vendor Name and Tab. Review the list populated to verify the Vendor wasn’t previously entered. If Payee/Bond Poster name is listed highlight the name and double click. The Vendor Maintenance screen will open to review the Vendor address, Class ID and Shipping Method. Update any necessary information and Save.
4. If the name doesn’t populate close the window and return to the Vendor Maintenance screen.
5. Enter Vendor ID using R for RFR, first, middle and last name initials. If this is used by another vendor add 1, 2 etc. after initials until you find a Vendor ID not previously used.

6. Type or copy and paste the payee name from the Check Request/Order into the Name field. The Short Name and Check Name will auto populate as you Tab thru the fields. 
7. Status- Select Temporary from pull down menu.
8. Class ID – Click magnified glass select the appropriate class ID.
9. Address ID – Enter Primary.
10. Address-Enter Address from Check Request/.Order.

11. Shipping Method click magnified glass.

12. Select the appropriate Shipping Method.
13. The Shipping Method window will close and return to Vendor Maintenance.
14. Click Save.
15. Continue until all Vendors are added for each check to be issued.

Transaction Entry- Creating Invoice/Voucher Batch

1. Select within Transactions section–Transaction Entry. 
2. Batch ID -Enter Batch ID as follows R [current date] Tab.
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3. The pop up window will open select Add.

4. The Payables Transaction Entry window will open.
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5. Click magnified glass next to Checkbook ID the Checkbooks window will open.
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6. Select CFO10004 the window will close and return to Payables Batch Entry window.

7. Click Save. The window will close and return to the Payables Transaction Entry window.
8. Description enter appropriate description for check being issued.
9. Vendor ID- Click the magnified glass next to the field.

10. The Vendor search window will open.
11. Enter Payee name in search field and Tab to search list.

12. Double click Vendor name from list. The search window will close.

13. Document Number- Copy and Paste case number into field.

14. Purchases-Enter the dollar amount for the check to be issued.
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15. The Payable Transaction Entry Distribution window will open.
16. Click Distributions to enter GL codes associated with the check being issued. See Cash Receipting-Inquiries-Receipt Item Inquiry. Pay GL code will always be 2302-4 for RFR checks.


17. Click Ok to closed window.

18. Click Save.
19. Continue adding Invoices for each check to be issued. 
20. As invoices are entered add amounts of each check to be issued to verify Batch Total.
21. Click the blue arrow next to Batch ID.
22. The Payables Batch Entry window will open. 
23. Close Payables Transaction Entry window behind Payables Batch Entry window.
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24. Verify the total amount of checks to be issued matches the Batch Total.
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25. Click Submit from the toolbar. The Workflow Action window will open. Click Submit and the window will close.
26. Posting Invoices-Click the magnified glass next to the Batch ID field. The Payables Batch ID window will open.

27. Select the invoice batch previously submitted. The window will close and return to the Payables Batch Entry window.
28. Click Post from the toolbar. 
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29. The Report Destination window will open click Cancel.
30. The Progress window will open. Once the invoices have Posted the screen will close. 
31. Close Payables Batch Entry window.

Creating Check Batch
1. Select within Transactions section-Select Check.
2. The Select Payables Checks window will open.
3. Enter the same Batch ID created for the invoices/voucher R (current date).
4. Click Add on the pop up window “Do you want to add this batch”.
5. The Payables Batch Entry screen will open. 
6. Click the magnified glass next to the Checkbook ID window.
7. Checkbooks window will open select – CFO10004 Save.
8. The Checkbook window will close and return you to the Select Payable Checks window.
9. Click the drop down arrow next to Select-Vendor ID. 
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10. Select Class ID.
11. Select the magnified glass next to the From window.
12. The Vendor Classes window will open. Select the first Class ID previously used to set up invoices.
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13. The To window will auto populate.
14. Select Insert next to the Restrictions window.
[image: image48.png]Select Payables Checks - GPF (frisse)

59 0 ™ me ' ©F

Build Clear Options Additional  File Print 199 | Help Add
Batch M M M ~ Note
Actions | Options | Additional File c Help
Batch ID P9 Checkbook ID
Batch Total 00 Cureney D
Sokot ClssID 5
Al © Fom [TRUST 0
To | TRUST 0
Resticions:
Tseys | [Clss D fom TRUST to TRUST
T
OneCreckPer  mobe v

Automaticaly Apply Esisting Unapplec:
Payments CredtMemos

(] Take Non-Qualiying Discounts
Fetuns ] Pay Orip Mirium
Functonal Curency Orly Al Curencies Apply Date 0180e @

Renitance: Pint Checks
List Documents: AlDocuments v Piint Previously Applied Documents [ Edi Check Batch
SottDocumertsby:  Date - Use Due Date Cutoff =

Edit Check





15. Select Build Batch from the toolbar.
16. If you have multiple Class IDs to add to one check batch repeat steps 10-15. Instead of Building the Batch you will select Add to Batch. 
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17. The Microsoft Dynamics GP pop up window will open after adding each Class ID click Continue.
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18. Once all Class IDs have been added to the check batch verify Batch Total equals your previously created invoice batch.
19. Select the blue arrow next to the Batch ID.
20. The Payables Batch Entry window will open.
21. Close the Select Payables Checks window. 
22. Select File on the toolbar.
23. Select Print from the dropdown window.
24. The Report Destination window will open.
25. Check the box next to Screen and uncheck Printer. Select OK.
26. The Computer Checks Edit List will open.
27. Select File-Save As. Change the file name to GP Attachment. Save the document in the previously created check folder located in S:\Fin_Svc\MANUAL CHECKS\RFR\ [Current Date MM-YY].
28. Enter the Payment Numbers after the case numbers previously created in the check folder.
Adding notes to Cash Receipting

1. Open the check file previously created: S:\Fin_Svc\Manual Checks\RFR\ [Current Date].  Double-click on the first file listed.  
2. On the check request, enter the current date and the payment ID in the appropriate space provided.
3. Open the Cash Receipting System.  Click Inquiry>Receipt Inquiry.  In the Receipt Number field, enter the receipt number as indicated on the check request.  Click Search.  The Receipt Detail tab will open.
4. Click on Add Note.  The Notes Entry pop-up window will open.
5. From the Note Type pull-down menu, select Accounting.
6. On the Note screen enter: 
A. The reason for the check.
B. The amount of the check.
C. The payment ID.

D. The date the check was issued.
E. Click Save.
F. Example: REFUND $140 PID 1003214 02/13/17
7. Right click on the file, click copy, and save the file to S:\Fin_Svc\Accounting CheckRequests\[into the appropriate folder]:
Printing Checks 

1. You will receive an email from Dynamics GP Workflow once the checks have been approved. 

2. Select Print Checks from the Purchasing-Transaction window.

3. The Print Mekorma MICR Payables Checks window will open.
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4. Click the magnified glass next to the Batch ID field. 

5. The Payables Batch ID window will open. 

6. Select the approved batch.

7. Select Print from the toolbar.

8. The Mekorma MICR Check Printing Window open.
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9. Select Print from toolbar.

10. The Post Payables Checks window will open. 
11. Verify all checks have printed correctly.

12. Select Process and the Report Destination window will open. Select Screen and uncheck Printer. Click OK.
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13. The Screen Output PM Computer Check Register will open. 

14. Select Print and Select the Adobe Printer from the list of printers. 

15. Save as CK REG in the current RFR check folder S:\Fin_Svc\MANUAL CHECKS\RFR\ [current date].

16. After saving close the Screen Output PM Computer Check Register window.

17. Place check in a window envelope and place in the outgoing mail.
POLICIES / RELATED DOCUMENTS:

· PRO-ACC-1005: Processing Bond Exonerations
· PRO-ACC-1006: Processing Orders from Minute Entries
OTHER PARTIES INVOLVED:

· Courts

· CMS Accounting
· The Public (Customers)
TIME / VOLUME:

· Varied
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Cash Receipting System
· Manual check files S:\Fin_Svc\Manual Check File\...
· Check stock in the Cash Vault
· Trust System
· MS Outlook e-mail  
· Microsoft Dynamic GP-Prod
REPORTS / FORMS:

· Notice of Release of Deposit 
DEFINITIONS:
· EX: Exonerate (Criminal)
· SC: Scratched (Criminal)

· REL: Released (All case types other than Criminal)

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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