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PURPOSE:

To provide instructions for refunding overpayments made by customers. 
OBJECTIVE:
· To refund overpayments accurately and consistently over time.
EVENT DRIVER:

· The Overpayment Report indicates that an overpayment over the dollar amount threshold has been received:

· Overpayments of $10.01 and greater are disbursed once a week.

· Overpayments amounting to $10.00 or less will be refunded only upon request of the party owed the refund within the next business day.  
PROCEDURES:
I. Running the Overpayment Report:

1. Open the Cash Receipting System.  
A. Click on Reports>Report Selection.  Change the Items Per Page field to 100.
B. Select Overpayment.
C. The Overpayment window will open.
D. Refer to the prior overpayment report to determine the start date of the next report.  The report will be located at: S:\Fin_Svc\AccountingCheckRequests\Overpayments\[Current Year]\[Current Date]. Enter the next day into the Start Date field of the Cash Receipting System.
E. Enter the End Date of seven days later than the Start Date.

F. In the Overpayment Amount field, enter 10.00.
G. Click View Report.  The report will be displayed in the viewing pane below.
H. In the Select a format drop-down menu, select Excel.
I. Click Export.  A File Download pop-up window will be displayed asking Do you want to open or save this file?  Click Save.
J. In the File name: enter the date the checks are to be issued.
K. Save the file to S:\Fin_Svc\Manual Checks\Fee\[the Date the Checks are to be Run].  See the format of other files in the directory as reference.
L. The File Download pop-up window will be displayed advising Download Complete.  Click Open.  The Overpayment report will open in MSExcel.
a. Widen the rows and columns to show all data present.  Click Save.

M. Close the report displayed in the viewing pane of the Cash Receipting System.

N. In the toolbar of the Cash Receipting System, click on Inquiry>Receipt Inquiry. The Receipt Inquiry window will open.
O. Click on the arrow to the right of Advanced Search.  The Receipt Inquiry fields will be expanded.

P. From the Excel Overpayment spreadsheet, enter the first available listed Payment ID into the Pmt ID field on the Receipt Inquiry.  Click Search.

Q. The associated receipt will be displayed.  From that receipt, enter the case number in the left-most column of the corresponding record on the Excel Overpayment spreadsheet.  Adjust the column width as necessary to fit the case number.

R. Repeat steps I.1.O through Q until all the listed records in the Excel Overpayment Spreadsheet are processed.

S. Click Save.

II. Print Checks:

1. Follow Work Instruction PRO-ACC-1008: Instructions for Producing Manual Checks, section II. Fees.
III. Update the Overpayment Spreadsheet:
1. On the Excel Overpayment spreadsheet, click on the cell to the right of the title block.  Enter the current date and the check number range.  Refer to a previous report to see an example of the format. 
2. In each of the cells of the Payer ID column, enter the respective check number in front of the Payer ID Number.
3. Repeat step III.2. until all records have been processed.
4. Click Save.
5. Click File>Print.  The Print pop-up window will be displayed.  From the Printer Name pull-down menu, select the Adobe PDF.
6. Click OK.  The Save As pop-up window will be displayed.  Save the file to S:\Fin_Svc\AccountingCheckRequests\Overpayments\[Current Year]\[Current Date]-[Check Number Range].  Refer to previous files for example format.
7. Close the Excel Overpayment spreadsheet and the Cash Receipting System.
POLICIES / RELATED DOCUMENTS:

· PRO-ACC-1008: Producing Manual Checks
· POL-CMS-1002: Accounting Policy
OTHER PARTIES INVOLVED:

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

· Varied
FREQUENCY:

· Weekly, every Wednesday
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Cash Receipting System
· Manual check files S:\Fin_Svc\Manual Checks\Fee\[the Date the Checks are to be Run]
· Report files: S:\Fin_Svc\AccountingCheckRequests\Overpayments\[Current Year]\[Current Date]Quicken applications
· Check stock in the Cash Vault
REPORTS / FORMS:

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