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PURPOSE:

To provide instructions for entering bonds into the Trust system.
OBJECTIVE:
· To enter bonds into Trust accurately and consistently over time.
EVENT DRIVER:

· A Receipt of Deposit (for Criminal cases only) is received, or
· A Deposit of Funds form (for all case types other than Criminal) is received, or
· A payment is received.

PROCEDURES:
I. Criminal Case Types Only:

1. In-state Out-of-Jurisdiction bond payments:  
A. Review the documents received for the Case Number.
B. Open iCIS and enter the Case Number.  Verify that the information (Defendant name) matches the information on the documents received.
a. If the information does not match, research the discrepancy and take the appropriate action to resolve.  Otherwise, continue with the next step C.
C. Entering bond payments in the Trust System:

a. Open the Trust System. 
b. Click on the Batch Deposit icon.  The Batch Entry of Deposits pop-up window will be displayed.  
c. Enter the amount of the check.  Hit Enter.  The Specify Case Number and/or Booking Number pop-up window will be displayed.
d. Enter the Case Number (with dashes).  Hit Enter.  The Batch Entry of Deposits window will open.  
e. Click on Plaintiff #1; the Plaintiff #1 pop-up window will be displayed. 
f. Enter the Plaintiff’s Name (for CR cases, the Plaintiff is always the State of Arizona; click on the Business radio button, tab to Business Name, press Ctrl P and the STATE OF ARIZONA will automatically populate the name field.).  Save. 
g. Tab to Defendant #1 and hit Enter (or click on Defendant #1).  The Defendant #1 pop-up window will be displayed.  Enter the Defendant’s name (first, middle, last). Save.  
h. Tab to Deposit Amount field, enter the amount of the bond found on the bond receipt.  Decimals are not needed unless there is change.  
i. Tab to Paid For: and hit Enter (or click on Paid For:). The Paid For pop-up window will be displayed. 
j. Enter the Defendant’s name (first, middle, last).  Save. 
k. Tab to Paid By: and hit Enter (or click on Paid By:).  Select Person, Business or Attorney depending on party posting bond shown on the bond receipt.  Enter the Bail Bond Received From information (name and address).   Save.
l. In the Bank field, enter the bank that the check is drawn off of.  

m. In the Comment field, enter the agency information from which the payment came.  

n. In the Receipt Number field, enter the receipt number from the Outside Jurisdiction Bond Receipt.

o. In the Deposit Date field, enter the date of the deposit (Ctrl D for today’s date).

p. In the Deposit Type field, using the drop down menu, select the appropriate deposit type (i.e.: B – Bond).
q. In the Payment Type field, using the drop down menu, select the appropriate payment type.

r. In the Check Number field, enter the check number.

s. Tab to and Enter or click on Add Deposit.  The Add Deposit? Pop-up window will be displayed.  Click OK or Enter.  The Continue? pop-up window will be displayed.  Click Yes or Enter.

t. Repeat steps I.1.C.d. through s. until all checks are entered.

u. After all checks are entered, the Print Batch pop-up window will be displayed instead of the Continue pop-up window.  
v. Click Yes or Enter.  The Batch Deposit Summary will be displayed.  Verify the amount.  Close the Batch Deposit Summary.  The Post Deposit Records pop-up window will be displayed.
w. Click OK or Enter.  The Post Batch Records pop-up window will be displayed summarizing how many Deposit Records were posted.  Click OK or Enter.  The Print a Notice of Deposit(s)? pop-up window will be displayed.  Click Yes or Enter.  The printable Notice of Deposit will be displayed.  Click the Print icon.  The Print pop-up window will be displayed.  Verify the printer to which the Notice of Deposit is to be printed and click OK.
x. Remove Notice of Deposit(s) from the printer.
y. Match the Notice of Deposit with the respective bond receipt and checks, verifying the information has been entered correctly, and paper-clip them together.
z. Forward the checks, Notice of Deposit, and related back-up detail to Billing & Deferral to be entered into the Cash Receipting system per WI-BILL-1016: Bonds Receipting.  
i. Once receipted, the Billing and Deferral Unit will return the paperwork to Accounting.  Verify the case number and dollar amount on the Notice of 
Deposit matches the cash receipt stamp in the upper right hand corner of the document.
ii. Verify the service code used on the receipt stamp reads: BAIL BONDS

2. Bond Forfeiture Wire Payments:
A. Entering bond payments in the Trust System:

a. Open the Trust System. 
b. Click on the Batch Deposit icon.  The Batch Entry of Deposits pop-up window will be displayed.  
c. Enter the amount of the check.  Hit Enter.  The Specify Case Number and/or Booking Number pop-up window will be displayed.
d. Enter the Case Number (with dashes).  Hit Enter.  The Batch Entry of Deposits window will open.  
e. Click on Plaintiff #1; the Plaintiff #1 pop-up window will be displayed. 
f. Enter the Plaintiff’s Name (for CR cases, the Plaintiff is always the State of Arizona; click on the Business radio button, tab to Business Name, press Ctrl P and the STATE OF ARIZONA will automatically populate the name field.).  Save. 
g. Tab to Defendant #1 and hit Enter (or click on Defendant #1).  The Defendant #1 pop-up window will be displayed.  Enter the Defendant’s name (first, middle, last). Save.  
h. In the Deposit Amount field, enter the amount.  Decimals are not needed unless there is change.  

i. Tab to Paid For: and hit Enter (or click on Paid For:). The Paid For pop-up window will be displayed. 

j. Enter the Defendant’s name (first, middle, last).  Save. 
k. Tab to Paid By: and hit Enter (or click on Paid By:).  Select Person, Business or Attorney depending on party posting bond shown on the cover letter.  Enter the Bail Bond Received From information (name and address).   Save.

l. In the Deposit Date field, enter the date of the deposit (Ctrl D for today’s date).

m. In the Deposit Type field, using the drop down menu, select the appropriate deposit type (i.e.: F – Bond Forfeiture).
n. In the Payment Type field, using the drop down menu, select the appropriate payment type.

o. For wires in the Check Number field, enter the bank reference number.

p. Tab to and Enter or click on Add Deposit.  The Add Deposit? Pop-up window will be displayed.  Click OK or Enter.  The Continue? pop-up window will be displayed.  Click Yes or Enter.

q. Once the payment is entered, the Print Batch pop-up window will be displayed instead of the Continue pop-up window.  
r. Click Yes or Enter.  The Batch Deposit Summary will be displayed.  Verify the amount.  Close the Batch Deposit Summary.  The Post Deposit Records pop-up window will be displayed.
s. Click OK or Enter.  The Post Batch Records pop-up window will be displayed summarizing how many Deposit Records were posted.  Click OK or Enter.  The Print a Notice of Deposit(s)? pop-up window will be displayed.  Click Yes or Enter.  The printable Notice of Deposit will be displayed.  Click the Print icon.  The Print pop-up window will be displayed.  Verify the printer to which the Notice of Deposit is to be printed and click OK.
t. Remove Notice of Deposit(s) from the printer.
u. Match the Notice of Deposit with the respective wire forms verifying the information has been entered correctly and attach together.
v. Forward the Notice of Deposit(s) and the copy of the bank statement to Billing & Deferral to be entered into the Cash Receipting system per WI-BILL-1016: Bonds Receipting.  
i. Once receipted, the Billing and Deferral Unit will return the paperwork to Accounting.  Verify the case number and dollar amount on the Notice of 
Deposit matches the cash receipt stamp in the upper right hand corner of the document.
ii. Verify the service code used on the receipt stamp reads: BAIL BONDS
3. Receipt of Deposits Received:
A. Follow PRO-ACC-1007: Transmitting Payment of Bonds to the Jail, steps I.1. and 2. when Receipt of Deposits are received.  
B. Enter the payment in Trust following steps 2.A.a thru u.

II. All Other Case Types:
1. e-Filing:

A. A Notice of Deposit with the Court is received from the Accountant.  

B. Open iCIS and enter the Case Number.  Obtain the information (Plaintiff and Defendant names, and the Attorney/law firm information of the paid by entity) to be entered into the Trust System.

C. Entering bond payments in the Trust System:

a. Open the Trust System. 
b. Click on the Batch Deposit icon.  The Batch Entry of Deposits pop-up window will be displayed.  
c. Enter the amount paid.  Hit Enter.  The Specify Case Number pop-up window will be displayed.
d. Enter the Case Number (with dashes).  Hit Enter.  The Batch Entry of Deposits window will open.  
e. Click on Plaintiff #1; the Plaintiff #1 pop-up window will be displayed.   
f. For a business or a person, click on the respective Business or Person radio button, and tab to Name Enter the Plaintiff’s name.  Save. 
g. Tab to Defendant #1; the Defendant #1 pop-up window will be displayed.
h. For a business or a person, click on the respective Business or Person radio button, and tab to Name Enter the Defendant’s name.  Save. 
i. In the Deposit Amount field, enter the amount paid.  Decimals are not needed unless there is change.  

j. Tab to Paid For: and hit Enter (or click on Paid For:). The Paid For pop-up window will be displayed. 

k. Enter the Deposit is For entity’s name shown on the e-Filing Notice of Deposit with the Court.  Save. 
l. Tab to Paid By: and hit Enter (or click on Paid By:).  Select Person, Business or Attorney depending on party posting bond shown on the 
e-Filing Notice of Deposit with the Court.  Enter the Paid By information (name and address); if the Paid By information is incomplete, obtain the missing information from iCIS.   Save.

m. In the Bank field, enter the COSC servicing bank name.
n. In the Receipt Number field, enter the receipt number.    

o. In the Deposit Date field, enter the date of the deposit (Ctrl D for today’s date).

p. In the Deposit Type field, using the drop down menu, select the appropriate deposit type (i.e.: R - Arbitration).
q. In the Payment Type field, using the drop down menu, select W – Wire payment type.

r. In the Check Number field, enter the Form Set number from the e-Filing Notice of Deposit with the Court preceded by the letters FS.
s. Tab to and Enter or click on Add Deposit.  The Add Deposit? Pop-up window will be displayed.  Click OK or Enter.  The Continue? pop-up window will be displayed.  Click Yes or Enter.

t. Repeat steps II.1.C.c. through s. until all payments are entered.

u. After all payments are entered, the Print Batch pop-up window will be displayed instead of the Continue pop-up window.  
v. Click Yes or Enter.  The Batch Deposit Summary will be displayed.  Verify the amount.  Close the Batch Deposit Summary.  The Post Deposit Records pop-up window will be displayed.
w. Click OK or Enter.  The Post Batch Records pop-up window will be displayed summarizing how many Deposit Records were posted.  Click OK or Enter.  The Print a Notice of Deposit(s)? pop-up window will be displayed.  Click Yes or Enter.  The printable Trust Notice of Deposit will be displayed.  Click the Print icon.  The Print pop-up window will be displayed.  Verify the printer to which the Notice of Deposit is to be printed and click OK.
x. Remove the Trust Notices of Deposit from the printer.
y. Match the Trust Notices of Deposit with the respective e-Filing Notices of Deposit, verifying the information has been entered correctly, and staple them together, Trust Notices of Deposit on top.
i. File stamp each set of Notices of Deposit.
ii. Once file stamped, forward them to the respective staging location to be filed.
2. All Other Deposits of Funds:

A. A Deposit of Funds form is received (or actual funds are received).  

B. Open iCIS and enter the Case Number.  Obtain the information (Plaintiff and Defendant names, and the Attorney/law firm information of the paid by entity) to be entered into the Trust System.  If the Type of Deposit is not specified on the Deposit of Funds form, research iCIS to obtain what deposit type pertains.  If it is indicated that the funds are to be deposited into an Interest Bearing Account (IBA), follow the Work Instruction PRO-ACC-1012: Interest Bearing Accounts.
C. Entering deposit of funds in the Trust System:

a. Open the Trust System. 
b. Click on the Batch Deposit icon.  The Batch Entry of Deposits pop-up window will be displayed.  
c. Enter the amount paid.  Hit Enter.  The Specify Case Number pop-up window will be displayed.
d. Enter the Case Number (with dashes).  Hit Enter.  The Batch Entry of Deposits window will open.  
e. Click on Plaintiff #1; the Plaintiff #1 pop-up window will be displayed.   
f. For a business or a person, click on the respective Business or Person radio button, and tab to Name Enter the Plaintiff’s name.  Save. 
g. Tab to Defendant #1; the Defendant #1 pop-up window will be displayed.
h. For a business or a person, click on the respective Business or Person radio button, and tab to Name Enter the Defendant’s name.  Save. 
i. In the Deposit Amount field, enter the amount paid.  Decimals are not needed unless there is change.  

j. Tab to Paid For: and hit Enter (or click on Paid For:). The Paid For pop-up window will be displayed. 

k. Enter the Deposit is For entity’s name shown the Deposit of Funds form.  Save. 
l. Tab to Paid By: and hit Enter (or click on Paid By:).  Select Person, Business or Attorney depending on party depositing funds shown on the Deposit of Funds form.  Enter the Paid By information (name and address); if the Paid By information is incomplete, obtain the missing information from iCIS or the attached check.   Save.

m. In the Bank field, enter whatever is shown on the attached check, or leave it blank if it is a Cash payment. 
n. In the Receipt Number field, enter the receipt number.  

o. In the Deposit Date field, enter the date of the deposit (Ctrl D for today’s date).

p. In the Deposit Type field, using the drop down menu, select the appropriate deposit type.
q. In the Payment Type field, using the drop down menu, select the appropriate payment type.

r. In the Check Number field, enter the check number from the attached check, or leave it blank if it is a Cash payment.  
s. Tab to and Enter or click on Add Deposit.  The Add Deposit? Pop-up window will be displayed.  Click OK or Enter.  The Continue? pop-up window will be displayed.  Click Yes or Enter.

t. Repeat steps II.2.C.c. through s. until all payments are entered.

u. After all payments are entered, the Print Batch pop-up window will be displayed instead of the Continue pop-up window.  
v. Click Yes or Enter.  The Batch Deposit Summary will be displayed.  Verify the amount.  Close the Batch Deposit Summary.  The Post Deposit Records pop-up window will be displayed.
w. Click OK or Enter.  The Post Batch Records pop-up window will be displayed summarizing how many Deposit Records were posted.  Click OK or Enter.  The Print a Notice of Deposit(s)? pop-up window will be displayed.  Click Yes or Enter.  The printable Trust Notice of Deposit will be displayed.  Click the Print icon.  The Print pop-up window will be displayed.  Verify the printer to which the Notice of Deposit is to be printed and click OK.
x. Remove the Trust Notices of Deposit from the printer.
y. If actual funds are to be receipted, proceed to step cc., otherwise continue to next step.
z. Match the Trust Notices of Deposit with the respective Deposit of Funds form, verifying the information has been entered correctly, and staple them together, with Trust Notices of Deposit on top.

i. File stamp each set of the Notices of Deposit and continue to step ff.

ii. Match the Trust Notices of Deposit with the payment and respective documents and paper-clip them together.

z. Forward the Notice of Deposit(s) and the copy of the bank statement to Billing & Deferral to be entered into the Cash Receipting system per WI-BILL-1016: Bonds Receipting.  
iii. Once receipted, the Billing and Deferral Unit will return the paperwork to Accounting.  Verify the case number and dollar amount on the Notice of 
Deposit matches the cash receipt stamp in the upper right hand corner of the document.
iv. Verify the service code used on the receipt stamp reads: BAIL BONDS
iii. Forward them to the respective staging location to be filed.

iv. Once file stamped, forward them to the respective staging location to be filed.
POLICIES / RELATED DOCUMENTS:

· PRO-ACC-1007: Transmitting Payment of Bonds to the Jail
· PRO-ACC-1012: Interest Bearing Accounts
· PRO-BILL-1016: Bond Receipting
OTHER PARTIES INVOLVED:

· Accounting
· Billing & Deferral Department
· Filing Counter 

· The Courts

TIME / VOLUME:

· Varied
FREQUENCY:

· Varied, Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

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

· Receipt of Deposit (for Criminal cases only)
· Deposit of Funds form (for all case types other than Criminal)
· e-Filing Notices of Deposit with the Court
· In-state Out-of-Jurisdiction Bond Receipt
DEFINITIONS:
· eFiling: The process by which Customers file documents electronically directly with the Court.
· Bond Forfeiture:  A bond may be forfeited if the defendant fails to appear in court as scheduled, prompting the judge to order the bond to be forfeited (paid to the state); If the party fails to appear or comply with the conditions of a bond, the bond may be ordered by the judge to be forfeited; An order by the court that the surety pay to the court the amount of security pledged for failure of an accused to comply with the requirements of the bond.

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