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PURPOSE:

To provide instructions for compiling monthly statistics for the Disbursement Desk.
OBJECTIVE:
· To compile monthly statistics for all manual checks issued and funds deposited and disbursed from the Trust system.
EVENT DRIVER:

· End of the month report preparation for the previous month.
PROCEDURES:
I. Manual Checks 

1. Trust:

A. Open Microsoft Dynamics GP
B. Select arrow next to Microsoft Dynamics GP on toolbar.
C. Select Smartlist from the pull down menu.
D. The Smartlist window will open.
E. Select the plus sign next to Purchasing.
F. Select Payable Transactions.
G. Select Trust to populate the report.
H. Select Search from the toolbar.
I. The Search Payables Transaction window will open.
J. Change the date range shown under Search Definition 3 to the first of the prior month and the last date of the prior month such as 01/01/19-01/31/19.
K. Select Ok from the toolbar to generate the new report definitions. 
L. Wait for list to generate select Excel from the toolbar to download the list.
M. The Excel spreadsheet will open.
N. Highlight Document Amount column and change format to Accounting.
O. Select the empty cell at the end of the Document Amount column.
P. Select Autosum to amounts to obtain total.
Q. Open S:\Fin_Svc\Stats\Deposits and Disbursements Stats folder.
R. Open The Trust Fees and CFO monies out spreadsheet.
S. Enter the total in the corresponding month under $ Trust Checks column.
T. Enter the number of manual trust checks cut under # Trust Checks.
U. Sort worksheet by Shipping Method from Vendor Master column.
V. Highlight all rows with the Shipping Method “Released”.

W. Cut the data and paste onto a new worksheet.
X. Re-Autosum the Document Amount on the original spreadsheet.

Y. Open the folder S:\Fin_Svc\Stats\Deposits and Disbursements Stats.

Z. Open the Stats Report Trust Monies In and Out spreadsheet.

AA. Enter total dollar amount in the CR Out Disbursed by Case cell for the corresponding month.

AB. Enter the number of checks in the CR Out # Checks cell for the corresponding month.

AC. Autosum the Document Amount column on the Released worksheet.
AD. Enter the total in the CV Out Disbursed by Case cell for the corresponding month.

AE. Enter the number of checks in the CV Out # Checks cell for the corresponding month.

2. Fees:

A. Open Microsoft Dynamics GP
B. Select arrow next to Microsoft Dynamics GP on toolbar.
C. Select Smartlist from the pull down menu.
D. The Smartlist window will open.
E. Select the plus sign next to Purchasing.
F. Select Payable Transactions.
G. Select Fees to populate the report.
H. Select Search from the toolbar.
I. The Search Payables Transaction window will open.
J. Change the date range shown under Search Definition 3 to the first day of the prior month and the last date of the prior month such as 01/01/19-01/31/19.
K. Select Ok from the toolbar to generate the new report definitions. 
L. Wait for list to generate select Excel from the toolbar to download the list.
M. The Excel spreadsheet will open.
N. Highlight Document Amount column and change format to Accounting.
O. Autosum the Document Amount column.
P. Open S:\Fin_Svc\Stats\Deposits and Disbursements Stats folder.
Q. Open The Trust Fees and CFO monies out spreadsheet.
R. Enter the total in the corresponding month under $ Fees Checks column.
S. Enter the number of manual fee checks cut under # Fees Checks.
3. RFR:

A. Open Microsoft Dynamics GP
B. Select arrow next to Microsoft Dynamics GP on toolbar.
C. Select Smartlist from the pull down menu.
D. The Smartlist window will open.
E. Select the plus sign next to Purchasing.
F. Select Payable Transactions.
G. CFO to populate the report.
H. Select Search from the toolbar.
I. The Search Payables Transaction window will open.
J. Change the date range shown under Search Definition 3 to the first of the prior month and the last date of the prior month such as 01/01/19-01/31/19.
K. Select Ok from the toolbar to generate the new report definitions. 
L. Wait for list to generate select Excel from the toolbar to download the list.
M. The Excel spreadsheet will open.
N. Highlight Document Amount column and change format to Accounting.
O. Autosum the Document Amount column.
P. Open S:\Fin_Svc\Stats\Deposits and Disbursements Stats folder.
Q. Open the Trust Fees and CFO monies out spreadsheet.
R. Enter the total in the corresponding month under $ CFO Checks column.
S. Enter the number of manual fee checks cut under # CFO Checks.
III. Monies In

1.
Cash Receipting:
A. Open the Cash Receipting System.
B. Click: Reports>Report Selection.  Change the Items Per Page to 100.
C. Find report COSCX-D&CMS-031: Service Code Activity Detail, click the Select link.
D. Change the Start Date to the first day of the prior month and the End Date to the last day of the prior month.  
E. Using the pull-down menu in the Service Code field, click (Select All) to de-select all. Search to find and click service code 790 and 795.

F. Click View Report.
G. Open S:\Fin_Svc\Stats\Deposits and Disbursements Stats\Stats Report Trust Monies In and Out.
H. Under the column labeled IN-$ FUNDS DEPOSITED, enter the dollar amount from the Service Code Activity Detail report in the cell for the appropriate month-CV for 790 and CR for 795.
I. Under the column labeled IN-$ FUNDS DEPOSITED, enter the number deposits from the Service Code Activity Detail report in the cell for the appropriate month-CV for 790 and CR for 795.
J. Save and close the spreadsheet.

K. Once all monthly stats have been compiled email the Accounting Manager.

POLICIES / RELATED DOCUMENTS:

· N/A
OTHER PARTIES INVOLVED:

· DCMS Accounting
TIME / VOLUME:

· Varied
FREQUENCY:

· Monthly 
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Cash Receipting System
· Microsoft Dynamics GP 

· Share drive

REPORTS / FORMS:

· S:\Fin_Svc\Stats\Deposits and Disbursements Stats\Trust Fees and CFO Monies Out.

· S:\Fin_Svc\Stats\Deposits and Disbursements Stats\Stats Report Trust Monies In and Out.
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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