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PURPOSE:

To provide instruction for process the documents received through OnBase Trust Workflow Lifecycle.
OBJECTIVE:
· To process documents received through OnBase workflows correctly and consistently over time.
EVENT DRIVER:

· Court documents are received in the Onbase Trust Workflow Lifecycle.
PROCEDURES:
I. Trust Workflow Lifecycle.

1. Open OnBase.
2. Click the Workflow Icon to open the Trust Workflow Lifecycle window.

3. Click on the plus sign next to the COSC Trust Workflow Lifecycle to open all the workflows.

4. Click on one of the Workflows with a number shown in the parenthesis. The number shown in the parenthesis represents number of documents to be reviewed. 
5. The list of the case numbers will populate in the Document Name window.

6. Click on the first case number on the list. 

7. The first document will open in the preview window.

8. Open the Trust application.
9. In the Trust database application, click the “?” Icon in the toolbar and the Inquire pop-up window will open.  Enter the Case Number in the Search field of the first document opened in the Onbase workflows. Click Search.
A. Funds previously Disbursed or Forfeited Double Click Completed in the side Task bar to remove the document.

B. Funds currently on Deposit.

C. Review the document in the Onbase workflow for an Exoneration order or an Order to Release funds.
D. No Order Exonerating Bond or Order to Release funds Double Click Completed in the side Task bar to remove the document.
E. Yes Order to Exonerate Bond or to Release funds .  
A. Right click on the Document in the Onbase Workflow and select Print. 
B. The Print screen will open.
C. Select Adobe PDF from the Print Queue drop down menu. The Save PDF File As window will open. 
D. Save the file to: S:\Fin_Svc\Manual Checks\Trust\Exonerate/Pending. Enter the Case Number as the file name.  Click Save
E. The Document will open. Close Document.
F. In the Onbase workflow Double Click Completed in the side Task bar to remove the document.
G. Continue until all documents have been reviewed and Completed within the Onbase workflows.
II. COSC Trust Bond Forfeiture Queue
1. Click on first case number in the Document Name window.

2. The document will open in the window.

3. In the Trust database application, click the “?” Icon in the toolbar and the Inquire pop-up window will open.  
4. Enter the Case Number in the Search field for the document opened in the Onbase Bond Forfeiture Queue. Click Search.
A. Case number does not match or the funds are already pending forfeiture.
i. Double Click Completed in the side Task bar to remove the document from the Onbase workflow.
B. Case number does match and the funds haven’t been previously forfeited.
i. Verify the funds in Trust match the information on the Bond Forfeiture Judgement.
1. Bond in Trust does not match 
A. Double Click Completed in the side Task bar in Onbase to remove the document.
2. Bond in Trust does match.
A. In the Trust Database, click: Process>Add Bond Forfeiture.  
B. The Specify Case Number pop-up window will display.  
C. Enter the Case Number shown on the Bond Forfeiture Judgment.
D. The Entry of Bond Forfeiture pop-up window will be displayed.  

E. In the column titled Selected, double-click on the No to change it to Yes. 
F. Tab to the Forfeiture Date field and enter the current date or ctl D will enter the current date.  Click Save.  
G. The Changes Have Been Saved dialog box will open.  
H. Click Yes if there are more to process or Click No to continue processing.
I. Click Completed in the side Task bar to remove the document from the Onbase workflow.
J. Repeat steps until all Bond Forfeiture Judgments have been processed. 
POLICIES / RELATED DOCUMENTS:
PRO-ACC-1005: Processing Bond Exonerations
PRO-ACC-1010: Processing End of Month Bond Forfeitures

PRO-ACC-1032: Processing Bond Forfeitures
OTHER PARTIES INVOLVED:

· CMS Accounting
· The Courts
TIME / VOLUME:

· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Trust database application
· Onbase Thick Client
· Adobe Acrobat X-Pro

· COSC Trust Workflows Lifecycles 

· S:\Fin_Svc\Manual Checks
REPORTS / FORMS:

· N/A
DEFINITIONS:
· ME: Minute Entries

· Exoneration: A contractual agreement by which one individual assents to relinquish a claim or right under the law to another individual against whom such claim or right is enforceable.
· 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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