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PURPOSE:
To provide instructions for processing online vendor payments received by wire transfer.
OBJECTIVE:
· To reconcile payments in Receipting consistently and accurately over time.

EVENT DRIVER:

· A wire is received on the bank statement from the online payment vendor.
PROCEDURES:
I. Wire recognized on the bank statement
1. Open Receipting
A. Payment processing.
B. Online payment reconciling  

a. Change the deposit date filed to the current calendar date
b. Select “Search” 
c. Select “Detail tab”
d. Select “Add”
· Select “Batch Type”
· OP2 – Online payment
· Ref# – Insert reference number located on the bank statement

· Activity date – insert the date of the receipts reconciled 

· Date reconciled – insert the current calendar date

· #Items – insert the number of items to be reconciled 

· Amount – insert the amount of the wire 

e. Select “Mark”

f. Select “Select All” – The totals will auto update 

g. Compare the amount of the total to the amount of the wire. The difference will reflect any return items 

2. Verify the return items via the vendor. This step needs to be performed prior to the reconciliation  

3. Receipting

C. Update the “Amount” field to match the “Total Amount” field 
D. Update the “# Items” field to match the “Total Items Selected” field 

E. The “Reconcile” box will highlight 

a. Verify information entered select “Reconcile”  

b. The system may take a moment to perform this task 

· A message will appear under the “Add” that says ‘Reconciliation complete’
POLICIES / RELATED DOCUMENTS:

· N/A
OTHER PARTIES INVOLVED:

· N/A
TIME / VOLUME:

· Varied
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Receipting 
· Bank Account online portal access 
· Online payment vendor portal access
REPORTS / FORMS:

· Online payment vendor report
· Bank Statement
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court Accounting Unit
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