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PURPOSE:

To provide instructions for posting payments receipted in the Cash Receipting System into Revenue Results for use within the Clerk of Court, Billing and Deferral Unit.
OBJECTIVE:
· To run the Cash Receipting System report,
· To post payments into Revenue Results,

· To report to Accounting for journalizing.
EVENT DRIVER:

· Customer payment from any source, including TIP or PCOLL.
PROCEDURES:

I. Cash Receipting:
1. Run the Cash Receipting System report as follows:

A. Open Cash Receipting program application.
B. Select Reports.
C. Change number of items displayed per page to 36.
D. Select report Service Code Activity Detail - COSCX-D&CMS-031.
E. Change Start Date and End Date to the prior business date.
F. For Service Code, uncheck Select All.
G. Select Fee Codes 600, 150,160, 289, 290, 291, 292, 293, 608 and 702.
H. For Status, uncheck Select All.
I. Check Paid.
J. Click View Report.
K. Change Select a format to Excel

L. Click Export

M. When message appears click OPEN

N. Once open, go to File > Save As > Change file type to Excel Workbook

O. Save file in S:/Fin_Svc/CUBS/RevQ Daily Postings under appropriate date

2. Review all tabs in workbook and rename each with the appropriate service code (600, 290, 291, etc.).  Any account numbers missing in comments section should be entered on spreadsheet while posting.  Note: Some of the payments without an account number will be a new deferral. 
3. The person doing the Deferral Audit Reports will gather all the deferrals from the previous business day. Deferrals that have partial payments will be handed to the person doing payment posting.
4. Enter these deferrals into Revenue Results and apply payments to correct accounts following Section II – Revenue Results.

5. Search Revenue Results by Case Number shown on the posting report for all those payments missing account numbers.  Enter the account numbers in the comments section of excel spreadsheet next to the appropriate payment.  
Note: Sometimes the deferral paperwork will not show the payment plan with amount paid.  If account numbers are still missing, ask the person doing the Deferral Audit to locate the missing deferrals to go through the deferrals again until all are located and entered so each payment indicates the proper account number to post the payments.
6. If the payment denotes PCF (Parenting Conference) and there is no new Parenting Conference shown in Revenue Results, a new one must be entered following the New PCF Accounts Procedures.  Prior to doing this, the Cash System needs to be checked to make sure that PCF wasn’t already paid. If paid, there is no need to enter a NEW PCF Account in Rev Q.  Also, the other party should be checked as well and if not paid create a new PCF account in RevQ for that person.  Use iCIS to gather all necessary information to create the new account or debtor profile if there isn’t one in RevQ. 
II. Revenue Results:
1. Posting Payment in Revenue Results:

A. Enter the account number or case number into the Search field of Revenue Results.

B. Open the debtor by highlighting the debtor name in the search window or highlighting the name and hit Enter on the keyboard.

C. With the first debtor opened, Select Enter Payments button.  Make sure to select the appropriate account.  In the Amount field, input the amount of payment.  Note: Watch for payments that exceed the amount owed.  If this occurs, only post the amount owed, then highlight and note the amount of the overpayment on the posting report for Accounting.  Print the debtor information by right clicking on the debtor screen, select Print Debtor Information, and select Print.  Write down O/P and the amount overpaid. This printout will be given to Accounting with the reports when posting is completed.
D. For payment type, select Cash, Check, Credit Card, PCOLL, TIP, etc. If two forms of payment were used for the same transaction, they must be posted separately (i.e., Credit Card and Cash).

2. Click Post, and proceed to next debtor (repeat Steps A through D).  Note: Watch for accounts shown as PCOLL or OCA.  If an account shows PCOLL or OCA, and the payment didn’t come from PCOLL or Tax Interception, write down the account number and e-mail it to the employee responsible for PCOLL and TIP.

3. After all payments have been posted, run the Revenue Results Reports.

III. Revenue Results Posting Reports:

1. Do the following to run the Revenue Results Posting Report:

A. From the toolbar, select Reports.

B. Then select Custom Reports.
C. Select the COSC line item posting detail report.

D. Select Run Report.

E. Input today’s date and click OK.

2. The report will be displayed.  Scroll down to the bottom of the report and verify the amount posted equals the amount on the Revenue Results Posting Report.

3. If payments were not posted, such as in the case of an overpayment, those payments must be subtracted from the balance shown on the COSC line item posting detail report.

4. If there were payments shown on the 150 through 702 service code reports, the amounts posted from these reports must be added to the balance shown on the COSC line item posting detail report.

5. If the amounts are equal after the necessary adjustments have been made, save the report in S:/Fin_Svc/CUBS/RevQ Daily Postings.  If the amounts do not equal, review the payments posted until the error is found.  
6. Close window and run next report.

A. From the toolbar, select Reports.
B. Then select Custom Reports.

C. Select the COSC payments posted.

D. Select Run Report.

E. Input today’s date and click OK.

F. Save report in the same folder.

7.
Email accounting letting them know payments are posted. 
POLICIES / RELATED DOCUMENTS:

· ARS 12-302: Arizona Revised Statutes: Request for Deferral/Waiver
· PRO-BILL-1002: Entering New Suspense Accounts Into Revenue Results.
OTHER PARTIES INVOLVED:

· CMS Accounting
· Employee doing Deferral Reports

· Employee handling PNR and TIP
TIME / VOLUME:

· Varied
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Cash Receipting System
· Revenue Results 
REPORTS / FORMS:

· COSC Payments Posted
· COSC line item posting detail report
· Service Code Activity Detail
· Deferral Reports
DEFINITIONS:
· Deferral: State law defines deferral as the postponement of an obligation to pay fees or the establishment of a schedule for payment of fees. 
· PNR: Pioneer Credit Recovery
· PCF: Parenting Conference

· TIP: Tax Intercept Program
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	-
	Mike Sims
	Document Origination
	06/01/2012

	A
	Milan Milic
	Updated numerous procedure steps to current methods.
	07/30/2015

	B
	Bryan Romero
	Reviewed
	02/28/2019

	C
	
	
	


[image: image1.png]


