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PURPOSE:

To provide instructions for printing/emailing billing notices out of the Revenue Results billing program within the Clerk of Court, Billing and Deferral Unit and send the print job to Distribution at the Customer Service Center.
OBJECTIVE:
· To provide the necessary direction to ensure that printing/emailing billing notices are correctly and accurately done,
· To ensure consistent handling of printing/emailing billing notices over time:  
· Print billing notices for mailing

· Email billing notices to debtors who have given consent

· Enter number of letters printed and emailed in the Billing Notice Spreadsheet
· Reprint letters in case of printer error

EVENT DRIVER:

· Printing/emailing billing notices is required
PROCEDURES: 
I. Printing 1 sided Billing and Deferral billing notices:

1. Open Revenue Results, and do the following:
A. Click on Operations at the top of the screen.
B. From the drop down menu, click on Correspondence and select Print Queued Letters
C. In the Queued Items screen, select and click on each of the following letters that start with the heading COSC (example, COSC 30 day Nonpay, COSC Billing Statement 1, etc.); DO NOT choose COSC PaidInFull.
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2. Click on Change Printer
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3. Select \\coscsricohp\Richo Fiery EB34 Pro 8200S printer and click on Save Changes.
4. Click Print 
A. Letter Queue Progress window will open.
B. Uncheck at bottom of window Close when finished.
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C. Enter the total number of letters printed into the Billing Notices Log at S:\Fin_Svc\Billing and Deferral Unit\BillingNotices, choose appropriate date.

D. Close the Letter Queue Progress window.
5. Email COC Distribution with the count of printed statements so they can verify print job was successful at the Customer Service Center.
6. To process email statements, click on Operations at the top of the screen.

A. From the drop down menu, click on Correspondence and select Print Queued Letters
B. Select and click on each of the following letters that end in Email (example, 30 day Nonpay Email, Billing Statement 1 Email, etc.); DO NOT choose PaidInFull Email.
7. Click Print
A. Letter Queue Progress window will open.

B. Uncheck at bottom of window Close when finished.
C. Enter the total number of letters emailed into the Billing Notices Log at S:\Fin_Svc\Billing and Deferral Unit\BillingNotices, choose appropriate date.

D. After all letters have emailed, verify there are no errors.  Then close the Letter Queue Progress window.

POLICIES / RELATED DOCUMENTS:
· ARS 12-302, Arizona Revised Statutes: Request for Deferral/Waiver
OTHER PARTIES INVOLVED:
· Distribution
TIME / VOLUME:
· Varied due to number of letters printed
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Revenue Results 
· S:\Fin_Svc\Billing and Deferral Unit\CubsBillingNotices
REPORTS / FORMS:
· N/A
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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