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PURPOSE:

To provide instructions for entering new accounts into Revenue Results which have protected addresses, for use within the Clerk of Court, Billing and Deferral Unit.
OBJECTIVE:
· To provide the necessary direction to ensure that new accounts being entered into Revenue Results which have protected addresses are correctly and accurately initiated,
· To ensure consistent handling over time of new accounts being entered into Revenue Results which have protected addresses.  
EVENT DRIVER:

· A new account that has a protected address needs to be input into the Revenue Results system.
PROCEDURES: 
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Open Revenue Results. Select Debtor tab and Select Edit Debtor: 
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2. Make sure all old addresses are deleted first by clicking the “-“ button.
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3. Click on the “+” button and another window will open.  Select Protected. 
4. In the Address field put several asterisks followed by PROTECTED ADDRESS
5. Put a single asterisk in the City field; put AZ in the State field; put a single asterisk in the Zip field.
6. Use the drop down arrow to select a status of Protected; make sure the Primary Address box is checked.
7. Select the “Source” of the Protected Address, for example, iCIS, etc.

8. The finished process should include all of the circled areas below:
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POLICIES / RELATED DOCUMENTS:
· A.R.S. §§ 13-3602(C)(1), Order of protection; procedure; contents; arrest for violation; penalty; protection order from another jurisdiction.
· A.R.S. §§ 12-1809(C)(1), Injunction against harassment; petition; venue; fees; notices; enforcement; definition.
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Revenue Results 
REPORTS / FORMS:
· N/A
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.
· Suspense Accounts: Accounts that are entered in Revenue Results that are not to be billed until notice is received from iCIS.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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