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PURPOSE:

To provide instructions for verifying debtor interceptions that have occurred with the Department of Revenue (TIP Program) for the Clerk of Court, Billing and Deferral Unit.
OBJECTIVE:
· To ensure that all debt owed to the Court is accounted for in the Tax Intercept Program.

· To finalize TIP interceptions within 10 calendar days of the Sent to Agency date.
EVENT DRIVER:

· This report is run upon receipt of the Notification e-mail received from the AOC advising that there are interceptions to be processed.   
PROCEDURES:
1. Open and read the TIP notification e-mail and do the following:
A. Login to the AOC Tax Intercept Program application using the appropriate court code from the e-mail (i.e., 0700 or SC71).
B. Click on Prepare Claims>Finalize Claims.  The Claims Finalization window will open displaying all the current claims in the system.
C. Adjust the columns of the spreadsheet to read.  Make the Tracking Number column wide enough to write in 3 debtor numbers when the spreadsheet is printed out.  
D. Sort the spreadsheet by SSN by clicking on that column heading.
E. Click on File>Print.  The screen shot of the records visible on the display will be printed out.  
F. Highlight the last record shown on the display, and scroll down until the highlighted record is no longer shown.  
G. Repeat Steps E & F until all records in the file have been printed out.  Use these printouts as a worksheet for the remainder of this Work Instruction.
2. Open Revenue Results and do the following:

A. Search each payment by SSN by entering the Social Security Number 

· In the SS# field, 
· In the FEIN field WITH dashes,

· In the FEIN field WITHOUT dashes.

B. Verify that the amount in the Claim Amount column equals the total amount for all debtor numbers that have a Debtor Status of Collections and an Account Status of PNR.  (The total SHOULD NOT include those amounts in SUSPENSE, nor should it include CURRENT amounts… i.e., 30+ or 60+ account status.  Accounts in OCA status will have already been entered in TIP and the TIP field marked YES.)

C. While verifying the claim amounts, check to make sure the Service Codes (a.k.a.; Fee Codes) are broken down.  Service Codes that are not broken down are indicated by Principal in the Line Item window in the Account tab.  If you find Service Codes that are not broken down, see your Supervisor for the particular situation.  Also, verify that the TIP field in the Debtor tab shows Yes.  If not, use the pull-down menu and select Yes.

D. Once the amounts have been verified, write the total amount next to the total shown on the printout.  Also, write any additional debtor numbers found into the Tracking Number field on the printout.  Make a checkmark in the Finalization Flag checkbox on the printout to indicate the accurate claim amount has been verified.

E. If the TIP amount DOES NOT MATCH the Revenue Results Total, research the discrepancy using all resources available to determine why and to reconcile.

F. If the Claim Amount is $0.00, research Revenue Results to see when the payment was made.  If it was made more than 14 days before the Sent To Agency date, the Payment Amount will be $0.00.  If it was made less than 14 days before the Sent To Agency date, the Payment Amount will be $9.00.

G. When all interceptions on the support documentation have been verified, proceed to step 3.

3. Return to the AOC TIP application and do the following:  

A. Click on Prepare Claims>Finalize Claims.  The Claims Finalization window will open displaying all the current claims in the system.
B.  Sort by SSN again so the screen matches the printout worksheets.

C. Highlight the first line item displayed and enter the Payment Amount into the Payment Amount field.  Also, click on the empty box in the Finalization Flag check box to put a check mark in it.  

Note: If the payment is to be split among multiple courts, the Payment Amount field will already be filled in unless the amount owed is less than the amount shown.  In that case, only the Finalization Flag field will need to be checked.
D. Proceed to the next interception displayed.
E. Click on the Save icon frequently…at least after each page to save.
F. Repeat steps C, D & E until all interceptions are finalized.
Note: The Payment Amount can never be any larger that the Setoff Amount.  

G. Close the Claims Finalization window.

H. Click on Reports>Finalized Report, and the Report Criteria window will be displayed.  Enter the From Date and To Date, and ensure that the Court ID is the appropriate one for the work done (i.e., 0700 or SC71).

I. Click on the Report icon.  The Finalized Claims List report will be displayed.  Click on the Print icon.  The report will print.  Close the Finalized Claims List screen.

J. Manually count how many claims have been finalized shown on the Finalized Claims List report that was printed.

K. Open S:\Fin_Svc\Billing & Deferral Unit\EFRISS\TIP\TIP Finalized Claims List.xls.  Input the date and the number of claims finalized.  Save and close this file.
L. In the TIP application, click on Search>Pending.  The Pending Search window will open.  
M. On the Search tab, enter the Pending ID number for any claim where adjustments are needed. On the Results tab, click on OUR court number (i.e., 0700 or SC71).  The Claims window will open.  Click on the Claims tab, double-click on the claim displayed, and the Claim Detail window will open.

N. To increase the balance, enter the new the balance and enter any additional tracking numbers (debtor number) found.  If there are more than 3 debtor numbers, they can be added to the Comments box (separate each debtor number entered with a semi-colon).  Click Save.  Close the Claims Detail window, then close the Claims window.

O. Repeat steps M & N until all claim increases have been made as necessary.

P. To decrease balances, repeat step M.  Open the Payments tab. Click on the Insert icon.  The Interception No. 1 window will open.  Select the appropriate Type by using that pull-down menu, and select the appropriate Payment Reason by using that pull-down menu.  Enter the actual date that the payment was made.  Enter the Payment Amount by which the account is to be reduced.  In the Comments box, enter the debtor number.  Click on the Save icon.

Q. Repeat step P for each debtor decrease adjustment.

R. Retain the printouts for the designated time period, and then destroy as appropriate.

POLICIES / RELATED DOCUMENTS:
· PRO-BILL-1009: Changing Principals in Revenue Results
· ARS 42-1122: Setoff for debts to state agencies, political subdivisions and courts; revolving fund; definitions
OTHER PARTIES INVOLVED:
· CMS Accounting
· The AOC
TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:

· Revenue Results 
· VPN
· TIP application
· S:\Fin_Svc\Billing & Deferral Unit\EFRISS\TIP\TIP Finalized Claims List.xls.  
· E-Mail
REPORTS / FORMS:
· Finalized Claims List report
· Claims Finalization window printout
DEFINITIONS:
· TIP: Tax Intercept Program

· AOC: Administrative Office of the Court
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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