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PURPOSE:

To provide instructions for Creating, and Receipting from, an Unapplied Balance of funds received by the Clerk of Court, Billing and Deferral Unit.
OBJECTIVE:
· To process individual payments received from a cumulative source (i.e., Wire Transfers and TIP Checks).
EVENT DRIVER:

· This procedure is followed upon receipt of funds from an outside source that are intended to be applied to more than one account.   
PROCEDURES:
1. Upon receipt of the notification (TIP check, wire transfer, etc.) and supporting documentation, do the following:
A. Make sure the receipt printer at your workstation on (physically, as well as click Activities>Auto Print On/Off>Turn Auto Print ON).  There will be no printer icon displayed on the screen.
B. Total the payment column of each page on the support documentation (for TIP checks, the column is referred to the Amount to Send to Court; for PNR, it is called Net Due You; for e-Filing, it is Filing Fees $; for Bonds, the information is extracted from several individual documents.)
C. Continue according to the receipting the particular receipting function being done (TIP checks: PRO-BILL-1013; PNR: PRO-BILL-1014; e-Filing: PRO-BILL-1015; and Bonds: PRO-BILL-1016).
2. Upon completion of the research specified in the respective receipting instruction, receipting of the unapplied balance begins:
A. Open the Cash Receipting System.
B. Click on Cashiering>Open Drawer.
C. Click on Cashiering>Receipt Entry.  The Receipt Entry screen will be displayed.

D. From the support documentation received, start with the first entry and input the Case Number/Booking Number.
E. Input the Service Code, (a.k.a: Fee Codes). (For CR cases Summary Probation, the code is 702; Complex Litigation is 150; for all others, the code is 600; for E-filing and Bonds, the Service Codes are listed on the support documentation; for Bonds Criminal is 795 all others are 790).
F. Input the amount of the payment in the Amount field.  If there is an overpayment, input the whole amount.  The overpayment will be addressed later in this instruction.
G. Click on the upper Add.  The Service Code table on the screen will auto-populate.  
H. Select the payment type from the Payment Type drop-down menu.

For the first entry on the page:

I. The amount entered in the Amount field in step F will be shown in the lower Amt field.  Overwrite or clear that Amt amount, and input the total amount of the support documentation from the bottom of the page being receipted (or the total amount of the check or wire transfer if only 1 or 2 pages).

J. Input the reference number (warrant number, check number, wire transfer number, etc.) in the Ref # field.

K. Click on the lower Add.  The Payment Type table will auto-populate.  (This will move the information to the lower table.)
L. In the Comments field input First Name, Last Name, Customer Number, Debtor Number, or Form Set # (if applicable), and TIP if the source of the payment is a TIP check (for bonds see Bond Receipting PRO-BILL-1016).  
Note about OVERPAYMENTS: Add in the Comment field the dollar amount of the overpayment (Example: $11.00 OP).  If the overpayment is more than $10.00, print the 1st page of the Revenue Results Debtor info.  Write the overpayment amount on the Debtor info sheet and give it to the employee who will be posting the payments the next day.  This will be included with the report given to Accounting.

M. Click Save.
N. A pop-up window will be displayed asking: Do you want to create an unapplied balance?  Click OK.
O. The Unapplied Bal field will display in blue print.
P. Before inserting the check into the receipt printer (or blank piece of paper if the check has been already endorsement stamped), write the Payment ID Number that is displayed on the Receipting screen onto the top of the support documentation.
Note: If receipting a wire transfer, the Payment ID will not display.  This information will need to be looked up after the first receipt prints. Select Inquiries>Receipt Inquiry, and enter the receipt number. Write down Payment ID shown on screen.
Q. Insert the check, face down and endorsement end first into the receipt printer. Click Next or hit Enter.  The check will feed into the receipt printer and the endorsement will be printed on it.  The check will then be automatically ejected from the printer.  If the check has been stamped by the mail room, write the Payment ID on the back of the check.
R. After the check is endorsed, hit Enter once and the Slip LED indicator on the receipt printer will begin blinking.   Insert a scrap piece of paper into the receipt printer.  Hit Enter twice and the receipt will print.  Remove receipt from receipt printer and destroy it accordingly.
S. Turn off receipt printer by clicking on Activities>Auto Print On/Off>Turn Auto Print OFF.  The printer icon on the screen will display an X through it.  (Do not turn printer off when receipting bonds.) 
T. Proceed to next line item on the support documentation.
For the remaining payments included in the unapplied balance:

U. From the support documentation received, continue with the next entry and input the Case Number.

V. Repeat steps E, F, and G.

W. Click on the drop-down menu of the Unapplied Bal field and select the only available remaining balance option. 

X. Click Add.  The Payment Type table will auto-populate.  (This will move the information to the lower table.)
Y. Repeat steps L & M.  Upon entering the last item included in the support documentation, the Unapplied Bal field should now display in black print. If the words still display in blue, it does not balance and each payment will need to be researched to find the error.  (If you receive an error message that you do not have enough funds on the last item, all items will need to be researched for an error.)
Z. When the Unapplied Bal field on the Receipt Entry screen balances it will display in black print.  (Turn on the receipt printer once you have completed receipting the unapplied balance.)
3. Click on Cashiering>Balance Drawer.  Click on Sub Balance.  In the Non-Cash Items section, input the Payment ID and the Amount.  Click Add.  On the left of the screen, the phrase ***Drawer is in Balance*** in blue print.  Click Save for Later.  At the end of the day, total out the cash drawer in accordance with PRO-ODIR-1013: Receipting.  Return all support documentation to the person that provided it.
POLICIES / RELATED DOCUMENTS:

· PRO-BILL-1013: Receipting TIP Checks
· PRO-BILL-1014: Receipting Collection Agency Checks (PNR)
· PRO-BILL-1015: e-Filing Receipting
· PRO-BILL-1016: Bonds Receipting

· PRO-ODIR-1013: Receipting
OTHER PARTIES INVOLVED:

· CMS Accounting
TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:

· Revenue Results 
· Cash Receipting System 
REPORTS / FORMS:
· Finalized Claims List report
· Claims Finalization window printout
DEFINITIONS:
· AOC: Administrative Office of the Court

· PNR: Pioneer Credit Recovery

· TIP: Tax Intercept Program
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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