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PURPOSE:

To provide instructions for transferring accounts currently in OCA status to OCOLL, recall any accounts from OCOLL, and concurrently import data into Revenue Results for the Clerk of Court.
OBJECTIVE:
· To ensure that all OCA status accounts being transferred to OCOLL, and at the same time imported into Revenue Results, are done as scheduled;
· To ensure OCA status accounts transferred to OCOLL, and at the same time imported into Revenue Results, are entered into Revenue Results consistently onward.

· To ensure that all OCOLL status accounts to be recalled due to paid in full, bankruptcies, waivers, etc., and at the same time imported into Revenue Results, are done as scheduled;

· To ensure OCOLL status accounts to be recalled due to paid in full, bankruptcies, waivers, etc., and at the same time imported into Revenue Results, are entered into Revenue Results consistently onward.

EVENT DRIVER:

· This procedure is followed as scheduled when accounts show on the COSC Account Status = OCA-Ready to Send to OCOLL worklist.   
PROCEDURES:
I. Prepare the file for Transfer to OCOLL:

1. Open Revenue Results.
2. On the toolbar above, click on Operations>Forwarding>Process Queued Forwarded Accounts.
3. After a few minutes, a window will pop up with a message stating mass forwarding of accounts is complete.  Click OK.
II. Transfer forwarded accounts to OCOLL:

1. Double click on WinSCP FTP secure server on desktop:
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2. Double click on “Gila Corp:”
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3. Authentication Banner window will appear; click on “continue:”
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4. On the right side of the WinSCP Gila Corp FTP secure server, double click on the folder that has several dots:
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5. Double click on the “inbound” folder:
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6. Drag FWD_MSBXX-XX-XXXX-XX-XX-XX comma delimited file located on the left side of the program to the right “inbound” folder; a window will pop up confirming transfer of file.  Click “OK”.
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A copy of the file has been transferred to the “inbound” MSB folder:
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III. Prepare the file for Recalled accounts from OCOLL:

1. In Revenue Results, click on the toolbar above, then click on Operations>Forwarding>Process Queued Recalled Accounts.
2. After a few minutes, a window will pop up with a message stating mass forwarding of accounts is complete.  Click OK.
IV. Recall accounts from OCOLL:

1. Follow steps II. 1 thru 5 above.
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2. Drag RECALL_MSBXX-XX-XXXX-XX-XX-XX comma delimited file located on the left side of the program to the right “inbound” folder; a window will pop up confirming transfer of file.  Click “OK”.
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A copy of the file has been transferred to the “inbound” MSB folder
3. Click on the red X on the upper right hand side of the program to close; a window will pop up asking if okay to terminate session (click OK):
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IV. Prepare the FWD file for Import to Revenue Results:
1. Click on PC start menu and click on “Computer.” 
2. Enter the following file address at the top: 

S:\Fin_Svc\Revenue Results\RevQ File Transfers\Forward and Recall (PCOLL)

3. Double click on the FWD comma delimited file to open. 
4. Enter Control “F” on keyboard and a window to Find and Replace will appear; click on the Replace tab in the window:
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5. Enter OCA in the “Find what:” box, and enter OCOLL in the “Replace with:” box and click on “Replace All”:
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6. Verify column V lists OCOLL in every cell.
7. Click “Save” and a window will ask if you are sure to save as comma delimited file; click Yes:
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8. Click on upper right hand side red X of file to close; a window will pop up asking if you want to save changes, click Don’t Save:
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V. Import to Revenue Results:
1. Open Revenue Results.  
2. Click on Operations>Import>Debtors.  The Import Data pop-up window will appear.  

3. In the Template field drop-down menu, select NEW-Account Status Change Import for Transfer.  
4. Using the Browse icon to the right of the File field, locate the FWD_MSBXX-XX-XXXX-XX-XX-XX TAB DELIMITED FILE: 
S:\Fin_Svc\Revenue Results\RevQ File Transfers\Forward and Recall (PCOLL).  Click on Open.  The filename will auto-populate in the Import Data pop-up window.
5. Click on Test.  The Test Import pop-up window will appear.  Click on Run Test.  The Results table will auto-populate.

6. The message should read: 
A. Successes: X (whatever the total number of files that are being transferred.
B. Failures: 0 (there should be no failures; if there are, the formatting is incorrect or columns are in the wrong order, etc.)

7. Close the Test Import pop-up window.

8. Click Import.  The transfer will begin.

9. When the transfer is completed, the Importing Data window will appear displaying the import results:



Import Results:




Debtors Imported:
0




Debtors Merged: 
X (should be the same quantity as shown in step 6. Successes.)
Accounts Imported: 0 (If there is a 1, 2, etc., the saved MSExcel spreadsheet must be reviewed against Revenue Results, record by record, to find the error.  TIP: While comparing the spreadsheet to Revenue Results, there will be two accounts displayed in the Accounts section on the Debtor tab in Revenue Results; one OCA and the other OCOLL.  The OCOLL is the duplicate. Click on that account and the Account tab will open.  Right click anywhere on the page and select Delete Account from the drop-down menu.  A Confirm Delete dialog box will open. Click Yes. 
10. Once the errors have been corrected, the process is complete. 
11. Cut FWD and RECALL comma delimited files on the “S” drive and paste the files in the Archive folder located at:

S:\Fin_Svc\Revenue Results\RevQ File Transfers\Forward and Recall (PCOLL)\Archive

12. FWD and RECALL transfers, as well as Import, is complete.

POLICIES / RELATED DOCUMENTS:
· N/A

OTHER PARTIES INVOLVED:
· Billing & Deferral Unit

· Municipal Services Bureau (MSB)
TIME / VOLUME:
· Varied
FREQUENCY:
· Weekly
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:

· Revenue Results
· S:\Fin_Svc\Revenue Results\RevQ File Transfers\Forward and Recall (PCOLL)
· Internet access
· WinSCP FTP Secure program
· E-Mail
REPORTS / FORMS:
· N/A
DEFINITIONS:
· None

APPLICABILITY:
This procedure applies to the Billing & Deferral Unit employees of the Clerk of the Court.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	-
	Cassie Salt
	Document Origination
	08/03/2012

	A
	Cassie Salt
	Reversed order of steps I.4.G & H and inserted removing the AutoFilter (step  I.4.O) before saving the file in step  I.4.P.
	09/27/2012

	B
	Bryan Romero
	· Changed file name on I-2.

· Deleted I-3

· Deleted 4-A

· Deleted 4-b

· Deleted 4-c

· Deleted 4-d

· Deleted 4-(check mark) under Date of Birth (arrows sections)

· Deleted 4-(check mark) under Phone number (arrows sections)

· Deleted 4-(check mark) LAST PAYMENT DATE (LSTPAY)

· Added to 4 (check mark) CASE NUMBER “Delete DVO accounts”

· Deleted 4-(check mark) DATE ASSIGNED

· Added * to DOB and ZIPCODE (check marks) to read “*Use apostrophe if date format or DOB is not mm/dd/yyyy or xxx-xx-xxxx. For example, ’01/01/2014 or ‘xxx-xx-xxxx

· Deleted NOTE:  the following steps 4I through 4m pertain only to Debtor Accounts with Jury Fees

· Deleted II.

· Deleted M

· Added to N:  Delete any DVO Accounts 

· Changed Q file name and added IRT interest rate should be 0425 if not 0 

· Moved III Transfer to PNR to II and deleted #4

· II added Account number to “B”

· Added to II delete column for Debtor Status
	02/05/2015

	C
	Bryan Romero
	Extensive re-write to accommodate new collection agency.
	09/21/2015

	D
	Bryan Romero
	Reviewed  
	02/28/2019
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