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PURPOSE:
To provide instructions for entering Complex Litigation fees into Revenue Results.
OBJECTIVE:
· To provide the necessary direction to ensure that Complex Litigation Fees are properly entered into the Revenue Results system, 
· To ensure consistent processing of Complex Litigation Fees over time.
EVENT DRIVER:

· Receipt from the Court of notification of a Complex Litigation case.
PROCEDURES:

1. In the COCWEB, open iCIS: select CV View Only COC.  The CV View Only COC window will open.  
2. Enter the case number (10 digits, no dashes) and hit Enter.  The case party information window will be displayed.
3. Click on Inquiry>Reports.  
4. The Existing Reports for Civil window will be displayed.  Click on Case Card w/o Note – Civil.
5. The Report Input Parameters for Case Card w/o Note – Civil window will be displayed.
6. Un-select all items except for View Parties (make sure the check mark is in the box next to that item and no others).  Click on Generate.  The report showing all the parties related to the case will be generated.
7. Click on the Print icon and print the report.
8. Click on the Export icon.  Open the destination directory to which the file will be saved: S:\Fin_Svc\Complex Litigation Cases.  From the drop-down menu, select the Save as type: Excel 5.0 Document.  Enter the case number, with dashes, as the filename (refer to other files in the folder for the filename format).  Open the file just to make sure it is there and that it looks right.  Close the file.
9. Check the order received from the Court for any special instructions, such as one fee for all parties involved, or designated fees for each individual party, for example.
10. Open Revenue Results and enter the case number. 

11. Click on New Debtor.  The Choose Debtor And Account Type pop-up window will be displayed.  Select the appropriate Debtor type [Individual or Company] and Account type [CLF].  Click OK.
12. The Enter Main Information pop-up window will be displayed; for the Description of Debt field, enter Complex Litigation Fees.  Enter the debtor information for the party in the case and click Next.  The next window displayed isn’t used…click Next again.  
13. The Enter Main Information window with the first field of Case#-Ref# will be displayed.  Enter the case number, with dashes.  Click on Next.  
14. The Enter Line Items window will be displayed.  Click on the cell **Click to insert new item**.  From the drop-down menu, select the 150 Fee Code.  Enter the fee in the Charged Amount column (typically $500.00).  Click finish.
15. Repeat steps 11 through 14 one at a time until all parties of the case have been entered.
16. Mark the print out copy as completed and file in the respective Complex Litigation folder for filing/retention.
17. Bills are generated the next business day and mailed out.
POLICIES / RELATED DOCUMENTS:

· Controlled Document Index
· AO 2002-127: Establishment of a Pilot Program for a Complex Civil Litigation Court
OTHER PARTIES INVOLVED:

· The Court
TIME / VOLUME:

· Varies
FREQUENCY:

· Varies
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· iCIS through COCWEB
· Revenue Results
· S:\Fin_Svc\Complex Litigation Cases\
REPORTS / FORMS:

· N/A
DEFINITIONS:
· Complex Litigation Fee: a fee assessed to those cases that are more complex than normal (i.e., a multitude of parties involved, usually).
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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