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

· Receipt from the Court of notification of a Jury Fee Judgment Initiation or Satisfaction.
PROCEDURES:
I. Initiation:

1. Make a photocopy of the judgment; place the original in the designated location for filing.  Stamp the copy as certified.  The certified copy is the working copy for this process.
2. Open Revenue Results and enter the case number.  If case already exists, check to see if there are any previous Jury Fees associated to the case shown in the Search Results section on the lower left of the screen.  If Jury Fees do already exist, be sure not to use a pre-existing recorded document number for the new fees.
3. 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 [JRY].  Click OK.
4. The Enter Main Information pop-up window will be displayed; for the Description of Debt field, enter Judgment for Jury Fees, [Plaintiff vs. Defendant], [date of the judgment].  Enter the debtor information for the party in the case and click Next.  The next window displayed isn’t used…click Next again.  
5. The Enter Main Information window with the first field of Case#-Ref# will be displayed.  Enter the case number, with dashes.  In the Date Order Filed field, enter the file date.  In the Date Order Signed field, enter the date of the judgment. In the Interest Rate field, enter 10.  In the Interest Start Date field, enter the date two business days from the current date.  Click on Next.  
6. The Enter Line Items window will be displayed.  Click on the cell **Click to insert new item**.  From the drop-down menu, select the 650 Fee Code.  Enter the fee in the Charged Amount column (the amount shown in the judgment).  Click finish.
7. If more than one party is assessed Jury Fees in the judgment, repeat steps 3 through 6 one at a time until all parties of the case have been entered.
8. Open the cover sheet template form: S:\Fin_Svc\Jury Fees\Cover Sheet for Judgment.dot.  Using the drop-down menu in the title field, select Judgment for Jury Fees.  Enter the Case Number in the Case# field.
9. Click on File>Print.  In the Printer Name field, using the drop-down menu, select Microsoft Office Document Image Writer.  Click on Properties.  Select the Advanced tab.  Make sure the TIFF-Monochrome Fax option is selected.  Using the drop-down menu in that same section, select Super Fine (300 DPI).  In the Default Folder field, click Browse and select the path: S:\Fin_Svc\Jury Fees\Recordings pending.  Click OK.  Click OK in the Print window.  Enter the filename following the format described in the Recorders Office formatting document: Maricopa County Digital Recording Map Standards. Put a check mark in the New Document Image checkbox.  Click Save.  The image will open in a separate pop-up window.
10. Open the information sheet template form: S:\Fin_Svc\Jury Fees\Jury Fees – Information Sheet.dot.  On the template for, enter the Judgment Debtor(s) name and address.  Enter the Amount of Judgment.
11. Click on File>Print.  In the Printer Name field, verify that Microsoft Office Document Image Writer is selected.  The Recordings Pending folder will be displayed in a pop-up window.  Click Save (the default filename shown will be ok to use since this file will be deleted later in this process).  The image will open in a separate pop-up window.
12. With both the information sheet and the cover sheet pop-up windows open, click and drag the information sheet over to the cover sheet window and drop it below the cover sheet in the left margin.  Close the information sheet pop-up window. Click Save.
13. Scan the certified copy of the judgment as a TIF file.  Open the scanned image.  With both the scanned image and the cover sheet pop-up windows open, click and drag the scanned image over to the cover sheet window and drop it BETWEEN the cover sheet and the information sheet in the left margin.  Close the scanned image pop-up window.  Click Save.  Close the merged cover sheet window.  Close all the template windows (click No to saving the changes).
14. Open the Maricopa County Digital Recorder and Elections Department website.  A login window will open.  Enter the Customer ID and Password.  (Obtain the Customer ID and Password from the Jury Fee Administrator in the COSC Billing and Deferral Unit.)  Click Sign In.  The Order Status pop-up window will be displayed.
15. From the toolbar, click Upload Documents.  The Digital Recording Upload Page window will be displayed.  If more than 1 document needs to be uploaded, using the drop-down menu select how many documents are to be uploaded (up to 10 max).  Click on Display.  That number of Browse fields will be displayed.  Click on each Browse field one at a time and select the file to be uploaded from the S:\Fin_Svc\Jury Fees\Recordings pending folder until all are shown in the Browse fields (only 1 file per Browse field).
16. Click Upload.  When the files have completed uploading, a message next to the Reset button will display: File(s) have been uploaded successfully.

17. In the toolbar, click on View Order Status.  The Order Status window will appear. The new documents just uploaded will be identified in the Orders waiting to be recorded field.  Keep this window open and periodically refresh the screen to see if the documents have been recorded (Orders waiting to be recorded will turn to 0 (zero).).

18. Click on Create Combined Print Document.  Click on the Print icon next to Create Combine Print Document.  A pop-up window will be displayed showing all of the cover sheets of the uploaded files.  Click the Print icon.  The cover sheets will be printed.

19. Attach each cover sheet to its respective document.

20. Click on the icon to the left of Orders successfully recorded to expand the records within that category.  Right-click on the words Successfully recorded of each of the document(s) just uploaded and select Save Target As and the S:\Fin_Svc\Jury Fees\Recordings pending folder window will open.  Change the file extension from TIFF to TIF.  Click Save.
21. A Save As pop-up window will prompt Do you want to replace it?  Click Yes.
22. Close the Maricopa County Digital Recorder and Elections Department website.

23. In Revenue Results, enter the case number of the uploaded file.  On the Account tab, click Edit Account.  The Edit Account window will open.  

24. In the Recorder#/Codes field, enter the book and page number (unique serial number) found in the recorders stamp on the upper right corner of the cover page. Insert a dash (-) after the first four digits (the year).  Insert a space after the last digit, then enter the recording date in mm-dd-yy format.  Click OK.
25. On the Revenue Results Debtor tab, click on the file attachments paper clip icon in the toolbar.  The Attachments pop-up window will open.  Click on the + icon.  The Add Attachment pop-up window will appear.  Click on the … icon.  The Recordings Pending folder will open.  Click on the respective filename to be attached.  The Add Attachments window will return.  In the Description field, enter RECORDED JUDGMENT.  Make sure the Store file in database radio mark is selected.  Click OK.
26. The attachment will be shown in the Attachments window.  Click Close.

27. Place the hard copy document packet in the designated file folder.
28. Bills are generated the next business day and mailed out.
II. Satisfaction:
1. The Line Item Posting Detail report is received indicating that a payment has been received for Jury Fees.
2. Open Revenue Results and enter the Debtor Number on the Account tab.

3. Check the balance in the Accounts section in the lower right.  If it is $0.00, the fee has been paid in full for that Debtor.

4. Re-enter the Case Number to check if all other parties have made payments.  

5. If NOT all Debtors have paid and the balances are $0.00, do nothing.

6. If all Debtors have paid and the balances are $0.00, open the cover sheet template form: S:\Fin_Svc\Jury Fees\Cover Sheet for Judgment.dot.  Using the drop-down menu in the title field, select Satisfaction of Judgment for Jury Fees.  Enter the Case Number in the Case# field.
7. Click on File>Print.  In the Printer Name field, using the drop-down menu, select Microsoft Office Document Image Writer.  Click on Properties.  Select the Advanced tab.  Make sure the TIFF-Monochrome Fax option is selected.  Using the drop-down menu in that same section, select Super Fine (300 DPI).  In the Default Folder field, click Browse and select the path: S:\Fin_Svc\Jury Fees\Recordings pending.  Click OK.  Click OK in the Print window.  Enter the filename following the format described in the Recorders Office formatting document: Maricopa County Digital Recording Standards. Put a check mark in the View Image checkbox.  Click Save.  The image will open in a separate pop-up window.
8. Open the file S:\Fin_Svc\Jury Fees\Jury Fees Sat of Judgment.dot.  Retrieve the hard copy of the judgment from the pending file, and enter the information from the hard copy judgment onto the Jury Fees Sat of Judgment template form.  (Note: If a c/o is listed, be sure to include that also against the name.)  Click Print.  Select the printer name of the printer where the document is to be printed.  Sign the copy in the file stamp in the upper right corner and in the space at the bottom of the judgment (this copy is to be placed in the bin for Docket to file with the case).  Make a copy of it and certify the copy.  
9. Scan the certified copy of the judgment as a TIF file.  Open the scanned image.  With both the scanned image and the cover sheet pop-up windows open, click and drag the scanned image over to the cover sheet window and drop it below the cover sheet in the left margin.  Close the scanned image pop-up window.  Click Save.  Close the merged cover sheet window.  Close all the template windows (click No to saving the changes).

10. Open the Maricopa County Digital Recorder and Elections Department website.  A login window will open.  Enter the Customer ID and Password.  (Obtain the Customer ID and Password from the Jury Fee Administrator in the COSC Billing and Deferral Unit.)  Click Sign In.  The Order Status pop-up window will be displayed.

11. From the toolbar, click Upload Documents.  The Digital Recording Upload Page window will be displayed.  If more than 1 document needs to be uploaded, using the drop-down menu select how many documents are to be uploaded (up to 10 max).  Click on Display.  That number of Browse fields will be displayed.  Click on each Browse field one at a time and select the file to be uploaded from the S:\Fin_Svc\Jury Fees\Recordings pending folder until all are shown in the Browse fields (only 1 file per Browse field).

12. Click Upload.  When the files have completed uploading, a message next to the Reset button will display: File(s) have been uploaded successfully.

13. In the toolbar, click on View Order Status.  The Order Status window will appear. The new documents just uploaded will be identified in the Orders waiting to be recorded field.  Keep this window open and periodically refresh the screen to see if the documents have been recorded (Orders waiting to be recorded will turn to 0 (zero).).

14. Click on the icon to the left of Orders successfully recorded to expand the records within that category.  
15. In Revenue Results, enter the case number of the uploaded file.  On the Account tab, click Edit Account.  The Edit Account window will open.  

16. In the Comments field, enter SATISFACTION RECORDED mm-dd-yy, and note the book and page number from the expanded order status window (yyyy-XXXXXXX).  Click OK.
17. Close the Maricopa County Digital Recorder and Elections Department website, all windows and files.

18. Destroy the hard copy judgment package accordingly.
POLICIES / RELATED DOCUMENTS:

· Controlled Document Index
· ARS 12-332: Taxable Costs and Jury Fee in Superior Court
· ARS 12-1128: Costs and Jury Fees
· Maricopa County Digital Recording Map Standards: Recorders Office formatting document (http://recorder.maricopa.gov/pdf/DR_Map_stds.pdf)  
OTHER PARTIES INVOLVED:

· The Court
· Accounting
TIME / VOLUME:

· Varies
FREQUENCY:

· Varies
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Revenue Results
· S:\Fin_Svc\Jury Fees\Recordings pending
· The Maricopa County Digital Recorder and Elections Department website
REPORTS / FORMS:

· S:\Fin_Svc\Jury Fees\Cover Sheet for Judgment.dot
· S:\Fin_Svc\Jury Fees\Jury Fees-Information Sheet.dot
· Line Item Posting Detail report
DEFINITIONS:
· Jury Fee: fees assessed to parties of a case relating to the costs associated to having the jury present for a civil trial.
· Initiation: The billing process for the Judgment for Jury Fees is started. 
· Satisfaction: The payment of the Jury Fees is fulfilled.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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