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PURPOSE:

To provide instruction for transferring files of delinquent accounts to AOC to be submitted into the Tax Intercept Program (TIP) for collection efforts.
OBJECTIVE:
· To provide the necessary direction to ensure files are successfully transferred to AOC’s FTP site
· To update any paid accounts, bankrupt accounts, court waived accounts, court vacated accounts in TIP
EVENT DRIVER:

· Daily posting of payments in RevQ is complete. 
PROCEDURES: 
I. Log into a 64-BIT PC that has RevQ installed (VERY IMPORTANT).
1. Open (the following program): RevQ and do the following:

A. Click on Operations
B. Click on Tax Intercept
C. Click on Qualification
2. A dialog window will appear and click on Qualify Accounts.  See Figure 1.
Figure 1
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3.  A dialog window will appear; click on Yes.  See Figure 2.
Figure 2
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‘The Qualify Accounts Process could take several minutes depending on
how many accounts are qualfied. After the process is complete, 2
message box will appear with the results. Are you sure you want to

ue with the Tax Intercept account qualification process?





4. Another dialog window will appear; please wait until it reaches 100%.  See Figure 3. 
Figure 3
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5. The next dialog window will appear; click on Close.  See Figure 4.
Figure 4
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6. Click on Operations
A. Click on Tax Intercept
B. Click on Create Submission File
7. The next dialog window will appear; click on Create Files (there may be a waiting period).  See Figure 5.
Figure 5
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8. The next dialog window will appear; click on Submit.  See Figure 6.
Figure 6
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‘The creation of the tax intercept submission files was successful. Below are the results of the

process.
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9. The last dialog window will open. Click on OK.
POLICIES / RELATED DOCUMENTS:
· PRO-BILL-1001: Posting Payments
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Revenue Results
· 64-BIT PC
· Internet Access
REPORTS / FORMS:
· N/A
DEFINITIONS:
· RevQ:  Revenue Results (Billing and Deferral Program)
· TIP: Tax Intercept Program
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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