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PURPOSE:

To provide instructions for processing new sentencing orders received from the CFO Lifecycle OnBase Workflow or through other distribution ways.
OBJECTIVE:
· To provide the necessary direction to ensure that 189, 191, 192, 193, 571, 587, TOP and TCP sentencing orders are correctly and accurately initiated in the RFR Financial System;
· To ensure consistent handling of 189, 191, 192, 193, 571, 587, TOP and TCP sentencing orders over time.
EVENT DRIVER:

· New Orders with docket code: 189, 191, 192, 193, 571, 587, TOP or TCP are received in the CFO Lifecycle OnBase Workflow;
· A paper copy of a New Order with docket code: 109, 110, 189, 191, 192, 193, 571 or 587 for a sealed case is received through distribution or interoffice.

PROCEDURES: 
I. Preparation:
1. Open the following programs: OnBase, RFR and iCIS
2. From the OnBase workflow, select and view the document with docket code 189, 191, 192, 193, 571, 587, TOP or TCP to be processed by clicking on it.  Proceed with processing the document by following the instructions below according to the docket code selected. 
II. For New Orders with docket code TOP:
1. Using the RFR Financial System, go to menu option:

A. 8 – RFR

B. 2 – Case Init/Maintenance

C. a – Case Maintenance

2. Select Find by moving the cursor with the right arrow and press Enter; or type F.

3. Type the case number in the Case Number field using the appropriate format according to case year (see Case Number Format document).  Press Esc. If no case is found, see Case Initiation in RFR Procedures.
4. Verify if case is Joint and Severally Liable (JSL).

A. If the Case Comment field (Figure 1) indicates POSS JSL, JSLPROG or JSL W/ CR or any variation of JSL, send the document to your assigned JSL Specialist, or double click on the CFO JSL add hock button (Figure 2) to forward the document to the JSL team through CFO Workflow.  

Figure 1
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Figure 2
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B. If Case Comments has no mention of JSL, continue to the next step.

5. Review each page of the document checking for the page titled JUDGMENT AND ORDERS OF RESTITUTION, FINES AND FEES.  This page is the financial terms of probation.  
6. If the financial page exists, proceed to step III below: For New Orders with docket code - TCP
7. If no financial page exists:

A. Identify the offense count on page 1 (Figure 3).

Figure 3:
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B. Identify the Judicial Officer’s signature date (sentencing date).  This can be found at the bottom of page 1 for Unsupervised Probation Conditions, or at the bottom of subsequent pages for Supervised Probation Conditions (actual pages can vary).
C. Select Options by moving the cursor with the right arrow key and press Enter; or type O.

D. Select Menu and press Enter; or type M (cursor defaults with Menu highlighted). 

E. A small menu window will appear (Figure 4) on the right hand side of the window.  Using the arrow key down, select the option Maintain Notes.  Press Esc or Enter. 
Figure 4:
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F. Read the case notes to determine if the New Order has previously been reviewed or processed.   This can be determined by comparing the offense count and Judicial Officer’s signature date of the document to the notes entered.
a. If the New Order has previously been reviewed or processed, double click on the OnBase add hock button CFO Completed (Figure 5).
Figure 5:
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b. If the New Order has not been previously been reviewed or processed, create a Case Note.

i. Use arrow key down to the next available blank line.

ii. Type CSE in the Type field, then your cursor will move to the Text field automatically.

iii. Enter case notes; the required information is:

a) New Order was reviewed.
· Acceptable abbreviations: 

· N/O Rvwd
· NO Rvwd
· Rvwd N/O

· Rvwd NO

b) The count of the New Order.
· Acceptable abbreviations: 

· CT5

· CTV

· Count 5

· Count V

c) The sentencing date (Judicial Officer’s signature date).
· Example: 042713 (actual date format may vary)

d) No financial obligations due.

· Example: No $$ Terms (actual format may vary)

e) The date the New Order was reviewed and the reviewer’s initials.
· Example: N/O Rvwd CT5 042713  No $$ Terms  051513ADS
III. For New Orders with docket code TCP:

IV. For New Orders with docket code 189:

V. For New Orders with docket codes 191 and 192:
VI. For New Orders with docket code 193:

VII. For New Orders with docket code 571:

VIII. For Sealed Case:
POLICIES / RELATED DOCUMENTS:
· Order Type List
· Case Number Format

· Case Initiation in RFR Procedures

OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
· iCIS
· RFR Financial System
· Cash Receipting System
REPORTS / FORMS:
· N/A
DEFINITIONS:
· New Order:  The financial terms ordered at sentencing is referred to as a New Order.  
· RFR: Restitution, Fines, and Reimbursements
· JSL : Joint and Severally Liable 
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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