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PURPOSE:

It is the purpose of this procedure to provide instructions for uploading Credit Memos into the eFiling online application
OBJECTIVE:
To upload the credit memos that have been placed into the credit memo folder by clerks who have created the credit memo for payments received 
EVENT DRIVER:

PROCEDURES: 
1. Log into the eFiling Online application: https://efiling.clerkofcourt.maricopa.gov/fdlogin.asp .  See Figure 1.
Figure 1
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2. Select File Now. See Figure 2.
Figure 2
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3. Open the following folder: S:\Doc_Management\eFiling Clerk Source DRMS\Credit Memos.
4. Locate the credit memo with the oldest date.  See Figure 3.
Figure 3
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5. Enter the case number from the oldest credit memo into the case number field in the eFiling Online application and click Confirm Case.  See Figure 4.
Figure 4
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6. Check the following fields on the credit memo to ensure they match the case summary in the eFiling Online application: 



Figure 5
A. Case number

B. Parties to the case
7. Review the credit memo (See Figure 5) to ensure that all necessary fields have been completed, such as:

A. Filing party
B. Party names
C. Case number
D. Who payment was received from
E. Who payment was for
F. Date received
G. What payment was for
H. Amount paid
I. Receipt number
J. Clerk name
8. If the information is incomplete or does not match, please skip to Step 16. If all information is complete and correct, proceed to Step 9.

9. Under the Upload Documents section, click Browse (See Figure 6) and locate the file of the credit memo that is being processed.  Click on the appropriate file and then select Open. See Figure 7.
Figure 6
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Figure 7
[image: image6.png][ Libraries 1] CV2014-002161 LOUIE MARTINEZ CME

3 Documents ~|  #Cv2014-050997-TERILYN&JUSTIN BURNS-CME
& Music "| 9 £C2014-001887 JUAN RAMIREZ
& Pictures ] FC2014-051578 ALBERTO MARTINEZ CAN
B videos ] FC2013-094339 ROBERT DAVID VEGA CAN
] FC2008-002593 DANIEL SABADASZ
& Computer ] FC2014-001096 NORMA MENDEZ CME
& OSDisk (C) ] FC2014-0924261 TIMOTHY C ALFANO CAN
< figueroam001$ (\! = FC2014-052941-DANIELLE NEEDHAM-CME
< share (\\coscdsm« ] Cv2010-023893 Barry McKeown CME
Al <1 r‘ = 1

7/25/2014 4:43 PM
7/28/2014 3:55 PM
7/29/2014 12:24 PM
7/29/2014 2:21 PM
7/29/2014 413 PM
7/29/2014 4:15 PM
7/29/2014 4:33 PM
7/29/2014 4:39 PM
7/29/2014 4:49 PM
7/29/2014 4:54 PM

File name: - |Al (2A)




10. Under Filing Type, select either CAN / CME / IVE.
11. Click Upload Document.  See Figure 8.
Figure 8
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12. Verify that the Documents Uploaded to Attach to Filing message has appeared and click Complete Filing.  See Figure 9.
Figure 9
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13. Select Submit Filing.  See Figure 10.
Figure 10
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14. Drag the file just processed to the Completed folder at:
S:\Doc_Management\eFiling Clerk Source DRMS\Credit Memos\Archives-Internal Use Only\Year\Month\Completed.  See Figure 11.
Figure 11
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15. Once the Filing Complete message appears (See Figure 12), repeat Steps 2-15 until all credit memos have been processed.
Figure 12
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16. If the information on the credit memo is incomplete or incorrect the document will need to be corrected before it can be uploaded:
A. Email the Downtown File Counter Lead(s) with “CM Error – Case Number” in the subject line (See Figure 13) and a brief explanation of the issue in the body:
Figure 13
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B. Move document to the folder titled To Lead at
S:\Doc_Management\eFiling Clerk Source DRMS\Credit Memos\Archives-Internal Use Only\Year\Month\To Lead.  See Figure 14.
Figure 14
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C. Downtown File Counter Lead(s) will distribute documents needing corrections to the department leads.

POLICIES / RELATED DOCUMENTS:
· N/A

OTHER PARTIES INVOLVED:
· Downtown File Counter Leads
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:

· Maricopa County eFiling Online: https://efiling.clerkofcourt.maricopa.gov/fdlogin.asp
· S:\Doc_Management\eFiling Clerk Source DRMS\Credit Memos
· S:\Doc_Management\eFiling Clerk Source DRMS\Credit Memos\Archives-Internal Use Only\Year\Month\Completed
· S:\Doc_Management\eFiling Clerk Source DRMS\Credit Memos\Archives-Internal Use Only\Year\Month\To Lead

REPORTS / FORMS:
· N/A

DEFINITIONS:
· N/A

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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