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PURPOSE:

To provide instructions for consistency when entering case numbers into the Clerk of Court cash management system.
OBJECTIVE:
· To provide necessary direction to all cashiers regarding the proper format for consistency when entering case numbers into the Clerk of Court cash management system.
EVENT DRIVER:

· The office receipts fees, fines, and payments into the cash management system.  Case number formatting varies based on the year of the case and the case type.

· Consistent formatting of case number entry into the cash management system is imperative in order to have accurate posting of payments and the ability to efficiently search and find payment information.
PROCEDURES: 
I. Entry of case numbers for filing fees, fines, and payments:
1. Open the Receipt Entry Screen in the COSC Receipting System and do the following:

2. Enter the Case Number based on the year:

A. Family, Civil, and Probate cases with the year 2000 and newer and Criminal cases years 2000 to 2002 only:

· In the Case # field, enter the case type (DR, FC, FN, CV, PB, CR), followed by a four (4) digit year, followed by a dash (-), followed by six digits.  
Example: FC2015-051234  

NOTE: There must be a dash (-) plus six digits following the dash.
B.  Criminal and Lower Court Appeal case numbers for the year 2003 and newer:

· In the Case # field, enter the case type (CR or LC), followed by the four (4) digit year, followed by a dash (-), followed by six (6) numeric digits, followed by a dash (-), followed by the three (3) numeric digit defendant identifier.  
Example: CR2003-014567-001 or LC2003-015657-001
NOTE: There must be a dash (-), followed by six digits, a second dash (-), followed by the three digit defendant identifier.
C. Cases with the year 1999 and prior:
· In the Case # field, enter the case type (DR, CR, CV, PB) followed by the two digit year, followed by a five (5) digit case number. 
NOTE: There is no dash (-).

Example: If the case number on the document is displayed as DR1999-012345, you would enter in the cash receipting system as:  DR9912345 
D. Cases with six (6) digits:
· In the Case # field, enter the case type followed by the six (6) digits.  
Example: DR206144 
NOTE: There is no year and no dash.
E. Cases with five (5) digits:
· In the Case # field, enter the case type followed by the five (5) digits.  
Example: C20564
NOTE: There is no year and no dash.
II. Entry of numbers for Marriage Licenses and Covenant Conversions

1. Open the Receipt Entry Screen in the COSC Receipting System and do the following:
2. Entering a Marriage License number

A. Basic Marriage License

· In the Case # field, enter ML followed by the six (6) digit license number.  Example: ML560154
B. Covenant Conversion Marriage License

· In the Case # field, enter CONV followed by the six (6) digit reference ML #.  Example CONV560154
C. Old Book and Page Marriage License
· In the Case # field, enter the year, the letters ML, Book (BK) number, and Page (PG) number.  
Example 1995MLBK42PG163
III. Entry of information and numbers for Passports and No Record Affidavits
1. Open the Receipt Entry Screen in the COSC Receipting System and do the following:

A. Entering a Passport

· In the Case # field, enter the last name, first initial, (space) and date of birth of the passport applicant.  Example: SMITH J 02251974
B. Entering an Affidavit of No Record (any type)

· In the Case # field, enter the last name (space), first initial, (space) and date of birth of the party.  Example: SMITH J 02251974
POLICIES / RELATED DOCUMENTS:
· PRO-ODIR-1013: Receipting Procedure
· PRO-FC-1003: 9999 Receipt Error Correction
· POL-CMS-1004: Cashiering Policy
OTHER PARTIES INVOLVED:
· Financial Services
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· COSC Receipting System
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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