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PURPOSE:

To provide instructions for making corrections in the Cash Receipting System.
OBJECTIVE:
· To provide consistent handling of correcting errors in the Cash Receipting System.
EVENT DRIVER:

· Clerical errors are discovered that require correction.
PROCEDURES: 
I. Correcting a case number error:
1. Access the Cash Receipting System.
A. Create a new receipt by entering the following in the Receipt Entry screen:
a. Correct case number.

b. Service code 9999 for $0.00 dollar amount. Click Add.

c. Enter the party information from the incorrect receipt on the comment line.
d. Click the down arrow to the right of Add Note. An area for notes will appear.

e. Select General from the Note Type menu.

f. In the Note field, enter the following note to cross-reference the receipt with the case number error: See receipt # [receipt number with wrong case number] for payment, wrong case # [wrong case number]. 
g. Click Save to complete the transaction.
h. Go to the List tab to locate and note the new receipt number.
B. Locate the incorrect receipt in the Receipt Inquiry screen.
a. In the Detail screen of the receipt that is incorrect, click Add Note. The Notes Entry window will appear.

b. Select General from the Note Type menu.
c. In the Note field, enter the following note cross-referencing the new receipt and case number: See receipt # [new receipt number], wrong case number, s/b [correct case number].

d. Click Save.

C. Make manual corrections to the case number and receipt number on the conformed document.  If the document has already been scanned, provide the information to EDM-QC so the record can be corrected electronically.
D. If needed, see PRO-FC-1004 for the procedure on how to generate a correction letter to notify parties on the case that the case number correction has occurred.
II. Correcting all other system errors:

1. Locate the incorrect receipt in the Receipt Inquiry screen.
A. In the Detail screen of the receipt that is incorrect, click Add Note. The Notes Entry window will appear.
B. Select General from the Note Type menu.

C. In the Note field, enter specific information that will clarify what the error was and what it is being corrected to. Example: Wrong fee code, s/b fee code XXX, Receipt # remains the same.
D. Make manual corrections to the docket code and receipt number on the conformed document.  If the document has already been scanned, provide the information to EDM-QC so the record can be corrected electronically.
POLICIES / RELATED DOCUMENTS:
· PRO-FC-1004: 9999 Generating a Correction Letter procedure
OTHER PARTIES INVOLVED:
· EDM-QC
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· The Cash Receipting System
REPORTS / FORMS:
· F-FC-1003: Case Number Correction Letter


DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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