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PURPOSE:

To provide instructions for remitting a telex to Maricopa County Sheriff Office for purge payments.  
OBJECTIVE:
To ensure the telex remittance of purge payments are handled consistently and accurately over time.
EVENT DRIVER:

Purge Payments are paid to the Clerk of Superior Court. 
PROCEDURES: 
I. Receiving a Purge Payment Form
1. The payor is given an F-FSS-1001: Cash Purge Payment form to complete.
2. The cashier will ensure the form is legible and filled out in its entirety.
3. The cashier is responsible for verifying the information provided by the payor and completing the “Clerk’s Office Only” box on the Cash Purge Payment form.

A. In-Jail payments need to be verified with MCSO.
a. In-Jail

B. A charge needs to be marked whether In-Custody or not.  See Figure 1.
Figure 1
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4. Funds are receipted in the Cash Receipting System under service code 779 – C/S Release & Civil Arrest Funds.
5. Forms are immediately sent to TrustResponse@mail.maricopa.gov.
6. All forms are re-sent at close of business to COCFSS-InJailPurgePayment@mail. maricopa.gov, this supports the report process that is completed the next business day by Family Support Services. 
II. Cash Purge Payment forms are received via Trust Response.
1. Open the Trust Response Public eMail.
A. Print the attached Cash Purge Payment Form.
a. Highlight the e-mail.
b. In the right viewing pane, double-click on the attachment and Adobe Acrobat window opens.  
c. Click on Print icon and retrieve the printed document.  

III. JMS Terminal
1. Log into the system using your network user ID and password.  
2. Use your regular COSC login name and password to access the terminal.
3. Locate the LEJIS application icon; double click the icon to open.
IV. Remitting a Telex through JMS
1. Log into LEGIS using your assigned user ID and password
2. Select the Enter key.  See Figure 2.
Figure 2
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3. At the next screen, Booking Detail Inquiry, select the Home key.
4. In the CMD field, enter CJMG, select the Tab key

5. IN the KEY field, enter PURGE, select the enter key.  See Figure 3.
Figure 3
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6. On the next screen, PURGE PAYMENT; tab to enter the booking number in the Book No field.  If the party is not incarcerated, tab to enter the Last and First name in the corresponding fields.   

7. Tab to the DOB field; enter the date of birth.  

8. Tab to the Charges field; enter the charge found on the Cash Purge Payment form.
9. Tab to the Case No field; enter the Superior Court case number without dashes (i.e. FC2013051798)

10. Tab to the Purge Amount field; enter the payment amount found on the Cash Purge Payment form.

11. Tab to the Receipt No field (below the Purge Amount field); enter the receipt number found on the Cash Purge Payment form.

12. Tab to the Date field; enter today’s date in MM/DD/YY format with no punctuation (i.e. 11/24/2015 would be 11242015).

13. Tab to the Time field; enter the time found in the lower right hand corner of the LEGIS screen without punctuation (i.e. 3:00PM would be 1500).

14. In the upper left hand corner of the screen, click the screen and drag the mouse to the lower right hand corner of the screen (the whole screen should be highlighted).

15. Right click on the mouse and select Copy from the dialog box.

16. Open MS Word, on a blank document, right click the mouse and select Paste from the dialog box.  

17. Select the enter key.

18. In the upper left hand corner of the screen, click the screen and drag the mouse to the lower right hand corner of the screen (the whole screen should be highlighted).

19. Right click on the mouse and select Copy from the dialog box.

20. In MS Word, under the first screen print, right click the mouse and select Paste from the dialog box.
21. Log off of the LEGIS program.

22. Log off of the system network.  See Figure 4.
Figure 4
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23. Note the Cash Purge Payment Form with the date and time of remittance to MSCO.
24. Save a copy of the Cash Purge Payment Form at the following location: S:Fin_SVC > Trust System > Cash Purge Payments > [Year] > [Month/Year].
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Filing Counter Staff
· Accounting Unit
· Maricopa County Sheriff Office
· Family Support Services
TIME / VOLUME:
· Varied

FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
· MS Outlook
· Trust Response Public eMail Folder
· iCIS Application
· LEGIS Application

· TrustResponse@mail.maricopa.gov.

· COCFSS-InJailPurgePayment@mail. maricopa.gov
REPORTS / FORMS: 
· F-FSS-1001: Cash Purge Payment form
DEFINITIONS:
· N/A

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	-
	Diana Hoover
	Document Origination
	11/23/2015

	A
	Diana Hoover
	Reformatted to accepted office procedure format
	11/24/2015

	B
	
	
	

	C
	
	
	


[image: image5.png]


