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PURPOSE:

The Clerk of the Superior Court (COSC) filing counter receives cash payments for child and spousal support at all office locations. While COSC receives the payments, it is not responsible for the disbursement of the funds. The State of Arizona Clearinghouse needs to receive the money from the COSC so that they can distribute the money to the receiving parties.

OBJECTIVE:
· All support payments cashiered in the Cash Receipting application are coded in with service code 770 (regular cash payments) or 779 (purge cash payments). Every Tuesday through Saturday morning, ITG has set up a report to be automatically generated and saved into the FSS Staff folder. Each morning a Family Support staff member will verify the report has all cash support payments were cashiered with the correct information; the payee name, payor’s name, ATLAS number, court case number and IV-D or Non-IVD designation.

· Once the report is verified, FSS staff will email the report to the Accounting department and they will create two checks, one for 770 and one for 779, to be sent to the Clearinghouse. Attached to the checks will be the Cash Receipting report that FSS staff created and verified. These reports provide the Clearinghouse with the information they need to be able to disburse the funds.

PROCEDURES: 
Open the OTC Report:
1. Open the Excel report spreadsheet in the S:\Doc_Management\FCS Staff folder\Document storage\OTC Reports folder. You will want the report dated for today’s date. It will contain the payments from the prior business day (i.e. 2019_04_12_050048 779 OTC Report will be for payments received on 4-11-2019).

2. Print the report.

3. Close the Excel report.

 Research Report Information
1. The information in the 770 and 779 reports need to be verified. If an error is discovered, notate the correction on the printed copies of the reports.

a. Confirm the Payor’s name in the Party Name column of the report that the name is spelled correctly.

b. Confirm the Atlas number is correct.

c. Confirm the IVD designation is correct.

i. IV-D -Y

ii. Non-IVD - N
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d. Confirm the court case number in the Case column.
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FC2007-053507
FC2007-009230
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 Update Excel Reports with corrections and Report Number

1. Once all of the information is verified on both reports, re-open the respective Excel report spreadsheets and make the corrections. If any corrections are made to the Atlas #, add a (*) asterisk at the beginning of the corrected Atlas # and make it Red. (see example C. ii under Research Report Information)

2. When all of the corrections have been made, click Save on both reports and leave the 770 and 779 Excel report spreadsheets open.

3. Open the OTC Report Number Log. It is located in the S:\Doc_Management\FSS Staff folder.

4. Locate the next available line. Enter the date that report is for.

5. For each date that is entered, there will be one line for the information on the 770 report and one line for the 779 report. Fill out the Total # of Payments field and the Amount fields in their respective lines. This information can be located on the bottom on the Service Code Activity Detail Excel reports.

6. Click Save in the log.
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Payment Total # of

Date Type payments  Amount Number to:

770 30 $16,392.29|5U13- [065A |Clearinghouse
4/3/13 779 5 $11,153.00|PSU13{065B | DCSE

770 22 $12,726.02|SU13- [066 A |Clearinghouse
4/4/13 779 10 $14,790.89|PSU13{066 B |DCSE

770 41 $16,314.75|SU13- [067 A |Clearinghouse
4/5/13 779 16 $8,041.75[PSU13{067 B |DCSE

770 sU13- [068 A |Clearinghouse

779 PSU13 068 B |DCSE





7. Add the Check Request Number and Check Payable to information to the Excel reports in the top right corner of the corresponding Excel report spreadsheets.

8. Highlight in yellow the Check Request Number and the Payable To information.
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9. Save the Excel report spreadsheets.

10. Close the 770 & 779 Excel report spreadsheets.

 Email the finalized Reports

1. Create an email to the Trust Response distribution list and CC the FSS department supervisor and lead.

2. In the S Drive: Fin_Svc\FSS Staff folder\OTC\OTC Report Number Log folder, highlight the 770 and 779 report and drag and drop the reports into the email. 

3. Type OTC Reports for deposit date in the subject line. (i.e. OTC Reports for Deposit Date 4-05-2013)

4. Send the email.

POLICIES / RELATED DOCUMENTS:

· None

OTHER PARTIES INVOLVED:

· N/A
TIME / VOLUME:

· Varied
FREQUENCY:

· As required

PERFORMANCE MEASURE:

· N/A

SYSTEM ACCESS REQUIRED:

· Receipting
· ATLAS
REPORTS / FORMS:

· OTC Report
DEFINITIONS:
· N/A

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