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PURPOSE:

· To provide instructions for auditing payments receipted into juvenile restitution codes.
OBJECTIVE:
· To verify restitution payments have posted correctly within the Juvenile ICIS and Cash Receipting systems. 
EVENT DRIVER:
· An e-mail is received in the Trust Response public e-mail folder.
PROCEDURES: 
1. Cash Receipting System: Service Code Activity Detail Report

A. Open the Cash Receipting Program.
B. On the menu bar, select Reports.
C. From the drop-down menu select Report Selection.
D. In the Items Per Page field, enter the number 100 and select enter.
E. Scroll down to find Report Code: COSCX-D&CM-031; Report Name: Service Code Activity Detail.
F. Select the Select hyperlink.
G. In the report pop-up window, change the following criteria:

a. In the Start Date field, enter the prior day business day.

b. In the End Date field, enter the prior day business day.

c. At the Service Code field, click the drop-down box:

i. Click the checkmark box by (Select All).

ii. Find and select service codes 720 and 722. 

H. Select the View Report button
I. The report selection will spool and appear on the screen.

2. Open Juvenile iCIS:
A. On the Service Code Activity Detail report locate the first case number.

B. On the main Juvenile iCIS screen, enter the case number without the prefix JF0 into the legal number box (i.e.: JF01052387 will be entered as 1052387).

C. Select the Enter key.
D. Click the juvenile name to highlight the row, if more than one name is listed select the appropriate juvenile name.
E. On the Juvenile Search bar at the top of the page, select the Financial tab.

F. From the drop down menu, select Obligation List. 
3. Open Sunbox:
A. Using the RFR Pay-History, verify the total balance due for Restitution orders matches the total balance due in Juvenile iCIS. 
a. 8: RFR

b. 3: Reports/History

c. b: RFR Payment History – External

d. Redirect to screen

e. Enter the Case Number (i.e.: JF01052387).
a. If the amounts due not match, email the Criminal Financial Obligations Unit for further research.

3. Continue steps 1 & 2 for each item on the Service Code Activity Detail report. Once completed, the report can be discarded in the recycle bin.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Criminal Financial Obligations
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
· Juvenile iCIS
· Public e-mail: Trust Response folder
· Sunbox

REPORTS / FORMS: 
· Service Code Activity Detail Report
· RFR Pay-History Report
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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