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PURPOSE:

To ensure payments receipted to the Unknown service code is added to the Juvenile Unknown Spreadsheet.
OBJECTIVE:
To track payments receipted into the Unknown service code so they can be researched and resolved into new obligation(s) at a later date. 
EVENT DRIVER:

Payments are receipted into the Unknown service code. 
PROCEDURES: 
I. Cash Receipting System: Service Code Activity Detail Report

1. Open the Cash Receipting Program.

2. On the menu bar, select Reports.

3. From the drop-down menu select Report Selection.

4. In the Items Per Page field, enter the number 100 and select enter.

5. Scroll down to find Report Code: COSCX-D&CM-031; Report Name: Service Code Activity Detail.

6. Select the Select hyperlink.

7. 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:

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

b. Find and select service code 84. 

8. Select the View Report button

9. The report selection will spool and appear on the screen.

10. Select the Export drop-down box to export the report as a CSV (comma delimited) file.

11. Click the Open button.

II. Juvenile Unknown Spreadsheet 
1. Open the current Juvenile Unknown Spreadsheet.  The files are located at: S:\Cust_Svc\Juvenile\Accountant\Unknown Recon\FYXX Unknown Daily Recon.xlsx.

2. Find the current month’s tab.
3. On the CSV file, highlight the detail under the column titled ReceiptId, right click and from the pop-up list select cut cells.
4. On the Juvenile Unknown Spreadsheet, find the column titled RCPT #, click in the next available cell in that row.  

5. Right click in the cell, and from the pop-up list select paste.
6. Follow steps 3 through 5 for the columns titled:

A. Status 

Found on Juvenile Unknown Spreadsheet as: Status

B. CaseNumber


Found on Juvenile Unknown Spreadsheet as: FILE #

a. After pasting, remove the JF0 before each of the File Numbers.
C. Amount


Found on Juvenile Unknown Spreadsheet as: UNK AMT
7. Under the RCPT DATE column on the Juvenile Unknown Spreadsheet, enter the Service Code Activity Detail Report date.

III. Juvenile iCIS
1. Enter case number (omit the JF0) in the Legal Number field and click Enter.
2. Select to highlight the Juvenile’s name (if there is a blank line, select the blank line)

3. Place the cursor over the Financial on the Juvenile search bar.
4. Move cursor to Obligation List and select Obligation List. 

5. Find all the Unknown obligations.

6. Under the Action column, select Transaction History.

7. Verify the Transaction Date of the unknown deposit matches the Service Code Activity Detail Report date.
8. Update the Juvenile Unknown Spreadsheet with the following information from Juvenile iCIS:
A. Type the Juvenile’s First Name into the First Name field.

B. Type the Juvenile’s Last Name into the Last Name field.
9. Repeat steps III.1-8.A-B for remaining unknown transactions.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
· Juvenile ICIS
· MS Excel
· S:\Cust_Svc\Juvenile\Accountant\Unknown Recon\FYXX Unknown Daily Recon.xlsx.
REPORTS / FORMS: 
· Juvenile Unknown Spreadsheet
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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