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PURPOSE:

To identify GIITEM fees collected by the Clerk of Court for distribution to the citing agencies.  
OBJECTIVE:
The objective of preparing the GITTEM report is to identify which citing agencies to distribute the collected fees to at month end.
EVENT DRIVER:

Fees collected during the month allocated to the GIITEM fund. 
PROCEDURES: 
I. Service Code Activity Detail Report

1. Open the Cash Receipting system.  

2. Place the cursor over Reports on the toolbar.

3. Select the Report Selection option.

4. In the Items Per Page field enter 100 and hit the enter key.

5. From the report list, find and select the Service Code Activity Detail (COSC-D&CMS-031) report.

6. In the pop-up window, change the following criteria:

A. Start Date = first day of the month being reconciled

B. End date = last day of the month being reconciled

C. Service Code = from the drop-down uncheck mark the Select All box.  Scroll down to find and check mark service code 90 only.

D. Click the View Report button.

7. Export the file as a .CSV file:

A. Click the drop-down arrow next to the floppy disc, choose the CSV (comma delimited) option.

B. A toolbar will open at the bottom of the screen, click the Open button.

C. Save the file to the following location: S:\Fin_Svc\Juvenile Accountant\GITTEM\YYYY.

D. In the File name: field, enter the file name as MMYY Month Year GITTEM (i.e. 0119 January 2019 GITTEM).

E. Click the Save button.

F. Right click on the tab to rename the tab CRS.

8. Close the report window from the Cash Receipting system.

II. GITTEM Report
1. Open iCIS NG, from the desktop select the JV COC Financials Admin link.

2. Place the cursor over the Inquiry tab on the Juvenile Search bar.
3. Move cursor down to Report, and click Report.
4. From the pop-up window, select GIITEM Fees Paid.
5. In the pop-up window, change the following criteria:

A. Start Date = first day of the month being reconciled
B. End Date = last day of the month being reconciled
C. Citing Agency = All Agencies
6. In bottom left corner, click the Generate button.
7. A GIITEM Fees Paid report preview will appear.

8. Export the report to Excel: 
A. On the toolbar, click the envelope icon with a red arrow pointing down.
B. In the File name: field, enter the file name as MMYY GITTEM (i.e. 0119 GITTEM).
C. In the Save as type: field, from the drop down box, select Excel 5.0 Document.

D. Save the file to a working location, such as the desktop.
E. Click the Save button.

F. A pop-up window will appear with the message: “The report has been exported.  Would you like to open it?”  Click the Yes button.

G. A second pop-up window will appear with the message: “We found a problem with some content in ‘x.xls.  Do you want us to try to recover as much as we can?  If you trust the source of this workbook, click Yes.”  Click the Yes button.
Note: This message occurs because the version of Excel and Crystal reports are not 100% compatible.  

H. A final pop-up window will appear with the message: “Excel was able to open the file by repairing or removing the unreadable content.”  “Renamed invalid sheet name.”  Click the Close button

I. Close the report window in Juvenile iCIS.
J. Right click on the tab to rename the tab iCIS.
K. Right click again on the tab and select Move or Copy.  In the pop-up window under Move selected sheets To book: select the file named “MMYY Month Year GITTEM (i.e. 0119 January 2019 GITTEM)”.
L. Click and highlight (move to end).  Click the Okay button.
III. General Ledger Activity
1. Open Microsoft GP Dynamics application.
2. Under the Microsoft Dynamics GP drop-down box on the toolbar, select the Smart List.

3. From the list that appears on the left-hand side of the window, click the + next to the Financial folder. 

4. From the expanded list, click the + next to the Account Transactions folder. 

5. From the expanded list, click the GL Account Reconciliation link.

6. Click the Search button on the toolbar.

7. Under the Search Definition 1 field, ensure the date range is the first day to the last day of the month being reconciled.

8. Under the Search Definition 2 field, change the value to 4117-4.  General Ledger account 4117-4 reflects all revenue receipted to the GITTEM fund.

9. Click the Ok button in the upper right-hand corner.

10. Once the data populates, select the Excel button on the toolbar. 

11. An Excel spreadsheet will open displaying all the general activity for the defined month.
12. Highlight the Debit and Credit Amount columns.  On the Home ribbon in Excel, under the Number dialog box, select the comma (comma style).  This action will format the columns into numbers extending two decimals.
13. Under the last transaction line in the Debit and Credit Amount columns, AutoSum the columns to find totals for each column.
14. Right click on the tab to rename the tab GL.

15. Right click again on the tab and select Move or Copy.  In the pop-up window under Move selected sheets To book: select the file named “MMYY Month Year GITTEM (i.e. 0119 January 2019 GITTEM)”.
16. Click and highlight (move to end).  Click the Okay button.
IV. Reconciling GITTEM
1. On the CRS tab, under the last transaction line in the Amount column, AutoCount the number of transactions.
2. Multiply the transaction count by $4.00.
3. Compare this amount to the Citing Agency Grand Total amount found on the iCIS tab. 
4. Find the difference, if any, between the amounts.

5. Next, compare the Citing Agency Grand Total amount to the Credit Amount total on the general ledger tab.
6. Review the general ledger transactions listed as GJ and PMTRX in the Source Document field.  Both source document types are debit adjustments and will affect the difference in report totals.
Note: Depending on the type of adjustment, debit adjustments will typically need to be subtracted from the Credit Amount.  
X. GITTEM Report Creation
1. Right click the iCIS tab and select Move or Copy.
2. Select the Create a copy box in the lower left-hand corner.

3. Click to highlight the (move to end) field and select the OK button.

4. Right click on the tab to rename the tab GITTEM.

5. Format the report by deleting empty columns B and D.
6. Cut and paste the report title “Fee Paid” found in column H, cell11 to column I, cell 11.

7. Delete empty column H.

8. Enter the word “Type” in column G, cell 11.

9. Enter the word “Credit Card” in column K, cell 10.

10. Enter the word “Allocation” in column K, cell 11.

11. Highlight and delete all rows with data below the Grand Total line of the report.
12. Click the corner between row 1 and column A to highlight the entire worksheet.

13. On the Home ribbon, under the Font dialog box, from the drop-down boxes select Calibri as the font and 11 as the font size.

14. On the Page Layout ribbon, under the Page Setup dialog box select the arrow in the lower right-hand corner.  

15. On the margin tab, adjust the Top and Bottom margins to .75.  Adjust the Left and Right margins to .25.

16. Click the OK button.

17. Review the transactions on the report, remove any misapplied transactions (this would be where a payment is applied and then an adjustment made).  

18. Count the number of transactions on the GITTEM report.  On the GL tab, find the transaction with the Description of “CC FEE ALLOC”.  

19. Divide the Debit Amount found for the credit card fee allocation by the number of transactions found on the GITTEM report.  Extend the decimal place out to three digits.  This amount is the credit card fee per transaction.
20. On the GITTEM tab, count the number of transactions for the first agency.  Multiply the number of transactions by the credit card fee.
21. Enter the amount found under the Credit Card Allocation column, next to the Agency Total.
22. Repeat steps X.20. and 21. for each citing agency.
23. Under the Credit Card Allocation column, next to the Grand Total AutoSum the amounts.  Verify the total equals the CC FEE ALLOC.
A. If the amounts match, continue to the next step.

B. If the amounts do not match, adjust pennies to force the amounts to balance. As a rule of thumb, adjust the totals that have the largest amounts.  Ensure the agencies having the same number of transactions have the same credit card allocation amounts. 

24. Click the cell above the cell with the word File #, hold and highlight across to the cell with the word Credit Card.  Continue to hold and highlight down to include the last line of data in the report.
25. On the Insert ribbon, under the Tables dialog box, select Table.

26. A pop-up window will appear with the highlighted cell information.  Click the OK button.
27. This step will insert colored rows between the transactions.  On the Design ribbon, under the Tools dialog box, select Convert to Range.

28. A pop-up window will appear with the message: “Do you want to convert the table to a normal range?”  Select the Yes button.

29. Delete the first row of the table, it should read Column1, Column2, etcetera.

30. On the View ribbon, under Workbook Views, select Page Break Preview.  On the same ribbon, under the Zoom dialog box, select 100%.

31. Review the report to ensure all columns are expanded fully so the data can be read, and the report prints within its margins.

32. Delete the GL tab from the Excel file.

33. Print the GITTEM report and place in the in-box of the Accountant responsible for preparing the monthly transmittal.

34. Click the save button and close the Excel file.
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
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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