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PURPOSE:

To ensure the juvenile transactions that require dual entry in the Receipting System and Juvenile iCIS are done correctly. 
OBJECTIVE:
The objective of the juvenile cashier audit is to verify that payments requiring dual entry are posted correctly in the Receipting System and Juvenile iCIS. The fields audited are: case number, dollar amount, obligation, and fee codes. 
EVENT DRIVER:

Daily juvenile payments receipted to service codes less than 99, except 15, 17, and 18 require dual entry.

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 = the day being audited 

B. End date = the day being audited
C. Location Group = from the drop-down uncheck mark the Select All box.  Scroll down to find and check mark Durango-Juvenile and SEJV.

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. Format the spreadsheet as follows:

a. Delete the first three rows of the spreadsheet

b. Insert a column between column A (textbox 14) and column B (ReceiptID).

c. Click and highlight the data in column A, beginning in row 2 through the last line of data.  
d. On the Data tab, under the Data Tools dialog box select Text to Columns.  

e. In the pop-up box, select the Fixed width radial dial.  Click the Next button.
f. Click to add a break line between the data.  The break line should be inserted three digits to the right, placed right before the letter data.  Click the Next button.  
g. Click the Finish button.

h. Delete columns B (not named), F (PaymentMethod), I (Comments), J (AdditonalInformation), K (ReceitptID_1), and L (Amount_1).
i. Highlight the Amount column.  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.
j. Highlight the Case Number column.  On the Home tab, under the Editing dialog box, select Find & Select.  
k. From the drop-down list select Replace.  In the Find what: field enter JF0.  Leave the Replace with: field blank.  Select the Replace All button.  

l. A pop-up box will appear with the message:  All done.  We made XX replacements.  Select the OK button.

m. Click the cell between column A and row 1, this will highlight the entire spreadsheet.  On the Home tab, under the Editing dialog box, select Sort & Filter.

n. In the pop-up window, ensure the box next to My data has headers is checked.

o. In the Sort by field, click the drop-down box to select UserId.  Click the OK button.  This action will cause the data to be sorted alphabetically by the user ID.  
II. Net Revenue Detail 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 Financial Report – Net Revenue Detail.

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

A. Cashier Group = All

B. Start Date = the day being audited
C. End Date = the day being audited
6. In bottom left corner, click the Generate button.

7. A Net Revenue Detail report preview will appear.

8. Export the report to Excel: 

A. On the toolbar, click the drop-down box next to the floppy disk.  Select CSV (Comma Delimited).  
B. Format the spreadsheet by deleting the following columns:

a. Textbox 22

b. Obligation Number And Type

c. Case Display Number

d. JV Formatted Name

e. Transaction Type

f. Transaction Date Time
g. Payment Category
h. Display Number –and- all the remaining columns to the right
C. If “n/a” appears in the Fee Code column, change it to 91.

III. Cashier Audits
Note: Cashier audits are completed for two locations, both the Durango and Southeast Juvenile facilities.  Spreadsheets are named MM/DD/YY-D or –S.  The D signifies the Durango facility, and S signifies the Southeast facility.
1. Find and open the last completed cashier audit spreadsheet located: S:\Fin_Svc\Juvenile Accountant\Cashier Audits\[Year]\[Location]\[MM/YY]\[MM/DD/YY-X].xls.  
2. Save the file and rename it with the date being audited-Location (i.e. 040319-D).
3. On the very first tab, change the date to reflect the date being audited.  This step will cause the date to be changed in all other tabs.
4. Highlight and delete all data below the header line on each tab (the header line is considered rows 1 thru 5).

5. On the Service Code Activity Detail report created in step I, find the cashier name that corresponds with the individual tabs in the cashier audit file.  
6. Cut and paste the cashier information into the cell directly under the CRS header (the cell is G:6).   

7. Highlight and sort the data by fee code.  The reason for sorting by fee code is there will be fee codes in CRS that do not appear in iCIS.  Fee codes less than 99, except 15, 17, and 18 appear in both systems and need to be audited. 

8. If data with service codes 15, 17, and 18 appear, cut and paste the data to the end of the row.

9. Then sort the service code less than 99 by file number and then by fee code.   
10. On the Net Revenue Detail report created in step II, find the user name that corresponds with the individual tabs in the cashier audit file.
11. Cut and paste the user information into the cell directly under the ICIS header (the cell is A:6).

12. Highlight and sort the data by file number and fee code.
13. Highlight the #VALUE! fields (D:5 thru F:5).  Click the lower right hand corner of cell F:5 and run the formulas down as many rows as needed to audit the fee codes that appear in CRS and iCIS.  

A. If the fields match, no research is required.

B. If the fields do not match, further research is needed to find and correct the discrepancy.  

14. Repeat steps III.1. through 13. for the second location.  
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Juvenile Filing Counter Staff

· Juvenile Probation Finance
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
· Juvenile ICIS
· Share Drive: Fin_Svc\Juvenile Accountant
REPORTS / FORMS: 
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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