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PURPOSE:

To prepare a monthly report of all payments received for treatment and placement fees for remittance to the Arizona Administrative Office of the Courts (AOC).
OBJECTIVE:
The objective of preparing the Treatment/Placement report is to identify the juvenile name, case number, receipt, and dollar amount of each payment for reporting to the Arizona Administrative Office of the Courts.  
This process also allows for reconciliation of iCIS, Cash Receipting, and the General Ledger systems to ensure accuracy in reporting.
EVENT DRIVER:

Fees collected during the month allocate to the Treatment/Placement 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 80 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\Treatment\YYYY.

D. In the File name: field, enter the file name as MM Month_ICIS_Recon (i.e. 


4 April_ICIS_CRS_Recon).

E. Click the Save button.

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

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

II. Treatment/Placement 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 = first day of the month being reconciled
C. End Date = last day of the month being reconciled
D. Obligation Group = Treatment
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. An option bar will appear at the bottom of the screen, click the open button to export the data.

9. Right click on the tab to rename the tab iCIS.

10. Right click again on the iCIS tab and select Move or Copy.
11. In the pop-up window under Move selected sheets To book: select the file named “MM Month_ICIS CRS_Recon (i.e. 4 April_ICIS CRS_Recon)”.

12. Click (Move to end) and select OK.
13. Close the report window in Juvenile iCIS.
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 4105-4.  General Ledger account 4105-4 reflects all revenue receipted to the Treatment/Placement 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 “MM Month_ICIS CRS_Recon (i.e. 4 April_ICIS CRS_Recon)”.

16. Click and highlight (move to end).  Click the Okay button.
IV. Prepping the Treatment/Placement Workbook
1. Find and open the prior month’s Treatment/Placement reconciliation workbook.  

2. Press and hold the Ctrl key on the keyboard and click the RECON, AOC, and Diversion Split tabs in the workbook.

3. Right click on the Diversion Split tab, select the Create a copy box in the lower left-hand corner.  

4. In the pop-up window under Move selected sheets To book: select the file named “MM Month_ICIS CRS_Recon (i.e. 4 April_ICIS CRS_Recon)”.

5. Click (Move to end) and select OK.
6. Close the prior month’s Treatment/Placement reconciliation workbook.
7. On the RECON tab, highlight and delete all data below the header line (the header line is considered rows 1 thru 5).
8. Reformat the Date Range on both the iCIS and CRS headers of the RECON tab.  The Date Range is the first day through the last day of the month being reconciled.

A. iCIS reads: For MM/DD/YYYY thru MM/DD/YYYY
B. CRS reads: Date Range: MM/DD/YYYY thru MM/DD/YYYY

9. On the AOC tab, highlight and delete all date below the header line (the header line is considered rows 1 thru 6).
10. Reformat the Date Range to read: for MM/DD/YYYY thru MM/DD/YYYY.  The Date Range is the first day through the last day of the month being reconciled.

11. The Diversion Split tab serves as a cover page to the Treatment/Placement report, ensure the month and year is updated to reflect the proper month being reconciled.  
Note: The totals will have a #REF! error in the field, the totals will be updated when the report is completed at month end.    
V. Reconciling Treatment/Placement
1. Click on the CRS tab.  Right click and select Move or Copy.  In the pop-up window, click (move to end).  
2. Select the Create a copy box in the lower-left hand corner.  Click OK. 

3. On the newly created tab, delete the first three rows of data.
4. Right click on the column named CaseNumber, right click, and select Cut.  Highlight column A, right click and select Insert Cut Cells.

5. On the Home ribbon, under the Editing dialog box, select Find & Select.  

6. From the drop-down list select Replace.  
7. In the pop-up window, in the Find what field enter JF0.  Leave the Replace with field blank.  
8. Click the Replace All button.  The message: All done.  We made XXX replacements. will appear.  Click the OK button.  Close the pop-up window.
9. Review the CaseNumber column to ensure the JF0’s have been removed.  If the letters were not removed, manually delete the letters to correct file number.

10. Right click on the column named Amount and select Cut.  Highlight column B, right click, and select Insert Cut Cells.

11. Right click on the column named ReceiptId, right click, and select Cut.  Highlight column C, right click, and select Insert Cut Cells.
12. Right click on the column named UserId, right click, and select Cut.  Highlight column D, right click, and select Insert Cut Cells.

13. Highlight just the data in the columns below the header row.  Right click, select Copy.
14. Click on the Recon tab, place the cursor in the Case# field under the header row of the CRS Report side of the worksheet.  Right click and Paste the data into the worksheet.
15. On the Home ribbon, under the Editing dialog box, select Sort & Filter.  

16. From the drop-down list select Custom Sort.

17. In the right-hand corner, ensure the checkbox next to My data has headers is not checked.

18. In the pop-up box, click the drop-down box next to the Sort by field.
19. From the drop-down list select the column letter that corresponds to the Case # field.  And select the OK button.
20. Delete the CRS(2) tab created in step V.1.

21. Click on the iCIS tab.  Right click and select Move or Copy.  In the pop-up window, click (move to end).  

22. Select the Create a copy box in the lower-left hand corner.  Click OK. 

23. On the newly created tab, highlight the column named Transaction Type.  Highlight column A, right click, and select Insert Cut Cells.
24. Highlight the column named CaseDisplayNumber, right click, and select Cut.  Highlight column B, right click, and select Insert Cut Cells.

25. Highlight the column named JVFormattedName, right click, and select Cut.  Highlight column C, right click, and select Insert Cut Cells.
26. Highlight the column named TransactionDateTime, right click, and select Cut.  Highlight column D, right click, and select Insert Cut Cells.
27. Highlight the column named DisplayNumber, right click, and select Cut.  Highlight column E, right click, and select Insert Cut Cells.
28. Highlight the column named PaymentCategory, right click, and select Cut.  Highlight column F, right click, and select Insert Cut Cells.
29. Highlight the column named CashierDisplayName, right click, and select Cut.  Highlight column G, right click, and select Insert Cut Cells.

30. Highlight the column named FNumber, right click, and select Cut.  Highlight column H, right click, and select Insert Cut Cells.
31. Highlight the column named TotalRevenues, right click, and select Cut.  Highlight column I, right click, and select Insert Cut Cells.
32. Highlight the data only beginning in the row just below the header line the columns TransactionType through TotalRevenues.  Right click, select Copy.

33. Click on the Recon tab, place the cursor in the Trans Type field under the header row of the iCIS Report side of the worksheet.  Right click and Paste the data into the worksheet. 

34. On the Home ribbon, under the Editing dialog box, select Sort & Filter.  
35. From the drop-down list select Custom Sort.

36. In the right-hand corner, ensure the checkbox next to My data has headers is not checked.

37. In the pop-up box, click the drop-down box next to the Sort by field.
38. From the drop-down list select the column letter that corresponds to the Case # field.  And select the OK button.

39. Delete the iCIS(2) tab created in step V.16.
40. Begin to compare the data, specifically the case number and dollar amounts between the two columns.  

A. If a case number appears on one side and doesn’t appear on the other, move those transaction(s) to the bottom of the side they appear on.
41. It will be normal for a case number to have multiple entries on the ICIS side and only one entry on the CRS side. 

A. In these instances, ensure the multiple amounts on the iCIS side equals the amount of the CRS side.
B. Change the amount of the first line only to reflect the total of the iCIS lines.  
C. In the Trans # column, type the word: Multiple.

D. Delete all other iCIS lines relating to the case number.

a. Highlight the relating lines.
b. Right click and select Delete.

c. From the pop-up window, click the Shift cells up radial button.

d. Click the OK button.

42. Repeat steps V.40. through 41.D.d. until all entries have been accounted for.
43. The lines moved to the bottom will need to be researched to resolve the differences.  

A. Examples of differences result from refunds, manual journal entries, and case numbers that have been receipted incorrectly.
44. Verify the total amount of the transactions on the iCIS side equal the total amount of the transactions on the CRS side.

45. Find the Credit total on the GL tab.  Add or subtract adjusting entries, which may have resulted from the differences, to ensure the GL and the Recon amounts balance.
VI. Arizona Supreme Court (AOC) Tab
1. Click on the RECON tab.  Right click and select Move or Copy.  In the pop-up window, click (move to end).  

2. Select the Create a copy box in the lower-left hand corner.  Click OK. 
3. Right click on the column named Case #, right click, and select Cut.  Highlight column A, right click and select Insert Cut Cells.
4. Right click on the column named JV #, right click, and select Cut.  Highlight column B, right click and select Insert Cut Cells.
5. Right click on the column named Juvenile Name, right click, and select Cut.  Highlight column C, right click and select Insert Cut Cells.
6. Right click on the column named Trans Date, right click, and select Cut.  Highlight column D, right click and select Insert Cut Cells.
7. Right click on the column named Net Revenue, right click, and select Cut.  Highlight column E, right click and select Insert Cut Cells.
8. Column F should be named Trans Type, leave this column alone.

9. Right click on the column named ReceiptId, right click, and select Cut.  Highlight column G, right click and select Insert Cut Cells.
10. Right click on the column named Comments, right click, and select Cut.  Highlight column H, right click and select Insert Cut Cells.
11. Highlight the data only beginning in the row just below the header line columns Case # through Comments.  Right click, select Copy.

12. Click on the AOC tab, place the cursor in the Case # field under the header row.  Right click and Paste the data into the worksheet. 

13. On the Home ribbon, under the Editing dialog box, select Sort & Filter.  
14. From the drop-down list select Custom Sort.

15. In the right-hand corner, ensure the checkbox next to My data has headers is not checked.

16. In the pop-up box, click the drop-down box next to the Sort by field.
17. From the drop-down list select the column letter that corresponds to the Case # field. 
18. Click the Add Level button.  From the drop-down list next to the Then by field, select the column letter that corresponds to the Receipt field.  Click the OK button.

19. Delete the RECON (2) tab created in step VI.1.

17. In the Amount column, under the last row of data, add a Top and Double Bottom Border.  

18. AutoSum the Amount column to find the total.  Verify the total equals the total on the RECON tab.

19. Highlight the data only beginning in the row just below the header line columns Case # through Comments.  Be sure to include the row with the total.
20. On the Insert Ribbon, under the Tables dialog box, select Table.  In the pop-up window, the data range for the table will display.  Click the OK button.

46. On the Design Ribbon, under the Tools dialog box, select Convert to Range.  The message: Do you want to covert the table to a normal range? will appear.  Click the Yes button.  
21. This action causes a Column row to appear under the header rows.  Delete the Column row. 
22. Print two copies of the report.  

VII. Diversion Split Tab
1. Click in the cell with #REF! next to Subtotal. Select the + key on the keyboard. 
2. On the AOC tab, click in the cell total at the bottom of the Amount column.  Select the Enter key.
3. Open iCIS NG, from the desktop select the JV COC Financials Admin link.

4. Place the cursor over the Inquiry tab on the Juvenile Search bar.

5. Move cursor down to Report, and click Report.

6. From the pop-up window, select Financial Report – Net Revenue Detail.

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

A. Cashier Group - All

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

C. End Date = last day of the month being reconciled

D. Obligation Group = Treatment
E. Sort Order = Traditional/Summary Match
F. In bottom left corner, click the Generate button.

G. A Net Revenue Detail report preview will appear.

8. Export the report to PDF:
A. On the toolbar, click the drop-down box next to the floppy disk.  Select PDF.  

B. An option bar will appear at the bottom of the screen, click the open button to export the data.

9. In the PDF file, select Edit.  From the drop-down list, select Find.  
10. In the Find box, enter: Treatment/Diversion.  Scroll through the PDF for find the Revenue Category Subtotal for Treatment/Diversion.

11. Enter the amount(s) found into the cell next to Treatment Diversion on the Diversion Split tab.

12. Repeat steps VIII.9. through 11. for TASC Diversion and TASC Spice Diversion.  

13. The spreadsheet will automatically calculate the Diversion and Treatment totals for the month.

14. Highlight the Treatment Diversion, TASC Diversion, TASC Spice Diversion, and amount rows.  Right click, from the drop-down list select Hide.

15. Print out two copies of the Treatment/Placement coversheet.
16. Click the Undo command key to undo the action of hiding the rows.

17. Click to save the document.

18. Place both the printed copies of the report and coversheet in the in-box of the Accountant responsible for processing the monthly transmittal.

POLICIES / RELATED DOCUMENTS:
· N/A

OTHER PARTIES INVOLVED:
· N/A

TIME / VOLUME:
· Varied
FREQUENCY:
· Monthly
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Fin_Svc\Juvenile Accountant\Treatment.

· Cash Receipting System
· Juvenile ICIS
· MS Excel
REPORTS / FORMS: 
· Treatment/Placement Recon.xlsx 
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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