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PURPOSE:
To provide instructions on how to perform basic transactions and functions using Cashiering and Receipting applications within the Clerk of the Superior Court.
OBJECTIVE:
· This procedure will initially cover only what is needed to perform the basic tasks. Further knowledge and understanding will come through use or on the job training in the specific cashiering area. The Cashier’s responsibility is to accurately place in the automated Cashiering system what is physically placed in their cash drawer.
EVENT DRIVER:

· This procedure is followed upon receipt of a payment.   
PROCEDURES:
1. ACCESSING THE SYSTEM/HOME PAGE:
A. Open COCWEB.

B. From the Secured Applications menu, select COSC Receipting.  The Cash Receipting program application will open.

C. To begin a business day and start receipting, hover your mouse pointer over Cashiering then click on Open Drawer. (See Figure 1)
Figure 1
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D. The screen in Figure 2 will be displayed.  
Figure 2
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E. Verify that your Drawer identification is correctly displayed in the Drawer identification field.  
F. Enter the beginning cash amount that has been assigned to you in the Initial Cash Bal field and click on Open.

G. After Opening, click on Receipt Entry from the Cashiering menu (Refer to Figure 1)
2. RECEIPT ENTRY SCREEN:

A. The Receipt Entry screen is used for all over-the-counter receipting. (See Figure 3)  The screen defaults to the Add tab.  The List tab will show a list of your drawer’s receipted items for the day.
Figure 3
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B. On the Add tab as shown in Figure 3, enter the case number (Refer to 
PRO-DRMS-1013 for direction on proper Case Number Format) and click on or tab to the Service Code field.
CAUTION: Do not use the Enter key until it is time to Add or Save.  
C. Enter a Service Code (a.k.a.: Fee Code) that determines the type of funds being receipted.  Each area has specific codes they utilize that will be provided.  To search for a service code, use the pull-down menu button located to the right next to the Service Code field.  The Service Code Desc field will automatically populate when the Service Code is entered.  Click on or tab to the Quantity field. 
D. Enter the number of the items purchased.  Click on or tab to the Amount field. 
E. If a Service Code is used that has a mandated fee attached, this field will automatically populate with the associated fee.  Any payments on existing accounts will require the amount of what is submitted to be entered.  Decimals or commas are not required when receipting whole dollars.  If fees are not deferred or waived, click on Add (or tab to Add and hit Enter).  
F. In the D/W/P field, click on the pull-down menu (the down arrow to the right of the field) to select Defer or Waive, if applicable. Click on Add.
G. In certain scenarios, a Receipt Item Detail window will appear (See Figure 4) to enter information on who is making the payment.  To enter the Entity Type, click on the pull-down menu (the down arrow to the right of the field) to select the appropriate entity or begin to type corresponding Entity Type numbers (i.e. 02, 04, etc.) and the field will automatically populate.
Figure 4
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H. Depending on the transaction type, there may be other fields in the Receipt Item Detail screen (See Figure 5).  Enter all pertinent information.  A red asterisk (*) indicates a required field.  The other fields are not always used by all areas. Check with your Supervisor or Trainer for guidance. For other examples of uses for the Receipt Item Detail screen, see the Receipt Item Detail Screen section.  Click on Save (or tab to Save and hit Enter).  
Figure 5

[image: image5.png]Receipt Il [
Receipt # PROD
searcn | | ———

[ | Receipt ltem Detail

Service Code 200 DISSOLUTION W/ CHILD

FC2009-002345
P Case #

Entity
= Entity Type 5 *

Service €| aditional Information

Svc Cod

400 Support

200 | Party Name || *

Atlas #
Unapplie
Payment
1IV-D Status

Payment| sIV.D Cyes &'No IV-DStatus H
Locat ¢

Comment

[

o
Z

[ LT[ [ Tustedsies

User: cockhitkek
distat| & | | ] Inbox-Miciosoit 0. | 2] TANMANUL-2009 . | 2] Document? -Micr.. | £ Clerk of Cout ntia.. || Receipt Entry -

2 @‘ ([« 1@ 2=y smaam




I. The Receipt Entry screen will be displayed again.  (See Figure 6)  Click on Add (or tab to Add and hit Enter).  All the information will automatically populate in the table directly below the entry fields as they are entered.  Always verify that this table is populated completely and correctly.  In the columns to the right, click Edit to correct or Remove to delete information.  Click on Save located by D/W/P field (or tab to Save and hit Enter).
Figure 6
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J. When no additional Service Codes are needed, Tab, use Ctrl+a, or click to go directly to the Payment Type field.  To select a payment type, use the pull-down menu button located to the right next to the Payment Type field, or begin to type in a payment type and it will automatically populate the field.  (See Figure 7)

Figure 7
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K. Business Check or Money Order: 

Select Local Check or Money Order in the Payment Type field.  Click in or Tab over to the Amount field.  Enter the amount that the customer remitted and click in or Tab over to the Ref # field. Enter at least the last 4 digits of the check number.  Click on Add (or tab to Add and hit Enter).  (See Figure 8)
Figure 8
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L. US Currency:

 
All US Currency (cash) presented to the cashier for payment is counted back to the customer and all bills $10 and larger are verified with a counterfeit detector pen.  Currency which tests positive as being counterfeit will not be accepted.  The customer will be informed and asked to provide alternative payment.  For large cash amounts, use a two person verification system - you count and verify, then they count again. See your supervisor or trainer for further guidance.


Enter the dollar amount given then click Add or press enter.  Change Due will be indicated in red on right of the screen.  Verify amount with the system, count the change due out of your drawer, and then count it as you give it to the customer. (See Figure 9)
Figure 9
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M. If a credit card is used, note the following:

· Examine each card for validity:

· Check expiration date

· Signature must match signed receipt
· If the card is not signed, clerk shall review valid ID (passport or driver's license).  This must be the same name as on the card.
N. Select the Card Type from the Payment Type dropdown menu and click Add (or tab to Add and hit Enter).  The receipting screens will direct the customer to swipe the card (See Figure 10).  
Figure 10
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O. The customer will be prompted by the card terminal to insert the card into the chip reader.  If the chip is faulty or the card does not have a chip, they will be directed to swipe the card on the device.  The customer will be prompted to approve the transaction amount on the terminal.  Once they have approved the amount, the charge is authorized, and they have removed their card from the reader, the terminal will prompt the customer to sign. After the customer signs the signature pad and selects “OK”, their signature will appear in the Device Window (See Figure 11).  The cashier will click Accept to store the information in the database.  The payment table will automatically populate with the authorized card payment information. Input comments as necessary and click on Save (or tab to Save and hit Enter) to complete the transaction.
Figure 11
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P. If the swipe does not read or the card number is being given over the phone, click Manual next to “Change Entry Method To”.  The receipting screens will direct the customer to enter the credit card information (See Figure 12).  Following the prompts on the terminal, input the Credit Card number, Expiration Date, and Security Code.  There are no spaces or dashes used.  When the card information has to be input manually, additional information may be required to be noted in the receipt transaction.  
Figure 12
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Q. The cashier then clicks on Submit (or tabs to Submit and hits Enter) to store the information and request authorization for the transaction.  (See Figure 13)
Figure 13
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R. Once the charge is authorized, the terminal will prompt the customer to sign. After the customer signs the signature pad and selects “OK”, their signature will appear in the Device Window (See Figure 11). The cashier will click Accept to store the information in the database. 
S. If the signature pad is not working or unavailable, click on Sign Receipt.  (See Figure 14)  The Receipt Entry screen will be displayed again.  The payment table will automatically populate with the authorized card payment information. Input comments as necessary and click on Save (or tab to Save and hit Enter) to complete the transaction.
Figure 14
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T. If the signature pad functions, the receipt will show Electronic Signature on the signature line of the receipt.  (See Figure 15)  Place it in the cash drawer. (All signature receipts must be saved for reconciliation at the end of the day).
Figure 15
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U. If the signature pad is NOT functioning, the Merchant Copy will be blank for a signature. (See Figure 16)  The Customer is to sign the Merchant Copy and return it to the cashier who places it in the cash drawer. (All signature receipts must be saved for reconciliation at the end of the day).  The Customer Copy (i.e.: the other receipt printed) is given to the Customer for their records.
Figure 16
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V. All payment information will automatically populate in the table directly below the entry fields.  (See Figure 17)   Always verify that this table is populated completely and correctly.  In the columns to the right, click Edit to correct or Remove to delete information.  Click on Save located by Ref # field to save changed information (or tab to Save and hit Enter). Click in, tab over to, or press Ctrl+M to go to the Comments line.
W. Enter the name of the paying party/customer/client in the Comments field and any additional information your area requires. 
I. If needed, you may also use the Add Note field for other transaction information.  This field will not print on the receipt.  Click the down arrow to the right of Add Note.  An area for notes will appear.  Select General from the Note Type menu.  Enter the note, then complete the transaction as usual.  

X. Verify the screen and click on Save (or tab to Save and hit Enter) to complete the transaction and print the receipt. If applicable, you will be prompted to endorse the check(s) and/or conform the document(s).
Figure 17
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3. RECEIPT ITEM DETAIL SCREENS

A. Certain transactions will bring up a Receipt Item Detail screen where additional transaction information will need to be entered.  A red asterisk (*) indicates required field.
B. The Receipt Item Detail screen for Passport Acceptance fee codes will require complete entry of the Passport Type, Last and First Name of the applicant, and their date of birth.  (See Figure 18)  Other available fields are for contact information (phone and email) and Overnight shipping information.  Always enter information in at least one of the contact information fields.  Information entered on this screen is used when generating Passport Transmittal Reports. Click Save to return to the Receipt Entry screen to complete the transaction.
Figure 18
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C. The Receipt Item Detail screen for Marriage License fee codes will require complete entry of the First and Last Name for both Party 1 and Party 2 (See Figure 19). Information entered on this screen is used when generating Marriage License Reports.  Click Save to return to the Receipt Entry screen to complete the transaction.
Figure 19
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D. When processing a criminal case RFR (Restitution, Fines, and Reimbursements) payment and the defendant is not already loaded in the system, a message window will pop up to verify if you wish to place the Receipt Item in Suspense. (See Figure 20)
Figure 20
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I. Verify that you have entered the case number completely and correctly. If you need to correct the case number, click Cancel to return to the Receipt Entry screen and make any necessary corrections.  If you are sure the case number entered is correct, click OK.  

II. The Receipt Item Detail screen will open.  Click on or tab over to the Hold Reason field and select FM04 - Case Not Loaded from the pull-down menu (See Figure 21).  Tab over to the Name field to input the name of the defendant, then tab over to enter a good contact phone number and any other available information.  Click Save to return to the Receipt Entry screen to complete the transaction.
Figure 21
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E. When processing a criminal case RFR (Restitution, Fines, and Reimbursements) payment and the name of the defendant is already loaded in the system, the Receipt Item Detail window will show the name associated with the entered case number. (See Figure 22)  
Figure 22
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I. Verify that the name listed matches the name of the defendant that the RFR payment is for.  If the name does not match, you will need to correct the case number. Click Cancel to return to the Receipt Entry screen and make any necessary corrections.  If the name matches, Click Select to return to the Receipt Entry screen to complete the transaction.  
F. To view information entered on a Receipt Item Detail screen, hover over the word Details in the Receipt Entry screen for a quick preview or click on Details to bring up a “view only” version of the detail screen. (See Figure 23) Names selected or entered in the Receipt Item Detail screen will appear on the receipt. This information will not populate in the Comments field and you will still need to input required information there. 
Figure 23
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4. LIST TAB ON RECEIPT ENTRY SCREEN: The List tab on the Receipt Entry screen shows a list of the day’s receipt transactions for your drawer.  It can be used to verify that a receipt has been taken or to check the details of a specific receipt.  You can also perform a Void or Reprint a receipt copy from this list. See Void Receipts section for further instructions on voiding a receipt.
A. When you click on the List tab to leave the Receipt Entry screen, a message window will pop up that will ask, “Are you sure you want to discard your changes?” (See Figure 24).  Click OK to proceed to the next screen.

Figure 24
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B. The List tab on the Receipt Entry screen defaults to display ten receipt entries per page. Click the arrows that appear next to the page information or change the number in the Page # field to move between pages.  You can also adjust how many entries appear per page by changing amount in the Items Per Page field (See Figure 25).
C. In order to review the contents of a receipt from the List tab on the Receipt Entry screen, click on the desired receipt to highlight that line then click on the Detail tab (See Figure 25).  

Figure 25
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5. ENDORSEMENT:

A. The Print Services: Endorsement pop-up window will give direction on inserting checks/money orders etc. to be endorsed in the receipt printer.  Be sure to insert the applicable check (determined by the word Printing in the Status column, see Figure 26) face down and aligned to the right side of the receipt machine. Click Next to continue. When all checks have been endorsed, click Done to allow the next step of Conformance or Customer receipt.
Figure 26
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NOTE: The Print Services: Endorsement pop-up window allows you to endorse a second time, if needed. Perhaps the receipt machine jammed or the wrong item had been run through.  
B. If another endorsement is required, click Cancel, and the Print Services: Endorsement pop-up window will be displayed (See Figure 27).  Put a checkmark in the appropriate box of the item you want to endorse again and press Endorse. When complete, click Done.
Figure 27
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6. CONFORMANCE: Certain Service Codes require a document to be Conformed.  
A. In order to file in a document, place the first page face up and align with the right side of the receipt printer. The Print Services: Conformance window will appear instructing you to insert the document.  Be sure to insert the applicable document (determined by the word Printing, See Figure 28). Click Next to continue.  When all documents have been conformed, click Done to proceed to the next step of printing the Customer receipt.
Figure 28
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NOTE: The Print Services: Conformance pop-up window allows you to conform a second time, if needed. Perhaps the receipt machine jammed or the wrong item had been run through.  
B. If it is required to conform a second time, click Cancel, and the Print Services: Conformance pop-up window will be displayed (See Figure 29).  Put a checkmark in the appropriate box of the item you want to conform again and click Conform.  When complete, click Done. 

Figure 29
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Repeat this process to continue generating receipts until ready to balance (SUB or TTL).

7. BALANCE DRAWER:
A. Click on Cashiering>Balance Drawer. As you are leaving the Receipt Entry screen, a message window will pop up that will ask, “Are you sure you want to discard your changes?” (See Figure 30).  Click OK to proceed to the next screen (See Figure 31).
Figure 30
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Figure 31
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B. To begin the balancing process, subtract your Initial Cash Bal from the cash drawer. You will be inputting the remaining Cash, Checks, and Credit Card information.
C. The Balance Drawer screen allows the Cashier to Sub-Balance (SUB) their drawer or close the drawer out Total (TTL) to finish that business day’s work.
A SUB balance is required at least once daily before a final TTL is performed.
NOTE: The SUB designates that you want to continue to add receipts to your drawer, but want to know if you are in balance at a point in time.  A SUB needs to be done approximately every 20-30 receipts or after $5000 in order to control your drawer and reduce the time it takes to do a final TTL.  When you leave this screen after a SUB is performed, the cash denominations are not saved and will have to be reentered for each SUB or the final TTL; the non-cash items that were verified are saved so they do not have to be entered again when a SUB or TTL is done.  The TTL is selected when you are ready to end the day’s work and prepare a bank deposit.  Once you have completed a TTL you cannot add or void receipts for that day’s work.  The same balancing procedures apply whether performing a SUB or TTL.
D. Click to select the appropriate radio button to either Sub Balance or Total your drawer then click on Cash/Coin Items (or tab to Cash/Coin Items).   (See Figure 32)
Figure 32
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E. If you have receipted cash, enter the number of each cash or coin denomination in your cash drawer. 
DO NOT INCLUDE YOUR INITIAL BEGINNING CASH.
F. Click or tab to go from denomination to denomination.
G. When all cash and coin have been entered, review the Drawer Totals (the bottom right hand table) to determine if CASH is in balance. If there is any cash difference from the physical drawer to the automated Cash Receipts System drawer, it will show the difference in the Over/Short column.  If too much Cash/Coin has been entered, the window will show an overage (a positive amount); too little will be a shortage (a negative amount). If you need to go back to the cash portion of the screen to recount the cash and correct any amounts, click in the Cash/Coin Items section or use the Shift and TAB keys to return to that section and make any changes.  
Always verify that the remaining Cash in your drawer matches your assigned Beginning Cash amount before completing the final TTL.  
H. When all cash and coin have been entered and balance, click or tab to the Payment ID field to enter and verify receipted Non-Cash Items that were not previously verified in a SUB.

I. Enter the Payment ID found on the back of each Check or Money Order and click or tab to the Amount field.  Input the amount found on the front of the item and tab to Add.  Click or hit Enter to add to the Drawer Totals table.  
J. Use the retained credit card receipt to enter Payment ID and Amount information and tab to Add.  Click or hit Enter to add to the Drawer Totals table. 
K. If an item is entered incorrectly, a blue error message will appear at top left of the screen (See Figure 33). Check to make sure you have entered the correct Payment ID and Amount. Check to make sure you haven’t skipped an item.
Figure 33
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L. A blue message will appear at top left of the screen to alert you when every item has been entered and the drawer is in balance (See Figure 34).  Click on Complete Balance and two receipts will print. 
Figure 34
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M. The Bank Deposit Summary will detail the Cash/Coin Items and Check Items for the bank deposit.  The Deposit Total will reflect the Bank Deposit and Credit Card transaction totals and is retained with the bank deposit slip for our records. (See Figure 35)  A receipt will not print on a SUB Balance. 

Figure 35
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N. Each area will train you on how to fill out the deposit slip, prepare your deposit bag, and package funds with the receipts for deposit to turn in to the Deposit Clerk.  See Figure 36 for an example of a deposit slip.
Figure 36
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O. TYPICAL ISSUES WITH BALANCING DRAWER (AND SOLUTIONS):
· Payment ID error on back on instrument (write correct Payment ID on instrument)

· Duplicate receipt (Void duplicate/incorrect receipt)

· Skipped instrument (go back and process in Balance Drawer)

· Credit Card receipt is missing or didn’t print (write down Payment ID on copy of reprinted receipt to input in Balance Drawer) 
· Amount on check does not match amount receipted (Void and reenter with correct amount if possible)
P. If an item has been receipted incorrectly, set it aside, enter all other items still remaining, and then click on Save For Later before researching the payment. NOTE: If you click the Cancel button or move to a different screen without using Save For Later, all of the unsaved information entered will be lost and you will have to enter them all over again.  (See Figure 37)

Figure 37
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Q. In order to pull up your daily receipts, you can use the List tab on the Receipt Entry screen to access all of your transactions for the day.  If needed, you can use the Receipt Inquiries screen for a more detailed search. To access the Receipt Inquiries screen, hover your mouse pointer over Inquiries in the menu bar. Click on Receipt Inquiries from that menu.  Click on the down arrow next to Advanced Search to access more fields to narrow down your search as needed.  See Receipt Inquiries section for further instruction. 
NOTE: You can void from the Receipt Inquiry screen or List tab. See Void section.
R. SAVE FOR LATER - If a check payment type is out of balance, do not use Force Balance. You must use Save For Later to save your progress and return to Receipt Entry List or Receipt Inquiry to determine the error for that payment item. Once the error has been found, you will need to correct the transaction.  This will need to be processed as a Void, then reentered to reflect the correct amount on the check.  Be sure to correct the Payment ID on the back of the reprocessed check.  A check payment for more than the charged amount will be processed using the Overpayment procedure or by using the Unapplied Balance procedure, if it applies.  After following established Void procedures, be sure to give the void receipt and a copy of the new receipt to the lead or supervisor.  Return to the Balance Drawer screen and continue to balance your drawer.
S. Once all receipt corrections have been made, click on Balance Drawer from the Cashiering menu to continue balancing.  Perform the SUB or TTL routine again, enter Cash/Coin items, and any unsaved Non-Cash items as corrected and you should now be in balance.  A blue message will appear at top left of the screen to alert you when every item has been entered and the drawer is in balance (See Figure 34).  Click on Complete Balance and the receipts will be printed for the final TTL.
T. FORCE BALANCE - When your drawer is out of balance in cash or coin items and you are unable to find the discrepancy, you may need to use Force Balance.  Contact your Supervisor for guidance and permission before using.  Prior to using the Force Balance button, be sure that you have entered all other payment items.  When you use Force Balance with the Total (TTL) option selected, it will immediately close out the day's work and it cannot be undone.  An Over/Short report must be filled out to explain any discrepancy.  
8. INQUIRIES MENU: The Receipt Inquiry screen allows you to find, void and/or reprint receipts that have been generated. There are different ways to research receipts:

A. Inquiry by Case Number:  Enter a Case Number in the Case # field and click Search.  Transactions carrying the case number entered will be listed by date and time of processing.  (See Figure 38)  Multiple pages of entries may appear.  An entry can then be viewed in more detail by using your mouse to click once to select the line of the transaction/receipt you wish to review (the selected entry line will be blue) then click on the Detail tab.
B. Inquiry by Receipt Number: Enter the Receipt Number in the Receipt # field and click Search.  The transaction will automatically open in the Detail tab. 

Figure 38
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Figure 39
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C. Advance Search: If you wish to search for receipts for a particular user, name, location, etc., or combination of any of the fields, use the Advance Search function before you click Search.  Multiple pages of entries may appear.  An entry can then be viewed in more detail by using your mouse to click once to select the line of the transaction/receipt you wish to review (the selected entry line will be blue) then click on the Detail tab.  If needed, you can also narrow the search to a specific date range by using the From and To date fields. This applies when doing any inquiry. (See Figure 39)

D. The Receipt Inquiry screen defaults to display ten receipt entries per page. Click the arrows that appear next to the page information or change the number in the Page # field to move between pages.  You can also adjust how many entries appear per page by changing amount in the Items Per Page field. (See Figure 38 or 39)

Note: Receipt Inquiries for transactions processed from 1994 to January 2008 will be done in the old cashiering system.
9. OLD SYSTEM INQUIRIES: (Make sure the Caps Lock is off)
A. Login: Select the CC - Cash System icon. 
B. When the message on the screen says Login, type in your username and press enter. (see Figure 40)

Figure 40
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C. When prompted, type your password and press enter.  (See Figure 41)
Figure 41
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D. The first Cash System menu should now be displayed (See Figure 42). Select 2 - Receipting by typing the number 2 after Enter selection.
Figure 42
[image: image42.png]&) GUNK - cocsun.cocmaricopagov o D
File Edit Settings.. Line Transfers Help
B3N Mail  _Help  Quit
Enter selection: [

Clerk of The court
COCCUN TNFORNI S APFS = PRODUCTTON
Accountin
5~ Sccuri ty/Administration
| | 41 Change vour Password
7 - cans systen
& Rm
loLinks. 26 vT102 Eco RoLL o 002 019
cocncoomateopagyy  [SGCARSER B





E. The Receipting menu allows you to access a number of program modules.  Press the 2 key again to go to the Cashiering menu. (see Figure 43)
Figure 43
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F. The Cashiering field will open to the right (See Figure 44).  Press ‘e’ for Receipt Inquiry.
Figure 44
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G. Press ‘f’ for Find or arrow over to Find and press Enter. (see Figure 45 and 46)

Figure 45
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Figure 46
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H. Inquiry by Case No:  The cursor will start in the Recpt Id field by default.  Press the up arrow once to go to the Case No field.  Enter a case number and press the Esc key to Find.  Receipts carrying the Case Number entered can then be viewed individually by pressing the up or down arrow keys.
I. Inquiry by Receipt number:   In the Receipt Id field, enter a receipt number (do not use the leading zeroes) and press the Esc key to Find.  
J. When you are ready to leave the program, press the “Q” key or arrow over to Quit and press enter until it states Disconnected by host. (See Figure 47)  Press the X button in the upper right to close the window.  A dialog box may ask if you are sure you wish to terminate.  Press Yes.
Figure 47
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10. VOID RECEIPTS: (DAY STILL ACTIVE-TTL’D RECEIPTS CANNOT BE VOIDED.)
The Void Receipts selection is used, in most cases, when you already have a receipt number that you know must be voided: 
A. To conduct a Void without using the Receipt Inquiry screen: 
I. Open the Receipt Entry screen and select the List tab. (see Figure 48)
Figure 48
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II. The last receipt processed will be automatically highlighted in light blue. If you need to void a different receipt, you can click to highlight the desired receipt from the list.  If you are unsure, click on the Detail tab to review the transaction further before proceeding. Click Void.
III. The Void Receipt pop up box will ask for the reason for the void (See Figure 49).  Use the drop-down menu down arrow to the right of the Void Reason Code field to select the appropriate reason then click OK. The receipt will be voided. Click Add to return to Receipt Entry screen to reenter the corrected transaction or continue entering the day’s transactions.
Figure 49
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IV. Give the voided receipt and reprint of the re-entered receipt (if applicable) to your Supervisor. 
V. A Supervisor must approve a voided receipt that results in funds being returned to the customer. The Funds Back form must be completed and signed.
B. To conduct a Void using the Receipt Inquiry screen: 
I. Open the Receipt Inquiry screen and either enter the receipt number or do a search to find the receipt.  

II. When you have found the receipt you want to void, click on the transaction from the list to highlight the line, then click on the Detail tab. Click Void (See Figure 50).  

Figure 50
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III. The Void Receipt pop-up window will appear and will ask for the reason for the void (See Figure 51). Select the appropriate reason from the pull-down menu and click OK. 
Figure 51
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IV. A red message will appear to confirm that the receipt has been voided (See Figure 52). Click Add to return to the Receipt Entry screen.
Figure 52
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V. Give the voided receipt and reprint of the re-entered receipt (if applicable) to your Supervisor. 

VI. A Supervisor must approve a voided receipt that results in funds being returned to the customer. The Funds Back form must be completed and signed.
11. OVERPAYMENT:
A. If a check or money order provided for payment is greater than the amount due, the Overpayment button will activate and be visible near the bottom of the screen (See Figure 53). Once all transaction information has been entered and you are ready to complete the transaction, click Overpayment.
Figure 53
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B. The Payer Lookup screen will be displayed (see Figure 54).  From this screen, you can search for the payer information by typing their name or business name.  Multiple entries may appear for the same payer.  Click to select the entry that best matches the payer information on the instrument provided, then click on the Detail tab.  Click Select to continue the receipting process.

C. If no entry for the payer is found, you must create an entry to record the overpayment.  To start this process, click the Add button on the Payer Lookup screen.
Figure 54
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I. The Add tab will open on the Payer Lookup screen (See Figure 55).  Enter the name and address exactly as they appear on the payment instrument and click Save.  A red asterisk (*) indicates required field.
Figure 55
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D. Click Select to continue the receipting process (See Figure 56).
Figure 56
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12. UNAPPLIED BALANCE: A Customer could submit a payment to cover multiple transactions.  In most cases, these would be processed with one receipt. There are, however, times when separate receipt transactions are desired and can be processed using one payment.  
A. In the Receipt Entry screen (Figure 57), follow the standard procedure for entering the Case Number, Service Code, Quantity, and Amount. Click Add.

Figure 57
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B. To select a payment type, use the pull-down menu button located to the right next to the Payment Type field, or begin to type in a payment type and it will automatically populate the field.  
C. Tab over to the Amount field.  Enter the total amount submitted on the Check or Money Order.  Tab over to the Ref# field and enter at least the last 4 digits of the Check number. Tab over to Add and hit Enter. (See Figure 58) Enter necessary comments in the Comments field.
Figure 58
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D. Click Save.  A pop-up message will appear (See Figure 59) advising that the payment exceeds the amount owed.  It will prompt: Do you want to create an unapplied balance? Click OK.
Figure 59
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E. Continue with the section 5. Endorsement procedure.
F. For the second transaction: In the Receipt Entry screen (Figure 60), follow the standard procedure for entering the Case Number, Service Code, Quantity, and Amount. Click Add.
Figure 60
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G. Go to the Unapplied Bal field (see Figure 61).  Using the pull-down menu, select the payment you wish to apply to this transaction.
Figure 61
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H. The Payment fields will automatically populate with the previously entered check information and the unapplied balance amount (see Figure 62).  If this transaction uses up the remainder of the check amount, you will continue with section 5. Endorsement procedure.  If the transaction amount is less than the current Unapplied Balance, change the Amount to the balance due for this transaction. This will leave the remainder of the Unapplied Balance for the next transaction. Continue to the Endorsement procedure for this transaction.  Repeat this process until the check amount is completely used.
Figure 62
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13. MULTIPLE PAYMENT TYPES:  Any combination of Cash, Check, and Card payments may be applied to the same receipt transaction. Refer to Figures 63, 64, 65, & 66 for examples of multiple payment transactions.  

Figure 63, Cash and Check
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Figure 64, Two Checks
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Figure 65, Check and Credit Card
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Figure 66, Credit Card and Credit Card
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POLICIES / RELATED DOCUMENTS:

· POL-CMS-1004: Cashiering
· PRO-DRMS-1013: Case Number Format for Clerk of Court Cash Receipting System
· PRO-DRMS-1014: Deferral/Waiver Application Processing
· POL-CMS-1001: Acceptable Forms of Payment
· PRO-CMS-1003: Accepting Various Forms of Payments
· PRO-BILL-1012: Creating, and Receipting from, an Unapplied Balance

· ARS 12-284: Fees
OTHER PARTIES INVOLVED:

· DCMS Accounting

· Billing & Deferral Unit

· COC Internal Auditor
TIME / VOLUME:

· Varied
FREQUENCY:
· Daily as needed
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Receipting Systems
· COSC Receipting
· CC - Cash System (OLD SYSTEM)
REPORTS / FORMS:

· Support Documentation:     
· Balance and Transaction Detail
· E-Filing Financial Report
· Over/Short report
· Funds back form
DEFINITIONS:
· Service Code: often referred to as Fee Code.

· Payment ID: Non-Cash monetary transactions (Checks, Money Orders, Cashier’s Checks, and Credit Cards) are given a Payment ID.  Receipt numbers are used on the receipt portions that are given to the Customer. In order to balance your drawer you will need the Payment ID information.
· Some navigation hints:

· The Mouse is used to move from one entry field to another or go back.

· The Tab key is used to move forward from one entry field to another.  
· The Shift and Tab keys used together allow you to move backwards from one entry field to another. 
· The Enter key is used on the Add or Save buttons only. 
· The Save button is used to save entered information in a Receipt Item Detail Screen and to complete and save a receipt transaction to the record.
· The Cancel button at the bottom of all screens cancels the current action and returns you to the previous menu without saving. You may get a message that verifies that you are discarding any information entered or modified in the screen.
· Hot Keys (key combinations for quick access to functions or fields):

· Hot Keys options are indicated on the screen by the single letter underlined within the menu, function, or field you wish to use.  For example, on the Home Page toolbar, the hot key to open the Cashiering menu is indicated by the underline under the letter “C”:  Cashiering.

· Using the Ctrl key with the following letters underlined items on the Receipt Entry screen will move you to the indicated field:
· e  - Takes you to Case Number field.

· s  - Takes you to Service Code.
· b  - Takes you to Unapplied Balance.

· a  - Takes you to Payment Type.
· m - Takes you to Comment Line.
· Using the Alt key with underlined letters on the Home Page toolbar will open the menu drop down:
· a  - Activity menu

· c  - Cashiering menu

· I   - Inquiries menu

· m - Maintenance menu

· r   - Reports menu

· e  - Help menu (Service Code catalog)

· Using the Ctrl key with underlined letters within the menu will open that menu item. Example: Cashiering menu: Ctrl ‘o’ will take you to the Open Drawer screen. Ctrl ‘e’ will take you to the Receipt Entry screen.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court cashiers or those departments that utilize the COSC Receipt application.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	A
	Kathy Whittiker
	New receipt system information
	03/01/2010

	B
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	Update to new format
	10/10/2010

	C
	Kathy Whittiker
	Update (remove comparisons to previous system)
	03/24/2011

	D
	Kathy Whittiker
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	05/27/2011
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	Mike Mejia
	Updated for the CDI
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	Updated for CDI
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