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OTC - Bad Check Processing

PROCESSING BAD CHECKS

Before getting started, make sure to gather a copy of the bad check.

STEP 1: Locate Original Bill - If you know the Receipt number and the transaction is in GEARS, follow
the below instructions to locate the bill and print the Acctg — Rev Distribution page of all of the original

transaction bill lines.

NAVIGATION: Main Menu > Billing > Review Billing Information > Details

1. The Bill Inquiry page will display.

a. Click the Find an Existing Value tab.

Find an Existing YWalue

Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
Contract: Enter the original Receipt number.
Click the Search button.

Business Unit: [JuD12 Q
Invoice: | begins with || Q
Bill Status: = ~| | ~
Customer: begins with || L
Contract: [ begins with ~~|[5568393
b. Click the Navigation dropdown list — Acctg — Rev Distribution.
Line - Info 1
Unit: JubD12 Invoice: 0005961072 Invoice Amt: 0.00 UsD ‘%’
Status: INW Invoice Date: 02/10/2016 Cycle ID: DAILY
Type: BUS Source: REGISTER Frequency: Once
Customer: JuD12 SubCust1: SubCust2:
Harford County Circuit Court
Invoice Form: NO_PRINT From Date: To Date:
Accounting Date: 02/10/20186 Pay Terms: IMMED Pay Method: Check
Remit To: BOA Bank Account: 12
Sales: 12-00-00 Bill Inquiry Phone:
Credit: DEFAULT Collect: DEFAULT
Biller: DEFAULT Billing Authority: DEFAULT
Go to: Header Info 2 Address Copy Address Notes
Summary Commit Cntrl P ‘
Bill Search Line Search q&ader— Info 1 ~ = Next
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GEARS OTC - Bad Check Processing

c. Print this page as it will assist you with completing the next step. To be sure you are printing all
the lines, if in the Max Rows box the number is 5, change the number to 15, then click the
double arrow down icon. Review the 1 of number in the blue bar to be sure you are displaying
all the lines. Then click the View All for printing the page.

i. You will be using the Identifier, Accounting codes and Amounts for the next step.

Header - Info 1 Line - Info 1 Acctg - Rev Distribution

Unit: JuD12 Bill To: JubD1z Invoice Amt:
Invoice: 0005961072 Harford County Circuit Court x| |2

Bill Line b

Seq: 1 Line: Net Extended:
( Identifier: RCS-4083 ) Description: LR DOT MTG RT Only

Bl Creates GL Acct Entries

Bill Line Distribution - Revenue Personalize | Find | View Al | B | 2% First £ 1071 I Last
st e
Cgda I PCA Fund Account Program :ppmp Approp Yr Dept Percentage
Ag umber
R120105466 72 12010 0001 5466 1201 A1200 AY2016 CHK 100.000
< >
Percent: 100.00 Amount: 20.00 Gross Extended: 20.00
Seq: 2 Line: 2 Net Extended: 6.40
Identifier: RCS-42 Description: LR Recordation Tax

Bill Line Distribution - Revenue Personalize | Find | View Al | ! First K1 1-2.0f2 I3 a5t
st s
Batch Approp

Code Agy PCA Fund Account Program NN Approp Yr Dept Percentage

R120105466 C12 12010 0001 5466 1201 A1200 AY2018 CHK 3.000

R122709588 Cc12 12270 0712 9588 1227 A1227 AY2018 CHK 97.000

< >
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STEP 2: Reverse Revenue Process (For Non-Case and Case Related Bills) — Create a new $0.00
Adjustment Bill.

NAVIGATION: Main Menu > Billing > Maintain Bills > Standard Billing

1. The Bill Entry page will display.
a. Click the Add a New Value tab to create a new Bill.
b. Complete all fields with the following:
i. Business Unit: “JUD##”, where ## is your 2-digit county code.
ii. Invoice: Defaults to “NEXT”, next available bill number will be automatically assigned.
iii. Bill Type Identifier: “JBC” = (Adjustment type = Bad Check).
iv. Bill Source: “ONLINE”
v. Customer: “JUD##”
vi. Invoice Date: Current date (see note below).
vii. Accounting Date: Current date (see note below).

Note: Bad checks should always be processed in a timely fashion as they are received. Back dating of this
process can only happen if you have not processed your end-of-month (EOM) local revenue and would only be
applicable to the immediate prior month. For example, if you are processing a bad check on September 6™ and
you would like it to be reflected in August end-of-month (EOM) work, you may do this only if you have not
completed your EOM local revenue for August. Also, please note, even if you have not completed your EOM
local revenue for other earlier months, you may only back date to the immediate past month, in this example
that would be August (not July or earlier).

c. Click the Add button.

Bill Entry

Find an Existing Value

Business Unit: [Jup12 |C

R
Invoice: [NEXT -
Bill Type Identifier: ;:_fécﬁ (] —
Bill Source: |ONLINE (=1
Customer: [Jub12 (=1
Invoice Date: [osrze6/2013 |53

Accounting Date: [ga/26/2012 51
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GEARS OTC - Bad Check Processing

2. The Header — Info 1, of the Bill detail page will display.
a. Confirm the Type: field is set to “JBC”.
b. Confirm the Source: field is set to “ONLINE”
c. Click the Notes link at the bottom of the page to add an audit note explaining the reason for the

adjustment.

vt R

Unit: D12 Invoice: NEXT Pretax Amt: 000 USD :
Status: INEWY @ Invoice Date: 08262013 W Cycle DALY Q
— BT e e
*Customer: W02 Q SubCustt: SubCustz:
Harford County Circuk Court
Invoice Form: NO_PRINT Q  From Date: H ToDate: H
Accounting Date: 0862013 #  PayTerms: MUED 0 PayMethod:  Check v B
Remit To: B0A Q  Bank Account: 2 Q
Sales: DEFAUT QU Billinquiry Phone: T a
Credit DEFAUT Q@ Collector: DEFAUT  Q
Biller: IDEFAULT Q  Billing Authority: DT Q
Goto Headerhnfo 2 Address Copy Address
Express Entry
Symmry §a Search Line Search Havigation: Header - nfo 1 v [Prev  Ned
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i. Add a note to the bill header with returned check information to include:
1. DBA#, Check#, Check Date, Check Amount, Original Receipt #
2. Reason

d. Select the Header - Order Info option from the Navigation: drop-down at the bottom of the
page.

Header-info1 [ Line-info1 | [CCSEE

Unit: JUD12 Bill To: JuD12 Pretax Amt: 0.00 USD &
Invoice: NEXT Harford County Circut Court

Customer Notes

[ standard Note Flag std Note: Q HEE
Clinternal Only Flag Note Type: Q
Hote T

Check #342347 for $500.00 returned to the WD) for Insufficient Funds, original transaction #130007775332 on §/172013,
DBAZ8776322

Go to: Header info 2 Address Copy Address
Notes Express Entry

T Page Series
Summary il Search in rch Kavigation: @“9 ) Prev Next
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3. The Header — Order Info screen will display.
a. Contract: Enter the Original Receipt number (enter the number exactly as it appears - including
all leading zeros). Note: No Matching Values message will appear, ignore this.

b. Click the Line — Info 1 tab.

Header - Info 1

Unit: Jup12 Bill To: JuD12 Pretax Amt: 10,00 USD
Invoice: NEXT Harford County Circuit Court

[ Freight Terms: e
Q  Ship Via o
Contract Date? ] Case Number: ‘
Contract Type: [7 PK Slip No: ‘
OM Bus Unit T a Sold To: [ a
Order No: [— Q Sold Loc: ]i Q
Order Date: o Ship To: [ q
Ship Bus Unit: ] Ship Loc: [ la

Ship ID: \
Go to: Header Info 2 Address Copy Address

d / Y e

Notes Express Entry : .
Summary Bill Search Line Search Navigation: : Header - Order Info iv Prev. Next

[ save | |[Z]Notify = |rsRefresh ([FyAdd | FlUpdate/Display

Header - Info 1 | Header - Order Info | Ling - Info 1
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4. The Line —Info 1 page will display.
a. Refertothe Acctg — Rev Distribution Page(s) previously printed out as part of your Bad Check
Processing preparation.
NOTE: A new Bill line will need to be added for each unique Charge Code (Identifier — e.g.: CCS-
137) used on the original receipt.
b. Complete the following fields:
i. Table: Enter “ID”.
ii. Identifier: Enter the charge code of the item from the receipt that needs to be added.
iii. Gross Extended: Enter amount of the item/charge code. All reverse amounts should be
entered in as a negative ($-) amount to reverse the revenue. (e.g.: -40.00)
iv. Click the Refresh button at the bottom of the screen to auto-fill the other data.
v. Click the plus sign ™ to the right of the line to add additional bill lines.
c. Repeat steps (4.b. i-v) for all charge items on the original receipt.

Header - Info 1 Line - Info 1

Unit: Jup12 Bill To: Jup12 Pretax Amt: 0.00 USD
Invoice: 0006631592 Harford County Circuit Court Z 2 Max Rows: 5 ¥ |x

Identifier Look Up Date: 06/07/2016 [

Seq: 1 Line: J—— Net Extended: -100.00

Table: Q Identifier: QRCS'3149 ) Q. Description: BlLocal Lic 12Harford Cty

Quantity: 1.0000 From Date: !

Unit of Measure: EA Q To Date: !

Unit Price: —?G?U'UU\ Line Type: REV Q Accumulate

Gross Extended: | -100.00 Tax Code: Q [ Tax Exempt

i . Exempt Cert: | Q

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: -100.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: -100.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Eniry
Summary Bill Search Line Search Navigation: [Line -Info 1 V] [Brev  Mext

[ save |\ Retunto Search |+ Previousin List | 4[5 Nextiniist | [=] Notify B Add.| | update/Display
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d. After all lines are added for the charge codes, click the plus sign = to add another bill line for

the BUS-Payment amount.
i. This amount will be a debit. (This should be the total of all the credited Bill lines).

e. Complete the following fields:
i. Table: Enter “ID".
iii. Gross Extended: Enter the amount as positive (e.g.: 15.00)
iv. Click the Refresh button at the bottom of the screen to auto-fill the other data.
v. Click the Accounting link at the bottom of the page.

Header - Info 1 Line - Info 1

Unit: JuD12 Bill To: JuD12 Pretax Amt; w i

Invoice: 0006631592 Harford County Gircuit Court | £ Max Rows: 5 3 |x
Bill Line Find | View Al First Kl 2072 17 L2t
Identifier Look Up Date: 06/07/2016 |3 =
Seq: 2 Line: Net Extended: 100.00
Table: dentiﬂe,: CcLear-JaC Q. peseription: Clear Acct-ADJ Bad Check
Quantity: 1.0000 From Date: &)
Unit of Measure: EA Q To Date: il
Unit Price: 100.0000 Line Type: MISC Q Accumulate
Gross Extended: 100.00 Tax Code: Q [ Tax Exempt
) . Exempt Cert: ‘ Q
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 100.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 100.00
Go to: Line Info 2 Tax Discount/Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: | Line - Info 1 V| Prev Next
B save (L ReumtoSearch 1 PreviousinList | Nextinlist [=] Notify | 7 Refresh [Ed Add| |FE Updaie/Display,
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5. The Acctg — Rev Distribution page will display.
a. Click the “View All” link to complete the Charge Code allocation information for each bill line.
b. Code: Select the proper PCA+ Object from the look-up list. The correct code is required to save
the bill. See the Appendix for How to Look Up a Charge Code.
c. Dept: Enter “JBC” in this field, which corresponds to the Bill Type found on Header — Info 1 tab.
NOTE: The “Dept” field is required for all bill lines with Line Type = “REV”.
The CLEAR-JBC accounting information is auto-filled and should not be changed.
Confirm that the Pretax Amt: is 0.00 USD.
Click the Refresh button.
Click the Save button.
Click the Header — Info 1 tab.

Sm oo

Header - Info 1 Line - Info 1 Acctg - Rev Distribution

Unit: JUD12 Bill To: JUD12 Pretax Amt: m D B =

Invoice: 0006631592 Harford County Circuit Court % |2 Max Rows: 5 3 [x
Bill Line
Seq: 1 Line: Net Extended: -100.00
Identifier: RCS5-3149 Description: BLLocal Lic 12Harford Cty

Bl Creates GL Acct Entries

Bill Line Distribution - Revenue Personalize | Find | View All | ! First Kl 13 of 3 13 a5t

Acctg Information Reference Information
Batch Approp
Code Agy PCA Fund Account Program Nl Approp Yr Percentage

[#] 5] [R122708588 @, [c12/@ [12270/Q, [o712)Q (9588 Q@ [1227  |Q [a1227/Q [av201eQf [JBC Q | 92.000) |

[=] [R120105460 @ [c12' @, [12010Q, [0001/Q [5480 | Q@ [1201 @ [a1200Q, [av201€q [JBC Q | 3000 |

[#] [=][R120105466 @ [C12' @ [12010Q, [0001Q [5466 @ [1201 @ [a1200/Q [Av201€Q)\ [JBC Q | 5000 |

< >
Percent: 100.00 Amount: -100.00 Gross Extended: -100.00
Seq: 2 Line: Net Extended: 100.00
Identifier: CLEAR-JBC Description: Clear Acct-ADJ Bad Check

Bill Line Distribution - Revenue Personalize | Find | View All | BV | 2 Fist B 1 or1 1 Lagt
Acctg Information Reference Information M
Batch Approp

Code Agy PCA Fund Account Program e Approp Yr  Dept Percentage

N
[#] [=([cLEAR-JBC)Q, [C12/Q [12090Q [7099/Q (9652 Q@ [1289 Q@ |A1209Q [AY201€Q, [JBC Q | 100.000

< >
Percent: 100.00 Amount: 100.00 Gross Extended: 100.00
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6. The Header - Info 1 page will display
a. Status: Change from “NEW” to “RDY” (Ready to Invoice).
b. Click the Save button.

REEl VR ( Line - Info 1

Unit: JUuD12 Invoice: 0006631592 Pretax Amt: 0.00 USD e

Status: RDY @ Invoice Date: W U Cycle ID: ’W Q
“Type: ,.JBCi QA source: W Q@ *Frequency: B G
*Customer: JuD12 Q  subcustt: SubCust2:
Harford County Circuit Court
“Invoice Form: NO_PRINT Q From Date: gl To Date: ]
Accounting Date: 06/0712018 C! Pay Terms: IMMED @ Pay Method: ‘ Check
Remit To: BOA Q' Bank Account: 12 Q
Sales: DEFAULT Q Bill Inquiry Phone: Q
Credit: DEFAULT QA Collector: DEFAULT Q
Biller: DEFAULT @ Billing Authority: DEFAULT Q
Go to: Header Info 2 Address Copy Address
Notes Express Entry
Summary Bill Search Line Search Navigation: | Header - Info 1 V| Prev Next

Retumto Search 4[] Previousin List  +[F| Nextinlist [=] Notify =~ Refresh Ee Add | | FE Up

NAVIGATION: Main Menu > Billing > Generate Invoices > Non-Consolidated > Single Active Invoice

7. The Single Action Invoice page will display.
a. Search for the Run Control used for Bad Check Processing — “Find an Existing Value” tab or
create a new one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.:
“BADCHK” for Bad Checks).

szg'r'rtes Main‘r:-'lenu > EliIang > Genemtevlnvoices > Non—Con‘{solidated > Single Action Inwvoice

B Mew Window n http

Single Action Invoice

un Control ID: [BADCHK

Add
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8. The Single Action Invoice Run Control page will display.
a. Complete the following run control settings:
i. Invoice Date Option: Select “Processing Date”.

ii. Posting Action: Select “Batch Standard”.
iii. Range Selection: Select “Bill Type”.
iv. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
v. Bill Type: Select “JBC”.

b. Click the Save button.

c. Click the small “Bills to be Processed” icon in the upper right of the page to confirm the
number of Bills that are ready to be finalized. If there are no bills listed or the number of bills
does not match what is expected, there is a problem.

i. Confirm the number of bill equals those you just entered.
ii. Click the Return button to return to the Single Action Invoice run control page.

d. Click the Run button.

Single Action Invoice Print Options
Run Control ID: BADCHK Report Manager Process Monitor

Language: English v @ Specified ) Recipient's
Selection Parameters Find | View All First 53 4 of 4 L2 {ast
=]

5 Business Unit:
AN

@ Bill Cycle

© Date Bill Added

@) Range ID

© Public Voucher Number

Bill Type:

=] Notify | EvAdd | |5 Updatelisplay-

Single Action Invoice | Print Options
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9. The Process Scheduler Request page will display.
a. Select the checkbox for the AOC_MAIN (AOC Circuit & District Courts) Process Name in the

Process List section.
b. Click the OK button.

Process Scheduler Request

UserID: lauren.smith Run Control ID: BADCHK
Server Name: v Run Date:|03/18/2014 )]
Recurrence: v Run Tlme:|3:07:28PM  Resetto Curent Date/Time
TimeZone:[—Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
[[]  AOC Invoicing - GRANTS ONLY AOC_GMBI PSJob (None) « (None) « Distribution
AOC Circuit & District Cours AOC_MAIN PSJob (None) + (None) « Distribution
[ Pre-process & Finalization BIVC000 Application Engine  Web v TXT v Distribution
. OK ) Cancel

10. The Single Action Invoice Run Control page will display.
a. A Process Instance number will display below the Run button to show processing has begun.
b. Click the Process Monitor link.
11. The Process List page will display
a. Click the AOC_MAIN process name link to review the status of all its sub-processes.
b. Click the Refresh button periodically until Run Status = Success and Distribution Status =
Posted.
i. If the Run Status = NO SUCCESS — STOP! Call the helpdesk to submit a ticket = DO NOT
DELETE THE PROCESS, this will be needed by the support staff to troubleshoot the

issue.

User ID|lauren.smith @ Type » Last - | 1 Days v | Refresh |
Server : Hame Q Instance | to |
Run Status - Distribution Status - Save On Refresh
Process List Personalize | Find | view ~1 | B8 | 2 et B qorq O Last
Process _ Distribution :
Select Instance Seq. Process Type Name SEr Run Date/Time Run Status —Status Details

[] 120408 PSJob ( ADC MAIM )wren.smith 03M8/2014 3:07:28PMEDT  Success ( Posted ) Details
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c. Click the BIIVC000 sub-process.
i. Click the Message Log link to review the number of bills processed.
ii. Click the Return button, and then OK to return to the Process Detail page.
d. Click the BILDARO1 sub-process.
i. Click the View Log/Trace link to select a downloadable PDF of the “Load AR Pending
ltems” report.
ii. Confirm that the report shows all bills = $0.00.

End of Reverse Revenue Process
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STEP 3: Track and Send Out Notices-Circuit Court Only (For Non-Case Related ONLY) — The
purpose for this section is to track and send out a notice to the local customer of the Bad Check.

STEP 3.1 - Confirm if Customer Exists - Confirm whether or not the customer already exists - if not, create
a new Customer before creating the bill.
NAVIGATION: Main Menu > Customers > Customer Information > General Information

1. The General Information page will display.
a. Click the Find an Existing Value tab.
i. SetID: Leave the default value set to “SHARE”.
ii. Name 1: Change criteria to “contains”, then enter the last name of the customer.
b. Click the Search button.
c. Review the names provided in the list to determine if customer already exists.
i. If the name is correct, click on that customer and review the address to be certain this is
the correct customer.
1. If YES, write down the Customer ID, and skip to Step 3.3.
ii. If the name or address is not correct, then proceed to Step 3.2 below.

Find an Existing Value Add a New Value

SetiD: = - (sHARE) a
Customer ID: beqgins with Q,
Name 2: begins with - |
Telephone: begins with - |
City: beqgins with « |
State: begins with - |
Postal Code: beqgins with « |

[T include History [] Correct History [T Case Sensitive

Search || Clear  Basic Search [E] Save Search Criteria

Search Results

View All First [q] 1-2of2 [}] Last
SetiD C D Name 1 Name 2 Telephone City State Postal Code
SHARKJ 000027953 JDAMSON-ALBRIGHT, CLINTOMN 2MD (blank) blank) GLEN BURNIEMD 21060
SHARE 1000013914/ALBRIGHT, CRAIG O0TOOO0T0651 (blank) ELKRIDGE MD 21075
SHARE 1000002082 ALERIGHT, DONALD LEE JR. 1500058227 (blank) Hampstead MD 21074
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STEP 3.2 - Customer Creation

NAVIGATION: Main Menu > Customers > Customer Information > General Information

1. The General Information page will display.
a. Click the Add a New Value tab.
i. Leave the default settings as displayed. SetID: = “SHARE” and Customer ID: = “NEXT".
b. Click the Add button.

General Information

Find an Existing Walue Add a New Value
SetlD: |5HAHE QL

Customer ID: |MEKT a3

2. The General Info tab of the Customer record will display.
a. Name 1: enter Last Name, First Name of the customer
b. Short Name: will auto-fill with first 10 characters of the Name 1.
c. Select Currency Code: = “USD” and Rate Type: = “CRRNT".

ORACLE

Faug_rites Main'Menu > Customers > Custcmer@ﬁarmaﬁcn s General Information

S EEWGEN - Bill To Options | Ship To Options | Sold To Options | Miscellaneous General Info

SetiD: SHARE Customer ID: NEXT

General Info Links: ..More

*Status: Active - Copy From Customer

*Date Added: 0410112014 5 *Since: (04/18/2014 3]

Level: Regular

v

*Type: User1 -
*Hame 1: |Sn1'rth, John Alt Hame 1 *Short Name: |Smith, Joh
Hame 2: |

Alt Name 2

Currency Code: (uso i Rate Typek [CRRNT ))
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d. Roles section, select the check boxes for the Bill To Customer and Sold To Customer options.
e. Support Teams section, enter Team Code = “SALES” and check the Default check box.

“ Bill To Customer Correspondence Customer

Bill To Selection Comespondence Selecion
Ship To Customer Remit From Customer
Ship To Selection Remit From Selection
‘ Sold To Customer Corporate Customer
Sold To Selection Corporate Selection
Broker Customer Consclidation Customer Consolidation Business Unit: I:I
Indirect Customer Grants Management Sponsor

Federal Attributes
Federal Customer Trading Partner Code: Disbursing Office:

Apprnpriatiun Symbol Mot Required for Reimbursable Agreements

Support Teams Personalize | Find | Vie

Team Code Drefault Description

-SALEE & [=l|[=]
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f. Address Locations: check the Bill To / Primary, Sold To / Primary, Correspondence Address
checkboxes.

g. Address Details section, enter the address of the Customer.
NOTE: The Address 1 line, City, State and Postal code are required.

Address Locations

#| peation: 1 Bill To Primary Broker Primary [+][=]
| Ship To Primary Indirect Primary
Description:
P Sold To Primary CDr'rEEpDndennE Address
RFID Enabled VAT Default VAT Service Treatment

Setup

Address Details
*Effective Date: 01/08/2014 *Status: Active

Tax Code: l:l Language Code: English -

Physical Nature: » Where Performed:

Alternate Name 1: Alternate Name 2:

Country: [USA/Q United States

Address 1: @in Aw_-nue)

Address 2: | View Phone Information
Address 3:

City: nytown ) In City Limit “
County: Postal: w
State: q Mo E§>

h. Click the Bill To Options tab next to the General Info tab at the top of the page.
3. The Bill To Options page will display.

a. Credit Analyst: Enter or select “DEFAULT”.
b. Collector: Enter or select “DEFAULT”.
c. Click the Save button at the bottom of the page.

General Info (RELNEGREEIELEEN© Ship To Options || Sold To Options || Miscellaneous General Info

SetlD: SHARE  Customer ID: NEXT

John Smith

Customer Bill To Options

*Effective Date: fo10es2014] *Status: Active - E=
Currency Code: uso Rate Type: CRRNT

Responsibilities:

Credit Analyst: (EFauLT )5 Collector: CEEIS 51
AR Specialist: &) Bill Inquiry Phone: v}
Billing Specialist: =} Billing Authority: = |
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STEP 3.3 - Bill Creation

This step is providing a new way for entering a Bill, by using the Copy Single Bill function. This function copies
over everything from the original EXCEPT, the Invoice Date and Accounting Date. This function only allows you
to copy a bill from the current fiscal year. [Ex. If the current Fiscal Year is FY2015 (07/01/2014 through
06/30/2015) you may not copy a bill from 06/30/2014, which was Fiscal Year FY2014]

NAVIGATION: Billing> Maintain Bills> Copy Single Bill
Use the Copy Single Bill process to copy the (Reverse Revenue) Bill just created.

1. The Copy Single Bill page will display.
a. Contract: Enter the Receipt number to find the Bill to copy.
b. Click the Search button to display search results.
i. Search results should include Bill Type = “JBC”, Bill Source = “ONLINE”, Contract =
Receipt number.
c. Select the bill from the list.

Copy Single Bill

Enter any information you have and clidke Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Business Unit: = |J|_|D[|E o
Invoice: begins with | =

Bill Status: = - -
Customer: begins with | Q
Contract: begins with o [2212928

D Case Sensitive

Search Clear Basic Search =] Save Search Criteria

View All First Al 1-4 a4 ¥ Last
Business Unit Invoice Inwoice Type Bill Status Bill Type |dentifier| Bill Source Customer Contract
JUD0Z 0000472522 Regular Canceled BAD CHMLIME 1000028195(221 2028
JUD02 0000472521 |Regular Mew Bill =i CHMLIME JUDDZ 2212028
JUDDZ 0000471801 |Regular Invoiced CHMLIME JUDDZ 2212028
JUD02 0000381527 |Regular Invoiced [BUS REGISTERJUDDZ 2212928
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é GEARS OTC - Bad Check Processing

2. The Copy Single Bill page will display.
a. Select Bill Action section, select the “Copy Bill” radio button.

b. Copy Results section, notice Copy Bill is set to “NEXT” (this will automatically assign a new bill).
c. Click the Save button at the bottom of the page to copy the bill.

Copy Single Bill
Unit: JuD02 Bill To: JuD02 Anne Arundel County Circuit Court
Invoice: 0000991367 Invoice Amt: 0.00 usp
Select Bill Action Copy Results
© N Bill Action *Copy Bill: NexT
(Qissve) (Retumto Sesron #|FreviousinList 4] NextinList (-] Notity

d. The new Bill number and navigation link are displayed after the page saves.

Copy Single Bill
Unit: JuD02 Bill To: Jub02 Anne Arundel County Circuit Court
Invoice: 0000991367 Invoice Amt: 0.00 uso
Select Bil Action
.%,. No Bill Action *Copy Bill: |0000995431 C Go To Bill Header - Gen. InD
() Copy Bill

e. Click the Go To Bill Header — Gen. Info link. This will take you to the Header — Info 1 tab within
the bill.
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OTC - Bad Check Processing

Note: There are two Bill Types you should select from, “Bad Check” or “Payment Replacement Required”.
Payment Replacement Required Invoice format is to be used when there was a bank error and at no fault of

the customer.

3. The default tab, Header — Info 1, of the Bill detail page will display.
a. Status: Change from “NEW” to “HLD” to put the bill “On-Hold".
Bill Type: Change from “JBC” to “BAD” (Bad Check) or ‘PRR” (Payment Replacement).
Customer: Enter the Customer ID just created or found as an already existing customer.
Invoice Form: Defaulted to: “BAD_CHECK” or “PAYREP_REQ'.
Accounting Date: This is the due date.
Invoice Date: Enter today’s date (current date).
Click the Line — Info 1 tab.

b.
C.
d.
e.
f.
g.

1

Unit: JuDo2 Invoice: 0000472522 Pretax Amt: 2850 USD

Status T invoioe ek RN O LT S a—.

*Type: & Source: [ONLINE @ ‘*Frequency: Once vB®
*Customer: 15000:%7 SubCust1 SubCust2:

Mt Ketrig

*Invoice Form: ‘3‘., From Date: ; 5 ToDate: :” "

Accounting Date: 2‘2 42013 ‘ Pay Terms: IMMED Q Pay Method: Checx v 8
Remit To: évﬂ Bank Account: o2 Q

Sales: [DEFAULT & Bill Inquiry Phone: ‘ Q

Credit [DEFAULT 1@ Collector: [DEFAULT Q

Biller: DEFAULT @ Billing Authority: [bEFALLT @

Go to: Header Info 2 Address Copy Address

Summary Bill Search Line Search Navigation: Header - Info 1 - h?:‘éw’fz_"
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" GEARS OTC - Bad Check Processing

4. The Line — Info 1 page will display.
a. Click “View All” to display all bill lines.
b. Modify the Gross Extended amounts.
i. Change all negative line amounts to positive amounts.

Header - Info 1 m

Unit: JuDoz Bill Ta: 1000028185 Pretax Amt: 26.50 USD 3
Invoice: 0000472522 =] (2] Max Rows: 5 = =
Bill Line Fine | View &Il “rzt 1 4 0f2 O Lot
Identifier Lock Up Date: 12/08/2013 3 + =
Seq: 1 Line: 1 Het Extended: 16.50
Table: I & identifier: |RCS-ZBDT . Description: IMamiage - Certified Copy

Quantity: 1.0000 From Date: ]
Unit of Measure: EA QL To Date: 1‘]

Unit Prica: . 18,5000 Line Type: FEv & [#accumulate
Gross Extended: 18.50 ) Tax Code: Q, Ta.x Exempt
Exempt Cert: [ Q

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 18.50

WAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 18.50
Go to: Line Info 2 Tax Accounting Discount/Surcharge
tes —
Summary Bill Search Line Search Havigation: Line - Info 1 - | Prev Next
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OTC - Bad Check Processing

c. Click the minus sign =/ on the BUS-PAYMENT line to remove the offset line.

d. Click the plus sign ™ to add a new Bill line. Add the following information:
i. Table: Enter “ID”.
ii. Identifier: Enter “BAD-CHECK”.
iii. Gross Extended: Enter “10.00”.
iv. Click the Refresh button at the bottom of the page to auto-fill remaining values.
v. Click the Save button.
vi. Click the Header — Info 1 tab to add audit notes.

Identifier Look Up Date: [12/08/2012 5 @

Seq: Line: 2 Het Extended: 18.50

3
Table: I &, Identifier: |EU5—F':'—'\YT\-1 ENT i, Description: Fayment Received

Guantity: 1.0000 From Date: &
Unit of Measure: EA Q To Date: &
Unit Price: 16.5000 Line Type: REWV A ¥ accumulate

Gross Extended: 18.50 Tax Code: A Omx Exempt
) Exempt Cert: | Q
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 16.50
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 16.50
Identifier Look Up Date: 120872015 f|=
Seq: 4 Line: Net Extended: 10.00
Table: I & Identifier: BAD-CHECK Q Description: Bad Cheo Charge

Quantity: ’W From Date: &
Unit of Measure: EA = To Date: [
Unit Price: 10.0000 Line Type: REV Q Accumulat&
Gross Extended: 10.00 Tax Code: & [Orax Exempt

Exempt Cert: | Q

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 10.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 10.00
Go to: Line Info 2 Tax Acoounting Discount/Surcharge
MNotes Express Entry Page Series
Summary Bill Search Line Search Nawvigation: Line - Info 1 * | Prev Mext
LlRetumn to Search  + Frevious in List &0 Mextin List [ Motify %, Refresh [FhAdd | Update/Display

Header - Info 1 | Line - Infz 1
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GEARS

The Header - Info 1 page will display.

OTC - Bad Check Processing

e. Click the Notes link at the bottom of the page.

Favorites i Main Menu »  Eiling > Maintain Bills

Standard Billing

Header - Info 1 Line - Info 1
Unit: Jupoz Invoice: 0000472522 Pretax Amt: 2650 USD
Status: HLD 2, Invoice Date: 12/092013 (ET) Cycle 1D: DAILY Q
“Type: BAD <, Source: ONLINE @ ‘Frequency: Onee - U]
*Customer: 1000028195 @ SubCusti: |:| SubCust2: |:|
Wari Kehrig
*Invoice Form: BAD_CHECK 2 From Date: [ 7o Date: [
Accounting Date: 1212412013 [ Pay Terms: IMMED @, Pay Method: Check - @&
Remit To: BOA G Bank Account: 02 Q
Sales: DEFAULT @, Bill Inquiry Phone: Q
Credit: DEFAULT 2 collector: DEFAULT =
Biller: DEFAULT @ Billing Authority: DEFAULT Q
Go to: Header Info 2 Address Copv Address
eress by [Page series
Summary Bill Search Line Search Mavigation: Header - Info 1 - rev Mext
[ Save ALLReturn to Search  |[i] Notify ris Refresh [FeAdd i |Update/Display

Header - Info 1| Line - Info 1

Update the note as needed to reference payments, court language or “PD in FULL”".
NOTE: Comments in the Bill Header Notes are displayed on the customer invoice, unless
the “Internal Only Flag” checkbox is selected. (See below image.)

f.  Click the Save button.

Favorites ' Main Menu - Biling

3 Mainta_inEliIIs % Standard Billing

Header - Info 1 Line - Info 1 Header - Note
Unit: Jupoz Bill To: 1000028195 Pretax Amt: 26.50 US
Invoice: 0000472522 Mari Kehrig

Bill Header Notes

Customer Motes
Find | View All First K 4 of 4 I Last

TO HIDE NOTE ON Dstandard Note Flag 5td Note: Q El
Note Type: CUSTNOTE | Q&
PRO FORMA D Internal Only Flag Ype
Note Text: Customer Note
Ck #132 returned "Closed Account” [E1]
DBA #13325016
RCS Transaction #22125926
Payer: Mari Kehrig
o to: Header Info 2 Address Copy Address
Notes LXPress cniry y
fetes i —  Page Series |
Summary Bill Search Line Search Navigation: Header - Note - rev Next
A\Return to Search  [] Notify 4 Refresh [FsAdd | ¢ |Update/Display
Header - Info 1 | Line - Info 1 | Header - Note
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(i GEARS OTC - Bad Check Processing

g. Click the Pro Forma Invoice icon “ inthe upper right corner of the page to print a PDF
Invoice/Payment Due Statement to the customer.

h. Print the Pro Forma by using the printer button that appears when you move your mouse over the
bottom of the document.

MARYLAND Tt Bad Checks
-Il |||("muv E Invoice No: 0000472522
o Notice Date: 05/16/2014
Page: 10f1
Remit To: Customer No: 1000028195
Anne Arundel Circuit Caurt Case No: )
7 CHURCH CIRCLE Payment Terms: Immediate
ANNAPOLIS MD 21401 Due Date: 1212412013
Bill To AMOUNT DUE: 26.50
Mari Kehrig
338 Fairhaven Road
Tracys Landing MD 20779
Original
| Line 1] ipti Guantity Unit Amt Net Amount |
1 Marriage - Certified Copy 1.00 16.50 16.50
2 Bad Check Charge 1.00 10.00 10.00
Subtotal: 26.50
.\IA.I{Y.I.A\IIJ- Bad Checks
A — | — . .
.mm(-mm-ﬁ Invoice No: 0000051638
Hotice Date: 04/22/2014
Page: 1of1
Chk #132 retumed "Closed Account”
DBA #133250168
x;:mﬁ:zmm Remit To: Customer No: 1000007509
Baitimore County Disirict Cour Case No 1373122
120 EAST CHEAPEAKE AVENUE Payment Terms: Immediate
TOWSON MD 21238 Due Drate: 04/30/2013
Bill To: AMOUNT DUE: 67.50
JACKSON, MEGAN
2425 Lincoln Ave
Spamow Points MD 21219
Original
Line Description GQuantity Unit Amt Net Amount
1 Send Final Motice D.00 0.00 0.00
2 Send second notice o.oo 0.00 0.00
3 CHECK ($57.50) PLUS $10.00 FIN o.oo 67.50 67.50
Subtotal: 67.50
67.50
AMOUNT DUE:
Your check. submitted for payment of a fine andior costs in the abowe referenced case was dishonored by your bank_
Criminal Law Article 8, Section 108 of the Annctated Code of Maryland states that any person who pays any court fine or costs by
check or draft and the bank does not honor that check or draft, shall be guilty of a misdemeanor. The law further states that upon conviction
that you may be fined not mere than $100.00, or imprisoned for not more than &0 days, or both.
The amount due as shown above, must be received in this court ne later than 15 days from the date of this letter. Payment must be in
cash or certified check. Failure to pay may result in 3 warrant for your amrest,
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STEP 4: Process Payment Received (For Non-Case Only Related Bills)

OTC - Bad Check Processing

Accounting is notified of the replacement payment and must cancel the bill.

NAVIGATION: Main Menu > Billing > Maintain Bills > Standard Billing

1. The Bill Entry page will display.
a. Status: Enter “HLD” to display all bills on hold.
b. Select the bill you want to cancel.

2. The default Header — Info 1 page will display.
a. Status: Change from “HLD” to “CAN”".
i. The Rebill Invoice is canceled and the Bad Check tracking is closed.

3. Click the Save button.

Header -Info 1 Line - Info 1
-
Unit: JuD02 Invoice: 0000009676 Pretax Amt: 7000 USD -~
<§tatus: CAN S Q Invoice Date: ] Cycle ID: DALY Q
Type: BC Q  source: ONLINE O “Frequency: Once "B
“Customer: Juboz Q subCustt: SubCust2:
Anne Arundel County Grui Gout focepairo
*Invoice Form: BAD_GHECK Q From Date: il To Date: ]
Accounting Date: ! Pay Terms: IMMED Q pay Method: Check
Remit To: BOA Q Bank Account: 02 Q
Sales: DEFAULT Q Bill Inquiry Phone: Q
Credit: DEFAULT Q Collector: DEFAULT Q
Biller: DEFAULT Q' Billing Authority: DEFAULT Q
Goto: Header Info 2 Address Copy Address
Notes Express Entry AQC Revenue Bond Forfeiture  Page Series |
Summary Bill Search Line Search Navigation: Prev Next
L Returnto Search | [5] Motify @ Refresh 5 Add
Header - Info 1 | Line - Info 1
End of the Bad Check Process
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