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A. Procedure when the RCS Cash Register(s) was NOT Reset

Please email mdcourts@service-now.com or call 410-260-1114 for any questions or issues.

Occasionally, there may be an instance when an RCS Cash Register was not Reset on the day in which the Funds were
received. The cash register Reset date becomes the Z-date/Accounting date in the JIS BUS and GEARS.

The below instructions are to be used if one or more registers were not Reset from the previous day:

Recommendation #1:
®» |f the register(s) has not been Reset and the deposit has NOT been sent to the bank, the recommendation is to
include both days work (previous day and current day) in the Reset for the current day. You will have just one
deposit ticket#/treasury code for both days work.

®» |f the money is in the deposit bag to go to the bank, you must go to the vault and remove the money from
the deposit bag for the register which was NOT reset. Also, re-write the deposit ticket, removing the cash
and/or checks you are taking for the un-reset register.

®» You will know if all your registers were reset when you review the Total amounts on the JIS BUS page and
the Total equals your deposit ticket.

® Note: The amounts on the JIS BUS also include your registry/escrow money.

Recommendation #2:
®» |f the deposit was already sent to the bank, then perform a Reset for the current day for the register(s) that had
not been Reset from the previous day. This will mark the previous day’s work with the current date as the Z-date
for the register(s) not Reset.

® Go to JIS BUS — confirm the previous day’s total for RCS (and if applicable for MDEC) is correct. Submit
data to GEARS.

® Go to JIS BUS — confirm the current day’s totals for the RCS register(s) that was not reset the previous day
is now correct and now has the current date as the Z-date. Submit data to GEARS.

® Go to GEARS Local Accounting Cash Drawer — following the GEARS Daily Deposit instructions, enter the
Treasury Code (6-digit Deposit Number) in both rows; the row with yesterday’s date and the row with
today’s/current date.

®» |f the amounts displayed on the Local Cash Drawer in GEARS are incorrect, do not proceed, enter
a Service Now ticket.

® Complete all queries, reports and processes for the two days date range.

Recommendation #3:

®» |f you have already completed the previous day’s work in GEARS, except for the register(s) not Reset, then you will
need to add a different Treasury Code (Deposit Ticket number) in GEARS. Use the next one in your stack with a
note, “this was used for Register XXX not Reset until the morning of xx/xx/20xx.” Complete all queries, reports and
processes.

®» NOTE: You will need to use the checkboxes on the JIS BUS to remove the registers by clicking the ‘Delete Selected
Registers’ button in the upper right corner, above the grid for those which were successfully sent to GEARS the day
before. This will leave you with just the registers needing to be sent to GEARS.

Fund Allocation Report (FAR):
If for any reason, the FAR report for a day’s deposit is split between two different treasury codes or different dates, please

send an email to Suzie Bishop and Vesta Davis at DBF informing them of the error, so that they can inform the General
Accounting Division (GAD).

Page 2 of 41
Last Revised: 11/17/2020
Note: If additional assistance is needed, please contact the respective AOC Department staff or the JIS Service Desk.



L GEARS

General Enterprise And Resource Support

® |nclude the following information in your email to DBF:
® Treasury Code(s) (deposit ID)

Actual Date Deposit was sent to the bank

»
® Deposit Amount
»

OTC - User Guide Appendix

Z-Date/Accounting Date (the Z-date will be the date the RESET occurred)

B. Becoming Familiar with Bill Components

This step is listed to help familiarize you with where to locate a bill (invoice) in billing, as well as the bill

components.

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

1. The Bill Entry page will display.
a. Enter Business Unit: “JUD##".

b. Click the Search button to display a list of bills in the system.
c. Click on a bill line to open the details associated with that Bill and Payment.

Bill Entry

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

Find an Existing Value Add a New Value

Search Criteria

JUDO08

Business Unit
Invoice
Bill Status[= M
Customer
Receipt No

Bills in Business Unit

Template Invoice Flag|:

L L |1LL

v | v

[Jcase Sensitive

]
Clear Basic Search (& Save Search Criteria

Search Resulis

View All
Business Unit  Invoice  Invoice Type Bill Type ldentifier Bill Status Bill Source Customer
‘JUDDB 0011283451 Regular BUS New Bill REGISTER JUDO08
JubDO08 0011283450 Regular BUS New Bill REGISTER JUDO08
JubDo8 0011283449 Regular BUS New Bill REGISTER JUDO08
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Receipt No
7973998
7973892
7973871

First ‘4 1-1000f105 '* Last
Bills in Business Unit Template Invoice Flag
JuDO08 No
JuD08 No
JuD08 No
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2. The default Header — Info 1 page will display and shows general information about the bill.

a. Click the Header — Order Info option from the Navigation drop down list.

Header - Info 1 Line - Info 1
Unit JUDO8 Invoice 0011283451 Pretax Amt 0.00 USD
Status NEW Q Invoice Date 03/15/2017 [#1) Cycle ID DAILY
*Type |BUS Q Source REGISTER Q "Fruquenl:y
*Customer |JUDOS Q SubCust1 SubCust2
Charles County Gircuit Gourt
*Invoice Form |[NO_PRINT Q From Date [#1) To Date [#1)
Accounting Date 03/15/2017 [ Pay Terms IMMED Q Pay Method | Check v| Fc-l!
Remit To | BOA Q Bank Account |08 Q
Sales |08-00-00 Q Bill Inquiry Phone Q
Credit DEFAULT Q Collector DEFAULT Q
Billing Specialist DEFAULT Q Billing Authority DEFAULT Q
Default Biller Default Biller
Go to: Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
o P~
Summary Bill Search Line Search Navigation Header - Info 1 - () Prev Nex
Acctg - Deferred Rev Dist
- Acctg - InterUnit Payables ~ .
[Flsave | [oh Retumn to Search 5] Previous in List 4] Nextin List [=7] Notify =+ Refresh | acctg - Rev Distribution [Es Add F7 Update/Display
Acctg - Statistical Info
Header - Info 1 | Line - Info 1 Acctg - Unbilled AR
Acctg- InterUnit Exp/iny
Address Info
Courtesy Copy Addr
Disc/Surcharge
Disc/Surcharge Distribution
Disc/Surcharge Deferred
Header - AR Distribution
Header - Credit Card
Header - Info 1
Header - Info 2
Header - Misc Info
Header - Note
Header - Order Info
Header - Project Info
Header - Service Info
Line - Info 1
Line - Info 2
Line - Misc Info
Line - Note
Line - Order Info
Line - Project Info
Line - Service Info
Line - Tax info
Line - VAT Info v
Line - Worksheet Data
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3. The Header — Order Info page will display.
a. Review the following information:
i. Receipt No: = Original Receipt Number

ii. Case Number: = Case Number
iii. Treasury Code: = Treasury Code
iv. PO Ref: = Register Name/Number

b. Click the Line - Info 1 tab to review the Charge Code, bill amounts, etc.

Note: If changes are needed to the Charge ID - The Table: field = “ID” is very important.

Header - Info 1 Header - Order Info Line - Info 1

Unit JUDO8 Bill To JUDO8 Pretax Amt 0.00 USD
Invoice 0011283451 Charles County Circuit Court

PO Ref CCO07.02.02 - Register 02

Freight Terms Q

Receipt No | 7973998 Q
Contract Da [51) Case Number 08C17000584
Contract Type Treasury Code 973973
OM Bus Unit Q Sold 10 Q
Order No Q Sold Loc Q
Order Date [51) Ship To Q
Ship Bus Unit Ship Loc Q
Ship ID
Go to: Header Info 2 Address Copy Address
Notes Express Entry Attachments
Summary Bill Search Line Search Navigation | Header - Order Info v
[F]Save ||[ah Return to Search Previous in List ||4F] Nextin List =] Notify ||#* Refresh 4 Add
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4. The Line — Info 1 tab will display.
a. Click the Accounting link at the bottom of the page to see the accounting breakout.
b. Increase the Max Rows, if necessary, to see all bill lines.
Example, if you show “1 of 11” bill lines, increase Max Rows from 11 to e.g. 21 (see next screen),
then click the single down arrow to refresh your bill lines.
c. Use the Next in List and Previous in List buttons to navigate through the bills.

Header - Info 1 Line - Info 1

Unit JUDOS Bill To JUDOS Pretax Amt 0. USD
Invoice 0011233451 Charles County Circuit Court Max Rows ﬁﬂ
Bill Line Find | View All First St
Identifier Look Up Date 03/15/2017 |[5] [+][=
Line
Seq 1 Net Extended 11.00
Table ID QL Identifier RCS-55 Q. Description [Notary Commission
Quantity 1.0000/ From Date El
Unit of Measure EA aQ, To Date El
Unit Price 11.0000 Line Type REY QL Accumulate
Gross Extended 11.00 Tax Code @ [Ovax Exempt
Check No 56739
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 11.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 11.00
Go'o: Line Info 2 Tax Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search ) Navigation [ Line - Info 1 v| Prev  Next
|§lsave ||[ah Return to Search Previous in List 4] Mextin List ‘] Motify || &% Refresh =, Add £ Up
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In this example, the lines displayed were increased to 20. The View All link can be used to view all bill lines,
which should include allocations and a payment.

Header - Info 1 Line - Info 1

Unit JUD0O2 Bill To JUDO2 Pretax Amt psT= Q

Invoice 0011283451 Charles County Circuit Court  [£] [£] Max Rows @E

Bill Line Fin First (4

Identifier Look Up Date |02/15/2017 |[5])

Line
Seq 1 Net Extended 11.00
Table |ID QL Identifier RCS-55 aQ Description |Motary Commission
Quantity 1.0000 From Date [#]
Unit of Measure EA Q, To Date E
Unit Price 11.0000 Line Type REY Q 1 Accumulate
Gross Extended 11.00 Tax Code @, [Tax Exempt
Check No 56739
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 11.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 11.00
Go fo: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation [Line - Info 1 v Prev  Next
[FlSsave ||[ah Return to Search | Previous in List 4 | Mextin List [=] Notify || 2% Refresh 5} Add Update/Display

oo doe WEo A NN io_ i_E_ a4
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These steps are listed to help familiarize you with where to locate an invoiced bill (bill status is INV) in billing.

Locate Bill by Invoice Number

NAVIGATION: Main Menu > Billing > Review Billing Information > Details
1. The Bill Inquiry page will display.

a. Enter Business Unit: “JUD##”, where ## is your 2-digit county code.

b. Invoice begins with: Enter the exact invoice number;

or

c. Invoice contains: Enter a portion of the Invoice Number.
Click the Search button to display a list of bills in the system.
Click on a bill line to open the details associated with that bill and payment.

Bill Inquiry

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

Find an Existing Value

Search Criteria

Business Unit|=

JUDG4

nvoice [begins with ~][0012604657 > Q

Bill Status|= v v|

Customer| begins with s o}
Receipt Mo| begins with s
Case Mumber | begins with

[Icase Sensitive

Search Results
Wiew All

Business Unit  Invoice

Basic Search E}.[:':I Save Search Criteria

Invoice Type Bill Status Bill Type Identifier Bill Source Customer

JUDG4 0012604657 Regular Inveiced BUS REGISTER JUDG4

Last Revised: 11/17/2020
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Bill Inquiry

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

Find an Existing Value

w Search Criteria

Business Unit|= w JUDG4 a

4657 —>
Bill Status|= vl v/
Customer '}
Receipt No

Case Number

[ case Sensitive

G:Searcth Clear Basic Search El Save Search Criteria

Search Results
First ‘4 4.20i2 B Last

Wiew All

Busziness Unit  Inwvoice  Invoice Type Bill Statug Bill Type ldentifier Bill Source Customer Receipt No Case Number
JUDG4 0012604657 Regular Invoiced BUS REGISTER JUDG4 D303-2018-00000549 D-033-CV-17-000025
JUDG4 0002634657 Reqgular Invoiced BUS REGISTER JUD64 3561033 10CWT61
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Locate Bill by Receipt Number

NAVIGATION: Main Menu > Billing > Review Billing Information > Details
2. The Bill Inquiry page will display.
a. Enter Business Unit: “JUD##”, where ## is your 2-digit county code.
Receipt No begins with: Enter the exact receipt number;
or
Receipt No contains: Enter a portion of the receipt number.
Click the Search button to display a list of bills in the system.

-0 a0 CT

Click on a bill line to open the details associated with that bill and payment.

Find an Existing Value

Search Criteria

Business Unit|= | JUDB4 Q
Invoice [begins with V] Q.

Bill Status|= v | v|
Cust S QL

Receipt Mo| begins with »||0303-2018-00000545
Case NUmbeT| Dere T

[ case Sensitive

Clear | Basic Search [@° Save Search Criteria

search Results

view All First ‘&' 1o0f1 & Last
Business Unit  Invoice Invoice Type Bill Statug Bill Type Identifier Bill Source Customer Receipt No Case Number
JUDG4 0012604657 Regular Invoiced BUS REGISTER JUDB4  0303-2018-00000549 D-033-CV-17-000025
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Find an Existing Value

w Search Criteria

Business Unit|= w| JUDG4 Q
Invoice [ begins with | Q

Bill Status|= v | wv|
Cusmmerlm QL

Receipt Mo|contains “ (00000549

Case Number|begins with s

[ case Sensitive

C Search } Clear Basic Search El Save Search Criteria

Search Results

View All First ‘&) 1303 & Last
Business Unit  Invoice  Invoice Type Bill Status Bill Type Idenfifier Bill Source Customer Receipt No Case Number
JUDG4 0007946249 Regular Invoiced BUS REGISTER JUDG4  0303-2016-00000549 00000004COQKD
JUDG4 0009482422 Regular Invoiced BUS REGISTER JUDG4  0303-2017-00000549 D-033-CWV-17-0000289
JUDG4 0012604657 Regular Invoiced BUS REGISTER JUDG4 0303-2018-00000549 D-033-CWV-17-000025
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Locate Bill by Case Number

NAVIGATION: Main Menu > Billing > Review Billing Information > Details
3. The Bill Inquiry page will display.

a. Enter Business Unit: “JUD##”, where ## is your 2-digit county code.

b. Case Number begins with: Enter the exact case number;
or

c. Case number contains: Enter a portion of the case number.
Click the Search button to display a list of bills in the system.
Click on a bill line to open the details associated with that bill and payment.

Find an Existing Value

Search Criteria

Business Unit|= w/| JUDB4

Invoice| begins with s

Bill Status|= v| | v|

Customer| begins with % a,
Receipt No|contains ]

Case Number| begins with s | D-033-CV-17-00002

[ case Sensitive

ey

Clear |Basic Search B Save Search Criteria

Search Results

View All First ‘4 1g8of8 & Last
Business Unit  Invoice  Invoice Type Bill Status Bill Type Identifier Bill Source Customer Receipt No Case Number

JUDG4 0012604557 Regular Invoiced BUS REGISTER JUDG4  0303-20128-00000549 D-033-CW-17-000025
JUDG4 0011497585 Regular Invoiced BUS REGISTER JUDG4  0303-2017-00002241 D-033-CVv-17-000025
JUDG4 0011274572 Regular Invoiced BUS REGISTER JUDG4  0303-2017-00002020 D-033-CV-17-000025
JUDG4 0009526787 Regular Invoiced BUS REGISTER JUDG4  0303-2017-000006%7 D-033-C\W-17-000025
JUDG4 0009397465 Regular Invoiced BUS REGISTER JUDG4  0303-2017-00000455 D-033-CV-17-000025
JUDG4 00020495723 Regular Invoiced BUS REGISTER JUDG4  0303-2017-00000148 D-033-CV-17-000025
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Find an Existing Value

Search Criteria

Business Unit|= w| JUDB4
Invoice | begins with s

Bill Status|= vl | v|

Customer| begins with s i
Receigf Nn rontain

case Numberm [contains_wooo02s >

[Icase Sensitive

felye

Clear Basic Search El Save Search Criteria

Search Results

View All First ‘4 1s4of24 &) Last
Buszinessz Unit  Invoice Invoice Type Bill Status Bill Type Identifier Bill Source Customer Receipt No Case Number
JUDE4 0003031746 Regular Invoiced BUS REGISTER JUDB4  0303-2018-00000604 00000002500QP3
JUDG4 00090459271 Regular Invoiced BUS REGISTER JUDG4  0303-2017-00000120 03-03-0000025-2016
JUDE4 0008373220 Regular Invoiced BUS REGISTER JUDB4  0303-2016-00000867 03-03-0000250-2016
JUDE4 00075341701 Regular Invoiced BUS REGISTER JUDB4  0303-2016-00000420 03-03-0000250-2016

Locate Bill by Queries

NAVIGATION: Main Menu > Reporting Tools > Query > Query Viewer
4. The Query Viewer page will display.

a. Query Name begins with: Enter AOC_RECEIPT_NO_LOOKUP
b. Click the Search button to display the query.
c. Click the Favorite link to add the query to the ‘My Favorite Queries’ list.

Query Viewer

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

‘Search By beginswin [AOC_RECEIPT_NO_LOOKUP

dvanced Search

Search Results

*Folder View [— Al Folders — V)

Query Personalize | Find | View Al | B E First ‘& 1of1 ‘&) Last

Runto Runto Runto Add to
HTML  Excel XML Favorites

AOC_RECEIPT_NO_LOOKUP Invoice Lookup by Receipt No Public OTC HTML Excel XML Schedule Lookup References

Query Mame: Description Owner Folder Schedule Definitional References

Page 13 of 41
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d. Click the Excel link to run the query to Excel; a query prompt window will open.

My Favorite Queries Personalize | Find | 2] & First ‘& 1of1 &/ Last
Query Name Description Owner Folder E#thLo bt 5:"1'_‘” Schedule Definitional References Remove
AOC_RECEIPT_NO_LOOKUF  Invoice Lookup by Receipt Mo Public oTC HTM viL  Schedule Lookup References El

Clear Favorites List

e. Unit: Enter Business Unit: “JUD##”, where ## is your 2-digit county code.
f. Receipt Number: Enter the exact receipt number.
g. Click the View Results button and a message will appear at the bottom of the page.

AOC_RECEIPT_NO_LOOKUP - Invoice Lookup by Receipt No

Unit JUDG4 |Q

Receipt Number |0303-20153-00000549

h. Click the Open button and an Excel sheet will open with the query result.

— Do you want to open or save AOC_RECEIPT_NO_LOOKUP_11342.xIsx (4.04 KB) from testgears.mdcourts.gov? Save - Cancel

i. Click the Enable Editing button to delete the first line and adjust the column width.

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Al - f\ Invoice Lookup by Receipt No

A B C D E F G H |
1 6
2
3 /0012604657 0303-2018-00000549 CRD JUD6 03/26/2018 D-033-CV-17-000025 CLEAR-CRD -10.000 BUS
40012604657 0303-2018-00000549 CRD JUD6 03/26/2018 D-033-CV-17-000025 CLEAR-CRD -15.000 BUS
5 10012604657 0303-2018-00000549 CRD JUDG: 03/26/2018 D-033-CV-17-000025 CLEAR-CRD -40.000 BUS
6 0012604657 0303-2018-00000549 CRD JUDG¢ 03/26/2018 D-033-CV-17-000025 0DY-3370 10.000 BUS
7 0012604657 0303-2018-00000549 CRD JUDG: 03/26/2018 D-033-CV-17-000025 0DY-3514 15.000 BUS
8 10012604657 0303-2018-00000549 CRD JUD6 03/26/2018 D-033-CV-17-000025 0DY-3914 40.000 BUS
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NAVIGATION: Main Menu > Reporting Tools > Query > Query Viewer

5. The Query Viewer page will display.
a. Query Name begins with: Enter AOC_CASE_NUMBER_LOOKUP
b. Click the Search button to display the query.
c. Click the Favorite link to add the query to the ‘My Favorite Queries’ list.

Query Viewer

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

“Search By begins witn |AOC_CASE_NUMBER_LOOKUP

Advanced Search

Search Results

*Folder View |— All Folders — ~
Query Personalize | Find | view Al | 1] B First (@ 1011 @ Last
Query Name Description Owner Folder E#thLo E;'EJID E:ﬂrl'_lo Schedule Definitional References ?gfo‘:i]tes
ACC_CASE_NUMBER_LOOKUP Lookup exact or partial Case # Public OTC HTML Excel XML  Scheduls Lookup References

d. Click the Excel link to run the query to Excel; a query prompt window will open.

My Favorite Queries Personalize | Find | 2| B First 4/ 10f1 '}/ Last
Query Name Description Owmer Folder ﬁ#"h“in Eﬂgetlo )R{:ﬂrll_to Schedule  Definitional References Remove
AOC_CASE_MNUMBER_LOOKUP Lookup exact or partial Case # Public oTC HTM 'IL Schedule  Lookup References El

Clear Favorites List

e. Business Unit: Enter Business Unit: “JUD##”, where ## is your 2-digit county code.
f. Enter %case#%: Enter the exact case number
or
g. Enter %case#%: Enter % followed by a portion of the case number and %
h. Click the View Results button and a message will appear at the bottom of the page.

ADC_CASE_NUMBER_LOOKUP - Lookup exact or partial Case #

Business Unit | JUD&4 |3
Enter %casef#te | D-033-Cv-17-000025
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ADC_CASE_NUMBER_LOOKUP - Lookup exact or partial Case #

Business Unit | JUD&4 |3
Enter %casedto | %000025%

i. Click the Open button and an Excel sheet will open with the query result.

Do you want to open or save AOC_CASE_NUMBER_LOOKUP_16214.xlsx (14.2 KB) from testgears.mdcourts.gov? Save - Cancel »

T g — T — = T uy T

j.  Click the Enable Editing button to delete the first line and adjust the column width.

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Al - f\ Lookup full or partial Case #

A B C D E F G
1 330
2
3 JUuDG4 030300002502015 0004342524 07/29/2015 BUS-PAYMENT 4605720 -10.000
4 JUD64 030300002502015 0004342524 07/29/2015 BUS-PAYMENT 4605720 -18.000
5 JUD64 030300002502015 0004342524 07/29/2015 BUS-PAYMENT 4605720 -6.000
6 JUD64 030300002502015 0004342524 07/29/2015 RCS-247 4605720 10.000
7 JUD64 030300002502015 0004342524 07/29/2015 RCS-351 4605720 18.000
8 JUDe4 030300002502015 0004342524 07/29/2015 RCS-3539 4605720 6.000

NAVIGATION: Main Menu > Reporting Tools > Query > Query Viewer

6. The Query Viewer page will display.
a. Query Name begins with: Enter AOC_CHECK_NUMBER_LOOKUP
b. Click the Search button to display the query.
c. Click the Favorite link to add the query to the ‘My Favorite Queries’ list.

AOQC_CHECK_NUMBER_LOOKUP Lookup exact or partial Checkd# Public OTC HTML Excel XML Schedule Lookup References [=]

Query Viewer

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

*Search By [Guery Name V] begins with AOC_CHECK_NUMBER_LOCKUF

Advanced Search

Search Results

*Folder View |— Al Folders — v
Query Personalize | Find | View Al | 22| & First ‘4 120f2 '} Last
Query Name Description Owner Folder E#:I'Illh E::I:-.eiln E:;:_m Schedule Definitional References ’::\?otn{"tes
AOC_CHECK_NUMBER_LOCKUP Coop exactor part Public OTC HTML Excel XML Schedule  Lookup References @
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d. Click the HTML link to run the query to HTML or click Excel to run the query to Excel; a query
prompt window will open.

ADC_CHECK_NUMBER_LOOKUP Lookup exact or partial Check# Public OTC rv'lL Schedule Lookup References  [=]

e. Business Unit: Enter Business Unit: “JUD##”, where ## is your 2-digit county code.
f. Enter %Check No%: Enter the exact check number
or
g. Enter %Check No%: Enter % followed by a portion of the check number and %
h. Enter or select From Accounting Date: MM/DD/YYYY
i. Enter or select To Accounting Date: MM/DD/YYYY
j.  Click the View Results button and the query result will appear when run to HTML.

AOC_CHECK_NUMBER_LOOKUP - Lookup exact or partial Checki

Business Unit JUD15 @
Enter %Check No% %8716%
From Accounting Date 03012018 Eﬂ
To Accounting Date 03312018 Eﬂ
Download resutsin: - Excel SpreadSheet C3V TextFile XMLFile (1 ko)
View Al First 1-10f 1 Last
Unit Bill Type Invoice Accty Date Receipt No Check No Case No. Sum Gross
Dt BUS 0012911539 13092018 9066010 o716 922750

NAVIGATION: Main Menu > Reporting Tools > Query > Query Viewer

7. The Query Viewer page will display.
a. Query Name begins with: Enter AOC_CHECK_NUMBER_LOOKUP_DETAIL
b. Click the Search button to display the query.
c. Click the Favorite link to add the query to the ‘My Favorite Queries’ list.

Query Viewer

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

*Search By [Query Name begins with ADC_CHECK_NUMBER_LOOKUP_DETAIL
dvanced Search
Search Results
*Folder View |[— Al Folders — v
Query Personalize | Find | View All | ] E First ‘& 10f1 &' Last
Query Name Descripfion Owner Folder sunitolifnmiojifunii Schedule Definitional References Add to

HTML Excel XML Fayorites
ACC_CHECK_NUMBER_LOOKUP_DETAIL Lookup by 'Check No' Detail Public OTC HTML Excel XML Schedule Lookup References
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d. Click the HTML link to run the query to HTML or click Excel to run the query to Excel; a query
prompt window will open.

AOC_CHECK_NUMBER_LOOKUP_DETAIL Lookup by 'Check No' Detail Public OTC r-iIL Schedule Lookup References EI

e. Business Unit: Enter Business Unit: “JUD##”, where ## is your 2-digit county code.
f. Enter Check No: Enter the exact check number

g. Enter or select From Accounting Date: MM/DD/YYYY

h. Enter or select To Accounting Date: MM/DD/YYYY

i. Click the View Results button and the query result will appear when run to HTML.

AOC_CHECK_NUMBER_LOOKUP_DETAIL - Lookup Detail exact ‘Check No'

Business Unit|JUD15 | Q
Enter exact Check No 8716
From Accounting Date [03/012018 |5

Accguting Date (033172018 |
--»- weeP®iiits in - Excel SpreadShest CSV TextFile XML File (1 kb)

View All First 1-4 04 Last
Unit Bill Type Invoice Acctp Date Receipt No Charge Code Code Check No Case No. Amount

JUD15 BUS 0012911538 03/08/2018 9966010 RCS-4086 R150105468 8716 60.00

2 JuDis BUS 0012911539 03/09/2018 9966010 RCS-61 R150105466 8716 20.00

3 JUDis BUS 0012011529 030012012 9966010 RCS62 R150306234 8716 40.00

4 JuD15 BUS 0012911538 03/082018 9966010 RCS-63 R153603012 8716 80275

Page 18 of 41
Last Revised: 11/17/2020

Note: If additional assistance is needed, please contact the respective AOC Department staff or the JIS Service Desk.



Y GEARS

General Enterprise And Resource Suppont OTC - User Guide App endix

D. How to Look-Up a Charge Code

This step is listed to help familiarize you with where to locate the revenue allocation for a specific
charge code. It is highly recommended that you save this page as a favorite for quick access.

NAVIGATION: Main Menu > Set Up Financials/Supply Chain > Product Related > Billing Setup >
Charge Code

1. The Charge Code search criteria page will display.
a. SetlID: Enter JUDxx for your batch county.
Billing Charge ID: Enter the full charge code ID or a portion.
or
c. Description: change to “contains” and enter a portion of the charge code description.
d. Click the Search button.

Charge Code

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

Find an Existing Value Add a New Value

Search Criteria

setn[= v|  (C jubor > x|a
Billing Currency | begins with QL
Billing Charge 1D RCS-

Description BL

include History U correct History [Jcase sensitive

==
Clear | Basic Search = Save Search Criteria

Search Results

View All First ‘&) 1150f15 '}/ Last
SeflD Billing Currency Billing Charge 1D Description Unit of Measure List Price
JUDOY UsSD RCS-3173 BL Cecilton EA 0
JUDOT USD RCS-3177 BL Charlestown EA 0
JUDOY USD RCS-3174 BL Chesapeake City EA 0
JUDOT USD RCS-3144 BL County EA 0
JUDOT UsSD RCS3-41 BL County Auctioneer Licenss EA 1]
JUDO7 UsSD RCS-40 BL County Palm Foriune Telle EA 0
JUDOT USD RCS-3175 BL Elkton EA 0
JUDOY USD RCS-226 BL Issuing Fees EA 0
JUDOY USD RCS-3176 BL North East EA 0
JUDOY USD RCS-3120 BL Perryville EA 0
JUDOY USD RCS-3179 BL Port Deposit EA 0
JUDOY USD RCS-3178 BL Rising Sun EA 0
JUDOY USD RCS-22 BL Special Retail Cigareite  EA 0
JUDOY USD RCS-20 BL State License Costs Penal EA 0
JUDOT USD RCS-21 BL Transfer Fee EA 0
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2. The Charge Code page will display.
a. Locate the revenue code. There may be one or more listed. If you are entering this

charge code on a bill, you will need to add revenue distribution lines for each revenue
code to equal the 100% distribution or if the allocation is a fixed amount, add a revenue

distribution row for each fixed amount item.
b. Each percent number will need to be added to the revenue distribution page on the

bill’s accounting page also.

In the example below: RCS-3174 for JUDO7 has 3 revenue distribution codes. Each one of these codes
will need to be added to the Acctg — Rev Distribution page to accurately complete the allocation for this

charge code.

Charge Code Charge Code 2

SetlD JUDOT Currency USD Charge ID RCS-3174

Charge Code Find | View All First ‘4 10of1 "B/ Last
*Effective Date |01/01/1951 Status [Active ~ (#[=]
*Unit of Measure EA | List Price
*Description |[BL Chesapeake City
Long Description |BL Local Lic Costs Penalties 0722
219 characters remaining
Revenue Distribution Code Q *Revenue Recognition Basis [Invoice Date v|
*Bill Type Identifier LIC |C Local Disbursement
Tax Group Q Transaction Type| Billing and Payment V|
VAT Group Q Transaction Sub Type [None v|

1-30f3 &/ Last

Personalize | Find | EINp.

Reven

Line *Distribution Code Description Allocation Basis Percent Allocation
1 [RO70105460 |Q RO70105460 [ Percentage Allocation | 3.0000 + [
2 |Ro70105466 |Q RO70105466 [ Percentage Allocation | 5.0000 +  [=]
\[R072700588 |G RO72709588 [ Percentage Allocation | 92.0000 + [

Disbursement Codes First ‘& 1of1 ‘& Last

Allocation Customer | [E=H

Line *Distribution Code Description Allocation Basis Frcluae From nterest
1|DO72708511 |y DO72709511 Percentage Allocation v| | ﬂ j
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E. Using Copy Single Bill

This step provides a new way of entering a bill, by using the Copy Single Bill function. This function copies over
everything from the original bill, EXCEPT the invoice date and accounting date, including all notes. The Copy
Single Bill feature allows you to change, update or modify as much as you want on the new copied bill. Example
of when to use: To reverse a bill entered as an incorrect bill type. For multiple bad check bills, enter the first
one and then copy from that bill to create the next one in the list.

This function allows you to copy a bill from the current fiscal year or a previous fiscal year. Should you choose to
copy from a previous fiscal year, a few extra steps are required before saving the bill is allowed.

NAVIGATION: Billing> Maintain Bills> Copy Single Bill
1. The Copy Single Bill page will display.

a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.

b. Receipt No: Enter the Receipt number to find the bill to copy.
or
c. Invoice: Enter the Invoice number you want to copy from.
d. Click the Search button to display search results.
i. Search results should include Bill Type, Bill Source, and Receipt No
e. Select the bill from the list.

Copy Single Bill

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

Find an Existing Value

Search Criteria

Q

Q
Bill Status|= v N v|
Customer Q

Receipt No[begins with V]

[ case Sensitive

=@ L
Clear Basic Search & Save Search Criteria

Search Results

View Al First ‘4 qor1 b Last
Business Unit  Invoice  Invoice Type Bill Status Bill Type ldentifier Bill Source Customer Receipt No
‘ JubDo7 0011274749 Regular Invoiced BUS REGISTER JUDO7 9200983
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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.

I"

Copy Single Bill
Unit JUDO7 Bill To JUDOT Cecil County Circuit Court
Invoice 0011274749 Invoice Amt 0.00 usD
Select Bill Action Copy Results
O No Bill Action ~Copy Bill NEXT

< o) Save >Jh Return to Search =] Notify

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

Copy Single Bill
Unit JUDO7 Bill To JUDO7 Cecil County Circuit Court
Invoice 0011274749 Invoice Amt 0.00 usD
Select Bill Action Copy Results
{®¥No Bill Act :
i®iNo Bill Action Copy Bill 0011283456> @” Header - G@
O copy Bill

5lSave | |[2h Return to Search =] Notify

3. Click the Go To Bill Header — Gen. Info link. This will take you to the Header — Info 1 tab within the bill.

a. Invoice Date: Enter current date.
b. Accounting Date: Enter current date.

Note: All the fields on this bill are open to accept changes. The bill type can be changed, the note should
be changed or updated, and the Identifiers or line amounts on the Line-Info 1 page can be changed as
well.

c. Make all necessary changes.
d. Status: Change from New to RDY (Ready to Invoice).
e. Click Save.
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Note: If this was copied from a prior fiscal year, you will need to modify the revenue distribution
page (Accounting link) before saving. See below instructions.

Header - Info 1 Line - Info 1

Unit JuDO7 Invoice 0011283456 Pretax Amt 0.00 UsD
Q Inveice DaQ Cycle ID [DAILY Q
*Type |BUS Q Source REGISTER Q "Frequency &
*Customer | JUDO7 Q SubCust1 SubCust2
Cecil County Circuit Court
*Invoice Form [NO_PRI Q From Date 3 To Date 3
Accounting D Pay Terms IMMED Q Pay Method | Credit v| @&
Remit To |[PNC Q Bank Account 07 Q
Sales 07-00-00 Q Bill Inquiry Phone Q
Credit DEFAULT Q Collector DEFAULT Q
Billing Specialist DEFAULT Q Billing Authority DEFAULT Q
Default Biller Default Biller
Go to: Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation [ Header - Info 1 v Prev Next

@ [ah Returnto Search | [<] Notify || i Refresh |“+ Add ] Update/Display
——”

4. |If copied from previous fiscal year. Go to the revenue distribution page. From the Line Info 1 page, click
the ‘Accounting’ blue hyperlink at the bottom of the page.

Identifier Look Up Date 02/21/2019 |[5]] [+ [=
Line
Seq 4 Net Extended -11.00
Table |ID (&} Identifier CLEAR-JDP Q, Description |Clear Acct-ADJ Deposit Comr
Quantity 1.0000 From Date [#]
Unit of Measure EA Q To Date [#]
Unit Price -11.0000 Line Type |MISC QL Accumulate
Gross Extended -11.00 Tax Code Q [ Tax Exempt
Check No
Less Discount 0.00
Plus Surcharge 0.00
Net Extended -11.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax -11.00

to: Line Info 2 Tax Discount’Surcharge
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For each Bill Line:

a. Change the Appr. Year to the current fiscal year.
b. Then add the Revenue Code, as it will be removed when approp. year is updated.
c. Then add the applicable Dept.
d. Then SAVE.
.
Bill Line Find | View All First ‘%' 10f3
Seq 1 Line Net Extended 550
Identifier RCS-2607 Description
Bl Creates GL Acct Entries
Bill Line Distribution - Revenue Personalize | Find | View All | @I E First ‘4’ 10f1 '»' Last

Acctg Information | Reference Information

Code E;;c" PCA Fund Account Program :Eﬁg!:r Approp Yr  Dept Percentage
ﬂ Co7 Q@ (07010 | (0001 |Gy 5466 Q 0701 G, |AOTDO @ Q 100.000
< b
Percent 100.00 Amount 550 Gross Extended 550

5. Run the Single Action Invoice process for the bill type just completed.
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F. Attach Documents to a Bill
These steps explain how to attach documents to a bill in status NEW, RDY (ready), HLD (hold), CAN (canceled), or
to a bill in status INV (invoiced). Note: The navigation to attach documents to invoiced bills is different.

All attachments must be in a PDF format, so please scan your document(s) prior to attaching to a bill.

Attach Documents to a Bill in status NEW, RDY, HLD, CAN
The bill must be saved and have an invoice number, which is automatically generated by the system upon save.

NAVIGATION: Billing> Maintain Bills > Standard Billing
1. The Bill Entry page will display. Find the bill to add the document(s).

Business Unit: Enter “JUD##”, where ## is your 2-digit county code.

a.
b. Receipt No: Enter the Receipt number or
c. Invoice: Enter the Invoice number
d. Click the Search button to display search results.
e. Select the bill from the list.

Bill Entry

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

Find an Existing Value Add a New Value

Search Criteria

Business Unit[= w| Bty
Invoice 0017054735 o}
Bill Status|= v [T~— v|
Customer|begins with /| Q
Receipt No
Bills in Business Unit[=_wv/| Q
Template Invoice Flag|= v | v|

[l case Sensitive

=E
Clear Basic Search = Save Search Criteria

Search Results

View All
Busginess Unit  Invoice Invoice Type Bill Type Identifier Bill Status Bill Source Customer
‘ JUDO1 0017054735 Regular JOP MNew Bill ONLINE  JUDOD1
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2. The default tab, Header — Info 1, of the Bill detail page will display.

a. Click the Attachments link.

Header - Info 1 Line - Info 1
Unit JUDO1 Invoice 0017054735 Pretax Amt 000 USD
Status NEW Q Invoice Date |12/117/2019 El Cycle ID |DAILY
*Type |JDP aQ, Source [ONLINE Q *Frequency[Once ]
*Customer JUDO1 Q SubCust1 SubCust2
Allegany County Circuit Court
*Invoice Form NO_PRINT Q From Date El To Date [5]
Accounting Date 12/17/2019 [5] Pay Terms IMMED Q Pay Method | Check W
Remit To |M&T Q Bank Account |01 Q
Sales DEFAULT Q Bill Inquiry Phone Q
Credit DEFAULT Q Collector |DEFAULT Q
Billing Specialist DEFAULT Q Billing Authority DEFAULT Q
Default Biller Default Biller
Go to: Header Info 2 Address Copy Address
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation [Header - Info 1 v| Prev  Next

3. The default tab, Header Documentation of the Supporting Documentation page will display.
a. Click the Upload button

Header Documentation

Business Unit JUDO1

Invoice Documents

Documents Additional Info

Document Description

Last Revised: 11/17/2020

Attached File

=

Invoice 0017054735

Personalize | Find | ] | @ 10f1

Imternal Only Upload

2 s>

View

View

Page 26 of 41

Note: If additional assistance is needed, please contact the respective AOC Department staff or the JIS Service Desk.



Y GEARS

General Enterprise And Resource Support OTC - User Guide Appen dix
b. The File Attachment box will display.
c. Click the Browse... button to navigate to the location of the scanned document.
d. Choose the file to be uploaded. Select it so that it appears in the File name field
e. Click the Open button to return to the File Attachment box.
f.  Click the Upload button.

File Attachment

E.H:‘I._GE.ARS issue fix list and notes\AOCRVRPT 17449 Browse...

Upload Cancel

4. The default tab, Header Documentation of the Supporting Documentation page will display.

Confirm the correct document is listed in the Attached File field.

Enter a short description of the document in the Document Description field.

Click the Save button.

Click the + button to add more documents.

Click the View button to view the attached document(s).

Click the Additional Info button to display the date and time the document was added, and the
name of the user that attached it.

g. When completed, click in Standard Billing, or close the Supporting Documentation page, which
will bring you back to the default tab, Header — Info 1.

Favorites « Main Menu ~ > Billing -~ > Maintain Bills > Supporting Documentation
& GEARS

MARYLAND UDICIARY

SO oo oTo

Header Documentation

Business Unit JUDO1 Invoice 0017054735
Invoice Documeni; Personalize | Find | EL | Q 10f1
Documents (_Additional Infg
Document Description Attached File Internal Only Upload View

@_nmmmraﬁ_DBA#?m X DAOCRVRPT_1744956.pdf Y] Upload @j
@ =t Return to Search =] Motify
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Attach Documents to a Bill in status INV
The bill is already invoiced and has a status of INV for invoiced, but you need to attach supporting documents.

NAVIGATION: Billing> Maintain Bills > Supporting Documentation

1. The Supporting Documentation page will display. Find the bill to add the document(s).
a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
b. Receipt No: Enter the Receipt number or
c. Invoice: Enter the Invoice number
d. Click the Search button.

Favorites - | Main Menu - > Billing = > Maintain Bills = > Supporiing Documentation

&« GEARS

MARYLAND | UDICIARY

Supporting Documentation

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

Find an Existing Value

Search Criteria

Bill Status|= v | v|

Customer| begins with &'}
Receipt Mo| begins with s

Template Invoice Flag|= v | v|

[|case Sensitive

Clear | Basic Search @ Save Search Criteria
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2. The default tab, Header Documentation of the Supporting Documentation page will display.
a. Click the Upload button

Header Documentation

Business Unit JUDD1 Invoice 0016979515

Invoice Documents Personalize | Find | (B | E 10f1

Documents Additional Info | =¥

Document Description Attached File Internal Only Upload View
Upload View [#] [=]
b. The File Attachment box will display.
c. Click the Browse... button to navigate to the location of the scanned document.
d. Choose the file to be uploaded. Select it so that it appears in the File name field
e. Click the Open button to return to the File Attachment box.
f. Click the Upload button.

File Attachment

H:\_GEARS issue fix list and notes\OTH inv00169795%_Browse_ .

{| Upload )| Cancel

—
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3. The default tab, Header Documentation of the Supporting Documentation page will display.
a. Confirm the correct document is listed in the Attached File field.

Click the Save button.

-0 oo0T

name of the user that attached it.

Header Documentation

Business Unit JUD01 Invoice 0016979515

Invoice Documents

Documents |(CAdditional Info

Document Description Attached File

OTH inv 0016979515 docu OTH_inv0016979515_supp_doc. pdf
( |5 Save )_ﬁ Return to Search =] Motify

Page 30 of 41

Last Revised: 11/17/2020

Click the + button to add more documents.
Click the View button to view the attached document(s).
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v Upload View [+] [=]

Note: If additional assistance is needed, please contact the respective AOC Department staff or the JIS Service Desk.



L GEARS

: General Enterprise And Resource Support OTC - User Guide Appendix

Review or Delete Documents previously attached to a Bill
You may review or delete documents attached to a bill in any status.

NAVIGATION: Billing> Maintain Bills > Supporting Documentation

1. The Supporting Documentation page will display. Find the bill to review or delete the document(s).
a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
b. Receipt No: Enter the Receipt number or
c. Invoice: Enter the Invoice number
d. Click the Search button.

Favorites - | Main Menu - > Billing = > Maintain Bills = > Supporiing Documentation

&« GEARS

MARYLAND | UDICIARY

Supporting Documentation

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

Find an Existing Value

Search Criteria

Business Unit|= v/| JUDO1 B!
Invoice| begins with k| 0016979515 ® |3
Bill Status|= v | T v|

Customer| begins with &'}
Receipt Mo| begins with s

Template Invoice Flag|= v | v|

[|case Sensitive

Clear | Basic Search @['E] Save Search Criteria
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2. The default tab, Header Documentation of the Supporting Documentation page will display.

Click the - button to delete previously attached documents.
Click the Save button.

Click the View button to view previously attached document(s).

Click the Additional Info button to display the date and time the document was added, and
the name of the user that attached it.

a0 To

Header Documentation Line Documentation

Business Unit JUDO1 Invoice 0017054735
Invoice Documents Personalize | Find |@| @ 10f1
Documents ( Additional Info
Document Description Attached File Internal Only Upload View

JDP_inv_0017054735_DBAFTTT ADCRVRPT_1744956.pdf Wl i@

G. Running District Court Monthly Revenue Reports

There are two reports which should be created at the end of each month, once your daily deposits are
completed and any bad checks or other adjustments are completed.

The first report is the Monthly Revenue Details District Court (R1) report. This report contains
information specific to your daily deposits for cash, checks and credit cards for revenue.

The second report is the DC — Yearly/Period Breakdown report. This report should be created monthly
and contains the breakdown of transaction types included in the account ‘7503’ Fines and Costs.

Report 1: Monthly Revenue Details District Court (R1) report

NAVIGATION: Main Menu > Maryland Judiciary > AOC Custom Reports > Mon Rev Details Dist Crt (R1)

1. The Mon Rev Details Dist Crt (R1) Run Control page will display.
a. Enter a Run Control — Search if needed using the “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.: “Reports”).
2. Onthe Mon Rev Details Dist Crt (R1) page, complete the following run control settings:
a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
b. Fiscal Year: Enter the current 4-digit fiscal year.
c. Period: Enter the 2-digit fiscal month, (e.g. July = 01, August = 02, etc.).
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3. Click the Save button.
4. Click the Run button.

Aoc Run Dis R1

Mon Rev Details Dist Crt (R1)

Run Control ID Maonthly Report Manager Process Monitor Run

Language | English e

Report Request Parameters

*Business Unit: JUD51 |

*Fiscal Year| 2017

*Period 07

Flegge-gnier period like ex 01

[Flsave ||[=] Motify [k Add | Update/Display

5. Onthe Process Scheduler Request page, the AOCDISR1 Process Name will be selected.
6. Click the OK button.

Process Scheduler Request x
Help

User ID debbie. seipp Run Control ID Maonthly

server Name [RRRRRIMIIRIN ©]  Run Date 04122017 |1

Recurrence | v| Run Time [426-22PM Reset to Current Date/Time
Time Zone &}
Process List
Select ikl Process Name Process Type *Type *Format Disfribution
District Court Rev Detail R1 ACCDISR1 SGR Report Web v| | PDF s | Distribution

Cancel

7. Onthe Mon Rev Details Dist Crt (R1) page, the Process Instance number below the run button indicates
processing has begun; click the Process Monitor link.
8. Onthe Process List page, click the Details link of the completed AOCDISR1 process (i.e., Run Status =
“SUCCESS” and a Distribution Status = “POSTED”).
9. Onthe Process Detail page, click the View Log/Trace link to select and view the PDF report.
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Report ID: AOCDISR1 DISTRICT COURT OF MARYLAND Page No: 1
BU: JUD51 Fiscal Year: 2017 Month: JUL Monthly revenue Detail (R-1) Date: 08/04/2016
Date Treas Total FineaCost CICF/VCF CICF V.C.F VWER Local SUBABUSE MLSC Transcript RIF VCAF
Code Deposit 7503 7506 7518 7521 7523 7530 7531 7537 7707 6234 T543
51010 51340 51320 51330 51350 51250 51731 51370 51010 51030 51343
07/01/16 333063 3522.50 3055.50 42.00 3s3.00
07/05/16 333084 4187.00 3436.00 92.00 70.0 85.00
07/06/16 333065 883.50 634.00 12.00 23.00
07/07/16 333086 2779.50 2395.00 54.00 . 300
07/08/16 333067 1853.00 1335.50 27.00 175.00 15.00 63.00
07/11/1¢ 333068 1914.00 1530.00 39.00 140.00 23.00
07/12/16 333089 1898.00 1370.00 33.00 70.00 33.00
07/13/1¢ 333070 1075.00 935.00 18.00 21.00
07/14/16 333071 1465.00 1174.50 36.00 70.00 15.00 20.00
07/15/16 333072 3410.00 2916.50 33.00 245.00 2.00 29.00
07/18/16 333073 17451.00 1€317.00 27.00 210.00 152.00 55.00
07/19/16 333074 1748.85 1528.85 36.00 0.00 18.00
07/20/16 333075 1945.00 1550.50 39.00 160.00 £3.00
07/21/16 333076 3685.50 2444 .00 39.00 538.00 202.00
07/22/16 333077 1624.50 1215.50 36.00 142.00 56.00
07/25/16 333078 2568.50 2126.00 30.00 90.00 3o.o0
07/26/16 333079 1713.50 1298.50 31.00 17&.00 72.00
07/27/16 333080 1346.00 1013.00 12.00 140.00 51.00
07/28/1¢ 333081 1671.50 1345.00 33.00 98.00 15.00 33.00
** Total ** 56741.85 48280.35 €69.00 2485.00 0.00 0.00 70.00 0.00 2616.00 45.00 985.00 15591.50

District Court Monthly Rev Detail (R-1)

Report 2: DC - Yearly/Period Breakdown Report

This report replaces the DC- Monthly Fines and Costs report (R2). The report is very similar, but the breakdown
contains only Fines and Costs (7503 account). Please compare the Total Amount on this report to the previous
report, Monthly Revenue Details District Court (R1) report, where the amount in the 7503 column should equal.
This is not the Grand Total Amount, as that includes any adjustments processed for the month.

NAVIGATION: Main Menu > Maryland Judiciary > AOC Custom Reports > DC — Yearly/Period Breakdown

1. The DC-Yearly/Period Breakdown Run Control page will display.

a. Enter a Run Control — Search if needed using the “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.: “Reports”).

2. Onthe DC-Yearly/Period Breakdown (DC Run R4) page, complete the following run control settings:
a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
b. Fiscal Year: Enter the current 4-digit fiscal year.

3. Click the Save button.

4. Click the Run button.
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DC Run R4
Run Control ID Monthly Report Manager Process Monitor | Run

*Business Unit | JUD51 | MOJUD Selects All

Fiscal Year 201 71 Enter as 4 digit Year

[§]Save ||[@" Returnto Search +=] Previous in List 4= Mextin List [=] Notify =} Add Update/Display

5. Onthe Process Scheduler Request page, the AOCDISR4 Process Name will be selected.
6. Click the OK button.

Process Scheduler Request ®
Help

User ID debbie.seipp Run Control ID Monthly

Server Name Run Date |04/12/2017 [

Recurrence | v|  RunTime [429:12PM | Resetio Current Date/Time |
Time Zone QL
Process List
Select Description Process Name Process Type *Type *Format Disfribution
[w] DC Courts Rev Year Summary AOCDISR4 S0OR Report Web v| | PDF s | Distribution
e —

C ok D camear
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7. Onthe DC - Yearly/Period Breakdown (R4) page, the Process Instance number below the Run button
indicates processing has begun; click the Process Monitor link.

8. Onthe Process List page, click the Details link of the completed AOCDISR4 process (i.e., Run Status =
“SUCCESS” and a Distribution Status = “POSTED”).

Process List || Server List

View Process Request For

UserID|debbieseipp  |Q,  Type | | [Last v| 1| [Hours v i Refresh
serverl ~|  Name @, Instance From Instance To
Run Status Distribution Status | V| ] save On Refresh
Process List Personalize | Find | View All | 2] Ll First ‘4’ 1of1 ‘&' Last
Select Instance Seq. Process Type :;un-::eess User Run Date/Time Run Status Is)i::'-li:ution Details

1195741 SQR Report AQOCDISR4 debbieseipp 04/12/2017 4.29:12PM EDT Success Posted

Go back to DC Year/Period Breakdown
[5]save | |[=] Notify
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9. Onthe Process Detail page, click the View Log/Trace link to select and view the PDF report.

View Log/Trace x
Help
Report
ReportID 1146450 Process Instance 1195741
Mame AOCDISR4 Process Type SOR Report
Run Status Success
DC Courts Rev Year Summary
Distribution Details
Distribution Node  PSUNIX Expiration Date 041972017
File List
Sl0e File Size (bytes) Datetime Created
ADOCDISR4_1195741 PDE 5264 04122017 4:31:35.883422PM EDT
AQCDISKEE_ 41 _out 7,785 041242017 4:31:35.883422PM EDT
SQR ACCDISR4 1195741.log 1,723 04M 22017 4:31:35.883422PM EDT
Distribute To
Distribution 1D Type * Distribution 1D
User debbie seipp
Return
Note: Totals row should equal the Total from the R1 report above.
Eepozrt ID: AQCDISR4 DISTRICT COQURT OF MARYLANTD
Business Unit: JUDSL Allegany County District Court
Fioscal Year: 2017 Annual Breakdown Fines & Cootso Date: 04/12/2017
July August  Septemb N b January  Pebruary March April May June Total
Traffic Fines 189812 B0 23243.2C5 247EE_T7E 1630 B0 18&£23.00 1B308 .00 1735200 45E50.00 ao. oo 00.00 ao. oo 0o0.00 145184.30
Traffic Costs E7232.00 €205.00 €£14._00 ED32.E0 EET2.00 4829 50 C1&2.00 1270.00 ao. oo 00.00 ao. oo 0o0.00 40508.00
Criminal Fines 2731500 2EE5.00 2833 50 3000.00 345,00 338540 2527.50 477.50 ao. oo 00.00 ao. oo 0o0.00 212587.50
Criminal Costs 702.50 885,00 1002 .50 B32.E0 TEE. DO 741.3% 930.00 200.00 ao. oo 00.00 ao. oo 0o0.00 £109.45
DNR/MTA Fines 1550.00 1605.00 13200 1207.50 QEL . D0 &E1.00 6325.00 00.00 ao.00 00.00 ao.00 00.00 8328.50
DNR/MTA Costs 11500 80.00 ET.E0 22.c0 00.00 E7.50 45.00 00.00 ao.00 00.00 ao.00 00.00 427.50
Bond Forfeiture 15100.00 2945.12 217c0.00 250.00 250.00 3co.a0 £929.90 00.00 ao.00 00.00 ao.00 00.00 47576.02
Civil Costs 2024 .00 ig78.00 111 2e0B.00 2ELo. 00 29B0.00 3150.00 7e0.00 ao.00 00.00 ao.00 00.00 21557.00
Local Costs L.00 5.00 ao.oa 42.50 oo.an 5.00 00.00 ao.00 00.00 ao.00 00.00 &2.50
Marijuans 3co.00 725.00 11e0.00 E72.E0 E2C. 00 895 ._a0 E32.E0 27a.00 ao.00 00.00 ao.00 00.00 £310.00
Work Zone o4 _npn it - = - - e 00.00 a.a0
_ =TTy 1105.35 1022.00 1178.E50 14£08 LD 124540 af 00. 00.00 -
Totals £0141.3C 431000.37 31703.B0 3C4%E.00 33473 .35 - 0. 0.00 JU@
JAD 00.00 -20.00 C.00 -45.00 a 00. - -&0.00
Jue 00.00 s g . r 00 0 00.00 0.00
JCR 0o.oo0 ao.oa 00.00 oo.an af a 00. a 00.00 a.00
JCU 0o.oo0 ao.oa 00.00 oo.an 00.00 ao.00 00.00 ao.00 00.00 a.00
JOP 0o.oo0 ao.oa 00.00 oo.an 00.00 ao.00 00.00 ao.00 00.00 a.00
JER 0o.oo0 ao.oa 00.00 oo.an 00.00 ao.00 00.00 ao.00 00.00 a.00
JLT 00.00 ao.oa 00.00 oo.ao 00.00 ao.00 00.00 ao.00 00.00 a.00
JPP 00.00 ao.oa 00.00 oo.ao 00.00 ao.00 00.00 ao.00 00.00 a.00
Adjustments Q.00 1] -20.00 C.00 -45.00 a.o00 0.00 0.00 0.00 0.00 -&0.00
Grand Total £0141.3C 431000.37 £3180&_2C 3le83.gn ILCO0L.00 33428.3% BL29.50 .00 0.00 .00 0.00 305003.82
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H. How to Filter and Sort Query Data Downloaded to Excel
Filtering your downloaded query results in Excel can be a very useful tool to narrow your data further. The data
from the example above will open in Excel:

1. Delete the first row so that your column headers become the first row.

m Home Insert Page Layout Farmulas Data Reewi & Wi Developer
_#'_1] * Arial Unicode M5 =10 = A" A 5 mx gl 32~ =5 wirap Text Text
Paste ‘:: '?' I U~ - - A~ E X W iEEE CdMergeicCenter- $ - % 3
Clipboard ] Fomnk ] Alignment - Number
a1 - __' Fe SetiD = JUD0S6, From Z Date=2014-01-01,To Z Date=2014-10-31
A B | =] | D
— sso7 I

2 [Unit Date |receipt Mo: linvoice
3 | JUDOE 01/02/2014 2333402 ‘0000585020
4 |JuDos o1/02/2014 2331972 "Dooose5001
6 |JUDOG 01/02/2014 2328352 "Do00sB5096
& |JUDOS 01/02/2014 2331872 0000585000
7 | JUDOS 01/02/2014 2328635 ‘boocosesoaT
8 | JuDoS 01/02/2014 2328322 "boooseso10
9  JUDDE o102/2014 2329368 ‘Dooosesgs

10 | JUDOE 01/02/2014 2328362 "DO00SES006

11 |JUDDS o1/02/2014 2azeass ‘boooses096

12 |JuDoe ovozrz014 2azease "Docosesoos

13 | JUDOS 01/02/2014 2333402 ‘ooooseso2e

14 |JuDoe 01/02/2014 2333402 ‘bocosasoze

Home Insert Page Layout Formulas Data Review View Developer

r&«

j % Arial UnicodeMS ~ 10 ~ A" A~ = 5; - = Wrap Text Text

l 2a - = .

Pa'ste ¥ B Z U~ - O-A- EEE EEE EdMerge&Center~ | $ ~ %
Clipboard 1% Font . Alignment e Numl
| 8 (= £ | 2329368
| A - c D

1 |unit  |Z Date |[Receipt No: |Invoice

2 JUD06 01/02/2014 2333402 '0000585029

3 |JUD06 01/02/2014 2331972 '0000585001

4 JUD06 01/02/2014 2328352 '0000585096

5 JUD06 01/02/2014 2331972 '0000585000
6 JUD06 01/02/2014 2328635 '0000585037

7 |JuD06 01/02/2014 2328322 '0000585010

8 JUD06 01/02/2014 2329368 '0000584996

9 JUD06 01/02/2014 2328352 '0000585096
10 |JUDO6 01/02/2014 2328352 '0000585096
11 JUDO6 01/02/2014'2328352 '0000585096
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2. Select the entire table of data by clicking the corner field at Al and then auto fit your columns by double
clicking the column separators.

n Hame Insert Page Layout Formulas Data Feview Wiew Cieveloper

="

_J] & Aarial Unicode M5 - 10 -~ A" 4" = am|gg!| - = Wrap Text Text

|| | -

Barte 7 !B]J’ U= [~ 3= A~ K I W | EEE HmergeiCenter~ | % = %
Clipboard - Fant ] Algriment - Bium

Al - £ unit
A A B [= o]
= Date |Receipt No: [[tnvoice

2 | JUDDE 01/0Z/2014 2333402 'DOD0SES029

3 | JUDOS ovozzons 2331972 ‘booosaso01

4 |JUDOS 01022014 2328362 "DO005RE09E

& |JUDDE mmmuu'za:am?z 'mﬁﬂﬁﬂm

6 |JUDOG 01/02/2014 2328635 ‘DooosasoaT

7| JUDOS ovozzo14 Bazsass ‘booosas010

& |JUDOG 01/02/2014 2329368 "DO00ER4996

O | JUDDE mmmmd'zazaasz 'IE)ONE-BEDQB

10 | JUDDE 013021’2014'2328-352 'EJOOOE-'BSUBE

11 |Jupos ovozzo4 2326382 ‘booosas096

3. You can search for specific results in one of two ways: Filtering or Sorting. Use the “Filter” option on the
Sort & Filter button (Found on the “Home” tab of the Excel Ribbon). Below is an example of filtering for
all transactions where “BL — Issuing Fees” is the description.

BEE o~ | et mimou foman Ows  teses B Oweoos

:aj : ArsiUniodeMs = 10 - AT A" W mmlgel W EEwespten Test . h’ y gg' j- ? :!_|
h.-.!- s BZ U L+ O A EET PP Blvegetscentr $ % ¢+ 3% vﬁm’::l- ‘ﬁ:‘:.‘;‘:- nm-m c«lﬂ: !cc:ue
'Eleao;m . Fortt 0 Abgnmerd . Namber . Shytey Cotly
Al vi= fe | unit
A" 8 c D. |l E F G H 1 J K
1 voice - |Amou - [Produ Cox - |Descr = -  NO. ~
2 JUDOB 01/02/2014 2333402 0000685029 200 06010 6466 RCS 3| sonatez 06-00-00
| 3 'suDos 01/02/2014 2331972 0000585001 0.8006010 5466 RCS %] sgnztoa |06-00-00
| 4 JuD0os 01/02/2014 2328352 0000585006 20006010 5466 RCS Sor by Color » |06-00-00
| 5 'JuD0os 01/02/2014 2331972 0000585000 12006010 5466 RCS |06-00-00
| & JuDos 01/02/2014 2328635 0000585037 550006010 5466 RCS |06-00-00
| 7 osupos 01022014 2328322 0000585030 550006010 5466 RCS {06-00-00
| & Jupos 01/02/2014 2329368 0000584996 5500706010 5466 RCS Tod fiters * 106-00-00
9 JUDOB 01/02/2014 2328352 0000585096 02306010 8460 RCS Search »! 060000
1 10 suDos 0170272014 2328352 0000585096 03806010 'Bass RCS ) (Sedect AT) . |06:00.00
11 JUDOS 01/02/2014 2228382 0000585066 6.80'06270 'oses RCS ] Appearsrce Fee | |06.00-00
112 supDoe 0170212014 2333402 0000585029 0.60'06010 5460 RCS I8 - County {06-00-00
13 JUDOG 01/02/20142333402 0000585020  1.0006010 5466  RCS . {06-00-00
114 JuDoe 01/02/2014 2333402 0000585029  18.40°06270 D588 RCS ——— {06-00-00
115 JuD06 011022014 2331972 0000585000 09206010 5466 RCS 8L - Special Retal Ogarette {06-00-00
16 JUDOS 01/02/2014'2331972 0000585000  16.83°06270 9588  RCS S0 Skaka Uinse Crste/Punid |06-00-00
17 JUD0G 01/02/201472331972 000585000  0.55°06010 5460  RCS S oo st 106-00-00
18 JUDOS 01/02/2014'2328980 0000585014 50006010 5466  RCS SRR ~ 106-00-00
19 JUDOE 01/02/2014 2328660 0000585014 30.00'06270 "9sss RCS — ] - |06-00-00
20 JUDOB 01/02/2014 2333399 ‘Dooosss0s7 300006270 "9sss RCS [ow. ) [conens ] {06.00.00
21 | JUDOS 011022014 2333399 0000885047 50006010 5266 RCS-2599 MAMEAGE - LICONSA/ADD 06-00-00
22 JUDOS 01/02/2014 2328722 0000685013  10.00'06270 '"osss RCS-2601 Marriage - Civil Ceremony 06-00-00
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4. Use the “Custom Sort” option on the Sort & Filter button to group your data set by a particular field.
The following sample data set is sorted by “Descr” and then by “Invoice”.

3 Home | Inset  Pagelayout  Fommulas  Data  Review  View  Developer

hl:i_ll
| j " il Uncade s v 10 AL Eg[%] v FWapTet Teit ’ *ﬂg ﬂ g} E‘
Paste 1 f U & A EEZ S WMegedCenterr §+% o 40 Condtional Fomat Cel | Insent
v Formatting = as Table = Styles+ | =
(lipboard T Font M Alignment I Number i Styles
AL v Je | Unit

A B C PN F G H J K
1 Unit v Date + {Receipt No: + Invoice{ ./} Amount + |Produc + |Accounl + |Charge Code + |Descr ./ JLocation + |Case No. +
2 JUD0G 010Z20141300007071  OOOOSBSCS 100070620 951 LCS-106 Appearance Fee 080000 0RCI0RER
3 UDos oiozaowiaooooror:  Tooossstss  w000E20  MeM o Ucs-i06 Appearance Fee 080000 0RCI0RER2
406 ounzeosaoonomo  Tooosesose tooole em ucsog Apearance Fee 080000 OBC1306363
5 JUDos oiozaoiiaoooorose  ooosss wo0em0 Mew o Ucs-os Appearance Fee 080000 0RCI0RER2
§ JuDos oiozaoieiaooooross  ooosss7e  wo0e0  Mew o Ucs-os Appearance Fee 080000 06C1005609
7 JuD06 oiozaoiiaooooross  ooossst7s  w00e0 MM Ucs-0s Appearance Fee 080000 0RCI0RER2
g Juoos ouma20t’aooooros2  Tooosesre i0o0De2 st ucs-ioe Ippearance Fee 060000 01105833
9 JuDos oiozaoieaoooomoae  ooosssos0  w000e20 MM Ucs-06 Appearance Fee 080000 0GCOA0S16T
10 UD06 0103204"a00000001  ooosossts 2000620 MM Ucs-06 Appearance Fee 060000 06K130456
10006 ouoae0aaoooooons  ooososots 0m0e0 em ucsog Apearance Fee 060000 OBK13043%8
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5. Use the “Subtotal” button on the “Data” tab to apply functions (average, min, max, count, sum) to data

set columns. For example: From this data set, you want to find the total revenue for all charge codes.

We are asking Excel to return a Sum total for the “Amount” column each time there is a change in the

Charge Code. Note: It is much easier to sort your data set first before subtotaling. Here we sorted by
Charge Code first, and then applied the subtotal parameters.

“_ Haome Insert Page Layout Farmulas Data Review View Developer ‘
: ey JED  GED & = [Bfconnedions | 73 W Clear = * %" ¢rl ¢rl
L% @ =2 Eu =l @ 2R Yoreapply | D E @ Eb- ? lﬂL ‘AL
From From From From Other Existing Refresh ii Sort Filter T Textto  Remove Data Consolidate What-f ~ Group Ungroup\g
Access Web  Text  Sources+  Connections | All* £ 2 Advanced | Columns Duplicates Validation * Analysis = w2 ©
Get External Data Connections Sort & Filter Data Tools Outline
AL - Fe| unit
Al B ] [3 [ o | e T F T & 7] H [ [0 T « L M N
1 Unit - |2 Date "~ |Receipt No: - |imvoice . |Amount ~ |Produci ~ |Accoun - Charge Code - |Desor " Lseation - |Case Vol -
| 2 [JuDo& ot/02r2014 1300007071 0000585057 10.00 06290 9591 1UCS-106 Appearance Fee 06-00-00  06C1306552
| 3 [JuDoe ot/0212014 1300007072 0000535058 10.00 06290 8591 1UCS-106 Appearance Fee 06-00-00  06C1306552
| 4 [JuDoe o0t/0212014 300007083 0000585069 10.00 06290 8591 UCS-106 Appearance Fee 06-00-00  06C1306353
| 5 [JuDoe ot/0212014 300007085 0000585072 10.00'"06290 8591 UCS-106 Appearance Fee 06-00-00  06C1306552
| 6 [JuDoG o01/0212014 300007088 0000585074 = E arance Fee 06-00-00  06C1005609
| 7 [JuDo& o0t/0212014 300007089 0000585075 ance Fee 06-00-00  06C1308552
| 8 [iuDo6 ov/02i2014 300007092 0000585078 ) s Fee 060000  06C1105933
| 9 [1uDo6 ot02i2014 300007094  "B000585080 LGRS e Fee 060000  06COG05167
| 10 [JUDOG 01/03/2014 1400000001 ‘D000595914 Charge Code e Fee 06-0000  D6K1304456
| 11 [JUDOG 01/0312014 1400000003  D000595916 Use function: s Fee 060000  06K1304398
| 12 [JUDOG 01/0312014 1400000007 0000595927 _s e Fee 06-00-00  0GC1406553
| 13 [JUDOG 01/03/2014 1400000008 D000595928 L 2 Fee 06-0000  06C1406553
| 14 [JUDOB 01/03/2014 1400000011 D000595930 Add subtotal to: ance Fee 06-00-00  06KO703559
| 15 [JUDOG 01/03:2014 1400000017 0000595936 | |[C]Receipt No: ance Fee 06-00-00  06C1306370
| 16 [JUD0G 01/03i2014 400000020  "D00D595939 [nvoice — | |{firance Fee 060000  06C1306539
| 17 [1uD06  o1/03i2014 400000021 0000595940 %mdm_| ance Fee 060000  06C1306502
| 18 [JUDOG 0110372014 1400000024 "D000595943 ];r;o:ft — | ||france Fee 060000  06C1306521
| 18 [JUDOG 01/0312014 1400000026 'D000595945 [ Cherge Code s Fee 060000  06CO103350
| 20 [JUDOG 01/0312014 1400000028 'D000595943 s Fee 060000  06C1406553
| 21 [JUD0G 01/0312014 1400000030 D000595949 [] Replace current subtotals e Fee 060000  06C1406553
| 22 [JUDOG 01/06/2014 1400000037 D000G0B350 [ Page break between groups 2 Fee 060000  06C1406554
|| 23 [sunos  otrer2014 1400000038 ‘D000G0E3EY | 7 summary below data e Fee 06-00-00  06C1406554
| 24 [JUDG 01/06/12014 1400000030 "D00DG0B3E2 | == 2mmery e Fee 06-00-00  06C1406554
| 25 [JUD0G 01/06:2014 400000040  "D000G0B383 | I Remove Al l [ oK s Fee 060000  06C1306533
| 26 [JUDOG  01/06:2014 400000041  "D00060B3B4 | = ance Fee 060000  06C1406554
| 27 [UD0G  01/06:2014 1400000043 "D000G033B6 T o7 ance Fee 06-00-00  06C1406554
23 [JUDOG  01/06/2014 1400000044  'D00D60838T 100006280 9591 UCS-106 Appearance Fee 060000  06C1406554
[mn liimne  nsnrinne s Bannnnnnan Fannnm~nnnnn an nnPammnn Frrna 1ime ane B Am AR AR AnmannREas
Home Insert Page Layout Formulas Data Review View Developer
i % s .| = =- I R
B ArialUnicode MS + 10 = A" A" = =|=| &  SiwmapText Text . o2 ﬁ}ﬂ l;h .k
=l gy = & o
aste m I U~ - &AL E FdMerge & Center - § v % 9 | %9 ;% | Conditional Format Cell | Insert Delete
- ¢ |8 = - =77 | Formatting ~ as Table ~ Styles+ |~ -
Clipboard & Font ] Alignment ] Number ] Styles Cells
AL v fe | unit
[1]2]3] A B C D E F G H J K
1 [Unit + [Z Date ~ [Receipt No: ~ [Invoice . [Amount - [Product + [Accouni + [Charge Code ~ [Descr ! |Location ~ [Case No. ~
[ [ - | 2 JuD0G 017232014 2387765 0000695031 §11,137.50 06010 5469 RC3-104 LR - Non-Resident Tax Withhold ~ 06-00-00
3 $11,137.50 RCS-104 Total
« | 4 JuD0s 011132014 2362616 "bo00s43162 s500e030  TBoss RCS-107 LR - Certfied copies 06-00-00
5 JUDDE D1/13/2014 2362616 "000643162 sso0Denan fk23s RCS-107 LR - Certfied copies 06-00-00
6 JUD0S 011320142362616 "ho00s43162 ss00e030  Thoss RCS-107 LR - Certfied copies 06-00-00
7 JUDDS 011312014'2362616 0000843162 ss00e030  'Bass RCS-107 LR - Certfied copies 06-00-00
| | . - .
3 JUDOE 01132014 2363547 "000843167 25,00 08030 6235 RCS-107 LR - Certified copies (06-00-00
9 $25.00 RCS-107 Total
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