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OTC – Central Collection Unit (CCU) Adjustments 
The Central Collection Unit (CCU) sends money they collected monthly via an inter-agency transfer to AOC 
Department of Budget & Finance.  Below are the steps you should follow to record the money via the cash 
register, and steps to follow to return money to CCU by way of a Journal Adjustment to DBF, along with email 
notifications to both DBF and CCU administration. 

Step 1:  Notification of Monies Received 
AOC Department of Budget & Finance (DBF) sends an email with an excel spreadsheet of the monthly amount 
Central Collection Unit collected for each Court.   

Step 2:  Retrieving CCU Detail Report 

Each fiscal clerk logs into the CCU portal to retrieve any reports/statements reflecting payments collected. 
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Below is the list you will choose from to print and review the correct month’s report. 

Step 3:  Balance DBF Funds Received to CCU Detail Report 
The Net Collection Due to Creditor amount from the Total Collections Summary page should equal the excel 
spreadsheet from DBF.   

Ex. Below.  The Net Collection Due to Creditor of $311.50 matches the amount from DBF’s spreadsheet 
above for Calvert County. 
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Step 4: Print Payment Pages or Document Case information. 

Typically, the Clerk will review the report documenting the case number to apply the money to, or indicate if 
there should be money applied to another case, or if there is money to be refunded.   

Step 5:  Entry into MDEC or RCS for non-case related items. 
The report is given to a cashier for entry.  There could be partial payments as well. 

Reminder: should there be a credit amount on the CCU report, usually due to a returned check from a 
previous payment, that amount will need to be entered in the Adjustment till.  In this case, the combined 
amounts of the CCU Till and the Adjustment Till should equal the CCU Report.   

Below is a link to the STARS Reconciliation section of the MDEC Financial User Guide (FUG), 
updated 02/06/2019. 

MDEC_STARS_Reco
nciliation_upd02062 

/sites/default/files/import/gears/docs/MDEC_STARS_Reconciliation_upd02062019.pdf
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Step 6:  Tills and Cash Registers Closed Out – End of Day 
The CCU Till and register(s) are closed out at the end of the day as usual. 

Step 7:  CCU Data Loaded into GEARS via the JIS BUS 
Run the CCU-FAR Report in GEARS to confirm the money entered matches what was received less any returns. 

Step 8:  Returning Money to CCU 
1. The Accounting Clerk completes the Accounting Adjustment Form provided by DBF.  This form is

only for refunds going back to CCU, listing the amounts and case numbers for payment.

See attached Excel Link for access to the CCU Refund form.  
Return Funds 
CCU_2019.xls

2. Upon completion of the form, it should be sent to the appropriate DBF email address below:
Judiciary Finance Revenue Circuit Court

3. Also, send the completed form to the following 2 persons:
Dennis.noon@maryalnd.gov
Nizam.ali@maryland.gov

mailto:Dennis.noon@maryalnd.gov
mailto:Nizam.ali@maryland.gov
/sites/default/files/import/gears/docs/Return Funds CCU_2019.xls
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OTC – Parole and Probation (PNP) Processing and Adjustments 
The Parole and Probation Unit (P&P) sends money monthly via an inter-agency transfer to AOC Department of 
Budget & Finance for the money they collected for that month.  Below are the steps you should be following to 
record the money via the cash register and steps to follow to return money to P&P by way of a Journal 
Adjustment to DBF. 

Step 1:  Notification of Monies Received 
AOC Department of Budget & Finance (DBF) sends an email with an excel spreadsheet of the monthly amount 
Parole and Probation received for each Court.   

Step 2:  Receipt of Detail Cases from Parole and Probation 
P&P sends a ‘green bar’ report each month with the detail case numbers and amounts received. 

Step 3:  Balance DBF Funds Received to Case Detail from Parole and Probation 
The total amount from the ‘green bar’ detail report from P&P should equal the excel spreadsheet from DBF. 
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Step 4:  Review Report and Document payment information 

Typically, the Clerk will review the report documenting the case information to apply the money, or indicate if 
there should be money applied to another case for the same defendant, or if there is money to be refunded.  

 Step 5:  Entry into MDEC 

The report is usually given to the Criminal Supervisor or cashier for entry into MDEC.  

Reminder:  Any refunds processed through the Adjustment Till in MDEC will need to be manually processed in 
GEARS. 

Below is the link to the STARS Reconciliation section of the MDEC Financial User Guide (FUG), 
updated 02/06/2019.  

MDEC_STARS_Reco
nciliation_upd02062 

/sites/default/files/import/gears/docs/MDEC_STARS_Reconciliation_upd02062019.pdf
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Step 6:  Tills Reconciled and Closed Out – End of Day 
The register(s) are closed out at the end of the day as usual.  The Till Balance and Transaction Report is printed 
in Odyssey by the Fiscal Clerk when preparing the deposit.  When processing in GEARS, there will be a PNP-FAR 
Report. 

Step 7:  P&P data Loaded into GEARS via the JIS BUS 
Run the PNP-FAR Report in GEARS to confirm the money matches what was received including any 
amount to be refunded. 
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Step 8:   Returning Money to Parole and Probation 
1. Highlight and circle the cases on the ‘green bar’ report from P&P that are being returned.
2. The Accounting Clerk completes the Accounting Adjustment Form provided from DBF.  This

form lists the amounts and case numbers for misdirected payments (money not belonging to
your court) and duplicate payments (money which the customer had previously paid and
cannot be applied to another case) to be sent back to P&P.

See attached Excel Link for access to the P&P Refund form.  

Return Funds 
PP_2019.xls

3. Upon completion of the form, it should be sent to the appropriate DBF email address below:
Judiciary Finance Revenue Circuit Court

4. Also, send the completed Accounting Adjustment form and the Highlighted/Circled ‘green bar’
report to the following person:  devra.moulton@maryland.gov

mailto:Dennis.noon@maryalnd.gov
/sites/default/files/import/gears/docs/Return Funds PP_2019.xls
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