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Getting Started
In this chapter you are introduced to the JIS Cash Module.

System Overview

1

The Cash Module provides the means to handle cash payments, enter dispositions,
eliminate the need for duplicate transactions in the Traffic/Criminal and Civil Modules,
close/paydown bonds, close cases and provides internal accounting and statistical
controls.

The Cash Module is separated into the following sections:

1. Cash Transactions

2.  Reports

3.  Code Files Update

4.  Code Files Print

5.  Report Generator

6.  Web Cash Maintenance

The Cash Program accepts and validates daily cash, check, credit card and ATM
transactions.  The transactions are processed through one or two cash drawers per
terminal.  The program will maintain daily cash totals for each drawer, terminal and
cashier.  After entering disposition and payment information, the information is applied
to the case immediately.

The Code Files Update and Print functions allow the user to add or change cash
accounts, venues, hot keys, transmittal information, trust and agency accounts, receipt
heading and check endorsements.  Prior to implementation, all these files are set up to
individual court specifications.
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The Cash Reports program will produce numerous reports.  These reports can be
requested at any time during the day and all users may continue to work on the sys-
tem.  The reports available through the Cash Module are:

•  Cash Detail •  Code/Payer Audit
•  Adjustments •  Collections
•  Assessment Adjustments •  Outstanding Receivables
•  Cash/Case Un-matched •  Payment Distribution
•  Closed - Balance Due •  Account Activity
•  Monies by Venue •  Check Register
•  SOS Clearances •  Bond/Restitution/Trust/T&A
•  Crime Victims •  Summary Totals
•  Court Summary •  Pending Open Bonds List
•  Transmittal (State & Local)

The Report Generator program is designed to allow the courts flexibility in obtaining
database information that may not be contained in other system reports.  These
reports would be relating to monies assessed and/or collected. 



Setting Up Authorized Cashiers and
Passwords

Before the Cash System will allow a cashier to process cash transactions, that cashier
must have an authorized password.  These passwords will be set up by JIS staff at the
time of implementation.  The court administrator will be given the sign-on used to enter
the cash passwords.

The menu displayed below will appear after using the Administrative sign-on.  Select
Option 3 (Authorized Cashiers and Passwords) and press ENTER.

Cash - 2007
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After selecting Option 3, the following screen will appear:

Enter the initials, name and “blind” password of the cashier that is being authorized to
process cash transactions.  Press F2-Add.  The blind password may not be the same
as the cashier’s initials or the same initials of any user on the system.  A cash pass-
word can be numeric, alphabetic or a combination of both.

Type cashiers initials and:
•  Press ENTER to inquire if a cashier is in the file or to bring up cashier’s

name
•  Press F3-Update to update a current cashier
•  Press F5-Display Passwords to view the blind password
•  Press F23-Delete to delete a cashier
•  Press F24-Previous Menu to exit to the previous menu
•  Page/Roll allows you to scroll through all cashiers

After the process is complete, cashiers can begin processing cash transactions.

Note:  Cashier may need to Open for Individual.  See page 2-4
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Accessing the Cash System

To access the Cash system, sign-on to the District Court System using the User I.D.,
e.g. D9900D1, and Password that have been assigned specifically for cash.  Select
Option 1 (District Selection Menu) and press ENTER.  Then select Option 3 (Cash)
and press ENTER.

Once you are in the Cash Program, the menu displayed below will appear.  Select one
of the options and press ENTER.

Option 1-Cash Online, will allow you to process cash transactions.  Option 2-
Reports, will allow you to request specific cash reports.  Code Files Update, Option 3-
Code Files Update, will take you to the Cash Codes Update Menu, allowing the user
to add, delete, or modify current cash codes, hotkeys, transmittal, venue file, trust  &
agency set up and receipt information.  Option 4-Code Files Print, allows you to print
the items in the Cash Codes Menu.  Option 5-Report Generator, allows you to define
and create reports pertaining to cash as needed.  Option 6-Web Cash Maintenance,
allows the court to activate a virtual register to process cash transactions through the
web.
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2Cash Online 
Cash Transaction Processing
Menu

In this chapter you will review all the options on the Cash
Transaction Processing Menu.

To access the Cash Transaction Processing Menu, select Option 1 from the Cash
Subsystem Menu.  The Cash Transaction Processing Menu is displayed below:

Type your option number in the selection field and press ENTER.

Press the Help key (or Alt/F1) for more information on this screen.
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Open for Day 

Displayed below is an example of the Open for Day Screen.  To open for day, select
Option 1 from the Cash Transaction Processing Menu.  Enter the initials of the
cashiers (not the secret cash passwords) that are allowed to process cash transactions
and the cash drawer to which they are assigned.  Cash drawers can be assigned as
either Drawer A or B.

When you have entered all the cashiers that will be running cash receipts for that day,
press ENTER.  An Open for Day verification receipt will print showing the next receipt
number to be used.  The top of the screen will show the “Open For” date and time of
day.  The date will default to the current date; however, you can open for the next valid
business date.  You cannot open for a date prior to the current date.

121206
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In addition to the cashier initials, there is a “blind” password attached to each cashier
that is authorized for Cash.  The “blind” password will be entered on the Cash
Transaction Screen for every transaction, but will not display on the screen.

The cashier name and password is set up by the system administrator using a special
administrative sign-on (see Chapter 1).

Note: When the next working week day is a court holiday, you will not be 
able to Open for Day if the Court Holiday File has not been updated.  
Example:  On July 3, you want to Open for July 5, the 4th of July must 
be blocked off for the court in the Holiday File.
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Open for Individual 

Displayed below is an example of the Open for Individual screen.  To Open for
Individual, select Option 2 from the Cash Transaction Processing Menu.  Enter the ini-
tials of the individual cashier that is allowed to process cash transactions and the cash
drawer to which they are assigned.  Cash drawers can be assigned as either Drawer A
or B.  Use this screen when adding a cashier to the list after you have already opened
for the day.  

When you have entered all the required information, press ENTER to continue.  This
will produce a receipt for the transaction.

121206



Close for Day 

Displayed below is an example of the Close for Day screen.  To close for the day,
select Option 3 from the Cash Transaction Processing Menu.
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Once you are on this screen, press ENTER to print the Close for Day totals that are
used to verify monies in each register drawer and return to the Cash Transaction
Processing Menu.  

Note: If clerk accidentally closes for the day, you can re-open for that same 
business date, process more transactions and close for the day again.  The 
subsequent totals will be cumulative (including all receipts processed for that 
business date).

121206



To close for the day, select Option 3 from the Cash Transaction Processing Menu. 

The following information will be on the Close for Day receipt.

• Verification that all receipts for the day are intact (100% 
Certification).

• Reconstruct and Nullified receipt(s).  They are not included 
in totals.  Both are caused by a hardware failure.  However, the 
user should research the receipt to determine its status for 
accounting purposes.

• A summary of adjustments (voids and rerings) for the day.

• Drawer and register totals.

• Amount Type Breakdown.

• Accounts Breakdown.

• Venue Totals.

• Totals for Bonds/Restitution/Trust and any T & A accounts.

• Grand Total Amounts for each account deposit.

• The next receipt number that will be used for the register.

Cash - 2007
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JIS DISTRICT COURT
27777 FRANKLIN, SUITE 1300

SOUTHFIELD, MI 48432
(248) 352-8990

12/12/06 7:21 DATABASE CERTIFICATION

12/12/06 7:21 100% -CERTIFICATION- 100%

12/12/06 7:21 DAILY ADJUSTMENTS SUMMARY

ORIGINAL RECEIPT: 12/12/06 KJS A D150241
VOIDING   RECEIPT: 12/12/06 KJS A D150266
CASH TNDRD -150.00
RE-RING   RECEIPT: 12/12/06 KJS A D150267
CASH TNDRD 50.00
ORIGINAL (PRIOR) : 12/05/06 DCP A D150236
VOIDING   RECEIPT: 12/12/06 DCP A D150251
CASH TNDRD -75.00
RE-RING   RECEIPT: 12/12/06 KJS A D150252
CASH TNDRD 75.00
ORIGINAL RECEIPT: 12/12/06 LBJ A D150276
VOIDING   RECEIPT: 12/12/06 LBJ A D150279
CASH TNDRD -20.00
ORIGINAL (PRIOR) : 12/05/06 LBJ A D150231
VOIDING  RECEIPT: 12/12/06 LBJ A D150287
CASH TNDRD -10.00
ORIGINAL (PRIOR) : 12/05/06 KJS A D150234
VOIDING   RECEIPT: 12/12/06 KJS A D150289
CHECK TNDRD -500.00

NET ADJUSTMENTS: DRAWER A -630.00
DRAWER B                0.00

REGISTER -630.00

CLOSE FOR DAY - RECEIPT

•   Database Certification:  
certifies that all payments were
recognized.  Make sure it says 
100%.  If it doesn’t, follow the
instructions given.  You will 
NOT balance if it’s not 100% 

•   Daily Adjustments Summary:
lists all voids and re-rings for the   
register, and indicates in which
drawer(s) the adjustments were
made

•   Original Receipt:  indicates the
original receipt was rung today
(the day you are open for cash
transactions)

•   Voiding Receipt:  the receipt that   
voided the original

•   Re-Ring Receipt:  the receipt
rang to correct an error

•   Original (Prior):  the receipt was
originally rung on a day prior to
the day you are open for cash
transactions

•   Net Adjustments:  the differ-
ence between the total amount
of voids and re-rings

•   If there were no voids or re-
rings, the Net Adjustments
for Drawers A & B would be
0.00

Chapter 2: Cash On-Line
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99TH DISTRICT COURT
27777 FRANKLIN, SUITE 1300

SOUTHFIELD, MI  48432
(248) 352-8990

NEXT RECEIPT NUMBER TO BE USED: D150293
12/12/06 7:21 CLOSE DAY

D1 - DRAWER: A 12/12/06 ALL ACTIVITY
CASH 5610.50   35 5100.50 39
CHECK 1988.00   10 1988.00 10
ATM CARD 0.00    0 0.00 0
CRED CARD 0.00    0 0.00 0
OTHER 735.00    4 735.00 4
TOTAL MONIES 7333.50   52 7823.50 56
VOIDS -170.00     2 -755.00 5
RE-RING 50.00     1 125.00 2
TRAFFIC/CRIMINAL 7615.00    35 7605.00 38
CIVIL 685.00    12 185.00 13
MISCELLANEOUS 33.50     4 33.50       4

D1 - DRAWER: B 12/12/06 ALL ACTIVITY
CASH 1000.00 1 1000.00 1
CHECK 0.00 0 0.00 0
ATM CARD 0.00 0 0.00 0
CRED CARD 0.00 0 0.00 0

... Same as Drawer A...

REGISTER - D1:  12/12/06 ALL ACTIVITY
DRAWER A TOTALS: 7333.50
DRAWER B TOTALS: 1000.00

CASH 5610.50   36 5100.50 40
CHECK 1988.00   10 1988.00 10
ATM CARD 0.00    0 0.00 0
CRED CARD 0.00    0 0.00 0
OTHER 735.00    4 735.00 4
TOTAL MONIES 8333.50    52 7823.50 56
VOIDS -170.00     2 -755.00 5
RE-RINGS 50.00     1            125.00 2
TRAFFIC/CRIMINAL 7615.00    36 7605.00 39
CIVIL 685.00    12 185.00 13
MISCELLANEOUS 33.50     4 33.50 4

Close for Day - Receipt (continued)

Deposit Column
Use this column to balance
monies in drawer ---
cash to cash, checks to
checks, etc.

Breakdown totals for Drawer A

Breakdown totals for Drawer B
Note:  If Drawer B is 
not used, it will not 
print.

Breakdown totals for
Register D1

This column reflects the
number of transactions
that make up the totals
in the Deposit Column.



Close for Day - Receipt (continued)

The Amount Type Breakdown reflects the totals for each cash code.  The description
comes from the Cash Codes Update Description on Receipt field.

In this example $210 represents the total amount of Crime Victims Fee collected on
12/12/06.

AMOUNT TYPE BREAKDOWN 12/12/06 ALL ACTIVITY

ORDNCE F & C MYOR 464.00 7 464.00 9

CRIME VICTIM MYCV 210.00 5 210.00 5

RESTITUTION MYRS 200.00 1 200.00 1

PENAL FINES MYSF 439.00 6 429.00 7

PENAL COSTS MYFE 408.00 7 408.00 7

STATE COSTS JSSS 135.00 3 135.00 3

STATE COSTS JSTC 236.00 10 266.00 10

PENALTY-STATE PNLT 25.00 1 25.00 1

20% LATE FEE LATE 83.00 3 83.00 3

CLR FEE/DLRF DLRF 100.00 4 100.00 4

CLR FEE/DLRJ DLRJ 80.00 4 80.00 4

BOND FORFEIT BD04 920.00 1 920.00 1

ATTORNEY FEE MFAT 50.00 3 50.00 3

COSTS ASSESSED MFCS 200.00 1 200.00 1

PROB OVERSIGHT PBOF 310.00 4 310.00 4

PROB SCRN FEE PBSF 75.00 1 75.00 1

CASH BOND BT01 3550.00 5 3550.00 5

10% BOND DEP BT02 100.00 2 100.00 2

CIVIL FLG/CT CVL3 232.00 5 232.00 5

CIVIL FLG/ST STF3 335.00 5 335.00 5

MOTION FEE MOTN 40.00 2 40.00 2

JURY DEMAND JURY 50.00 1 50.00 1

WRIT FEE WRIT 15.00 1 15.00 1

GARNISH FEE GARN 15.00 1 15.00 1

MAILING FEE MAIL 7.50 1 7.50 1

MARRIAGE FEE LOVE 30.00 3 30.00 3

FORM FEE FORM 3.50 7 3.50 7

TOTAL ALL MONIES 8333.50 139 7823.50 145

Cash - 2007
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Close for Day (continued)

The most common reasons the amounts may not be equal is because of voids 
and re-rings.

Note:  The amount in the left column is the amount that should be in your cash 
drawer.
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ACCOUNTS BREAKDOWN 12/12/06 ALL ACTIVITY

(BONDS) 100 3650.00 7 3150.00 9

(RESTITUTION) 100 200.00 5 200.00 5

*PN FINE 100 439.00 6 429.00 7

*228.30 60 60.00 4 60.00 4

*228.37 90 189.00 7 189.00 5

*228.42 50 20.00 1 20.00 1

*228.57 75 60.00 5 60.00 5

*228.58 100 335.00 5 335.00 5

*228.59 100 371.00 14 371.00 14

ATTY FEE 100 50.00 3 50.00 3

BOND FORF 100 920.00 1 920.00 1

C VICTIM 100 21.00 5 21.00 5

CIVIL 100 232.00 4 232.00 4

ORDIN-CTY 67 310.88 7 310.88 7

CT COSTS 100 200.00 1 200.00 1

FORM FEE 100 3.50 7 3.50 7

GARN FEE 100 15.00 1 15.00 1

JURY FEE 80 40.00 1 40.00 1

MAIL FEE 100 7.50 1 7.50 1

MARRIAGE 100 30.00 3 30.00 3

MOTN FEE 50 20.00 1 20.00 1

OVERSITE 100 310.00 4 310.00 4

PENALTY 100 25.00 1 25.00 1

PEN COST 100 408.00 7 408.00 7

SCRN FEE 100 75.00 1 75.00 1

SOS FEE 40 60.00 4 60.00 4

WRITS 100 15.00 1 15.00 1

01 ORD F&C 33 84.81 4 84.81 4

14 ORD F&C 33 68.31 3 68.31 3

20% LATE 100 83.00 3 83.00 3

TOTAL OF ACCOUNTS 8333.50 163 7823.50 173

Account ID
and percentage
breakdowns from
the Code File

The All
Activity column
identifies adjust-
ments made to
each account based
on prior day voids
and re-rings

If a receipt from a prior
day for $100 is voided
and there is no re-ring,
the All Activity column
will be $100 less than
the current day column
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VENUE, T&A AND DEPOSIT TOTALS  12/12/06 ALL ACTIVITY

TOTAL VENUE 01 84.81 4 84.81 4

TOTAL VENUE 14 68.31 3 68.31 3

TOTAL BONDS 3650.00 7 3650.00 7

TOTAL RESTITUTION 200.00 1 200.00 1

TOTAL DEPOSITORY ACCT 4294.00 154 4294.00 154

TOTAL TRUST & AGENCY 4039.50 9 4036.50 9

GRAND TOTAL ALL ACCTS 8333.50 163 8333.50 163

Individual venue
totals

Totals for Bonds,
Restitution, Trust
and T&A type
monies

This should be
the deposit
totals for each
“bank” account.
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Close for Individual 

Displayed below is an example of the Close Individual Cashier screen.  To close for an
individual, select Option 4 from the Cash Transaction Menu.  This screen is used to
close an individual cashier prior to closing the entire cash register for the day.

Type the initials and assigned drawer of the cashier that is closing for the day and
press ENTER.  A receipt will print and you will return to the Cash Transaction
Processing Menu.  Press F1 if you do not want to close a cashier for the day and wish
to return to the Cash Transaction Processing Menu

121206



Cash Transaction - Part 1 

Displayed below is an example of the first part of the Cash Transaction Screen.  To
access this screen, select Option 5 from the Cash Transaction Processing Menu.

Cash - 2007
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Field Definitions

Passwd The password is required.  It must be the secret password 
associated with a cashier’s initials. This password will not be dis-
played on the screen.

PoCode Proceeding Code field is required for Traffic/Criminal transactions.
The most commonly used codes are bolded:

AP = Arraignment/Pre-Trial Held
AR = Arraignment Held
AW = Arraignment Waived
BW = Arraignment on Bench Warrant Held
CC = Hearing Held for Contempt of Court
CH = Competency Hearing Held
EV = Evidentiary Hearing Held
EX = Examination Held
FH = Formal Hearing Held
HD = Proceeding Heard
HE = Proceeding Held
IH = Informal Hearing Held
JS = Jury Selection Held
JT = Jury Trial Held
MN = Monetary Transaction
MO = Hearing on Motion Held
MS = Miscellaneous Action
PE = Pre-Examination Hearing Held
PL = Plea Hearing Held
PP = Partial Payment Made
PT = Pre-Trial Held
PV = Probation Violation Hearing Held
RH = Review Hearing Held
RM = Remanded from Circuit Court to District 
SC = Show Cause Held
SH = Sentence Hearing Held
TR = Trial Held
VB = Violation Bureau Action

The only proceeding codes that allow a cashier to take partial payments are PP and
SH.

Case The Case “number” field is required for traffic/criminal and civil 
division receipts.  It is OPTIONAL if the transaction is a bond post-
ing.  Case number does not print for the miscellaneous division.
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Div The Division is a required field.  Valid options are:

T Traffic/Criminal
C Civil
M Miscellaneous

Pty This field defaults to “D01” for Traffic/Criminal and “P01” for Civil.  

Valid entries for Traffic/Criminal are D01 - D99.  

Valid entries for Civil are D, E, F, G, H, I, P, Q, R or S followed by 
two numerals, i.e. D02.

Type This is a display only field indicating the case type.

Status This is a display only field which indicates case status, i.e. pend-
ing, disposed, closed, probation or warrant.

Count For Traffic/Criminal cases only.  It will default to count 01.  If 
entered, it must be a 2 digit numeric in the range of 01-99.  
Upon pressing enter, a short description of the charge/count will 
be displayed.

Name For Traffic/Criminal cases, this field is optional if the case is not on
the system.  If this is a bond posting and the case is not yet on 
the system, you must enter the defendant’s name as last name, 
first name, middle name with slashes after the last and first 
names, i.e. Smith/John/Roy.

For Civil cases, this field is optional if the case is not on the sys-
tem (except for bond posting transactions).  If the case has been 
previously entered, the name of the party designated in the PTY
field (e.g. P01) will appear on the receipt.

Note: This field does not print on your receipt when ringing under 
the Miscellaneous Division (M).
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Plea For Traffic/Criminal cases only.  If required, enter a valid plea code
for the listings.  See Appendix B for a complete list of plea codes.  
Common plea codes are:

Misdemeanors Civil Infractions
01 Plead Guilty 09 Admit Responsibility
02 Plead Not Guilty 10 Admit Resp w/Explanation
03 Stood Mute 11 Denied Responsibility
05 Plead Nolo Contendere

Disp For Traffic/Criminal cases only.  Enter a valid disposition code 
from the listing.  See Appendix B for a complete list of disposi-
tion codes.  Common disposition codes are:

01 Found Guilty as Charged (Bench Trial)
14 Disposed on a Guilty Plea (Misdemeanors)
23 Judgment Rendered (Civil Infractions)
40 Found Responsible After Hearing (Civil Infractions)

Note: If the case already has a disposition, an error message will 
appear, “WARNING:  PREVIOUSLY DISPOSED REMOVE OR 
SET ASIDE DISPOSITION”.  When this message appears, you 
must erase the disposition code from the screen to continue the 
receipt process.  If the original disposition on the case was incor-
rect, remove the disposition using the Removal screen (REM).  If 
the first disposition was correct and new disposition should be 
entered, use the Set Aside Disp field on either the DSP or SCH 
screen.

**If waiving the fine for No Proof of Insurance on or before the due date, STOP the
abstract on CAS or SCH screen**

Judge If the defendant has been before a judge or magistrate for a pro-
ceeding such as a formal or informal hearing, enter the valid bar 
number or hot key.  If the charge is alcohol related, only a judge’s 
bar number or hot key is valid, not a magistrate’s bar number.

Opn/Cl For Traffic/Criminal cases only.  Enter “O” to reopen a case or “C” 
to close a case.  The “C” is valid only if ALL charges for this case 
have been disposed.  Leave the field blank if the case should 
remain in its current status.

Note:  Error messages you may receive when trying to close a 
case:

“Note:  CASE IS ALREADY CLOSED”
“CLOSE REQUIRES ALL CHARGES BE DISPOSED”

“ERROR: In WARRANT status - recall warrant first, then dispose”
“DISPO required”

“CASE IN PROBATION STATUS”
“Warning: case has balance due”

“Warning: Open Bond”



Nxt Pymt For Traffic/Criminal cases only.  This field is optional.  If the pro-
ceeding (PO) code is PP (partial payment) and this field is left 
blank a message will appear:  “Do you want to schedule a next 
payment date”.  Enter the date the next payment is due (060106).
This will print on the receipt, update the case with the future pay-
ment date and make the case eligible for a 14-day notice or notice
of non-compliance, if applicable.  They are eligible if these notices 
weren’t previously stopped and where there isn’t a balance due for
the driver license reinstatement fee (DLRF).

ROA Request a Register of Actions to be printed in the next batch cycle.
Valid entries are:

X Register of Actions on 8x11 paper
F Register of Actions on pre-printed form (T/C 

will print up to 2 counts)
A Register of Actions on a pre-printed form for 

each count (T/C only)

“F” and “A” requests are produced on the SCAO approved, 
pre-printed ROA forms, DC250, DC251 and DCY252.

PoDate The default is the Open for Day date.  If changed, the date CAN-
NOT be greater than the Open for Day date.  This is also the date 
that will be reflected as the conviction, disposition and/or close 
date on the ROA and abstract, if updated through the cash screen.

Comment This field is required if you are voiding or re-ringing a receipt, or if 
pre-existing assessments are modified for a Traffic/Criminal case.  
This comment will appear on the Traffic/Criminal or Civil Register 
of Actions, and will print on the receipt, EXCEPT when assess
ments are modified.  The two short fields are for 4 digit codes the 
court has created to update commonly used comments to the 
ROA e.g., SHOW for “Showed Proof of Insurance”, etc.

Note:  The comment field does print on the receipt under the 
Miscellaneous Division

Venue This field is required.  It must be a valid venue code in the Venues 
File (i.e. City of Southfield = 01).  This will default to the venue that
is indicated on the Traffic/Criminal Case Entry screen.  This field 
may be modified, if necessary.  If ringing a Civil receipt, the venue 
will default to what is in the Venues File.  If more than one Civil 
venue is in the Venues File, this field must be entered on each 
Civil receipt.
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Actn Enter the bond code 10 (for bond posted).

Name Enter the name of the 3rd party depositor as last name/first 
name/middle name, with slashes after the last and first names, i.e.
SMITH/CHARLES/ALAN.  If there is no 3rd party depositor, leave 
this field blank and it will default to the defendant or Pty name.
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Bond Information

Bond Posting

121206



Bond Paydown 

Receipt # The receipt number of a previously posted open bond will be dis-
played.  If more than one bond is on the case, the system will 
bring up the first open bond on the system.  This may be  
changed.  Enter the receipt number and date of the bond not dis-
played and press ENTER.  

Date The date associated with the Receipt # to identify the posted bond.
This will be displayed.

Bal This is a display only field which indicates the bond balance asso-
ciated with above Receipt # and Date.

+ This symbol is displayed to indicate there is at least one additional
open bond for this case number.

Actn This is the Bond Action field and is used to accommodate a “pay
down” of the bond balance associated with a Traffic/Criminal or 
Civil case.  (The case must have been entered into the 
system).  Frequently, part of the bond is applied to the charge and
part is refunded.  The total amount of the paydown(s) cannot 
exceed the bond balance.  Posting and paydown WITHIN the 
same transaction is NOT allowed.  See Appendix B for a complete 
list of paydown codes.

Common bond paydown codes are:

03 Bond Refunded
04 Bond Forfeited
36 Bond Costs
37 Bond Applied to Fine and Costs

Amount The PAYDOWN amount (amount to be subtracted from “bond bal-
ance”).

Chk# Check number that is being used to paydown the bond.

Name The name of the person or court receiving the bond money.  The 
name will default to the name of the person who posted the bond, 
if the field is left blank.
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Note:  For paydown “04” (forfeit) a BD04 assessment/pay-
ment entry is required on the bottom portion of the Cash 
Transaction screen.



Example shows entry of plea, disposition, closing case and applying bond to fine and costs
(closing bond).
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Payment / Balance Information 

LST/Receipt This field is a display field only and will appear on cases with a 
previous payment on the system.  Information regarding the last 
payment (date, receipt # and amount) will be displayed.

Balance This field is a display only field and will appear on cases with 
previous payment(s) and/or assessments on the computer.  It is a 
computed total of the assessments still owed.

Bal All Cts This field will display the total balance due for all counts on the 
case.

Type Type in the 4-character cash code(s) or hotkey for the breakdown 
of the money to be collected.  See the Cash Help Sheet for your 
court’s individual cash codes and hotkeys.

Balance Type in the amount assessed for the Cash Code indicated.

Amt Paid Indicate the amount to be paid on the cash code indicated if a 
Partial Payment is being made.  If paying total amount due, leave 
field blank and press F12-Paym to take full payment.

Amt Due This is a display only field to indicated the amount due for this 
receipt or the sum of the multi receipts rang to this point. 
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Cash Transaction - Part 2 
Amount Types

Displayed below is an example of the second part of the Cash Transaction Screen.
After entering the required fields (Password, PoCode, Case, Division) and any optional
disposition or bond information, press ENTER.  The Cash Codes portion of the screen
will be displayed.

Example shows a partial payment being taken on a count that had previously made a 
payment. Note the Amount Due field indicates the amount of money being paid on 

this particular receipt.
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If a case has already been entered on the system and is a payable offense or previ-
ously assessed, the cash codes and balance amounts will appear on the screen.  If the
case is not on the system or is not a payable offense, the cash codes or hot keys and
amounts must be entered by the cashier.  Each cashier will be provided with a list of
valid cash codes at the time of implementation.  (See Chapter 4 of this User Guide).

If the cash codes and amounts appear, you may modify them by pressing F4-Mod
Assm.  This will allow you to place your cursor in the Balance field and make the
change.  If you are modifying an amount, you MUST also put in a comment in the
Comment field in the upper portion of the screen.

If the case was previously assessed either through Cash Online or the Traffic/Criminal
module and you wish to view the Financial ROA (assessment/payment history), press
F7-Finc Roa.

If a venue has not been previously entered on the Traffic/Criminal Case Entry screen,
it must be entered on the Cash screen.  This field can be modified.  
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Cash Transaction - Part 3
Payment

Displayed below is an example of the third part of the Cash Transaction Screen - the
payment section.  Verify that the cash codes and balances are correct.  Press F12-
Paym to take payment and the bottom portion of the screen will appear.

Type in the exact amount next to method of payment, i.e. Cash, Check, Credit Card,
ATM or Other.  If you press ENTER, you will get a verification of the total amount paid
and if change is owed.  Press F9-Receipt to print the receipt.  (See next page for more
information.)

If the payment includes DLRF/DLRJ a message may appear stating the immediate
clearance has been requested.  This will also submit the request to the DOS.

A message displays:  Place Document for Validation.  This is a one-line validation
which contains the date cash is open, receipt number, drawer and amount paid.  Insert
ticket or document into printer or allow the validation to print on the receipt.  Press
ENTER to print validation.

When a check is tendered an additional message is displayed after the validation mes-
sage:  Place Check for Endorsement.  Insert the check into the printer and press
ENTER to endorse the check.
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Interactive Clearance Requested

55.00                  55.00

DLRF           25.00                  25.00
DLRJ           20.00                  20.00

121206

121206



When the method of payment is Check, ATM or Credit Card, the amount is
entered in the first field followed by the check number or card information, such as an
account or authorization number.  The CK Endorsement field will default to the
endorsement set up in the Receipt Header-Printer-Check Endorsement-Miscellaneous
file.  This may be modified to any valid check endorsement set up in this file (options
are 1-4, if all have been setup in the Endorsement file).  The “Other” field may be used
for the amount of bond applied and/or forfeited if your court is using 1 check each day
to apply and/or forfeit bonds.

If a mistake is made on part 1 or 2 of the screen, press F2-Page back to take you
out of the payment section.  This will allow any field to be modified.
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Cash Receipt
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Check Endorsement

Total Amt Paid

Status “C”=Closed

Cashier Initials

Receipt Number

Case Number

Disposition Code Current Charge

Check #

Balance Due (All counts if
multi count case)

6

6

6



Multi-Receipt

The Multi-Receipt option is used when, for instance, one check is being used to tender
payment on more than one Traffic/Criminal or Civil case number.  This option might be
selected also if the payer is paying on more than one case number/count (whether by
cash, check, other or credit card).

A multi-receipt is handled the same way as a single receipt EXCEPT payment is not
taken until all individual receipts are completed.

When entering the first multi-receipt, press F6-Multi Rcpt instead if F12-Paym to print
the first part of the multi-receipt followed by a validation.  Continue entering each trans-
action using F6-Multi Rcpt to print each individual receipt.  (Sample receipts on follow-
ing pages.)

Receipt - 1

PLACE DOCUMENT FOR VALIDATION
Press ENTER to print
validation
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Receipt - 2
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PLACE DOCUMENT FOR VALIDATION
Press ENTER to print
validation

121206



Receipt - 3 (or the “last receipt”)

After you have finished printing the individual receipts, enter your Password and press
F12-Paym to take payment for the whole multi-receipt.  The system will total all individ-
ual receipts and show the balance due.  Enter the payment information and press F9-
Receipt to print the final payment receipt.
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Note: If you make an error on one of the multi-receipts, you must 
FINISH the multi-receipt before you can exit the cash transaction 
screen to void the “incorrect” receipt. 

Note: If you press F6-Multi Rcpt in error, finish the receipt by 
pressing ENTER, type in password, then press F12-Paym.  This will 
allow you to now enter the method of payment.

121206



Receipt - 3 continued
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CAUTION!  On the last (payment) receipt, you will NOT get another
message to place document for validation.  When payment is by check,
the first message is Place Check for Endorsement.  

121206



Financial ROA
Displayed on the next few pages are examples of Financial Registers of Action (FIN).
You may view it on the screen by pressing F7-Finc Roa from the Cash Transaction
screen.  Once you have displayed the Financial ROA, you may print it by pressing F9-
Print Roa.  Pressing F2-Page Back, will take you back to the Cash Transaction
screen.

Traffic/Criminal Financial ROA shows the date monies were assessed, paid, balance
due and receipt number for each cash code.
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12/12/06

12/20/06



Civil Financial ROA shows the date monies were assessed, the party making the payment the
amount paid and receipt number, for each cash code.
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12/12/06

12/12/06

6



Financial ROA Cash Code Balances (F5)

On Traffic/Criminal cases, pressing F5-Cashcode Balances from the Financial ROA
screen will give a list of all cash codes that have a balance owing and the amount that
is owed. To print the Cash Codes Balance, press F9-Print Roa.  Press F2-Page Back
to go back the the Financial ROA screen.
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Void

Displayed below is an example of the Void Screen.  To access this screen, select
Option 7 from the Cash Transaction Processing Menu.

After entering the receipt number and receipt date of the transaction you want to void,
press ENTER.  This will move you to the Cash Transaction screen for the transaction
you wish to void.  Enter your Password and the reason for the void on the comment
line and press F9-Print to print the Voiding Receipt.

A void will remove all plea, disposition, close status and/or bond paydown/post infor-
mation if it was included on the original receipt.  This information must be re-entered
on the re-ring receipt or through the Disposition or Bond screen if it is a prior day
void/re-ring.
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Note: Voiding of a multi-receipt requires you to enter the method of
payment (cash, check, credit card, ATM or other) for the EXACT
amount of that individual receipt.  Do not void the entire multi-receipt. 
Void only the individual receipt that was rang incorrectly.

121206



After you have printed the voiding receipt, the system automatically returns to the Void
Screen.  Choose “V” to Void another receipt or “R” to Re-ring the original receipt and
press ENTER.  If you choose “R” (Re-ring), you will get a blank Cash Transaction
screen.  Type the correct information and print the receipt.

Upon completing a re-ring, you will automatically go back into the Cash Transaction
screen.
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Note: If you void a re-ring receipt, the system will exit out of the 
Void/Re-ring Menu.  You must then go back into the Void/Re-ring 
option and put in the “original” receipt number and date to finish the 
re-ring.



Running Totals - Individual Cashier

To produce a printout of the running totals for a particular cashier, enter Option 8 from
the Cash Transaction Processing Menu, press the tab key, type the cashier’s initials
and press ENTER.  This feature is used to balance out a cashier prior to closing for
the day.
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Running Totals - Drawers A & B

To receive a Running Totals receipt for drawers A & B, select Option 8 from the Cash
Transaction Menu and press ENTER.  Do not enter cashier initials.

This feature is used to balance a cash register prior to closing for the day.  It could
also be used to verify monies in a cash drawer when a customer contends the proper
amount of change was not returned to them.
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Note: If only Drawer A is Open for Day, only Drawer A totals will print 
on the Running Totals Receipt.

12/12/06

12/12/06

12/12/06
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Print Auditor’s Totals

To receive the Auditor’s Totals for a particular terminal, select Option 9 from the Cash
Transaction Processing Menu and pressing ENTER.  A receipt will print giving a total
amount of money that register has taken in since the court went on the JIS Cash
Module.
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Print Adjustments

To receive a printout of the adjustments (voids and re-rings) that have been entered
since a register/drawer was opened for that day, select Option 10 from the Cash
Transaction Processing Menu and press ENTER.  This receipt will also reflect whether
the totals are 100% certified at that point in the business day.
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Note: Prior day adjustments can be printed.  Type in the date for the 
adjustments you want and press ENTER. 

Note: If you are not sure you are 100% certified or need to finish an 
incomplete multi receipt; use this option.  Verify all receipts are 100% 
certified or gain the information required to reconstruct a receipt before
closing for the day. 

12/12/06

12/12/06

12/12/06

12/12/06
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Re-Print Receipt

To re-print any receipt, select Option 11 from the Cash Transaction Processing Menu.
Enter the receipt number and receipt date of the receipt you wish to re-print and press
ENTER.  The original transaction screen will appear.  Enter your password and press
F9-Print to reprint the receipt.  Reprinting a receipt does not affect cash totals.
Displayed below is an example of the Reprint Receipt screen:
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Note: If the terminal or printer experience malfunctions, it is a good 
idea to try to re-print the last receipt.  This will ensure the printer is 
working correctly and prevent two receipts/transactions from being
processed in error.  This could cause the drawer not to balance at the
end of the day. 



Reconstruct

The Reconstruct option is used if an original receipt is found to be incomplete, often
due to hardware failure or power loss.  Below is a sample screen that may appear
when going into Cash Online after such a problem occurred and reconstruction has not
yet taken place.

See the following pages for the procedures to reconstruct.
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Reconstruct - Multi-Receipt

The Reconstruct option is used if an original receipt is found to be incomplete, often
due to hardware failure or a power loss.  Select Option 20 from the Cash Transaction
Processing Menu.  Displayed here and the following screens are examples of the
Reconstruct screen when used for a MULTI-Receipt:

Enter your password, receipt number (if multi-receipt pick any of the receipt numbers
listed) and date of the receipt and press ENTER.
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Note: You can determine whether you need to reconstruct at ANY
TIME by using Option 10, Print Adjustments, on the Cash Transaction 
Processing Menu.  

Note: You can Reconstruct any receipt from ANY day that was not
100% certified.



The system will compute the balance due.  Upon pressing ENTER again, the Cash
Transaction screen will be displayed.  Enter the payment information and print the final
receipt.
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Reconstruct - Non Multi-Receipt

The Reconstruct option is used if an original receipt is found to be incomplete, often
due to hardware failure or a power loss.  Select Option 20 from the Cash Transaction
Processing Menu.  Displayed below is an example of the Reconstruct Screen when
used for a receipt that is not a Multi-Receipt:

Enter the receipt number and date and press ENTER.  The above screen will appear.
You must select R for re-ring to continue or F1-Cash Menu to exit to Cash Transaction
Processing Menu.
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All Function Keys Used in Cash Module
F1
Cash Menu

Clear

Return to the Cash Transaction Menu, without updating/pro-
cessing the screen.
Only clear this screen, remain on the same screen.

F2
Page Back Page back to the previous screen.

F4
Mod Assm
Prompt

Modify assessments that are on the screen. 
With the cursor in the promptable field, display more information 

F5
Cashcode Balances/
Venues
Refresh

Display the balances by cash code (Financial ROA).
Hop to Venue file to view or update. 
Update the information on the screen.

F6
Multi Rcpt

Add
Transmittal File

Process this receipt as 1 of 2 or more, allowing the payment
method to apply to the entire transaction.
Add a record, usually in a prompt window.
Hop to the Transmittal File to view or update.

F7
Finc ROA

Display the Financial ROA.

F9
Receipt
Print Roa

Print the receipt.
Print the Financial ROA.

F12
Paym

Process the screen for payment and move to the method of
payment portion of the receipt screen.

F13
OutQ

Allows you to change the printer for printing the Financial ROA.

F24
Previous Menu/Exit

Hop to the previous menu/screen without any updating.

Enter
Continue

Continue processing the screen.

Roll-Page Page up/down keys will move you to another screen.

Help Pressing the HELP key (or Alt/F1) will give you more informa-
tion about the screen and/or options.

SchollC
Text Box
Help Text has now been updated on many screens throughout the system. The new Help Text is field specific and more descriptive. To view Help Text for a specific field on a screen, place your cursor in that field and press Alt+F1. For more information, refer to the Fall 2008 Announcement.
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NNOOTTEESS::



Page 3-1

3Cash Reports
In this chapter you will review all the reports on the Cash
Reports Menu.

To access the Cash Reports Menu, select Option 2 from the Cash Subsystem Menu as
displayed below:

Note: You do not need to be signed on as “CASH” to request cash
reports, (i.e. D9900D1) 



The cash reports may be requested at any time during the day with users signed on to
the system.  However, for balancing purposes, make sure all registers have closed for
the day before requesting any report that would list the current days activity.  (If all reg-
isters are not closed you will receive an extra page with your reports indicating
Warning-Register Open.) 

Place an X in front of the report you need to run.  The Report Menu will always default
to the current date for the reports that are usually run daily, however, you may change
the date to any past date the court was open.  The ending date may be entered if you
want a report for a particular date range.  There is no limit on the length of time a
report may cover (i.e., 1 day, 1 week, 2 years etc). 

The terminal ID (register ID, i.e. D1) may be entered if you want a report for one spe-
cific cash terminal/register.  If this field is left blank, transactions for all cash
terminals/registers will be reported.

A single cash code may also be entered for Court Detail, Adjustments, Code/Payer
Audit and Outstanding Receivables.  If this field is left blank all cash codes will be
reported.

Displayed on the next page is an example of page 1 of the Cash Reports Screen.
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First page of Cash Reports screen
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Note: If ALL registers have not been closed when reports are 
requested, a warning message will appear on the screen. 



Displayed below is page 2 of the Cash Report Screen:

Second page of Cash Reports screen
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Cash Detail

This option produces two reports for each cash register.

The first report (CSHPRT1) is broken down into three summaries:

• Cash Detail Report - lists each receipt in numerical order with indi-
vidual amounts in their appropriate columns

• Amount Type Breakdown - the amounts received are summarized 
by cash code

• Monies Received per Drawer - the money types received (cash, 
check, credit card, ATM and other) summarized by drawer and 
register

The second report (CSHPRT2) produces the following summaries:

• Accounts Breakdown of the total money

• Venue, T & A and Deposit Totals

See samples of the reports on pages 3-6 through 3-9, for more information.
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Cash Detail Report

• This is the only cash report to list all receipts (by register) in consecu-
tive order.

• It details cash codes used in each receipt, ticket/case #, cashier and divi-
sion (T=traffic/criminal, C=civil, M=miscellaneous).

• The report for the last register also lists the “court” totals for all the regis-
ters.  Note:  If for some reason the last register in the receipt header 
record was not open for day, the “Court” totals will not report.

• The last report that prints when requesting the Cash Detail report is the 
Accounts Breakdown and includes the totals for all registers.  See page 
3-9 for more detail.
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COURT 8215.55   3350.00     1620.00     590     45      45      90   1490    720   200                                     320.00     26008.05

SchollC
Text Box
This report has been redesigned with new column headings. Please refer to the Spring 2007 Announcement for more details.



Amount Type Breakdown

• Amount Type Breakdown is part of the Cash Detail report

• Amount Type Breakdown contains the totals receipted by register, for 
each cash code.  This includes the amounts for the current day’s busi-
ness (Deposit Totals) and Net Adjusted Totals reflecting any prior day 
voids or re-rings.

• The report sorts first by division, Traffic/Criminal, Civil, Miscellaneous, 
then by cash code screen priority order (from Cash Code Update file), 
within the division.

• When Account I.D. #’s are the same for more than one cash code, they 
are reported as one figure on the Accounts Breakdown report, e.g., CVL
File Fee above is combined into one total on page 3-9. 

• Amount Type Breakdown is similar to the Close for Day Receipt, but has 
additional account information taken from the Account I.D. field in the 
Cash Codes File.

Cash - 2007

Page 3-7

Chapter 3: Reports



Monies Received per Drawer

• Monies Received per Drawer can also be found on the Close for Day 
Receipt

• It corresponds to the payment portion of the Cash screen

• Can be used to balance drawers to Deposit Totals

• Only prints totals for drawers that had been open for that day 

Cash - 2007
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Note: Voiding a receipt will not correct the method of payment for balancing 
purposes.



Accounts Breakdown

• Accounts Breakdown is part of the Cash Detail report

• It shows a breakdown of each account and the percentages reflecting the
amount of monies to be disbursed to the various state accounts and the 
district control unit

• There is a column for the current day’s Deposit Totals and Net Adjusted 
Totals reflecting any voids or re-rings

• Accounts are sorted in the following order:
(1) character sets .<(+&!$);-/%_>?:#@’=”, (2) alphabetical characters, (3) 
numbers

• Multiple cash codes can identify one account name or number, e.g., CVL
File Fee above is combined into one total

Cash - 2007
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Venue, T & A, And Deposit Totals

• Venue, T&A and Deposit Totals is part of the Cash Detail report

• Report separate totals for each, venue and for bonds, restitution and 
T&A accounts

• Gives the Grand Total Deposit for all accounts

Cash - 2007

Page 3-10

Chapter 3: Reports



Cash Adjustments

• Can be requested by specific terminal and/or cash code for one day or a 
date range

• The Cash Adjustment report is available for each cash register along with
a total of “Net Adjustments” for ALL registers on the final page

• Net Adjustments equals the difference between total voids and re-rings 
(current and prior day)

• Elaborates on Close for Day receipt by providing the following informa-
tion:

• Ticket/Case #
• Venue
• Division
• Cash code(s) adjusted
• Net Adjustments total for court
• Comment/reason for the void

Cash - 2007
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JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI   48034



Cash Assessment Adjustment Report

• Reflects ALL assessments lowered/removed through Cash or 
Disposition screen in Traffic/Criminal module

• Listed in case number order
• Includes clerks initials and reason for adjustment

Note:  Comment/Reason is required to lower/remove assessments
and is also recorded on the ROA.

• Use this report to monitor modifications made to any assessments

Cash - 2007
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JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI   48034

Note: In order to ensure all adjustments for the day are reflected on the 
report, we suggest this report be run for thre prior calendar day.  A date range 
should be used to cover holidays and weekends.  This will cover any adjust-
ments that could have been made after cash has closed for the day and any 
after hours or weekend activity.



Cash / Case Mismatched Report

• Generates two reports; one for Traffic/Criminal and one for Civil

• Traffic/Criminal cases - the cash transaction did not match to a case 
number or charge

Action Required:  Add case or charge OR void the receipt and re-
ring correctly

The venue rang on the receipt was different then the venue on the Case 
Entry screen

Action Required:  Void the receipt and ring under correct venue 
OR correct the venue on the Case Entry screen

• Civil cases - the cash transaction did not match to a case number or 
party

Action Required:  Add case or party OR void the receipt and 
re-ring correctly

• This report is non-cumulative when requested daily

Suggestion:  Request report daily and take the appropriate action.  
Re-run report monthly to see that all entries were properly updated.

Cash - 2007
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JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034

NOTE:  Error Codes:  
M -The case number is not on the system, correction needs to be made to either the 

case entered or the receipt needs to be voided and re-rang with the correct case 
number.

C - Receipt was rang on a charge/count that does not exist for the case number.  
Either add the charge or void and re-ring on the correct charge/count

B - Bond was rang without a case number or a number not on file.  Correct this on the
BND screen by adding or correcting the case number.

$/ F - Show the venue on the receipt and on the Case Entry screen are different.  Correct
the one that is wrong.



Closed - Balance Due

• Cases that were closed within the date range selected that still have a 
balance due.

Remove any balance due when closing cases/files OR only leave the SOS
clearance fee as outstanding when closing.

Cash - 2007
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Note: Cases that are closed with a balance due will never purge!

JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034



Monies by Venue

• Monies by Venue report is based on receipts generated.  The dollar 
amounts listed are not to be used for distribution to the municipality.  This
is because they include fees that are remitted to the State Treasurer and 
possibly other units.  For the breakdown of what is owed to the munici-
pality see Accounts Breakdown Report (page 3-9).

Cash - 2007
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JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034



SOS Clearances

• Lists all Driver License Reinstatement Fees collected (DLRF)

• Sorted in DLN order

• Reports from the All Activity or Net Adjusted Totals Column
• “Total Number of Reinstatement” includes voids and re-rings
• “Court Amount of Reinstatement” is the total money the court has 

receipted for DLRF

• Report reflects 100% of the amount collected under DLRF.  The bill from 
DOS should be for 60% of the amount collected.

May use date parameters that reflect your billing from Department of State’s
Office

Cash - 2007
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JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034



Note: If using this report to reconcile or compare with the SOS billing:
1) Take the Total Number of Reinstatements reported and subtract any prior

month voids (i.e. NSF checks) to get the net number of Reinstatements.  
For example:
35 - 2 = 33, 35 being the number on the report, 2 voids, 33 Net Number 
of Reinstatements

2) Multiply the Net Number of Reinstatements by $25.  This amount is the 
Deposit/Gross Total DLRF.  For Example: 33 x $25 = $825
($825 is what would report as Court Amount of Reinstatements)

Cash - 2007
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Crime Victims Report
The purpose of this report is to assist courts in the proper assessment of the Crime
Victims’ Rights Fee and to provide the information necessary to complete the monthly
report for the Department of Management and Budget.  From and through dates are
required when requesting this report.  Criteria for the report includes:

• Charge code must be indicated as an assessable offense on the statute 
file

• The sentence date must fall within the date range requested
• Crime Victim monies were receipted or assessed during the reporting 

period.
• Case assessable by statute; sentenced without crime victim assessment.

Cash - 2007
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Additional Information:

• Appendix N of the Traffic/Criminal User Guide is a listing of offenses with 
the correct PAAM codes which are assessable according to statute or 
check courts.mi.gov for the most recent listing.

• The assessment date column reports the sentencing date if there was no
crime victim fee assessed

The Department of Management and Budget is required to collect the total number of
criminal convictions (item #4 of the Crime Victims Rights Assessment Report).  Item 4
reports the total number of non-civil infraction cases sentenced within the reporting
period (one count per case).  This is regardless of the eligibility of the offense for pur-
poses of the Crime Victim Rights Assessment.

If a case does not meet the Crime Victim Fee (MYCV) criteria an asterisk (*) will
appear in the PAAM Code Column.  Listed below are reasons why a case on this
report might have an asterisk:

• Current and Original charge is Attempt, Conspire or Solicit with offense 
date prior to May 1, 1994

• Ordinance case types prior to May 1, 1996 

• Must have a guilty type disposition.  (Guilty disposition codes are  DS01, 
02, 03, 04, 14, 15, 19, 23 or 40.)

• More than one MYCV assessment per case

• An accident and NOT specified by an accident type on the Case Entry 
screen

• Crime Victims Reportable field not updated correctly in the Statute file 
with an X - Specified misdemeanor, S - Serious misdemeanor or A - 
Specified misdemeanor with an accident (which makes it an “S”)

NOTE:  As of 1/1/06 the Crime Victim assessment fee is required on deferred and
delayed dispositions.  In addition, it is required to be assessed at sentencing based on
the ORIGINAL charge (not the reduced or amended charge).
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Court Summary

This report is a summary of the Cash Detail Reports for a date range and produces the
following:

• Amount Type Breakdown
• Monies Received per Drawer
• Venue, T&A, and Deposit Totals
• Accounts Breakdown

• Use the date parameters that reflect your transmittal period

• The Net Adjusted Totals column on Accounts Breakdown may be used to 
manually prepare a local transmittal, if the court is not using the automat-
ed local transmittal form.
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State and Local Transmittal

The Local Transmittal is designed to allow the courts as much flexibility as possible to
create an automated transmittal for monies collected and reported to the local District
Control Unit.  The State Transmittal is defined by the Department of Treasury and gen-
erates from the system on demand.

When adding a new cash code, you are prompted to enter a Transmittal line number
for proper placement on the report.  See Cash Codes Update, Chapter 4.  The descrip-
tions printed on the report are taken from the Account ID field on the cash code screen
or transmittal setup and can be changed.  Some cash codes require a split to multiple
accounts.  This report is able to reflect those splits on separate line numbers.

LOCAL TRANSMITTAL

Three reports are created when the Local Transmittal is requested:

• The Local Transmittal Form as defined in the transmittal setup, reporting 
the Fund, Account Number, Account Name and the Amount Collected for 
the date parameters selected

• A Non-Reported Cash Collected report listing any cash code where 
monies were collected, that did not have a local line # identified in the 
Cash Codes Update file. 

• A Transmittal Audit which provides detailed totals, sorted by trans-
mittal line number, listing each cash code, description, percentage and 
amount collected on the Transmittal Form

STATE TRANSMITTAL:

Four reports are created when the State Transmittal is requested:

• The SCAO approved Transmittal Form as defined in the transmittal setup
by JIS (printed on either 8x11 or AFP/HPT format)

• A Non-Reported Cash Collected report listing any cash code where 
monies were collected, that did not have a state line # identified in the 
Cash Codes Update file

• A Transmittal Audit which provides detailed totals, sorted by trans-
mittal line number, listing each cash code, description, percentage and 
amount collected on the transmittal form

• An Audit of the cases that were reflected in line 12



Voids and re-rings from a prior month do not have any effect on a prior 
month transmittal.  (For Example:  A receipt rang in November and sub-
sequently voided and re-rang in December, would not reflect a change if 
the November transmittal were reprinted.)

Samples of State and Local Transmittal and supporting audits are found on pages 23-
30.
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WARNING: DON’T delete cash codes that have EVER been used! 
If a cash code is deleted, the code and monies are unable to 
be reported.  



State Transmittal
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3,794.00

8,699.00

390.00

750.00
30.00

874.80

14,537.80

170 



State Non-Reported Cash Collected Report

• Reports all cash codes that had money receipted that are not included in 
the totals on the State Transmittal Form
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JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034

Note: If a cash code appears on this list that should be reflected on the
transmittal, update the transmittal line number on the cash code.



State Transmittal Audit
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3,794.00

390.00

8,699.00
30.00

750.00
874.80

14,537.80



State Transmittal Audit  - Line 12

Shows the civil infractions paid in full during the reporting period.

Last page shows total number of cases
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SOUTHFIELD, MI  48034

JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034



Local Transmittal

First page of Sample Local Transmittal

Note: This is just a sample of one way to set up the Local Transmittal.  This 
may be modified in various ways to suit individual court needs.

Cash - 2007

Page 3-27

Chapter 3: Reports



Local Transmittal 
(page 2)

Last page of Local Transmittal

Last page of sample Local Transmittal
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Local Non-Reported Cash Collected Report

• This will sum together the amount reported on the Local Transmittal with 
the cash codes that were not reported on the Local Transmittal for a 
Grand Total Collected by the court
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JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034

(Bonds) 100%  BT01 200.00
------------------------------------------------------------------------------------------------------------------------------------------------------

200.00

_______ 76,087.40

Note: If a cash code appears on this list that should be reflected on
the transmittal, update the transmittal line number on the cash code.

Note: The above example shows bonds and restitution are not report-
ed to the funding unit on the Local Transmittal but are included in the 
grand total.



Local Transmittal Audit

Cash - 2007

Page 3-30

Chapter 3: Reports

JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034

JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034



Collections

The Collections Reports required annually by SCAO can be requested from the Cash
Reports Menu.  See example below.  The Collections as of date for the reports to
SCAO should be June 30, followed by the current year, i.e. 063006.

Three reports will generate:

1.)  Summary Report of Outstanding Receivables by Cash Code and Case Type
Listed in the output queue as OUTRVC

2.)  Outstanding Receivables Aging Report
Listed in the output queue as AGING

3.)  Payment/Adjustment Distribution of Assessments by Case Type and 
Payment/Adjustment Year

Listed in the output queue as PAYADJ

Note:  There will be a separate report, generated within the Payment Adjustment
Distribution Report,  for each year of assessements.  It will always begin with 
the year 2004 and go through the current year.
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Cash Reports Menu

SchollC
Text Box
As of June 2009, the Collections report can be uploaded as one file to the MCAP Collection Data System (CDS) website. Additional information on preparing the upload file is available on our website at http://courts.michigan.gov/jis/courts/DCS/dcsindex.htm.
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You can request audit reports to suppot the data contained in each report.

When requesting audit reports, it is not necessary to request the Collections Reports
again.  See example below.

Further information about each audit report can be found on the following pages.

Cash Reports Menu

To access the Audit Reports screen,
enter AS OF DATE and type an X in the

Audit Reports field.

(Note: If you type an X in front of
Collections Reports field, you will also

be requesting the three collections
reports.)

Audits for Collections Reports Screen
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Requesting Audit of Summary Report of Outstanding Receivables

1-Parking, 2-Civil Infractions, 3-Misdemeanor Traffic and Drunk Driving, 4-Misdemeanor

JIS Distrit Court
27777 FRANKLIN RD
SOUTHFIELD, MI  48034

To request the Audit of Summary Report of Outstanding Receivables by Cash
Code and Case Type, fill in the Cash Code and Case Type Group and press ENTER.
F4-Prompt is available on the Case Type Group field.

The audit will list case number, count, case type and amount assesed for the request-
ed cell of the Summary Report.

Report will be listed in the output queue as OUTRCVAUD.



To request the Audit of Outstanding Receivables Aging Report, fill in the Days
Outstanding and Case Type Group and press ENTER.  F-4 Prompt is available on
both fields.

The audit will list case number, count, case type, date of assessment, cash code and
amount assessed for the requested cell of the Summary Report.

Report will be listed in the output queue as AGINGAUD.
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Requesting Audit of Outstanding Receivables Aging Report

1-Parking, 2-Civil Infractions, 3-Misdemeanor Traffic and Drunk Driving, 4-Misdemeanor

JIS Distrit Court
27777 FRANKLIN RD
SOUTHFIELD, MI  48034
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If desired, select EITHER Paid in or Adjusted in yearYou must request Assessed in year

1-Parking, 2-Civil Infractions, 3-Misdemeanor Traffic and Drunk Driving, 4-Misdemeanor

Requesting Audit of Payment/Adjustment Distribution of Assessments by Cash Code

The Audit of Payment/Adjustment Distribution of Assessments can be requested
in two ways.

To produce an audit listing all cash codes that are included in an amount in a specific
cell of the report, fill in Assessed in year and if desired, either Paid in or Adjusted in
year.  Also choose Case Type Group and press ENTER.  F4-Prompt is available on
the Case Type Group field.

The audit will list cash codes and total amount assessed for each cash code for the
requested cell of the Summary Report.

Report will be listed in the output queue as PAYADJAUDC.

JIS Distrit Court
27777 FRANKLIN RD
SOUTHFIELD, MI  48034



To produce an audit listing all case numbers that are included in a particular cash
code, fill in Assessed in year and if desired, either Paid in or Adjusted in year.  Also
choose Case Type Group and Cash Code and press ENTER.  F4-Prompt is available
on the Case Type Group field.

The audit will list case number, count, case type and total amount assessed for each
case within the specified cash code.

Report will be listed in the output queue as PAYADJAUDN.
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If desired, select EITHER Paid in or Adjusted in yearYou must request Assessed in year

1-Parking, 2-Civil Infractions, 3-Misdemeanor Traffic and Drunk Driving, 4-Misdemeanor

Enter 4 letter cash code

Requesting Audit of Payment/Adjustment Distribution of Assessments by Case Number
for specifc cash code

JIS DISTRICT COURT

27777 FRANKLIN RD
SOUTHFIELD, MI  48034



Code/Payer Audit

This report is in alphabetical order by defendant name and lists the case number,
receipt number, receipt date and the amount paid for any four character cash code
(e.g. MFAT) and date range specified.  The example below is a detailed list of MFAT
(Court Appointed Attorney Fee) payments received by the court from 12/1/06 -
12/31/06.
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Outstanding Receivables

The report shows the amount in receivables by case number for a specific cash code
or a summary of the receivables for ALL cash codes if the cash code field is left blank.
For purposes of this report, outstanding receivables includes undisposed cases that
have assessments associated with them (including payable tickets).  The receivables
are arranged in “aged days” category, e.g. 1-15, 16-30, 31-60, 61-90, 90-180, 181-360,
361-540, 541-720 and 720+.

Selection Requirement:

• A Date must be indicated in the first field to report the monies outstanding
as of  a particular date, e.g., 123103.

Selection Options:

• Cash Code, if entered, will give you the money assessed and unpaid 
as of the date indicated, e.g. MFAT (attorney fees).

• Omit > 7 Yrs Old, if X’d, will exclude any money outstanding that was 
assessed more than 7 years ago.

• Omit Closed, if X’d, will exclude any cases that were closed that still 
had any assessments that were not paid, e.g., DLRF etc.

• Aging Detail, if entered, must be indicated in the exact number of days 
as follows:  1-15, 16-33, 31-60, 61-90, 91-180, 181-360, 361-540, 541-
720, or 720- ___ (leaving the second field blank).   



Shown above is the report of outstanding receivables with aging detail, (541-720 days).
It is reported by case number. Included in this report are monies owed on cases 

not entered in the system.
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JIS DISTRICT COURT
27777 FRANKLIN RD
SOUTHFIELD, MI  48034

Note: Cases that have payments processed will have a Financial ROA (FIN) 
even if the case is not on the system.



Above is a report by each cash code of outstanding monies owed to the court as of 12/31/03.
Separate columns differentiate between balances for cases on Probation versus Non-

Probation.
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Above is the summary of outstanding receivables as of 12/31/03 reported in aging detail.
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This report supplements the Outstanding Receivables Report. To get this report request
the Outstanding Receivables Report without a cash code or aging detail criteria. (See
pages 3-32 through 3-35)

The Summary Report of Audited Cases will include:

• Outstanding amounts by Amount Type (i.e. Restitution, Crime Victim, etc.)

• Outstanding amounts broken down into two categories:  less than two 
years (0 - 730 days) and more than 2 years (731 - 2556 days)

It does not include: 

• Closed Cases

• Non-disposed Cases with money due, i.e. payable tickets not yet defaulted

• Cases older than 7 years

Summary Report of Audited Cases
(Audited Accounts - SCAO 21)

Note: Any Trust/Agency amount type must be subtracted 
from the total amount due before submitting the report.



Above is Summary Report of Audited Cases.
All outstanding cash accounts are listed in two columns; less than two years and more than

two years.
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Above is the last page of the Summary of Audited Cases. This is the Audit Summary. It
shows the total amount outstanding less than two years and more than two years and a

detail of the amount omitted from the audit.
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Payment Distribution Report

This report will track the annual payment history for monies assessed in the court in a
specified calendar year.  For instance, if $1,000,000 was assessed by your court on
traffic/criminal cases in 1999, how much was collected in 1999, 2000, 2001, 2002 and
2003.  The report provides collection history on the 5 years following the year you eval-
uate.  Therefore, you can evaluate trends on your collections.  (See the following
pages for samples of selecting this report, followed by the actual report.)

Selection Options:

• Through Date is required.  This will give you payment history through the
date provided on the screen.

• Offense Year is required.  This will determine the year you wish to evalu-
ate.  It will include all assessments on payable tickets with an offense 
date within the same year, as well as all cases sentenced with money 
assessed by the court in the calendar year.  This determines the MONEY
ORDERED column on the report.

• Uncollected Detail can be selected to produce a list of case numbers 
to support the amount of uncollected money that is still due to the court 
for the specified calendar year as of the “through date” provided.

Uncollected Detail is provided for selected categories upon request:

• Closed: Were Probation
• Closed: Clearance Fee Only
• Closed: Jail, Community Service, ETC.
• Warrant:  on Probation
• Warrant:  non-Probation
• Suspended:  Clearance Fee Only
• Suspended:  Fines/Costs and Clearance Fee
• Open:  on Probation
• Open:  non-Probation

Additional Criteria

• Separate counts/totals for civil infraction, misdemeanor and parking 
violations.

• Percentages provided to compare year to year collection.  You will be 
able to track what percentage of monies assessed are being collected 
during each subsequent calendar year.



When you request Payment distribution with Uncollected Detail and press ENTER, the
screen below appears.  Select the categories you want detail and press ENTER.

After pressing ENTER you are returned to the Cash Reports screen.  The X in
Payment Distribution and Uncollected Detail changes to a G.  Press ENTER again to
create the report.

Cash - 2007

Page 3-46

Chapter 3: Reports

2000
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Detail for cases on Probation and in Warrant Status
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Bond/Restitution/Trust/T&A Reports

Common Definitions

Receipt Date Date from cash report -or- if entered through Bond Update screen,
the date in the field entitled “receipt date”.

Transaction Date Date of check.

Entry Date If a record is added through the Bond Update screen, it is the cur-
rent system date, regardless of the receipt date entered.  If a 
record is added through cash, it is the date you are opened for 
cash transactions.

Closed Date Date closure is ENTERED on the Bond Update screen -or- if the 
bond is closed via a cash receipt, the date the register is opened 
for cash transactions.

Report Descriptions

Open Bond Searches for any bonds with “receipt date” within the date
(T/A) Report parameters that also were still open through the ENDING date

parameter.

Example 1:  Report requested for 010106 - 013106 would look for 
any receipt dates between 01/01/2006 - 01/31/06 and the bond 
was STILL OPEN on 1/31/2006.

Example 2:  Report requested for _____ - 013106 would look for 
any receipt dates between 01/01/1901 - 01/31/2006 and the bond 
was STILL OPEN on 1/31/2006.
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Closed Bond Searches for any bonds with a “close date” within your date para-
(T/A) Report meters.  This may or may not be the check or transaction date.

Example:  Report requested for 010106-013106 would look for any
bonds with a close date between 01/01/2006 and 01/31/2006.  
Bonds closed on the bond screen will allow the entry of a prior 
“check transaction date”.

Partial Paid Searches the transaction or check date field for any partial pay-
Bond(T/A) down on a bond within the date parameters.
Report

Example:  Report requested for 021706 - 021806 would look for 
any transaction or check dates that fall within those dates that still 
leave a partial balance on a bond.  When the final partial paydown
occurs on a bond, it will appear on the CLOSED list, not the partial
paid list.

Account Activity Searches for all bond and trust activity within the time frame 
selected.  This includes new postings (receipt date), paydowns 
(using the transaction date), voids (using the cash void date) and 
deletes from the Bond Update Screen (using the current system 
date).  The report will separate activity of the current period 
(receipt date falls within the request date parameters).  It uses the 
receipt date, transactions paydown date or delete date.  

Check Register Searches for all bond, restitution, trust and other T/A account 
checks with a system entry date (this would also be the close 
date if that transaction closed the record) within the time frame 
selected. The report will sort in check number order.  If one check 
is written for multiple bond/trust pay downs, each entry will also 
have a sequence number on the report.  Paydowns that are delet-
ed will not appear on a check register.

Pending Open Searches for bonds that have receipt dates within the dates
Bond List selected that are still opened today.

Example:  If you select 010104 - 123104, it would look for all 
bonds receipted in 2004 that are still open as of today.



Summary Totals Creates the summary total (last page of the open bond/restitu-
tion/trust) for the T/A record numbers entered using the date 
parameters provided.  If no T/A numbers entered, it will search for 
all T/A records used by the court.

TA01 Bonds
TA02 Restitution
TA03 Trust
TA04-99 All the local T/A accounts

Example:  If you enter 02 and 03 with date parameters of 010106 
- 013106, you will receive open totals for only restitution and trust 
for the month of January, 2006.
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Account Activity Report

This option will produce reports for the Bond, Restitution, Trust and Trust/Agency
records in the court.  Account Activity for the current period and the previous period will
be included.  The report includes deleted records and/or paydowns within the specified
time frame.

Current activity consists of postings and paydowns when the receipt date 
and activity date is for the date or within the date range entered.

Previous activity consists of postings and paydowns with an activity date for 
the date or date range specified, BUT the receipt date of the post-
ing is prior to the date range specified.

Current and Previous reports will only be produced if there is activity to report.
Otherwise,only the report that has activity to be reported will be produced.

Displayed on the next page is an example of the Account Activity - Bond Report for
both Current and Previous Period, as well as a totals page.  This report is the same for
Restitution, Trust and Trust/Agency records.

• Transaction or entry date must fall within selected date parameters

• Includes every T & A account with activity within date parameters

• Includes deleted records and/or paydowns within specified date parame-
ters

• Report divided into two groups:  CURRENT PERIOD and PREVIOUS 
PERIOD



Account Activity report
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Check Register

This report is for courts maintaining a check file, which includes a listing of all checks
entered for the day or date range specified.  Entry date is the selection criteria so that
checks pre and post dated will be printed.  All Bonds, Restitution, Trust and Trust &
Agency paydowns entered through the Bond Update screen and/or through the Cash
Transaction screen will appear on this report.

The sequence column is for courts using the same check number to accommodate
more than one transaction; for example, one check for all bonds applied payments
and/or bond forfeitures.

• Report sorted in check number order.

• System or entry date of check must fall within the selected date parame-
ters.  This could also be the “closed date” if the paydown closed the 
record.

• Deleted paydowns will NOT be noted on the check register.

• Multiple records paid down with the same check number will have 
sequence numbers to separate them.

(See sample on the following page)
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Check Register
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Open, Closed or Partial Paid Reports

These reports produce a list of Open, Closed or Partial Paid, Bond, Restitution, Trust
or Trust & Agency Records.  Place an X in front of each of the reports you want to
print:  Open, Closed, Partial Paid.  The From/Through date parameters are optional,
otherwise, all dates would be included on the report.  For a Trust & Agency report, you
must also indicate the type of record (04-99).

If an Open, Closed or Partial Paid List is requested and date parameters are used. The
list will show all records that were opened, closed or partially paid down during that
time period.  Any activity beyond the date parameters will not affect the end result total.
(See the following pages for samples of the Bond Reports.) 
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Open Bond Listing

• Receipt date must fall within selected date parameters AND

• Record is still open on the ending date selected

• If you close a bond record after your “ending date”, but use a 
check/transaction date prior to the “ending date”, the bond record will 
appear on the list, but it will be subtracted out of the grand total on the 
last page.

• If requesting a prior time period and the bond record has since closed, 
the close date will print on the report for informational purposes.  
(Appears in columns:  PAYDOWN CODE and TRAN DATE.)
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Closed Bond Listing

• Close date must fall within the selected date parameters.  (See CLSD in 
PAYDOWN CODE column followed by the closed date for that record.)

• Close date is the system or current date entered on bond screen, NOT
necessarily the check/transaction date.

• If closing a bond through the Cash Module, the close date is the date the 
cash register is opened for cash transactions.  For this reason, update 
bond paydowns on the Bond Update screen (BND) if previously 
closed at cash and voided on a subsequent date.

• If you have partial paydowns on a bond record, the final paydown will 
place that bond on the closed report.
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Partial Paid Listing

• The record is still open through the ending date selected AND

• A partial paydown occurred on the bond within the selected date 
parameters.

• If paydown occurs on the Bond Update screen, it will use check/
transaction date for inclusion to the list.

• If paydown occurs through the Cash Module, it will use the date cash 
is opened for cash transactions.
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Pending Open Bonds List

This report reflects all bonds opened during the specified date/range which are STILL
open as of the date the report is requested.  If no date parameters are entered, the
report will be exactly like the Open Bond List.

• Bond receipt date must fall within selected date parameters AND

• Bond is still open through TODAY/CURRENT DAY

Run this report to locate open bonds that may need to be escheated.
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Summary Totals

This is a report of sub-total and grand total balances for the specified date(s).  Detail to
support the totals is not provided.  The report can combine up to 10 record types.  If
you enter date parameters without indicating a T/A number, ALL Trust and Agency
types that have balances reflected within the date(s) will be reported.

• Includes open, partial paid and closed totals for the T/A account records 
selected.

• T/A accounts:  01 - Bond, 02 - Restitution, 03 - Trust and 04-99 - Other 
Court Specific accounts

• Up to 10 accounts can be selected at a time.  If left blank, it will report 
ALL account types used by the court.
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I can’t balance my bond
account!
What can I do?

Print the Account Activity Report to verify all activity is accounted for each day of
the month.  The Account Activity Report will show postings, paydowns, deletes, 
etc. Verify that the postings equal the amount deposited each day and the 
checks written have been accounted for each day.

Print the check register to verify all checks are accounted for during the period 
selected.  NOTE: This information would also be on the Account Activity Report.

Review the Delete Report to see if any bonds/restitution/trust records were 
deleted.  NOTE:  This information would also be on the Account Activity Report.

Re-request the last report in which you BALANCED (e.g. through the end of 
some prior month).  See if that report has the same figures as it did when you 
ran it the first time.  If not, you must go back month by month until you can bal-
ance.

Once balanced to a prior day/month, continue forward requesting shorter peri-
ods of time to narrow down the balancing problem.  Keep in mind, the bond 
reports are set up to balance to the current day and the following three events 
can impact your results when running reports for previous periods of time.

• Void of a receipt for a bond, restitution or trust posting from a prior day 
and a re-ring of that same account will change the receipt date (and 
reporting date).  The money is in the court’s deposit for the original date.
If you run an open bond report through the original date, you expect it to 
appear, but it will not because of the new “re-ring” receipt date.

• Void of a receipt with a bond paydown from a prior day and a re-ring that 
closes the bond will change the check date (closure) to the current date.  
This again, will throw off your reports.  Bond paydowns where the check 
date is prior to the current date SHOULD be done on the bond screen 
where you are able to enter the check date.

• If there is a void of a paydown (i.e., bond forfeiture), you will lose track of 
the status of the paydown for the period of time between the time the 
check was originally written and the date the void occurs.  In that interim 
of time, the bond was CLOSED, but after the void if bond reports are 
requested for that interim time, it appears as if it was ALWAYS open.
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All Function Keys Used in Cash Module
F1
Cash Menu

Clear

Return to the Cash Transaction Menu, without updating/pro-
cessing the screen.

Only clear this screen, remain on the same screen.

F2
Page Back

Page back to the previous screen.

F4
Mod Assm
Prompt

Modify Assessments that are on the screen 
With the cursor in the promptable field, display more information

F5
Cashcode Balances
Venues
Refresh

Display the balances by cash code (Financial ROA).

Hop to Venue file to view or update. 
Update the information on the screen.

F6
Multi Rcpt

Add
Transmittal File

Process this receipt as 1 of 2 or more, allowing the payment
method to apply to the entire transaction.

Add a record, usually in a prompt window.
Hop to the Transmittal File to view or update.

F7
Finc ROA

Display the Financial ROA.

F9
Receipt
Print Roa

Print the receipt.

Print the Financial ROA.

F12
Paym

Process the screen for payment and move to the method-of-
payment portion of the receipt screen.

F13
OutQ

Allows you to change the printer for printing the Financial ROA.

F24
Previous Menu/Exit

Hop to the previous menu/screen without any updating.

Enter
Continue

Continue processing the screen.

Roll-Page Page up/down keys will move you to another screen.

Help
(Alt/F1)

Pressing the HELP key will give you more information about 
the screen and or options.
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4Code Files Update &
Print

In this chapter you will review all the options available to you
to update cash codes, hotkeys, receipt printer and header
information, transmittal, trust and agency records and venues.

To access the Code File Update Menu, select Option 3 from the Cash Subsystem
menu as displayed below:

Note: You do not need to be signed on as “CASH” to access this file.



Code Files Update - Cash Codes

The Code File Inquiry and Update screen is used when adding, changing or deleting a
Cash Code (Amount Type), Venue/Municipality, Trust & Agency, Hotkey, Transmittal
setup, Receipt Header information, Check Endorsement or Receipt Printer designation.

The Hotkeys are keys which store information and are programmed for each court.
For example, Hotkey “T” could be assigned to insert a judge’s bar number, a cash
code or both.  Hotkeys eliminate extra keystrokes and possible errors.

The Cash Codes File maintains the various four-letter codes which correspond to the
different financial accounts collected by the court.  For example, MYOR is Ordinance
Fine and Costs, JSTC is State Costs-Justice System Fund, etc.  A complete listing of
your court’s cash codes is provided at the time of implementation, but can be printed at
any time by selecting Code Files Print from the Cash Subsystem menu.

By placing an X for Cash Codes and pressing ENTER, the following screen will allow
you to proceed in the updating, inquiring or adding of a cash code.
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Cash Codes Update Screen

Completed examples of cash codes begin on page 4-7
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Field Descriptions

Division Valid entries are:

T Traffic/Criminal
C Civil
M Miscellaneous

Cash Code A four-letter cash code that you wish to inquire about, add, change
or delete.

Description A 12-character short description of the cash code.  This is the des-
on Receipt cription printed on the receipt.

Group Code Must be valid for the division or blank.  (Blank is only valid in the 
T/C division.)  F4 Prompt is available on this field.

Valid entries for T/C are:
F Fine
C Costs
N Conservation Fee/Restitution
O Omit for Consideration for Fines & Costs
R Restitution
S State Costs

Valid entries for Civil are:
A Attorney
F Filing
J Jury Demand
M Miscellaneous
S Service
V All Other Codes

The purpose of the “Group Code” is to have the ability on a form 
or report to distinguish certain amounts of monies.  For example, 
on the Alcohol Report, restitution is not to be included in the total 
fine assessed; by indicating a group code “R” on the cash code 
MYRS (restitution), the program automatically eliminates assessed
amounts from the fine/costs on that report.  Other forms that use 
the “Group Code” are Order of Probation, ROA, Judgment of 
Sentence and Civil Infraction Judgment.

Cash - 2007

Page 4-4

Chapter 4: Code Files Update & Print



Hotkey The letter number or character of the key you want to program or 
inquire.  Each hotkey may be assigned to one cash code and/or
bar number.  F4-Prompt is available on the field.  You can view, 
add, delete and update all hotkeys currently used by the system.  
See page 4-12 for more information.

Screen Priority This number determines in what order the amount types will 
appear on the Cash and Disposition screens once assessed.  The 
lower the number, the higher the priority.  The highest priority is 
usually the first account collected by the court when partial pay-
ments are received.  For example, restitution (priority 200) would 
appear on the aforementioned screens before a copy fee priority 
(900).  F4-Prompt is available on this field.  (Increase/changes to 
the default amount updates assessments in the Statute File.)  See 
MCL 775.22 for more information on priorities.

Default Amount The amount that is associated with a specific cash code, if the 
code will always be assessed at the same amount.  This saves 
keystrokes on the cash receipt process, disposition entry and on 
the Statute File when the specified cash code is used.

T/A Type Used to keep track of a specific cash code in the same manner as
you track bond or restitution payments.   For more information 
about adding Trust & Agency codes see pages 4-23 through 4-26 
of this User Guide.  F4-Prompt is available from this field.

Account ID A 12-character field (alphabetic/numeric).  The name of the 
account(s) the money is to be disbursed.  Multiple breakdowns are
allowed as long as they add up to 100% (page down for more 
blank lines if more than four are needed).  This appears on the 
Accounts Breakdown, Court Summary, Non-Reported Cash 
Collected and the Transmittal Audit.

Percentage The percentage amount to be disbursed to the specific Account ID;
for example, cash code MYCV may have Account ID *228.37 - 
90% and Account ID Crime Victim - 10%.

Venue Place an “X” in this field if the cash code/Account ID portion is to 
be broken down by venue.  If used, the State & Local Transmittal 
Line #’s must be blank.  For example, MYOR in a multiple venue 
court would report the 33% portion by EACH venue (municipality). 
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Transmittal Line # This number assigns the position of the cash code percentage 
collected on the State/Local Transmittal forms.  For example, the 
cash code DLRJ (clearance fee) could be reported as follows:

For more information on setting up transmittal, see page 4-18.
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Samples of Completed Cash Codes

##11  ((OOnnee  ooff  tthhee  SSttaattee  FFeeee  CCaasshh  CCooddeess))

##22  ((OOrrddiinnaannccee  FFiinneess  &&  CCoossttss  iinn  aa  MMuullttiippllee  VVeennuuee  CCoouurrtt))
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##33  ((OOrrddiinnaannccee  FFiinneess  &&  CCoossttss  iinn  aa  SSiinnggllee  VVeennuuee  CCoouurrtt))

##44  ((CCiivviill  MMoottiioonn  FFeeee))
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##55  ((DDrruugg//DDrruunnkk  --  SSttaattee  AAiidd  RReeiimmbbuurrsseemmeenntt))

##66  ((BBoonndd  oorr  TTrruusstt  &&  AAggeennccyy))
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Adding a NEW Cash Code in 12 Easy Steps!

Once your at a blank Cash Code Update screen:

1. Select one of the following options for Division:
T = Traffic or Criminal Division
C = Civil Division
M = Miscellaneous Division (non-case # related payments)

2. Type in the 4-character Cash Code (e.g. WARR)

3. Enter up to a 12-character description of the code in the Description on Receipt 
field (e.g. Warrant Fee).

4. Enter a cash Group Code, if applicable.  If one of the following choices does 
not apply, leave this field blank.  If the group code is blank, the amount of the 
assessment will go into the “other” or “Misc” category on several immediate 
forms and notices.  The choices for Group Code are:

F = Traffic/Criminal Fine or Civil Filing Fee
C = Costs
S = State Costs (e.g. JSTC-Justice System Fund) or Civil Service Fee,

e.g. MAIL - Mailing Fee
N = Conservation Fees or Conservation Restitution
R = Restitution (not included in total fine on abstract)
O = Omit for consideration of fine/costs (If “O” is used, the codes 

with that group code will be excluded from the total fine/costs 
assessed, i.e. bonds & forfeiture)

V = Other civil cash codes that are not a filing fee, e.g. MOTN - Motion
Fee

J = Civil code for Jury Demand Fee
M = Civil code for miscellaneous, e.g. FORM - Forms Fee

Selecting the correct Group Code will affect the amounts that print in pre-determined
boxes on the following forms:

• 8.5 x 11 ROA (Traffic/Criminal)
• Judgment of Sentence
• Civil Infraction Judgment
• Order of Probation
• Batch Default Judgment Notice
• 8.5 x 11 ROA (Civil) will combine the TOTAL of all codes marked with an 

“F” after “Filing Fee Paid”

6. Type in a Hotkey, if desired.  F4 Prompt is available to see what characters are
already in use.
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7. Screen Priority is the number that determines the placement of the amount 
types (cash codes) on the Disposition Screen or Cash Transaction Screen.  The
lower the number, the higher the priority.  The highest priority is usually the first 
account collected by the court when partial payments are received.  For 
example, Restitution (priority 200) would appear on the aforementioned screens
before Screening Fee (priority 565).  F4 Prompt is available on this field.  (See 
MCL 775.22 for information on priorities.)

8. If the code you are adding will always be assessed at the same amount, you 
may enter a Default Amount.  When assessing this fee on the Disposition 
Screen or the Cash Transaction Screen, you only have to enter the 4-character 
cash code or hotkey.  The amount will automatically be filled in on the screen 
after pressing ENTER or F5 Verify Balance.  (Increase/changes to the default 
amount updates assessments in the Statute File.)

9. Trust and Agency Type would only be used if you are planning on tracking this
cash code in the same manner as you track bond or restitution payments.  For 
more information about adding Trust & Agency codes see pages 4-23 through 
4-26 of this User Guide.

10. Enter Account ID Breakdowns or “Splits”.  For example, the DLRF fee is 
“splits” two ways.  The ID or Account Number field is filled in with the State 
Account Number *228.30 for 60% and the court account number/name is filled 
in for 40%.  If the court had receipted $100 in clearance fees on a given day, 
the Account Breakdown Report would put $60 into the state account *228.30 
and $40 to whatever court account number/name had been designated.  The 
percentages added together must add up to 100%.

If totals are needed for various cash codes for each venue (municipality) within 
its jurisdiction, enter X in the Venue field.  For example, if you needed to know 
how much Ordinance Fine and Costs (MYOR) money was collected by each of 
the court’s five venues you would enter “X” in the venue field.  On the Account 
Breakdown Report you would have a separate total for MYOR for each venue.

Cosmetic Tip:  You may precede your account number with a 
non-numeric character to aid in sorting on the reports.  For exam-
ple, the State Account Numbers can be preceded by an “*” and 
they would all sort to the top of the Accounts Breakdown Report.

11. The Transmittal Line may be entered.  If your court uses the JIS Local 
Transmittal Report, you must determine on what line # you want this code to 
appear.  The State Transmittal line numbers are normally updated by JIS at the 
time the State Treasury makes changes.  (For more information on setting up 
local transmittal, see page 4-17.)

12. Add code in T/C Code Files Update.
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Hotkey

The Hotkey File is where a letter, number or character is assigned to various four-letter
cash codes collected by the court (i.e. MYOR- Ordinance Fine and Costs) and the 
Bar #’s of judges, magistrates, probation officers (i.e. C for bar number 12345 - Judge
Crockett).  Hotkeys save keystrokes.  They are used in place of the cash code or bar
number.  A complete listing of your court’s hotkeys can be printed at any time through
the Cash Code Files Print Menu.

After selecting Hotkeys and pressing ENTER, the following screen will appear.  This
screen displays all the hotkeys in use.  The letter, number or character of the key you
want to program or inquire about may be associated to one cash code and/or a bar
number.  You can view, add, delete and update all hotkeys currently used by the 
system from this screen.
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Options:

2 Typing a “2” to change in the Opt field and pressing ENTER, brings up 
the screen displayed below.  From this screen, changes can be made to 
either the Cash Code field or Bar No. field of the hotkey.  Once the 
change has been made, press ENTER to modify or press F24-Exit to exit
the screen without updating the hotkey.

4 Typing a “4” in the Opt field and pressing ENTER allows the hotkey to 
be deleted completely.
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F6 Add Pressing F6 Add, brings up a blank Hotkey Detail screen.  Type in the 
character you wish to add as a hotkey and Cash Code or Bar No (or 
both).  By pressing ENTER the hotkey has been added to the system.  
(See example)
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Receipt Header-Printer-Check
Endorsement & Miscellaneous

The following screen allows you to create and maintain the individual cash register
information.  This includes where the receipt is printing, the heading that prints on each
receipt, multiple endorsements and the ability to set a default check endorsement by
register.

Cash - 2007

Page 4-15

Chapter 4: Code Files Update & Print

Select from below

Receipt printer

Multiple check endorsement records 

Main check endorsement

Register

Court name & address
(and phone #, if desired)



Field Descriptions

Receipt Header-Printer Four lines of text that identify the court name, address and 
phone number.  The header can be unique for each regis-
ter.

Register D1 This identifies the cash register you are working with.
(or first register) Every court has at least one cash register (D1).  For courts 

with more than one register, press page/roll to work with 
additional register(s) information.

Default Check Enter the check endorsement number to be used as the
Endorsement default or primary endorsement for the register identified.  

(See Check Endorsement)

Printer The name of the printer the receipts will be printed on.

Register in use by Informational only field.  This allows JIS to see the current 
job number and user to assist in troubleshooting for the 
court.

Check Endorsement Allows the court to identify up to four endorsements for the
ALL Registers cashier to select from.  

Ck Endorsement This field should include the account number information.
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Transmittal Setup

This screen is used to maintain Local Transmittal Line Assignments.  The header infor-
mation will print on both the State and Local Transmittal and can be modified at any
time.  The remainder of the fields are validated accordingly:

1. Line numbers must be numeric, from 1 - 999.

2. If a Transmittal Line Number is blanked out (deleted), OR the Fund, 
Account Number and Account Name are blanked out, then the same Line
Number for the associated Cash Code record will also be removed from 
the Cash Code File.

3. “Add From” and “Add To” Line numbers must be entered or both must 
be blank.

4. The “Add To” Line Number must be less than the Line Number being 
reported on, i.e. 5-8 must be on line number 9 or greater.

Note: If your court has never set-up the Local Transmittal, see page 4-18 to get start-
ed.
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Setting up the Local Transmittal
For the First Time 

1) Print your current cash codes.  Make a copy of your most recent Local 
Transmittal form to use as a worksheet and verification document.

2) Number each line and space on the current local transmittal, beginning with the 
number 10 and numbering in increments of 10, e.g., 20, 30, 40 until all lines
and spaces have been assigned a number.  Since we are numbering in incre-
ments of 10, lines can easily be added above or below the assigned numbers 
when additions or changes to the form are necessary.

3) Go to the Transmittal Setup file and add:
• the name of your county
• the name, title and phone number of the person signing the transmittal
• The line #s you have identified on your worksheet
• the fund name, if any, that corresponds to that line #
• the account number, if any, that corresponds to that line #
• the account name, if any that corresponds to that line #

Note:

• Blank lines on your worksheet should have a line #
• Subtotals must have a line # and may include a description of the subto-

tal, which can be added in either the Fund, Account Number or Account 
Name fields.

• In the Add-From-To fields indicate the consecutive line numbers that are 
to be added together to attain the subtotal.  Totals and subtotals are auto-
matically bolded.

• Print the Transmittal Setup file before proceeding to step 4.

4) Go to the Cash Codes file:
• Enter a T for Traffic and press page down (shift roll) to retrieve the first 

cash code.
• Add local line #s to correspond to you transmittal Setup OR designate 

that the cash codes is reported by venue.
• Add default amounts.
• Add or change percentage breakdowns, if necessary.
• Modify Account ID’s, if you wish.
• Repeat these steps for division C Civil and M Miscellaneous.
• Print your Cash Codes (by local transmittal line) and use this to validate 

the line numbers assigned to each cash code against the line numbers 
assigned in the Transmittal file.

Note:
• Press ENTER to add or update
• When the cursor is positioned in any field above Account ID, press page 

down (shift roll) to move to next cash code
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• When the cursor is positioned in any area below Account ID, press page 
down (shift roll) to move to next page of breakdowns for that cash code

5) Go to the Venues Update file:
• add/verify the audit description for each venue.  The audit description 

prints on the endorsement of the check and on the audit report for the 
transmittal.

• enter the line number you have assigned in step 3 to the venues listed
• print your Venues file.

6) To verify your work, go to the Cash Reports screen and request a Local 
Transmittal for the date range on your worksheet.  Compare the computer 
generated reports to the current manually prepared report.
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Samples of Transmittal Line Assignments
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Samples of Transmittal Line Assignments
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Field Descriptions

County County where the court is located.

Name of Preparer Name of person responsible for preparing and signing the 
transmittal.

Title Title of the person preparing the transmittal, i.e. bookkeep-
er, court administrator, account clerk, etc.

Phone # Telephone number of the court.

Line # Line number the monies are to be reported on for the actual
transmittal.

Fund This is the name or number of the fund the monies are to 
be deposited into, i.e. “General”, “Library”, “T & A” etc.  This
is a 14-character field (alphabetic or numeric)

Account Number Account number for the monies reported to the District 
Control Unit (DCU).  This is a 15-character field (alphabetic 
or numeric).

Account Name Account name for the monies reported to the District 
Countrol Unit (DCU).  This is a 26-character field (alpha-
betic or numeric).  This is sometimes the same description 
as the cash code, e.g. Attorney Fees.

Add From-To Allows lines to be totaled together.  Indicate the line num-
bers to be summed, i.e. perhaps all the General Fund 
monies itemized on lines 5-80 could be summed together 
on line 100 by placing 5 in the “From” field and 80 in the 
“To” field.  (See sample of using the From/To fields on page 
4-21.)
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Trust and Agency Setup

Trust and Agency accounts allow a court to keep track of individual payments and 
disbursements from a specific cash code.  There are three T/A (trust and agency)
types assigned to each court automatically.  Those three types are:

•  Bonds T/A Type 01
•  Restitution T/A Type 02
•  Trust (escrow) T/A Type 03

Any other T/A accounts a court wishes to establish must be done by the court.  Types
04 through 99 are available for additional T/A Types.
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Adding a New T/A Type - Step 1

1. Select number 04 - 99 and type into the T/A Type field

2. Type in the T/A Description the name of the T/A account, e.g., OVER PAYMENT.

3. On the Report Title line, type in the title you want to appear on the reports, e.g., 
OVER PAYMENTS.

4. In the Paydown Code(s) field type a 4-character paydown code (this can be 
alphabetic/numeric or combination).  This is the code that will be used to pay-
down these monies on the Bond/Restitution/T&A Update Screen.  Note that 
code BD98 is already on the screen and will be the code used if the monies 
need to be paid down by escheat.

5. Press ENTER (Step 1 completed)

Cash - 2007

Page 4-24

Chapter 4: Code Files Update & Print



Adding a New T/A Type - Step 2
(Assigning a Type)

1. Go into the Cash Codes Screen.  Type in the division and the cash code that 
you want to make a T/A Type, for example, OVER for overpayment.  Press 
ENTER.

2. Once the information on that cash code is displayed, tab to the T/A Type field 
and enter the T/A number you have assigned.

3. Press ENTER. (Step 2 completed)

Cash - 2007

Page 4-25

Chapter 4: Code Files Update & Print



Adding a New T/A Type - Step 3
(Adding Payoff Code to T/C Code Files)

Once you have set up the T/A record, the paydown code must be added to the
Traffic/Criminal Code File Update.  Below is a sample for you to follow.  Refer to the
Traffic/Criminal/Probation User Guide Chapter 9, for more specific information on this
screen.

You have successfully completed adding a T/A Record!

Cash - 2007

Page 4-26

Chapter 4: Code Files Update & Print

Note: If you added a new cash code, you must also add that descrip-
tion to the Traffic/Criminal Code File Update.  Below is a sample. 
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Venue Update

This screen is used to add and update venue/municipality records.  Each venue is
assigned a number.  That number is entered on the Case Entry screen in the
Traffic/Criminal module.  The Cash module will retrieve the case venue on any cash
transaction.  If the case is not entered, the venue is required on the cash transaction.

Venue types are “C” and “T”.  The “C” is the default venue on civil division cash trans-
actions.  It is usually the same as the courts locale or district control unit.  The “T” is
used for Traffic/Criminal cash transactions.

The Transmittal Local Line # field is used to define where the cash codes, broken
down by venue, will report on the local transmittal form.

The Audit Description prints on the check endorsement, the transmittal audit and all
cash reports with the venue number and description, i.e. 02 Vassar.

To delete a venue type a D in the Del field; press ENTER.

Note: Deletion of a venue will also remove it from all agency/officer 
records that reference the venue.  



Code Files Print

By selecting Option 4, Code Files Print, from the Cash Subsystem menu and pressing
ENTER, the screen displayed below will appear.  This screen will allow you to print
various portions of the court cash codes setup.  This includes all the cash codes by
code or local transmittal line, the hotkeys, the transmittal as it is currently set up, the
Trust & Agency types and the Venues file.  It will be held in the users default output
queue waiting to be released to a printer or just displayed.
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Cash Code Print: by Code

The Cash Codes by code is a list of all the cash codes in the system by division, i.e.
Traffic/Criminal, Civil and Miscellaneous.  Each list is in alphabetical order by cash
code.  (See sample on page 4-29)

This allows you to see all the cash codes in use by the court without having to page
through the code file update screen.  The information on this list includes:

Code The cash code used in assessing/paying an amount due.

Hotkey The hotkey associated with the cash code, if assigned.

Description Is the description from Description on Receipt field on the 
Cash Codes Update screen .

Group The group code assigned to the cash code. (See page 4-4 
for complete listing.)

Account ID The name of the account or accounts to which the money is
to be disbursed.  This appears on the Accounts Breakdown,
the Court Summary, the Non-Reported Cash Collected and 
the Transmittal Audit.

Percentage The percentage that is disbursed into the specific Account 
ID.

Venue An “X” in this field indicates this cash code is reported by 
venue/municipality.

Transmittal #
State The line number assigned to report monies collected for the

State Transmittal.
Local The line number assigned to report monies collected for the

Local Transmittal.

Screen Priority The number that determines in what order the amount types
will appear on the cash and disposition screens once 
assessed.  The lower the number, the higher the priority.  
The highest priority is generally the first account/amount 
collected by the court when partial payments are received.

Default Amount The amount that is associated with a specific cash code, if 
the code will always be assessed at the same amount.  
This saves keystrokes on the cash receipt process, disposi
tion entry and on the Statute File when the specified cash 
code is used.

T/A The Trust & Agency number assigned to the cash code, if 
assigned.
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Cash Codes by Cash Code

Page 1 of Cash Codes by Cash Code - listing begins with T/C cash codes
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JIS District Court
27777 Franklin Road
Southfield, MI     48034



Cash Code Print: by Transmittal Line

The Cash Codes by transmittal line is a list of all the cash codes in the system by
division, i.e. Traffic/Criminal, Civil and Miscellaneous.  Each list is in numerical order by
local transmittal line number.  (See Sample page 4-31)

This allows you to see all the cash codes in use by the court without having to page
through the code file update screen.  The information on this list includes:

Code The cash code used in assessing/paying an amount due.

Hotkey The hotkey associated with the cash code, if assigned.

Description Is the description from Description on Receipt field on the 
Cash Codes Update screen 

Group The group code assigned to the cash code. (See page 4-4 
for complete listing.)

Account ID The name of the account or accounts to which the money is
to be disbursed.  This appears on the Accounts Breakdown,
the Court Summary, the Non-Reported Cash Collected and 
the Transmittal Audit.

Percentage The percentage that is broken into the specific Account ID.

Venue An “X” in this field indicates this cash code is reported by 
venue/municipality.

Transmittal #
State The line number assigned to report monies collected for the

State Transmittal.
Local The line number assigned to report monies collected for the

Local Transmittal.

Screen Priority The number that determines in what order the amount types
will appear on the cash and disposition screens once 
assessed.  The lower the number, the higher the priority.  
The highest priority is generally the first account/amount 
collected by the court when partial payments are received.

Default Amount The amount that is associated with a specific cash code, if 
the code will always be assessed at the same amount.  
This saves keystrokes on the cash receipt process, disposi-
tion entry and on the Statute File when the specified cash 
code is used.

T/A The Trust & Agency number assigned to the cash code, if 
assigned.
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Cash Codes by Transmittal Line

Page 1 of 3 page printout
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Hotkeys Print

The hotkeys print option will create a list of all the hotkeys created by/for the court.
The list will be sorted in symbols, then alphabetic, then numeric order and will NOT be
separated by division.  (See sample on page 4-33)

This allows you to see all the hotkeys in use by the court without having to page
through the Cash Codes or Hotkey Update screens.  The information on this list
includes:
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Hotkey The Hotkey associated with the cash code.

Code The cash code used in assessing an amount due.

Description The 12-character short description of the cash code.  This is the
description printed on the receipt.

P# The bar/professional number assigned to this hotkey, if assigned.

Name The name that corresponds to the bar/professional P#.



Hotkey Assignment
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JIS District Court
27777 Franklin Road
Southfield, MI     48034



Transmittal Setup Print

The Transmittal Setup print option will create the local transmittal with corresponding
line number assignments.  The list is in numerical order by transmittal line number.
(See Sample on pages 4-35 and 4-36)

The print out allows you to see how you have set up the court’s transmittal, without
having to page through the Transmittal Setup screen.  The information on this list
includes:
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County County in which the court is located

Name of Preparer Name of the person responsible for preparing and
signing the transmittal

Title Title of the person preparing the transmittal, i.e.
bookkeeper, court administrator, etc.

Phone # Telephone number of the court

Line # Line number the monies are to be reported on for
the actual transmittal

Fund This is the name or number of the fund the monies
are to be deposited into, i.e. “General,” “Library,”
etc.

Account Number Account number for the monies reported to the
District Control Unit

Account Name The name describing the account number, i.e.
“Ordinance Fines & Costs,” “Forms,” “Penal Fines,”
etc.

Add
From - To

The line numbers to be totaled together.  For
example, all the monies collected for “General
Fund” on lines 5 - 80 are summed together on line
100. (See sample of adding on page 4-21)



Transmittal Setup
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Transmittal Setup
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Trust & Agency Print

The Trust & Agency print option will create a list of all the Trust & Agency accounts set
up by the court.  This list will include the three T & A types set up at the implementa-
tion of the court (Bond- 01, Restitution- 02 and Trust- 03) along with any others added
by the court.  The list is in numerical order.

The information on this list includes:
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T/A Type The number associated with the Trust & Agency type, for
example:  01 = Bond, 04, may = Overpayments, etc.

Report Title The name assigned on the Report Title line setting up the
T/A type, for example:  Bond Listing or Overpayments
Received

Paydown Codes These are the only codes valid to paydown this T/A type



Venues Print

The Venues print option will create a list of all the venues set up by the court.  This list
will include the venue number entered at the time of case entry as well as the descrip-
tion that prints on immediate forms, e.g. Notice to Appear (8 1/2 x 11).  The list is in
numerical order with the civil venue at the top. (See Sample below)

The information on this list includes:
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Venue The venue number assigned and used at case entry and
when ringing cash receipts

Type Type of venue. C= Civil and T= Traffic/Criminal

Description The name of the venue to receive monies

Transmittal
Local Line #

The line number where monies are reported by venue, as
defined in the local transmittal setup

Audit Description Short description of venue that appears on the check
endorsement and transmittal audit reports



Putting it all Together

Cash Code - in Cash Code File with breakdown

Receipt - shows amount collected for DLRF

Cash - 2007

Page 4-40

Chapter 4: Code Files Update & Print

Note:CLRFEE/DLRF
as description

Note: Cash Code & Description on Receipt



Close for Day Receipt

Receipt-1
Shows if receipt is 100%
certified and all voids and
re-rings

Receipt-2
Shows the amount of
monies per drawer

Receipt-3
Shows the total amount
receipted for each cash
code and a total of the
money rang
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Close for Day Receipt continued

Receipt-4
Shows the breakdown of
each account and the per-
centages reflecting the
amount of monies to be
disbursed to the various
accounts

Receipt-5
Shows Bonds, Restitution,
T/A and Grand Total col-
lected
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Closed Reports: Note these reports duplicate the Close for Day Receipt

Cash Detail Report - shows the receipt as it was rang and part of the totals for the day
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Amount Type Breakdown - showing the total amount collected for the cash code of DLRF
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Monies Received per Drawer - only shows total monies for register
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Accounts Breakdown - showing the 60% portion to be disbursed to the state account (*228.30)

and the 40% portion that is the court or funding unit’s portion
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Monies by Venue - only reflects the total monies collected in each venue
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Local Transmittal (page 1) - showing how monies are disbursed, typically at month end
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All Function Keys Used in Cash Module
F1
Cash Menu

Clear

Return to the Cash Transaction Menu, without updating/pro-
cessing the screen.

Only clear this screen, remain on the same screen.

F2
Page Back

Page back to the previous screen.

F4
Mod Assm
Prompt

Modify assessments that are on the screen. 

With the cursor in the promptable field,display more information 

F5
Cashcode Balances
Venues
Refresh

Display the balances by cash code (Financial ROA).

Hop to the Venue Update screen to view or update. 
Update the information on the screen.

F6
Multi Rcpt

Add
Transmittal File

Process this receipt as 1 of 2 or more, allowing the payment
method to apply to the entire transaction.

Add a record, usually in a prompt window.
Hop to the Transmittal File to view or update.

F7
Finc ROA

Display the Financial ROA.

F9
Receipt
Print Roa

Print the receipt.

Print the Financial ROA.

F12
Paym

Process the screen for payment and move to the method of
payment portion of the receipt screen.

F13
OutQ

Allows you to change the printer for printing the Financial ROA.

F24
Previous Menu/Exit

Hop to the previous menu/screen without any updating.

Enter
Continue

Continue processing the screen.

Roll-Page Page up/down keys will move you to another screen.

Help
(Alt/F1)

Pressing the HELP key will give you more information about 
the screen and/or options.
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NNOOTTEESS::



Page 5-1

5

In this chapter you will review all the options available to you
to create ad hoc reports containing cash assessment and 
payment information.

The Cash Report Generator is a program that allows each court to create its own
reports base on specific selection criteria.  This program was developed to give courts
flexibility in obtaining database information that is not necessarily contained in other
system reports.

To access the Cash Report Generator Menu, select Option 5 from the Cash
Subsystem Menu as displayed below:

Note: You do not need to be signed on as “CASH” to access this file.

Cash Report Generator



Menu

Reports can be created by pressing ENTER then selecting the criteria needed to run
the report.

If you wish to retrieve a previously saved report, type an X in the Retrieve Reports ??
field and press ENTER.  After you select this option, a list of previously saved reports
will appear.

To select a report, type 1 and press ENTER.  To delete a report, type 4 and ENTER.

Displayed below are samples of the Menu and Saved Reports screens
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Report Selection

The Cash Report Selection has two full screens of options to be selected.  Choose any
number of fields.  However, your request must include something in the Receipt
Information or Assessment/Payment Information sections.
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Field Name Print/Wild Select/Wild Sort 1-9 P S X B O A

Receipt # Y Y Y Y Y

Receipt Date Y Y Y OR

Register Y Y Y

Cashier Y Y Y

Drawer Y Y Y

Venue Y Y Y

Check # Y Y Y Y Y Y Y

Division Y Y Y Y Y

Credit Card Y Y Y Y Y Y Y

Voids & Rerings Y Y Y

ATM Card Y Y Y Y Y Y Y

Cash Y Y Y Y Y

Other Y Y Y Y Y

Assessment/Payment 
Amount

Y Y Y

Payment Date Y Y Y Y Y OR

Assessment Date Y Y Y OR

Cash Code Y Y Y Y Y Y A

No Payment Since Y Y Y Y Y

Balance Due Y Y Y Y Y

Balance as of Y Y Y

Case No. Y Y Y Y Y

Filing Date Y Y Y

Name Y Y

Close Date Y Y Y Y Y A

Case Type Y Y Y

Civil Judge Y Y Y Y Y

Status Y Y Y

PO Judge Y Y Y Y Y

Offense Date Y Y Y

Judge of Record Y Y Y Y Y

Vehicle Type Y Y Y Y Y Y Y

Selection Criteria



Selection Criteria cont’d

Field Name Print/Wild Select/Wild Sort 1-9 P S X B O A

Next Judge Y Y Y Y Y

Agency Y Y Y Y Y

Officer Y Y Y Y Y

Next Date Y Y Y Y Y

Next Action Y Y Y Y Y

Attorney Y Y Y Y Y

Appointed Y Y Y Y

Original
Charge

Y Y Y

Current Charge Y Y Y

Original SOS Y Y Y Y Y

Current SOS Y Y Y Y Y

Original
Att/Cons/Sol

Y Y Y Y Y

Current
Att/Cons/Sol

Y Y Y Y Y

Civ/Misd/Fel Y Y Y

Disposed Date Y Y Y Y Y

Disposed Code Y Y Y Y Y

Sentence Date Y Y Y Y Y

Deferred Code Y Y Y Y Y

Event Date Y Y Y

Event Code Y Y Y A

Event Clerk Y Y Y
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Selection
Character

Function

P Select and Print a given field

S

Select a field but do NOT print a column for that information. (e.g. an
”S” in front of the Status with an “O” behind it will give a report listing
only matters that are pending, but would not print a column on the
report with the word PEND after each case) 

1-9

Sort the data on the report up to nine different ways.  (e.g. “1” in front
of the Name field will sort the data in alphabetical order by last name.
If a “1” in front of Offense Date and “2” in front of Name, the report
would be sorted alphabetically within each separate offense date.)

X
Include only those cases that have that data item.  (e.g. “X” in front of
Check, will only report payments a check was indicated as method of
payment)

O
Omit cases where the database field match the selected criteria.  
Currently is only valid in the Cash Code field to exclude certain cash
code payments from report, i.e,. bond postings (BT01/BT02) 

B
Print and include cases where the database field is blank or zero.
Selection field must be blank; column won’t print on report

A
Print and include only those cases that have ALL the indicated “codes”
(this AND that).  It is also used in the date range field to indicate OR
(this date OR that date)

Fields with a blank after them may be selected, printed or sorted (e.g., Case Type).
Fields without a blank after them can only be printed and sorted (e.g., Name).

You can print and select a range for fields with a “_____ - _____” after the field name.
For example:

P Receipt Date 010104 - 013104
or

S Balance Due 100    - 1000  

Selection Criteria Options
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Wildcarding

The purpose of wildcarding is to group cases with similar data on the same report.  It
allows the user to create reports for specific purposes, i.e. all alcohol offenses issued
in 2006.  To use the wildcard asterisk(*), type an asterisk at the point on a field where
the information would be different.  Anything that follows the asterisk is valid.  See the
chart below for more information.

Field Name Wild Card Example

Receipt # * D25*

Check # * 15*

Credit Card * Visa* or 449*

ATM Card * 225*

Case No. * 06*

Original/Current 
Charge

* 333*

Original/Current
SOS

AA
AA in code field (all alcohol
offenses)

Vehicle Type TR
TR in type field (all truck
type vehicles)



Field Descriptions
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Receipt #
Receipt number as printed on the receipt.  Wildard option is avail-
able.  See chart on page 5-7.

Receipt Date
Date the actual receipt was rang (not re-printed).   The “A” func-
tion is available.  See chart on page 5-6.

Register Register number receipt was rang (i.e. D1, D2 etc.)

Cashier Initials of cashier who rang the receipt

Drawer Drawer the cashier rang the receipt into (i.e. A or B)

Venue Venue indicated on the cash receipt 

Check #
Method of Payment and/or check number indicated on receipt.
Wildcard option is available.  See chart on page 5-7.

Division Division receipt was rang: 
T = Traffic/Criminal, C = Civil, M = Miscellaneous

Credit Card 
Method of Payment and/or card type/number indicated on receipt.
Wildcard option is available.  See chart on page 5-7.

Voids & Rerings Receipts that have been voided and re-rings of voided receipts

ATM Card
Method of Payment and/or ATM number indicated on receipt.
Wildcard option is available.  See chart on page 5-7.

Cash Method of Payment indicated on receipt

Other Method of Payment indicated on receipt (usually bond applied)

Assmnt/Paymnt
Amount

Either the amounts connected to the Assessments or Payments
(Assessments can include those assessed at case entry, disposi-
tion or through the Cash screen) 

Payment Date
Date the payment was taken.   The “A” function is available.  See
chart on page 5-6.

Assessment Date
Date the case was assessed monies.  The “A” function available.
See chart on page 5-6.

Cash Code
The codes used to assess monies (i.e. MFAT = Attorney Fees).
The “A” function is available.  See chart on page 5-6.

No Payment
Since

No payment has been received since the date indicated



Field Descriptions cont’d
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Balance Due Balance due on the case/charge as of the date the report ran.
Can indicate in whole dollar amounts a specific amount or range
of amount due. 

Balance as of Balance due as of the date indicated in this field.

Case No. Number indicated in Case field on the receipt screen (regardless
if case is entered on the system or not).  Wildcard function is
available for this field, for example, 06* would list only cases from
2006.  See chart on page 5-7.

Filing Date The filing date indicated on the Case Entry screen.   

Name The name entered on Case Entry screen (if case not on system,
name field will be blank)  This field will use 2 columns to print.

Close Date Date the case was closed.  The “A” is function available.  See
chart on page 5-6.

Case Type Case type indicated on the Case Entry screen (screen edits for
valid case types).

Civil Judge The judge assigned on the Civil Case Entry screen.

Status Current status of case in question, valid options are:
O=Pending, P=Probation, W=Warrant, D=Disposed, C=Closed

PO Judge Proceeding judge or judge indicated as holding the proceeding
(i.e. pre-trial, trial etc)

Offense Date The date the offense was committed as indicated on the T/C
Case Entry screen. 

Judge of Record The bar number of the judge that is indicated in the Judge of
Record field on the T/C Case Entry screen, if indicated.

Vehicle Type Up to four, two character codes for vehicle type.  A listing of valid
vehicle types can be found in the Appendices of the
Traffic/Criminal User Guide.  Vehicle type TR can be used as a
Wildcard for all truck types.

Next Judge The bar number of the judge that is associated with the next
action on the case 



Field Descriptions cont’d
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Agency The designated law enforcement agency number.  This is usual-
ly all or part of the agency ORI number.

Officer The badge number for the officer entered on the case.

Next Date Date(s) or date range signifying the last event scheduled for the
case.  If only one date was/is scheduled, that date will be the
“Next Event” scheduled on the case. 

Next Action A four-character scheduling (AJ) code corresponding with the
“Next Date” field.  Scheduling codes can be found in the
Appendices of the Traffic/Criminal User Guide.

Attorney The five-digit bar numer of the attorney of record.

Appointed Can be used to identify cases where the current attorney of
record was appointed.  You must have an option in the Attorney
field when using this field.

Original Charge The original charge code entered for the case.  A Wildcard
search may be performed by putting an asterisk (*) in the
charge code field after the common denominator begins, e.g.
750* will give you all the charge codes with a common begin-
ning of 750.

Current Charge Current charge code, e.g. 1200.  This would be different from
the Original Charge field if there has been a reduction or
amendment to the original charge.  The Wildcard requests may
be used with this field.  (See Original Charge)

Original SOS Original 4-digit Secretary of State (SOS) code associated with
the charge.  All charges do not have SOS codes associated
with them.  By entering an AA (all alcohol) Wildcard in the first
field to the right of Original SOS, you will be able to access
information on all alcohol related cases.  

Current SOS Current SOS code, e.g. 1800.  This would be different from the
Original SOS field if there has been a reduction or amendment
to the original charge.  The Wildcard requests may be used
with this field.  (See Original SOS.)

Original
Att/Cons/Sol

For the Original Charge, place an A, C or S in this field for
Attempt, Conspire, or Solicit.



Field Descriptions cont’d
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Current
Att/Cons/Sol

For the Current Charge, place an A, C or S in this field for
Attempt, Conspire, or Solicit.

Civ/Misd/Fel The statute classification of the charge.  Use C, M or F in this
field for Civil Infraction, Misdemeanor or Felony.

Disposed Date The date(s) or range of dates a disposition occurred on a specif-
ic charge. 

Disposed Code A two-digit disposition code.  You may select up to four different
codes.  These codes can be found in the Appendices of the
Traffic/Criminal User Guide.

Sentence Date The date(s) or range of dates of sentencing.  The date the fine,
costs, jail, probation or community service was assessed.  The
case must be disposed and have other sentencing variables,
e.g. fines/jail etc., in order to calculate a sentencing date.  

Deferred Code Used to identify cases that are currently in deferred status.  You
can choose up to four codes to identify cases that are currently
in a specific deferred status:  01 - 7411, 02 - HYTA, 03 - Spouse
Abuse, 04 - PUI, 05 - MIP, 06 - Drug Court

Event Date The date(s) or range of dates any type of proceeding or action
occurred on a case.  All activities on a case are associated with
a particular date and are given a detail record.  When selecting
an event date, enter a small range ( e.g. 010106 - 013106) to
facilitate processing.  The “A” function  isavailable. See chart on
page 5-6.

Event Code A four-character event code that occurred on a case.  For exam-
ple AJ01-Scheduled for Arraignment or POPP-Partial Payment.
If multiple codes are Selected or Printed, your report will reflect
any case that uses any of the specified codes.  If you want a
report to select cases in which two or three selected codes are
used for each case, type an “A” in front of Event Code as a
Wildcard and you will get cases that have ALL the codes you
selected.

Event Clerk The two or three character initials for a specific clerk,  This field
is used in conjunction with the Event Date and Event Code
fields.



Selecting the Print Order

Once the criteria has been selected press ENTER.  The screen displayed below will
appear.  This screen will allow you to select what order you would like the columns to
appear across the page of the report.  Once you have them in the correct order you
may press ENTER to continue or press F24-Previous Menu to take you back to the
selection screens to change the criteria you previously selected.
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If the criteria is in
the correct print order,
just press ENTER to

continue

Any field without a number will go to the bottom of the list or last on the report.
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Requirements for Running Report
Generator

The following information may be helpful to review before submitting a report for pro-
cessing.

• Report must have at least one of the following fields selected:  Receipt #,
Receipt Date, Assessment Date or Payment Date.

• The Division field will help you limit the search for particular types of 
receipts, i.e. Traffic/Criminal, Civil or Miscellaneous.

• “O” in front of the Cash Code field will allow you to exclude from the 
report a particular cash code.  (This might be used if you do not want 
bonds, restitution or trust & agency receipts.)

• Unless Voids & Re-rings are selected those receipts will NOT be included
in the report.  (That means the receipts that were voided and the receipts
used to void the original receipt.  The corrected re-ring becomes the orig-
inal receipt and would be included when the “Receipt” field is selected.)

• To get a report that includes all assessments vs all payments for a 
particular cash code (i.e. MFAT):  Select Assessment Date AND Payment
Date, along with the cash code of MFAT.  (See sample on page 5-16.)

• If you select Receipt Date and Assessment Date the search would only 
include assessments that were made through Cash only.

• Cash Code field:  If selected, the Summary totals will be printed at the 
bottom of the report for each and every cash code included on the report 
(Individual Totals and Grand Totals).
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Saving and Generating a Report

Once the print order has been defined, press ENTER.  The following screen will be
displayed.  After you have completed this screen, press ENTER to submit the report
for processing.

Save Report Type an “X if you want to save this report for future use.  It can
be retrieved from the initial Report Generator Menu.

Enter
Report Name

If you are saving this report, type the report name in this field.
It is usually abbreviated from the title given on the selection
screen.

Number of
Spaces

Enter the number of blank spaces to be inserted between
cases on the report, choices are 1-9.
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8x11 
Type an “X” if this report is to be formatted for 8x11 paper size.
The report will print 7 columns across, 10 characters per col-
umn and 50 detail lines per page.

14x11 Standard

Type an “X” if this report is to be formatted on 14x11 *STD
paper (green bar).  This will print landscaped on a laser printer.
The report will print 7 columns across, 15 characters per col-
umn and 50 detail lines per page. 

11x8 Landscape
Type an “X” if this report is to be printed on a laser printer in
landscape format.  The report will print 10 columns across, 15
characters per column and 63 detail lines per page.

Summary
If all that is needed is the number of cases that meet the 
criteria, place an “X” in this field.  Note:  This means NO
detailed information will be printed on this report.



Sample Report Generators
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Report 1 - Will produce a report of all attorney fees (MFAT) assessed and paid 
in 2003.

Report 2 - Will produce a report of all ordinance fine/costs (MYOR) for 
Southfield (Venue 05) paid in 2003.



(page 1)
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(page 2)

Report 3 - This report will show the total monies collected for civil infractions for 
the police agency 834.
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Report 4 - This report will reflect cases in probation status that have not made a pay-
ment since 6/30/03, showing the last date a payment was made and the cur-
rent balance due.

Report 5 - Will find the case number a particular check was rang on.  Note:  We 
have a date range in the receipt field, not knowing the exact date of the receipt.
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To access the Web Cash Maintenance, select Option 6 from the Cash Subsystem
Menu.  The Web File Inquiry and Update screen is displayed below:

Press the Help key (or Alt/F1) for more information on this screen.  

Web Cash
Maintenance 
Web Cash allows the court to take payments through the
internet and update cases with little or no clerk intervention.

Payments must be in full and are currently limited to civil
infractions that are not suspended or in warrant status.  For
more information, please see e.courts.michigan.gov.  

This chapter will review the options and reports available
through the Web Cash Maintenance program.



As payments are processed through the web, receipts will generate.  All receipts will
start with W1 (web register # 1), have the “clerk” initials of WEB and will include the
confirmation number provided to the defendant at the time of payment (via CEPAS/
PayPoint*).  At the time of payment, a plea and disposition is also entered and the
case is closed.  The payment and disposition information (PL09 and DS23) will be
updated to the ROA immediately.

*CEPAS, Centralized Electronic Payments Authorization System, or PayPoint is the
mechanism used to process credit card payments via the web and interfaces with the
JIS software.  Review their user guide for more information. 
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Open Web Cash 

To Open Web Cash for the day, place an X in the selection field and press ENTER. 

A verification receipt will print showing the next receipt number to be used.  The top of
the screen will show the Date “Open For” and ACTIVE / OPEN in reverse video, indi-
cating the web register connection is now active and open to process receipts.   The
date will default to the current day. You can open for the next valid business date.  You
cannot open for a date prior to the current date.

The cashier name will appear as WEB on the ROA for any transactions processed
through the web register while it is active.
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Close for Day and End Web Connection 

To close the register for the day, place an “X” in the selection field and press ENTER.
Upon pressing ENTER the Close for Day receipt will print indicating the total monies
receipted by the web register (the same as it prints for all the court’s registers).

The following information will be printed  

• Register totals

• Amount Type Breakdown

• Accounts Breakdown

• Venue and Deposit Totals

Sample of the Close for Day receipt can be viewed beginning on page 2-7.

Tip: If clerk accidentally closes for the day, you can re-open for that same 
business date, process more transactions close for the day again.  The sub-
sequent totals will be cumulative (including all receipts processed for that 
business date).

Tip: It does not provide the next receipt number that will be used for the 
register.

Warning: You cannot Close for Day and End Web connection if the register 
is INACTIVE.
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End Web Connection Only

To end the web connection for the register, place an “X” in the selection field and press
ENTER.  You cannot end the web connection unless the register is ACTIVE / OPEN.
When the web connection has been ended the register will reflect INACTIVE / OPEN.

This will allow the user to use the register to process other payments or void any web
processed payments, if necessary. 

Warning: You cannot use this register to ring or void receipts unless it is
INACTIVE.



Web Exception Records

The Web Exception Records are the payments that were accepted for web payment,
but were unable to be processed by JIS.  

To verify if there have been payments that were not processed, place an X in the
selection field and press ENTER.  A sample of the report/screen is displayed below.

Displayed are transactions NOT processed by the system.  Reasons are given on the
screen/report (see page 6-6 for listing).  Once the problem has been identified and
corrected, resubmit the transaction by placing a 1 on the Opt line and pressing
ENTER.  If processed without error, the transaction will be posted to the file and the
case will automatically be removed from the list 

This report can be viewed on the screen or press F9-Print for a printed version.  

Cash - 2007

Page 6-5

Chapter 6: Web Cash Maintenance

Note: If printing a copy, the report will be in HLD status in the Output Queue
with the description CSHPRT1.



Possible reason for exceptions include:

• Amount pending not equal to balance due
• Case closed
• Case on probation
• Case in warrant status
• Case not found
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Note: The window of opportunity for these exceptions to occur is very small.  A
person would have to submit a payment while a case is in the process of being
updated either by a clerk or through the cycle of the daily date generated 
notices.

SchollC
Text Box
New Exception descriptions were added in Fall 2008:• Charge not found• Party not found• Invalid Cashier/Pswd• Opn/Dsp Dt < File Dt (the register open date and/or the disposition date is earlier than the Filing Date entered on Case Entry (CAS) screen.For more details, please refer to the Fall 2008 Announcement.



Web Receipt Maintenance

This option accesses the Cash Transaction Processing menu.  You must end the
web connection before accessing this option. This will allow the user to process
other cash transactions, such as voids, re-rings, re-prints of receipts and payments. To
access this option place an X in the selection field and press ENTER.   You will need
to Open for Individual.  See example below.

This register is now available to process mail payments, voids, etc.
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Warning: You must remember to make the register ACTIVE once you have 
completed receipting!

Tip: Use running totals by cashier or drawer B to balance, if you use this
register to process mail payments.

B



Web Report

This option allows a report to be generated listing all transactions processed through
the web, either in receipt number order or the date the payment request was made, for
the date or date range specified.  It will only have the transactions that were done via
the web.

Report by Receipt Date only has payments accepted/posted and/or voided

Report by Request Date includes all payments submitted (whether the payment was
accepted/posted or not) and voids
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JIS DISTRICT COURT
3450 W. GRAND BLVD
DETROIT, MI  48200

JIS DISTRICT COURT
3450 W. GRAND BLVD
DETROIT, MI  48200



These reports can be run at any time for the current or previous date or date range.
They will include the total number of transactions and dollar amounts for the date(s)
specified.  The reports will indicate the status of the payment submitted, i.e. posted or
not posted and the reason.  The legend at the bottom of the report indicates all possi-
ble responses that would be indicated in the “TYPE” field of the report.

Payments not posted must be corrected.  This may include updating a case status,
amount due, etc. then resubmitting the payment via the Web Exception Records
option.  Another option may be to reverse payment through *CEPAS, if necessary.

The payments that were made by a cashier using this register will not appear on the
web reports, but will appear on all other cash reports under register W1.
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All Function Keys Used in Cash Module
F1
Cash Menu

Clear

Return to the Cash Transaction Menu, without updating/pro-
cessing the screen.
Only clear this screen, remain on the same screen.

F2
Page Back Page back to the previous screen.

F4
Mod Assm
Prompt

Modify assessments that are on the screen. 
With the cursor in the promptable field,display more information 

F5
Cashcode Balances
Venues
Refresh

Display the balances by cash code (Financial ROA).
Hop to Venue file to view or update. 
Update the information on the screen.

F6
Multi Rcpt

Add
Transmittal File

Process this receipt as 1 of 2 or more, allowing the payment
method to apply to the entire transaction.
Add a record, usually in a prompt window.
Hop to the Transmittal File to view or update.

F7
Finc ROA Display the Financial ROA.

F9
Receipt
Print Roa
Print

Print the receipt.
Print the Financial ROA.
Print Web Exception Report

F12
Paym

Process the screen for payment and move to the method of
payment portion of the receipt screen.

F13
OutQ

Allows you to change the printer for printing the Financial ROA
or Web Exception Report.

F24
Previous Menu/Exit Hop to the previous menu/screen without any updating.

Enter
Continue Continue processing the screen.

Page-Roll Page up/down keys will move you to another screen.

Help
(Alt/F1)

Pressing the HELP key will give you more information about 
the screen and/or options.
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Appendices A

These Appendices are referenced throughout this User
Guide. They include information about codes, fields,
function keys, etc. You may find it helpful to print some
or all of these Appendices to use as a helpful guide.

Appendix Description

A Running out of Paper

B Common Codes

C Commonly Asked Questions

D Help Desk Fax Sheet

E JIS Enhancement Request Form

F Request for JIS Training



Running out of Paper

When the cash printer runs out of paper, the screen displayed on this page will appear.
Follow the sequence of events listed below:

1. Re-load paper into the printer and press the Load/Form Feed button 
and/or the Start/Stop button.  Make sure the Power and Ready lights on 
the printer are both solid green.

2. Answer the message that has appeared on your screen with an i and 
press ENTER.
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Make sure you re-load the paper into
the printer BEFORE you answer the
message on the screen!

i
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COMMON CODES
Plea Codes Disposition Codes

01 Guilty 01 Guilty as Charged (Bench Trial)

02 Not Guilty 02 Guilty-Added Offense (Bench Trial)

03 Stood Mute 03 Guilty-Included Offense (Bench Trial)

04 Not Guilty entered by Court 04 Found Guilty by JURY

05 Nolo Contendere 05 Found Not Guilty by Judge

06 Stood Mute-Not Guilty entered by 06 Found Not Guilty by JURY

Court 08 Dismissed

07 Exam Demanded 09 Exam Conducted; Def Bound Over

08 Exam Waived 10 Exam Waived; Def Bound Over

09 Admit Responsibility 14 Disposed on Guilty Plea (Misd)

10 Admit Responsibility w/Explan. 15 Disposed on Plea of Nolo Contendere

11 Deny Responsibility 16 Exam Conducted; Charge Dismissed

12 Exam Ordered by Court 19 Default Judgment (Civil Inf)

13 Exam Demanded by Prosecutor 23 Judgment Rendered (Civil Inf)

24 Found Not Responsible (Civil Inf)

25 Order of Nolle Prosequi Entered

26 Dismissed by Party

40 Found Responsible (Civil Infraction)

Frequently used codes are highlighted

Bond Paydown Codes

BD03 Bond Refund

BD04 Bond Forfeited

BD31 Bond Transferred to Circuit Ct

BD36 Bond Costs

BD37 Bond Applied to Fines & Costs

BD39 Bond Transferred to Another Ct

BD98 Bond Escheated

Misdemeanors:
If PLEA is 01 (Guilty), use DISPOSITION 14 (Disposed on Guilty Plea)

Civil Infractions:
If PLEA Code is 09 (admit responsibility), 10, (admit w/explanation) or 11 (deny        
responsibility), use DISPOSITION code:  23 (judgment rendered) 24 (found not
responsible) or 40 (found responsible after hearing)

Bond Posting Codes

BT01 Cash Bond

BT02 10% Cash Bond

BT06 Interim Bond

BT08 Security Deposit

BT09 Combination Bond

BT13 Cash/Surety/10%

Commonly Used Codes
Appendix B: Common Codes
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Commonly Asked Questions
1) Why won’t the computer allow me to void a multi receipt?

This normally happens if the amount paid is not filled in the method of 
payment section, i.e., Cash/Check/ATM/Credit Card/other.

2) Printer jammed while printing Close For Day Receipt, what should I do?
First back out of cash to the District Court Systems Menu, if possible.  
Fix the printer and alignment.  This should allow you to select Option 3 to
Close for Day again.  This will produce another close for the day receipt.  

Note: If you re-open for another day and ring any receipts, you will not be able 
to get another close for day receipt. Use cash Detail reports instead.

3) Printer jammed while printing Close for Day and I already opened for the 
next day.

If you have not begun to ring receipts for the next business day, close for 
the day and open for today’s date, then close for the day again.  This will 
re-print your Close for Day receipt.  Now you may open for the next day’s
business and continue receipting.  

Note: If unable to re-print the Close for Day receipt, the Cash Detail report will 
give you the same information as the Close for Day receipt.

4) Printer jammed or ran out of paper during a multi receipt.
A.  Try to reprint the receipt using Option 11 OR
B.  Select Option 10 from the Cash Menu, Print Adjustments, to verify if 

you are 100% certified or need to do a reconstruct of the receipt
C.  Reconstruct the receipt, Option 20, if necessary

5) Trying to ring a receipt but keeps highlighting Password.
Cashier has not been opened for the day.  Back out to the Cash 
Transaction Processing Menu and Open for Individual, Option 2.

6) I was interrupted while doing a void and didn’t re-ring right away.  How 
can I re-ring now?  It doesn’t give that option anymore.

Go back into Option 7, Void / Re-ring, type the receipt number and date 
of the receipt voided, press ENTER.  Once ENTER is pressed, a 
message will be displayed #xxxxx voided, you will also have the option to
re-ring the receipt.  Continue with your re-ring!
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7) My Close for Day receipt does not have the same total as my cash reports.  
Someone may have requested the cash reports before ALL registers 
were closed for the day OR a cashier may have re-opened for the day 
after cash reports were requested and ran receipt(s).  Just request the 
cash reports again.

Note: The cash reports would have printed an extra page with “WARNING 
Register Dxx Open”.  The person requesting the reports would also have 
received this warning message on the reports screen.

8) Receipt was rang in Drawer A and later voided from Drawer B.  Will my 
cash reports still be accurate?

Yes, your summary cash reports will be accurate.  However, the actual 
drawers will be off the amount of the ring/void.  If you require each draw-
er to balance, then cashiers will have to reverse what they have done, 
(i.e., Drawer A will have to void the receipt and Drawer B will have to 
“ring” the receipt - CALL JIS if you have ANY questions before doing this 
transaction).

9) Print receipts skipped a number.
Re-print the missing receipt number.  If you have receipted a case twice 
in error, void one of the receipts.

10) New employee needs to be added as a cashier, what do I do?
Cashiers are added through the Administrative sign-on.  If you are not 
familiar with this, see the court administrator.

11) I am trying to add a new cash code AND a hot key with one entry on the 
Cash Code Update screen.  Can I do this?

Yes.  See sample starting on page 4-10.

12) I don’t balance.  What do I do?
• Check for 100% certification
• Refer to Supreme Court checklist (not part of JIS manual)
• Work with Monies Per Drawer portion of the Close for Day receipt 

Where are you off - cash? checks?
• Too little cash?  Was receipt rung twice? Check receipts.
• Verify the endorsements on back of check with actual check 

amount
• If using multiple registers and balancing to cash reports; were all 

registers closed when reports were requested?  Re-run you cash 
reports.

• Did you void a prior day receipt and ring it as a new receipt 
instead of doing a re-ring? Did you forget to re-ring it entirely?

• Look for missing receipt numbers.  Try re-printing the receipt.  Did 
the cashier ring it twice because the first receipt didn’t print?

Appendix C: Commonly Asked Questions
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14) I can’t balance my bond account.  What do I do?
See page 3-61 for a list of things to review.

15) Why is the cash code highlighting with the message “2 or more TA cash 
codes”?
Because you have more than one cash code on the receipt screen that 
is trying to write a T/A (Trust and Agency) record for the same account, 
e.g. T/A04 for attorney fees (MFAT) and T/A 04 for cost of prosecution 
(PROS).  If this occurs, ring the second T/A cash code separately.

16) How do I process Unclaimed Restitution?

•  If restitution was previously paid out and the check was never cashed, 
delete the paydown record and create a new paydown reflecting the 
payee as “unclaimed restitution”.  If the restitution was never paid out, 
still paydown the record indicating “unclaimed restitution” as the payee.

•  Write a check from the trust account to the court for the unclaimed 
restitution.

•  Ring a receipt using the MYVR (cash code for unclaimed restitution).  
This cash code will report on the State Transmittal line seven, the same 
as the crime victims’ assessment fee.  The MYVR will also report on line 
10 of the Crime Victim Rights Assessment Report, CVR606 (Rev 5/01) 
and produce a separate detail list of the cases and amounts reported.

If a person comes to the court to collect restitution previously reported as 
unclaimed, the following steps should be followed:

•  Void the receipt for the unclaimed restitution.

•  Re-ring it back into restitution (MYRS).  This will automatically adjust 
the State Transmittal line 7 and the Crime Victim Rights Assessment 
Report, line 11.

•  Adjust deposit to the bank accounts the day of the void/re-ring, as 
reflected in the net adjusted column.

•  Write a check to the victim from the trust account and close out the 
record on the bond/restitution update screen.



Cash - 2007

Page VII

Help Desk Fax Sheet 
Fax copies are sometimes hard to read. Please print legibly or type the information.

Court

Name

Phone

Fax #

___________________________________

___________________________________

(_____) ____________________Ext._____

___________________________________

Problem Description:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Research Conducted:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Attachments:

ROA
Financial ROA

Other

Fax to JIS: (517) 373-7451

Appendix D: Help Desk Fax Sheet
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JIS Enhancement Request Form

Enhancement Classification

__ Traffic/Criminal
__ Civil
__ Bond/Trust/Cash
__ Probation
__ Other

Name:____________________________________
Court Administrator

Court: ____________________________________

Phone: (      ) _____ - ______________ Ext. ____

Date: ____________________________________

Enhancement/Change: _________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Reason for Enhancement/Change: _______________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

__________________________________________________________________

Fax to JIS: (517) 373-7451



Request for JIS Training

Requested by: __________________________________
Court Administrator

Court: ___________

Contact Person: __________________________________

Phone: (      ) _____ - _____________ Ext. ____

Please describe a general overview of training needs: _________________________

_____________________________________________________________________

Training Dates & Location:

Technical Services
Representative:

Tentative Schedule

Time Employees to be Trained/Topics to be Covered
Estimated
Time (Hrs)
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