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Revision History

3/2013 - Added new probate inventory fee calculations - Page 10



Financial / Collections Quick Reference Guide
This quick reference guide was developed for the purpose of assisting in financial collections and outlining the

collection capabilities of the JIS - Trial Court System.  Utilization of these financial tools assist courts in mon-

itoring, enforcing and reporting financial activity on cases, which increases revenues to the victims, local and

state governmental entities.  The following reports are required and must be uploaded through MCAP to the

State Court Administrative Office (SCAO) by July 15th of each year: 

ARR - Summary of Outstanding Receivables report:

ASY - Payment/Adjustment Distribution of Assessments due to SCAO/MCAP July 15th of each year:

The Payment/Adjustment Distribution of Assessments by Payment/Adjustment Year
provides a Total Amount Assessed and paid in the previous years. 
*Note: when submitting to SCAO/MCAP, leave cash code and case type blank.
Report Tip! For case type or cash code specific data, the court could enter a 
specific cash code, e.g. ‘COST’ to list the total Costs assessed and paid.
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Receipts
There are two receipting types in TCS:

By Cash - any receipt not resulting from a financial order(e.g. Filing fee/copy)
Probate & Adoption

Receipts

By Name/Case - updates a financial order relating to a name/case(e.g. Fines/Costs/Rst/Inventory)
Enter “Z” - next to Work w/ Names, Work w/ Cases from    

name/juv, or next to Financial Orders to write a receipt.                 
Circuit & Juvenile
Probate Inventory

$200

Press enter 2 x’s the Total paid will distribute by pay down
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VOID Receipts
Work w/ Receipts:  is located by REC at the hop line or W at the Display Financial Orders screen:

Enter “V” - next to the receipt to void                 

*NOTE:  when re-receipting the correct receipt - if the money was already transmitted to the
treasurer the “new” receipt may need a payment type of VD/voided payment.

Step By Step Closing
Closing a cash drawer for a financial location at the end of doing business:

1. Stop receipting or wait until after hours when no other receipting will occur.
2. Print the Cash Receipts Audit report in detail - detailed list of all receipts 

generated for a location on a report date.  This helps the financial location 
balance at day end.  May print as often as necessary.

3. Total all payment type collections received for each drawer.  This total should 
balance to the Cash Receipt Audit detail report.

4. If the figures match for each drawer and the Cash Receipt Audit report, 
continue to step 5. If figures do not match, find the error and make the 
appropriate corrections. After corrections are made, repeat the previous steps 

until both balance.
5.  Print the Final Transmittal Worksheet - also assists with balancing monies 

received.  It is the last check before requesting the final transmittal close report. 
(only lists amounts that have not been transmitted to the treasurer). May print as
often as necessary. The grand total of Cash Receipts Audit should balance with 

the Transmittal Worksheet.
6.  Print the Final Transmittal Close - all receipts will be updated with a transmitted date 

and will no longer appear on future FAU or FTW reports. Two copies of the FTC will print, one to 

submit to the Treasurer with the monies to deposit, and one for your records. Prints ONE time.    
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Issues after Closing Financial Drawer - helpful reports to run:

Verify the Fin Location and Receipt Printer are correct, and
enter:

Verify the Fin Location and Receipt Printer are correct, and
enter:

Reports only Transmitted Receipts - nothing is updated:

Verify the Fin Location and Receipt Printer are correct, and
enter:
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How to create Financial Orders
Always created from the Event screen:

Y=Joint & Several Restitution

Modifying a Financial Order
Work with Cases, then enter “M” next to the case to display Monetary Financial Orders
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Display Financial Orders
Display Financial Orders screen has many options available to users with appropriate authority:  

(Due to the Collections Data Report -  financial order may never be deleted)
5 = Display - displays the Monetary Assessment details for the financial order
6 = Notes - add a note regarding the financial order
A = Adjust - will only allow the user to change a REST fin. order to Joint/Several=Y, enter an 

‘End date’ on a periodic assessment, or modify a Probate Court Amended 
Inventory.

C = Co Cases - displays associated cases, for joint & several Restitution financial orders
V = Victims - add/displays victims associated to the Restitution financial order
W = Work w/Receipts - allows the user to display the receipt/s associated to the financial order, 

view the payment Info, print the receipt or V/VOID the receipt
Z = Receipts - create a receipt directly from the financial order

ALL Financial Order Adjustments are made through = F/Fin Adjustment
F = Fin Adjustment - all Circuit and Juvenile financial adjustments are made through the 

F/Fin. Adjustment which requires an adjustment date, type and comment. The 
adjustment type descriptions have changed to make the process easier.
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Probate Inventory fee - how to enter Amended Inventory?
Adding an amended inventory is the same as adding the original inventory, except the event code is typically AINV and
usually an “A” - Adjustment must be done to the existing INV financial order increasing or decreasing the ‘Total
Assessed’ based on the change in the inventory amount.  Below is the most common amended inventory entry, 

however, depending on the situation a different solution may be necessary.

Probate Inventory fee - how to enter & waive Zero Value Inventory Fee?
Zero Value Inventory - the court should be assessing & collecting $5.00 for a zero value inventory.  However, if the

court waives said fee below is an example of how to add and waive a zero value inventory:
Create an Event of INVZ, and add the $5.00 Inventory assessment:

If the court waives the $5.00 inventory fee, enter a ‘F’ / Fin Adjustment next to the fin. order:
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Calculate Probate Inventory Fee - 
How to enter & calculate Probate Inventory Fee with Liens on Real Property?

for all DE, DA, AND PE case types
Probate Inventory - the court should be assessing & collecting an inventory fee for the value of estates.  Beginning

March 28, 2013, courts shall deduct a lien on real property from the value of the estate.  This only applies to estates
where the decendent died on or after March 28, 2013.

Two calculations should be used by the courts, depending on a decedent’s date of death:  

For all estates in which the date of death was before March 28, 2013, a lien on real property shall NOT be deducted
from the value of the estate when calculating the inventory fee. 

For all estates in which the date of death was on or after March 28, 2013, a lien on real property SHALL be deducted
from the value of the estate when calculating the inventory fee.  

Step 1: Event the inventory value EXCLUDING lien on real property to determine the inventory fee.  
Events:  INVV, INVF, or INVZ.

Step 2: If a lien for real property exists, enter LIEN event. If no lien amount exists, omit event.

Courts can view inventory and inventory fee information on Display Civil/Probate Case screen. To view: select 5 (dis-
play) on work with cases screen.  
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Main Menu - Financial Collections by Name:  NAM, F=Financial Information

Optio
ns:

2 - Change: Updates the Financial Details for the Person, including Suppress Bill, NSF checks,
Employer information, Show Cause, Delinquent Letter and Tax Intercept status.
6 - Fin Notes: Maintain financial notes and/or 3 lines of individualized text to include on bill
A - AR bills: Displays and allows Printing of past bills ran by batch per Name/Billing location
D - Delq Let: individual Delinquent Letter - specify days not paid & del. letter, will update Fin
Information details for the billing location; Delinquent Letter Date and # of Del. Leters sent
R - Run Bill: Generate a bill on demand, will not maintain a copy in the A-AR (Batch)Bills 
M - Monetary: provides all Financial Orders for this Responsible Payer -displays amounts
ordered, paid, due, TOTAL paid and CURRENT due for payer, Victims, Adjustments, and
receipts
P - Payment Plan: Creates a payment plan per name/Billing Loc
T-Tax Intercepts: Displays the Work with Collections/Tax Intercepts

Financial Collections - by Name
NAM, F=Financial Info., 2=change on applicable Billing Location

Updates the Financial Details for the Name per Billing Location
Suppress Bill: “Y”- name will not be selected on ARB/batch billing, DLL/delinquent let-
ters, TAX/Tax Intercepts.
NSF checks: “Y”- warning message will appear when receipting a payment.
Sent to Collections: “Y”-warning message will appear when receipting a payment.
Show Cause & Delinquent Letter fields will have date and # of: automatically 
populated.
Employer: enter current employer information.
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Financial Collections - by Name
NAM, F=Financial Info., 6=Fin. Notes

F6/Create a Financial Note on the Name per Billing Location.  The first 3 lines of text
entered with “**”proceeding the text, will print on the bills for this name only - until changed.

Notes may also be added to each Financial Order with two asterisk(**), the first two lines of
notes will print on the bill as financial order details.

Financial Collections - by Name
NAM, F=Financial Info., A=AR Bills(past bills ran in batch)

A - AR bills:
Displays and allows Printing of past bills ran by batch per Name/Billing location.
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Financial Collections - by Name
NAM, F=Financial Info., D=Delinquent Letters - (On Demand)

Press F4 (select applicable letter)

D - Delq Let: individual Delinquent Letter (on Demand) - specify days not paid & del. letter, will
update Fin Information details for the billing location; Delinquent Letter Date and # of Del.
Letters sent.
Days not Paid: contact TCS helpdesk to set the default # of days, e.g. 14, 30, 90 days (DLQP)
*Note:  - May also access delq. letters from the NAM/M-Money or F/Fin. Info/F20 Delq Let

- DOM at Hop line -access the Work with Documents to F6/create or 2/modify letters,
System Option is available to set the numbers of copies to print out.

Financial Collections - by Name
NAM, F=Financial Info., R=Run Bill - (On Demand)

R - Run Bill: Generate a bill on demand, will not maintain a copy in the A-AR (Batch)Bills

*Hop code: BLO - Billing Location, 2/change on applicable location: the billing location has a
default place for standard text to be added that will appear on every bill that is generated.          
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Financial Collections - by Name
NAM, F=Financial Info., M=Monetary

Financial Collections - by Name
NAM, F=Financial Info., M=Monetary

The Display Orders for Responsible Party screen allows the user to access many financial
options, and provides access to the total amount ordered, paid and currently due per specified
payer:

- Each Financial Order applicable to the specified payer is listed
6 - Notes: notes may be added per Financial Order
A - Adjust: the financial order may be adjusted, as needed
C - Co Cases: related cases may be viewed
F - Fin Adjust: Fin. adjustments may be applied to financial orders, as needed 
V - Victims: Victim information may be accessed on Restitution financial orders
W - Work with Receipts: view receipts applied to each financial order
Z - Receipts: write a Name receipt by entering ‘Z’ before any financial order
F17 - Pay Summary: provides a Payment Summary for the responsible party - 

that may also be printed with the F21 command.
F20 - Delq Let: prints a Delinquent Letter (on Demand)
F21 - Print: prints a complete list of financial orders for the specified payer



Financial Collections - PAYMENT PLAN
NAM, F=Financial Info., P=Payment Plan

Enter “P” next to the Billing Location to Create a Payment Plan - press F6/Create and
then “1” next to each case to include in the payment plan, then press enter, and F3/exit.

*Note:  CBK/Work with Calendar Blocks - before creating Payment Plans, the court may want to
enter calendar blocks for court holidays, Saturdays and Sundays, which will then automatically
exclude these dates from the Payment Plan schedule.

The total outstanding owed by the responsible payer for the case/s selected will default into
the Total Plan Amount.  The user may enter a different Total Plan Amount if they choose to.  
- Enter the Payment Amount, e.g. $50 (required)
- Enter the Frequency: Daily, Weekly, Monthly, Bi-Weekly, Yearly (required)
- Enter the First Due date (required)
- The Agreement date will default to today’s date or may be changed
- Create Event: Y/N (allows user to add an event to the ROA/Register of Actions
- F17/Payments-view payments made; F18/Cases-view cases included in payment plan;      

F19/Change Name-modify address; F21/Print - prints Payment Plan Schedule.



Financial Collections - PAYMENT PLAN - View/Modify
NAM, F=Financial Info., P=Payment Plan
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Once the Payment Plan is created, accessible options are:
2=Change: modify the current payment plan, e.g. enter Inactive status & date
6=Notes: add a specific note applicable to the payment plan
C=Cases: to view cases associated to the payment plan
P=Print: print a Payment Plan Schedule for the payer

Note: if a new payment plan is agreed to, 2/change next to the payment plan, then enter an 
inactive date on the current payment plan and F6/create a new payment plan schedule.  If no pay-
ments have been made on the intitial payment plan the court could 2/Change the existing payment
plan to the appropriate agreement.

Billing Menu - ARB (Batch)
Print Bills, Show Cause Report, Delinquency Letters, Suppressed Bills report

Bills, Show Cause Reports and Delinquency Letters ran from here update the NAM/Financial
Information screen with Show cause and Delinquency dates and provide a log of the batch
bills ran in the A=AR Bills.

Enter ‘PP’ to access ALL active Payment Plans; and F21 to print a complete list.
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Billing - Search for Name by Account Number

To look-up the name by the account #:  go to NAM/Name and press F4 on the Name positioning
line and enter the 1st half of the account #(before hyphen), press enter.  Once the name is deter-
mined the user may enter ‘1’, to select; then press enter to position to the name and ‘C’ for cases
next to the name to access the applicable case.

(Account # = Name number + Address Number)
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Restitution
Restitution Voucher: once payments have been received for a restitution order the court can
disburse the funds to the victims.  

- the restitution report list cases with unapplied restitution and victims names for
vouchering. (Recommend - do not enter in report dates). Go to each CAS listed on

the report and press M=Money next to the case and then V=Victim next to the REST/restitution fin.
order)

Restitution
A restitution financial order is created with the same process that is used for creating all financial
orders. The other phases of restitution include; how to define victims, create vouchers and 
joint/several restitution processing.
Defining Victims: once a restitution order has been established the victims can be defined.



19

Restitution - Joint & Several - step 1

Restitution can be assessed as joint and several which means that multiple parties are responsible
for paying on the same restitution order to a victim or multiple victims for damages.

* Each restitution order created is assigned a specific restitution number.
* When initiating a joint/several restitution fin. order it must be specified with a “Y” in the J/S 

column
* The first co-party ordered restitution joint/several should be designated as the primary 

party/case
* All other co-parties ordered joint/several on a restitition order will be considered secondary 

party/case(s)
*Payments received by a co-party will update the rest. fin. order and be reflected as a 

financial adjustment for the other co-parties
*Victim/s are only added to the restitution order one time, through any one of the co-parties

Restitution - Joint & Several - step 2
Create Primary Case: When a restitution financial order is marked “Y” in the J/S field, the user
must Create the Primary Case for the Restitution Financial order/Rest Nbr.



20

Restitution - Joint & Several - step 3
Select Primary Case: Then select the Primary Case associated to the red “blinking” restitution
number(write down the Rest. Nbr. - to use when adding Secondary/co-parties).

Restitution - Joint & Several - step 4
Add Financial Order for Co-Parties: go to the co-party’s case and add a REST financial order
thru an event, with the Total Amount the same as the primary’s fin order and “Y” at the J/S field, the
Select Primary Case for Restitution screen will appear.
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Restitution - Joint & Several - step 5
Select the Primary case for the Secondary Parties to link to: after entering the REST financial
order thru an event, with the Total Amount the same as the primary’s fin order and “Y” at the J/S
field, press enter.  Then type in the Primary Case #, and press enter and select the rest. order.

After linking the secondary payer to the primary, the ‘Display Rest Order/Victim’ screen will appear
press <enter> to return to the Display Fin. Order Screen. Note: J/S indicates “S”-Secondary below.

Victims - How to look up the case by the victim’s name?

VCN - Victim Name Index: allows the user to Work with Victims directly from the hop line. 
The initial display shows only victim’s with a balance due.  Press F17/to display 
ALL victims.
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Bonds - how to access?
All bond processing is managed through Bond Actions.  Bonds may be accessed with option 
“B” from names or cases, then F6 to create a new bond or A/Actions next to existing bond.

Some courts may prefer to create the bond information when entering an event 

Bonds - how to create?
Bond Actions are used to track all activity that pertains to a specific bond.  Bonds are created by

the bond actions of SET and PST/post. Later the bond is APP/applied or REF/reimbursed. 

Enter the bond Type:  Cash, Surety, Ten Percent, etc.
A/Action: Enter the action being performed on the bond, examples:

SET - No action, no effect on the balance.
PST - Action is receipt, with a (+) effect on the balance
REF - Action is voucher, with a (-) effect on the balance; 

(Note: if the voucher created is voided for some reason, then user must go to the bond 
and add a BFW/Bond Bal. Forward action.)

BDR/Bond Report: lists all names with bond actions and any associated information.  The bond report may be 
requested as often as necessary in order for a court to manage their bond accounts.
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Bonds - applied to Financial Orders

Applying Bonds to Fines and Costs:  the bond action of APP, is used to apply bond monies post-
ed by the defendant or juvenile directly to their financial orders. Enter B/Bonds next to the Case,
then A/Actions next to the Bond, enter the Action of APP, the action Date and the Amount, press
enter.  Then the user must ‘1’ to select which cases to apply the bond money to, press enter and
then complete the Receipt screens to transfer/post the money to the appropriate accounts:

Vouchers
Vouchers may be created by a variety of ways depending on what is being vouchered:

Restitution: V/voucher - next to the Victim’s name on the Display Restitution 
Order/Victim screen

Bonds:  Bond Action of REF - creates a voucher to refund the bond monies

Vendor:  V/voucher - next to a Vendor’s name(postage, attorney bills, etc) on the 
Work w/ Vendors screen - F6/create voucher, complete voucher details 
and press <enter> to create and print voucher

Facility: V/voucher - next to a Facility’s name(juvenile out-of-home placements) on 
the Work w/ Facilities screen - F6/create voucher, complete voucher 
details, enter ‘1’ to select juvenile or F6/Add Misc. Expense and F4 to 
select juvenile/case #, enter details & cash codes - to create & print 
voucher press F21/Print Vchr

Vouchers: may be accessed at the Work with all Vouchers screen. Many options are
available to the user from this screen, please see below:
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Vouchers - how to void?

Enter VCH, at hop line, go to voucher, then ‘V’ next to voucher to Void:

V = Void Voucher - a check # and date must not have been issued or listed on the voucher, then
placing a V next to the voucher, enter user finanical password, void date and comment, press enter,
and confirm void.  This will void the entire voucher and credit the cash code/account. 

F = Funds Returned - a check # and date must first be on the voucher, then placing a ‘F’ next to
the voucher, enter user financial password, check returned date and comment, e.g. ‘Unable to locate
victim for restitution payment’, press enter, and confirm return.  This will return/void the voucher and
credit the cash code/account.

Vouchers - A / Adjust only if in past month and voucher can not be voided:
Enter VCH, at hop line, go to voucher, then A/Adjust:

T = Transfer- Account Not on Voucher - a check # and date must first be on the voucher, then
placing a T next to the voucher will adjust/transfer the total amount vouchered from one cash code
to any other cash code. 

P = Transfer- Account within Voucher/CCF - a check # and date must first be on the voucher,
then placing a P next to the voucher will adjust/transfer the total amount vouchered from one cash
code to a cash code only listed on that voucher/for CCF correction. 

N = Transfer- adjust voucher from CCF eligible expense to a Non-reimburseable Expense - a
check # and date must first be on the voucher, then placing a N next to the voucher will adjust the
difference from the Adj. Balance - Corrected amount to be non-reimbursable/NRE by CCF.
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Trust Funds = receipting in trust monies
Trust Funds - the TCS system has the ability to assist courts who on a rare occasion may need to
manage trust funds(property given to a trustee to manage for the benefit of a third person).
Generally the beneficiary gets interest and dividends on the trust assets for the period of time the
assets are held. 

Step 1: the court must have a Cash Code designated to the court T&A account with the report type
categorized as ‘T’ - Trust.

Step 2: receipt in funds through CSH/cash receipt, enter in associated case # or enter ‘N’ next to
Case # Exists, enter the Trust Cash Code, and dollar amount received: 

Step 3: Select Name for Trust or F6/Create the trust name:

- Work with Trust by Name: the court may voucher out the funds from here.

**How to add Interest? Create a cash code of INT w/ cash code report type of TRUST and a FPT -
payment type of IN-Interest with a cash code of INT.  Then write a CSH receipt with the applicable
Trust case #, use cash code of INT and payment type IN - enter the interest amount, press enter,
then select the Trust the interest should be applied to.  This will apply the interest to the trust.
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Financial Reports

Financial Reports: are accessed directly from the hop line or from the FIR/Financial Report menu.
Below are a few helpful reports:

CRV - Crime Victims Report:  prints the required(monthly) report requested by the 
Department of Management and Budget and an audit of all records that fall within the 
reporting period. Note: Unclaimed restitution will appear on this report - amount of 
restitution that has not been disbursed and has a last payment date greater than 2 
years old.  If monies are listed on this line, the clerk will need to submit a voucher to 
the State of Michigan.

COP - Court Orders Payable: lists any civil case that have a financial order with an 
outstanding balance.  Civil cases may have financial orders pertaining to costs, fines or
fees that have been ordered by the court.

BAL - Balance by Responsible Party: lists each party that has a financial order with a 
balance due.  The report prints alphabetically by party name with grand totals for each 
financial code on the last page of the report.

Financial Forms:
JC 38 - Order for Reimbursement      
MC 230 - Motion and Order to Show Cause
MC 238 - Judgment after Bond Forfeiture
MC 258 - Report of Non-payment of Restitution
MC 288 - Order to Remit Prisoner Funds, Costs 
MC 289 - Order for Assignment of Wages
MC 290 - Satisfaction of Financial Obligation

Forms: are accessed directly from the case or an event.  Printing form MC 230 from an event will
bring in financial details when adding the applicable party in the Additional Party field and checking
load financial information on the form:
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Juvenile Child Care Fund/CCF - DHS 207 Budget Set-up

Step 1 - FAS - allows the user to copy existing account and budget setup to the new fiscal year
dates and budget year. Enter ‘1’ - to select copy account setup and ‘1’ to copy budget setup. 

Step 2 - FBG - *2/change on each cash code to enter the new budgeted amounts for the 
upcoming year or leave ‘as is’ if the program amount has not changed.

*Note: if when trying to 2/change a cash code, the user receives an error ‘Case Year Not Found’, at the hop line enter
CSI, F4 on the Year field and F6/create the future year, e.g. 2010, press enter.  Also, note the Budget Year is always the
latter year of the budget period.


