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Topic:  Collecting Clerk Administrative Overpayment Fee 
Date:   6/30/2014 
 

Summary: This cheatsheet explains how to automatically apply Overpayments up to 
$3.00 to the Clerk Administrative Overpayment Fee.  Per IC 33-37-12-1, the Clerk shall 
retain as an administrative fee up to $3 of refunds generated by overpayments for bail; 
fines; civil penalties; court costs, court fees or user fees imposed by the court; and fees 
for the preparation/duplication/transmission of documents. 
 
Important:  Odyssey is software owned by Tyler Technologies, Inc.  Any screenshots of Odyssey may contain proprietary 
information that should not be disclosed to non-Odyssey users. 
 

Assessing/Posting Overpayments 
 
1. When posting a payment to a case in Odyssey, an overpayment of fees that is under the $3 statutory threshold will 

generate a new option when the payment is saved.   
 

 
 

2. If the user selects the “Create Adjustment for Overpayment” option, Odyssey will automatically assess the Clerk 
Administrative fee as an adjustment and apply the overage to the Clerk Administrative Overpayment Fee. 
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3. If the user selects “Issue Refund Later”, the amount of the refund will be applied to the Overpayment Fee schedule 
due to be refunded to the payor. 
 

4. Any overpayment above the $3.00 statutory threshold should be adjusted manually and users will not receive the 
option to create the overpayment adjustment. 

 

 

5. In order to retain the $3.00 Administrative fee from any refund due which is larger than the threshold, the user must 
assess the Clerk Administrative Overpayment Fee.  This is done as part of the Refund Fee Schedule. 
 

 
 

6. Click Finish. 
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7. Click Edit Detail to set the recipient. 
 

 

 
 
8. Click Edit Detail to set the Recipient. 
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Identifying Overpayments 
 

In order to identify cases where money may need to be adjusted out of the Overpayment and/or Refund fee codes and 
into the Clerk Administrative Overpayment fee, bookkeepers can run the Receipt Journal. 
 

1. Navigate to Reports. 
 

2. Select Cash Management. 
 

3. Select Receipt Journal. 
 

4. Set your parameters to match the below, modifying the Location and Date options as needed. 
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5. In the example report below, you can see that Receipt 2014-116355 had a $4.00 Overpayment where $3.00 was 
not withheld and your bookkeepers should do an adjustment to move $3.00 from the Civil Overpayment Fee to 
the Clerk Administrative Overpayment Fee.   

 

 
 

   
 


