Odyssey CMS Cheatsheet

Collecting Clerk Administrative Overpayment Fee
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.

ol x|
Add a Payment
i
Receipt # System Assigned [Imanual Method |Cash [v]
Date [06/30/2014 |[™|Type [Counter Pay]¥]  Amount
Amount to be Applied
@ case Party O Non Case Party | Add Additional Tender
Payor [Acme |l | Address | Balance -
il |Thursda)|r ePayment Till for New Hdl_.;] Balance 81.00 Tendered 84.00
T | |[_? X Amt Apphi: Applied %

= x
Select Change Due Method ee—

For Party | Fee

= Acme | @ fssie Chanae from Drawer:
04C01-1406-5C-00009 Al PP =

@ 06/30/201 0 Create Adjustrment for Overpayment

Exit

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.

~

RO
DO054 .

# 04C01-1406-5C

gy

®  summary Detail

5
Hearings Conditions

.F'érﬁes Service
Acme vs. Mickey Mouse
Type SC - Smal Claims

Judgments |
Sort By ‘Transa(:liun Date |'| View Summary
Acme [ show Indirect Fees No Collection Status FErint Detail
# °| AddPmiPlan [T EditDetail ViewBalances S @ O O O O

Reference Charges Payments Balance
43000732 Charge
06/30/2014 LD
43090735 Counter Payment 84.00
06/30/2014 2014-116354 :
43090730 Adjustment
06/30/2014 LD
84.00
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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.

Any overpayment above the $3.00 statutory threshold should be adjusted manually and users will not receive the

4.
option to create the overpayment adjustment.
onx|
Add a Payment
Transaction Detail Tender Detail
Receipt # System Assigned CIManual Method |Credit / Debit Card M=
Dete [06/30/2014 ]| "%|Type [Counter Pay]¥]  Amount Ref #
Amount to be Applied
® Case Party O Non Case Party | Add Additional Tender |
Payor [Acme || Address | Balance Tender
Til [Thursday ePayment Till for NewHa{.@; Balance 91.00 Tenderad 95.00
Comment | & Amt Applied 91.00- Applied 91.00-
Mawr Ralnra ﬂlﬂ] Change 4.00
Transaction Balanc Select Change Due Method show Distribution
For Party | Fee
= Acme () Issie GHEng e fronm Braver 91.00
04{:01—1406—3{:—&0‘ @ Eeﬁ..lrld at a LatEr Date 91 .U'U
[~ 06/30/2014 5I 91.00
Totals for this Transaction 91.00
L = NET EEETETaS |
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.

x
Calculate Refund

Enter the amount for "Refund - CV"
Enter the amount for "Clerk Administrative

Owverpayment Fee - CV

Cancel Finish

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

Enter Claimant Charges on Case # 41C01-1412-CB-000036

Date [01/14/2015 ||"%|case Due Date | |["Z] For Party Unknown Party -

(®) System Distribution () Manual Distribution Case Grace Days _
~ Charge Information Auto Assess Edit Detail
Fee Schedule Charge +
(@ Refund 4.00 [ ]
Clerk Administrative Overpayment Fee - CV 3.00
Refund - CV 1.00
Totals 4,00
Comment
@ X

User Nieman, Ginalee

8. Click Edit Detail to set the Recipient.

Edit Fee Detail on Case # 41C01-1412-CB-000036

Due Date I:I@ Case Grace Days I:I

Charged Schedule Priority Hold® Hold™ Recipient(s)
01/14/2015 Refund

Clerk Administrative Overpay 40 r ™ |Johnson County Treas @ @, |  |v||
Refund - CV 99 o =a [ [v|

*Hold Indefinitely: Checkbox must be manually unchecked to release
**Hold Until Fulty Paid: computer wil automatically release
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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.

£ Receipt Jounal - Comversions [ |

Eile View Tools Centers

. e Y

Locations
Sort Order
Case Category

Financial Category
Fee Category
Criminal Fee Codes
Civil Fee Codes
Probate or Mental
Health Fee Codes
Family Fee Codes
Miscellaneous Fee

Codes
Date Range

Date Type
First Receipt Number
Last Receipt Number

Citation Number and
Disposition Date

Report Options

Developer Help

Schedule | subrnit |

Produces a summary or detail report of receipts (transactions) printed and voided by
collection station or by cashier for any date range.

Clear Memaorize Recall

|Ben1.on County; Benton Counﬂ =

|B‘;.r Case Number |"|
All

All

All

Criminal Case Refund; Clerk Administrative Overpayment Fee -
CR: Criminal Overpayment Fee -

Refund - CV; Civil Overpayment Fee; Clerk Administrative =
Overpayment Fee - CV -

Probate or Mental Health Refund - PR; Clerk Administrative =
Overpayment Fee - PR; Probate or Mental Health -|=

Family Case Refund; Clerkk Administrative Overpayment Fee - | _
FM; Family Overpayment Fee =

startDate [w1 || Friday, June 27, 2014
EndDate w1 |["Z| Friday. June 27, 2014

|Transactiu-n Date |"|

[] Incude Citation Number and Disposition Date?

|Fiun Summary and Detail |'|

Include Fee Code Breakdown
Do Not Group by Location
[ save as csv

6/30/2014 6:45pm
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5. Inthe 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.

BEEEERERAER = NEEPEEEEEE Y R
| /Civil Crim-Juv-Traffic Family Probate or Mental Health
. ADMOVER REF . .
R Numbe P 1 Case # Dat Total
eceipt Number arty [ Case ate otals Fee Totals '\ MOVERCV CVFEEOVER | REFCV Cashier  Station
‘Counter Payment Acme AuditlD: 43080735 Strickland, Gaye Lynn B
2014-116354 06/30/2014
04C01-1408-5C-000054 84.00 3.00 3.00 GLS
Counter Fayment Acme AuditlD: 43000737 Strickland, Gaye Lynn
2014-116355 06/30/2014
04C01-1408-5C-000055 95,00 4.00 4.00 GLS
‘Counter Paymant Acme Auditl D 43020732 Strickland, Gaye Lynn
2014-116356 06/30/2014
04C01-1408-5C-000058 84.00 3.00 3.00 GLS
‘Counter Payment Acme Auditl D: 43020740 Strickland, Gaye Lynn
2014-116357 06/30/2014
BRI S SRS 13.00 13.00 3.00 10.00 GLS
Fee Code Totals 276.00 23.00 6.00 7.00 10.00
Totals ADMOVER REF
Fee Totals  ADMOVERCV | CVFEEOVER REFCV
Total Receipts 276.00 23.00 6.00 7.00 10.00 L
Total Adjustments Impacting Receipts 0.00 0.00 0.00 0.00 0.00
Final Fee Code Totals 276.00 23.00 6.00 7.00 10.00
Civil Crim-Juv-Traffic Family Probate or Mental Health
Totals ADMOVER REF
Fee Totals | ADMOVERCV CVFEEQVER REFCV
Fee Code Totals for All Funds 23.00 23.00 6.00 7.00 10.00
‘ ,
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