Odyssey CMS Cheatsheet

NSF Check Process
5/30/2013

Summary: This cheatsheet assumes that the transaction that generated the NSF was an Odyssey
transaction, and not a transaction that was converted from a legacy system. If the NSF was on a
payment taken from your previous system, call the Court Technology Help Desk for assistance.

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.

There are several scenarios for NSF’s that vary by County. The first step is to determine which scenario best describes
your office.

e Scenario 1: Your bank account does not get charged a bank fee for the NSF. Your bank statement reflects the NSF for
the amount of the returned check only. In addition, your office does not assess a fee for processing the NSF.

e Scenario 2: Your bank account does get charged a bank fee for the NSF, so your statement reflects the NSF for the
amount of the check returned PLUS an additional charge by the bank. This charge is reimbursed to your bank account
by another source (i.e. County Auditor, Township Trustee, City Auditor, etc) until the NSF and fees are recollected
from the check writer. In this scenario, your office may or may not assess an additional fee for processing the NSF.

e Scenario 3: Your bank account does get charged a bank fee for the NSF, so your statement reflects the NSF for the
amount of the check returned PLUS an additional charge by the bank. This charge remains as a shortage in your bank
account until you recover the NSF and fees from the check writer. In this scenario, your office may or may not assess
an additional fee for processing the NSF.

In each scenario, you will need to reverse the payment that was returned as NSF. For Scenarios 2 and 3, there are
additional steps that should be taken that are outlined at the end of this cheatsheet.

Reversing the payment that was returned NSF
To reverse the original check: ***** YOU MUST BE IN ADJUSTMENT TILL*****
1. Open and sign on to the Adjustment till.
2. Find the case for the NSF. Once in the case, go to the Financial Tab.

3. Click on Case Fees-Other under the party that the original receipt was taken under.

¥ Plaintiff

Simpson, Owen

Case Fees -

i 2,579.00 2,579.00 0.00  05/30/2012 Charge
Cash Bonds 0.00 0.00

ai / d
Redistry and 0.00 0.00

Trust

4. Click on the yellow View Trans hyperlink.

s

Simpson, Owen [] Show Indirect Fees Mo Collection Status Print Detail

$ | T EditDetal ViewTrans 574 @ O © O O

5. Locate and click into the payment line that is now NSF from the list of transactions.

# |°| O EditDetal ViewBalances = @3 O O O A

Reference Charges Payments
37812087 Charge
05/30/2013 2,579.00 2,579.00 0.00
37312088 Mail Payment
‘ 05/30/2013  2013-115169 LT ERLD ZTTALY
257900 2,579.00 0.00 0.00 000 2579.00
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6. When the View a Payment box appears, click REVERSE.

7. Type a Comment about why you are reversing the payment, and click Yes.

®
Void Payment

This will void payment on receipt number
2013-115169 dated 05/30/2013 for
$2.579.00. Are you sure you want to continue?

Comment {kgF
Egh "

8. If the check was for Judgment fees that have already been disbursed, click Edit Detail to place the negative
escrow on hold. Place a check mark under the Hold column for the judgment components. This will prevent the
shortage from being included in a Group Disbursement process. Then, click Save.

Edit Fee Detal on Cas

DueDate  |[73]  Case Grace Days

Charged Schedule Priority Hold" Hold™

2772013 Judgment

Affarney's Fee - CW 70 2 r E

Interest Bearing Principal - C 70 "2 r E

Prejudgment Interest - Cv 70 ] r E

Judgment - Mon-Interest Bea 90 ] r E

9. Click on No Collection Status.

T cnsscion Dol
Simpson, Owen [ Show Indrect Fees
# “| [ EditDetail ViewBalances 24 € O O O A
Date Reference Charges Payments Credits Balance Disb Escrow

37312087 Charge
05/30/2013 2,579.00 2,579.00 0.00

e The “Add Collection Status” box will prevent general users from posting payments to this case so that when
a future payment is made on the case, you can review the escrow to determine if the hold should be released.
Choose a status from the dropdown, and click Save.

o Close, Reconcile, Deposit and Export your adjustment till in a separate deposit.

Scenario 1 is now complete. Additional steps for Scenarios 2 and 3 are outlined on the following pages.
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Additional Steps for Scenario 2:

In this scenario, you are charged fees by your bank for checks that are returned. This fee, however, is reimbursed to
your bank account by another entity (i.e. County Auditor, City Auditor, Township Trustee, etc).

In addition to the steps is Section 1 above, you should do the following on the affected case:

1.

9.

On the Financial tab where you reversed the payment, Assess the Non-Sufficient Funds Check Fee under the red
dollar sign.

Go to OFM.
Go to your Bank Account in Financial Manager under Chart of Accounts.

Click the Green S icon.

Reconcile £ Previous Mext  Seatch Ciat Al Transacions

Sort |Reverse Date |"| |15 tatches Per Fage |'|

Enter a Payment into your Bank Account Discrepancy fund for the amount of the fees charged by your bank and
appearing on your bank statement.

Enter a Transacton

Arccount |ElankAccountDiscr@pancy Fee |"'|h
ArnoLint 25.00_
Cormment |NSF|feefrDm Bank | F X

- Add Mext . Save . Eit -

Click Save.

When you receive payment to reimburse this fee from another entity (i.e. County Auditor), you will do the
following:

a. Take the deposit to the bank using a separate deposit ticket.

b. Go to your bank account in Financial Manager under Chart of Accounts and click the Plus Sign (+)

Beconcile £ Previous Mext  Search Giat Al Tranzacions: B 9 g +I

Sort |Reverse Date |"| |15 tatches Per Fage |‘|

Enter a Deposit into your Bank Account Discrepancy fund for the amount reimbursed to you.

Enter & Transacton

Account |EiankAc:u:ountDisc:rppanu:y Fee |"|_

Arnount 26.00

Carnrment |C|:|unt;,.f reimburses bankarNSFH = X

- Add Mext . Save . Exit -

Click Save.
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Additional Steps for Scenario 3:

In this scenario, you are charged fees by your bank for checks that are returned. This fee remains as a shortage in
your account until it is recovered from the check writer.

In addition to the steps is Section 1 above, you should do the following on the affected case:

1. On the Financial tab where you reversed the payment, assess the Non-Sufficient Funds Check Fee by clicking on
the red dollar sign.

2. When finished, go to OFM.
3. Go to your Bank Account in Financial Manager under Chart of Accounts.

4. Click the Green S icon.

3-010 Location Orange County Circuit & Superior Courts
:

Recancile L Previous  Mext  Search Gaipll Tranzacions e (‘) 9 *

Sort |Reverse Diate |"| |'|5 tatches Per Fage |‘|

Detail Deposit [ Payment

5. Enter a Payment into your Non Sufficient Checks Fee for the amount of the fees charged by your bank and
appearing on your bank statement.

Enter a Transacton

Account |N|:|n—5uﬁi|:ient Check Fees |‘l' |-

Armount | 25.00
Cornmment |bad chen:k| | @ X

- Add Mext . Save . Exit -

6. Click Save.

This negative will be offset when the check writer pays the fees assessed on the case.
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