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Before getting started, make sure the following is complete: 

• All revenue data for the period has been processed. 

• All adjustments for the period have been made and have the proper accounting and invoice dates. 

• There are no open bills for the period: Run the AOC_OPEN_BILLS query.  
 

PROCESSING LOCAL REVENUE DISBURSEMENTS 

STEP 1: Verify Data – There are two parts of the data verification process.  First to run the Revenue 

Detail Activity Report and second to run a query to determine if you have any adjustments required before 

beginning the initial process.  The totals from each of these reports should match, otherwise an adjustment 

may need to be made.  If you are unsure, please enter a Service Now ticket for assistance from the GEARS 

Team or contact DBF for assistance.  Also, this query will be used to balance to your Disbursement Summary 

Report.   

Part I:  Review Revenue Detail Activity Report 

 

NAVIGATION: Main Menu > General Ledger > General Reports > Revenue Detail Activity Report 

1.  The report Run Control will display. 

a. Select the Run Control ID you use for processing your EOM Local revenue processes. 
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b. Fill in the information for your court and for the month you are closing. 

i. For District Courts 

1. Enter PCA From and To as xx250 (xx represents your court ID). 

2. Enter Account From and To as 7530 to 7530. 

3. Click Save. 

4. Click Run. 

 

 

 

5. Click OK. 

 

 

 

6. Go to the Process Monitor.  Wait until your Run Status is ‘Success’ and 

Distribution Status is ‘Posted’. 

7. Click the Details link. 
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8. Click View Log/Trace 

 

 

9. Open the PDF file to view the report. 

10. Use the total from this report to compare to the query being run in the next 

step below. 
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Part 2:  Review AOC_CHARGE_ID_ALLOC_EOM QUERY 

NAVIGATION: Main Menu > Reporting Tools > Query > Query Viewer 

1. The Query Viewer page will display. 

a. Enter “AOC_CHARGE_ID_ALLOC_EOM” as your search criteria. 

b. Click the Search button. 

 

c. The AOC_CHARGE_ID_ALLOC_EOM query will display. 

i. Click the HTML or Excel link, then enter your JUD## (SetID) and Z-date range values for 

the search (include the entire month, i.e. 12/01/2018 to 12/31/2018). 

ii. The results will show the allocation of all payments and adjustments. 

d. Click the View Results button.  

 

2. The query should be downloaded to Excel and sub-totaled by Charge Code. 

 

a. Review each Sub-Total Amount to confirm none are a negative (-) sub-total amount. Should 

there be a negative sub-total amount, an adjustment must be entered before proceeding to 

Step 2 (see Excel Tips in the Appendix). 

 

b. Compare the query total amount to the Revenue Detail Activity Report total.  They should 

match. 

 

Helpful Hint:  If your reports do not match, check if there are any revenue refunds listed on the 

Revenue Detail Activity Report. If so, be sure an adjustment “OTH” bill was created.   
 

NOTE: Any errors or differences found must be fixed before moving forward.  Navigate to the bill in error to 

review and make corrections. Contact the JIS Helpdesk for support. 
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STEP 2: Create Local Revenue Bills - This process creates summarized credit bills for each Local 

Disbursement customer and Charge Code. 

NAVIGATION: Main Menu > Maryland Judiciary > AOC Interfaces > AOC Local Revenue Disbursement  

1. The Local Revenue Disbursement – Run Control page will display. 

a. Select a Run Control – Click Search to “Find an Existing Value” or create a new one by selecting 

the “Add a New Value” tab and enter a Run Control ID (e.g. ‘LRV’ or ‘Local_Revenue’). 

b. The Local Revenue Disbursements Interface page will display.  

i. Business Unit: Enter JUD##. 

ii. From Date:  Enter Beginning date of the disbursement period (i.e.: 1st of Prior month). 

iii. Through Date: Enter Ending date of the disbursement period (i.e.: last of Prior month). 

iv. Accounting Date: Will default to the selected Through Date. (i.e.: Prior month end date). 

v. Click the Save button.  

vi. Click the Run button.  

    
c. The Process Scheduler Request page will display. 

i. Confirm the AOC_DIS_INTF Process Name is selected in the Process List section. 

ii. Click the OK button. 
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d. The Local Revenue Disbursements Interface page will display. 

i. A Process Instance number will display to show that processing has begun.  

ii. Click the Process Monitor link. 

  

The Process List page will display. 

iii. Review the process list to see the AOC_DIS_INTF process is running. 

iv. Click the Refresh button until Run Status = Success and Distribution Status = Posted. 

1. If the Run Status = NO SUCCESS – STOP! 

2. Call the helpdesk and submit a ticket – DO NOT DELETE THE PROCESS, as this 

will be needed by the support staff to troubleshoot the issue. 

3. Once the Run Status = Success and Distribution Status = Posted. Click the Details 

link, then the Message Log to obtain the INTF_ID# for the next process. 
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STEP 3: Run the Billing Interface – This step transmits the local revenue disbursement data from the 

staging table to the billing module creating new LRV bills.  This step also processes your transactions and 

allocates the revenue based on the accounting rules and system configuration settings. 

NAVIGATION: Main Menu > Billing > Interface Transactions > Process Billing Interface 

1. The Process Billing Interface Run Control page will open. 

a. Select a Run Control – Search if needed using the “Find an Existing Value” tab or create a new 

one by selecting the “Add a New Value” tab and enter a Run Control ID to be used each month 

for processing your local revenue. 

b. Look up your Interface ID by using the Magnifying Glass icon to the right of the From Interface 

ID: field. 

i. There should only be one Interface ID in your list.   

ii. Click the new Interface ID number to add it to the From Interface ID field. 

c. Click the Save button. 

d. Click the Run button. 

 

2. The Process Scheduler Request page will display. 

a. Confirm the BIIF0001 Process Name is listed and selected in the Process List section. 

b. Click the OK button. 

3. The Process Billing Interface page will display. 

a. A Process Instance number will display to show that processing has begun.  

b. Click the Process Monitor link. 

4. The Process List page will display. 

a. Review the process list to see the BIIF0001 process is running. 

b. Click the Refresh button until Run Status = Success and Distribution Status = Posted. 

i. If the Run Status = NO SUCCESS – STOP! 

ii. Call the helpdesk and submit a ticket – DO NOT DELETE THE PROCESS, as this will be 

needed by the support staff to troubleshoot the issue.  

c. Click the Details Link next to the Distribution Status to review the messages and logs associated 

with the results of the process. 
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d. Click the Message Log Link – THIS IS AN IMPORTANT STEP. 

i. The Message Log page will display. 

 

 

NOTE: Write down the “New Bill Headers Created” (number of bills created), as this will be needed 

further in the process. 

e. If there are Transactions in Error: STOP!  Call the helpdesk and submit a ticket – DO NOT 

DELETE THE PROCESS, as this will be needed by the support staff to troubleshoot the problem.   

f. Return to the Process Detail Page by clicking the Return button.  

g. Return to the Process List Page by clicking the OK button. 

h. Work with support staff to resolve any issues before moving on to the next set of processing 

steps. 
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STEP 3A:  Baltimore City District Court Only:  Locate the Sheriff Bills for Special 

Handling 

The sheriff bills are only paid out quarterly, (September, December, March, and June).  If you are processing 

for a non-sheriff disbursing month then you will need to place your sheriff bill(s) on a status of ‘HOLD’ to 

prevent from being paid out in the current month. 

NOTE: Process 1 should only be completed for months: July, August, October, November, January, February, 

April and May. 

Process 2 should be completed for months: September, December, March, and June. 

  

Process 1:   NAVIGATION: Main Menu > Billing > Maintain Bills > Standard Billing 

1. The Bill Entry page will display. 

a. The “Find an Existing Value” tab will default in. 

b. Business Unit: Enter “JUD74”. 

c. Customer: Enter ‘LOC0005990’ which is the customer number for the Baltimore City Sheriff. 

d. Click the Search button to locate the Sheriff’s bill. 

 

  



          OTC – End-of-Month Local Revenue Disbursements -Balt City DC 

 

Page 11 of 42 
Last Revised: 02/06/2020 

  
e. Header – Info tab will open. 

i. Change the Status from ‘New’ to ‘Hld’ (Hold Bill).  This will ensure the bill does not get 

processed until the appropriate month. 

ii. Click the Save button. 

iii. Proceed to STEP 4 below. 

 

 

 

 

 

 

END OF PROCESS 1. 
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NOTE: Process 2 for months: September, December, March, and June. 

The below instructions are the months which you will be disbursing the money to the Sheriff.  For any one of 

the above months you will have 2 previous month bills which were placed in a HOLD status.  Plus, you will 

have a current bill for the Sheriff in the status of ‘New’ as all your other LRV bills.  These instructions are how 

to change the 2 bills with a status of HOLD to ‘Ready to Bill’ so they can be disbursed. 

Process 2:  NAVIGATION: Main Menu > Billing > Maintain Bills > Change Status of Bills 

1. The Bill Status Change Run Control page will display. 

a. Select a Run Control – Note:  Be sure to create a new run control the very first time you run this 

process.  It will then be available each time you need to run this in the future.  Name this Run 

Control ‘Hold_to_Ready’. 

a. Search for the run control named, ‘Hold to Ready’. 

 

2. The Change Status of Bills Run Control page will display. 

a. Complete the following run control settings: 

i. From Status:  Select “Hold”. 

ii. To Status:  Select “Ready Bill”. 

iii. Range Selection:  Select “Cust ID”. 

iv. Business Unit:  Select “JUD74”. 

v. Customer:  Enter “LOC0005990” 

vi. Bill Type:  Enter “LRV”. 

vii. Source:  Enter “LOCAL_REV”. 

b. Click the Save button. 

c. Click the Run button. 

 

 

 



          OTC – End-of-Month Local Revenue Disbursements -Balt City DC 

 

Page 13 of 42 
Last Revised: 02/06/2020 

3. The Process Scheduler Request page will display. 

a. Confirm the BIIVCSTS Process Name is listed and selected in the Process List section. 

b. Click the OK button. 

 
 

4. The Change Status of Bills page will display. 

a. Click the Process Monitor link. 

5. The Process List page will display. 

a. Click the Refresh button until Run Status = Success and Distribution Status = Posted. 

b. Click the Details Link next to the Distribution Status. 

6. The Process Detail page will display. 

a. Click the View Log/Trace link to review the logs associated with the results of the process. 

7. The View Log/Trace page will display. 

a. Click the biivcsts PDF file to open the Invoice Status Change Report to review all bills.  

 

 

 

b. You should have 2 bills listed in the report that were changed from Hold to Ready. 

 

END OF PROCESS 2.  
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STEP 4: Run Disbursement Reports – Disbursement Reports consist of a single summary report and 

statement reports of credit refunds to be made to each local municipality.  You will run and print both sets of 

reports. 

 

NAVIGATION: Main Menu > Maryland Judiciary > AOC Custom Reports > AOC Disbursement Reports 

1. The AOC Dis Sum Rpt Run Control page will display. 

a. Select a Run Control – Search if needed using the “Find an Existing Value” tab.  Our 

recommendation is to use the run control ID you created for LRV or Local Revenue. 

 

2. The Disbursement Reports page will display. 

a. Business Unit:  Enter JUD##. 

b. Date From: and Date To:  Enter the date range of the disbursement period.   

c. Select the Disbursement Summary option. 

d. Click the Save button to save your run control parameters. 

e. Click the Run button. 
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3. The Process Scheduler Request page will display. 

a. Confirm the AOCDISBSUM Process Name is listed and selected in the Process List section. 

b. Click the OK button to return to the Disbursement Reports page. 

 

 

4. The Disbursement Reports page will display. 

a. A Process Instance number will display below the Run button indicating that the AOCDISBSUM 

process has begun. 

b. Select the Process Monitor link to see the run and distribution statuses. 

5. The Process List page will display. 

a. Review the Process List to see the AOCDISBSUM process running and its status of completion. 

b. Click the Refresh button until Run Status = Success and Distribution Status = Posted. 

c. Click the Details Link next to the Distribution Status. 
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6. The Process Detail page will display. 

a. Click the View Log/Trace link. 

 

 
 
 

7. The View Log/Trace page will display. 

a. Click the AOC_DISB_SUM.pdf link to open and review the Disbursement Summary Report. 
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b. Review the Disbursement Transmittal Summary Report.  All amounts to be disbursed will be 

displayed on the report as a summary invoice amount per charge code/per customer. 

i. This report should balance to the AOC_CHARGE_ID_ALLOC_EOM query run in the 

previous step. 

 

Note:  If the results do not match, please enter a Helpdesk ticket for assistance in balancing. 

 

 
 

 

c. Click the Return button to go back to the Process Detail page. 

d. Click the OK button to return to the Process List. 

e. Click the Go back to AOC_DIS_SUM link at the bottom of the page above the Save button. 
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8. The Disbursement Reports page displays. 

 

a. Business Unit: (JUD##) and date range are still populated. 

b. Disbursement Statement:  Select this option.  (This report should be distributed to each 

Disbursement recipient to communicate monies being received.) 

c. Click the Save button. 

d. Click the Run button. 

 

The Process Scheduler Request page will display. 

e. Confirm the AOCDISBSUM Process Name is listed and selected in the Process List section. 

f. Click the OK button to return to the Disbursement Reports page. 
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9. The Disbursement Reports page will display. 

a. A Process Instance number will display indicating that the AOCDISBSUM process has begun. 

b. Select the Process Monitor link to see the run and distribution statuses. 

10. The Process List page will display. 

a. Review the Process List to see the AOCDISBSUM process running and its status of completion. 

b. Click the Refresh button until Run Status = Success and Distribution Status = Posted. 

c. Click the Details Link next to the Distribution Status.  

 
11. The Process Detail page will display. 

a. Click the View Log/Trace link. 
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12. The View Log/Trace page will display. 

a. Click the AOC_DISB_STM.pdf link to open and review the Disbursement Statements.   

b. Multiple statements will be generated for this report and printed as separate pages by 

Customer. 

 

c. Disbursement Statement example. Use the scroll button to the right to view all the reports. 
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STEP 5: Update Bill Status – All bills generated from the Billing Interface or created manually are saved 

with a status of “New”.  These Bills must be changed from a “New” status to “Ready” status to prepare the bill 

for finalization.  The system allows you to run the Change Status of Bills process, which changes the bill status 

to “Ready”.  The process will also generate an Invoice Status Change Report, which lists all bills where the 

status changed to “Ready”. 

NAVIGATION: Main Menu > Billing > Maintain Bills > Change Status of Bills 

8. The Bill Status Change Run Control page will display. 

b. Select a Run Control – Search if needed using the “Find an Existing Value” tab.  Our 

recommendation is to use the run control ID you created for LRV or Local Revenue. 

9. The Change Status of Bills Run Control page will display. 

a. Complete the following run control settings: 

i. From Status:  select “New”. 

ii. To Status:  select “Ready Bill”. 

iii. Range Selection:  select “Bill Source”. 

iv. Business Unit:  select “JUD##”, where ## is your 2-digit county code. 

v. Source:  enter “LOCAL_REV”. 

b. Click the Save button. 

c. Click the Run button. 

 

 
 

10. The Process Scheduler Request page will display 

a. Confirm the BIIVCSTS Process Name is listed and selected in the Process List section. 

b. Click the OK button. 
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11. The Change Status of Bills page will display. 

a. A Process Instance number will display to show that processing has begun.  

b. Click the Process Monitor link. 

12. The Process List page will display. 

a. Review the process list to see the BIIVCSTS process is running. 

b. Click the Refresh button until Run Status = Success and Distribution Status = Posted. 

c. Click the Details Link next to the Distribution Status. 

13. The Process Detail page will display. 

a. Click the View Log/Trace link to review the logs associated with the results of the process. 

 

 

14. The View Log/Trace page will display. 

a. Click the BIIVCSTS PDF file to open the Invoice Status Change Report to review all bills.  Notice 

that all bills have a status of “RDY”. The local revenue bills of type LRV and for Circuit Courts only 

the interest bills of type INT are listed.  
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STEP 6: Process Single Action Invoice - Finalize bills by running the Single Action Invoice process.   

NAVIGATION: Main Menu > Billing > Generate Invoices > Non-Consolidated > Single Action Invoice 

1. The Single Action Invoice page will display. 

a. Select a Run Control – Our recommendation is to use the run control ID created for LRV or Loc. 

Rev. 

2. The Single Action Invoice Run Control page will display. 

a. Complete the following run control settings: 

i. Invoice Date Option:  Select “Processing Date”. 

ii. Posting Action:  Select “Batch Standard”. 

iii. Range Selection:  Select “Bill Source”. 

iv. Business Unit:  Enter “JUD##”, where ## is your 2-digit county code. 

v. Source: Enter “LOCAL_REV”. 

b. Click the Save button. 

c. Click the “Bills to be Processed” icon  in the upper right to confirm the number of Bills.  
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i. Click the Return button to return to the Single Action Invoice run control page, and then 

click the Run button. 

 

 

3. The Process Scheduler Request page will display. 

a. Select the AOC_MAIN (AOC Circuit & District Courts) Process Name in the Process List section. 

b. Click the OK button. 
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4. The Single Action Invoice Run Control page will display. 

a. A Process Instance number will display indicating that the AOC_MAIN process has begun. 

b. Click the Process Monitor link. 

 

  



          OTC – End-of-Month Local Revenue Disbursements -Balt City DC 

 

Page 26 of 42 
Last Revised: 02/06/2020 

5. The Process List page will display. 

a. Click the AOC_MAIN process name link to see its sub-processes. 

b. Click the Refresh button until the status of all sub-processes reads “SUCCESS”. 

 

i. Click the BIIVC000 sub-process. 

ii. Click the Message Log link. This number should match the number of bill headers you 

noted from the Billing Interface process; Local revenue (LRV) and interest (INT) bills, if 

any.  

NOTE:  Make sure that “0 bill(s) were found to contain errors(s).”  If there are errors, 

STOP and call the helpdesk. 
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iii. Click the Return button, then the OK button to return to AOC_MAIN. Click the BILDAR01 

sub-process. 

1. Click the View Log/Trace link and select the PDF file. Review the “Load AR 

Pending Items” report to confirm the total # of invoices and amounts. 
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STEP 7: Run the AR_UPDATE Process for Local Revenue – The Request Receivables Update 

process updates each customer’s bills or payments in the AR module. 

NAVIGATION: Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update 

1. The Request Receivables Update Run Control page will display. 

a. Select a Run Control - Search if needed using the “Find an Existing Value” tab or create a new 

one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “LRV” for Local 

Revenue). 

2. The Receivable Update Request page will display. 

a. Enter the following run control parameters. 

i. Group Unit:  Enter “JUD##”, where ## is your 2-digit county code. 

ii. Process Frequency: = “Always”. 

iii. Accounting Date From:  01/01/1900 which is the default. 

iv. Accounting Date To: Enter today’s date. 

b. Click the Save button. 

c. Click the Run button. 
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3. The Process Scheduler Request page will display. 

a. Confirm the ARUPDATE (PS/AR Receivable Update) Process Name is listed and selected in the 

Process List section. 

b. Click the OK button. 

 

 

4. The Receivable Update Request page will display. 

a. A Process Instance number will display indicating that the ARUPDATE process has begun. 

b. Click the Process Monitor link. 

5. The Process List page will display. 

a. Review the Process List to see the ARUPDATE process is running. 

b. Click the ARUPDATE process name link to see its sub-processes.  
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6. The Process Detail page will display. 

a. Click the Refresh button until the status of all sub-processes reads “SUCCESS”. 

b. Click the expand icon  for the AR POST sub-process. 

c. Click the AR POST1 link. 

 

d. Click the Message Log link to review the number of updated transactions.  Take note of: 

i. The number of Transactions selected.  This should match the number of invoices on the 

Disbursement Transmittal Summary you printed earlier (e.g., 13 transactions selected to 

be processed; includes 10 local revenue and 3 local interest bills). 

ii. The number of Transactions rejected.  If there are rejected transactions, STOP and call 

the JIS Help Desk to submit a ticket. 
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STEP 8: Verify Local Revenue Disbursements - Review individual customer accounts. 

NOTE: To view all payments, leave the Customer field blank. 

NAVIGATION: Main Menu > Accounts Receivable > Customer Accounts > Item Information > Item List 

1. The Item List page will display. 

a. SetID: Leave set to the default of “SHARE”. 

b. Unit:  Enter “JUD##”, where ## is your 2-digit county code. 

c. Customer:  Leave blank to view all open items for all customers.   

d. Click the Search button. 

e. Click View All to expand list. 

f. Review the results in the Item List section to ensure the Total Amount is correct, and the 
number of bill in the Item List (blue line) is correct, and that the Entry Reason reads “LRVDS” or 
“LRINT”, as these are the items to be processed. 
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STEP 9:  Create A Refund Worksheet - The worksheet will be used to mark the open items 

(invoices) as refunds so they can be processed by the Request Refund Item process which loads the items into 

Accounts Payable for disbursement.  You will use the Disbursement Transmittal Report, created in Step 4, to 

create the Refund Worksheets. 

NOTE: Click Search to see if there are already existing worksheets before creating a new worksheet.  If a 

worksheet exists, be sure it is completed and do not create another one for this same Customer ID. 

NAVIGATION: Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Update Worksheet 

 

TO CREATE A NEW REFUND WORKSHEET 

NAVIGATION:  Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet 

1. Click the Add a New Value tab to create a new worksheet. 

NOTE: A Refund Worksheet must be created for each customer to receive a disbursement. 

a. Worksheet Business Unit:  Enter “JUD##”. 

b. Click the Add button. 
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2. The Worksheet Selection page will display.  

a. CustID: Enter the customer number from the Disbursement Transmittal Summary report. 

b. Hit the “TAB” key on your keyboard to auto-fill the remaining information. 

c. Be sure the Business Unit field has your JUDxx filled in.  If not, insert it. 

d. Be sure that the Acctg Date: defaults to today’s date. 

e. Click the Build button. 
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3. The Worksheet Application page will display.  Perform the following steps in the order they are listed: 

a. Reason Code:  Enter “LOCAL_REV” in the upper right corner of the page. 

b. In the Item Action section: 

i. Entry Type:  Select “Refund A Credit”. 

ii. Reason:  Select “LRVDS” or select from the look-up list by using the magnifying glass. 

c. In the Item List section, click the View All link if necessary to see all entries for disbursement. 

i. “SEL” - Select the checkbox to the left of Item Balance for ALL of the entries to be 

disbursed, including interest. 

d. Click the Refresh button to auto-fill the Type and Reason fields for each line selected. 

e. Click the Save button. 

f. Click the Worksheet Action link at the bottom of the page. 
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4. The Worksheet Action page will display. 

a. In the Posting Action section, select the Batch Standard option. 

b. Click the OK button. 

c. Click the Save button. 

 

 

d. In order to create the next new worksheet, click the Create Worksheet breadcrumb at the top 2 

times. 
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The 2nd click will take you to this page. 

Select ‘Add a New Value’ tab to create your next Refund Worksheet. 

 

 

 

 

 

 

Note:   Repeat STEP 9 as needed for each customer receiving a disbursement. 
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STEP 10: Re-Run the AR_UPDATE Process for Local Revenue  

NAVIGATION: Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update 

1. The Request Receivables Update Run Control page will display. 

a. Select a Run Control - Search if needed using the “Find an Existing Value” tab or create a new 

one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “LRV” for Local 

Revenue). 

2. The Receivable Update Request page will display. 

a. Enter the following run control parameters. 

i. Process Frequency: = “Always”. 

ii. Accounting Date From: 01/01/1900 which is the default. 

iii. Accounting Date To: Enter today’s date. 

b. Click the Save button. 

c. Click the Run button.  
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3. The Process Scheduler Request page will display. 

a. Confirm the ARUPDATE (PS/AR Receivable Update) Process Name is listed and selected in the 

Process List section. 

b. Click the OK button. 

 

4. The Receivable Update Request page will display. 

a. A Process Instance number will display indicating that the ARUPDATE process has begun. 

b. Click the Process Monitor link. 

5. The Process List page will display. 

a. Review the Process List to see the ARUPDATE process is running. 

b. Click the ARUPDATE process name link to see its sub-processes. 

 

6. The Process Detail page will display. 

a. Click the Refresh button until the status of all sub-processes reads “SUCCESS”. 

b. Click the expand icon  for the AR POST sub-process. 

c. Click the AR POST1 link. 
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d. Click the Message Log link to review the number of updated transactions.  Take note of: 

i. The number of groups selected.  This should match the number of customers on the 

Disbursement Statements you printed earlier (e.g., 4 Groups Selected). 

ii. The number of Items to be processed.  This should match the number of invoices on the 

Disbursement Statements you printed earlier (e.g., 13 Items to be processed). 
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STEP 11: Verify Local Revenue Disbursements – to confirm the LOC Customers invoices no 

longer exist.  If there are still invoices listed, you will need to go back to Step 9, to update or create a refund 

worksheet for each unique customer. Then process Step 10 and Step 11 again. 

NAVIGATION: Main Menu > Accounts Receivable > Customer Accounts > Item Information > Item List 

1. The Item List page will display. 

a. SetID: Leave set to the default of “SHARE”. 

b. Unit:  Enter “JUD##”, where ## is your 2-digit county code. 

c. Customer:  Leave blank to view all open items for all customers.   

d. Click the Search button. 

e. Item List Search Result Totals must be blank. 
f. If there are any open item listed, STOP and call the JIS Help Desk to submit a ticket. 

 

 

  

Search result should now be blank. 
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STEP 12: Load to AP for Voucher Creation – After all items are marked as a refund, the Request 

Refund Item process loads them into Accounts Payable where the vouchers are created and funds are 

disbursed. 

NAVIGATION: Main Menu > Accounts Receivable > Receivables Maintenance > Refunds > Request Refund Item 

1. The Request Refund Item page will display. 

a. Select a Run Control - Search if needed using the “Find an Existing Value” tab.  Our 

recommendation is to use the run control id you created for LRV or Local Revenue. 

2. The Refunds page will display. 

a. Unit:  Enter JUD##. 

b. Load Directly to AP:  Defaults with a check in the checkbox.  THIS IS VERY IMPORTANT. 

c. Click the Save button. 

d. Click the Run button. 

  

3. The Process Scheduler Request page will display. 

a. Confirm the AR_REFUND Process Name is listed and selected in the Process List section. 

b. Click the OK button. 
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4. The Refunds page will display. 

a. A Process Instance number will display, Click the Process Monitor link.  

5. The Process List page will display.  

a. Review the Process List to see the AR_REFUND process is running. 

b. Click the Refresh button until the Run Status reads “Success” and the Distribution reads 

“Posted”. 

 

c. Click the Details link.  Click the Message Log.  

It will list the total number of refund invoices that were loaded to the Voucher Staging tables from where 

the AP vouchers will be created and funds disbursed. 

 

The total number of refund invoices listed should match the TOTAL transactions listed in the AR-UPDATE 

message log you ran earlier. 

 

  

END OF THE LOCAL REVENUE DISBURSEMENT PROCESS  


