
Revenue Distribution Summary 

Refer to Court’s Accounting Manual, Section 03-06.00 Revenue Reporting.  District Courts should submit 
the Revenue Report/Deposit Slip Reconciliation report along with the computerized Revenue 
Distribution Summary (formerly DF-55) to the AOC Finance Department weekly with verification of 
deposits for that week. The reports should be received by Thursday for the previous week ending on 
Friday.  At the end of each month, a report should be prepared for the last Saturday through the last day 
of the month. A second report should be prepared for the first day of the new month through Friday. 
Month end reports must be submitted for all journals closed. NOTE: If the last day of the month is not 
Friday, there will be two sets of reports required for the week - one for the last days of the previous 
month and one for the first days of the new month.  

 

 

 

 

 

 

 

The District Courts should transmit the weekly report electronically followed by the scanning of the 
report, deposit slips and credit card batch settlement reports, and reconciliation sheet to the shared “R” 
drive. Do not electronically submit a report the day prior to a holiday, as it will not be transmitted.  

If a court site is more than 2 weeks behind in their submissions, they are to email AOC Finance 
Department (cc Clerk of Court and TCE) as to the particular situation. When funds can’t be submitted to 
State Finance on a monthly basis, credits to budgets (special search/dedicated credits) are not 
appropriated timely. 

 

 

 

 

 

 

 



The following provides instruction for running/submitting the Revenue Distribution Summary in CORIS: 

Information > Reports > Revenue > Revenue Distribution Summary. 

 

 

 

This will take you to the Revenue Distribution Summary Screen.  Fill in the Journal start date and the 
Journal end date.  Make sure the Report Ending Date is showing as a Friday or the end of the month.  
Then Select the Search button. 

 



On the bottom of the screen is a “Save As” button.  If you select this you have the options of sending it 
electronically (to the AOC) or saving it as a PDF in order to print the report. 

 

If you submit more than one district, you can select another district location while on this same screen. 
Select the dropdown box under Location and select the new district office you need to submit.

 

 


