Process to ‘update’ CORIS with checks written by the County

Once the check(s) or copies are received from the county, the check writer shall review the case to
ensure the check is authorized and written to the correct payor. The clerk will then record the check
information into CORIS Trust Check Processing Screen.

From the Primary Menu,
Select Accounting
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http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-09%20Contract%20Court%20Sites/03-09%2001%20Forms%20and%20Instructions/Contract%20process%20to%20update%20CORIS%20with%20true%20check%20numbers.pdf

Select the Trust Checks Available to Write Screen
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Select those cases that the county wrote checks for
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Once selected, click on “Issue Checks” and a batch is created. Remember the batch number and select

exit.
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From the Trust Check Processing Menu, select Print Checks
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Enter the batch number just created

Check Number Processing

Select a Batch number: 259 N
Payee Name Check Amount Check Number
Fillmore City $250.00 | |
Fillmore City $125.00 | |
Mouse Roger $500.00 | |
Utah County $50.00 | |

Enter Exit

In the check number field type the check number as it appears on the check

Check Number Processing
Select a Batch number: |259 N
Payee Name Check Amount Check Number
Fillmore City $250.00 [15466 |
Fillmore City $125.00 [15467 |
Mouse Roger $500.00 [15468 |
Utah County $50.00

Enter Exit

Once all check numbers are entered, select ENTER not Exit.
A message will appear that the tables are updating.

Once CORIS is updated, the cashier receipts actual checks and/or informs the county the checks can be
release checks.



