Reconciling the District Trust Account using CORIS - As of September 2010

The Trust Reconciliation Screen is located off the Accounting Menu,
— Bank Account Management
—select Trust Account Reconciliation

Depending on the size of the site, this can take a few minutes to load.

Note: You must be given access rights to this area. Technically only those reconciling should be
allowed access. Accountants/deposit entry clerks should only have access to the Deposit

Adjustment area.
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The Bank Reconciliation Screen automatically gathers credit card receipts, refunds, issued
checks, and NSF transaction reversals. The deposit slip information and deposit adjustments
must be entered in the appropriate screen in order to be captured here.

Begin by entering the “Through Journal” range FIRST, which is the last journal for the month
(should be the same as on the Trust Account Summary).

[T Bank Reconciliation

2nd Distrct - Farmington

Through Jounal | 2g0710% ﬂ CR Dffset (Monthly) 135,573.90 Other Transfers

DR Dffset (Monthly) 81.898.29 Outstanding Bank Adj

Cleared Balance 57.941.02 Difference -4 255 41 Statement Ending Balance

Bank Statement

Selected Amount Total Deposits Selected Amount
Deposit/Bank Credit 91,965.93 | 227.539.83| Checks/Bank Debits 149,906.95 Print Check Listing |
Cleared Journal ID Trans Date Amount Descr™|| Cleared JournalID Trans Date Amount Check #  Descripl A
¥ 2007097  06/23/2007 $6011.54 Depor v 2006210 11/01/2006 $290.00 26309 Check
Vo 2007038 0572172007 28000 CCDe ||~ ogpgp16 11/09/2006  $300.00 26353  Check
v 2007098 06/23/2007 $621.31  Depo:
v 2006219 1111542006 $30.00 26371 Check
¥ 2007099 05/22/2007 $38.00 CC De
W 007100 0542272007 41071588 CC D« [ 2006222 1172042006 $50.00 26395 Check
v 2007100  05/23/2007 $655.00 CC De [ 2006230 12/01/2006 $78.29 26425 Check
e 2007100 05/25/2007  $10350.00  Depo: ™ 2006234 127072006 $131.65 26457  Check
¥ 2007101 06425/2007 $1094.42 Depor
v v
< 3 L4 i
Clear Deselect All Fimish Later Reconcile Detail Exit

Clearing checks off next provides a grand total which can be compared easily to the bank
statement to ensure all were selected.

Next clear off deposits or enter the “CR” and “DR” figures from the Bank Net Transfer sheet
sent from the AOC Finance Department. Any amount in the difference field must be
determined.

You can select ‘finish later’ at any point during the reconciliation process (a form of saving).
Unfortunately, leaving this screen will erase the through journal, CR & DR totals as well as any
Outstanding bank adj figures which need to be re-entered to continue.



Generally speaking, only the transactions that occurred during the ‘through’ journal period will
appear. Transactions that don’t have a journal ID assigned (like NSF, Bank Adjustments) will
appear on the screen regardless of the ending journal range requested. These should be ignored
until they are actually noted on the bank statement.

To see more detail of an entry, highlight it and select the ‘DETAIL’ button at the bottom of the

screen.

T Bank Reconciliation

Through Journal

DA Offset (Monthly]

2nd District - Farmington

CR Oftset [Monthly]

Other Transfers

Outstanding Bank Adj

Cleared Balance 57941.02| Difference Statement Ending Balance
Bank Statement
Selected Amount Total Deposits Selected Amount
Deposit/Bank Credit 91,965.93 | 227.539.83( Checks/Bank Debits 149,906.95 Print Check Listing |
Cleared Journal ID Trans Date Amount Desci”|| Cleared Journal ID Trans Date Amount Check ##  Descripl &+
W 2007097 0542372007 $6011.54 Depo v 2006210 1140172006 $290.00 26309 Check
Voo 2007038 052172007 28000 CCDe ||~ onogyip 11/09/2008  $300.00 26353  Check
W 2007098 05/23/2007 $621.31  Depo
v 2006219 1141542006 $90.00 26371 Check
W 2007099 0b/22/2007 $38.00 CC D¢
v 2007100 05/22/2007 $10215.88  CC De 2006222 11/20/2006 $60.00 26395 Check *
W 2007100 0542372007 $650.00 CC D¢ r 2006230 1240172006 $78.29 26425 Check
Voo 200700 05/25/2007  $10350.00 Depor ||~ onogy34 12/07/2008  $131.65 26457  Check
W 2007101 0542572007 $1094.42 Depo
W W
£ ¥ £ b
Clear Deselect All Finizh Later Reconcile Detail *‘ Exit




Detail of a check:

TT Transaction Detail/Distribution

Transaction [20062220070 | Date [11/20/2006 Cashier Transaction Amuunt
Supervisor I:I

[~ Bail [~ Bond [ Trust
| Pavee [SHOPKO. |

Payment Types [~ Fine [ Fee

Payor |

Cash Amount

[ 1
Check Numhel Check Typel:l
Hon-Cash Amount l:l Note Trust Payout

Credit Amount l:l

Check Amount

Card Amount

Transfer Amount l:l

Revenue Distribution Trust Distribution

Credit Case Distribution Case
Amount Description Amount Humber Amount Priority Description Number
4927 1 Restitution 061700906
073 1 Interest on Rsti 061700906

: Print Duplicate Receipt

Deposit Entry Detail:
Deposit preparers enter this information from the Deposit Processing Screen. A difference
generally requires a corresponding deposit adjustment entry.

[TIT Deposit Processing

Filings Links History Toolbox  wWarnings Journal Cash Count!  Print Index!
Joumnal [EIIFIEE J ~ Trust Deposit Shp
P Date [2007-05-23 10:18| Joumnal [2007097
Summary Clesrk |lindak Cumrency $|218.00
Tender Journal totals Deposit Slip ”
Cun/Coin $ |2zu.uu | $ |21 8.97 | _Delete Check |
Check $[579257 | $[5.79257 | Checks: memo amount
see tape |$| $5,?92_5?|
Electronic Xfer % |0.00 $|0.00
Transfers $ |0.00 % |0.00
Conections $ ||]_|]|] | % [0.00
Totals $ |5,u12_5? | $ |5,n11_54 |
] Total number of checks: 1
Difterence 3 ‘ Total checks amount: $5.792.57
Mote is mandatory if there iz a difference on totals Xfer to Revenue $%
Moteg |Credit card transfer-trust to revenue Corrections $
Yoid Slip Print Slip ‘ E xit |




REFLECTING DIFFERENCES

Permanent adjustments entered by the deposit preparer are reflected as a Deposit Adjustment.
These consist of transfers AOC Finance process that are often requested by the accountant which
are reflected on the bank statement as “PC Book XFER.” Because the original deposit was not
correct, an entry is required to make the deposit for that journal complete.

A common difference which requires a bank adjustment is a split credit card. For example, a
credit card charge for $25 was reflected on the trust batch settlement (report #122-02), yet only
$23.97 was needed in trust. The deposit preparer reduced the trust deposit slip the difference of
$1.03 to move to revenue and enters in the Deposit Processing Screen exactly how the deposit
slip was submitted.

CORIS will automatically only reflect the amount needed/receipted ($23.97). Therefore a bank
adjustment of $1.03 is required to correctly reflect the journal’s overall deposited amount. In
other words, the totals for this journal must equal $6,036.54

Trust 1} .a0 o0 .ag .og .00
Total i} .an i) .ng .ng .00
Cashier Totals: Revenue 4z 42500 787,80 1216, 50 E23.67 1740.17
Trust 4 2z0.00 E73z_57 6012, 57 z23.97 603654
Total 46 64900 GE80.07 TEER.07 547 64 TTE. 7L

[T Bank Adjustment

Account Type
{ &

Bank Account Number: 019 00945 5

Adjustment Type: [Deposit [~]

Inciease/Decrease: [increase [~
Adjustment Amount:

Description: 2007097 credit card batch shows $25

Exit




Temporary or bank error type adjustments are entered by the reconciler on the reconciliation
screen which do not PERMANENTLY effect or change CORIS. These include bank fees, or
checks cleared for the wrong amount. Figures entered in the “Outstanding Bank Adj” or “Other
Transfer” field, are not saved in CORIS. These fields assist the reconciler arrive at a zero
difference. In essence, most of these are errors that will eventually be fixed by the bank or in a
future month in CORIS. The corresponding detail for the adjustments are to be fully explained
on the Trust Reconciliation form (excel sheet). One example of this is if a check cleared that was
previously voided.

An unique example of this “temporary entry” is warranted when IBA money is being transferred
back to the local trust account. The entire amount transferred includes interest that was entered
through the cashier screen as a non-monetary transaction. Since this amount plus the principal is
in already in CORIS at the time of the reconciliation, we do not want to make an official deposit
or bank adjustment recording this amount. For reconciliation purposes you are just wanting to

‘record/account’ for that amount in the “Other Transfesk field below. The same procedure
applies when needing to reflect money coming out of the local trust account to the newly opened
IBA Account.

e
FIRST DISTRICT - Box Elder
Through Journal CR Offset (Monthly) Other Transfers
DR Offzet [Monthly) Dutstanding Bank Adj 200.00
Cleared Balance -17.704.29 Difference -17.904.29 Statement Ending Balance
Bank Statement
Selected Amount Total Deposits Selected Amount
Depozit/Bank Credit 4.321.50 | 4.321.50( Checks/Bank Debitz 22.025.79 Print Check Listing |
Amount Tranz Date Joumnal ID Description = | Cleared Check # Amount  Joumal ID Trang Date Descripl
$500.00 0150252009 20090M Deposzit r 17A $£107.00 Zoos018 01/29/2008 Check
$a0t s ielEallE N0l Deposk ™ 11788 $1132.00 2008092  05/13/2008 Check —
$504.50 030372009 2009004 Depozit Bank
‘. ¥ 11850 $1500.00 2008245 12/30/2008 Check
$650.00 01A1372009 2009008 Deposzit
$300.00 01/14/2009 2009009 Deposit ¥ 11851 $2655.00 2008245 12/30/2008 Check
$300.00 01A15%F2009 2009010 Depozit M 11852 $1850.00 2008245 12/30/2008 Check
$391.50 01/16/2003 2009011 Deposit M 11853 $300.00 2008245  12/30/2008 Check
$188.10 01A15F2009 2009012 Depozit
b -
4 | > 4| | »
FPrint Recon Date | Clear | Deselect All | Finizh Later | Reconcile | Detail | E xit |

Once the “difference field” reflects ‘zero’ you are finished. Click on RECONCILE and print off
all reports. (See page 8 for examples)

The Print Recon Date button allows you to reprint prior reconciliation reports (of cleared checks
only-you can’t recreate the outstanding check list). In order to print this you must know the date
the reconciliation was performed. Submit all reports with the other required documents with your
reconciliation to AOC Finance.



Occasionally (especially in the beginning) you may find deposit adjustment entries that were not
necessary or performed in the wrong direction. In order to clear these off, another deposit
adjustment must be entered in order to offset so it can be cleared off.
It is important to ensure what is on your screen is fairly current. This also means informing the
trust check writer when checks are stale dated. (Note: Due to the timing of how journals are
ended(closed) problems have been detected if a “void” is performed the first two days of the
month. Just as it has been suggested that the check writer not write checks the last day of the
month (to minimize the outstanding check list) it saves time reconciling if the voiding of checks
are not performed the last day of the month.)

Every deposit adjustment and detail is reflected on the CORIS Trust Check Register report. The
register also depicts an “R” by items that were reconciled. Deposit adjustments and the reason are
also available from this report. Unfortunately this report does not provide a running trust check
register total, but is no longer needed to reconcile the trust account to CORIS.

| T Display - Trust Check Register Report (trchkreg.1796)

File Search

=121 x|

Check Nuwber Date

4TH DISTRICT COURT - OREM
Trust Check Begister
1z/01/2008 - 1Z/731,/Z008
(Journalis) Z00822e - Z008247)

Check Awmount Deposit,/idj Awt Pecon Trans/Case # Payee/Type of Trust

Case Amount

Bank Adj lz/01/Z008

CC Deposit lz/01/z008

Deposit 1Es02/z008
Deposit 1EZ/03/2008
Deposit 1Z/04/z008
24100 1270472008
E24101 lz/04 /2008
Z410E 170472008

Printed: 0Zf27/0% 16:18:11

Check Book Balance:

—zZ3Z._00 2 2008225 nancykd: Deposit Eank Adjust
Iid not hawve enough cash to cowver a split check,

1zZ.00 I ZO0SEEE 1

Check Book Balance:

1,555.78 )2} ZO00BEEZE 1 nancykd

Check Book Balance:

1,.130.00 I ZoogzzE? 1 nancykd

Check Book Balance:

Z0o_oo E Z00szzs 1 nancykd

1,.382_00 23 Z008zz90058 4TH DISTRICT COURT - OREM

27 E Center, Orem UT 24057
OSEE0ZZES Eail/Bond Forfeiture

273,00 23 EO08EE290059 ELLIS, SANDEA E
£1 LAGUMA WISTA CIRCLE, STERLING UT 24865
041201566 Bail fBond Refund

Z7E.00 L Z002Zz300&80 STAUFFER, PATRICE
EZ& EAST 300 20UTH, OREM UT 24037
07EE00404 Eail/Bond PRefund

Page 1

Check Awmount Deposit,/idj Awt Pecon Trans/Case §# Payee/Type of Trust

—lo0.

1,455,

2,645,

1,382,

273

zZ7E.

clerk

oo

7a

78

uls}

oo

uls}

Case Amount

will email Brian to move $2



limeme Reconclisd on

TTH DISTRICT COURT- MONTICELLD

The first report printed is what was cleared. The second is the outstanding check list.

Deposits meconclisd

.Jdoumal#  Check# DepiCheck Date Amoordt  Descipllon
2010126 OTAOS2010 250.00 Cradit Dapokit
2010125 O7I082010 100.00 Druparsit
2010128 oFa2010 100.00 Drepcesit
210127 OFOB2010 B0.00 Deposit
2010130 oFM 2010 100.00 CwpoEit
2010131 T ¥2MD 50,00 Cowdit Doposit
2010132 UFASZH0 10000  Depash
2010135 0722010 20418 Depoak
2010137 OT2e2010 BO.00 Daposh
2010138 or2Tr2oi10 260,00 Deposk
2010140 or2Tzoio 1,162,822 Craciit Daposdt
2010440 07282010 BIEE5  Daposk

Total Depoaits reconclisd 3304.73
Chacks reconciled
Joumal # Check# Dep/iCheck Date Amount  Daseriplion
2010102 122583 0812010 177 Check
20104102 12254 B0/ 2010 5,000.00 Check
2070112 12289 0E16/2010 3606 Check
2010112 12301 0E16/2010 7.00 Check
2070112 12302 OS50 10 2,855.00 Chack
2010112 12303 GaME2010 100000 Check
20412 12304 DBMER2D10 =2E0.00 Check
2010124 12317 OFO2010 1E6.11 Chesk
201024 12318 oroirzo10 D32 Chack
2010124 12318 oroirz0i0 24.08 Check
2010124 12320 Q70120 20000 Chesk
2010124 12321 o120 100.00 Check
200124 12323 70120 2224 Chack
2010124 12326 70120 6TE Check
2010124 12327 OTr2010 arn Check
200133 12328 07 ER2MD E000.00  Check
233 12329 v 62010 186.36 Check
2010132 123350 oFrMef2010 T.6T7 Check
2010133 12331 o200 100.00 Check
200133 12333 072010 14.05 Cheek
Total Chacks raconoiiod 16,083.41
P 1 of 1



Outstanding Checks
TTH DISTRICT COURT- MONTICELLO

Jonamal 1D Transacthon Dats Amount  Check
2007187 FONR00T 3188 11872
2008085 D5MS2008 $3950.00 12040
2009224 12/0142008 55814 12215
2008224 12012008 4988 12218
20124 OTD12000 18311 12308
20124 oTAD2010 30,33 12307
200124 [pd iR Frlng ] SoaBs 12308
2010124 Q71200 1200.00 12206
miai2a aroR20i0 5100.00 12310
10124 armiR2onig 527.76 12311
2010124 armiR20i0 522 24 12312
210124 aror201a 524 22 12313
2010124 Q720140 3578 12314
2010124 4702010 1 1235
2010124 oTode01g §8.70 12318
2010124 7042010 $27.78 | o]
2010124 Groiran1e $2422 p v |
2010124 OTIO12010 341230 12324
2010133 OTHERD1Q $35.8% 132
2010133 OTHER2D1D F250.00 13234
20610135 CTHERD1D 25000 12235
Check Tolal $6,188.74
Grand Total $5,186.74
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