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End-of-Month Accounting Process

Prerequisite: End-of-Day balancing must be completed before the End-of-Month Process can proceed.
Refer to “How To: End of Day Balancing”.

End-of-Month Process consists of: Reviewing Check Details, Confirming Payee Details, Printing of
Consolidated Checks, Writ Tax Commission, Form 711, Act 119, and Accounting Reports.

How Check Freezing Works

Checks freeze in the following month when a new cost is brought in for that check. If a filing category
has multiple costs that go into different end of month checks, it will freeze all affected checks. The check
freezing logic sees that a cost is transferred to accounts in a different month than the other costs, this
will freeze the previous month’s check/checks to say Month-MM.YYYY (example June-06.2025) as well
as create a new separate check to accumulate costs for the current month.

Since checks do not automatically freeze when the next month starts. Smaller counties where new costs
might not be brought in for a few days after the start of the new month can manually freeze their checks
by highlighting the check and entering a temporary check number into the check number field in the
entry details.

Checks do not need to be frozen to print out the checks, however, for the Writ Tax Comm. to work
correctly, the Department of Revenue Check and Treasurer’s Check need to be frozen (have a check
number without a printed date)

How to Manually Freeze Check

1. Onthe Accounts Page, highlight one of the consolidated checks, click in the Check No box in the
Entry Details section.

2. Enter “FREEZE” or Month-MM.YYYY in Check No. field.

3. Click Save.

The saved frozen check number will be reflected in the Check # column of the ledger grid.
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Entry Date
09/18/2025
09/18/2025
09/18/2025
09/18/2025

Check # Case Number
5-0014-2025
5-0012-2025

Consolidated....

Consolidated...

Paid To / Paid By
AQPC Financials - Act 119 of 1996
DEFENDANT TEST
P& Dept. of Revenue - Prothonotary Revenue
County of Schuylkill - Prothonotary Automa...

Category
Prothonotary Costs
Miscellaneous
Prothonotary Costs
Prothonotary Costs

Sub-Category

Credit

Debit
% 3.00
% 8.00
£203.25
4 25.00

08/29/2025

Consolidated...

County of E“:huyikm - Treasurer

Prothonotary Costs

£ 409.75 |

05/06/2025
12/19/2024
11/13/2024
10/23/2024

: 2024 SUBSCR....

Teleosoft, Inc.
County of Schuylkill - Treasurer

- County of Schuylkill - Treasurer
- County of Schuylkill - Treasurer

Prothenotary Costs
Prothonotary Costs
Prothonotary Costs
Prothonotary Costs

County Fee (Subsc..
County Fee (Subsc..
County Fee (Subsc..

$ 14.00
$45.00
$45.00
$12.00

-

06/03/2025
06/03/2025

PA Dept. of Revenue - Prothonotary Revenue
ounty of Schuylkill - Prothonotary Automa...

Prothonotary Costs
Prothonotary Costs

$40.75
$5.00

Insert VOID

Print Check Details

($1,737.25)

IR Print
[

Add [ Edit View Save

‘County of Schuylkill - Treasurer

401 N. 2nd Street
Pottsville, PA 17901

Consolidated Entry (Prothonotary Cosis)

Add / Edit View Save

County of Schuylkill - Treasurer

401 N. 2nd Street
Pottsville, PA 17901

C d Entry (Proth

tary Costs)
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Form 711

The Form 711 confirms the totals in the Department of Revenue check.
1. Highlight the previous month’s Department of Revenue check.

2. Click Form 711.

Entry Date Check £ Case Number Paid To / Paid By Category Sub-Category Credit Debit
06/30/2025 MONTH-6.2025 Conzolidated... Pennsylvania Department of Revenue Prothonotary Costs $ 0.00 % 6,970.25 “
06/30/2025} MONTH-6.2025 Consolidatad... County of Lebanon - Prothonotary Automati... Prothonotary Costs $ 0.00 5 1,895.00
06/30/2025 ONTH-6.2025 Consolidated... County of Lebanon - Prothonotary Fees Prothonotary Costs £ 0.00 % 55,610.00
05/31/2025 ADJUST ACCT. 2024 ADJUST Miscellaneous Migration Adjustm... $ 0.00 -z 108.26
05/20/2025 EBT ACCT. 2024 ADJUST Miscellaneous Insufficient Funds/... % 0.00 £1.00

05/12/2025 BT ACCT. 2024 ADJUST Miscellaneous Insufficient Funds/... $ 0.00 £ 13.50

03/18/2024 T ACCT: 2024 MISC Miscellanecus Insufficient Funds/... $ 0.00 % 90.00

05/30/2025 164 Consolidated... Pennsylvania Department of Revenue Prothonotary Costs $ 0.00 5 7,8859.60
05/30/2025 Consolidated... County of Lebanon - Prothonotary Automati... Prothenotary Costs £ 0.00 £1,1565.00
05/30/2025 Consolidated... County of Lebanon - Prothonotary Fees Prothonotary Costs $ 0.00 % 55,295.67
05/23/2025 Consolidated... AQPC - Act 119 of 1996 Prothonotary Costs % 0.00 s 114.00

Page 1

insert VOID [ voID [T Next Check Number: Print Check | Print Check Details SUETETEE IENNCTNUINN
Enable Print Book Bal __| $391.36 |

3. Addlines 4 and 16, this should equal the total of the Department of Revenue Check.

POSTMARK DATE BATCH NO. (EIDM)

(1) D.P.A. Satisfactions, Judgments & OtherWrits . ... _ ... _ . ... 308 x0.50=8 154 50

(2) Transcripts and Appeals ... ... ... ...

{4) Commission (Line 3 x 3%) (0.03) . . _

{5} Net Tax Collections - . o

(6) Divorce Complaint Surcharges ... ... .. Lo L.
(7} Judicial Computer System (JCS¥Access fo Justice (ATJ)
Criminal Justice Enhancement Account (CJEA) Fees. ... ................ 16218 x4025= ... ... 5 652775 I}
[ Line (7} Includes Domestic Relations JCS/ATNCJEA Fee Collections.

{B) Protection From Abuse — PSP Surcharges§ _____ 0.00 + Contempt Fines § 000 5 o.00 i
{9) Protection From Abuse - DPW Surcharges § 0.00_+ Contempt Fines § 000 s oo
{10} Total Met Collections (Add lines 5, 6,7, B AN B) . .. ...\ onee ettt ee e e s £.065.37
BALANCE DUE FROM PRIOR (1) Prothonatary (Subtract) .. ... . ... o..o..o...o..o.. (-)% 0.00
REPORT FOR (12) Commonwealth (Add)} .. ... ... ... + 3 0.00
{13) Prothonatary (Subtract) .. ... ....................... (-)8 0.00
BALANCE DUE AUDIT {14) Commonwealth (Add) ... ... ... ... + 5 0.00

(15) Eamed Interest for the Period From

TS AT LA

4. If adding lines 4 and 16 equals the total of the Department of Revenue check on the Accounts

page, you can apply the Writ Tax and Print the Check (Reference sections below).

If you add these lines and they do not equal, there may be an issue with the state tax being counted.
This issue may occur if the State Tax is divided in increments that are not 25 or 50 cents. Please reach

out to our Support Team so that they can further assist with this issue.

CountySuite Civil Court How To Guide — End of Month Process 5
© Copyright 2025, Teleosoft, Inc. Version 3.0



Writ Tax

After confirming the totals using the Form 711 and both the Department of Revenue and Treasurer’s

checks are frozen, the writ tax commission can be applied on the Department of Revenue check.

5. Highlight the Department of Revenue check.
6. Click the Writ Tax Comm. button.

Entry Date Check # Case Number Paid To / Paid By Category Sub-Category Credit Debit

I 06/30/2025 MONTH-6.2025 Consolidated... Pennsylvania Department of Revenue Prothonotary Costs $ 0.00 £ 6,970.25 “
06/30/2025 MONTH-6.2025 Consolidated... Counjf of Lebanen - Prothonotary Automati... Prothonotary Costs $ 0.00 £ 1,895.00
06/30/2025 MOMNTH-6.2025 Consolidated... Cgfinty of Lebanen - Prothonotary Fees Prothonotary Costs £ 0.00 % 55,610.00
05/31/2025 ADJUST ACCT. 2024 ADJUST Miscellaneous Migration Adjustm... $ 0.00 -z 108.26
05/20/2025 EET ACCT. 2024 ADJ Miscellaneous Insufficient Funds/... % 0.00 £ 1.00

05/12/2025 EBT ACCT. 2024 gBIUST Miscellaneous Insufficient Funds/... $ 0.00 §13.50
03/18/2024

EBT ACCT gZ4 MISC Miscellaneous Insufficient Funds/... $ 0.00 £ 90.00

05/30/2025 1646 ghnzolidated... Pennsylvania Department of Revenue Prothenotary Costs $ 0.00 £ 7,889.60
05/30/2025
05/30/2025
05/23/2025

Cenzolidated. . County of Lebanon - Prothonotary Automati... Prothonotary Costs % 0.00 £ 1,165.00
Conszolidatzd. County of Lebanen - Prothonotary Fees Prothonotary Costs $0.00 $ 55,299.67
Consolidated... AQPC - Act 119 of 1996 Prothonotary Costs $ 0.00 3 114.00

<

Page 1

insert VOID || voID || Form 711 || Act 110 [RTERREROS e e I L™ Balance:[  (5453.19) |
I Writ Tax Comm. | Enable Print Book Balance IW‘

Entry Details

Add | Edit
Payee: |Pennsylvania Department of Revenue | mm
Address: | pa Department of Revenue -

Bureau of Imaging & Document Mgmt Entry Date: 6/30/2025 Debit: $6,970.25
fs O monans e

Memo: ‘Consolidated Entry {Prothonotary Costs) | Check No.: MONTH-6.2025 Credit: $0.00
pesoae ]

7. Confirm that the totals of the Department of Revenue check and the Treasurer’s check changed
based off of the writ tax. (Department of Revenue will be less since Writ Tax is subtracted from

it and the Treasurer’s check will be more since the Writ Tax is added to it).
The Department of Revenue check should now match Line 16 of Form 711.
Additionally, the last page of the Print Check Details will show a line for the Writ Tax Commission.

The Department of Revenue check will show a negative amount and say Writ Tax Commission (Debit).

The Treasurer’s check will show a positive amount and say Writ Tax Commission (Credit).

Faid To / Paid By Category Sub-Category
06/30/2025 MOMNTH-6.2025 Consolidated... Pennsylvania Department of Revenue Prothonotary Costs £ 0.00 $6,965.37 *
06/30/2025 MOMNTH-6.2025 Consolidated... County of Lebanen - Prothonotary Automati... Prothonotary Costs $ 0.00 £ 1,895.00
06/30/2025 MONTH-6.2025 Censslidatad.. County of Lebanon - Prothonotary Fees Prothonotary Costs $ 0.00 $ 55,614.88
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Department of Revenue Check

Prothonotary Costs
Category Total
Act 151 (Divorce) $280.00
JCS/ATI $6,527.75
State Tax $162.50
Writ Tax Commission (Debit) (54.88)
GRAND TOTALS: $6,965.37
Treasurer’s Check
Prothonotary Costs
Category Total
Arbitration Appeal Fee $700.00
Conciliator Fee $3,200.00
County Copier Cost $153.00
County Filing Fee $42,032.00
Mediation Fee $900.00
Passport Fee $6,685.00
Passport Photo Fee $1,840.00
PFA Contempt Fine (County) $100.00
lWrit Tax Commission (Credit) §4.88 I
GRAND TOTALS: $55,614.88
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Act119

The Act 119 report shows the AOPC costs from Custody filings.

1. Highlight the previous month’s Act 119 check.
2. Click the Act 119 button.

09/18/2025 MONTH-9.2025 5-0014-2025 AQOPC Financials - Act 119 of 1996 Prothonotary Costs

06/03/2025 MONTH-8.2025 5-0010-2025 Counpf of Schuylkill - Prothonotary Automa... Prothenotary Costs
06/03/2025 MONTH-8.2025 5-0010-2025 Cghlinty of Schuylkill - Treasurer Prothonotary Costs

[ insert vOID || voID [ Fom 741 [ Act 19 |

Next Check Number: e e Balance:| (5349475 |
[ Preview Enable Print e IW‘

PROTHONOTARY OF TELEOSOFT COUNTY

Bridget I. Miller
Prothonotary

TRANSMITTAL OF FILING FEES
ACT 119 OF 1996

DATE: 10/2/2025

NUMBER OF NEW FILINGS: 3

AMOUNT $24.00

COUNTY CONTACT PERSON: Bridget |. Miller

TELEPHONE NUMBER: (570) 628-1270

Please remit checks to the following address:

AOPC Financials - Act 119 of 1996

AQPC Financial System Unit
P.O. Box 61260
Harrisburg, PA 17106-1260

If you have questions, please call 570-123-4567.

Checks are due no later than the 15th day following the end of the month.

The Act 119 report includes today’s date, the number of custody filings, total amount in the check, the

County Contact Person which defaults to the Protonotary but can be configured to show a different
name, as well as the AOPC contact information.
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Review of Check Details

Before printing a consolidated check, the Print Check Details will show every cost in that check.
To print/open the Print Check Details report on the Accounts page:

1. Click on the consolidated check you want to review.
2. Then, click on the Print Check Details button.

@ CountySuite™ Accounts

Close Deposits | Reconcile Account Maintenance

Prothonotary e
Refresh

272023 | W23 |8

02/21/2023 202300126CY  County of Chester - Prothonotary Fees Miscellaneous $ 0.00 £ 14.00 i
02/21/2023 Comsslidated . County of Chester - Children's Fund Prothonatary Costs $ 0.00 $ 30.00
02212023 Comsclidated . County of Chester - Custody Conciliation  Prothonotary Costs § 0.00 § 120.00
02/21/2023 Consclidated . Pennsylvania Department of Revenue Prothonotary Costs $ 0.00 §834.25
02/21/2023 Comsclidaied..  County of Chester - Automation Fund Prothonotary Costs $0.00 £ 150.00
02/21/2023 Comsclidated . County of Chester - Prothonotary Fees Prothonatary Costs $ 0,00 $ 5,650.50
09/05/2022 CV-2022.0003 Miscellaneous Rent Disbursement § 0.00 $ 1,200.00
09052022 Comclidated..  AOPC Act 119-96 Prothonotary Costs $ 0.00 $ 13.60
01/26/2023 MONTH-1,2023  Comsclidated.  County of Chester - Automation Fund $0.00 £ 120.00
01/26/2023 MONTH-1.2023  Consclidated.  County of Chester - Prothonotary Fees othonota $ 0.00 $2,381.15
01/18/2023 MONTH-1.2023  Consclidated z § 0.00 $ 60.00
09/06/2022 MONTH-12.2022  Consclidated $ 35.00 kS

Add | Edit

AOPC Act 118-96

Financial Systems Unit PO Box 61260 Harrisburg,
PA 17106-1260

solidated Entry (Prothonotary Costs)

The Print Check Details report is divided by filing category. Under each different filing category, you will
see all the cases and the costs from each case that are in that check.
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TELEOSOFT COUNTY PROTHONOTARY

CONSOLIDATED CHECK DETAILS
Paid To
PA Dept. of Revenue - Prothonotary Revenue
Check Mumber: MONTH-9.2025

Appeal’Suspension of Motor Vehicle Inspection License

Case Information Entry Date Category Subl ategory Amount
S-015-2025 (PLAINTIFF TESTS vs. DEFENDANT TEST)
092372025 Prothonotary Costs JCS /AT] 34025
Tautal Appeal'Suspension of Motor Vehicle Inspection License Amount: 540,25
Board of Viewers
Case Information Entry Date Category Subl ategory Amount
5-0012-2025 (PLAINTIFF TESTS vs. DEFENDANT TEST)
0182025 Prothonotary Costs JCE /ATI 34025
Total Board of Viewers Amount: 54015
Civil: Appeals
Case Information Entry Date Category Subl ategory Amount
S-011-2025 (PLAINTIFF TESTS vs. DEFENDANT TEST)
05 16/2025 Prothonotary Costs JCE /ATI 34025
09162025 Prothonotary Cosis State Tax 50.50
S-1012-2025 (PLAINTIFF TESTS vs. DEFENDANT TEST)
09182025 Prothonotary Costs JCS /AT] 34025
09182025 Prothonotary Costs State Tax 5050
S-0019-2025 (Gordan Ramsey vs. TILLY RAMSEY)
0930/2025 Prothonotary Costs JCE /ATI 34025
09302025 Prothonotary Cosis State Tax 50.50
The last page of the Print Check Details report will show the totals of each cost category grouped
together.
Prothonotary Costs
Category Total
Act 151 (Divorce) $280.00
JCS TATY $6,527.75
State Tax $162.50
Writ Tax Commission (Debit) ($4.88)
GRAND TOTALS: $6,965.37
CountySuite Civil Court How To Guide — End of Month Process 10
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Confirm Payee Details

1. Highlight each end of month check and review the Entry Details.
2. |If the payee information is correct, continue to Print Check/Print Consolidated Check sections

below.

Entry Details
Add | Edit

Payee:  |AOPC Act 119-96 | L Add) Edt Category: | | L View L save ]
Address: | Financial Systems Unit A Sub-Category: | |

Lol odo1260 & Entry Date: 9/5/2022 Debit:

Harrisburg, PA 17106-1260 heck i
Memo: |Conso|ldated Entry (Prothonotary Costs) | S Hos l:' et $0100

If the payee information is incorrect:

Click Close on the Accounts page.
Once on the home page, click Contacts.

3. Write the payee name that needs to be corrected and click the magnifying glass to search for
the contact that needs to be to be corrected.

4. Select the contact name and address that needs to be corrected.

5. Correct the contact information — name and address. Then click Save.

@ Coaeﬁygg&}er" TELEOSOFT COUNTY PROTHONOTARY OFFICE Olivia Kalinowski | Home | Help &

Search for a Case Hide Advanced Options

Full Name Address Warrant

AOPC Financials - Act 119 of 1996 AQPC Financial System Unit, P.O. Box 61260, Harrisburg, PA 17106-1260
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CountySuite™ CONTACT DETAILS Olivia Kalinowsk | Home | Help &

Close

Save As New | Delete | New Save

AOPC Financials - Act 119 of 1996 p

AOPC Financial System Unit Remove | New

P.O. Box 61260 Government

Harrisburg

PEANSYLUANIA

Clear Screen

6. Go back to the Accounts page, the user should now see the corrected payee information after
highlighting the end of month check.
7. Now that the payee information is correct, continue to Print End of Month Check section below.
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How to Print End of Month Checks

After verifying the check totals, the user can print their end of month consolidated checks.

Confirm that the Next Check shows the correct check number before printing it. The Next Check Number
shows the next available number after the current highest printed check number.

If the user does not see the frozen checks, the user will need to search for the checks by unchecking the
box “Show Only Unprinted Checks (and the last 5 printed checks)” and checking the box next to “Show
Only Entries that match this Search Criteria”. The user can type the check number of “Month” to find all
the frozen checks or type the payee name, then clicking the Refresh button.

Account Ledger I Closed Accounts  Account: |1—0peraling

how Only Unprinted Checks (and the last 5 printed checks)

how Only Entries within this Date Range:

From: | 2/19/2026 v| To:| 211912026 v l

| Search: [Month-1.2026] I

1. Select the check that you would like to print on the Accounts Page.

how Only Entries that match this Search Criteria:

Account Ledger | Closed Accounts  Account: | 1-Operating V|
Fdshow Only Unprinted Checks (and the last 5 printed checks)
[_Ishow Only Entries within this Date Range: From: | 2/19/2026 v | To: | 2/19/2026 v |
[Ishow Only Entries that match this Search Criteria: Search: | |

Entry Date Check # Case Number Paid To / Paid By Category Sub-Category Credit Debit
02/17/2026 Consolidated... PA Dept. of Revenue - Prothonotary Revenue Prothonotary Costs £ 0.00 £ 203.75 =~
02/17/2026 Censolidated. . County of Schuylkill - Prothonotary Automa... Prothonotary Costs $ 0.00 $ 25.00
02/17/2026 Consolidated... County of Schuylkill - Treasurer Prothonotary Costs £ 0.00 % 416.75
02/10/2026 5-0011-2026 Teleosoft, Inc. Prothonotary Costs $ 0.00 $ 10.00
02/10/2026 S-0011-2028 AQPC Financials - Act 119 of 1996 Prothonotary Costs $ 0.00 % 8.00
09/30/2025 5-0020-2025 JOHN SMITH Miscellaneous Refund $ 0.00 $ 23.00
09/25/2025 5-0018-2028 JAME SMITH Miscellaneous Refund $ 0.00 $ 5.00
09/18/2025 5-0012-2025 DEFENDANT TEST Miscellaneous Refund $ 0.00 $ 8.00
12/19/2024 ACCT: 2024 SUBSCR... County of Schuylkill - Treasurer Prothonotary Costs  County Fee (Subsc.. £ 0.00 £ 45.00
11/13/2024 ACCT. 2024 SUBSCR... County of Schuylkill - Treasurer Prothonotary Costs County Fee (Subsc... $ 0.00 £ 45.00
01/30/2026 MONTH-1.2026 Consolidated... County of Schuylkill - Treasurer Prothonotary Costs $ 0.00 % 908.25 I

—— —— - —_— _— - - _— - - — ————
Page 1

insert VOID || voIiD |[Form71a|[ Act11a [NTae e Print Check || Print Check Details [0 5]

[ Preview

Enable Print

Book

e | ($2,866.25) |

=| ($2,076.75) |

2. Once the check is highlighted, click “Enable Print”. This is a safeguard to avoid printing the
consolidate check during the month.

Prothonotary Costs

01/30/2026 MOMNTH-1.2026 Consolidated... County of Schuylkill - Treasurer

insert VOID || voID || Form 711 || Act11a [N et o Print Check | Print Check Details [0 ;5

[ Preview Enable Print

Book Bal

$0.00

$ Igoa.zs | .

Page 1

e | ($2,866.25) |

a: | ($2,076.75) |
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3. Click “Print Check” button.

01/30/2026 MOMNTH-1.2026 Consolidated County of Schuylkill - Treasurer Prothonotary Costs $ 0.00 £ 908.25 |
insert VOID )| voID [ Form 711 [ Act 110 [RTee o s o8 IR | Print Check | Print Check Details -5 o o IS N |
[ Preview Book Balance:[ (5207675 |

4. |If the Check is frozen, you may receive a warning pop-up of “This check has already been
printed. Are you sure you want to print this check. Click “OK”, this will open the pdf with the
Check information.

I app-pm.training.ts.countysuite-azuregov.us says

This check has already been printed.

Are you sure you want to print this check again?

5. After clicking Print Check, the Next Check Number will get assigned to the highlighted check and
today’s date will get added as the Printed Date. Additionally, a pdf version of the check will open

i

0

c

in a new tab.

27 Mar 2023

AOPC Act 119-96 13.60

THIRTEEN AND 60/ 100 ===

AOQPC Act 119-96
Financial Systems Unit

PO Box 61260

Harrisburg, PA 17106-1260

Payee Name: AOQPC Act 11996 Date: 27 Mar 2023
Memo: Consolidated Entry (Prothonotary Costs) Amount:  13.60
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Accounting Reports

1. Click Accounts.
2. Click Reports

On the Accounting Reports page, the user can switch between the county’s different bank accounts
(including User-Defined accounts, which are separate bank accounts that are created for particular
cases).

@ | CountySuite™ ACCOUNTING REPORTS Olivia Kalinowski | Home | Help | 4*
L,_ CIVIL COURT
Account
Closed Accounts 1-Operating
System Accounts
Receipts
1-Operating
Disbursements 2-Escrow
User Defined Accounts
Costs
S-0014-2026-Trust (UDA)
Escrow S-0038-2025-Trust (UDA)

Some helpful reports for the end of month are Deposit Ledger, Receipt Ledger, Receipts Voided, and the
Checks Written.

The user can click between the different sections to see additional available reports.

The user can modify the dates to pull the results for those dates. Each section’s dates default to the
Start Date being today’s date 12 am and the End Date being today’s date 11:59 pm.

CountySuite™ ACCOUNTING REPORTS Olivia Kalinowski | Home | Help | &
I CIVIC COURT
Account
Eleediconp 1-Operating v
Receipts v
From Date To Date
Between this date range 10/03/202500:00 f) | 10/03/20252359 £
Depo edge Show Deposits made during the date range
CountySuite Civil Court How To Guide — End of Month Process 15
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Receipts ~
Disbursements v
From Date To Date
Between this date range 10/03/2025 00:00 [ | 100320252359 (3
List all Checks Written during the date range
CountySuite Civil Court How To Guide — End of Month Process 16
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