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What’s New
What’s New in this Release
Version 2011 is the newest release of the Account Distribution Payment Proration module for Revenue Plus 
Collector System and includes the following new features and enhancements.

Enhancement

Distribution View Charges and Adjustments

Modifications have been made to the Miscellaneous screens to allow for dollar amounts up to $999,999,999.99. Dollar 
amounts over this amount display without commas (for example, $10,000,000.00 displays as 10000000.00).
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Account Distribution
Payment Proration

Account Distribution/Payment 
Proration is used by government 
agencies to distribute fines and 
other payments among different 
funds and programs that are called 
“facilities”. This system 
accommodates either the equitable 
loss method or the limited 
component method for prorating 
the distribution of installment 
payments. The assigned amount 
can be spread over several funds 
and programs when new accounts 
(debtors) are added. These 
amounts can be viewed from the 
Account Update, Collector, or Post 
screens. Payments can be applied 
to any funds or programs.
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Introduction
In the Account Distribution Payment Proration Module, interest is assigned to an Interest Facility that is 
defined during module installation. In addition to the default Interest Facility, a separate interest facility can 
be defined for each client.
During installation, your agency may select a Miscellaneous Client field to store a Multiple Interest Facility 
code. If a client requires a separate interest facility code, that facility code may be entered into the 
appropriate Miscellaneous Client field for that client. 
As the distribution of funds processes, the interest is assigned to the Interest Facility defined in the 
Miscellaneous Client field. If the Miscellaneous Client field is empty, or has not been defined, the default 
Interest Facility is used.

Loading Facility Information
Facility information can be added to the system using the Data Flow Manager (DFM). For more information on 
DFM, refer to The Revenue Plus Collector System User Manual, Chapter 9, Section 3. 

To load Distribution/Proration information using DFM
The first record of the DFM file serves as the indicator where data will be stored. D represents Distribution. 
The import file must always start with D1.1 followed by D2.1. Additional entries must be in sequence. Refer to 
the following example:

Note: Facility information can only be added using Data Flow Manager (DFM) when it is added with a new 
account.

Main Menu
The Distribution Menu contains update routines and utilities that control the system’s automatic processes 
and functions. 

To open the Distribution Menu, from the Master Menu select Special Routines > Distrib/Proration. 

D1.1 D2.1 D1.2 D2.2 D1.3 D2.3

Fac Code Amount Fac Code Amount Fac Code Amount
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Update Payment Exceptions
Use this option to override payment priorities for individual accounts. Payment exceptions can change the 
order in which payments are applied to a particular facility code. 

1. In the Distribution/Proration Menu select Update Payment Exception. 
2. Enter the account number and click OK.
3. Enter a facility code to enter a payment exception and click OK. Type D to view a list of facilities.
4. In Payment Exceptions select Add, Update, Delete, or File.

5. In Exception Types choose the type of selection for the facility code. 

6. If Type 1 is selected enter the fixed dollar amount in the payment application screen.
If Type 2 is selected enter the percentage of payment in the payment application screen.
If Type 3 is selected the payment application screen does not appear.

7. After all payment exceptions have been entered or updated press the pound sign (#). At the OK 
to File? prompt press <Enter> to file the changes, type N to exit without saving the changes you 
made, or type a slash (/) for the previous prompt.

Update Violation Code Table
Facility codes represent the ledger accounts, funds, and programs to which a fine or payment is distributed. A 
single fine or payment can be distributed to many facility codes. When entering new accounts, you need to 
enter each facility code that the fine or payment is disbursed to. When entering several accounts, this can be 
a time consuming task.
The Violation Code table stores the facilities usually associated with a particular violation, this becomes the 
violation code. A violation code is a timesaving device that eliminates the need to enter each facility code 
when entering an account, instead you enter the one violation code.
Each violation code table can have up to 30 facility codes stored on it. The facilities are processed in a top 
down priority. When creating a violation code, it is important to plan the order in which you enter the facility 
codes as this is the order in which the fines and payments are distributed.
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Create a violation code
1. From the Master Menu, select Special Routines > Distrib/Proration.
2. Select Update Violation Code.
3. Type a name for the violation code in the Violation Code field.
4. Type a code to identify the violation more specifically in the Agency Code field. This could be the 

name of a municipality or department. 
- or -
Type SPLIT in this field if you intend to split any of the charge assignments.
The Agency Code field may also be left blank.

5. Type the code for a facility in the Fac Code field.
A facility is a fund, ledger account, or program that a fine or payment is distributed to. A facility 
must be set up on the system before you can enter it in the Violation Code table. For more 
information, see Update Facility Codes.
The facility code description automatically displays in the Description field. You cannot update this 
field.

6. Type one of the following codes in the Type field. The code determines how charges are 
distributed to the facility.
The following are the type codes available if you leave the Agency Code field blank, or make any 
entry other than SPLIT.
 $ - Fixed dollar amount. Follow this with an entry in the Amount field. See step 7.
 P - The amount of the violation is multiplied by a percentage and added to the total due. Use 

this when the facility is adding an additional penalty amount. Follow this with an entry in the 
Penalty Assessment % field. See step 8.

 F - Entire remaining base fine amount goes to this one facility. Any facility codes preceding 
this one in the table with a type $ and a Y in the Related to Fine column are subtracted from 
the base fine amount first.

The following are the type codes available if you enter SPLIT in the Agency Code field.
 $ - Fixed dollar amount. Follow this with an entry in the Amount field. See step 7.
 S - Deal the remaining charge amount in a split manner. Follow this with an entry in the 

Percentage Assessment Split field. See step 8.
 C - Use a calculation to determine the charge amount. The calculation formulas must be set 

before using this type. See Violation Formulas. Follow this with an entry in the Related to Fine 
column. See step 9. 

 % - The amount of the violation is multiplied by a percentage and added to the total due. Use 
this when the facility is adding an additional penalty amount. Follow this with an entry in the 
Penalty Assessment % field. See step 8.

 Z - Use only with S or %. Deal out the fixed fees after the ‘S’ or ‘%’ dealing.
7. Type an amount in the Amount field. This figure can mean two different things:

 To add a fixed amount to a fine, enter the amount here.
 To allot a fixed amount of the fine to this facility, enter the amount here. Follow this with a Y 

in the Related to Fine column. See step 9.
8. Make an entry in the Percentage Assessment column if you typed P or S in the Type column.

If you typed P, this column allows you to add percentage penalties to the original fine amount.
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 A facility on this violation must have an F in the Type column.
 Enter the percentage of the violation amount to be added. Enter the percentage as a decimal 

(ex. enter .10 for 10%).
 Amounts are rounded up to the next $10 before the calculation is done.

If you typed S, this column splits the amount proportionately between two or more facilities.
 No facility on this violation can have an F in the Type column.
 Enter the percentages to divide among the facilities, being careful that the entries in the 

column total 100%. Enter the percentages as a decimal (eg. enter .10 for 10%).
9. Type Y in the Related to Fine column to allot the fixed figure in the Amount column to this facility 

without increasing the total amount of the fine.
Otherwise, leave this field blank to add the figure in the Amount column to the fine.

10. Repeat steps 5-9 for each facility code. After entering the last facility code, press Enter at a blank 
line or enter a pound sign (#) at any field to save this violation code.

Update a violation code
1. From the Master Menu, select Special Routines > Distrib/Proration.
2. Select Update Violation Code.
3. Type the name of an existing violation code in the Violation Code field.
4. Type the agency code associated with the violation code in the Agency Code field.

The screen displays the facility codes associated with this violation code.
5. Update the facility codes:

 Modify the type, amount, or percentage of a facility code.
 Add a new facility code.
 Delete a facility code. Type D in the Facility Code field of the line to delete.

6. Type a pound sign (#) in any field to save the screen.

Delete a violation code
1. From the Master Menu, select Special Routines > Distrib/Proration.
2. Select Update Violation Code.
3. Type DEL in the Violation Code field.
4. Type the name of the violation code to delete in the Violation Code field.
5. Type the agency code associated with this violation code in the Agency Code field.
6. Click Yes at the confirmation prompt.
7. Click OK.

Update Facility Codes
Use this option to add and change facility codes. Facility codes represent the ledger accounts, funds and 
programs to which a fine or payment is distributed. Once a facility code is set up, it may be entered in the 
violation code table.

1. In the Distribution/Proration Menu, select Update Facility Code.
2. Enter a new or existing facility code.
3. To view a list of facility codes, enter a question mark (?).
4. Type P to print a list of facility codes. Facility codes may be up to 10 digits. When a facility code is 

entered, data displays in the Update Facility Codes screen.
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Distribution Reports Menu
Use the Distribution Reports Menu to print out Payment Distribution/Proration information.

These options are explained in the sections that follow. A sample report follows each option.

Facility Code List
Use this routine to print a list of facility codes. 

1. In Distribution Reports select Facility Codes List.

Update Facility Codes 

Field Description

Priority Enter a number to designate the priority of this facility code. Payments are distributed 
first to facilities with lower-numbered priorities. When facilities have the same priority, 
payments are distributed to them in proportion to the balance owed to each facility. For 
example, if two facilities have the same priority and one is owed $500 and the other 
$250, two-thirds of the payment goes to the first and one third to the second.
To delete this code, type DEL in this field. A confirmation prompt displays.

Description Enter the description of this facility code. (Examples: Alcohol Education Program, 
Superior Court)

Reference This prompt is user defined. Any data may be entered.

Entity Enter or update an entity (example: county, hospital, city, etc.) to share payments 
applied to this facility code.

Percent Enter the percent to share (example: enter .10 for 10%). After the last entity is entered 
or updated, press <Enter> on a blank line, and the Ok to file? prompt displays.
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2. In the dialog box click Yes to continue.
3. In Facility Code List select Sort by Priority or Sort by Alpha.

If Sort by Priority is selected, the codes with the lowest-numbered priorities are listed first. 
If Sort by Alpha is selected, the codes are listed in alphabetical order. 

The Numeric Facility is the priority; Alpha Facility is the facility code.

Violation Code Listing
Select this option to print a list of violation codes. Violation codes can be updated with the Update Violation 
Code Table routine. 

1. In Distribution Reports select Violation Code Listing.
2. Click Yes to print the list. 
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Facility Credit Balance Report
Use this option to print a list of accounts with any facility code having a credit balance. 

1. In Distribution Reports select Facility Credit Balance Report. 
2. In the dialog box click Yes to continue. 

Payment Report by Facility
Use this option to obtain a breakdown of total payments received over a period by facility code.

1. In Distribution Reports select Payment Report by Facility.
2. Enter the facility codes, separated by semicolons, or type ALL to include all facilities. 
3. In Date Selection choose Trans Date or Post Date. 

The posting date is the date the transaction was actually posted. Enter the date in month-day-
year format. When a date is entered, the system prompts for the ending date. Enter the latest 
date to be included on this report.

The report is sent to the printer. This is an example of the first page of the report:
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This is an example of the last page of the report:

Monthly Billing Statements
Use this option to run monthly billing statements for accounts. A billing statement contains a record of 
payments and charges an account has made on the various facilities. The billing statement can be customized 
to meet the needs of your agency (contact a Columbia Ultimate Client Care representative). 

1. In Distribution Reports select Monthly Billing Statements. 
2. Click Yes to continue.
3. Enter the numbers of the clients for which to run billing statements, separated by semicolons, or 

type ALL to run statements for all clients.
4. To run statements for accounts with certain status codes only, enter the codes, separated by 

semicolons, or enter ALL to include all status codes. 
5. The following prompt appears:

Request Monthly Billing Statements                             
Now Selecting Accounts                                          

6. At the Enter Select Statement prompt, type GET_LIST BILL.STMTS.
7. Select Mass Account Request or Mass Client Request.

8. Enter the name of the letter that was set up to use for billing statements.
9. Type GET_LIST BILL.STMTS. The statements are generated. To print the statements see The 

Revenue Plus Collector System User Manual, Chapter 2.

AR Status Recap
This option prints a recap of the posting activity of each facility code for the week. 

1. In Distribution Reports select AR Status Recap.
2. In the dialog box, click Yes to continue.

The report is sent to the printer. This is an example of the first page of the report:
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The Daily Accounts Receivable Summary report varies in length depending on the number of accounts. 
This is an example of the last page of the report:

Facility Summary/Verification Reports
The Facility Summary Report summarizes the beginning and ending balances of each facility code. The 
account balance is verified against the distribution balance and errors are reported. 

1. In Distribution Reports select Facility Summary/Verification Reports.
2. In the dialog box, click Yes to continue.

This is an example of the Facility Summary report:
12 Revenue Plus Collector System 2011



(Print) Individual Billing Statements
1. In Distribution Reports select Individual Billing Statements.
2. Click Yes to continue.
3. Enter the account numbers for which to run billing statements, separated by semicolons, or type 

ALL to run statements for all clients.
4. Select Mass Account Request or Mass Client Request.

5. Enter the name of the letter or document set up as the billing statement.
The statements are generated. To print them, see The Revenue Plus Collector System User Manual, Chapter 
2.

Verify Facility Statistics
Statistics are stored in the facility file, including totals for month to date, year to date and total to date. This 
option verifies the month-to-date facility statistics. Run this option before running month-end. 

1. In Distribution Reports select Verify Facility Statistics.
2. Click Yes to continue.

Display Facility Statistics
Facility statistics can be displayed on screen for specified facilities.

1. In Distribution Reports select Display Facility Statistics.
2. Click Yes to continue.
3. In Enter Facility Code, enter the code for the facility.

Print Facility Statistics
Use this routine to print facility statistics for specified facilities or all facilities. Refer to the sample reports that 
follow.

1. In Distribution Reports select Print Facility Statistics.
Account Distribution Payment Proration 13



2. Click Yes to continue.
3. In Enter Facility Numbers type ALL to include all facility codes. 
4. In Facility Statistics click OK to print the report.

Print Facility Balances
Use the option to print a report which includes the balances owed to specified facilities or all facilities. 

1. In Distribution Reports select Print Facility Balances.
2. Click Yes to continue.
3. In Enter Facility Numbers type ALL to include all facility codes. 
4. In Facility YTD Balance Report click OK to print the report.

Facility Inventory Report
Use this option to generate a report for all facilities or a specific facility. This report lists for specific facility 
codes the accounts with that facility code and each account's balance. The Fac-Inventory file is built from this 
report and may be used to generate other account/facility Recall reports. Refer to the sample reports that 
follow.

1. In Distribution Reports select Facility Inventory Report.
2. In Enter Facility Numbers type ALL to include all facility codes. 
3. In Facility Inventory Report click OK to print the report.
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Delete Facility Code
Select this option to delete facility codes from individual accounts. This can be done only if the facility balance 
is zero. 

1. In the Distribution/Proration Menu select Delete Facility Code.
2. Enter the account number. 
3. Enter a facility code or enter a question mark (?) to view the facility codes for the specified 

account.

Distribution Summary
Select this option to print or display an account's distribution setup. 

1. In the Distribution/Proration Menu select Distribution Summary.
2. Enter the account number.
3. In Destination click Yes to send the information to the printer.

View Charges and Adjustments
Use this option to view the charges and adjustments made to each of an account's facilities. 

1. In the Distribution/Proration Menu select View Charges and Adjustments.
2. Enter the account number.
3. In Destination click Yes to send the information to the printer.
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Payment Display
Use this option to print or display a chronological history of an account's payments and their distribution. 

1. In the Distribution/Proration Menu select Payment Display.
2. Enter the account number.
3. Click Yes to send the information to the printer.

Distribution Financial History
Select this option to print or display the amounts paid to each facility by an account. 

1. In the Distribution/Proration Menu select Distribution Financial History.
2. Enter the account number.
3. Select Post Date or Facility.

4. In Destination click Yes to send the information to the printer or No to view the report on screen.
When viewing the report on screen, you can navigate the report using keyboard shortcuts. Rather 
than scrolling through the report from top to bottom, the following shortcuts simplify your 
navigation of the Distribution Financial History report:

• T = Top
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• B = Bottom
• /N = Next page

Special Day-End Prompts
The day-end routine rolls the weekly facility totals into the monthly totals. It can also run two routines that 
verify the facility files.

Request the Day-End routines
1. In the Master Menu, select Utility > Day-End.
2. In Day-End Options select any Day-End Option.

3. Click Yes to run the verification routine.
A verification routine can be run which compares the Account, Charge/Adjust, and Distribution 
files. If any inconsistencies are found, an error report is printed. Revenue Plus recommends that 
this routine be run at least weekly. 

4. Click Yes to run the weekly facility total updates report.
This routine rolls the weekly facility totals into the monthly totals and clears the weekly totals to 
begin a new week.

Facility/Account Entry Screen
The Facility/Account Entry screen is used to distribute the assigned amount associated with a violation or fine 
over various facility codes. This screen only displays when adding new accounts. After a new account has 
been filed, any updates to the facilities must be made through the Posting screen.

Access the Facility/Account Entry Screen
1. Open the Account Update screen and add a new account.
2. At the AGN/AMT field, enter either the fine amount or the total violation amount. 
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After an entry is made or <Enter> is pressed at the Comm field, the Facility Update screen appears:

3. After the sub-amounts are entered a screen similar to the following appears when all sub-
amounts have been entered.

Facility/Account Entry Screen 

Field Description

Violation Code If there is a violation code associated with the violation, enter it, or press <Enter> to go 
to the next field.

Agency Name Enter an agency code or press <Enter> for the next field. This allows for a further 
breakdown of the violation code. A violation code and agency code make one violation 
breakdown.

Fine Amount Enter the amount of the fine. The amount entered here displays in the AGN/AMT field of 
the Account Update screen. If violations are used, the penalty assessments are 
calculated on this fine amount.
When all amounts are entered for all facility codes, the total becomes the new account 
assigned amount.

Facility Codes The lower portion of the screen is used to enter the facility distribution. Up to 30 facility 
codes can be entered per violation. If a violation code is used, the distribution of 
amounts to the various facility codes displays. Accept the breakout displayed, add new 
facility codes, or update the existing facility codes.

Fac. Code Enter the code representing a facility (fund, program, or ledger account). To select from 
a list of facility codes, type a questions mark (?). In the Facility Codes window select a 
code and click OK.

Description The description associated with the facility code is displays.

Type Press <Enter> to accept the current type or enter a new type. Enter $ for flat dollar 
amount, F for fine amount, or P for penalty assessment.

Amount Press <Enter> to accept the amount displayed or enter a new amount.
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4. After all facility codes have been entered or updated, press <Enter> in the last field to advance to 
the OK To File? prompt. 
This prompt can also be reached by entering a pound sign (#) in any Fac Code field. The following 
prompt appears:

ASSIGNED AMOUNT FOR THIS VIOLATION = (amount)   OK To File? (CR=Y/N,/)

The new assigned amount based on the distribution of this fine over the various facility codes 
displays. 

5. Press <Enter> to file, or type N to continue updating this Facility screen or a slash (/) to return to 
the FAC CODE prompt. If this screen is filed, the original fine amount is written to the fiscal record 
of this account.
The system displays another Facility Update screen (screen 2). 

6. Enter the next violation, or press <Enter> from the Violation Code field.
7. After the total assigned amount has been filed, press <Enter> for no (the facilities are filed and 

the cursor returns to the Account Update screen), or type Y for yes. 
8. If Y is entered in the preceding step, in Enter Facility Code, enter a facility code to enter a 

payment exception for. Otherwise, enter a slash (/) or a pound sign (#) for the OK To File? 
prompt.
If D is entered, the following screen appears:

9. When a facility code is entered, in the Exception Types screen enter the type of exception for this 
code. 

If exception Type 1 or Type 2 is selected, the system prompts to enter the fixed dollar amount or 
percentage of payment. 

10. At the OK To File? prompt, press <Enter> to file the changes.
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-or-
Type N to exit without filing the payment exceptions (the facilities are filed and the cursor returns 
to the Account Update screen), or enter a slash (/) for the previous prompt.

Distribution Inquiry
Distribution and Proration information is available at the Account Update, Post, and Collector screens. To 
access the Distribution Inquiry menu, first open the miscellaneous window by doing the following:

 From the Account Update screen type /MS at the NAME prompt.
 From the Posting screen type MS at the AMOUNT prompt.
 From the Collector screen type MS at the CMD prompt.

1. In Miscellaneous Screens select Distribution Inquiry.

2. In Distribution Inquiry select one of the following options: 
 Distribution Summary
 Display Payment Exceptions
 View Charges & Adjustments 
 Facility Payment Display
 Distribution Financial History

Distribution Summary
Use this option to display the facilities associated with this account. The total assigned amount, collected 
amount, and balance display at the bottom of the screen. The Send information to printer? prompt appears. 
This is an example of the report:
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Press <Enter> for the next screen, enter a slash (/) for the previous screen, or enter Q to quit.

Display Payment Exceptions
Use this option to display any exceptions to the order in which payments are applied to the facilities.

View Charges & Adjustments
Use this option to view the charges and adjustments made to the facilities for this account. 

Facility Payment Display
Use this option to display or print a list of every payment that has been posted and how each payment was 
distributed among the facilities. 

Distribution Financial History
Use this option to print or view a list of this account's transactions and postings. 

Posting to Facilities
This section describes the posting of payments to accounts with facilities. As payments are posted, they can 
be manually applied to specific facilities or automatically by the system, based on the priorities.

Posting a Payment
Use the following procedure to apply payments to sub amounts:

1. Open the Revenue Plus Collector System Posting screen by selecting Option 1 from the Trust 
Activity menu.

2. Enter the account number of the person making the payment at the Account# prompt.
3. Using the appropriate transaction code, post the payment to the account. See the Revenue Plus 

Collector System User Manual for more information on posting.
4. When the transaction is ready to be filed, press <Enter> at the OK To File? prompt. 
5. At the Apply to Specific Facility(S) prompt enter Y to apply the payment selectively to facilities, or 

press <Enter> to automatically apply the payment to the facilities. If N is entered, the payment is 
applied to sub-amounts and the transaction is filed.

6. If Y was entered at the Apply to Specific Facility(S) prompt, the Sub Amounts screen appears.
The amount to be applied to the facilities appears in the upper right corner. Enter the amount to 
apply to a specific facility or one of the options at the bottom of the screen.

7. Select the facility to apply the payment.
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8. Type the amount and press <Enter>. 
When posting a negative payment, place a minus sign in front of negative amounts (example: -
10.00). If exiting without applying any or all of the payment amount, the Total Amount (0.00) Not 
Equal prompt appears:

9. Press <Enter> to finish posting this transaction, or type N to not file this transaction.
If N is entered the entire transaction to the account must be re-posted.

Posting a NSF or Cancel Payment
Use the following procedure to apply an NSF or cancel a payment to a facility:

1. Open the Revenue Plus Collector System Posting screen by selecting Option 1 from the Trust 
Activity menu.
To cancel a transaction posted during the current month, or to post an NSF for the current month 
use Cancel Post. To post an NSF for a previous month, use the regular Post routine. To access the 
Cancel Post option, enter C at the Account# prompt on the Post screen.

2. Enter the transaction number or account number. If an account number that has several 
transactions is entered, a list of the transactions appear. Select one.

3. The transaction appears along with the prompt OK to cancel/reverse? If Yes is selected, Cancel 
Transaction appears:

4. Select the transaction to be canceled. The prompt for the original post date appears when posting 
an NSF.

5. To file this transaction, press <Enter> at the OK to File? or OK to Cancel? prompt.
6. The Facility Payment Reversal screen appears after filing the transaction. 

If only one payment is posted for the date of the payment reversed, the following prompt 
displays: DISTRIBUTION REVERSAL COMPLETED
The amount to be reversed appears in the upper right corner. The options on this screen appear 
at the bottom of the screen, as well as the total dollar amount of payments for this date. The 
following will help in moving around the screen:

To select a payment to reverse, enter Y in the Reverse column. When completed, enter the pound 
sign (#) to file the changes.
When exiting without reversing any or all of the cancel amount, the following prompt appears:

Trans Amt=1.00    Accum. Amt=11.00, R=Restart, Q=Quit

Enter R to re-display the previous screen. Or, enter Q to quit without reversing this transaction. If 
Q is entered, the entire transaction to the account must be reversed also.

Posting Adjustments
Follow these procedures for applying adjustments to a facility.

Enter Reverse all the payments for this date. Use this only if the amount to be cancelled is 
equal to the total payments for this date.

/ Back up one field or screen.

# File changes.

N Advance to the next screen.

U Select a payment to reverse from this screen.
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Post an adjustment using a violation code
1. From the Master Menu, select Trust Activity > Post to open the Revene Plus Collector System 

Posting screen.
2. Select Go To Account Prompt.
3. Enter the account number at the Account# prompt.
4. Using the appropriate charge/adjust trans code, post the adjustment to the account. See the 

Revenue Plus Collector System User Manual for more information on posting.
5. Type Y at the OK to File? prompt to save the transaction.
6. At the Violation Code prompt, type the name of a violation code.
7. Type the agency code at the prompt.

The system automatically distributes the adjustment and saves the transaction.

Manually post an adjustment
1. From the Master Menu, select Trust Activity > Post to open the Revenue Plus Collector System 

Posting screen.
2. Select Go To Account Prompt.
3. Enter the account number at the Account# prompt.
4. Using the appropriate charge/adjust trans code, post the adjustment to the account. See the   

Revenue Plus Collector System User Manual for more information on posting.
5. Type Y at the OK to File? prompt to save the transaction.
6. At the Violation Code prompt, type a pound sign (#) to open the adjustment screen and manually 

distribute the adjustment.
7. The adjustment amount to apply displays in the upper right-hand corner of the adjustment 

screen. Type the amount to apply to each facility in the Adj Amount column.When decreasing the 
owing amount, place a minus sign in front of the amount (example: -10.00).

8. Type Y at the OK to File? prompt to save the transaction.
If you try to exit without applying any or all of the adjustment amount, a prompt similar to this 
displays: Account Amt (505.00) Not Equal to Distribution Amt (500.00). Make Correction?
 Type N to exit the transaction without saving.
 Type Y to distribute the amount again.

Violation Formulas
You can create formulas to run calculations when splitting fines and payments out to the facilities in a 
Violation Code table.
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Create a formula
The process used to create formulas does not allow grouping in parenthesis. Formulas need to be configured 
in a straight line.

1. From the Master Menu, select Special Routines > Distrib/Proration.
2. Select Violation Formulas.
3. Enter a description for the formula.
4. At the Enter Initial Value for Calculation screen, select one of the following:

 Base Fine - the fine amount entered is the amount used to begin the calculation.
 Total of Calculations + fixed amounts - the amount used to begin the calculation is the 

preceding amounts calculated prior to this entry in the violation code table.
5. Select the first operand for your formula.

6. Type the value for the calculation.
Steps 5 and 6 are alternate until the formula is built. When you have completed the formula, 
select Done on the Operand screen.

7. Type Y at the prompt to include the 2% Court Auto amount calculation when the violation is 
entered. If you type N, the amount will be added to the total.

8. At the prompt, select one of the following options:
 # - File the formula and go to the next formula entry.
 / - Exit the formula and go to the next formula entry.
 C - Test the calculations on the formula you created to verify accuracy. The test calculation 

prompts you to enter the value for the calculation.
 # to change - Change a value or operand in the formula. Each part of the formula is 

numbered. Type the position number that you want to change. Enter the new value or 
operand at the prompt.

These numbers denote each 
part of the formula

9. Type Y at the prompt to save the calculation.
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