Import Defendant ACH Payments Received into JRS
Overview:  On a regularly scheduled basis, approved criminal defendants and juvenile offenders have payments for their legal financial obligations (LFO) automtically deducted from their bank account and sent to the clerk’s bank account.  Accounting staff track the payments expected and received via a spreadsheet.  Traditionally, clerk’s office staff would manually enter each payment on the report into the JRS receipting system.  JRS has had an “import” receipt function available for some time but the Excel format of the ACH spreadsheet was not compatible with the import program.  A program has now been developed that converts the Excel file into an XML format that can be automatically imported into JRS.  Instructions for the conversion program and receipt import are attached.

Please note the following:
· The conversion program has been designed to show the form of payment as “EFT - Electronic Transfer

· The import function automatically turns off the hard copy receipt function.
Excel Spreadsheet
The Excel spreadsheet for conversion format is shown below.  
Columns on the spreadsheet may appear in any order as long as the column headers appear as shown.  There must be no space between the words in the column headers.
The payer name is shown on the sample as “ACH, Direct Pmt” but can be anything of your choosing as long as it complies with JRS format requirements of including a comma followed by a space and does not include an “&.”
The case number must be in a text format and include no dashes.
The DOC number column must appear on the spreadsheet although no values need to populate it.
There must be no column totals. 
[image: ]

CONVERT & IMPORT ACH PAYMENTS 
1)  Save the Excel file to your network hard drive.
2) Open the conversion application.
3) From the Main Menu, select “Convert ACH Excel to JRS XML Format.”
 (
Select “Convert ACH 
Excel  to
 XML”
)[image: ]






4) Click on the “Browse” button to open your network files
 (
Click on the “Browse” button to search for file
)
[image: ]

5)  (
Find the Excel file and select it by double clicking on it
)Browse for ACH Excel file that you saved in step 1.  Double click it to select it.[image: ]
6)  (
Click “Start Convert”
)The file selected will populate the field in the conversion program.  Click on the “Start Convert” button to continue.

[image: ]


7)  (
Select “Download File” 
)After the “Start Convert” button is selected, the screen will expand with new options.  Select “Download XML File.” 
[image: ]

8) Select “Save.”
[image: ]


9) Choose the location to save your file and rename it.  
 (
Rename your file and click on save
)[image: ]

10)  (
Click on “Import Receipts”
)Sign on to JRS.  Click on “Import Receipts.”
[image: ]

11) Your browser will open.  Find your converted XML file and double click on it to select.  When you do so, the XML data will automatically begin populating the JRS receipt fields and create the receipt entries.  (NOTE:  No hard copy receipts will be generated for the import process.)
 (
Double click on the desired file
)[image: ]

12) If JRS encounters a problem with the data on the XML file, an error message box will pop up.  Make a note of the receipt information which will be visible on the screen behind the message.  This payment must be manually receipted when the import is completed.  Select “OK” to continue.  If you select “Cancel” the remaining portion of the import will be abandoned.
 (
Select “OK” to continue
)[image: ]

JRS will ask you to confirm the cancellation of the receipt.  Select “Yes” to continue.
 (
Select “YES” to continue
)[image: ]

13) When the import is complete, an information window will pop up.  Select “OK.”
[image: ]

14) We recommend that you display the register trial balance or view the register journal detail or summary report to verify that the import amount matches the ACH payment total amount.  NOTE:  This will not balance if you had receipts that were deleted in step 12 that have not been manually entered yet.
[image: ]


15) For audit purposes, we recommend that a copy of the original Excel spreadsheet be attached to the daily journal detail report.
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