Import Department of Corrections (DOC) Inmate Banking Payment Report into JRS

Overview:  On a regular basis, DOC sends a multiple page report of amounts deducted from inmate bank accounts to be applied to court-ordered legal financial obligations (LFO).  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 PDF format of the DOC report was not compatible with the import program.  A program has now been developed that converts the DOC PDF file into an XML format that can be automatically imported into JRS.  What would normally take many hours for cashiers to manually enter is literally reduced to less than 60 seconds through the JRS import program and the use of this conversion program.  Instructions for the conversion program and receipt import are attached.

Please note the following:
· The conversion program has been designed to show the payer on the receipts as “State, DOC.”
· The conversion program has been designed to show the form of payment as “EFT - Electronic Transfer.”
· The conversion program has been designed to receipt funds to the first case listed on the DOC payment report for each offender. Edits may be desired to prevent a payment from going to a case that is paid in full. (See edit note at the end of the instructions.)
· The offender name on the DOC list may not be the name associated with the case in JASS.  Edits may be necessary to prevent items from suspending on the exception report. (See edit note at the end of the instructions.)
· The import function automatically turns off  the hard copy receipt function.



CONVERT & IMPORT DOC INMATE PAYMENT REPORTS

1) Save the DOC PDF file to your network hard drive.
2) Open the conversion application by going to the following link.  Once at the application, save this site as a favorite:
http://146.129.141.164/JRSConvertor/default.aspx
3) From the Main Menu, select “Convert Legal Financial Obligation Payment PDF to JRS XML Format.”
 (
Select “Convert LFO Payment 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) Browse for PDF document sent by DOC that you saved in step 1.  Double click it to select it.
 (
Find the PDF file and select it by double clicking on it
)[image: ]

6) The file selected will populate the field in the conversion program.  Click on the “Start Convert” button to continue.
 (
Click “Start Convert”
)[image: ]

NOTE:  This application is designed to allow the option of choosing to convert specific pages of the file or number of records rather than the whole file, if desired, by typing the information in the optional “select pages” or “# of records” fields.


7) After the “Start Convert” button is selected, the screen will expand with new options.  If you are ready to download the converted file, select “Download XML File” (and proceed to step #11).  If you want to modify the obligor name and/or case number, select “Edit XML Content.”
 (
Select “Download File” or “Edit Content”
)[image: ]


8)  If “Edit Content” is selected, a pop-up will appear.  Enter either the obligor name or the case number in the respective field.  (NOTE:  These are predictive text fields which will display data based on each successive character entered. The more characters entered, the narrower the field of data displayed.)  Click on the hyperlinked case number of the item desired.  
 (
Click on the case number
) (
Enter the case number or name
)
[image: ]

9)  A pop-up edit box will appear.  Make the necessary changes and click on “Update” to continue.
 (
Change the data and click “Update”
)[image: ]

10) When all desired changes have been made, select “Download XML file.”
 (
Select “Download XML File” when done with edits
)[image: ]

11) Select “Save”
[image: ]




12) Choose the location to save your file and rename it.  
 (
Rename your file and click on save
)[image: ]
13)  (
Click on “Import Receipts”
)Sign on to JRS.  Click on “Import Receipts.”[image: ]


14) 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: ]

15) 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: ]

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

17) 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 DOC payment report amount.  NOTE:  This will not balance if you had receipts that were deleted in step 15 that have not been manually entered yet.
[image: ]


Department of Corrections
Legal Financial Obligations Payment – County Report
Payment Date: 5/25/2010
For the period 5/1/2010 through 5/15/2010			Total Paid    $16,851.41

18) For audit purposes, we recommend that a copy of the original DOC PDF report be attached to the daily journal detail report.


DOC Conversion Edits

Defendant Name:  The defendant name on the DOC report is not necessarily the name that is associated with the case in JASS.  To prevent having multiple receipts suspend on the exception report as a result of this, King County has created an Excel list to catch and edit these cases before importing the receipts.  As receipts initially suspend, they are added to the Excel list.

[image: ]

Names are sorted alphabetically by the DOC name.  The list is then compared to the DOC payment report to find the items that need to be edited.  This can be done via a side-by-side comparison of the documents on your computer screen or using a hard copy printout of the DOC report.  It is not as daunting a task as it may seem as few names reappear on every report.


DOC Conversion Edits

Case Paid in Full:  The conversion program is designed to receipt the funds to the first case listed on the DOC report for the defendant.  Unfortunately, the program does not know when that case is paid in full and a different case number should be used.  To prevent payments from going to a case that has no balance, King County has created an Excel spreadsheet to catch and edit these cases before importing receipts.  As receipts appear on the “Cases Paid in Full” reports, they are added to the list.

[image: ]

Names are sorted alphabetically by the DOC name.  The list is then compared to the DOC payment report to find the items that need to be edited.  This can be done via a side-by-side comparison of the documents on your computer screen or using a hard copy printout of the DOC report.  

These edit lists work well for King County at this time.  If you find a different method that works better, by all means use it (and let us know if we can improve on what we are doing.)
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Convert LFOP to Xml

Mazin Menu

My Documents | - Correspondence_3_24_2010_3_31 2010 (L1 RSDemo.
L swnds This web tool will canvert the Legal Financial Obligations Payment PDF file (retrieved from Dept. of Carrections,
Brounoe.con o] WA) to Xml that can be imported into JRS system

= March ACH mport Siar 161 6.

Notes,
« Please make sure your JRSWIn.exe is version 3.15 or later. If not, please contact Janice Winn
« The sequence of the retumed recards might NOT be the same as displayed in the PDF
« Click [Edit XmI Content] hyperlink to search and madify the cantent

DOC Payment Flle (Required).  [LMRS\DOC 4-16-10.pdf (Browse. ]
Specify Pages (Optional)

(Type page numbers and/ar page ranges separated by commas. E.g. 1,5, 7- 11,
66, 77-)

Specify # of records (Optional)

(How many records will be returned totally )

Start Comversion

6) Thefile selected will populate the field in the conversion program. Click onthe “Start Convert”
button to continue.
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