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Instructions for Refunds
For a refund to a defendant, you will deposit the full amount of the payment into your trust account, after the check has cleared at the bank, refund the full amount of the payment back to the defendant. It is important that you follow the below procedures so that there is an audit trail of you refunding the money back to the defendant. You can cut a check for only one payment at a time back to the defendant.
For example:

If there is a balance due on docket DC1234-00 of $500.50 and the defendant gives you a check of $200.00 on 3/10 and another for 300.50 on 3/12. 

1) Apply both checks to the open docket of DC1234-00 in the Post a Deposit screen. Use the check number and date of the check as usual.

2)  Goto the Checks section and choose the Refund Check form.

3) Select the docket (DC1234-00) and a listing of all available (checks which have been posted to your trust account but have not yet been disbursed, marked as bounced or on hold. 

4) For disbursement back to the defendant you need to select the payment that you are refunding with the mouse, make sure a check is in your printer, also make sure that the check number on the screen matches the check you just placed in the printer, then select the ‘Print Check’ button. Print the check and then close out the preview window. 
5) After printing the check and closing the window you will be asked if the check printed O.K., If you answer yes, the check will be posted to the Outstanding check list and the deposit will be marked as paid and closed. If you answer no, nothing will be posted and you can print the check again.  If you answer no and yes to voiding the check, the system will automatically track that that check number was voided.
6) If you need to return another posting, simply select the other deposit and repeat the printing process until all deposits you want to refund are finished.

