Out of County Service

When you are sending a check for service to a sheriff’s department that is not set up in your chart of
accounts, you will set it up like restitution.

Add your Requirement for Court Costs, selecting the out of county service option.
Take your payment as always.

To make the check go to the out of county Sheriff's department, you must add that Sheriff’s Department
as a person. Put the entire name in the Last/Business field. Whatever is typed in this field is what will
appear on the Pay To: section of the check.

~Name ~
First: Middle: Last/Business:* Generation:
Tipton County Sheriff Dept. (-Select—- v
File number: Emancipated: Status: _
Yes ® No [OK - Alive v

Update to save your person, then add their work address.

- Addresses Top

9/22/2018 thru present (Work Address)
1801 S. College, Ste., 102

Covington, TN 38019

Then, this Sheriff's Department must be added to the case. You can add them as an “other service
provider” or whatever role seems to fit.

- Names currently assigned to the case Top

Name Role
Harold E. Dorsey Attorney
Tipton County Sheriff Dept. Ser Prov




Then the Sheriff’s Department must be added to the requirement as the Default Payee. This is just like
you would do for a victim who is going to receive restitution. If there is a name in the Default Payee
section, that is the person to whom the check will be made payable.

Requirement type: Financials
Requirement code: Court Costs

Provider (— Select - v

Assigned date: (5/21/2018 #  start date: (5/21/2018 i
Scheduled end date: 3 Newend date: =
Status: (PAID - Paid in Full v| Status date: (5/22/2018 i
Assessment frequency (— Select -- v Type (- Select -- v
$0.00

‘ Default payee: Tipton County Sheriff Dept. | Get name

After you have deposited the payment and made the funds disbursable, when you go to the List
Disbursement screen, you will see a section for out of county service. Click on the amount, and cut the
check just like you would a restitution check.



