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SHORTAGE 
 
At the end of the day if your cash is short, you can adjust clerk fees to make up the difference. 
 
 
In the past our process for daily cash drawer shortages have been to make the user pay the amount that they 
are short.  Now audit wants us to pull those daily shortages from fees.  For example, receipts totaling $50.00 
was written for the day. The user only turned in $48.00.  
 

 

Add a Requirement: 
 

Do a Menu | Person | Name Search and search for a person named your county clerk’s office. 
Click on that name. 
 

 
 
Scroll down to the cases and click on the “other” case. 
 

 
 
 
 
 

 
 
Scroll down to the Requirements and click the Add link. 
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• Requirement type – Select Sanction. 

• Requirement code – Select Cash Shortage. 

• Assigned date – You can add this as of today’s date. 

 
Click the Update button to save your work. 
 
 
 
Scroll to the bottom of the page and click the Requirement transactions Options link. 
Then click the Add a transaction link 
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• Assigned date – date you were short. 

• Type – Select Cash Shortage. 

• Amount – Enter the amount you were short. 

• Memo:  You could enter the name of the person whose drawer was short if you wanted to 
keep track. 

 
Click the Update button to save your work. 
 
 
This entry will reduce the amount you are holding in the Clerk Fee Liability account and reduce 
the amount you have in the “undeposited funds” or the “cash on hand” account. 
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When making the deposit, it will reflect the $2.00 adjustment and match the amount of money 
you are actually taking to the bank. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Please keep in mind that at the end of the month when disbursing the Clerk Fee account will 
be adjusted by the $2.00, or however much money you were short during the month. 
 
 
If you are ever short again, you can go into the existing cash shortage requirement and just 
add another transaction.  You don’t have to add the same requirement again.  Then you have 
a nice record of all the shortages. 
 


