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Taking a Payment 
 
There are various ways to take a payment. 
 

From the Requirement Detail screen: 
 
If you have just assessed a fee and are currently on the Requirement Detail page, the fastest way to take a 

payment is to simply click on the Options button at the bottom of that page.  
 
 
 
 
 
 
 

A box will appear with your options.  You can click the Take a Payment link. 
This brings you to the Payment Detail screen. 
 
 
 
 

From the case Requirements link: 
 

Once inside the Case Detail screen, you can click on the Requirements link.  If there are multiple parties on 
the case, you will need to select the person whose requirements you wish to view.  This will take you to the 
Payment Detail screen. 
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From the Menu | Case | Requirements screen: 
 
If a person comes to your desk to make a payment on an existing fee, the fastest way to take a payment is to do 
a name search and find the person.  From the Person Detail screen, click Menu | Case | Requirements.  This 
brings up the List Requirement screen which shows all fees owed.  You can select fees for a specific case or leave 

it on select to show all cases.  Click SUBMIT to see the results, if you change anything above the Submit 
button. 
 

Click the Take a Payment button to get into the Payment Detail screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From this screen you are able to view all fee requirements, even if they are not collected by your department.  

However, when you click the Take a Payment button, only those fees you are authorized to collect are 
displayed. 
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The Payment Detail screen 
 
Once you have reached the Payment Detail screen you are ready to take a payment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Date - Put in the date or leave it empty.  Leaving it empty puts in the current date and time. 

• Total Amount Due -  Shows you the total amount due that you are authorized to collect. 

• Tendered -  In this example the person owed $28.00 but tendered $30.00 which made the 
change due of $2.00 to be computed.  This is not a required field and if they are paying the 
exact amount, you can skip it. 

• Amount paid -  The amount the person intends to pay toward fees today. 

• Change Due -  The change owed to them in the event they tendered more than they are paying. 

• Payment Method -  Select the appropriate payment method from the drop-down choices. 

• Credit card fee -  N/A 

• Received from -  You can type the name of the person paying the fee or you can click the 
Lookup button.  If you click the Lookup button it will display a list of all names associated 
with the case, all names assigned to the case, and all relatives.  You can click on the person 
paying the fee.  This will also add that person’s address to the receipt. 

• Transaction number -  Leave empty, this will automatically update with the receipt number. 

• Memo - You can enter a memo if desired, or leave empty and it will default to the words 
“payment made”.  In Allen County, they want the check number in the memo line. 

• Reference number -  If person is paying with check or money order, you could enter the 
number of that instrument here. 
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Make sure the money is being applied to the fees you wish it applied to. 
 
It is possible there are other fees than the one the person is intending to pay.  The system will disburse the 
payment to the first fee.  Just ensure the money is being applied to the fee you wish it to be applied to. 
 
In this example the parent wants to pay the Sheriff Service Process Fee, but there is also a Non-Sufficient Funds 
Fee due.  Since it is listed first, the $28.00 is automatically applied to it. 
 
If you want to move that money to the Sheriff Service Process Fee, you must remove it from the NSF Fee and put 
it on the Sheriff Service fee. 
 
 

 
 
Delete it from the wrong fee and add it to the correct fee.  If you see there are multiple fees from the beginning 
and the parent is wanting to put the money on a specific fee, you can come straight to the bottom and put the 
money where you want it to be applied and you won’t have to delete. 
 

 
 

Click the Update button to save your work. 
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View & Print Receipt 
 

Once you have received the Updates completed successfully prompt, you can click the View receipt 
button. 
 
 
 
 
 
 
You can right click anywhere on the screen to see the Print button.  Quest will print to whatever windows 
printer you have selected. 
 

Once you have printed the receipt, you can click the Cancel button to get out of the receipt.  This will take you 

back to the Payment Detail window.  You can Cancel out of that to return to the Requirement Detail screen.  

You can Cancel out of that to return to the Case Detail screen. 
 

OR… you can simply go to the Menu button and do whatever it is you need to do next.  It is not necessary to 
cancel out of any screens before starting your next task. 
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Both parents ordered to pay: 
 
In a delinquency case where the parents are not a party in the case, the notes will indicate who owes each fee. 
 
In the event you have fees where mother and father have both been ordered to pay fees, it is very important to 
make sure you are applying fees to the appropriate fee as well as to the appropriate person ordered to pay. 
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When you click the Take a Payment button, you will NOT want to put the amount of money being paid at the top 
in the Amount paid section as normal.  You must put the amounts in the appropriate requirement amounts at 
the bottom of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The eyeglasses after each requirement is a link to the requirement notes.  This will display who is ordered to 
pay this particular fee.  If Father is paying $150.00, you will need to check each fee requirement’s note to see if 
he is ordered to pay this fee, then enter the amount being paid on that fee in the amount column and move 
down the list until he has paid the total amount he wishes to pay. 
 
As you go down the list applying amounts, the Amount paid at the top of the screen is totaling those amounts 
for you. 
 

Click the Update button to save your work, you can then View and print your receipt. 
 
 
 
 
 
 
 


