___________Activities on the Parking Adjustment Screen (PADJ)

Adjustment Considerations
Because parking receipt adjustments made using the PADJ screen may result in a change to a case accounts receivable balance, it is recommended that the collection status cases be verified BEFORE making the adjustment. Use the Parking Ticket Payment (PTP) to check the collection status or review collection activity on the Case Docket (CDK) screen. 

Adjustments may cause cashier batches to be out-of-balance if the adjuster and the original receipt are not the same person.

If the Adjustment Will Pay the Case in Full:
· Change the collection status from I to R on the Parking Ticket Payment (PTP) screen. 
Note 
If the collection code is N or S, no change is necessary. 

· Then, make the adjustment on the Parking Adjustments (PADJ) screen.

If the Adjustment Will Result in a Balance Due on a Case:
· Verify the case collection status on the Parking Ticket Payment (PTP) screen. 

· Make the adjustment on the Parking Adjustments (PADJ) screen. 

· Put the case back into the collection process by changing the collection status on the PTP screen to S. 

Request a new Delinquent Parking Ticket Notice from the Parking Special Request (PSR) screen.

OR

For cases with Washington plates, wait for the case to be automatically re-reselected for a Delinquent Ticket Notice.

Apply an Overpayment on PADJ

Because applying an overpayment will affect the receiving case accounts receivable balance and possibly the collection status refer to the Adjustment Considerations topic on the back of this handout for more information. 

1. Obtain the receipt number from the overpayment transaction on the Case Docket (CDK), Display Journal Voucher (DJV), or Case Financial History (CFHS).

2. Display the Parking Adjustment screen using the PADJ command and cashier ID. 
Note
DO NOT use the case number when accessing the PADJ command for using these instructions.
3. Press <ENTER>.
4. Enter the receipt number in the Recpt No Field.

5. Press <ENTER>.
Result 
The transaction with an overpayment displays. 

6. Type the applicable ticket number in the Ticket field. 

7. Press <ENTER>. 
Note
There must be an accounts receivable created on the CAR screen in order to apply an overpayment.
8. Leave the Adj Batch field blank to adjust the current batch.
OR
Type the cashier's batch number in the Adj Batch field to adjust a cutoff batch which has not been selected for deposit on the Bank Deposit (BKD) screen. 

9. Press <ENTER> and then <F10> to perform the adjustment. An accountant must authorize the adjustment by typing their Cashier ID in the Auth By field.
Result 
Cashier batch and drawer totals may be affected if the adjustment is to the current batch. The receiving case accounts receivable is adjusted. Entries are made on the receiving Case Docket (CDK), Case Financial History (CFHS), and Display Journal Voucher (DJV) screens.

Reverse a Payment on PADJ
1. Obtain the receipt number from the overpayment transaction on the Case Docket (CDK), Display Journal Voucher (DJV), or Case Financial History (CFHS).

2. Display the Parking Adjustment screen using the PADJ command and cashier ID.
Note
DO NOT use the case number when accessing the PADJ command for using these instructions. 

3. Press <ENTER>.

4. Type the receipt number in the Recpt No Field.

5. Press <ENTER>.
Result 
The transaction displays.
6. Erase the dollar amount from the New Field.
7. Press <ENTER>.

8. Leave the Adj Batch field blank to adjust the current batch.
OR
Type the cashier's batch number in the Adj Batch field to adjust a cutoff batch which has not been selected for deposit on the Bank Deposit (BKD) screen. 

9. Press <ENTER> and then <F10> to perform the adjustment. An accountant must authorize the adjustment by typing their Cashier ID in the Auth By field.
Result 
The receipt is reversed and the case accounts receivable is adjusted. Cashier batch and drawer totals may be affected if the adjustment is to the current batch. Entries are made on the Case Docket (CDK), Case Financial History (CFHS), and Display Journal Voucher (DJV) screens.

Adjust Payment on PADJ
1. Obtain the receipt number from the overpayment transaction on the Case Docket (CDK), Display Journal Voucher (DJV), or Case Financial History (CFHS).

2. Display the Parking Adjustment screen using the PADJ command and cashier ID.
Note
DO NOT use the case number when accessing the PADJ command for using these instructions. 

3. Press <ENTER>.

4. Type the receipt number in the Recpt No Field.

5. Press <ENTER>.
Result 
The transaction displays.
6. Type corrected payment amount in the New Field (be sure that any old data has been erased).

7. Press <ENTER>.

8. Leave the Adj Batch field blank to adjust the current batch.
OR
Type the cashier's batch number in the Adj Batch field to adjust a cutoff batch which has not been selected for deposit on the Bank Deposit (BKD) screen. 

9. Press <ENTER> and then <F10> to perform the adjustment. An accountant must authorize the adjustment by typing their Cashier ID in the Auth By field.
Result 
The original amount of the receipt is reversed and the new payment amount is receipted to the case. Cashier batch and drawer totals may be affected if the adjustment is to the current batch. Entries are made on the Case Docket (CDK), Case Financial History (CFHS), and Display Journal Voucher (DJV) screens.[image: image1.png]
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