FCE Unclaimed Property Guide

Step 1) If it does not already exist, create a Montana Department of Revenue party record as shown below. The unclaimed

property disbursement check will be written out to this party at the end of the session.
PARTY DE TAIL Montana Department of Revenue,

= Party Detail Addresses(1) Aliases(0) BEalance Due Summary Contacts(0) E-Contacts(0) Employments{0) Estimated Balance Hearings(0) History dentifications(

—PARTY INFORMATION —PARTY CONTACT
| *LAST/COMPANY NAME » [Montana Department of Revenue] COMPANY » I ® HOME PHONE »
FIRST NAME T CONEANT RED ¥ WORK PHONE »
MIDDLE NAME » SSN » CELL PHONE »
SUFFIX » DOB » [00/00/0000 | EMAIL »
MAILING
—PARTY DEMOGRAPHIC
ADDRESS 1 » [PO Box 5805
SEX » R LANGUAGE » v ADDRESS 2 »
EYES » v RACE » v CITY » |Helena
HAIR » v ETHNICITY » v : o STATE » [MT ~|
HEIGHT » TRIBE » v S R ZIP » (59504 |
WEIGHT » DATE OF DEATH » [00/00/0000 |[5] S

Step 2) From the Check Register page, view the Check Detail of the first stale-dated check to be turned over to Unclaimed
Property.
a. Note the Disbursement Number and Disbursement Date
b. Click Void. The Reason for Void prompt will appear.
"CHECK DETAIL

CHECK DETAIL

BANK ACCOUNT » Glacier Bank - 129212446
*CHECK NUMBER » 4512
*CHECK DATE » 05/10/2021
*AMOUNT » 35.00
*MAME » Shore, Sandy

ADDRESS » 987 B Street

CITY » Bigsky STATE » MT ZIP » 50990
*DESCRIPTION » Unapplied: Overage: Criminal
MANUAL CHECK

STATUS » Cutstanding

DATE CLEARED »

DISEURSEMENTS iI 5674 - 0510/2021 11:29 AM

PRINT DETAIL CANCEL

REPRINT VOID
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Step 3) In the Reason for Void prompt, add text, “Unclaimed Property” and then click Void to void the check. Repeat steps
2 and 3 for each stale dated check that will be turned over to Unclaimed Property during this session. If no additional

checks are being turned over to Unclaimed Property, proceed to step 4.

Reason for void

FPlease enter the reason for voiding this check [Unclaimed FProperty ]

+ VOID CAMCEL

Step 4) Go to Accounting = Void Disbursement to open the Void Disbursement page.
a. Enter the Disbursement Number and Date of the first voided check.
b. Click Search to return the disbursement.
c. Click on the Disbursement Number to open the Void Disbursement Memo page.

VOID DISBURSEMENT SEARCH

ﬂ. ?
*NUMBER »|[E574 ]

*DATE » ||05/10/2021 A

CANCEL

SEARCH RESULTS

C. 1-10of1
NUMBER / PAYER DATE AMOUNT
5674 | Shore, Sandy 051072021 11:29 AM 3500 @
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Step 5) In the Void Disbursement Memo page -
a. Highlight and Copy the information in the address field
b. Add text “Check xxxx Unclaimed Property” in the Comment field.
c. Select the Move to Unclaimed checkbox.
d. Select the Select Existing Party radio button.
e. Click Next at the far righthand side of the page. The Chose Existing Party panel will appear.

VOID DISBURSEMENT MEMO

—DISBURSEMENT MEMO INFORMATION
PAYTO » Twyla Birdtail DEFENDANT * Laforge, Matthew Mark e
NUMBER » 4039 DATE » 12/02/2018 0329 PM
-
1504 Washington Victim Restitution Disbursement 50.00 h a
Havre , MT 59501 TK-455-2007-0002064 :
Principal 5000
DISBURSEMENT AMOUNT BREAKDOWN » Interest 0.00
Total 50.00

CHECK NUMBER » 0003244

Resl\lul\ontheck 3244 Unclaimed F’rubel‘tvl ‘

COMMENT »

MOVE TO UNCLAIMED » ’

USE CURRENT PARTY » O Twyia Birdtail e
SELECT EXISTING PARTY » ®
CREATE NEW PARTY » O \
d NEXT

Step 6) In the Choose Existing Party panel -
a. Enter “Montana Department of Revenue”.
b. Click Retrieve.
c. Select the checkbox next to the appropriate party (if more than one party is returned).
d. Click Next at the far righthand side of the page. The Create New Unclaimed Account panel will appear.

CHOOSE EXISTING PARTY

a.
LAST » |Montana Department of Revenue r SSN » | |
FIRST » | | DOB » [00/00/0000 [ SOUNDEX A’ b.
MIDDLE » | | DRIVER LICENSE » | | RETRIEVE
1-70f7
SEL NAME DOB  SSN DRIVER LICENSE ADDRESS

Montana Department of Revenue PO Box 5805; Helena, MT |
C.
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Step 7) In the Create New Unclaimed Account panel -

a. Select Purpose of Unclaimed Property.

b. Add “Unclaimed Property” in Account Comment.

c. Paste the Address information you saved to the Disbursement Comment field.

d. Inthe Due Diligence Start Date field, enter the date when you first attempted to contact the payee -
the Due Diligence Date on the righthand side will automatically be set to 30 days out from this date.

e. Click Void to void the disbursement. If the disbursement voided is directly associated with a case, a DISVOID
ROA and a TRANSUNCL ROA will appear after clicking Void. These ROAs should be saved to reflect the
Unclaimed Property action on the case.

NOTE: If this is the only check being turned over Unclaimed Property during this session, skip to Step 14. If more checks
are being turned over during this session, proceed to step 8.

CREATE NEW UNCLAIMED ACCOUNT

PURPQSE » |Unclaimed Property ( ’ v|
Unclaimed Property
ACCOUNT COMMENT » b L C

1504 Washington -
DISEURSEMENT COMMENT » |Havre , MT 59501 Victim Restitution Disbursement
TK-455-2007-0002064 5000 -
DUE DILIGEMCE START DATE » |06/26/2024 E| DUE DILIGENCE DATE » |07/25/2024 E|

e. \d.

&

Voo REFRESH CANCEL

Step 8) Go to Accounting - Void Disbursement to open the Void Disbursement page.
a. Enter the Disbursement Number and Date for the next voided check.
b. Click Search to return the disbursement.

c. Click on the Disbursement Number to open the Void Disbursement Memo page.
"VOID DISBURSEMENT SEARCH

d. ﬁ 4085 |

b *DATE M |01/06/2017 [

SEARCH CANCEL

SEARCH RESULTS

C.

NUMBER PAYER DATE AMOUNT
4085 | Twyla Birdtail 01/06/2017 10:43 AM 15291 &

1-10f1
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Step 9) In the Void Disbursement Memo page -
a. Highlight and Copy the information in the address field.
b. Add text “Check xxxx Unclaimed Property” in the Comment field.
c. Select the Move to Unclaimed checkbox
d. Select the Select Existing Party radio button.
e. Click Next at the far righthand side of the page. The Chose Existing Party panel will appear.

VOID DISBURSEMENT MEMO

—DISBURSEMENT MEMO INFORMATION

PAYTO + Twyla Birdtail DEFENDANT + Laforge, Matthew Mark a 2
NUMBER » 4085 DATE » 01/06/2017 10:43 AM
EQR AMOUNT
1504 Washington Victim Restitution Disbursement 15291
Havre , MT 59501 TK-455-2007-0002064
Principal 152.91
DISBURSEMENT AMOUNT BREAKDOWN » Interest 0.00
Total 152.91

CHECK NUMBER » 0003276

Restitution Ichel:k 3276 Unclaimed Property | ‘

COMMENT »

MOVE TO UNCLAIMED » “

USE CURRENT PARTY » C Tuyia Birctail e
SELECT EXISTING PARTY » @ h d .

CREATE NEW PARTY » O

NEXT

Step 10) In the Choose Existing Party panel -
a. Enter “Montana Department of Revenue”.
b. Click Retrieve.
c. Select the checkbox next to the appropriate party (if more than one party is returned).
d. Click Next at the far righthand side of the page. The Unclaimed Account panel will appear.

CHOOSE EXISTING PARTY

a.
LAST » |Montana Department of Revenue r SN | |
FIRST » | | DOB » [00/00/0000 |7 SOUNDEX f b.
MIDDLE » | | DRIVER LICENSE » | | RETRIEVE
1-7oi7
SEL NAME DOB SSN DRIVER LICENSE ADDRESS

Montana Depariment of Revenue PO Box 5805; Helena, MT |
C.
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Step 11) In the Unclaimed Account panel -
a. Select the Select Existing Unclaimed Account radio button.
b. Click Next. The Choose Existing Unclaimed Account panel will appear.

UNCLAIMED ACCOUNT

CREATE NEW UNCLAIMED ACCOUNT » (O
SELECT EXISTING UNCLAIMED ACCOUNT » @ * a.

b.‘

Step 12) In the Choose Existing Unclaimed Account panel —
a. Select the Unclaimed Property checkbox
b. Paste the Address Information in the Disbursement Comment field.
c. Click Void.

SEL m a COMMENT BALANCE DUE DILIGENCE DATE

| Unclaimed Property Unclaimed Property 5000 072512024 |

Unclaimed Property
ACCOUNT COMMENT »

1504 Washington b -
DISBURSEMENT COMMENT » |Havre ,MT 58501 Victim Restitution Disbursement b .
TK-455-2007-0002064 50.00 -
DUE DILIGENCE START DATE » |06/26/2024 E DUE DILIGENCE DATE » |07/25/2024 E
==

Step 13) Repeat steps 8-12 for the remaining stale dated checks to be processed during this session. If no additional checks
need to be processed, proceed to step 14.

Step 14) Open the Party Detail record for Montana Department of Revenue and then select the Unclaimed Properties tab.
The account used during this session will be found at the bottom of the list. Click the Actions link to open the Edit
Unclaimed Property pop-up panel.

| PARTY DE TAIL Mantana Department of Revenue,

S PatyDel  Addesses  Aleses  BabnceDueSummayy  Conlacs  ECoacks  Emolojments  EstimaledBalance  Heangs  Histoy  ldenificalins  Mugshols  RelalionshioGroups  Relafonships  Restiufions  Timelne  Unaoplied Receipls | RUILSEL e 00 A B

SEL PURPOSE DUE DILIGENCE DATE SENTTO STATE | DISBURSED DATE BALANCE ACTIONS

O Undamed Proerty TR0 0742004 500 E ¢
O Undaimed Propery 0822004 07004 $0.00 ¢ ¢
I Unclaimed Property (72502024 520291 1 ¢ 0
otal
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Step 15) In the Edit Unclaimed Property pop-up panel -
a. Review the information in the Account Detail and Transaction Detail panels.
b. Once the entries have been verified, click Disburse to generate your Unclaimed Property check. The Disbursement
Information pop-up panel will appear.

EDIT UNCLAIMED PROPERTY x

*PURPOSE » |Unclaimed Froperty v | BALANCE » 3202.91

COMMENT *» |Unclaimed Property

DUE DILIGENCE START DATE * [p6/26/2024 E DUE DILIGENMCE DATE * [07/25/2024 E
SENT TO STATE/DISBURSED DATE * [00/00/0000 || DISBURSED TO » |

ACCOUNT DETAIL

DISB DATE TYPE CASE PARTY NUMBER AMOUNT
01/06/2017 Victim Restitution Disbursement TK-455-2007-0002064 Twyla Birdtail Disb 4085 $152.91
10:43 AM Check 3276 Edit Comment

1504 Washington Havre . MT 38501 Victim Restitution Disbursement TH-455-2007-0002064 152.91

12/02/2016 Victim Restitution Disbursement TK-455-2007-0002064 Twyla Birdtail Disb 4039 $50.00
03:29 PM Check 3244 Edit Comment

1504 Washington Havre . MT 58501 Victim Restitution Disbursement TK-455-2007-0002064 50.00
—

TRANSACTION DETAIL '
DATE TRANSACTION TYPE NUMBER / COMMENT AMOUNT ACCOUNT BALANCE
07/30/2024 Unclaimed Transfer Rec 64543 , Disb 4039 $50.00 $50.00
07/30/2024 Unclaimed Transfer Rec 64544 | Disb 4085 $152.91 $202.91

SAVE ADJUST MOVE FRINT CANGCEL

Step 16) Verify the information in the Disbursement Information pop-up panel and then click Save. A Disbursement Memo
will appear and the Unclaimed Property check will be added to Checks to Print Maintenance. The Disbursement Memo is
only informational and can be Canceled.

DISBURSEMENT INFORMATION

PAY TO » |Muntana Department of Revenue
STREET »  |PO Box 5805

CITY »  |Helena
STATE » MT v ZIP » (50604
AMOUNT TO DISBURSE » |50
MANUAL » [

SAVE CANCEL

FCE Unclaimed Property Guide — 07/2024



Step 17) Open the Accounting > Checks to Print Maintenance page and print the Unclaimed Property check.

CHECKS TO PRINT MAINTENANCE

BANKACCOUNT » [US Bank- 150641500583  ~ |

CHECKS

Selected: 1
SEL NAME AMOUNT DISBURSEMENT NUMBER

Montana Depariment of Revenue 202.91 6122 ‘

Select: All, Mone

COMEINE CHECKS m DELETE ELECTRONIC FUND TRANSFER TEST PRINT REFRESH CAMNCEL

Step 18) Return to the Party Detail page for Montana Department of Revenue, select the Unclaimed Properties tab, and
click the Actions link for the account that was disbursed during this session. The Edit Unclaimed Property pop-up panel will
appear.

I PARTY DE TAIL Montana Department of Revenue,

=  ParfyDetsl  Addesses  Aliases  Balance Due Summary  Contacts  E-Confack  Employments  Esfimated Balance  Hearings  History  Idenfifications ~ Mugshots  Relafionship Groups ~ Relationships ~ Restitufions ~ Timeline  Unapplied Receipls - RULGED IR (T T R b

SEL PURPOSE DUE DILIGENCE DATE SENTTO STATE | DISBURSED DATE BALANCE ACTIONS

0 Unclaimed Property 0710212024 072472024 50.00 @ [ ]
0 Unclaimed Property 0812212024 077302024 $0.00 @ [ ]
O unclaimed Property (0712512024 071302024 50.00 N @ [ ]

Step 19) In the Edit Unclaimed Property panel, click the Print button to generate the Unclaimed Property Account Detail

report.
*PURPOSE » | Unclaimed Property v | BALANCE » $0.00
COMMEMNT » |Unclaimed Property
DUE DILIGEMCE START DATE * [06/26/2024 |7 DUE DILIGEMCE DATE * [07/25/2024 |5
SENT TO STATE/DISBURSED DATE *» [07/30/2024 |5 DISBURSED TO » |Montana Department of Revenue

ACCOUNT DETAIL

DISE DATE TYPE CASE PARTY NUMEBER AMOUNT
01/06/2017 Victim Restitution Disbursement TH-455-2007-0002064 Twyla Birdtail Disb 4085 $152.01
10:43 AM Check 3276 Edit Comment

1504 Washington Hawvre . MT 58501 Victim Restitution Disbursement TH-455-2007-0002064 152.91

1270272016 Victim Restitution Disbursement TK-455-2007-0002064 Twyla Birdtail Disb 4039 350,00
03:29 PM Check 3244 Edit Comment

1504 Washington Havre . MT 58501 Victim Restitution Disbursement TH-455-2007-0002064 50.00

TRANSACTION DETAIL

DATE TRANSACTION TYPE NUMBER / COMMENT AMOUNT ACCOUNT BALANCE
07/30/2024 Unclaimed Transfer Rec 64543 , Disb 4039 $50.00 $50.00

07 302024 Unclaimed Transfer Rec 64544 | Disb 4035 $152.91 5202.91

073072024 Unclaimed Disbursement Disb 6122 -5202.91 50.00

SAVE ADJUST CANCEL
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Step 20) Click OK in the View Report Status pop-up.

VIEW REPORT STATUS

Do you want view Report status page ?

CANCEL

Step 21) In the Report Status Page, view the Unclaimed Property Account Detail report by clicking the top link with the

same name.

REPORT STATUS PAGE

SEL NAME DATE TIME STATUS
] Unclaimed Property Account Detail 7130724 11:11 AM Finished
(] Check T130/24 10:00 AM Finished

Step 22) Include this report along with the Unclaimed Property check being sent to Montana Department of Revenue.

Hill County Justice Court User: TRAINER4

Unclaimed Property Account Detail
Montana Department of Revenue

Address: Home Phone:
DOB: Work Phone:
SSN:

Purpose: Unclaimed Property

Comment: Unclaimed Property
Date Disb: 07/30/2024 Due Diligence Start Date: 06/26/2024
Disbursed To: Montana Department of Revenue Due Diligence Date: 07/25/2024

ACCOUNT DETAILS

Date Disb. Disb. Check no. Case Party Amount
12/02/2016 Disb 4039 3244 TK-455-2007-0002064 Twyla Birdtail $50.00

Comment: 1504 Washington
Havre , MT 59501Victim Restitution Disbursement
TK-455-2007-000206450.00

01/06/2017 Disb 4085 3276 TK-455-2007-0002064 Twyla Birdtail 5152.91

Comment: 1504 Washington
Havre , MT 59501Victim Restitution Disbursement
TK-455-2007-0002064152.91

Account Total: $202.91
TRANSACTION DETAILS
Date Transaction Type Number/Comment Amount Acct. Balance
07/30/2024 Unclaimed Transfer Disb 4039 $50.00 $50.00
07/30/2024 Unclaimed Transfer Disb 4085 £152.91 $202.91
07/30/2024 Unclaimed Disbursement Disb 6122 -$202.91 $0.00
Transaction Total: m
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