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Year End Counters – CMS 
In this document, you will see in detail on how and when to update your yearend counters 
in each Icon program. Please note each not every program will apply to your court. 

 

 

 Accounting – Real Estate Customers 

 Civil 

 Criminal 

 Juvenile 

 Magistrate 

 LCR 

          Probate  

 

 NOTE: Everyone MUST be closed out of the programs during the resetting of 
the counters and once you have reset please exit out of the program and 
then reopen it. 

 
  If you have any questions, please contact Icon Support. 
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ACCOUNTING – Real estate 
 

 

What counters need to be reset in Accounting? 
In Accounting the only items, you will need to reset are your UCC counter for 
real estate and add in new tax rates. If your court doesn’t receipt real estate in 
Icon, then you are all set for Accounting. 

 
 

When should you reset your counters? 
UCC counters will need to be reset once you have entered in all UCCs that were 
filed in 2019. 
 
New Tax Rates will need to be updated before the end of Jan 2020. 

 

How do you Reset UCC counters? 
UCC counters will need to be reset by an admin user in your office, to do this 
open accounting then go to System>System Master Defaults.  
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Once you have opened the system screen you will Click on the Real Estate Tab, 
then Click Edit at the top of the screen. That will give you the ability to change 
the Current UCC number to 1 and Update the year to 2020. 
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How do you Update Tax Rates 
Tax Rates also must be entered by an Admin Icon user, to do this open accounting 
then go to System>System Master Defaults.  
 

 
Once the system screen is open Click on the tab that says Tax Districts, all your 
2018 tax information will be listed on the screen. Your first step will be to Clone 
all Factors from 2018 to 2019. Simply Click on the Clone all factors button. A 
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pop up confirming that you would like to Clone will come up, Click Yes to 
continue and No to cancel. 

 
Next there will be a pop up confirming the year you would like to clone your 
factors to this will be 2019 tax years are always 1 year behind the current year, 
Click OK to continue. 

 
 

Once all factors have been cloned the next thing you will do is adjust any updated 
factors for district 1. To do this you will first Click on District 1. Next you will 
Click on the factor you would like to update then Click the Edit button Listed 
under the factors. The ONLY field you will change is the Tax Rate field. Make 
sure the Tax Rate is in the correct decimal format. Each county receives their tax 
information differently.  
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Once you have filled in the correct Tax Rate for your needed factor Click Save. 
Then move on to the next factor that needs to be updated and follow the same 
steps. Once each factor for District 1 has been updated Click on the Calculated 
Millage option. 
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Next Click on the District 2 and follow the same steps above. Each district will 
need any changes for each factor. Once all intangible districts have been adjusted 
with the new tax factors, Click on the Copy All to Transfer Tax. This will copy all 
factor changes to the Transfer tax rates also. 

 
 
NOTE: Please Contact Icon’s support staff with any questions.  
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CIVIL 
 

 

What counters need to be reset in Civil? 
In Civil the items that need to be reset include: Instrument numbers, Transmit 
Numbers, and Case Numbers (if you auto-assign). 

 
 

When should you reset your counters? 
Civil Counters should be reset after all New Cases have been entered for 2019. 
 

How do you Reset Instrument numbers? 
The instrument number and transmit number are located on the same screen and 
should be done at the same time. These counters are located under the wrench on 
the menu bar > System Parameters > Civil Court Parameters. 

 
 
Once you have opened the system screen the Civil Court Parameters tab will be viewable. 
Follow these steps: 

1. Fill in the instrument number year to 2020 
2. Click the Update button next to the instrument number section.  
3.  A pop up will be displayed, clear out the current value and then type in 0. 
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4. Once you are finished Click Update Now button. 
5. Then Click Save Changes to Setup button on the top of the screen. 

 
 

How do you Reset Case Numbers? 
Click on the Tab that says Case Numbers then Click on the Edit button at the next 
to the case number sting you would like to reset. 

 
NOTE: You will need to Edit and Update each Case Number format that 
your court uses, follow the next step for each Case Number format. 
 
This screen will give you the ability to update the Next Sequence Number.  Set 
the number to 1 then Click Save. 



 
 
We Keep Order in the Court™ Updated 12/16/2019 

 

  10 
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CRIMINAL 
 

 

What counters need to be reset in Criminal? 
In Criminal, the items that need to be reset include: Instrument numbers, Transmit 
Numbers, and Case Numbers (if you auto-assign). 

 

When should you reset your counters? 
Criminal Counters should be reset after all New Cases have been entered for 
2019. 
 

How do you Reset Instrument numbers? 
The instrument number are located under the wrench on the menu bar > System 
Parameters > Criminal Court Parameters. 

 
  
Once you have opened the system screen the Criminal Court Parameters tab will be 
viewable. Follow these steps: 

1. Fill in the instrument number year to 2020 
2. Click the Update button next to the instrument number section.  
3.  A pop up will be displayed clear out the current value and then type in 0. 
4. Once you are finished Click Update Now button. 
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Then Click Save Changes to Setup button on the top of the screen. 

 
 

 

How do you Reset Case Numbers? 
Click on the Tab that says Case Numbers then Click on the Edit button at the next 
to the case number sting you would like to reset. 

 
 
NOTE: You will need to Edit and Update each Case Number format that your court 
uses, follow the next step for each Case Number format. 
 
This screen will give you the ability to update the Next Sequence Number.  Set the 
number to 1 then Click Save. 
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How do you Reset GCIC Transmission Numbers? 
Click on the Tab that says GCIC Transmission 

1. Fill in the transmit number year to 2020 
2. Click the Update button next to the Transmit # number. 
3.  A pop up will be displayed, clear out the current value and then type in 1. 
4. Once you are finished Click Update Now button. 
5. Click Ok commit your changes. 
6. Then Click Save Changes to Setup button on the top of the screen. 
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How do you Reset DMVS Transmission Numbers? 
Click on the Tab that says DMVS Transmission 

1. Fill in the transmit number year to 2020 
2. Click the Save Changes to Setup button at the top of the screen. 

 
NOTE: DVMS does NOT reset the transmit number. 
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JUVENILE 
 

 

What counters need to be reset in Juvenile? 
In Juvenile, the items that need to be reset include: Instrument numbers, Transmit 
Numbers, and Case Numbers (if you auto-assign). 

 

When should you reset your counters? 
Juvenile Counters should be reset after all New Cases have been entered for 2019. 
 

How do you Reset Instrument numbers? 
The instrument number are located under the wrench on the menu bar > System 
Parameters > Juvenile Court Parameters. 

 
  
Once you have opened the system screen the Juvenile Court Parameters tab will be 
viewable. Follow these steps: 

1. Fill in the instrument number year to 2020 
2. Click the Update button next to the instrument number section.  
3.  A pop up will be displayed clear out the current value and then type in 0. 
4. Once you are finished Click Update Now button. 
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Then Click Save Changes to Setup button on the top of the screen. 

 
 

 

How do you Reset Case Numbers? 
Click on the Tab that says Case Numbers then Click on the Edit button at the next 
to the case number sting you would like to reset. 

 
NOTE: You will need to Edit and Update each Case Number format that 
your court uses, follow the next step for each Case Number format. 
 
This screen will give you the ability to update the Next Sequence Number.  Set 
the number to 1 then Click Save. 
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How do you Reset DMVS Transmission Numbers? 
Click on the Tab that says DMVS Transmission, fill out the the Superior Court year to 
2020.  
NOTE: DVMS does NOT reset the transmit number. 
 

 

 

 

 

 



 
 
We Keep Order in the Court™ Updated 12/16/2019 

 

  18 

 

MAGISTRATE 
 

 

What counters need to be reset in Magistrate? 
In Magistrate, the items that need to be reset include: Instrument numbers, 
Transmit Numbers, and Case Numbers (if you auto-assign). 

 

When should you reset your counters? 
Magistrate Counters should be reset after all New Cases have been entered for 
2019. 
 

How do you Reset Instrument numbers and Transmit Numbers? 
The instrument number and transmit number are located on the same screen and 
should be done at the same time. These counters are located under the wrench on 
the menu bar > System Parameters > Criminal Court Parameters. 

 
  
Once you have opened the system screen the Criminal Court Parameters tab will be 
viewable. Follow these steps: 

1. Fill in the instrument number year to 2020 
2. Click the Update button next to the instrument number section.  
3.  A pop up will be displayed clear out the current value and then type in 0. 
4. Once you are finished Click Update Now button. 
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5. Then Click Save Changes to Setup button on the top of the screen. 
 

 
 

How do you Reset Case Numbers? 
Click on the Tab that says Case Numbers then Click on the Edit button at the next 
to the case number sting you would like to reset. 

 
NOTE: You will need to Edit and Update each Case Number format that 
your court uses, follow the next step for each Case Number format. 
 
This screen will give you the ability to update the Next Sequence Number.  Set 
the number to 1 then Click Save. 
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LCR 
 

 

What counters need to be reset in LCR? 
In LCR the items that need to be reset include: Instrument numbers and Transmit 
Numbers. 

 

When should you reset your counters? 
LCR Counters should be reset after all New instruments have been entered for 
2019. 
 

How do you Reset Instrument numbers and Transmit Numbers? 
The instrument number and transmit number are located on the same page. You 
will go to System>Parameter Maintenance. 

 
From there you will Click on the Edit button on the top of the screen. From there 
you will see the Reset Instrument Counters box pop up at the bottom of the 
screen. 
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Once you see the reset screen, Click on the Record Type of DEED. Once you do  
that the new Instrument year of 2020 fill in, and the current year will show 2019. 
To reset the counter Click on Reset Counter. A confirmation box will come up. 
Click OK to continue and Cancel to stop. 

  
 
You will follow the same steps for LIEN, PLAT, and MISC records. After all 
instrument number have been reset you will need to also reset the Transmit File 
Number. To do this Click on Each Tab Deed Information, Lien Information, Plat 
Information and Edit the Transmit File Number to 1. 
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NOTE: EACH ONE NEEDS TO BE RESET. 
 
After you are finished Click Save. At the Top of the screen. 
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PROBATE (Estate, Conguard, Marriage and Firearms) 
 

 

What counters need to be reset in the Probate Programs? 
In the Probate Programs the only item that needs to be reset is the case numbers 
and the Year. 

 

When should you reset your counters? 
Probate Counters should be reset after all New instruments have been entered for 
2019. 
 

How do you Reset Instrument Numbers? 
The instrument number and transmit number are located on the same screen and 
should be done at the same time. These counters are located under the wrench on 
the menu bar > System Parameters > Probate Court Parameters. 
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Once you have opened the system screen the Civil Court Parameters tab will be viewable. 
Follow these steps: 

1. Fill in the instrument number year to 2020. 
2. Click the Update button next to the instrument number section.  
3.  A pop up will be displayed, clear out the current value and then type in 0. 
4. Once you are finished Click Update Now button. 
5. Then Click Save Changes to Setup button on the top of the screen. 

 
 
 

How do you Reset Case Numbers? 
Click on the Tab that says Case Numbers then Click on the Edit button at the next 
to the case number sting you would like to reset. 

 
NOTE: You will need to Edit and Update each Case Number format that 
your court uses, follow the next step for each Case Number format. 
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This screen will give you the ability to update the Next Sequence Number.  Set 
the number to 1 then Click Save. 
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