We Keep Order in the Court™

Year End Counters

In this documentation, you will see in detail on how and when to update your yearend
counters in each lcon program. Please note each not every program will apply to your
court.

Accounting
Civil
Criminal
Juvenile
Magistrate
LCR

General

RRRERRXNRNRNN

Probate Programs (Estates, Conguard, Firearms and
Marriage)

/h; 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

What counters need to be reset in Accounting?
In Accounting the only things, 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.

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.
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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
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.




We Keep Order in the Court™

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.
Dist # Millage Description Year Factors to Edit
|01 |[HOSPITAL - |2014 & Intangible Tax Factors
Tax Rate Millage Ratic  Commission District Total ¥ S S EFIERIFERE
| 0.598 0.0183 2
A e
) Laiculate vilage p r
Vendor in QB
|[HOSPITAL
he right Clone A |
Year | Dist # | Millage Description \ Tax Rate | Mill ratio | =

2014 01 HOSPITAL 0.598 0.0183

2014 01 SCHOOLS 14.75 0.452
2014 01 STATE TAX 0.15 0.0046
12014 01 CLARKESVILLE 6.35 0.1946
| |2014 01 COUNTY 10.785 0.3305
| |2014 01 HOSPITAL 0.598 0.0183
| |2014 01 SCHOOLS 14.75 0.452

2014 01 STATE TAX 0.15 0.0046
| [2014 01 CLARKESVILLE 6.35 0.1846

2014 01 COUNTY 10.785 0.3305

Cancel | Add | Edit | Delete | Save |
Only show tax year of [2014

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

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 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 system >
System Master Defaults.
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Once you have opened the system screen Click on the Tab that says Counters and
values. Next Click on the Edit button at the top of the screen. This will give you
the ability to change the counters. On this screen you will be adjusting the
instrument number to 0, Instrument year to 2020, both superior and state
transmit numbers should be set to 1 and the transmit year should be set to
2020. Once you have finished you will Click Save then Exit.
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How do you Reset Case Numbers?
The case numbers are located under system > System Master Defaults.

\‘



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

File Calendar Notice Reports P g Gen-Cwil D MV-PersProp PJ-Gamish GSCCCA Document Stamp | System | Accounting Help

= i ﬂ User Logon
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Change Password
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Copy Images To Folder to Bumn to Disc
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Once you are this screen you will Click on the tab that says Case Styles. Next you
will Click on the Case Number string you would like to update. All of your case
number strings will be visable on this screen. Only click on the one you would
like to update. Then Click the Edit button on the Case Styles screen.

e WPV

Next you will update the Next Sequence Number to 1 and Click Save.
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CourtAddress |  Counters and Values \ Program Options [ Book/Page Setup \ Officers ] Magistrate ] Location of Files \
Case Styles Active Courts [ Proceeding Definitions
Type Case Category Description Last Case Number Used Court of Filing
lcv lcv |[SUPERIOR COURT CIVIL [13cv096 [su -
Format String Next S Number Start Column End Column Auto Counter
pCV [1 [ 5 7 ¥ Checkif ON
[Act [ twe [ Cotegoy | Descripion | LostCase Number SeqStatColmn | Seqknd | Foimat Stiing NewCase | AutoCount
| [True CR SUPERIOR COURT CRIMINAL13CR027 5 7 ##CR** 28 True
| [True JV CR JUVENILE COURT 13JTEST 4 6 #HRJ™* 1/ True
|{True Ccv Ccv SUPERIOR COURT CIVIL 13CV096 5 7 #HCV 97 True
| [True JT CR JUVENILE TRAFFIC 11JV001 0 0 False
| [True CM CR CRIMINAL MOTION 0 0 False
| [True BC MV BAD CHECK 11-BC-0057 7 10 ##-BC-+*** 58 True
| [True CA Ccv CIVIL ADOPTION 2012CA0033 7 10 #H#HCA™ 34 True
| [True BC CR BAD CHECK 09-BC-0003 7 10 ##-BC-+*** 1|True
| [True CR MV CRIMINAL CASES 12-0000031CR- 4 10 ##-CR-*** 32 True
| [True TR CR SUPERIOR TRAFFIC 13-TR-0008 7 10 ##-TR-*** 9 True
| [True SE MV SEARCH 0 0 False
Exit Edit Mocte Case Number Examples Format String
X1 I ’7
EDIT Examples
Cancel Delete
—J —J SU-02-CR-5420 SU-##-CR-***
Add Save ﬁ 1B-2002-CR-0159 1B-####-CR-*+
02-CR-0464 YY-#-
Start Column: Should equal the first location of a

NOTE: If you have multiple case number strings (example: CV, CS, AD, etc.)
you will need to update each one.

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 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 system >
System Master Defaults.
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Once you have opened the system screen Click on the Tab that says Counters and
values. Next Click on the Edit button at the top of the screen. This will give you
the ability to change the counters. On this screen you will be adjusting the
instrument number to 0, Instrument year to 2020, the GCIC transmit
number to 1, and the transmit year for GCIC and DDS should be set to 2020.
Once you have finished you will Click Save then Exit.

NOTE: DMVS transmit numbers DO NOT reset.

How do you Reset Case Numbers?
The case numbers are located under system > System Master Defaults.

10
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Once you are this screen you will Click on the tab that says Case Numbers. Next
you will Click on the Case Number string you would like to update. All of your

case number strings will be visable on this screen. Only click on the one you

Defaul

Counters and Vaiues
Case Numbers

ive] Type | Category Description Last Case Number | Seq Start Column | Seq End Format Sting Mext Case | AutoCount | ~
PR cr SUPERIOR COURT CRIMINAL 13CRO27 5 7| #HCR™ wme | |
e ovcR JUVENILE COURT 13TEST 4 6 1 True ]
ue Ji o JUVENILE IRArric Havoul v u raise
True CM  CR CRIMINAL MOTION 0 a False _
Te BC  CR BAD CHECK 09-8C-0003 7 10 /##-BC- 1 True Q_
Twe TR CR SUPERIOR TRAFFIC 13-TR-0008 7 10| #-TRA 9 True _
True TP TRAFFIC-DNR 0020 1 4 21 True ]
Tue WR R WARRANT 366015 ; g 16 True
Twe P CR PRE-INDICTMENT 78859 Falss e
e iz or JUV TRUANCY DEPRIVED 0 7 10 g2 1 True -

Case Number Examples Format String
Examples

Y
T
g

Delete
atian. oo raon
SU-02-CR-5420

1B-2002-CR-0159
02-CR-0464
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Next you will update the Next Sequence Number to 1 and Click Save.

would like tou date. Then Click the Edit button on the Case Numbers screen.
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[ S35t Default W -

A @ [ = |« [ B view
Court Address ‘ Counters and Values [ Program Options ‘ Book/Page Setup | Officers I Magistrate | District Attorney | Solicitor l
Location of Files Case Numbers l Active Courts ‘ Proceeding Definitions } Transmission Info ‘ Traffic Defaults ‘ Calendar Designer ]
Type Case Category Description Last Case Number Used  Court of Filing
|cr CR |SUPERIOR COURT CRIMINAL |13CR027 |su |
Format Strin Next Sequence Number Start Column End Column Auto Counter
#ACR™ 1 ] 7 v Checkif ON
Aclwel Type | Category | Description | Last Case Number |Eeq Start Coiumn| SegEnd Formnat String | Next Case |Autc£ount| -
TTe lcR ICR SUPERIOR COURT CRIMINAL ICR0O27 3 7|#gCR™ 1 True
| L 4 6 #4) 1 True
0 0 Fals
i 0 0 Fals
i 7 10 |##-BC-** 1 True
el 10 [##-TR-= 9| True
(Tl 1 4 21[True
L 1 6 16|True
| rrve [z CR JUV TRUANCY DEPRIVED 0 7 10 |##-JU-*=* 1/ True -
. i i Mode r , = -
Exit Edit EDIT E::;g:?ber Examples ormat String
Cancel Delete
—I 4 SU-02-CR-5420 SU-##-CR-"**
Add Save 1B-2002-CR-0159 1B-####-CR-"
02-CR-0464 #-CR-"

NOTE: If you have multiple case number strings (example: CR, TR, WR,
etc.) you will need to update each one.

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 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 system >
System Master Address and Values.
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Once you have opened the system screen Click on the Tab that says Counters and
values. Next Click on the Edit button at the top of the screen. This will give you
the ability to change the counters. On this screen you will be adjusting the
instrument number to 0, Instrument year to 2020, the GCIC transmit
number to 1, and the transmit year for GCIC and DDS should be set to 2020.
Once you have finished you will Click Save then Exit.
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NOTE: DMVS transmit numbers DO NOT reset.

How do you Reset Case Numbers?
The case numbers are located under system > System Master Address and Values.
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Once you are this screen you will Click on the tab that says Case Numbers. Next
you will Click on the Case Number string you would like to update. All of your
case number strings will be visable on this screen. Only click on the one you
would like to update. Then Click the Edit button on the Case Numbers screen.
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Coutt Address | Ci and Values Program Options Book/Page Setup Officers Magi: District Attorney Solici

Location of Files Case Numbers I Active Courts | Transmission Info I Proceeding Definitions
UVENILE COURT 13JTEST =
e 1 4 6
ive] T Description Last Case Mumber | Seq Start Column | SeqEnd Format String Mext Case | AutoCount | ~
True CR  CR SUPERIOR COURT CRIMINAL 13CRO27 5 T #CR™ 28 True
N CR JUVENILE COURT 13JTEST 4 6 s 1 True |
True JT CR JUVENILE TRAFFIC 11JV001 0 0 False
True CM  CR CRIMINAL MOTION 0 0 False
True BC _CR BAD CHECK 09-BC-0003 7 10 #-BC-~ 1 True @
True TR CR SUPERIOR TRAFFIC 13-TR-0008 7 10 #-TR-""" 9 True
True TP CR TRAFFIC-DNR 0020 1 4 21 True
True WR CR WARRANT 000015 1 [Tl 16 True
True Pl CR PRE-INDICTMENT 78859 False
True JZ  CR JUV TRUANCY DEPRIVED 0 7 10 #-JU- 1 True =
Exit Edit EW Case Number Examples Format String
Examples
Cancel Delete
SU-02-CR-5420 SU-##-CR-""
Add Save 1B-2002-CR-0159 1B-####-CR-"
02-CR-0484 S

Next you will update the Next Sequence Number to 1 and Click Save.

Case Number Examples Format String
Examples

SU-02-CR-5420 SU##-CR-**

1B-2002-CR-0159 1B###-CR-""*
02-CR-0464 #-CR-"

| CouttAddress | Counters and Values | Program Options | Book/Page Setup | Officers | Mag | District Attomey | Solicit
l Location of Files Case Numbers | Active Courts ] Transmission Info | Proceeding Definitions
i 4 [
Type | Category Description Last Case Number_| Seq Start Column | _Seq End FomatSting | NextCase | AutoCount | «
True [CR |CR SUPERIOR COURT CRIMINAL 13CR027 5 7 |[##CR™ 28|True
Itrue 0v  [CR JUVENILE COURT 13TEST 4 688 1|True
True [JT CR JUVENILE TRAFFIC 11JV001 0 0 False
True [CM  |CR CRIMINAL MOTION 0 0 False
True [BC  [CR BAD CHECK 09-BC-0003 7 10 [##-BC-" 1[True
| Te TR [CR SUPERIOR TRAFFIC 13-TR-0008 7 10 [##-TR-" 9[True
True TP ICR TRAFFIC-DNR 0020 1 4w 21[True
True [WR  |CR WARRANT 000015 1 [ 16|True
Tee [PI |CR PRE-INDICTMENT 78859 False
‘ Tue [JZ |CR JUV TRUANCY DEPRIVED 0 7 10 [#8-JU- 1[True

NOTE: If you have multiple case number strings (example: JV, JR, WR, etc.)
you will need to update each one.
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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 system >
System Master Address and Values.

File Calendars MNotices Reports Processing GSCCCA  Traffic Disposition Document Stamp Accounting Help

3 IL 2 User Logon
© User Logout
Change User Password

User Master List and Access Rights

Attorney Master

Bondsman Master

Code Table

Copy Images to Folder to Burn to Disc
Fine Master Table

File Checkout

Judge Assignments

Master Names

Sync Warrants with DA and Clerk
Index Criminal Files

Magistrate 0.C.G.A. Definitions
Prosecutor O.C.G.A. Definitions

Systern Master Address and Values

Record Locking v
Support Tools »
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Once you have opened the system screen Click on the Tab that says Counters and
values. Next Click on the Edit button at the top of the screen. This will give you
the ability to change the counters. On this screen you will be adjusting the
instrument number to 0, Instrument year to 2020, the GCIC transmit
number to 1, and the transmit year for GCIC and DPS should be set to 2020.
Once you have finished you will Click Save then Exit.
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NOTE: DPS transmit numbers DO NOT reset.

How do you Reset Case Numbers?
The case numbers are located under system > System Master Address and Values.

ing Help
User Logon
User Logout
Change User Password
User Master List and Access Rights

Attorney Master

Bondsman Master

Code Table

Copy Images to Folder to Burn to Disc
Fine Master Table

File Checkout

Judge Assignments

Master Names

Sync Warrants with DA and Clerk

Index Criminal Files

Magistrate 0.C.G.A. Definitions
Prosecutor 0.C.G.A. Definitions

System Master Address and Values
Record Locking
Support Tools
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Once you are this screen you will Click on the tab that says Case Numbers. Next
you will Click on the Case Number string you would like to update. All of your
case number strings will be visable on this screen. Only click on the one you

would like to update. Then Click the Edit button on the Case Numbers screen.
e ™ L. e THNESSE TR

Court Address ! Counters and Values |  Program Options ! Book/Page Setup ! Officers 1‘ Magistrate ! District Attorney ! Solicitor !
Location of Files CaseNumbers |  ActiveCouts |  WarrantCounters |  Proceeding Definitons | Transmission Info |
Tvpe Case Cateqgory Description Last Case Number Used Court of Filing
BC v |BAD CHECK [11-BC-0057 [mv -
Format String Next Sequence Number Start Column End Column Auto Counter
##-BC- | 58 | 70 10 ¥ Checkif ON
lactive | Type | Categoy | Desciption | LestCaseMumber | SeqSwCobamn |  SeqEnd | Foimat Stiing [ MemCase | AuoCount | -
HTrue BC MV BAD CHECK 11-BC-0057 7 10 #-BC-+** 58 True
||[True  CR MV CRIMINAL CASES 12-0000031CR- 4 10 ##-CR-**** 32 True
True SE MV SEARCH 0 0 False
e wR My WARRANTS 2012-EZ-0148 g 12 HR-EZ 147 True
:True PW MV PREWARRANT 2012-EZ- 7 2 True
| |True CF MV CITATION FORMAT 4 42 False
| |True TR MV MAGISTRATE TRAFFIC TR-0002 4 3 True
| |True  OR MV GOOD BEHAVIOR BOND GBB-0002 5 3 True
| [True WA MV WARRANTLESS APP 12-0011 4 i Faise
Mod T
Exit Edit SI\‘ ;;?E:V S |Cas umber Examples Format String
Examples
NI s
Cancel Delete
4 Q U-02-CR-542 SU##-CR-
Add | Save | 1B-2002-CR-015¢2 1B #ERCR-
L~ I |
02-CR-0464 ##-CR-+*

Next you will update the Next Sequence Number to 1 and Click Save.

NOTE: If you have multiple case number strings (example: MV, MC, WR,
etc.) you will need to update each one.
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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
20109.

How do you Reset Instrument numbers and Transmit Numbers?
The instrument number and transmit number are located on the same page. You

will io to Sistem>Parameter Maintenance.
w Entrv Renorte GSCCCA  Imanec Syctem | Heln leln
.nu..gﬂm.t s -
' User Master List and Access Rights
Set Program Access
Parameter Maintenance
 Master Common Name File v
Form Label Setup
Convert Table Structures

|User: SUPPORTSTAFF  User Rights: ADMIN | P

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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Parameters Setup
Close |
County Information:

- 0 X

| sae | Status:  [EDIT

County Name: [COUNTY County Number: [111

Address 1: | Clerk Sup: |

Address 2 | Office: [SUPERIOR COURT
City: | Phone: |

State: | Zip: Email: |

Instrument Counters lAﬂ. Field Descriptions | Misc. I Table Dictionary Values |

Deed Information |Lien Informalionl Plat Im‘ormalion] Misc Im‘ormation]

Last Instrument: |1112013000041

Good Thru Date: [09:14;2013

Accept Checksum: [UUUEBSE

Transmit File Number: |2

Next Instrument Number: | 42

Reset Instrument Counters

Reset Counter New Instrument Year: [2019 —I;e%rcilégpe—
urrent Instrument Year: [2013 P ‘LFEN

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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Updated 12/16/2019

Instrument Counters |All_ Field Descriptions ] Misc. ] Table Dictionary Values |
Deed Information ILierl Informationl Plat Infurmakinnl Misc Infnrmation'

Last Instrument: |g

Good Thru Date: |10f10f2013

Accept Checksum: |0034085

Transmit File Number: |1

Next Instrument Number: I 1

~Reset Instrument Counters

NOTE: EACH ONE NEEDS TO BE RESET.

After you are finished Click Save. At the Top

County Information:

of the screen.

County Name: [COUNTY County Number: [003

Address 1: [ Clerk Sup: ‘

Address 2: [ Office: |SUPERIOR COURT
j| City: [ Phone: [

State: [ Zip: | Email: ‘

Instrument Counters |All Field Descriptions | Misc. | Table Dictionary Values ]
Deed Information I Lien Information | Plat Information | Misc Information |

Last Instrument: |g

Good Thru Date: [10!10;‘2013

Accept Checksum: ‘0034055

Transmit File Number: |1

Next Instrument Number: [ 1

Reset Instrument Counters

Reset Counter | New Instrument Year: |
Current Instrument Year: |

rRecord Type

" DEED
" LIEN
 PLAT

 MISC
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GENERAL

What counters need to be reset in General?
In General, the only item that needs to be reset is the instrument number.

When should you reset your counters?
General Counters should be reset after all New instruments have been entered for
20109.

How do you Reset Instrument numbers?

The instrument number is located under system> Parameter Maintenance.

User Master List and Access Rights

Setup Record Type Groups

Parameter Maintenance \}|
Change User Password

View Definable Instr Types

Copy Program Rights to New Field
Convert Table Structures

e
o
[
-

Once you are on the parameters screen, you will Click on the Edit button located
at the bottom of the screen. Next you will Click on Record Count and Change that
to 1 and update the year to 2020. Once you are finished Click Save.
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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 Case Numbers in Estates and Conguard?
The Case numbers for both Estates and Conguard are located under
File>Administrator Tools.

Icon Software Corp Probate Court Estates

[ File | Reporting AOCFiles Transmissions Contacts Letters Help
Estate Records
Demand Records
Printer Setup Rights [ADN"N
Administrator Tools
Code Table
Calendar
Day Planner

Document Stamp

File Checkout

Receipt Conversion

User List Administration

Recall Deleted Records

Record Locking

Zip Code Maintenance

Copy Images to Folder to burn to Disc
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Once you have opened the Adminitrator Screen on the Parameters Tab you will
Click Edit at the bottom of the screen. Next you will change the current Year to
2020 and change the Case Number to 1 (if you do not auto-assign case numbers
just change the year). Once you have finished Click Save.
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How do you Reset Case Numbers in Marriage and Firearms?
The Case numbers for both Marriage and Firearms are located under
File>Administrator Tools.
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Once you have this screen open Click Edit at the bottom of the screen. Change the
Current year to 2020 and update the Licence Number to 1. In Marriage you will
also update the Application number to 1. Once you are finished Click Save.
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