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Disbursing Fees Up Front WITHOUT Available Funds 

COMMERCIAL:  ADVANCE CHARGES – NCS GREAT LAKES 

Follow these steps to disburse the advance fee(s) and reimburse the Company for the advance. 

 

 

1. Navigate to the Order COrder COrder COrder Contactsontactsontactsontacts screen  

2. Click the Add Add Add Add Contact Contact Contact Contact      icon 

3. From the Add ContactAdd ContactAdd ContactAdd Contact window, select OtherOtherOtherOther    ContactContactContactContact; click 

OKOKOKOK 

    

    

    

    

    

    

4. Click the Lookup codeookup codeookup codeookup code link 

5. In the SearchSearchSearchSearch field, enter 

Advance 

6. Double-click the Advance Advance Advance Advance 

Fees from CRRAR RDFees from CRRAR RDFees from CRRAR RDFees from CRRAR RD entry 

    

    

    

7. Request the check for the advance 

 

Prepping the Order for Reimbursement 

8. Navigate to the Statement ChargesStatement ChargesStatement ChargesStatement Charges    screen 

9. Locate the entry for the fees 

advanced  

10. Click the LineLineLineLine number link 

 

 

 

 

NOTE: ALWAYS request the FULL amount of the disbursement when disbursing an up-front payment.  NEVER request a 

partial payment; even if the order has a portion of the funds. 
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11. On the line containing the advanced fee,  

a) from the ToToToTo-code drop-down, select AAAA 

b) from the Bill codeBill codeBill codeBill code drop-down, select ADVADVADVADV 

 

12. Repeat Step 11 for each fee that is included in the advance; the sum of all fees must equal the total advance 

requested 

The Ledger Transfer(Ledger Transfer(Ledger Transfer(Ledger Transfer(----)))) now includes the 

advanced fees.  

 

 

 

 

 

 

 

 

Receipting and Disbursing  

Once you receive the check for the advance, 

1. Navigate to the RegisterRegisterRegisterRegister  

2. Receipt in the funds 

a) Click the Add TransactionAdd TransactionAdd TransactionAdd Transaction  icon 

b) Highlight ReceiptReceiptReceiptReceipt; click OKOKOKOK 
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c) Enter or select,  

i. Medium = CheckMedium = CheckMedium = CheckMedium = Check    

ii. Payor Code = OPayor Code = OPayor Code = OPayor Code = O-

Contact setup for 

the advanced fees 

iii. MemoMemoMemoMemo = reason for 

the advanced funds 

(i.e., recording fees, 

search fees) 

iv. Apply towards > Apply towards > Apply towards > Apply towards > 

UnappliedUnappliedUnappliedUnapplied field = 

amount of the 

check 

v. Check information Check information Check information Check information 

> From check > From check > From check > From check 

numbernumbernumbernumber = the 

CRRAR RD check 

number 

vi. Click the OKOKOKOK button 

 

3. Create the manual check 

a) Click the Add TransactionAdd TransactionAdd TransactionAdd Transaction  icon 

b) Highlight CheckCheckCheckCheck; click OKOKOKOK 

 

c) Enter or select,  

i. Payor Code = Payor Code = Payor Code = Payor Code = code 

for party you are 

paying 

ii. AmountAmountAmountAmount = amount 

advanced; this 

must match the 

funds received 

iii. MemoMemoMemoMemo = 

description for the 

advanced funds 

(i.e., recording fees, 

search fees) 

iv. Click the OKOKOKOK button 
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4. Click the Print and PostPrint and PostPrint and PostPrint and Post button; select Print Pending ChecksPrint Pending ChecksPrint Pending ChecksPrint Pending Checks 

    

    

    

 

5. Check the applicable 

check box for the 

check to be released; 

in our example the 

recording fees check 

is being issued 

 

 

 

 


