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List Disbursable 
 

Menu | Miscellaneous | Financial | List Disbursable 
 
The List Disbursable screen is where all the money waiting to be disbursed is located. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Change the Transactions Thru date to the last day of the month.  Don’t change the time. 
 

Click the Submit button to see all the liability account totals as of that date/time. 
 
 
 
There are two sections.  Individual disbursements which go to individuals, and Mass disbursements that are paid 
to an Agency. 
 

Individual disbursements 
 
To pay an Individual disbursement, simply click on the Balance amount for that specific account.  If it is being 
held for some reason, you won’t be able to write a check yet. 
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I clicked on the $196.00 for Change of Venue Fee.  Make sure it has a Default payee listed.  If there is not a 

Default Payee, the check will not have a Pay To on it.  If the Default payee is missing, you can click on the Case  
link to get into that Requirement Detail screen so you can add the Default payee.  If the Default payee is there, 

click on the Disbursable amount link to write the check. 
 
 
 
 
 
 
 
 
 
 
 
 
This bring up the Check Disbursement screen.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter today’s date and put whatever you want in the Memo. 
 

Click the Update button to save your work. 
 
 

You should see  Updates completed successfully  in the upper left corner of the screen. 
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Click on the View check button to view the check.  DO NOT PUT THE CHECK NUMBER ON THIS SCREEN. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will bring up the Assign Next Check Number screen.  
It will have the next sequential number listed.   
 

If this is correct, just click the Update button to 
continue. 
 
 
 
You must click on the Adobe Printer 
icon to print the check.   You can’t 
print the check from your browser 
print. 
 
Once you have printed, you can click 

the Cancel button, which takes 
you back to the Check Disbursement 

window.  Click the Cancel button 
until you return to the screen to 
write the next check. 
 
If you try to print the check again a 
big COPY watermark is printed 
across the check. 
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Mass disbursements 
 
Mass disbursements are those where multiple payments are sent in one check, such as to the county or state. 
 
Click on the name of the payee to select all the accounts to be paid to that payee.  The name of the payee is a 
toggle button, it will select all or unselect all accounts below it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the Submit button to see the total amount of the accounts selected. 
 
 

If the Total Amount Selected is correct, Click the Update button to save your work and continue creating a 

check to this payee. 
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• Date – You can type a T for the current date and time. 

• Name – Comes from the chart of accounts Pay To in the liability accounts. 

• Address – Should appear but you can type in an address if it does not. 

• Memo – Enter whatever you would like to appear in the memo. 

 

DO NOT PUT A CHECK # IN. 
 
Click the Update button to save your work and continue. 
 
Once you have updated successfully, the check # is changed to *ToPrint and the amount of 
the check is displayed. 
 
 
 
 
 
 
 
 
 
You can now click the View check button to view the check. 
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It will display the next sequential check number.  
 
You can click the Update button if this is the next 
number or you can change the number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You must click on the Adobe Printer icon to print the check.  You can’t print the check from your browser print. 
 

Once you have printed, you can click the Cancel button, which takes you back to the Check Disbursement 

window.  Click the Cancel button until you return to the screen to write the next check. 
 
If you try to print the check again a big COPY watermark is printed across the check. 


