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Make sure you enter your User ID and Password so that it will take you to the accounting screen.
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2. Check box for “Non-Case Misc.” DO NOT ENTER THE CASE NUMBER.

A. Enter the payor as “Office of State Debt Collection”,
B. Enter the amount of the check
C. Enter the check number

D. Choose OSDC as the type of check from the drop-down box
E. Click on “Payment Received by Mail”

F. Click on “Dedicated Credits”
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G. Click on the “80/20 Split” button (this will automatically enter the amounts for you)

H. Enter information in the note field

l. Click on “Print & Post Receipt”
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