Court Fee Remittance System
West Virginia State Code
•

West Virginia State Code authorizes the West Virginia State Treasurer’s Office (WVSTO) to collect court fines and penalties
that are assessed by the Circuit Court, Municipal Court, Magistrate Court, County Clerk, and Sheriff’s Office.

•

Fees are to be reported and payment submitted on a monthly basis to the WVSTO to be deposited into the General Revenue
Account.

•

The payment submission by the court or office should be made to the State Treasurer’s Office for deposit by the tenth day of
the month following the month of collection.
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Court Fee Remittance System
User Guide
Overview
The Court Fee Remittance System is designed to facilitate the reporting and payment of fees due to the state from the Municipal
Courts, Circuit Courts, Magistrate Courts, County Clerks, and County Sheriff’s Offices in West Virginia.
The primary functions of the system are data entry and simple reports.
1. Enter/View Form Data: Users will access this area to enter and submit new data and payments and review past submissions.
a. Form Entry: Ability to enter data for new submissions and to recall, but not change past submissions. Users will be able
to save new form entries without submitting them, allowing the user to come back and edit the data later. Once
successfully submitted (see below), the form data and payment will be transmitted to the State Treasurer’s Office (STO)
and the form will change to read-only status.
b. Form Submission: Ability to submit the data entered on the specific entity’s form to the State Treasurer’s Office (STO) for
payment.
2. Reports: Users will have access to reports on each individual entry, and transactional reports covering multiple entries over
selected date ranges.
a. Individual Form Entry Report: This report will be available for viewing or printing of the on-screen data while on the
Form Entry screen. This report will look very similar to the paper forms currently being submitted.
b. Transaction Summary Report: This report shows totals for all the users’ data entries under their responsibility.
c. Transaction Detail Report: This report shows details for all the users’ data entries under their responsibility.
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Logging In
System Access
To use the system, one must first have obtained access. In order to be added as a user, please contact the WVSTO Cash
Management Department by calling (304) 558-3599 or (304) 341-0764 or by email at FeesGroup@wvsto.com.
Note: If you have submitted the EFT Authorization form your account has already been setup with the email provided on the form.

Log In
Once your setup is completed by Cash Management, you will be able to log in to the system using your web browser at
https://apps.wvsto.com/CFRS/Default.aspx and entering your supplied credentials, as below:
1. User Name = email address
2. Password = temporary password assigned and provided to you by Cash Management
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During your first sign in, you will be required to change the temporary password and set up a password recovery question and
answer.

Enter the password you would like to use in the New Password and Repeat Password fields, and enter the Security Question and
Security Answer you want to use as a prompt should you forget and need to reset your password.
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As soon as you submit the password change, you will be returned to the Log In page and your new password will be active. Enter
your email and new password to access the system.

Data Entry
Enter Form Data
The Remittance Page is the main screen of the system. It is found on the “Enter/View Form Data” tab and is used to perform entry
and submission of forms for payment to the WVSTO. When a user logs in, if he/she only has one court/office available to him/her,
the remittance page will automatically load with their court/office displayed for the current month and year, as shown below:
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Note: Users who have access to more than one office shall select the office for which they wish to make a submission from the dropdown list before proceeding.
From this page, the user is able to perform all remittance related activities including:
 new form entries and submissions,
 retrieval of previously saved and submitted remittance forms,
 printing of the currently displayed form (even if blank) and
 cancellation of the selected remittance form if it has not yet been submitted.
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New remittance forms are started by:
a. selecting the Court (if more than one is available),

b. selecting the month and year, and clicking on New.
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This will display the selected court’s/office’s remittance form as currently set up in the system and will allow input of the remitted
amounts. An example screen of the filled-in form and buttons is below:

At any point, the user may save the data entered at this point by clicking the Save Form button.
Once the user has filled out the form completely and has verified the amounts, he/she needs to click the Save & Submit Form
button, which saves all the data and submits the form and payment through the E-Gov payment system to the WVSTO.
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Enter Revision
If you have already successfully submitted a form for a given court/office, month, and year but need to submit an additional form for
the same for any reason, you can submit a revision.
To submit a revision:
 start as if you are beginning a new form by selecting the court/office
 select the month and year
 click the “Submission Revision?” checkbox. This will mark the new form as a revision to an existing one.
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 Perform all the data entry, save and submit steps as with a standard form.
Note: You can only submit additional payments with a revision form, not request refunds.

April 3, 2019

11

Version 1.0

Review and Edit Forms
The user can retrieve previously saved/submitted remittance data by:
 selecting the Court (if necessary),
 select the month and year,
 click the “Retrieve Form” button.
If any transactions for this given combination exist, the primary remittance will
be selected and displayed. If revisions exist for this court/office, month, and
year, they will be available by selecting the various transactions from the
Transaction # list. Notice in the example here that there is only one submission.
Only saved and unprocessed transactions can be edited, but any transaction can
be printed. Notice how the control buttons are greyed out in the excerpt below because the selected transaction is already
processed.

The following save/submission rules always apply:
1. A remittance form for a given month/year cannot be marked as a revision if there is not a primary (non-revision) form for the
same period that was already successfully submitted.
2. Neither can a new primary form be saved for a period if one already exists. If the primary isn’t submitted yet, you can edit it;
otherwise, a new revision form must be created by checking the “Submission Revision” box.
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3. No form can be saved or submitted with invalid numbers or negative values in any of the remittance amounts. Negative
amounts are not allowed as the system cannot handle refunds. Any refund that might be required will have to follow the
external manual steps to request, approve, and send the refund to the individual court. After that is completed, the Court
Fee Remittance System should be updated by an administrator for the court/office, month, and year that requires a
correction.
4. An administrator cannot submit a remittance form; nor can he/she change data that has not yet been processed for
payment. A remittance form that has already been processed can be edited by an administrator using the Admin Edit
function. This should only be done to correct data if an external transaction (such as a refund payment) altered the amounts
processed through this system. No changes to actual banking accounts or transactions with E-Gov will occur because of this
update.
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Reporting
The monthly court form is printable, as already seen, from the Enter/View Data screen. All other reports are available from the
Reports selection of the main menu.
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From the Reports page, all the other reports can be accessed by selecting the report you desire from the drop down list and then
supplying the required parameters.
Starting and ending dates are required for all reports.
Use the calendar displays to select the date in each calendar to indicate the range. Note that the starting date will automatically
be set with a time of 00:00:00 and the ending date will be set with a time of 23:59:59 to insure that all records are including
between the starting and ending date.
Also, the date range is the date the transactions were last changed, not the month they were submitted for. So, if you submit a
transaction for December in January, the report system will not pick up any data if you search for Dec 1 thru Dec 31 because the
actual change to the data took place in January.
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The following screen images show the parameters and the output for the Transaction Summary Report:
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Please note that the reports open in a new tab/window.
It is recommended that you close that tab/window when you are finished with it.
Do not use the Logout option on the report output screen as it will confuse your main session and you will likely have to close
your browser completely (all tabs and windows) in order to log back in to the system.
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Helpful Tips
Forgot Password
If you forget your password, you can self-correct the situation by clicking the “Forgot Password?” link on the Login page. This takes
you to the Forgot Password page which asks for your User Name, see example below:

When you click Submit, your challenge question will be presented. Enter the answer you set up previously and click Submit again.

You should get the system message as shown below:
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At this point, close the window and check your email. It is important that you close the web page. Once you receive the email, click
on the link and it will open your default browser to the system’s reset password screen. If necessary, you may copy/paste the link
into the browser.
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Enter and re-enter your desired password and click Submit. This will return you to the Log In page where you can use your newly
changed password to sign in.
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Possible System Messages
Any necessary messages will be displayed directly above the menu. Messages can include errors, warnings, and successful saves and
submissions. Some sample messages are displayed below:
The standard amount for 2A. Deed Recordation Fee is $2 each, so $11 does not divide evenly by 2.
This is only a warning. The form can still be saved and submitted for payment.
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The 1A. Certificate of Redemption has a negative value and negative amounts are not allowed.
This is an error and this form cannot be submitted until this value is changed.
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This message occurred because submission of the remittance was attempted for February 2019 during the month of February.
This is an error. The form data is saved but this form cannot be submitted until the 1st of March. Notice the Status stayed “Unsubmitted”.
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This remittance data was successfully saved but not submitted for payment.
This is indicated by the “Data Saved” message but the Status is still “Unsubmitted”.
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When a remittance is successfully submitted, the Transaction # will be filled in and the Status will change to “CompletedOK”.
This does not mean the payment was successful. If insufficient funds or other problems occur that issue will need to be handled manually.
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Contact Us
Any questions or comments may be directed to Cash Management: FeesGroup@wvsto.com

Technical questions should be directed to Software IT: ITSSoftwareGroup@wvsto.com

Visit our web: https://www.wvsto.com/Banking-Services/Court-Fee-Remittance
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