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This document explains new product enhancements added to the ADMINS Unified Community for Windows 

Tax system.  The ADMINS Support staff will install these changes to your system on December 6, 2014. 
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1. TAX BILLING 

1.1. Report Changes 

A number of reports were added and updated with this software update. 

1.1.1. Bills Excluded from Bill Printing and Escrow Export 

To facilitate balancing the commitment, a new report is issued during the Bill Generation step in the Tax Billing 

steps process. The report summarizes all bills excluded from the Bill Printing and Escrow File generation steps. 

 

 
Figure 1 Excluded Bills Summary Report 
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1.1.2. Total of Exemptions Released for Billing 

A new Quarter Three billing report issued during the release of exemptions to the billing process provides the 

total amount of exemptions that have been released to the billing. This report also indicates if the exempt 

amounts were created via the Copy exemptions from Last Year or manually entered into AUC. 

 

 

 
Figure 2 Copy vs Manual Exemptions 

 

Exemptions may be manually entered into AUC. During the release of exemptions to the billing file, the process 

checks if a manual exemption is entered for the same parcel and deduction code for which an exemption was 

created via the “copy last year” process. Any manually entered exemption will replace the “copied from last 

year” exemption. This will prevent duplicate exemptions in the tax billing file. 

 
 [ADM-AUC-RE-5463] 

1.1.3. Released vs Calculated Exemption Report 

This new report is issued during the calculate taxes step for Tax Billing to aid in balancing the commitment. 

Changes made to exemption amounts during the calculate taxes process are identified and summarized. These 

differences may result from taxes for a given parcel being lower in the current year as compared to last year or 

from changes in use codes. 

 

 

 

 

 
Figure 3 Released vs Calculated Exemptions Report 
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These two 
columns 
show the 
Prior Year 
amounts and 
the Manual 
Deduction 
amounts. 
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1.1.4. Dropped Bills Report 

The Dropped Bills report includes any parcel now classified as exempt. The report was enhanced to add more 

reasons for why a bill was dropped. The exempt bills will be listed under the Dropped due to: Undetermined 

section of the report. Undetermined includes parcels that were dropped due to: 

 Combinations 

 Conversions to Exempt Status 

 

 
Figure 4 Exempts on Dropped Bills Report 

[ADM-AUC-RE-5468] 

1.1.5. Added Bills Report 

The Added Bills report now differentiates between a bill added due to a Preliminary Adjustment and a regular 

parcel added to the tax roll via the imported assessment extract file. 

 

 
Figure 5 Added Bills Report 
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1.2. Quarterly Real Estate Tax Balancing 

The Help Reference Library includes Microsoft Excel
®
 Templates and instructions to aid in balancing the 

commitment of Quarterly Taxes.  Quarters One, Two and Three are included in this software update. Select the 

Tax  Property Tax  Help Reference Library to download the templates and instructions. 
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2. BILL REPRINTS 
Prior to this update, if an abatement was issued against a Lien Category, the abatement was not displaying on 

the bill reprint properly. This has been corrected. 

 

  
Figure 6 Before Figure 7 After 
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3. UPLOAD PRELIMINARY RE ADJUSTMENTS 
The comparison report generated in the Print Verification Reports and Post to Adjustment Entry File steps now 

includes two new columns. These columns show the Prior Year Revised/Omitted tax and Revised/Omitted CPA 

separate from the normal tax/CPA amounts. 
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4. UPLOAD SALES HISTORY 
The upload sales history process will no longer allow the import of sales history on a parcel with missing 

mailing address information.  If the first address line or the City and State are missing from the sales history 

.CSV file the following errors will be displayed. 

 

 
Figure 8 Error Check Report 
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5. REPORTS 

5.1. Report Naming Convention 

Several reports have been changed to make it easier to find the report again via the Retrieve Output files 

process. The report names now include the Report number.  If you have a hardcopy report and need to find the 

same report, refer to the report number in the upper left corner of AUC reports. 

 

  
Figure 9 Report # Included in the Output File Name 
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6. HELP REFERENCE LIBRARY 

6.1. New or Updated Documentation 

The following new or updated documentation was added to the Help Reference Library. 

 

 BILLING Q1 Balancing Template 

 Q1 Balancing Instructions 

 Q2 Balancing Template 

 Q2 Balancing Instructions 

 Q3 Balancing Template 

 Q3 Balancing Instructions 


