Miscellaneous Billing

Release Notes December 2024

The document details various enhancements and fixes made to the ADMINS Unified Community for Windows
Miscellaneous Billing system.

Outstanding Balances Report Update & Aged Receivables Reports Enhancement: Reports can now include
service types that do not post to Accounts Receivable.

New Customer Revenue Date Range Activity Report: A new report shows balances for selected customers as of a
specific date, aiding in A/R reconciliation.

Mailing Address Update Enhancement: The mailing address on bills will now be updated from the Customer
record for all billing processes, including reprints and past due notices.

Special Invoice Process Update: The Generate ACH Step has been removed from the special invoices process.
Override Refunds Update: The Add Override Refund step now only selects invoices with eligible service.

Email Notice for Account Suspension: Users are notified 14 days before account suspension if they have not
logged in, with up to two reminder emails sent.
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ADMINS Unified Community

Release Notes — Version 24.4

Miscellaneous Billing

December 2024

1 Customer Maintenance Screen Addresses [Enhancement]

ADMINS modified the screen so that checking the "M Same as Service Address" box disables data entry in the

mailing address fields.

When the box is checked, the system will
fill in the fields from the Service Address.

This makes it more apparent that no data
entry is allowed in the Mailing Address field
when the "M Same as Service Address"

|§ [AUC] 10000-Customer Maintenance

File Edit Ledgers Purchase Order

s Accounts Paysble Fixed Assets  Human Resources

Budget C

ollections

T« MotorExcise MiscBilling System Favortes Help

B &S we -+ ¥EYQ @@Fud
Goto &
ustNo  EEEEEREY Service Address
7 Name 1 KEOUGH MEMORIAL ACALEMY
s Parceis Namez [
Primary
i Secondary Location#
xasacut o OO Sweet
ciy st Zp 00000-0000 || Line
Current Balance: 66.442.20 city st A Zip p2019-0000
2Adg mvocs
1 Customer 2PRG v 2) 3 amacheent (8) 4BaKatery S Tex istory 5 Tiksers 7CustomFds | 8 Fiet Loas (26)
pme— Mailing Address [ sameas Service Address

Name 2
Linet
Line2
Line3
Lined

5 Reports

(%)
Name 1 KEOUGH MEMORTAL ACRIEMY

0 HARPIN STREET

If the " Same as Service Address" box is

box is checked.

To access the screen, from the menu,

select:

Misc Billing » Maintenance P Customer

Maintenance

Lines
city

Country

BELLTNGHM StM  Zip 02013-00000

checked, no data entry allowed in the
Mailing Address

-

Program Enrolment M Enrollin Service

.
Enroiment only availabie for SUMIH Types 9091

|

Mailing Address
Name 1 KEOUGH MEMORIAL ACADEMY
Name 2
Line1
Line2
Line3
Line4
Line5 |
City BELLINGHAM
Country |

60 HARPIN STREET

[z‘rSame as Service Address

"StMA 7 Zip 02019-0000i

= [auc] TDIg-Cuslumer Maintenance [theresa]
File Edit dgers  Purchase Orders  Accounts Payable Fixed Assets

B SE e m Q =2 s

it

Human Resources  Budget Collections Tax Motor Excise  MiscBilling System  Favorites  Help

Customer Maintenance

Goto.

Z Add Invoice

1 Customer 2PRG Inv (2)

CustNo  RIEAIRNE] Service Address
ctions Name 1 [BELLINGHAM PUBLIC SCHOOLS
Parcel# | = Name 2 [BUSINESS OFFICE
Primary
Secondary Location# B Streett B
Xagacust | ocation Sreel  FECHANIC STREET  Uni# [
L st Zip 00000-0000 Line 2
- Current Balance: 3,535.00 City [BELLINGHAM St R Zip p2015-0000

3 Attachment (7)

48|

L Search

Mailing Address

Same as Service Address

Clear the "E] Same as Service Address" box

s | |[Namaz to allow data entry in the Mailing Address
Line1
t:::i E-mail Bill g/
L!nezt E-mail Addr,
Elw';yei FRHTCR st RT Zip [p2885-0000 /
Mailing Address |j; Same as Service Address
Name 1 |
Name 2 |
Line1 |
Line2 |
Line3 |
Lined |
Line5 |
City WARWICK St RI Zip [02886-0000
Country |

To modify a customer's
mailing address, clear the
"Same as Service Address"
checkbox. This will enable
the fields for data entry.

[ADM-AUC-MB-226]
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ADMINS Unified Community Release Notes — Version 24.4

Miscellaneous Billing December 2024

2 Collections — Adjustment Edit List [Fix]

The adjustment edit list has been corrected for those entries where the 'from' and 'to' amounts net to zero.
Previously, the edit list incorrectly displayed "Will Not Post" when all amounts were zero.

- I Although this issue did not prevent

S e the submission of batches (as the
== _=_| submit report was accurate), the
| edit list displayed an incorrect
message.

Now the Adjustment Batch Edit List
will correctly reflect that the batch
“Will Post”.

Figure 2 After - Zero Balance Batch Edit List "Will Post"

[ADM-AUC-MB-235]
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ADMINS Unified Community

Release Notes — Version 24.4

Miscellaneous Billing

December 2024

3 Queries — Attachments w/ Long File Names (Fix)

The Email History button on the TRX
History screen previously failed to
attach a “Transaction History Detail”
report to the customer record
because the report name was too
long.

This issue has been resolved.
To see this, from the menu select:

Misc Billing » Queries P Transaction
History

The system assigns a shorter
filename to the attached report so
that it can be easily viewed and
emailed.

B ESE we s &5 @ EFd

Customer Query - T

Histary

= Custho  (EEEEREER
Parcoln

Primary

Secondary

Location

ciy

actons

Tp 00000-0000

Current Balance: 165,362.40

2Ry (1)

3 Altachment (20) 4 Ba

Service Address
Name 1
Name 2

Location# 60
Swest  WAEPIN STREET
Line 2
city

Street® €0
uni

BELLINGHH S M Zip 02019-0000

8 Tox Wistory & Tckess (2) T Cuslom Fekds 8 Fiekd Loas (31)

T ot

Paymens: Daglay - Tran Code Desc

o2

G
iTTing
[EilLing
[EilTing

[illing

ilTing

1%l

Bl Ling

[Eilling

13.610.00
12.506.80

JEaliing

£.538.50

Filling

il Transaetion Histoey for a Customer

G Email Transaction History for 3 Custemer
H Optional: Enter Bill Year Range

: Optional: Enter Pay Date Flange

ith G Optional: Enter Progesm Type

A El Required: Enter Email Address

) Optional: Enter Email Note

Print

Attach a copy of this Bill History Report to Customer? & veq ©) Na

First Year: 2023 |Last Year: 2024

From: To:

© Summary ® Detail

Lookup Concel  Clear Al

Customer Transaction H

28 of 11:51:31 on 25-0ct-2024

== [AUC] 10171-Customer Query - Attachments
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets

B ESE me»m Y -

Human Resources Budget Collections Tex

Customer Query - Attachments

a X

Motor Excise MiscBilling System Favorites Help

Custio  NEREEIR

Parcel# - -
Primary

Secondary

Location

City

Actions

St
Current Balance: 165,362.40

1 Customer

Zip O

2PRG Inv (1) 3 Attachment (21)

Service Address
Name 1
Name 2

The detail history report with the |
long filename is attached here,

using a shorter file name.
i

Zip 02019-0000

8 Fieid Loas (31)

Tidd Attach

X
[Filename \ [Buttons

Seq# [Description
1 11 History Report as of 25-Oct-2024

[FristD_00000002_202410251152.PIF_ W View

[20[Bill History Report as of 17-Oct-2024

[TraHi st S_00000002_202410171631 .PIF |

|7 |Bill History Report as of 17-Oct-2024

IT rxHi st.D_00000002_20241017 1207 ,PIF T

o |18 i0niad naly THIICE 020

BB Eenc] alh

I 202aSLHIMI TR SaETE b pesstems ol ot

[ADM-AUC-MB-227]
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ADMINS Unified Community

Release Notes — Version 24.4

Miscellaneous Billing

3.1 #10682 Outstanding Balances (No WIP)

December 2024

These reports can now include service types that do not post to Accounts Receivable (A/R). Including all
categories provides an accurate outstanding balance of invoiced amounts.

To reconcile A/R accounts, set Include Categories to No, as non-posting categories will skew the reconciliation.

3.1.1 #10682 Outstanding Balances (No WIP)

B Task 10682: Customer Outstanding Balances (No WIP)

Customer Outstanding Balances [No WIP]

Optional: Enter up to 9 Customer Numbers I Edit I 0 values:
Optional: Enter up to 9 Service Types Edit 0 values:
Exclude Fully Paid Invoices: @ Yes O No
Exclude Credit Balance Invoices: ®vYes O No

| Include Categories that do not postto AJR? [e.g. Fees] (O vyes @ Nul

AN

Report on Invoice in Os

13 Netail

Include Categori

es that do not post to AJR? [e.g. Fees)

(O Yes ® No

Lookup 0K Cancel Clear all
3.1.2 #10683 Outstanding Balances
B Task 10683: Customer Qutstanding Balances X
C 0 ding Bal
Optional: Enter up to 9 Customer Numbers Edit | 0 values:
Optional: Enter up to 9 Service Types Edit 0 values:
Exclude Fully Paid Invoices: ® Yes O No
Exclude Credit Balance Invoices: ® Yes O No
Include Categories that do not post to A/R? [e.g. Fees] ) ves @ No
Report on Invoice in \ O Summary @ Detail

Include Categories that do not post to A/R? [e.g. Fees)

(O Yes ® No

| Lookup 0K Cancel Clear All

For details on running these reports, read MB-440 Customer Reports in the Help Reference Library.

[ADM-AUC-MB-237]

3.2 #10634 Customer Revenue Date Range Activity Report [New Report]

A customer requested a report showing balances for selected customers as of a specific date.
Customer statements only reflect today's date, and the “Bill Type as of” reports do not total by
customer.

This report will satisfy an auditor’s request for a detailed breakdown of customers for A/R reconciliation as of
a certain date.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 24.4

Miscellaneous Billing December 2024

&
Y I This report covers all billing years for special invoices only, excluding curbside and toters.

.

Click and then enter values:

To run this report, from the menu, select:

B Task 10634: Customer - Revenue Date Range Activity Report >
Misc Billing » Reports P Report Library P Customer Customer - Revenue Date Range Activity Report
Reports Required: Prior as of Revenue Date [ex: 06302022) 1

Required: As of Revenue Date [ex: 06302023 06302023 2
Optianal: Enter up to 8 Customer Numbers Edit

= [AUC] 10601-Report Library Customer
File Edit Ledgers Purchase Orders Accounts Paysble Fixed A

BB SE W S @

Report Library Gusiomer Run as ) preview O Print - O PDF @ Excel
T T If Printing use Duplex @ vyes (O No

Lookup Cancel Clear All

feport Name [iew R

n_ o1t

Report Categories
2 Cotecton Reoorts

2
12:00

[ T
Gith Delicate Na n_[0B-Pug-2023

3 Subscronon Repars

n_[eatar—z0as [10:50:21.52

i e S Fill in the required “Prior as of Revenue Date”

and the “As of Revenue Date”.

[10669-Custonar Statanent
& Program irvoce agoria  [10546-Custoners oith Easil Pdresses
& Other Regorts —— ——

o HIFY
Standirg Balanes
eport By Pagent liste

n_[0B-Pug—2023 [13:00:14.16

B 2 Run The “Prior” and “As Of” Revenue dates work the
10634 Custoner — Reverue Date Range Activity Reportll  sgme gs report 10633 Bill Type — Revenue Date
v e e e ) Range Activity Detail as described in the March

2024 release notes.

D028 LGB0 s DL acb UG AE G ToIimitthe report to a specific set of
customers, enter the customer numbers in
the selection screen.

Bill Year: 2023

The report encompasses all billing years
and is generated exclusively for “Special
Invoice s”.

Customer#: 00000169

Sepors Toral 296025 782,58 20763042

Prior As of Date: 06302022
Revenue As of Date: 06302023
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Miscellaneous Billing December 2024
"éiumrnmluw dun-2822 Bsiane_Gharges _Adusiments Rllunﬂsmmun-lvn Bl 0% Baiance It prOVideS SUb-tOta'S CategO rized by bi”ing

18574 18574 18574
15872 9874 187

19574 19574

{55 2023 000320-00 EMPLOYEE OVERPAYMENTS Guerpayment from P
555 Total BN Year: 2023
s67|

year and customer number.

EEAL)

585 Total Customer: 00000186

. -~ ew we . Thelegendon the report shows the dates
o N— T = T o used when the report was run.

= — Teiiaas Sauars e koo

gé..mw e TS . o v The report can be run as either Excel or

e PDF.

Legena

510,
j11[Frior As of Dae: 06302022

El of Date: 05302023
513

Prior As of Date: 06302022
Revenue As of Date: 06302023

r

[ADM-AUC-MB-236]

3.3 Aged Receivables Reports [Enhancement]

ADMINS added a new message on the prompt for these reports asking whether to include transactions that do
not post to A/R.

3.3.1 #10685 - Aged Receivable by Payment Date Report

Now the report may be run
excluding transactions that
do not post to A/R.

5| Task 10685: Customer Aged Receivable Report By Payment Date
Customer Aged Receivable Report

Required: Enter As of date 19-NOV-2024

Optional: Enter up to 9 Program Types Edit 0 values:
The radio button for ”Include Optional: Enter up to 9 Customer Numbers Edit 0 values:
. Required: Enter Number of days between Aging Breaks |45
CatEgorles that do nOt pOSt Exclude Credit Balance Invoices: O Yes @ No
to A/R? (e_g_' Fees) Should be |Im:|u|i= Categories that do not postto AIR? [e.g. Fees] (O yes @ an

set to ® No.

Print

Detail O Summary by Inveice ® Summary by Customer

Runas @ PDF O Excel |lnclude Categories that do not post to AJR? (e.g. Fees] () ves @ No

(o] ok

Cancel Clear All

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

Release Notes — Version 24.4

Miscellaneous Billing

3.3.2 #10688 - Aged Receivable by Revenue Date Report

Now the report may be run

December 2024

eXCI ud i ng tra nsaCtionS that ] Task 10688: Customer Aged Receivable Report By Revenue Date
Customer Aged Receivable Report By Revenue Date
do not post to A/R.

Required: Enter As of date 19-NOV-2024
Optional: Enter up to 9 Program Types Edit 0 values:
. “« i . i 5
The radlo button for. Include Optional: Enter up to 9 Customer Numbers Edit 0 values:

. Required: Enter Number of days between Aging Breaks 3p
Categories that do not post Exclude Credit Balance Invoices: Ove: @

to A/R? (e,g,' Fees) ShOUId be |Im:|ude Categories that do not post to AIR? [e.g. Fees) () veg @Nn|
set to ® No. Frint

() Detail ® Summary by Inveice O Summary by Customer

Runas @ppF O Excel |Include Categories that do not postto A/R? [e.g. Fees] () ves @ No

0K Cancel

4 Update Mailing Address [Enhancement]

For all billing processes the mailing address on the bill will come from the Customer record. The updated mailing

address will be retrieved for:
e Bill Reprints

. H Invoice #: 000138
e Print Unbilled Charges Cusorer obaomias
Customer Name: KEARSARGL ENERGY LP
Description:

e Past Due Notices Aount Dus

$18,820.50

This means that if a mailing address is changed

For Payment Questions Contact:

ANNUAL LEASE AND PILOT on 19-Nov-2024

DETACH AND RETURN WITH YOUR PAYMENT

Treasurer/Collector
MON - TH §:30-430 PM
FRI 8:304M - 1:00PM

@ §17.494.5100

= support@admins.com

REMIT COPY

after the original billing, the new address will be
used on any subsequent reprints, unbilled charge

Before making the change on the customer recard, the reprint
showed this address for Invoice #000138, Customer #00000101;

Mail Payments & Make Payable to:

notices, or past due notices.

INVOICE #: 000138
DUE & PAYABLE: 14-Oc1-2021
AMOUNT DUE: $18.820.50

KEARSARGE ENERGY LP
, . . . 1380 SOLDIERS FIELD RD|
Let’s look at a bill reprint to see how this works. SUITE 3900
. . . . .ps — BOSTON, MA 02134-0000
Here is a bill reprint before changing the mailing =
address:

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

Release Notes — Version 24.4

Miscellaneous Billing

[ AUC] 10000- Customer Maintenance [theresa]
File Edit Ledgers Purchose Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites Help
BEESd me s B I H
Customer Maintenance
Goto CustNo [oo00101 Service Address
actone Name 1 REARSARGE EFERGY LF
Parcel# [CEI  -00BA  -0000 Name?2 SOLAR LEASE & PILOT
Primary
EEr Secondary ¢ Location# [119 Street? [119
Location Street [E00TH MAPLE ST Units#
| e 1 St A Zip 02013-0000 | Line2 |
- Current Balance: 129,820.50 city BELLINGHAH st fm zip p2015-0000
Z Add Invoice
1 Customer 2 PRG Inv (2) 3 Attachment (7} 4 Bill History 5 Trx History. & Ticklers (1) 7 Custom Fields & Field Loas (19)
L search Mailing Address [] Same as Service Address
Name 1 | ENERGY_LP Th
o menorts Name 2 [5/0 HASSACHUSETTS ELECTRIC - ChaHQEd the ma‘l‘ng
£ Linet  [1231 COMMOMMEALTH AVENLE -
Tre address on the customer
Line3 .
Lines maintenance screen here
Lines
city  [BOSTON st FR_Ngip [fZ134-0000
Country
Mailing Address [[] Same as Service Address

Name 1 KERRSARGE ENERGY LP
Name 2 [C/0 MASSACHUSETTS ELECTRIC
Line1 [1231 COMMONWEALTH AVENUE

P

000138

DETACH AND RETURN WI

Reprint the bill to see that the bill is sent to the

Chutnaner < bt 1L LS Treasurer/Collector
Customer Name KEARSARGE ENERGY LP o o
Description NNUAL LEASE AND PILOT on 19-Nov-2024 il et
Amount Due S$\8.820.50

= 617.494.5100

YOUR PAYMENT

December 2024

Go to the Customer
Maintenance screen to change
the Mailing Address:

For Payment Questions Contact:

= support@admins.com

REMIT COPY
Mall Payments & Make Payable to:

new mailing address:

After making the change on the customer record, the reprint showed
the new address for Invoice #000138, Customer #00000101

/

IKEARSARGE ENERGY LP

(C/O MASSACHUSETTS ELECTRIC
1231 COMMONWEALTH AVENUE
IBOSTON, MA 02134-0000

INVOICE #: 000138
DUE & PAYABLE: 14-Oct-2021
AMOUNT DUE: $18,820.50

il

5 Special Invoice Process
The Generate ACH Step has been

removed from the special invoices Misc Billing
process because it is now entirely Maintenance »
Billing

separate from this process.

[ADM-AUC-MB-229]

ﬁ» Special Invoice Process

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

Release Notes — Version 24.4

Miscellaneous Billing

Before, the Special Invoice
Process had a Generate
ACH/EFT Ste.p

Now, the steps menu does
not inclued the step.

December 2024

File EGE Ledgers rurcnase Urders Accountsraysbie Ficed Assets Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help

B S8 WM+ + 0

Goto

Actions

B O

Special Invoice Process [TRAINING]

Description Date Start

Build Program invoices

Add / Edit Special Invoices 0B—Mar—2024 16:22:10
Special Invoice Reaister 08-Mar-2024 16:23:48

Print Inveices 19-Mow-2024 15:26:53
Email Invoices 08-Mar—2024 1623153

Generate ACH/EFT Fik 08-Mar-202d 16:23:56
Post Invoices.

.40 16322111, 44
LH91 161231657 ,84
.98 15:27:11,06
.87 16:23153,67
.65 1B:23:56.60

End success

= [HVMA] 10500-Special Invoice Process

File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites  Help

B S W e+ X

= -

Special Invoice Process

Goto...

Actions.

Restart Special Invoice Processing

Build Program Invoices
Create Program Invoices

Add / Edit Special Invoices
Special Invoice Reqister

Start End Success

10:25:46,35 10:25:51,21

Additionally, a change was made to the Special Invoice Register report to ensure that the invoice types are

counted correctly.

6 Override Refunds

The Build File for Refunds Due step in the Refunds Process selects invoices with credit balances for specified

service types.

[ADM-AUC-MB-231]

Previously, the Add Override Refund step selected any invoice with a credit balance, regardless of service type.

Now, the Add Override Refund step only selects invoices where refund-eligible service types have payments

against them.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Miscellaneous Billing

Now, it verifies that the “Include in
Refunds” checkbox is checked on the
Service Type table for the Program and
Service Type. To access the table from
the menu, select:

Misc Billing P Tables P Service Type

Misc Billing
Maintenance >
Billing >
Collections >
Processing
Reports >
Tables > Program Type
Queries \‘ Service Type

In this example, the Service Type “HOA”
in the “HOAFEES” program is not set for
inclusion in refunds.

To issue an override refund, click on the
Add Override Refund Step in the
Process Refunds Due procedure.

Read further instructions in MB-260
Miscellaneous Billing Refunds in the Help

December 2024

== [HVMA] 10004-Service Type - x
Fie dit Ledgers Purchase Urders AccountsPayable Human Resources Budget Collections Tax Motor Excise MiscBiling System Favorites Help
B S e+ [ -
Service Type
oo Year Type Program
potons f025 | 55| HOAFEES | HOR Fees
1 Service 25l Rates 3 Accounting 4 lotes 5 Groups 0 AddiCha Form
&Add New
Short Inchude InJncluden Use for  Apply Use
7Dekle Service Type  Desaription Desc  Daw Refuncs [speciny  Pre-Pays EFT Pay il Form
e [Finance Charge - Late Fees ] 5] ] [AOAFEE. ~
FInES Fines/Sunnans g 5] 5] HOAFEE
IHOA HOA Fees 0O HORFEE
fisr FEF Fees g 5] 5] HOAFEE
OrPRID [Prior Balence due to EFT Rejection 5] ] 5] 5] HOAFEE
3 Copy Yoar
0 Copy Program Short Include In
Service Type  Description Desc Day# Refunds
minance Charge - Late Fees
FINES Fines/Summons =]
HOA HOA Fees 0D
NSF NSF Fees =]
UNPARID Prior Balance due to EFT Rejection ]

== [HVMA] 10442-Process Refunds Due!

Fie Eam Leagers purcnase Uroers Accoumtsbayapie HumanResources Budget Collections Tac MetorExcise MiscBilling System Favorites Help

Actions

Restan Process
Eui

13-Hoy-202d 15:53:23.13 15:53:28, 19

B SE we o> 2 F S
Process Refunds Due [TRAINING]
b Desariplion Date End  Success

Override Refu

X

W Task 10433: Add Override Refund

Add Override Refund
Select any lnvoice that have Payments but are not in Credit

All or part of any payments may be refunded
Required: Enter Bill Year (2024
Required: Enter Bill Type (95 | [Misc Billing

Required: Enter Billg
Set Refunds to:

Reference Library.

000123-00

®1ssue O Not Issue

Starting step 90
Starting step 91

This message appears if the selected bill has no
payments for eligible service types or is already in the

Refund process:

Lookup

Cancel

Clear All

Add Override Refund

Invoice could not be added to Refund Process

Check Invoice has payments for service types to be refunded

ar
Invoice already selected for Refund process
Procedure Terminated

[ADM-AUC-MB-230]
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7 Email Notice to Users of Intent to Suspend an Account

Users are inactivated if they have The notification is sent if there is an email address present on the
not logged in before their expiration User Profile screen:
date.

[E= [AUC] 3-User Profile Screen

For instance, on sites with a six
month expiration window, users

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBiling System Favorites Help

B ESE W+ »m &

Q & FE

User Profile Screen

7-Sep-2009 MUPDEWL

Actons. :ser Name ‘THEF‘E‘E‘H el b 1 =
1 . . Jame flheresa 9-Dec-2024 08:40:22.80 Live
who haven't logged in since 20-May- = -
“« ” 1 General 2 Account Securty 3P0 /AR & Human Resourd Last Login 09-Dec-2024 08:40:22.80 Live
2024 would be “suspended” or J
N
“" H H ” nins Support /stem Default User
marked inactive” on 20-November- seovtent B2 Foire Sppore Dmemonturs
DeptGroup  HIGHSCHOOL HIGH SCHOOL Restricted Desktop Uger O'Yes @ No
2024- WenuGroup [YSTEM  Default Menu for Suystem AcninistratoOverride USemame OiNo__(®) Ye:
AccountSecurty @Yes (O No Allow access to GL Accounts This user account
o pe . . . CashierD [T is currently
The nOtIflcatlon perIOd IS 14 days JobTitle  Pagrall Staff Phone# [(617) 494-5100 Extension active.
from the suspension date, in this StartSeen 73 Lsers Favarite Selestion

example, from 05-November-2024
through 20-November-2024.

Receive Approval Email ®Yes (L

Use Alternate Email

mail Address ftheresaBadnins.con & OYes @No
< Email Address |
. . Background Color ResetDefault Color  OYes  @No
Up to two reminder emails are sent: e
the first ~14 days before account
expiration, and the second ~5 days Two emails are sent to allow for users on vacation, etc., to
before. have time to respond. Log in before the expiration date to
prevent the suspension.
If users do not log in when
reminded, their accounts will be The emails include expiration dates, steps to prevent suspension,
suspended. and instructions for requesting reactivation after suspension.

%JC User Account will expire within the next 13 days|

Good Morning,

Your AUC user account was last used on 03-Jun-2024.
Please login to your AUC account within the next 13 days, to prevent your account being inactivated.

If no login detected by 03-Dec-2024, your account will be inactived and you will need to contact your IT dept or AUC Support to get your account activated again.

** Do not reply t this email message as it was system generated
wia the ADMINS Unified Community (AUC) System **

|

Figure 2 Email example sent two weeks before the username expiration date

AUC User Account will expire within the next 5 days\

anthea@admins.com <auc.donotreply@gmail.coms>

Good Morning,

Your AUC user account was last used on 25-May-2024.
Please login to your AUC account within the next 5 days, to prevent your account being inactivated.

If no login detected by 25-Nov-2024, your account will be inactived and you will need to contact your IT dept or AUC Support to get your account activated again.

** Do nat reply to this email message as it was system generated
via the ADMINS Linified Community {ALIC) System =4

Figure 3 Email example sent the following week

[ADM-AUC-SY-8356]
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8 Site Specific—Heritage Village Master Association

The following section applies to the Heritage Village Master Association site. All other sites can safely ignore this.

8.1 HVMA Override Refunds

Refunds for HOA fees must only be processed from the Pre-Pay account, not the regular monthly invoice. If funds
are not available in the Pre-Pay account, transfer money from the regular invoice to Pre-Pay before issuing an
HOA fee refund. See MB—660 HVMA Pre-Payment Refunds for how to handle HOA refunds.

Other service types on the monthly HOA invoice such as NSF or FINCHG (late fees) can be refunded. The system is
set up so that all service types can be refunded except for the HOA Fee itself.

= [HVMA] 10004-Service Type - X
Hle kit Ledgers Purchase Urders Accounts Payable HumanResources Budget Collections Tax Motor Excise MiscBiling System Favorites Help
B EGE e+ = -
Service Type
Geto Year Type Program
pctons £025| 5| HOPFEES | HOA Fees
1 Senvice 28l Rates 3 Accounting 4 Notes < Groups. 0AddiCha Form
6Add New
short Include InJnciude i Use for  Apply Use
7 Dekete Senvice Type  Description Desc  Day# Refunds [Specinv  Pre-Pays EFT Pay il Form
SEE Firance Charge - Late Fees 5] 5] 5] [FORFEE ~
FIves [Fines/Sunnons B 0 p HOAFEE
oA HOR Fees 0Q HORFEE
Ed INSF Fess B oo HORFEE
Gaos] [Pricr Balance dus to EFT Rejection o p o 0o HOAFEE
9 Copy Year
0 Copy Program Short Include In
Service Type Description Desc Day# Refunds
Wmanc? Charge - Late Fees =]
FINES Fines/Sunnons =]
HOA HOA Fees P Q
INSF INSF Fees =]
UNPAID Prior Balance due to EFT Rejection m]

See also section 5 above.

[ADM-AUC-MB-230]
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8.2 Customer Maintenance Screen Addresses

ADMINS modified the screen so

that checking the "M Same as Unit | = (HvMa] 10000- Customer Maintenance [sheli]
Address" box disables data entry in File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax Mot
- . By (3, = opy el
the mailing address fields. & e+ EH Q@ Fu
h he box is checked. th Customer Maintenance
When t ei (?x !s C ec_e , the Goto.. CustNo 0007 —
system will fill in the fields from etone Name 1 [ETEPHEN STILLS Phane 1
Name2 | Phone 2
the Customer Address. .
Street  HERITAGE VILLAGE Bill Deliver
Thi kes i h XAdd Cust Line2 | E-mail Add
Is makes it more apparent that City FOUTHELRY st CT  zip [6aB5-0000 | Resale cl
no data entry should be done on a Balance Pre-Pay: 0.00 Invoices: 4,648.00 Total: 4,648.00
mailing address with the box Mailing Address fv] Same as Unit Address
checked 1 Customer 2 Owners /{Residents 4 Leases 5 Re5g
L Search | Mailing Address Same as UnilMdressl
S | ti 1ab Class Typd
ee also section 1 above. Name 1 STEPHEN STILLS
S MName 2 Condo#
Line1  1000A HERITAGE VILLAGE
Line2 Occupancy
Line3
Line4 Demand D
Ticklers 3) || iy SOUTHBURY St CT - zip B In-House g
PRG Invoices Country LS

[ADM-AUC-MB-226]

8.3 Current Balance Messages on Customer & Bill Screens

ADMINS updated the customer maintenance and query screen to include balance information on pre-pay credit,
invoice, and the total. The pre-pay amount appears as a negative because it is a credit balance, while other
invoice amounts are positive. The balance is calculated by subtracting the pre-pay amount from the total invoice
amount. This message shows the Balance amount calculation (Invoices — Prepay = Total) if a balance is due.

8.3.1 Customers Maintenance Without any Pre-Pay Balance

= [HVMA] 10000-Customer Maintenance
File Edit Ledgers PurchaseOrders AccountsPaysble HumanResources Budget Collections Tax MotorExcise MiscBillng System Favorites Help

B SE m+ -+ N Q @ E 8 g

Customer Maintenance

o Custho

Actions MName 1 WINCENT & ROSEMARIE BRANCATO (JT, SV) Phone 1 [(2037 So6-0171 Ext [1234 Typ H Home
Name2 | Phone 2 [(20%) Be5-1212 Ext B678 Typ £ Cell
Sirest# EL]

wAdd Cust Street HERITAGE YILLAGE Bill Delivery O Print (O Email @ None
Line 2 [ E-mail Addr |
ciy [5OUTHEURY st ET  zip peagg-0000

Figure 4 Before only the Current Balance, if any, was shown

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 18
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= [HVMA] 10000-Customer Maintenance
File Edit Ledgers PurchaseOrders AccountsPayable HumenResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help

B S8 W+ -+ B O o@moEa

Customer Maintenance

Goto

CustNo

Name1 | [ Phone 1 T Bxt [{23 Ty H Hone
Actions.

Name2 | Phone 2 C._ . __7 Ext B8 T £ cell

Strest# 9B

Bill Delivery () Print  (JEmail (@ None
Line 2 [ E-mail Addr |
Gi FSOUTHEURY St £T  7ip [edgg-0000

Balance PrePay: 0.00 Invoices: 894.00 Total: 894.00 EFT|

Strest
e re s HERITAGE WILLAGE

[Balance Pre-Pay: 0.00 Invoices: 894.00 Total: 894.00 EFT|

December 2024

Figure 5 After — The Pre-Pay, Invoices, and Total are all shown. The Pre-Pay can be negative or 0.00

Z= [HVMA] 10170-Customer Query|
B ESE e +m Y Q = FE g

urces Budget Collections Tax Motor Excise MiscBilling System Faverites Help

Customer Query

Goto

CustNo

i Name 1 VINCEWT & ROSEMARLE BRAMCATO (JT. SV) Phone 1 (203) 586-8171 Bxt 1234 Typ H Home
Name 2 Phone 2 (203 555-1212 Ext 5678 Typ C Cell
Street¥ 398
Street HERITAGE VILLAGE Bill Delivery Print Email None
Line 2 E-mail Addr

L Search Cif SOUTHELIRY. St €T Zip 08d488-0000
Balance Pre-Pay: 0.00 Invoices: 894.00 Total: 894.00 EF?l

|Balance Pre-Pay: 0.00 Invoices: 894.00 Total: 894.00 EFT

Figure 6 The Customer Query screen shows the same

8.3.2 Customers with a Pre-Pay Credit Balance & Outstanding Invoices

This one shows they have Pre-Pay balance to distribute and outstanding invoices to pay:

Customer Maintenance

CustNo
Mame 1 Phone 1 [ Ext pooo Tye [
MName2 | Phone 2 - Ext joooo Tye [
Streeté  [100SB

Street HERITAGE VILLAGE Bill Delivery (O Print  (OEmail @ None

Line 2 | E-mail Addr |

Gity EOUTHEURY St KT Zip Pedga-o000

Balance Pre-Pay: -39.52 Invoices: 723.00 Total: 683.48 EFT |

| Balance Pre-Pay: -39.52 Invoices: 723.00 Total: 6383.48 EFT |

8.4 Current Balance Message on Bill Query Screens

[HVMA-SUP-SAPLAUC-180]

ADMINS updated the Bill Query screen to include balance information on pre-pay credit, invoice, and the total.
The pre-pay amount appears as a negative because it is a credit balance, while other invoice amounts are
positive. The balance is calculated by subtracting the pre-pay amount from the total invoice amount ((Invoices —
Prepay = Total)). This update is like the change to the customer query screens, although the format varies slightly

for the Bill Query screens.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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8.4.1 Bill Payments Entry & Query screens (applies to all tabs on these screens)

Bill Payment Inquiry
Customer# X Search... Tendered
Owner
Address 10078 HERITAGE WILLAGE
——
Payment Date 17-Oct—202d Amount Due
Allow Overpayment $
—
Figure 7 Before — there was no information in Red below the Owner Address
Bill Payment Inquiry
Customer# X Search... Tendered
Owner Cas
Address 1007E HERITAGE WILLAGE Checl
Last Lease Expired more than 3 months ago In-Progress Lease Other
Balance Pre-Pay: 0.00 Payment Date 17-0ct—-2024 Amount Due
EFT Invoices: 723.00 Allow Overpayment $
,—

Figure 8 Now the Credit Balance of the Pre-Pay Invoice, as well as the total of other invoices is shown

Customers enrolled in EFT will have the EFT notation as above.

[HVMA-SUP-SAPLAUC-180]

8.5 Monthly EFT Bank / Payment Processing

ADMINS added a new steps menu for Monthly EFT
Bank/Payment Processing. Read MB-655-HVMA
Generate EFT File Instructions in the Help Reference

Library for details.

Misc Billing
Maintenance >
Billing > Subscription Billing Process
Collections > Special Invoice Process

Processing

Monthly HOA Billing

Reports > Monthly EFT Bank/Payment Processing

= 2 Process Unbilled Charges

Queries >

; - Review SERVICOM Transfer Batches
xpor

Module Maintenance >

Interfaces/Imports >

Site Specific >

Help Reference Library

[HVMA-SUP-SAPLAUC-191]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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8.6 Option to Exclude Lease & Equity Fees [Enhancement]

There was an issue with Accounts
Receivable (A/R) reconciliation due to new
Lease and Equity Fees being booked to
Misc. Billing. The RESALE and LEASE service
charges are set to not post to A/R, resulting
in no General Ledger (GL) transactions
when charges are created.

HVMA relies on Customer Aged Reports for
A/R Reconciliation, which included these
transactions, causing a variance between
the GL postings and Misc. Billing.

To resolve this, ADMINS added a new
message on the prompt for these reports
asking whether to include transactions that
do not post to A/R.

To run the reports, from the menu, select:

Misc Billing » Reports P Report Library P Collection Reports

== [AUC] 10600-Report Library Collection

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Mot

B S e« s & I

Report Library Collection

Goto..

[Report Name View Report | ~
L 10630-Bill Tupe - As of a Date Run
10635-Credit Redistribution Report Run
10625-Aged Recievables (Curbside) Run
10622-B1ll Tupe - Reverie Date Range ACEivity Summary Run
Report Ca i 10633-Bill Type - Reverue Date Range Activity Detail Run
<2 Collection Reports - ——————-
3 Subscription Reports. 10654-Pending Receipts Run
4 Customer Reports. 10655-Pending Adjustments Run
5 Program Invoice Reports e
& Other Reports 10656-Revenue Summary - By Type. Date, Category Run
10657 -Posted Receipts — by Date. GL# Run
10683-Custoner Outstanding Balances Run
10682-Customer Outstanding Balances (Mo WIP) Run
10684-Custoners with Credits and Outstanding Balances Run
10685-Custoner Aged Receivable Report By Pagnent Date| Run
10688-Custoner Aged Receivable Report By Revenue Date| Run
10686—Custoner Pre - Paid Listh\ Run |v

10685-Customer Aged Receivable Report By Payment Date
10688-Customer Aged Receivable Report By Revenue Date

The MB 610 HVYMA Monthly Miscellaneous Billing Reconciliation document in the Help Reference Library

was updated to reflect that the prompts now ask about A/R.

8.7 New & Updated HVMA Documentation in the Help Reference Library

Site Specific MB-610 HVMA Monthly Miscellaneous Billing Reconciliation [Updated]
MB-630 HVMA Customer Maintenance [New]
MB-632 HVMA Set Up Tables for Condominium Transactions [New]
MB-635 HVMA Condominium Leases [New]
MB-637 HVMA Condominium ReSales [New]
MB-639 HVMA Condominium Reports [New]
MB-645 HVMA Condominium Bank Questionnaires [New]
MB-650 HVMA HOA Billing [Updated]
MB-655-HVMA Generate EFT File Instructions [New]
MB-670 HVMA Apply Pre-Payments to Outstanding Invoices [Updated]
MB-690 HVMA Set Up Tables & Forms (for billing) [Updated]

8.8 New Documents Available on the ADMINS.com website for HYMA:

MB-601 HVMA Accounting Explained
MB-605 HVMA Month End Checklist

MB-610 HVMA Monthly Misc Billing Accounts Receivable Reconciliation

MB-615 HVMA EFT Reports

MB-620 HVMA EFT Transfer Information on the Customer Maintenance Screen

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 17 of 18


https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/216192e9-503c-40b8-98d2-c862fff9b3b1/MB-601_HVMA_Accounting_Explained.pdf?ver=1732560075371
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/c93f4e82-b64c-49aa-98b7-e01b68b32d62/HVMA_MB_MonthlyChecklist.pdf?ver=1732560075371
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/b5c8a480-027d-4339-848f-1a1615c56c3d/MB-610_HVMA_MB_RECON_FOR_USERS.pdf?ver=1732560927196
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/HVMA_MB-615_EFT_Reports.pdf?ver=1732560075349
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/67e492c7-5422-47c5-9200-fac9a3a69efc/MB-620_HVMA_EFT_on_Customer_Maintenance.pdf?ver=1732561080480
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MB-625 HVMA Servicom Transfer to AUC
MB-630 HVMA Customer Maintenance

MB-631 HVMA Customer Queries
MB-632 HVMA Set Up Tables for Condo ReSales & Leases

MB-635 HVMA Lease

MB-637 HVMA ReSales

MB-639 HVMA Condominium Reports

MB-645 HVMA Bank Questionnaires (for ReSales)
MB-650 HVMA HOA Billing

MB-655 HVMA Generate EFT Bank File

MB-660 HVMA Pre-Payment Refunds

MB-665 HVMA Transfer Credits to PrePayment Invoice
MB-670 HVMA Apply PrePayments

MB-675 HVMA HOA Late Fee Processing

MB-690 HVMA Set Up Tables & Forms

9 Help Reference Library & ADMINS Website

December 2024

This section lists the new and updated documents that are available in the Help Reference Library and the

ADMINS website.

9.1 New Content on ADMINS.com

New Video:

Check GL Account Security (What Accounts Can | Access?) [2:38]

[New]
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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/1b92c718-48ae-49ef-99b3-b1dad0796e18/HVMA_MB_Servicom.pdf?ver=1732560075371
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/8ff0c8be-9f66-45a4-878c-729264544b26/MB-630_HVMA_CustMaint.pdf?ver=1732560490035
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/16537a1d-cfeb-441b-b7b2-61d039d9e292/MB-631_HVMA_CustQueries.pdf?ver=1732560490035
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/0043dce7-3b5d-48cd-8643-c5cb1047e1da/MB-632_HVMA_Tables.pdf?ver=1732560490035
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/79f9bc8f-0a76-4f2e-96d1-24fec363ea35/MB-635_HVMA_Lease.pdf?ver=1732560075371
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/cf4f1090-d606-4114-bb63-b5d4b9f74a1d/MB-637_HVMA_Resale.pdf?ver=1732560490035
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/48896e63-b6d4-4b33-ad3b-91260867edc7/MB-639_HVMA_CondoReports.pdf?ver=1732560490035
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/1f45a668-d4cc-4a1f-9e0b-e15d25bc301b/MB-645_HVMA_Bank_Quest_Invoice.pdf?ver=1732560075371
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/0a593c37-ddd3-4d77-9eaa-41ea628b6e70/HVMA_HOA_Billing.pdf?ver=1732560075371
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/6ffc09eb-765f-4335-afc3-c55376a56d91/HVMA_HOA_GenerateEFT_File_MB-655.pdf?ver=1732560490035
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/5401febc-b2dc-4bf6-ab75-b35d01a4cc95/HVMA_PrePaymentRefunds.pdf?ver=1732560788074
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/e9d10be5-7703-4da5-aa1b-33aaac16c788/MB-670_HVMA_ApplyPrePaymentsToInvoices.pdf?ver=1732560927161
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/e9d10be5-7703-4da5-aa1b-33aaac16c788/MB-670_HVMA_ApplyPrePaymentsToInvoices.pdf?ver=1732560927161
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/b7e65287-3324-470e-83cd-d1cc6f5e75c3/HVMA_MB_LateFeesProcess.pdf?ver=1732560075371
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/01767e0f-6630-478d-aaff-1061b29e6c54/HVMA_Setup_Billing_Tables.pdf?ver=1732560075371
https://www.youtube.com/watch?v=DDJgVn7uZmE

