Personal Property Tax Billing

Release Notes December 2024

This document explains new product enhancements added to the ADMINS Unified Community (AUC) PERSONAL
PROPERTY TAX system including the addition of posting date and time on the billing history screen and renaming
reports to include the fiscal year and bill run for easier identification.
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ADMINS Unified Community

Release Notes — Version 24.4

Personal Property Tax

December 2024

1 Lockbox Transaction History Report #4713 [Enhancement]

ADMINS added a report that identifies all posted transactions in Collections related to a specific lockbox upload.
This report provides detailed information on each payment made via a lockbox upload.

Collections P Reports P Report Library P Transaction Reports

E [AUC] 4961-Report Library Transaction History

B@E&GE e+ g B OE

Report Library Transaction History

Goto...

[view Report |Last Run Date [Run Time ~
Run
Run

Actions,

Y

4632 —Revenue Summary - by Tups, Date. Category Run
[4E33-Revenue Summary - by Category, Vear. Tupe Run_[05-Jun-2019 [17:03151,71
Report Categories. 4636 Revenue Detail - by Category, Year. Tups Run_[05-Jun-201 |17:03:54.65
L Colaghion 0ag |4637—Revenue Summary Category - By Tupe and Year Run

<2 Transaction Reports >—— —————
T Other epo! Co0-) ookl Bet ol Siuusry Booort Buo Lo Ci-2022 [17:34:24.89
4TT/Deferral Reports

4713-Lockbox Transaction History Repor Run |
| 1|

[6095-Fasted Receipts — by Oate, Gla = Ruoe |

Enter or select the required lock box type

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tex Motor Excise  Misc Billing  System  Favorites  Helg

To run the report from
the menu, select #4713
from the Transaction
Reports library and click

the button:

The system will present
the prompt shown below:

from the lookup.

Optionally, use the Pay Date Range fields
to filter results. Leaving these fields blank
will show all lockbox history for the

selected type.
Run as @) Excel

The report will be generated in Excel
format.

B Task 4713 Lockbox Transaction History Report X

Lockbox Transaction History Report
Details of all lockbox transactions for a lockbox Type
This could take a few minutes to run

Required: Enter Lock Box Type m
Optional: Enter Pay Date Range From: || |Tu:|

Cancel Clear All

The system will show a
progress bar while the report

Building the Report (Not Responding)

is being prepared:

Please be patient as the process completes—it will take some time. Using a
Pay Date Range restriction will speed it up.

If this message is displayed, please click on “Wait for program to respond”
to allow the report to finish.

A sample of the report is shown below.

&
AdmReportexe is not responding

If you close the program, you might lose information.
—> Close the program

—> Wait for the program to respond
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No lockbox file/user name /date&time for Batch Reversals is the User BatCh num ber-

the original batch number
if this is a reversal batch

lockbox filename

user uploading the lockbox

The numbered items from the image are described here. All the columns
are described in the table below.

date & time of the lockbox
upload — the filename,
user, date & time are not
shown for reversal batches

While the example shown is for Real Estate, the report works the same way
for Personal Property.

Table 1 Understanding the columns on the report

Column Label Explained

Pracess Lock Box or Clearing House
Payment Upload

Required: LockBox Upload Method [RE/PP CITIZENS BANK |
Enter Lock Box Date (MMDDYYYY) [12-NOv-z024 |
Required: Enter Upload Filename [FILENAME.DAT) [D:AUC_DEVELOPMENTIADMHOMELFILESTOTESTUPLOADSILBATKCZIAUC123112.TXT ]
User-Batch
Runas O previewO Print @ PDF
If Printing use Duplex @ves O No
Lookup OK Cancel Clear All
The lockbox batch number, starting with "LRC", is assigned upon file upload.
Reversal batches start with "RVB".
== 4206-Maintain Lockbox Batch Dates - X
Update Lockbox Batch Pay Dates/Deposit Dates
P Enter Override Date, Pay or Deposit Date if different from Batch Date
Expected Upload Total 104431
Batch-Date
Ready Lkup EOF UP
The batch date refers to the date of the batch, which could differ from the
payment transaction dates. By default, it is set to the date the lockbox file was
uploaded. The batch date displayed on the report will reflect any modifications
made in the screen above, and the transaction history report will show the
override date in the Batch Date column if applicable.
Type The type of tax for this payment e.g., RE for Real Estate, PP for Personal Property
Year The bill year
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Column Label Explained
Bill# The bill number
Owner-Name The owner name as supplied in the lockbox file
Amount The dollar amount of the paymet
If there are no paydates in the file, the pay date will default to the date of the
Pay-Date .
upload. See above for the override notes.
Post-Date The general ledger date of the posted transactions

The transaction description shows the type of bills in the lockbox file, the banking
Transaction-Description institution, the lockbox batch number assigned when the lockbox was uploaded,
and the date of the payment or reversal.

The filename as downloaded from the banking institution. The filename is

Lockbox-File important as the process uses it to check for duplicates.
Lockbox-User The username of the person uploading the lockbox
Date The date the process was run

Time The time the process was run

[ADM-AUC-RC-8676]

2 Billing History Screen #4321 Posting Dates [Enhancement]

ADMINS made two changes to the Billing History Screen.

2.1 Added the Posting Date and Time to the Top of the Screen

= [AUC] 4321-Billing History

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing  System Favorites  Help .
B Eg we+m @5 Q mF Prior to the software
Billing History update, the billing history
Goto Type B Personal Froperty Year Bozd Run I screen did not include the
Actions

posting date or time.

[Fen® [Desarngtion et e gl P g o, Buttons A P P——
—=

Figure 1 Before — no posting date & time

= [AUC] 4321-Billing History

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

B SE Mo m BH Q@ F The posting date and time
Billing History are now shown in the top

Gote ‘ Type [ Personal Propsrtg| Year Fozd  Run [T Posted Time section of the screen.

Actions 26-Jun—2023 16:163;09,5

Type P 1l P i -
[Sen® [Description .,l ’yf . miIEIf?qg) ....,r.ofper,-?l ——— - Butm,‘l Posted Time I —
T 26—Jun-2023 16:16:09.5

Figure 2 After the posting date & time is stamped at the top of the screen
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2.2 Added the Fiscal Year & Bill Run to the Report File Names

B The reports in the list previously did not include the Fiscal Year and Bill run in the file name. The image
shows the Real Estate Billing History; Personal Property will do the same.

[E= [AUC] 4321-Billing History
B Sg e s WHQ omE L g

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise  Misc Billing System  Favorites Help

Billing History
Goto Type [l Real Estate Year B0ZE  Run T Posted Time
22-Nou-2024 15334357 ,3

Actions.
[Seq# [Description Filename [Buttons
T [V Adusted Tax (for prelin billing reco |RETT=x 5255 V2005 L pdr TView & Emat
E [Pills Excluded frow Prirtirg RE_NoPre_Bill_529082025_R1,xnl
E [propeed Bills =
& |paded Bills Filename
E |Parcels Mot Receiving a Bill This Vear %E_LYTax_SQ93_Y2025_R1.de
E [Prirt Tex Sumnary [T <G _B545_v2025_RL,palf
7 [Ealculate Taxes Sumnary Report [TexCalcSun 5548 Y2025 _R1,pdf h
. [Falculate Taxes Detail Report [TexCalclet _5549_Y2025_R1,pdF
5 [Print Connitwent/Billing Register [Conwi Enentt _B550_Y2025_R1,pdF
10 [Real Estats Alpha Prirt Sequence List  [RE_BillPrirt_Seqlist_T2025_R1 sl

11 |Billing File Summaries

[BillFileSum_RB67_Y2026_R1,pdf

[Print Billing Register

[BillReg 5565_Y2025_R1,pof

5 |Prelininary Connitwent Shest
14 [Pilling GL Posting

|La><ElcEnm,55E\E,Y 2025_R1.pdf
[Bill_GL_Post_5567_V2025_R1,pdf

[Fo Print Bills Sunmary

the report filenames show the
year and Bill Run (1, 2, 3, or 4)

MoPrtSun _Y2025_R1, pdf

I[A9 Groue Report

LA _Group_5806_Y2025_R1 . pdf

6Add Attachment

Figure 3 The reports are renamed to show the Fiscal Year / Bill Run

Report file names in the
billing history now
include the fiscal year
and bill run for easier
identification.

Authorized users can

easily retrieve the
reports here.

[ADM-AUC-RE-5724]

3 Email Notice to Users of Intent to Suspend an Account

The notification is sent if there is an email address present on the

Users are inactivated if they have
not logged in before their expiration
date.

For instance, on sites with a six
month expiration window, users
who haven't logged in since 20-May-
2024 would be “suspended” or
“marked inactive” on 20-November-
2024.

User Profile screen:

[E= [AUC] 3-User Profile Screen
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets

B Sd m++m Q &8 &FH

Human Resources  Budget Collections Tax  Motor Excise  Misc Billing

User Profile Screen

Goto.
P User Name [ HERESA
Name fheress

Lestlogn 09-Dec-2024 08:40:22.80 Live

System  Favorites  Help

7-5ep-2003 MUPDEW1

9-Dec-2024 08:40122,80 Live

The notification period is 14 days

2 Account Security 3P0JAP 4 Human Resourd
Security Level 53 Adnins Support, [ system Deluu}tUseAl
DeptGroup  HIGHSCHOOL HIEH SCHOOL Restiicted Deskiop Uger O'Yes @) No
MenuGroup [BVSTEM  Dsfault Menu for Sustem AdninistratoOverride Usamam Quo_ @
Account Security @ Yes  ONo Allow access to GL Accounts This user account
CashierD. T is currently
JobTitle  Fauroll Staff Phone# [(617) 494-5100 Extension active.

Start Screen

7z Users Favarite Selection

Receive Approval Email @ Yes OJ

from the suspension date, in this
example, from 05-November-2024
through 20-November-2024.

8Add User

~Email Address [

LIGHT GRAT - DEFAULT COLOR -

Background Color

Use Alternate Email

[theresa@adnins, com

&

QOYes @No

9 Change Password

0 Menu Listing for User

ResetDefaut Color  OYes  @No
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Up to two reminder emails are sent: the first ~14 days before account expiration, and the second ~5 days
before. If users do not log in when reminded, their accounts will be deactivated.

Two emails are sent to allow for users on vacation, etc., to have time to respond. Log in before the
expiration date to prevent the suspension.

The emails include expiration dates, steps to prevent suspension, and instructions for requesting reactivation
after suspension.

anthea@admins.com <auc.do.notreply@gmail.com:>
To Anthea Dimend

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

‘_E ) We removed extra line breaks from this message

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 to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

Figure 4 Email example sent two weeks before the username expiration date

AUC User Account will expire within the next 5 days|

anthea@admins.com <auc.do.notreply@gmail.com:>
To Anthea Dimend

(i) We removed extra line breaks from this message.

Good Marning,
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 not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

Figure 5 Email example sent the following week

[ADM-AUC-SY-8356]

4 Help Reference Library & ADMINS Website

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

41 New Content on ADMINS.com

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