ADMINS Unified Community MB—-625 HVMA Servicom to AUC Processing

HVMA — Miscellaneous Billing 1 December 2023

This document describes Heritage Village Masters Association (HVMA) Servicom to AUC Transfer Processing. The process
will transfer the Servicom data to AUC, and email reports to members of the SERVICOM email distribution list. The
transaction records will be accessible on the Miscellaneous Billing Query and Customer Maintenance screens. Once the
data transfer is complete and the email is received, the amounts for the Servicom invoices will be available on statements.
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AUC] SERVICOM Interface: Invoices Uploaded

Total Amourt [ 1

in this Batch

Irv Date \mVﬁ Location 6L Model |
Export from
SERVICOM

 One batch at a time
* Wait for Emailed

A —————————
Scheduled Task

* Runs every 10 minutes

* Uploads the Sales.txt file
 Assigns batch #

Reports * Emails to SERVICOM list

1 Initiate Transfer from Servicom

A ————————
Review SERVICOM

\J

1 December 2023

Revem SEAVIGON Trarafer Bunes

Data in AUC

* No errors - 4

e Fix Errors O

e Select/Error Check

* Post Transfer to create
Invoices in MB &

* Create GL Posting report

* VView on CustomerQuery
Screen
¢ Include in statements

To initiate the transfer from Servicom to pull the data into the AUC Miscellaneous Billing module, open the Servicom

application to the Batch summary screen.

B Servi aunt
File

GOHE cOC UM 158 2
Batch Summary

Tools

Total Invoice(s)  [1

Invoice(s) to be fransterred in this Batch:

About

Edtlist_|

Total Amounk

Cuzdamer

|y oice

[ Inw Date | Inv Typ

ok Order

| Location | GL Model
2UF Electical 2212274052

Tatalimount  Recei

Selected imuiceﬂ|22122?-052 “WorkOrder Stabus |T1JAR - .
Amourt [57 6L Model [Electrical v Tt
Figure 1 Initiate the invoices transfer from Servicom
Click on the [Transfer] Button.
' « Export Complete . ADMINS worked with the local IT staff to set up the directory

Print

Creating Transaction Records
(1] Invoice records to kansfer
Processing Work Ordes 1 - (221227-052)

Exﬁniﬁ Customes Data.

X

Peachtree Link

Invoice Export complete.

o |

>4l

where the invoices would be sent. The directory is f:\Servicom,
available from the Servicom software and the AUC server.

Figure 2 The Servicom / Peachtree Link will display a popup stating that the Invoice Export is complete

=
ADMINS
—
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2 Scheduled Task Uploads Available Files

A scheduled task runs every ten minutes from 7:30 am to 6:30 pm Monday through Friday to upload the sales.txt file into a
Work-in-Progress (WIP) file and assign a batch number. The AUC server will check the transfer directory to see if new
transactions are available for import into AUC. If a transfer is initiated over a weekend, it will be processed first thing on
Monday morning. Do not initiate another transfer until you receive the email saying the first one has been processed.

2.1 Email Received

A report listing the Servicom Invoices will be attached to the email.

[PLUTD22-AUC] SERVICOM Interface: Invoices Uploaded - Message (Plain Text) £ | - o x

[PLUTO22-AUC] SERVICOM Interface: Invoices Uploaded

I
aucdev@admins.com I
To Anthea Dimond; Theresa Campbell 12:17PM

‘ [£) Servicom Intertace Load ANTHEAL16] pdf 9KB V‘

When transactions are found, the process will pull the
“C | . , transactions into AUC and send an email notifying

& Servicom_interface Load_ANTHEA[16] pdf OKB ¥ R | X .
Fie Attachment Included members of the SERVICOM distribution list that the new

invoices were uploaded.
Email List: [SERVICOM] Servicom Interface
Email List: [SERVICOM] Servicom Interface |

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

Figure 3 Email notice that the Invoices were uploaded — now they are ready for review

3 Error Checking the Upload File

When the file from SERVICOM is If there are no duplicates in the upload this duplicate report will not be
loaded it checks if: generated therefore will not be included in the email.
1. The Bill Date is in the current Report 1 will always be included in the email as it is a list of all uploaded
month, transactions. If there are any errors, they will be displayed on this
2. The DOC # from SERVICOM has report.
already been loaded in AUC (is it Report 2 will only be included in the email if there is a duplicate
a duplicate?) Document # in the upload file. This example shows both reports are in

During the scheduled task that loads the attachment.

the fiIe from SERVICOM it will check [HVMA-NEW] SERVICOM Interface: Invoices Uploaded
both errors above and if there are ° aueppon Shmastercom
any duplicate Document #s it will j:r:g:um_lr\terface_Load_MUPDEV4[3].pdfn . ?l}:ﬁcom_\nterfacﬁDuphcate:_MUPDE\l«'l[Z]‘pdf y

issue a separate report showing the
Invoice information from AUC.

File Attachment Included

The error conditions are described in Email List: [SERVICOM] SERVICOM Interface
section 3.1.1 below.

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

Figure 4 Sample e-mail from Servicom
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10857-

Batch# :

230725012 1019B 2023 027128-00 1 BZ'?—JLII-ZOZZ!
230725012 1019B 2023 027128-00 2 27-Jul-2023
230725012 1019B 2023 027128-00 1 27-Jul-2023
230725012 1019B 2023 027128-00 2 27-Jul-2023

Carpentry Fees -
Sales Tax
Carpentry Fees -
Sales Tax

Printed 10-Aug-2023 at 18:38:42 by MUPDEV4
Heritage Village Master Assocciation

La

La

bor

bor

1. Transfer Doc# - is the
document number in
the Upload file

2. Everything listed under
“Duplicate Document#
Invoices found” will list
the actual invoice that
already exists in AUC;
investigate and

Page 1

Figure 5 Sample of the duplicate Document report

determine if the
duplicate should be
processed or not.

3.1.1 Sample of Attached SERVICOM Transfer Interface Report

10851-M;

The same report will be
issued for error-free batches
and batches with errors.

This example shows an error
on one of the lines, which
must be corrected before the
entire batch can be posted.

The assigned Batch number is
in the upper left corner, and
the error and associated error
message are highlighted.

b

e E-Dec-2023 +vees Misaing veiee

[ASEEcSMERTS

C-2022 *+eds Migsing *+edd

“Type

B No Service

Type for this Accounth]

Once this email is received — review the SERVICOM Transfer Interface Report to:

Check that the total matches the transfer report issued by SERVICOM, and,
Check for and fix errors which must be corrected before the batch can be selected for processing.

4 Review SERVICOM Transfer Batches Screen to Correct Errors

If there are errors found, they will be marked with one of the Error numbers shown below. Each is described in the
following sections. The screen displays the error number (1-5, described below) in the error column to make it easy to find
any transactions that need to be adjusted. Records without an error number have a valid bill date. To review the errors,

from the menu, select:

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

Page 4 of 21



ADMINS Unified Community

MB—-625 HVMA Servicom to AUC Processing

HVMA — Miscellaneous Billing

Misc Billing P Billing » Review SERVICOM Transfer Batches

1 December 2023

Review SERVICOM Transfer Batches
Goto...
Actions
1 Select/Error Check 2 DeselectAll 3 Edit List 4 Post Transfer
Sel |Batch# Cust# Document# Lin Bill Date Revenue Account Service Type Amount|Error ~
1019 230725012 1 27— Jul-2023 |01-201-3000-3002-000 Carpentry Fees — Lakor 39.50 |4
EE) 1019 220725012 2 27-Jul-2023 [01-000~-2000-2204-000 [Sales Tax 2,61 |4
53 10227 230731102 2 E1-Jul-2023 [01-000-Z000-3005-000 Variance 50,00 |4
59 119A7 230720016 1 25=Jul-2023 |01-201-3000-3002-000 CarpentTy Fees - Lakor 39.050 4
EEl 1197 230720016 = 25-Jul-2023 [01-201-3000-2003-000 [Carpentry Fees — Materials REEREY
|69 1197 230720016 E 25-Jul -2023 |01-201-3000-3003-000 Carpentry Fees — Materials 2.37 |4
Error Description Solution
1 Export from SERVICOM missing Revenue Account Check SERVICOM for missing Revenue Account
2 Revenue Account is not walid in GL Chart for Current FY  Create Account in GL Chart of Account
3 No Service Type Found wsing the Revenue Account Create new Service Type for this Account#
4 Bill Date outside current month Update Bill Date in Review Screen to current month
5 Duplicate Document # Uncheck Document in Review Screen to not create invoice

See section 5 for Upload File error detail.

4.1 Correcting Errors in the Review Screen

EBatch 1b

i ..

i

Figure 6 Cannot select records within a batch if there are any errors on any records in the batch

A single error in a batch will prevent posting the batch; no
records in the batch can be marked for posting

lin |Revenue Account Service Type Amount[Errar | &
I [01-000-2000-2204-000 [Sales Tax 5.02
[ [01-201-3000-3005-000 [Carpertry Fess - Materials 7,16
F [01-261-3000-3002-000 £ o
E21201061 F [01-000-3000-3001-000 € [/ Mo Service Tupe Patch Reverue »== 50,00 33
u 120A  N[P2I115052 1 [01-000-2000-2204-000 FeeatL
0 T20R 115052 [ [01-101-3000-3011-000 Plnbing Fees - Labor 34,00
0 [z 167E [E="Ngoz1 L 01-000-Z000-5204-000 ales o 2,83
[z 167E [E2111d 25.45
S 167 B21114021 Check Error x 34,50
[z E43E ESTUEEN 502
0 [z EE] [EZ1101061 73,00
[z 77EE 21115008 251
O [ L 221115005 E10070-Cannot Select as Error in Batch, Run Select/Check 39,50

v

To correct errors, there are some options:

1. The Bill Date can be changed on this screen if outside current month.

2. The Revenue account can be updated on this screen if the wrong account was in SERVICOM.

3. Create a new service type and assign it this account number.

—
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As soon as the Revenue
Account is correct on the
screen, the

1 Select/Error Check process

will automatically run. The
screen will look like this:

1 December 2023

Goto

Actions

1 SelectError Check

Review SERVICOM Transfer Batches

2 DeselectAl

3 Edit List

4 Post Transfer

Batch#

Custs

Document#

El

Revenue Account

Service Type

Amouni

tlError |

11

10118

221106021

01-000-2000-2204-000

[Fales Tax

5,02

11

10118

221106021

01-201-3000-3003-000

[Farpentry Fess - Materials

4,16

11

10118

221106021

01-201-3000-3002-000

[Farpentry Fees - Labor

79.00

11

119E

[221201051

01-201-2000-30024000

% Ho Service Tupe Match Revenue ===

50,00

11

1207

[221115052

01-000-2000-2204-000

[Fales Tax

2,79

11

120A

221115052

01-101-3000-3011-000

Flunbing Fees - Labor

44.00

11

167E

221114021

01-000-2000-2204-000

Fales Tax

2.83

11

167E

221114021

01-420-3000-3005-000

Electric Fees - Materials

28.45

11

167E

221114021

01-420-3000-3004-000

Electric Fees - Labor

44.50

11

E43E

221101061

01-000-2000-2204-000

Fales Tax

5.02

11

E43E

221101061

01-201-3000-3002-000

Carpentry Fees - Lakor

79.00

11

778k

221115005

01-000-2000-2204-000

Fales Tax

2.51

1

11

778k

EHEEEEECEEEEEE

221115005

[01-201-3000-3002-000

Carpentry Fees - Lakor

39.50

B Task 10854: Error Check SERVICOM Transfer Batches X

Error Check SERVICOM Transfer Batches

Run as @ppF

Lookup OK A Clear All
T
[

Cancel

T —_— I
\ [ =

Click on to run the error check and view the report.

If the batch is not selected (and errors have been fixed other than changing the account number on this screen, e.g., adding

a new service type) click on the [1 Select/error check] button to select and error check the batch and click on .

If errors remain, the transactions in the batch will remain unselected. Correct the remaining errors.
4.2 Select/Error Check

The 1 SelkctErmorCheck | 5o cess will recheck the batch for any errors including if the Bill Date is in the current month and for

duplicate Document #s. If there are any errors, it will display the error report and if there are duplicate Document #s it will
display the duplicate Document # report as shown in the sample in Figure 5.

5 Upload File Errors Detail

There are errors that can be shown on the reports and review screen. Directions to remedy each are provided below.

5.1 Export from SERVICOM Missing Revenue Account (Error #1)

The Revenue Account that should be set up in the GL Model table in SERVICOM is missing. Review the GL model table in
SERVICOM to ensure that the Revenue Account is entered and run the export again.

5.1.1 Review SERVICOM Transfer Batches

After the “Transfer files from SERVICOM” process runs through the scheduled task, the batches and documents therein are
available for review on this screen. To access the screen, from the menu, select:

225 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 21
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Misc Billing

Misc Billing P Billing » Review SERVICOM Transfer Batches Maintenance ,
Billing > Subscription Billing Process
Collections ¥ Special Inveice Process
PO Process Unbilled Charges.
Reports >

Tahles N Review SERVICOM Transfer Batches

Review any errors and fix them
— (change incorrect account numbers
= [HVMA] 10853-Review SERVICOM Transfer Batches . .
Review SERVICOM Transfer Batches dlrectly on this Screen). These are
some error conditions that will be
reported:

1 SelctErrr Check. 20esshecial 1EaLa 4 Fost Tranater

k& | [ 50.00[F]

e  Missing revenue account

e Invalid Revenue account

e No Service Type was found that
uses the revenue account

- Added 21-Feb-2023 By ANTHEA Changed %CHGDATS by SCHIUSRY

Figure 7 The Review SERVICOM Transfer Batches screen

In the example above, a batch is shown with many transactions, and there is a single error identified in the error column.
No transactions within this batch can be selected for posting until all the transactions in the batch are error-free.

The review screen allows corrections to the account number. When making corrections using a new account number, the
system will check for the following:

e User has account security for the account
e  Must be a posting account
e The account must be active

If a new account is entered and accepted on the screen, the system will automatically run a |1 SelectiError Check |

5.2 Revenue Account is not valid in GL Chart for Current FY (Error #2)

The Revenue Account exported in the SERVICOM file is not a valid account in the AUC GL Chart of Accounts for the fiscal
year. Make sure the Revenue Account exists in the Current Fiscal Year Chart of account, and the account is Active. Contact
(Tina or Regina in) the Finance Office and ask them to check the account. To access the chart of accounts, from the menu,
select:

Ledgers P Account Maintenance P Chart of Accounts

Maintain Chart of Accounts LastChanged TGOHES
25-Jan—2023

LastTin FY  15-Sep—-2023

el Account 111-201-3000-3002-000
Description CHARGE TO UNIT OWMERS — CARPENTRY LAEOR

‘ Account Type R Reverue SubType P Posting Entity |1 HERITAGE VILLAGE MASTER ASSOCIATION

5.3 No Service Type Found Using the Revenue Account (Error #3)

This may be the most common type of error. This error means that the GL Model has been updated in SERVICOM with a
Revenue Account, but the Service Type associated with that revenue account in AUC Misc Billing is not set up in the
Service Type table, or the account number used in SERVICOM GL Model Table is the wrong account.

e Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 21
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Verify with (Tina or Regina in) the Finance office that the account number exported from SERVICOM was the correct
account number. If it is incorrect, check first if the account that should be used has already been assigned to a code in the
Service Type Table. Check what accounts have been assigned a code by going to the:

B EdRList

Click to display
this prompt. Run the
edit list as shown for
the current bill year.
Select the

® Accounts Only radio

Misc Billing P Tables P Service Type

B Task 10022: Service Type List
MB Service Type List

Required: Enter Bill Year

Required: Enter Program Type [SERVICOM | [SERVICOM Supplemental Invoices

Layout: ) with Accounting O suppress Accounting[ @ Accounts On]y

Run as () preview O Print =~ @

O No
Lookup

If Printi Dupl
button and ® PDF; click LB AR 5

on L_OK |

Cancel Clear All

Review the report and
check if the (line 2)
Revenue Account has
the account number
that should be used.

1. Cash
2. Revenue or Liability 01-201-3000-2002-000

01-000-1000-1001-000 CASH - NEWTOWN OPERATING ACCT

CHARGE TO UNIT OWNERS - CARPENTRY LABOR

. R/R 01-000-1000-1100-000
00-000-0000-0000-000
00-000-0000-0000-000
01-000-1000-1140-000
00-000-0000-0000-000

ACCOUNTS RECEIVAELE - RESIDENTS
. Zbatements
. Refund

. Revenue Write-off ALLOWANCE FOR DOUBTFUL ACCTS.

@ g @ 0w

. Fees

5.3.1 Account Number Already Assigned to a Code in AUC Service Type Table

After verifying that the Revenue account that should be assigned to the Invoice has already been assigned a code in AUC,
update the incorrect Account number in the export with the correct account number. To update the account number in the
export, from the menu, select:

Misc Billing P Billing » Review SERVICOM Transfer Batches

[== [HVMA] 10853-Review SERVICOM Transfer Batches [TRAINING] [MUPDEV3]
File Edit Ledgers PurchaseOrders Accounts Payeble Budget Collections MiscBilling System Favorites Help

B SE e +m @

Go to the Invoice with
the incorrect account
number and enter the
correct account number
in the Revenue Account
Column.

Review SERVICOM Transfer Batches [TRAINING]

Sel[Batche  [Cust® Bill Date [Senice Type
H Je Account

\ | 00-000-0000-0000-000

Goto...

Actions.

3 Edit List 4 Post Transfer

Documents Lin Revenue Account

00-000-000 &

Amount[Error [ A

2

Then click the |1 SelectiError Check | hytton to verify all errors have been corrected before Posting the Transfer. Make sure
that the GL Model Table in SERVICOM has been updated to the use the correct Revenue Account.

5.3.2 Account Number not Assigned; New Service Type Needed

To set up a new Service Type, see the instructions in Section 8 below.

e Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 21
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5.4 Bill Date Outside Current Month (Error #4)

The Bill Date imported from SERVICOM is outside the current month. If today’s date is 2-September-2023 and the Bill date
is 31-August-2023, the Bill Date is outside the current month. All invoices from SERVICOM must be posted to the current
month. To update the bill date on the SERVICOM Transfer Batches review screen, from the menu, select:

Misc Billing P Billing » Review SERVICOM Transfer Batches

To Update the Bill Date, Review SERVICOM Transfer Batches

click in the Bill Date Goto-

column and update the Actons 1 SelectError Greck 2 DessloctAl 3o et +post Transter

Bill Date to a date Sel[Batche  [Custe Documents Lin_[gill Date Revenue Account Semice Type AmountErrer |~
. . O 00=000-0000-0000-000 2

within the current ‘ ‘

month. Bill Date

5.5 Duplicate Document # (Error #5)

The SERVICOM export does not distinguish between a new invoice and a modified invoice. Users should not modify an
existing invoice once it has been “posted” or exported to AUC. If it does happen, and this is really a duplicate invoice,
uncheck this invoice from the transfer process so that it does not create a duplicate invoice in AUC.

Misc. Billing P Billing » Review SERVICOM Transfer Batches

The duplicate report

provides information 10857- Printed 10-Aug-2023 at 18:38:42 by MUPDEV4 Page 1
Heritage Village Master Association
to investigate if this )
duplicate should be p—
processed or not. | T TTTTTTTITTT TTTTTTT TTTm e T T T
230725012 10198 2023 027126-00 1 [B 27-0u1-2023 Carpentry Fees - Labor 39.50
230725012 10198 2023 027128-00 2 27-Jul-2023 Sales Tax 2.51
230725012 10198 2023 027128-00 1 27-Jul-2023 Carpentry Fees - Labor 39.50
230725012 10198 2023 027128-00 2 27-Jul-2023 Sales Tax 2.51
The error code (5)
P . Review SERVICOM Transfer Batches
indicates which ot
transactions are Actions —
1 Select/Error Check 2 Deselect Al 3 Edit List 4 Post Transfer
dupllcates- If the Sel [Batch® Custs [Pocuments Lin _|Bill Date Revenue Account Service Type Amount|Error | A
. B [Ez0z0209a 7 [27-Jul-2023 [01-101-3000-3011-000 Flunbing Fees - Labor 33.00 5
transactions must be 7o == [£30202049 3 [27-Jul-2023 [01-000-2000-2204-000 Gales Tax ERES
70 =S [FE07 19053 4 7 Jul-2023 [01-201-3000-3002-000 Carpentry Fess - Labor 39.50 5
processed —do not do 70 D FE07 19023 E [p7-Jul-2023 [01-000-2000-2204-000 Gales Tax TELE
70 5] [Ezarzzool T oo~ Jul—202s [01-000-2000-2209-000 Gales Tax 76,52 5
anything if the SEL 70 e | E |26 Jul-2023 |01 101-3000-3012-000 Fluwbirg Fees - Materials 15.66 5
) o = et [l St L — —_—=

column is checked it
will generate an
invoice in AUC.
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ADMINS Unified Community MB—-625 HVMA Servicom to AUC Processing

HVMA — Miscellaneous Billing 1 December 2023
If the transactions Review SERVICOM Transfer Batches
should NOT be St
processed — UnCheCk Actions 1 SelectError Check 2 Deselect Al 3 Edit List 4 Post Transfer

Document® Lin__[Bill Date Revenue Account Senvice Type AmountError_| A
00-000-0000-0000-000

the Sel M on the
duplicate Document #
invoice before clicking
Post Transfer; the
transactions will not
be transferred into
AUC.

6 Post the SERVICOM Transfers to AUC

Once the batch(es) have been selected, click [Post Transfer] to create invoices in MB and create GL Transactions. (The
transactions will be “closed out” of the Misc Billing module and moved to the General Ledger unposted file.)

6.1.1 If No Transactions are Ready for Posting

Review SERVICOM Transfer Batches If thIS happens, C|iCk on

Goto... 2
, correc

SelfBatcheJCusts [Document= lin_[Revenue Account Senvice Type AmaurtlEmor_| ~
O iﬁiouﬁ [FET10602L T [01-000-2000-2204-000 [Bales Tax 5.02
= 1011 [221106021 2 [01-201-3000-3003-000 [Carpertry Fees - Materials 4.16 erro r-Sl ru n th e error
O = 1011B [221106021 3 [01-201-3000-3002-000 [Carpentry Fees - Labor 79.00 .
0= 1198 21201051 [ [01-000-3000-3001-000 [F#% Mo Service Tupe Mateh Revenue »+% 50,00 [ Ch eCk (If the Syste m
O iz 120A [221116052 1 [01-000-2000-2204-000 [Sales Tax 2.79
0= T20R [FETI15062 Fpi-1oi-3000-3011-0g0 [FLunbire Fees - Labor .00 H
O [z 167E [221114021 1 [01-000-2000-220¢ ISz 1. 2,1 does nOt aUtomatlca”y
O |1z 167E [221114021 2 [01-420-3000-300f - b | .
o= /e poriiaoar T pi-azo-z000-300a-4 [HVMA] 10853-Review SERVICOM Transfer Batches X ] run |t) and then try
= [Fd3E [221101061 1 [01-000-2000-2204~ ]
0= (6438 [BETI01061 F [pi-E01-3000-3002 | .
O [= [77eE [221115005 1 [01-000-2000-2204— U a ga I n .
O |1z [778B [221115005 2 [01-201-3000-3002 b |
P79-No records selected to process! |
a - 1
y T

1. If there are no transactions checked (because a single error will prevent selecting any transaction
in the batch), and the 2. [Post Transfer] is attempted, 3. the system will display this error message

Figure 8 Trying to Post Transfers when no transactions are selected
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HVMA — Miscellaneous Billing

6.1.2 If At Least One Transaction is Ready for Posting

1 December 2023

Click on ; the

transactions will be
posted to their
respective customer
accounts and GL
transactions will be
created for Finance to
review and post.

Review SERVICOM Transfer Batches
Goto..
4 Post Transfer
Actions -
1 SelectiError Check 2 DeselectAll 3 Edit List 4 Post Transfer |
Sel [Batch#  [Cust® [Document= [lin  [Revenue Account [Service Type Amount[Error [ A
P L0118 B Task 10856: Post SERVICOM Transfers to AUC x 5.02
El 1011E - Materials 4.16
El 1011B Post SERYICOM Transfers to AUC = Labor 79,00
B 1158 50,00
& 1208 2,72
B 120R Run as @ ppF — Labor 44,00
B 167E 2.83
B 167E — Materials 28.45
5 167C Lookup 0K k Cancel Clear All ~ Lakor .50
B B43E 5.02
El E43B 221101061 2 01-201-3000-3002-000 Carpentry Fees - Labor 79,00
El 778B 221115005 1 01-000-2000-2204-000 [fales Tax 2.51
B 77EE 221115005 2 [01-201-3000-3002-000 [Carpentry Fees - Labor 35,50
O [z 10116 [P21106021 1 [p1-000-2000-2204-000 [Sales Tax 5,02
O 12 10116 221106021 2 [01-201-3000-3003-000 Carpentry Fess - Materials 4,16
O 12 10116 [P21106021 5 [01-201-3000-3002-000 Carpentry Fess — Labor 79,00
N 1158 [P21201051 2 [01-000-3000-3001-000 [ Ho Service Tupe Match Reverue = 50,00 |3
0 12 120R [F21115052 1T [01-000-2000-2204-000 [Sales Tax 2.73
0 12 2 [01-101-3000-3011-000 Flinbing Fees - Lakor 44,00
0 12 1T [01-000-2000-2204-000 [Sales Tax 2.83
0 iz 2 01-420-2000-3005-000 Electric Fees - Materials 28,45
0 iz E 01-420-2000-3004-000 Electric Fees - Labor 44,50
O [i2 1 [p1-000-2000-2204-000 [Sales Tax 5,02
O [z 6438 [ez1i0106T 2 [01-201-3000-3002-000 [Carpentry Fess - Labor 73,00
O 12 7788 [221115005 1 [p1-000-2000-2204-000 [Sales Tax 2,51 v
Figure 9 Posting the Transfer Batch when there are transactions selected
. .
6.1.2.1 Servicom GL Posting Report
10852-MBSRVBILGLPST.RED printed 24-Feb-2023 at 14:04:09 page 1
Heritage Village Master Association
SERVICOM GL Posting Report
GL Posting#: 225
FY Date Account# Description Debit Credit
2023 18-Nov-2022 01-000-1000-1100-000 ACCOUNTS RECEIVABLE - RESIDENTS 186.78
2023 18-Nov-2022 01-000-2000-2204-000 ACCRUED STATE SALES TAX - LIABLITY 18.17
2023 18-Nov-2022 01-000-2500-2901-000 REVENUE CONTROL 318.61
2023 08-Dec-2022 01-000-2500-2902-000 EXPENDITURE CONTROL 50.00
BALANCE SHEET 386.78 386.78
2023 18-Nov-2022 01-101-3000-3011-000 PLUMBING FEES-CHARGE TO UNIT OWNERS - PLUMBIN 44.00
2023 16-Nov-2022 01-201-3000-3002-000 CARPENTRY FEES-CHARGE TO UNIT OWNERS - CARPEN 197.50
2023 07-Nov-2022 01-201-2000-3002-000 CARPENTRY FEES-CHERGE TO UNIT OWNERS - CARDEN 4.16
2023 08-Dec-2022 01-206-7000-7117-206 GENERAL CONTRACTUAL SERVICES-UNIT DAMAGE 50.00
2023 18-Nov-2022 01-420-3000-3004-000 ELECTRICAL FEES-CHARGE TO UNIT OWNERS - ELECT 44.50
2023 18-Nov-2022 01-420-2000-3005-000 ELECTRICAL FEES-CHARGE TO UNIT OWNERS - ELECT 28.45
SUBSIDIARY LEDGER 368.61
Total Year 2023 186.78 755.39
*%% GRAND TOTAL *** —mmmmmmmee oo
Balance Sheet 386.78 386.78
Subsidiary Ledger 368.61

Figure 10 Servicom Transfer GL Posting Report

—
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HVMA — Miscellaneous Billing 1 December 2023

6.1.2.2 Servicom Transfer Interface List of Invoices & Work Orders

10856-MBREP : MESRVEBILPST.REP Printed 24-Feb-2023 at 14:04:09 Page 1
Heritage Village Master Association

Post SERVICOM Transfers to AUC

C r# 221106021 omer# 1011B CAROL M SCOLPI!
Invoice# 008138-00 Transfer Batch# 9

ax
01-201-3000-3002-000 Carpentry Fees - Materials
01-201-3000-3002-000 Carpentry Fees - Labor

Invoice Total

Work Order# 221201051 Customer# 119B
Invoice# 008139-00 Transfer Batch# 9

Work Order# 221115005 Customer# J778R PETER SVIHRA
Invoice# 008143-00 Transfer Batch# 9

01-000-2000-2204-000 Sales Tax
01-201-3000-3002-000 Carpentry Fees - Labor 39.50

Invoice Total 42.01

Invoices 6 386.78

Figure 11 Servicom Transfer Interface report of Invoices and work orders

The Transfer Interface report provides a list of the invoices and work orders that will now appear on the customer records
using the Customer Query or Customer Maintenance screen.

6.1.3 Verify the Data on the Customer Record

To verify the data is visible on the customer record, from the menu, select:

Misc Billing » Queries P Transactions

Transactions
Customers# X Search
Owner  CAROL M SCOLPINO B4 Feb 2025 + 352,72
Address 10118 HERITAGE VILLAGE
Bill Payment Detail Payment Q Trx Summary 0 Attachment (1}
H Description Trx Date] Charges| Payments Other Display - Spec hvoice Desc
The transactions from the P T Ponert
R Fees 1~ Jar 2023 79,00 JFH HOR Fees
SERVICOM Upload are Sales Tax Fe-Dec—zoz 5.02
- . Carpertry Fess  Meter PO Tec 2022 716
visible on the Bill Query  |==irms o R
. Sales Tax Fi-Dec-zo2z .02 Soles Taw Doot: 221108021 Billed: 07-Mow-2022
Transactions tab cniry Fees - Mater Pl-Dec—2u22 4.16 Carpentry Fees - Materials Doch: 221108021 Billed:
Carpert ==~ Labor |21 Tiec 2022 73,00 Carpentry Tess — Labor Dock; 221106071 Billed; 07
HOR Fees 7 Tiec 2022 679,00
FOR Fees i e 79,00 [EC_AOA Fees
Gales Tom .02 Seles Tax Doch: 221106021 Billed: 07 Wow 2022
Carpertry Fess — Mater 716 Carpertry Tess ~ Materiale Toch; 221106021 Billeds
Farpentry Fees - Labor 7.0 Farpentry Fees - Lokor Doo#: 221108071 Billed: 07—
= [Gales Tax Doch: 021106021 Billed: 0v-Nov—2022
et e SEp— inputeieluiisisieiieieieieie il it ~=---:---- |[Carpentry Fees - Materials Dock: 221106021 Billeds
Jork Orgert 2Nt e aveng o\ ROL M SCOLPINO B lLed 0oy 02 e Feee ~ Lebor Toc¥: 221106021 Eilled: 07
______________________________________________________________________________________________________ Soles Taw Doot: 221108021 Billed: 07-Mow-2022
Account Type Amount  [[Carpentry Fees - Materials Dock: 221106021 Eilledt
TR ST [ == ==== === £75; [[Corentry Fees — Labor Dock: 221105021 Billed: 07-
01-201-3000-3003-000 Carpentry Fees - Materials 4.16 |[Bales Tex Doc#y 221106021 Billed; 07-How-2022

01-201-3000-3002-000 Carpentry Fees - Labor 75.00 |[arpentry Fees - Materials Doch: 221106021 Billed:
”””””” Carpentry Fees — Labor Doc#: 221106021 Billed: 07—
Invoice Total 83.1%

Figure 12 The Bill History tab showing the SERVICOM transaction
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6.1.3.1 The SERVICOM Charges on the Statement

Once the posting is complete, the charges are available on the Customer Statement:

CUSTOMER STATEMENT Page 2 of 2
HERITAGE VILLAGE MASTERS
ASSOCIATION, INC
719 EAST HILL ROAD
SOUTHBURY, CT 06488
Phone: (203) 264-9644 EXT. 127
CAROL M SCOLPINO Statement Date : 24-Feb-2023
10118 HERITAGE VILLAGE Amount Due: $352.72
SOUTHBURY, CT 06488-6616 Customer Number: 1011B

Primary Address:  1011B HERITAGE VILLAGE

Transaction Adjustments/

Invoice#  Description Date Charged Refunds Payments Balance Past Due

008138-00 Sales Tax Doc#: 221106021 Billed: 07-Nov-2022 $5.02 $5.02 $5.02
07-Nov-2022

008138-00 Carpentry Fees - Materials Doc#: 221106021 07-Nov-2022 $4.16 $4.16 $4.16
Billed: 07-Nov-2022

008138-00 Carpentry Fees - Labor Doc#: 221106021 07-Nov-2022 $79.00 $79.00 $79.00
Billed: 07-Nov-2022

Invoice 00813800 Total: $88.18 $0.00 $0.00 $88.18 $88.18

» F

Figure 13 SERVICOM Charges on the Customer Statement

7 Finance Posts to the GL

The GL Posting Report provides an audit trail of the overall amounts posted to the various GL revenue accounts in the
unposted file. Finance will review the report and post the transactions to the general ledger.

== [HVMA] 1110-Transactien History [MUPDEV3]

All Trx Co Transaction History
Goto

Actions Posting#  FY  Reference# UserBat#

2023 2945 SERVZ2E

8 Drill Down
7 Acct Bal Inguiry
8 Excel

5 Excel by Date 1.Account 3 User Batch 4 Reference# 5 Trx Date
Trx Date Account Number Ling|  GL#| TCode Amount|Type Display - Post Date
08-Dec—-2022 |01-000-1000-1100-000 1 13 | MBO1 50,00 DR |27-Dec—-2022
08-Dec-2022 [01-000-2500-2901-000 2701 13| MEO1 50,00 CR [27-Dec—2022
08-Dec-2022 [01-000-3000-3001-000 1 13| MEOL 50,00 [CR [27-Dec—2022
168-Nov—2022 [01-000-1000-1100-000 1 1| MBOL 5,02 IR |[27-Dec—2022
18-Now—-2022 [01-000-1000-1100-000 2 2| MEol 79.00 IR |27-Dec—2022
18-Mov-2022 |01-000-1000-1100-000 1 6| MBQL 2.83 IR |27-Dec—2022
18-Mow-2022 |01-000-1000-1100-000 2 7| MBO1 28,45 DR |27-Dec-2022
18-Mow—2022 [01-000-1000-1100-000 2 8] MBO1 44,50 IR |27-Dec—2022

Figure 14 The Servicom transactions on the GL Transaction History screen

After posting to the GL, they are available in the transaction history query screen as shown in Figure 14.
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8 Set Up a New Service Type

Misc. Billing P Tables P Service Type

At the top of the service type screen are three editable fields. To access the Servicom
’ Service Type for 2023, type:

Misc Billin:

Maintenance

e current Bill Year, e.g., “2023”

Program Type

Queries Service Type ° Bill Type “95”
Exports Bill Cycle
Module Maintenance ¥ Bill Print Sequence Table
Interfaces/Imports > MNote Category Table ° Program ”SERV'COM"
Site Specific > Class Type Table
Help Reference Library Bill Form Setup
Lockbox Upload Methods
Service Type
Zip Code
Goto Year Type Program
Actions % EERVIEDH SERVICOM Supplemental Invoices
1 Service 2 Bil Rates. 3 Accounting 4 Notes 5 Groups 0 Add/Chg Form
eI Bill Type 90131 Only
Short Include In Include In Alow Mubi Enrol includeln  Recurring  Use
BI=8 Senice Type  Description Desc  Day# Refunds Specinv  Services Required DaiyBal  Bil? Bil Form
HE CARPLABOR  [Carpentry Fess — Labor ] EOPTHY @
CARP-PARTS _[Carpentry Fess - Haterials B SUPINY
CFRRGE BACK [Tharge Back ] SUPTNY
CLATVG Clains ] SUPTNY
DOMFSTER  |Dumpster B SUPTNY
FLEC-LABOR _[Flectric Fess - Labor B SUPTNY
3CopyYear | |FTFE-PARTS  [Flectric Fess - Materials 5] SUPINY
GRNIS-LAECR [Trees & Pest Fees - Lakor B SUPINY
0 Copy Program oS PARTS [Tress & Pest Fees — Faterisls ] SUPINY
[OCKUOTS  [Gecurity Assisted Lockauts B SUFINY
iEd Returned Check Fes B SUPINY
OTHFINE  [Other Incone Fines B SUPINY
FATIO Fatio Resset Fees B SUPINY
FLUM-LABOR _|[Plumbing Fess - Labor B SUPINY
FLOM-FARTS _ [Plumbing Fess - Materials B SUPTNY
GALESTAR  [oales Tax ] SUPTNY
[FARIAMEE  variance B SUPTNY
l
|
To Add a new Service Type, Senvice Type [TRAINING]
Geto... Year Type Program
. 8Add New P& EERVICOM  SERVICOM Supplemental Inwoices
click the button: s
1 Service 2 Bill Rates. 3 Accounting 4 Notes. 5 Groups 0.Add/Chg Ferm
6 Add New
Bill Type 50/91 Only
Short Include In Include In Allow Multi Enroll  Include In Recurring  Use
BI==D ‘ Service Type  Description Desc Day# Refunds Specinv  Services Required DaiyBal  Bil? 8il Form
gEiL [CARF-LABOR _ [Carpentry Fess — Labor ] Eh ~
[FARP-PARTS  [Carpentry Fess - Materials ] SUPIHY
[CHARGE-BACK_[charge Back ] SUPIHY
] Clains ] SUPINY
[DOMFSTER  [bumpster 5] SUPTRY
[FLEC-LABOR _ [lectric Fess - Labor ] SUPIHY
8Copy Year | |FTFT-PARTS [Electric Fees - Materials 5] SUPIHY
[GRNDS-LAEOR [Trees & Pest Fees - Lakor ] SUPINY
|2 Copy Program | eerps-PARTS [Tress & Pest Fees - Materlals 5] SUPINY
[OCKOOTS  [ecurity Assisted Lockouts ] SUPTRY
Fer Returned Check Fes ] SUPIHY
OTHFINE  [other Income Fines ] SUPINY
[FATIO Fatio Reset Fees 5] SUPTNY
[FLOM-LABOR _ Flunbing Fees - Labor b SUPTRY
FLOM-FARTS _ [Plunbing Fess - Materials ] SUPIHY
GALESTAR  [oales Tax ] SUPIHY
WARIANCE  [variance ] SUPINY
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This system will display this pop-up: Enter the current bill year and enter the Program Type
“SERVICOM” (or select it from the lookup).
57 [HVMA] 10004-Service Type [TRAINING] [MUPDEV] P In the Enter Service Type, enter up to 12 characters as a code
Add Service Type to identify the new SERVICOM bill type you are setting up.
Required: Enter Bill Year E.g., ELEC-LABOR for Electric Labor costs. “PEST-LABOR” is
e Sy (FTeEm TR used in the example.

Required: Enter Service Type |PEST-LABOR|

Click oK ; the new Service Type “PEST-LABOR” will be
Loakup Cancel | Clear Al displayed at the top of the screen.

Service Type

e Year Type Program

[‘% EERVICDM SERVICOM Supplemental Inwoices

1 Service 2 Bill Rates. 3 Accounting 4 Notes 5 Groups 0 AddiChg Form
|

6 Add New Bill Type S0V81 Only

Short Include In Include In Enroll  Include In Recurring Use
£ Delete Senice Type  Description Desc  Day Refunds Specinv  Services ReMwred Daly Bal  Bil? Bil Form

Actions

1 —
= EST-LABOR ] = ISUPTHY -
FLLM N = = = _‘E—’ SUPTHY
PLUM-PARTS F‘IIMHg Fees - Materials ] SUPTHY
SALESTAN ales g C SUPTHY
WARTANCE anance\ ] SUPTMy
Status: Record Active
| N
Service Type I
i Year Type Proglam
P— P23 P50 BERVICOM  SERVICOM Supplemental I
| 1 Service 2 Bill Rates 3 Accounting 4 Notes 5 Groups [ Enter a fu" description Of the
— ] .

8 Add New [ ciude | Bil new Service type and check the
I0slete Senvice Type__|Description Snort Refunds |l in Alow K Include in Refunds M checkbox
n Desc  Day# Specinv  Services 3

— . .
gedtlst |(C|[PEST-_ABOR  [Pest Control — Labor ) N /| .(tc.) E_]HOW refu.ndlng from this type
Plumbing Fees — Labor e BT m] Fi if itis OVerpaId.)
FLUM-PARTS |Plumbing Fees - Materials el | ,

8.1 Set up the Accounting

To set up the Accounting for this new Service Type, click on the [Accounting] Tab:

Service Type
Year Type Program
EOE3 [‘% EERVIEDH SERVICOM Supplemental Invoices

1 Service 2 Bill Rates < > 4 Notes 5 Groups 0 Add/Chg Form

Bill Type 0/31 Only
Short Include In Include In Allow Multi Enroll  Includeln  Recurring  Use
Senvice Type Description Desc Day# Refunds Specinv  Services Required Daily Bal Bill? Bill Form
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This is an example; the actual revenue account

Service Type must match the GL Model on Servicom
Goto...

Year Type Program T ————————

- EOE3 [‘E EERVIEDH SERVICOM Supplemental Invoices
1 Service 2 Bill Rates 3 Accounting 4 Notes 5 Groups
BEEHIIST Service Description Postto AIR __ Adjustment Allowed this Category____
— FEST-LABCOR Pest Control - Labor () None (O charge (C)Payment (@ Both
DB Account Number GIL Account Description
IS

1 Cash 01-000- 10001001000 CASH — MEWTOWM OPERATIMG ACCT

2 Revenue or Liabilty  {11-405-3000-3013-000 PEST COWTROL LABOR REVENUE

3 Deferred Revenue 01 -205-F000-30 13000 PEST COWTROL LABOR REVENUE

4 AR 01-000- 10001 100-000 ACCOUNTS RECEIVAELE - RESIDENTS

These are the 4 accounts that need to be set up for each service type.

Account Type Description Value
Cash Cash Account 01-000-1000-1001-000
Revenue This is the account into which the revenue should be 01-405-3000-3013-000
received. This must match the revenue account set up | While the image uses 01-405-3000-
in SERVICOM 3013-000, this is only an example.
Deferred Revenue Enter the same account here as was used for the 01-405-3000-3013-000
Revenue account
Accounts Receivable Account Receivable account 01-000-1000-1100-000

When entering the Revenue Account, if the account is already
in use on another code, the system pops up an error:

It means that the revenue account has already been
[HVMA] 10004-Service Type [TRAINING] % used on another SERVICOM code and cannot be
used again. The highlighted text shows the name of
the code using the specified revenue account. Enter
a different revenue account. If no errors are
displayed, then the service type has been set up
correctly.

Revenue Account already used on PATIO. Cannot use
duplicate Revenue Account

9 Making Corrections to Customers or Invoices

Occasionally an error will be made resulting in a Servicom invoice being issued to the wrong customer.

9.1 Incorrect Invoice Not Yet Transferred to AUC

If the invoice with the error has not yet been transferred to AUC, cancel the original invoice in Servicom and issue a new
one in Servicom. Only the new invoice will be transferred to AUC.
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9.2 Incorrect Invoice has been Transferred to AUC

If the incorrect invoice was transferred to AUC, cancel the original invoice in Servicom and issue a correct invoice in
Servicom to the correct customer.

A supervisor will issue a credit slip to Betsy. Betsy will process an adjustment to reverse the charges from the incorrect
invoice/bill. The new bill will come into AUC when transferred.

Misc Billing » Queries P Customer Query P [4 Bill History]

== [HVMA] 10215-Transactions - ®
2023 Misc Billing Transactions
- I 02547-00 Year [oz3 X Search
Owner RRMEND ERAD Balance as of [pd-Jan-2023 ¥ 75,78
Actions
Service Add|

Account  [157E

Parcel | - -

Bill Payment Detail Payment Transactions Q Trx Summary 0 Attachments. Spc Inv Text
Description Tre Date] Charges| Payments Other Display - Transaction Desc
Sales Tax T.5 Eill# 002942-00 Doc#:221114021
il Type Electric Fees - Materd 28.45 Bill# 002942-00 Doc#:221114021
Flectric Fess — Labor 33 50 Bill# 002942-00 Doc# ;221114021
History List //
7
9 Summary List v

These transactions were transferred but they
were billing the wrong customer in Servicom

9.2.1 Processing Adjustments to Invoices

See MB-210 Adjustments and Transfers for the full details in the Misc Billing Help Reference Library. Below is a quick guide
for making simple adjustments.

9.2.2 Create Adjustment Batch

Adjustments must be entered in batches. From the menu, select:

Misc. Billing » Collections » Adjustment Batch Entry.

Misc Billing
Maintenance ¥
Billing »
Collections > Receipt Batch Entry
Processing Bill Payment
Reports Detail Payment
ekl Receipt Edit List
Lo Submit Batches
B Restore Batches

Module Maintenance Post Batches

Interfaces/Imports

Site Specific N Adjustment Batch Entry I}

To create a new batch, click on Add Batch.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 17 of 21



ADMINS Unified Community MB—-625 HVMA Servicom to AUC Processing

HVMA — Miscellaneous Billing 1 December 2023
==
=
Misc Bill Batch Entry Profile not restricted
cete- Batch BN satnType Eilols
Actions Bank I Receipt No text available Posted on 04-Jan-2023
Pay-Trx Date 4~ Jan-2023 Adjustment Curbside

Deposit Date 0d-Jan-2023 Toters.

Misc Biling 1
1 Add Batch
X

B Add New Batch

Enter Batch [Leave Blank for System-Generated Number] l:l
3 Edit List
ancel

4 Submit Batch

2 Enter Adjust

Since HVMA allows B (Both), enter either an alphanumeric batch designator or leave the field blank for a system-assigned
number. ADMINS recommends allowing the system to assign the number. The Adjustment Batch screen will look like this:

9.2.3 Misc Bill Adjustment Batch Screen Entry

Misc Bill Batch Entry ‘ 1. Enter a Deposit Date.

Batch S SocnTve 2. Enter the amount of the payment or the
Bank FEE O Receiat 1. Enter the Deposit Date pay

Goto.

Actons Pay.Trx Date B5-Tan- .
Dovosn s (@) P e charge (to be reversed as a negative
1 Add Bateh — — 2. Enter the $ amount. To remove a number).
" charge, enter the $ amount as a . A
ToorPamem | negative number 3. Click on the [3 Enter Adjust] button and

From or cnarga,i,mja ———
Refund [

75,78

select Adjustment Entry from the drop-
3. Click on Enter Adjust button and .
= Ty AR click "Adjustment Entry" on the down list.
Ho Transactions drOP dOWn Ils.t

e

5 Restore Batch

& Post Batch

9.2.4 Adjustment Entry Screen — Select the Customer # & Transaction Code

1. Click on the [8 Add by Cust #] button; use the [Find] or [Search] button to filter the selection.
2. The system presents the Bills by Customer # number lookup; select and click on .

3. The system immediately displays the list of Transaction Codes. Select ADJ for Adjustment and click on .
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Adjustment Entry
oot Batch 7 TrxNumber N wote [ ] On the Adjustment Entry Screen,
Type 00 Year Q000 Code Date N T
Actons ownermanngasa] 1+ Click on [8 Add by Cust #] to find the bill in
5 Add by Bil# QOOO00-00 the |OOkup
Clear Fitter °
Restrict Add Type.
5 >
= . .
Restrict Add Yea oy Custé =) - 2. Make the selection and click on OK. The
FOOO L . . .
Nethiled paia cur] System will immediately display the list of
[ transaction codes.
W7 Bills by Customer# e X
Custaner Bill Tot 3. Choose ADIJ for Adjustment and click on OK.
"
1ling 00 HOAF ELI . TSSUE TRUST

1001A Misc Billing 2022 00258200 HOAFEES MIMA WAGHER
1001B Misc Billing 2023 002584-00 HORFEES LYHN S HOLLEY =
10027 Misc Billing 2023 002568500 HOAFEES VEROMICA D. BOYCE
1002A Misc Billing 2023 002958-00 HOFFEES YEROMICA D, BOYCE
1002B Misc Billing 2023 002586-00 HORFEES DENISE A DONOFRIN
10037 Misc Billing 2023 0025687-00 HOAFEES JOSEPH & LOLA SALZANO M)
1003E  Misc Billing 2023 00ZBEE-00 HOAFEES RAYMOND W, = JEAN J, BRANCA —=> | Tansaction Codes x
100dA Misc Billing 2022 002585-00 HOAFEES SUSAN HOLMS T
1004E Misc Billing 2023 002530-00 HORFEES 765,00 ANNA—KAY MONACO L
10057 Misc Billing 2023 000001-00 BALANCE —18.00 GREGORY A. & DIAME T. FALK L. -~
100GA Misc Billing 2023 002591-00 HOFFEES GREGORY A, & DTANE T, FALK ADJD OBSOLETE {DEPT RECT ADJUSTHENT? Pagment.
100GE Misc Billing 2022 002592-00 HOAFEES DONALD A BICKFORD ADV  Advanced Payment Payment.
1006A Misc Billing 2023 000002-00 BALANCE 105,00 MARCIA BLANK SMITH AF Added Fees Charge or Pagnent
1006A Misc Billing 2023 Q025933-00 HOAFEES MARCIA BLAMK SMITH AT Added Interest Charge or Paunent.
1006E Misc Billing 2023 002534-00 HOAFEES LINDA SANTASTERO AT Added Tax Charge or Pagment
1007A Misc Billing 2023 00000300 BALANCE 391,65 JULIA HOLLINS AUNC HRITE-OFF ABATEMENT Charge or Paynent
1007A Misc Billing 2023 00259500 HOAFEES JULIA HOLLINS e CCOR COMY CORRECTION Charge or Padnent.

Denand
ED  ERRLY PAVMENT DISCOUNT
EFTP ELECTROMIC FUND

Find |Search Cancel 5 TRANSFER
EFTR ELECTROMIC FUNDS TRAWSFER REJECTED

L3
0K

Help

ICAX ICLOUD AMER
ICCA ICLOUD CC/ACH
ICOC ICLOUD O/L CHECKS

INE  Ingufficient Funds
IMVC INVOICE CLOUD PAYMENT SERVICES
MBAD MISC BILL ADJUSTMENT

— Added By Changed by

Charge or Paunent

Charge

Charge or Pagnent
Charge or Fadnent.
Charge or Padnent.
Charge or Pagnent.
Chargs or Pagnent.
Charge or Padnent
Charge or Pagnent.
Charge or Pagnent

MECA MB - CANCEL THVDINE Chargs
Find | |Search |Cancel Help | Eof

9.2.5 Make & Accept the Adjustments & Return to the Batch Screen

= [HVMA] 10344-Adjustment Entry [theresa] - x
Goto. T T
TrxNumber ESE.O Note  frong customer billed in Servicom
gar 2023 Code ADJ Date  [od-Jan-2023
Owner Mailing Address
ARMEND ERAD Program SERVICOM
Clear Fiter C/0 FCP PROPERTIES SERVICOM Supplemental Invoices
Restrict Add Type = P, O, BOX 1233
o eh SOUTHBURY . CT 0A4831337
Restrict Add Yed .315?? P'_V_.CI.IEJ# e7E
oo
4 Paid  Cur Balan Adjust Chg Adjust Pay  Adjusted Balance
Sales Tax a3 -2,83 | A
0 Accept Electric Fees - Materials 28|45 -258.,45 |
Electric Fees - Labor 44 jo -44.50
1 Write Off
2 Add Charge
Clear All

1. In this example, we are adjusting bill #2942 for Customer #167E

4 Goto Batch

2. The Charges will be displayed on the screen;

Info Views.

Bl etaie 3. Enter the corresponding negative amounts in the Adjust chg column

Pending Pmnts

Pending Adjusts

4. Click on the [0 Accept] button

5. Click on the [4 Goto Batch] button to return to the Batch screen

-- Added (4-Jan-2023 B; up

=
ADMINS
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9.2.6 Adjustment Batch Screen after data entry is complete

4 Submit Batch

Click on the button to move the batch into a status to be posted.
== [HVMA] 10300-Misc Bill Batch Entry x
Misc Bill Batch Entry Profile not restricted
Goto... Batch Batch Type Edit Note Current Batch
Bank F¥sB O Receipt No text available
Actions Pay-Trx Date [pd-Jan-2023 (@ Adjustment Curbside
Deposit Date pa-Jan-2023 Toters
Misc Biling 1
1 Add Batch
Expected Entered Balance
2 Enter Adjust To or Payment
From or Charge 75,78 -75.78
3 Edit List Refund [
Totals -75,78 -75.,78
4 Submit Batci)
= o o [Type |1=ar Bill= Description Cash Check Other
: : 5360 Misc Billing [E023 [n02342-00 [Hrong customer bille -75.78 Edit
9 Batch Listing
0 Goto Last Bch
Active uP

The system will produce a submission report, and the [6 Post Batch] button will be available (before this it was
grayed out and could not be used.)

9.2.7 Post the Batch

Misc Bill Batch Entry

sote Batch M Batch Type
Actions Bank RECEim No text available
Pay-Trx Date — Adjustment
Deposit Date —
1 Add Batch

B Task 10377: Post Adjustment Batches

Post Adjustment Batches
Too
From
Reful Run as O preview O Print ~ ® PDF

Totall If Printing use Duplex @ ‘ves (O No

Lookup | OKE | Cancel

Clear All

P

Mizc Billing 2023 00002d-00

The posting report will be displayed on the screen.

—
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] e 10377 THERESA 1, pf - Acsbe Acrobet Resser (54-bi)

Tools BehCiEr_10391_T.

BT | B 24D W Q

o P205-Posting Complete!

Click on the button.

The adjustment is complete and
will show up on the Customer
Query screen.

9.2.8 Bill Query Screen after Adjustment

To verify the data is visible on the customer screen, from the menu, select:

Misc Billing » Queries P Customer Query P [4 Bill History]

2023 Misc Billing Transactions
Sote 0294200 Year [P0Z3 | Xsearch.
Owner FRMEND BRAQ Balance as of [D5-Jan—-2023 #
Actions :
Service Add|
Account  |167E
Parcel | - -
Bill Payment Detail Payment Q Trx Summary 0 Attachments. Spe Inv Text
Description Trx Date] Charges Payments| Other Display - Tran Code Desc.
i Sales Tax 2.83 Billing
e Electric Fees — Materi 28.45 Billing
Electric Fees — Labor 44,50 EBilling
ISales Tax 0d=-Jan—-20235 -2.83 Ad justment.
. Electric Fees — Materi [ 04-Jan—2023 —28.45 Ac justment.
e Electric Fees — Labaor 04-Jan—2023 —d44.50 Ac justment.
9 Summary List

Figure 15 The bill shows the adjustments

9.2.9 Finance Posts the Adjustment Batch

Post GL Transactions
Goto...
" 1 Select Al 2 Deselect All 3 Edit List 4 Post to GL

Actions
Sel |Year |GL Batch Qriginal Ball Debits| Credits| Er ed By Type Details |Locked By ~
206 148,73 75,78 THERESA Misc Bill Adjustm | Lines

2023 203 105000 105000 THERESA Misc Bill Receipt | Lines
] [2023 [202 350,00 700,00 THERESA Misc Irwoice Bill | Lines
[ [P083 o1 356.78 756.39 ANTHER Misc Invoice Ball | Lnes
[1 [2023 200 386.78 705,39 ANTHER Misc Irwvoice Bill | Lines
1 (2692199 L 386,78 755, 39 . »* ANTHEA o0 li'_s: Irvoice Bill | Lines,
E. e a—— = i) — S L) S Lt L
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