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This document explains new product enhancements added to the ADMINS Unified Community for Windows 
(AUC) REVENUE COLLECTIONS system. Key updates include: 
 

Lockbox Transaction History Report #4713: Identifies all posted transactions related to a specific lockbox upload, 
providing detailed payment information. 

Treasury Receipts Code Lookup: A new "Suppl Appr" column indicates if a treasury receipt will create a 
Supplemental Appropriation journal entry. 

Posted Collection Reports by GL Batch # Screen # 4022: Fixes an issue to ensure correct data display when 
entering a GL batch number. 
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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  Reports  Report Library  Transaction Reports 

 

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: 

Enter or select the required lock box type 
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. 
 
The report will be generated in Excel 
format.  

The system will show a 
progress bar while the report 
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.  



 

ADMINS Unified Community Release Notes – Version 24.4 

Revenue Collections December 2024 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 3 of 12 

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

 is the User Batch number. 

 the original batch number 
if this is a reversal batch 

 lockbox filename 

 user uploading the lockbox 

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

 
Table 1 Understanding the columns on the report 

Column Label Explained 

User-Batch 

 

The lockbox batch number, starting with "LRC", is assigned upon file upload. 
Reversal batches start with "RVB".  

Batch-Date 
 

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 
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Column Label Explained 

Year The bill year 

Bill# The bill number 

Owner-Name The owner name as supplied in the lockbox file 

Amount The dollar amount of the paymet 

Pay-Date 
If there are no paydates in the file, the pay date will default to the date of the 
upload. See above for the override notes. 

Post-Date The general ledger date of the posted transactions 

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

Lockbox-File 
The filename as downloaded from the banking institution. The filename is 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 Treasury Receipts Code Lookup [Enhancement] 

ADMINS added a “Suppl Appr” column to the three lookups available when selecting a treasury receipt code in 
the Treasury Receipt (TR) Entry screen. This new column indicates whether the treasury receipt will be used to 
create a Supplemental Appropriation (SA) journal entry. To see this new feature, enter treasury receipts, from the 
menu, select: 

Collections  Treasury Receipts  Batch Entry 

Once you have established a 
batch, click on "Enter Receipts". 
 
Select "Treasury Receipts” from 
the list to display the TR entry 
screen: 
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On the Treasury Receipts Entry 
screen #4006, enter the 
Tendered amount. To select a 
Treasury Receipt code, click in the 

Code field and use  {F3} on 

the keyboard or the  button 
on the toolbar to select from the 
three available lookups. 
 

 

This is the TR Codes by Code 
lookup for the 2025 fiscal year. 
The new column is highlighted. If 
the TR Code is not set up to 
create a supplemental 
appropriation journal, nothing 
will be shown in that column. 

 

This is the TR Codes by 
Account lookup for the 2025 
fiscal year. The new column 
is highlighted. If the TR Code 
is not set up to create a 
supplemental appropriation 
journal, nothing will be 
shown in that column. 

 

The third option is to lookup 
by Description. The same 
columns are available. 

 

 
For more details about these types of treasury receipts and journal entries, please refer to document RC-1355, 
Supplemental Appropriations Journal Entry from a Treasury Receipt in the Help Reference Library.  

[ADM-AUC-GL-8565] 

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_TR_SA_Journals-0001.pdf?ver=1689621617524
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_TR_SA_Journals-0001.pdf?ver=1689621617524
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3 Pre Tax Taking Intent to Advertise Letter 

ADMINS has a new letter for sending to taxpayers with unpaid bills who are at risk of having their property taken 
for non-payment of taxes. To create these letters from the menu, select: 

Collections  Tax Title  Pre-Tax Taking Intent to Advertise Letter  

 

 

All fields are required; the Bill Year, the Tax Taking Date, 
the As of Date, and the minimum balance due. Select the 
 Yes radio button to attach a copy of the letters to the 
taxpayer record. 

It will select any bill with a minimum due balance, while tax title selects only bills with issued 
demands. This means more letters could be issued than for the original or subsequent tax taking. 
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The letter is suitable for mailing in a standard #10 window envelope and will look like this: 

 

[ADM-AUC-RC-8681] 
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4 Posted Collection Reports by GL Batch # Screen # 4022 [Fix] 

Before the software update, 
entering a GL batch number in 
the field did not display the 
correct data. ADMINS corrected 
the error, and now entering a GL 
batch number directly into the 
field displays the correct GL batch 
reports. To access the screen 
from the menu select: 

Collections  Queries  Posted 
Collection Reports by GL Batch #  

[ADM-AUC-RC-8677] 

5 A/R Reconciliation to the GL – Dates Matter [Enhancement] 

Which dates are used for the 
reports that are run when 
reconciling Accounts 
Receivable (A/R) to the 
General Ledger (GL)? Check 
Module Control Sequence # 
4031 to determine if your 
site uses the Transaction 
Date (Payment Date) or 
Deposit Date. 

To view the value, from the menu, select: 

Collections  Module Maintenance  Module Control 

 

This indicates that the Ledger Date will correspond to the date of deposit. 

 

To reconcile Accounts Receivable (A/R) in the General Ledger (GL), use the correct report. A/R and GL will not 
reconcile unless payment and deposit dates match.  

5.1 Report Names and Listing Order 

There are two Trial Balance reports. To make it easier to choose the correct report for reconciliation, some 
reports in the collections report library have been reordered, and titles have been changed. 
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To see this change from the menu, go to: 

Collections  Reports  Report Library 

The reports are on the first screen of the 
Collections Reports Library #4960. 

 

− The title of report 4705 

now includes the words 

“Payment Date.” 

− Report 4171 has been 

moved to group both 

reports together; it is 

using “Deposit Date”. 
 

− Report 4706 has been moved below report 4171 and its title now 
includes the words “Payment Date”. 

[ADM-AUC-RC-8682] 

6 Format Changes for Final Notice & Instrument of Taking 

ADMINS now generates the Tax Taking Final Notice and the Instrument of Taking in a more polished and 
professional format. To view these documents, execute the Tax Taking Original Taking process. 

 

 

New format for Final Notice (suitable for mailing in a 
#10 window envelope): 

Instrument of Taking 
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[ADM-AUC-RC-8680] 

[ADM-AUC-RC-8683] 
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7 Email Notice of Intent to Suspend an Account [Enhancement] 

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.  
 
The notification period is 14 days 
from the suspension date, in this 
example, from 05-November-2024 
through 20-November-2024.  
 
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.  
 

The notification is sent if there is an email address present on the 
User Profile screen: 

 

 
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. 
 

 

Figure 1 Email example sent two weeks before the username expiration date 
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Figure 2 Email example sent the following week 

[ADM-AUC-SY-8356] 

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

7.1 New & Updated Documentation in the Help Reference Library 

Treasury Receipts RC-1320 Treasury Receipts [ADM-AUC-RC-8660] [Updated]  
 RC-1355 Supplemental Appropriations JE from a TR [Updated] 

7.2 New Content on ADMINS.com 

RC-1355, Supplemental Appropriations Journal Entry from a Treasury Receipt [Updated]  
User Account Security Inquiry Screen (2:38) 
 

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/be71e684-301c-489e-9621-00e16b24a0ae/AUC_TR_SA_Journals.pdf?ver=1732294728009
https://youtu.be/DDJgVn7uZmE

