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There were changes added to the ADMINS Unified Community (AUC) for Windows TAX TITLE system for December 2024, 
including new letters and reports. 
 
New Pre-Taking Intent to Advertise Letter: A new letter has been introduced for taxpayers with unpaid bills at risk of 
property seizure, requiring specific fields and offering the option to attach copies to taxpayer records. 
 
Tax Title Audit Report Enhancement: A new Tax Title Audit Report #11500 addresses discrepancies in tax balances due to 
historical posting errors. Users are advised to run this report and contact support if discrepancies are found. 
 
Final Notice and Instrument of Taking: Enhanced with a more formal and professional format. 
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1 Pre-Tax Taking Intent to Advertise Letter 

ADMINS offers a new optional letter for taxpayers with unpaid bills at risk of property seizure. This can be sent 
after demands and before starting the tax taking process. To create these letters, select from the menu: 

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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2 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 

  

[ADM-AUC-RC-8680] 

[ADM-AUC-RC-8683] 
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3 Report #11500 Tax Title Audit Report [Enhancement] 

A customer reported that the Tax Title Report as of a Date Report showed an outstanding tax balance for a parcel, 
but the tax title balance inquiry showed “No Balance Due”. ADMINS investigated and found a six-year-old posting 
error due to triplicate entries. The data has been corrected, and any remaining discrepancies are now displayed in 
a new Tax Title Audit Report #11500.  

 

The image illustrates an 
example of the report 
showing one balance as of a 
date and the inquiry screen 
reporting something 
different. 

Figure 1 The report and the screen did not show the same balance for a particular parcel 

If such a discrepancy is noticed, run report #11500. Send the report to support@admins.com to ask us to 
investigate and resolve the issue. 
 
To run the report from the menu, select: 

Collections  Reports  [3.Other Reports]  #11500 TT Audit Report: Verify Receivable Files Match 

 

 

Select the report and click on the  button. 

The report is available to run as PDF. Click on . 

 

mailto:support@admins.com
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This report is available to all users of 
the Tax Title module. If the report is 
not blank, send the report to 
support@admins.com and ask us to 
assist. 

 

[ADM-AUC-TT-3901] 

4 Email Notice to Users of Intent to Suspend an Account  

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. 
 

mailto:support@admins.com
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Figure 2 Email example sent two weeks before the username expiration date 

 

Figure 3 Email example sent the following week 

[ADM-AUC-SY-8356] 

5 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.  

5.1 New Content on ADMINS.com 

User Account Security Inquiry Screen (2:38) [New] 

https://youtu.be/DDJgVn7uZmE

