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ADMINS Unified Community MB-320 Special Invoice Billing

Miscellaneous Billing Updated 23 June 2021

This document describes running the billing for Special Invoices. To access the billing process, select:

Misc Billing P Billing P Special Invoice Process

1. SETUP

There are several steps to take before the actual Invoices can be produced.

Assign Program
Invoices and/or
Subscription Programs

Set up Programs Set up Service Types to Customer
© © © © ©
Setup Bill Forms Add Customers
(defaults)

1.1. Program Table

A “Program” is a way to group charges related to the same activity for an invoice. To setup a new program in this
table, from the menu select:

Misc. Billing P Tables P Program Type

== [AUC] 10002-Program Type - X
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System
B &SE merm & [ T
Program Type
Goto.
Actions
Type |Program Description Bills in Yr [Dept Group Status ~
00 Inactive
Lgamiar 90 |CURESIDE  |Curbside UNCLASSIFIED  factive
P BT [TOTERS TOTERS UNCLASSIFIED  |Active
g 95 |BARRELTAGS [Barrel Tags TOWN Active
T 95  |[BRERKFRAST School breakfast nutrition program SCHOOL Active
S I TFA Animal Control T fctive
95  [INSURANCE Insurance TOWN Active
95  |LUNCH School Lunch Program SCHOOL Active
95  |PILOT PILOT Program TOWN Active
E5 POLICE [Police |POCICE Active
95  |POWERPLNT power plant T Ok Active
95 [SCHOOL School Bills SCHOOL Active
95  |SCHTRANS School Transport SCHOOL Active
95  |[TIGERSDEN Before & After School Child Care Program UNCLASSIFIED  |Active
95 [TOWN General Town Bills TOWN Active
[
Status: Record Inactive

For example: Water/Sewer New Service has several charges that can be applied to a single invoice. By creating a
program type to assign these charges, all the different charges can be grouped together and applied to a single
Invoice.
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Miscellaneous Billing Updated 23 June 2021

Table 1 Program Table

Screen Element
Type Column

Program Column

How Used

Defines the type of program; Miscellaneous Billing has multiple types; Special Invoices are
always type 95. Subscription services such as curbside pickup or toters use type 90/91.
The unique name of the program for similar bills or invoices

Description A description of the program
Bills in Yr Only used for Subscription types 90/91; the number of bill runs per year
Dept Group The Department is only used for Special Invoices (type 95) to group invoices by
department. For example, if the School department has multiple programs, and the
department has multiple programs, by assigning that department to all those programs,
reporting can be done on the department,
Status Active/Inactive — current, in use programs are set as Active. Set a program as inactive if it
should no longer be used
Use the [Add New] button to create a new Program Type; bill type, program name and a
1Add New description are all required.
Use the [Delete] button to remove a Program Type; types that are currently active and in
2 Delete use should not be deleted.
Use the [Edit List] button to produce a list of Program Types:
3 Edit List -
® | Task 10020: Program List X
MB Program List
Run as @ preview O Print O PDF
It Printing use Duplex @ ves (O No
Lookup Cancel Clear All
1.1.1. Add New Program
1 Add New
To add new program types, click the button. The following screen will be displayed.
B [AUC] 10002-Program Type x

Add Program

Required: Enter Bill Type D l

Required: Enter New Program |

Required: Enter Description

Lookup Cancel Clear All

Enter Bill Type
Enter New Program
Enter Description

For Special Invoices this will always be 95
Unique code for the program. Can be up to ten characters in length: all uppercase
Enter a description for this program
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1.1.2. Delete Program

Delete a program code if it was created by mistake. However, if there have been invoices generated for this
program do not delete it.

2 Delete
To delete the program, click and the following question will be displayed:

[toc] 10002-Program Type E

l:o:l Do wou really want to remove the BUILDING program?

Click [Yes] This will delete the Program
Click [No] The program will not be deleted

A program that has invoices generated under that program code cannot be deleted.

[toc] 10002-Program Type Ed

l . Program has Invoices assigned. Cannot be deleted

1.2. Bill Form Setup

The Bill Form Setup table is used to create text that is printed on the various forms. The illustrations in Appendix A
show the relationship between the table and the form.

To setup this table, from the menu select

Misc Billing P Tables P Bill Form Setup.

1.2.1. Header Section

Form Code Folice

Associated Form MESPCIMY  Mizc Billing Special Irwoices
Seal Location [Formsrpt tadnins , prg

Invoice Title Fire Range Irwoice
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ADMINS Unified Community MB-320 Special Invoice Billing

Miscellaneous Billing Updated 23 June 2021
Field How used
Form Code This is a unique code identifying a specific form to associate with a program. A single bill

form can be assigned to multiple programs, or a bill form can be designed for each
program. It depends on the level of customization required for each Invoice that is

printed.

Associated Form For Special Invoice the physical form used to print the invoices is called MBSPCINV and
should be used for all special invoice Bill Forms

Seal Location This is the location of the file with the towns seal to be used on the Invoice. For
example, FORMSRPT:ADMINS_SEAL.PNG

Invoice Title Title to be printed on the Invoice

1.2.2. Invoice Text Tab

|
& Invoice Text 9 Invoice Locations

Invoice Body

Any Line with a * is customizable for each
individual Invoice

ok ow®

Invoice Footer* |
|
“|
* ko Clare Smith, Finance Director
* kot Gary Jones. Treasurer/Collector

Field Description

Invoice Body (two sections) There are 15 lines of text entered to be displayed on all Invoices that use this form.
This information is displayed in the middle of the invoice. See Appendix A for
reference. Lines one through ten will appear on every special invoice using this bill
form. The last five lines of the Invoice Body are customizable at the time the
Invoice is created. If no custom data is used when the invoice is created, the lines
here will print. If custom data is entered, the lines here will be replaced by the
lines entered in the special invoice. See Appendix A for an illustration.

Invoice Footer This text is displayed at the bottom of the invoice. Refer to Appendix A. All these
lines are customizable at the time the Invoice is created. If no custom data is used
when the invoice is created, the lines here will print. If custom data is entered, the
lines here will be replaced by the lines entered in the special invoice.
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Miscellaneous Billing

1.2.1. Invoice Locations Tab

Updated 23 June 2021

& Invoice Text ¢ 9 Invoice Locations >

Collector

For Collector Mame and Office Details go to Collector -= Tables -= Form Text and Parameters

Online Payments Web Address |

Make Payable To
Mame [TOWM OF ADMIMS
Addresss 215 LEWIS WHARF

City, State ZipCode  [EOSTON

MA 02110-0000

Department
MName POLICE DEPARTHMENT
Address |122 POST ROAD
BOSTON MA 02110
|
Phone# B17-123-1234
Email Address ketit@adnins ,con
Office Hours 1 Mon-Thu  S:00am — 4 :00PM
Office Hours 2 Fri 8:00zm — 12 noon

Field Description

Collector This is the Name and Address information for the Collector. This is maintained by the

Collectors office.

Make Payable  This is the Name and Address where payments should be sent. If the department accepts and

To processes checks then this should be the address. If all checks for the department are
processed by the Collectors office, then this should be the Collectors office address.
Department This should be the information on the department issuing the Invoice. This would provide the

payer with contact information for questions best answered by the department issuing the

special invoice.

There are four navigation buttons on the Bill Form Setup screen:

1 Add Form

2 Edit List

3 Copy Form

4 Delete Form

1.2.2. [1Add Form]

To add forms to the Bill Form Table, click the [1 Add Form] button.

—
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EN [toc] 10050-Bill Form Setup [anthea]
Add Bill Form

Hequired: Enter New Form Code ||

Hequired: Enter Description |

Hequired: Enter Invoice Form |

Lookup | [1]:4 Cancel | Clearﬂlll

Field Description

New Form Code This is a unique identifier for this Bill Form up to 10 characters in length. Should contain no
spaces and will be all uppercase.To see what other forms have already been setup, click the
[Lookup] button.

Description This is a description of the bill form being setup. Should be descriptive enough to identify
how the bill form is used.
Invoice Form This is the physical form used to print Special invoces: MBSPCINV

1.2.3.  [2 Edit List]

Produces a report of the details setup on a Bill Form. Select to display just one bill form or see all forms that have
been setup in the system.
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1.2.4. [3 Copy Form]

Copy Form allows copying the details of one bill form setup to another. If the form details are setup for the
department, create a new bill form and then copy the details from the bill form setup to the new bill form.

Edit the details to make it specific to the form just created.
[N [toc] 10050-Bill Form Setup [anthea]

Copy Bill Form

Required: Copy FROM Form Code || |
Required: Copy TO Form Code | |

Lookup | 0K I Cancel | Clearﬂlll
Field Description

From Form Code  This is the code of the form from which to copy the details—if the code of the from form is
not known, click the [Lookup] button for a list of available choices.

To Form Code (the This is the code of the form to copy the details to. This will overwrite any values already set
code must exist on this form, so make sure the correct form is selcted before clicking [OK]. If the code of
before any values the to form is not known, click the [Lookup] button for a list of available choices.

can be copied

from another

form)

1.2.5. [4 Delete Form]

[AUC] 10050-Bill Form Setup Click [Yes] to confirm deletion of the form.
Click [No] to leave the form in place.
Forms already assigned to a service type cannot be
o Delete Form TESTING, Continue? deleted.
Yes No
[AUC] 10050-Bill Form Setup x

| . Bill Form has been assigned to a Service Type. Cannot be deleted

QK
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1.3. Service Type Table

The Service Type Table is where all the different fee categories called service types for a program are specified.
The Bill Form must be setup prior to adding a new Program to the Service Type table. Review the Bill Form setup
table and determine if a new Bill form should be created for this program, or if an existing Bill form can be used.

For example: Elementary has been set up under the program LUNCH. To setup this table, from the menu select:

Misc. Billing P Tables P Service Type Table

== [AUC] 10004-Service Type
Service Type
Goto. Year Type Program
At B85 LUNCH School Nutrition Programs
1 Service 2 Bill Rates 3 Accounting 4 Notes S Groups 0 Add/Chg Form
6 Add New
Bil Type 90/31 Only
Short Include If Include I} Muti Enrcl  Include in  Recurring  Use
e Senice Type  Description Desc Day# Retunds] o0 jy [Voes Reauired DaiyBal B Bil Form
JE [ELEMENTARY _ [ochool Lunch per day ELENFP ] CHLUNCH |~
HI GHSCHL School lunch per day HIGHFP N EI SCHLUMCH
PRIMARY School lunch per day full price PRIMFP ] SCHLUMCH
REDUCED Reduced rate lunch, all grades ALLRP ME SCHLUNCH
H A ) B
9 Copy Table I{ When adding this Program to the Special Invoice Billing 5
H Process, checked Service Types will be brought into the
| Program Invoice template. Unchecked types may be added *{ i v
after building the template or to individual special invoices.
Status: Record Active

Field Description

Service Type This is a Unique code; up to 12 uppercase characters can be used.

Description Description of the Service Type. This will be displayed on the Special invoice when
created, but may be changed on an invoice by invoice basis.

Include in Refunds Include this Service Type when calculating the balance of an Invoice.

If an overpayment was made on a Service type that has been included in Refunds, when
the refund process is run it will allow a refund to be processed for that overpayment.

If an overpayment was made against a Service type that has not been included in
Refunds, then this Invoice might not be included in the refund process because the
calculated balance of the Invoice might not show an overpayment.
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Field Description
Include in Special When creating a Special Invoice should this Service Type be included on the invoice.

Invoice

Include In When a Special invoice is created it will bring in all the service types that have been setup
Spec Inv to be included on the invoice. Customize what service types are to be used. At least one
service type must be set to be included in a special invoice.

] Typically NSF fees or Credits will not be included in a Special Invoice as they would be
2] applied to an invoice after being sent to the customer. Another situation could arise
where the school wants to issue a credit to a certain group of customers or to a single
customer. Create a special invoice, check the box, and then add that credit to be included
;_El_i on the original invoice

Bill Type 80/91 Only —
Allow Multi Enroll  Include In
Services Required Daily Bal

L L[

Use Bill Form Each Service Type must have a Bill Form applied to it.

For Special Service Invoices, a single Bill Form is applied to all service types under the
same program.

If a new program is added, it will prompt for the form type. Use the || 0Add/Cha Form
button to change to the bill form associated with that program.

1.3.1. Add a Service Type

6Add N
To add new service types, click the “ button to display the following screen:

| [AUC] 10004-Service Type X
Add Service Type
Required: Enter Bill Year 2021

Required: Enter Program Type .SCHTRANS

Required: Enter Service Type |PEPSQUAD| |

Lookup Cancel Clear All
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Field

Updated 23 June 2021

Enter the Bill Year
Enter the Program Type

Enter the Service Type code

Description

was entered as the new Service Type

Click [OK]

Service Table P New Service Types

%1 1AUc{10002-Program Type |
Add Program

Required: Enter Bill Type

95 | |Misc Billing
Required: Enter New Program RANGE

Required: Enter Description ‘Filing Range Fees|

Lookup

Cancel

Clear All

Add Service Type

Required: Enter Bill Year W]

Required: Enter Program Type | RANGE

Required: Enter Service Type

Lookup Cancel

Clear All

i (auc1 10004-Service Type

:gel Bill Ferm )
Required: Enter Form Code |GTHE |F'u|i|:c

This is typically the same bill year as Calendar Year; in the example, 2021

Use the [Lookup] button to display the list of available programs; in the
example, SCHTRANS was entered
Enter a unique code up to 12 characters in length; in the example, PEPSQUAD

Clicking [OK] will add the new service type to the table

When adding a new service type and
the program is a bill type 95 (special
invoice). if this is a NEW program
with no existing service types, the
system will prompt for the
associated form. If no form is
selected, an error message will
prompt for the form.

Tables P Program

A new Program Type is added,
RANGE, for Firing Range Fees.

Tables P Service Types

A new Service Type is added, for
PUBLICSAFETY. The system presents
a prompt for the Bill Form. Select the
form from the lookup or type it in. If
no form is selected, this message will
pop up:

[AUC] 10004-Service Type X
0K Cancel Clear All
You need to enter a value for:
Required: Enter Form Code
Service Type
Goto.. Year Type Program
HEl 5 RANGE Firing Range Fees
Actions
1 Service 2 Bill Rates 3 Accounting 4 Notes 5 Groups 0 Add/Chq Form
el Bill Type 90/91 Only
Short Include In Include In Allow Multi Enroll  Inciude n  Recurring Use
Bl Service Type  Description Desc Day# Refunds Specinv Services Required Daily Bal  Bill? Bill Form
£ Edt List NONPUBSAF  Jeivilian Fees for User of Rengs  [CIVIL B FOLICE A
PUBLICSAFETY |Police & Fire Personnel Ammunition |AMMO ] =] POLICE
9 Copy Table

Figure 1 Service Type “PUBLICSAFETY” for Program “RANGE” is added to the table, using the Bill Form “POLICE”.

—
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== [AUC] 10004-Service Type
Service Type
— Year Type Program
Actions 2022 % [UNCH School MNutrition Programs
1 Service 2 Bill Rates 3 Accounting 4 Notes S Groups 0 Add/Chg Form
HEELED — Bill Type 90/91 Only
Short Include if Include Nl Muti Enrol  Include In Recurring  Use
Mo Senice Type  Description Desc Day# Refunds o0 joy [Voes Reaured DaiyBal B Bil Form
8 Edit List [ELEMENTARY _ Jochool Lunch per day ELEFFP ] CHLUNCH |~
HI GHSCHL School lunch per day HIGHFP u] E SCHLUNCH
IPRIMARY ISchool lunch per day full price PRIMFP ] SCHLUNCH
REDUCED Reduced rate lunch, all Erades IALLRP E SCHLUNCH
H N ) -
9 Copy Table I{ When adding this Program to the Special Invoice Billing 5
H Process, checked Service Types will be brought into the
. L 1
| Program Invoice template. Unchecked types may be added | | v
-] after building the template or to individual special invoices.
Status: Record Active

Figure 2 Special Invoice Checkbox on Service Type Table

1.3.2. Delete a Service Type

Delete a Service Type code if it was created by mistake. If
there have been invoices generated for this service type or
subscriptions have been applied to this Service Type —it
cannot be deleted. To delete the Service Type, click the

[AUC] 10004-Service Type

o Remove Year 2022 Program TIGDENAM1 Service AM1DAY?

7 Delete
button; the system will display this prompt:
Click [Yes] This will delete the Service Type
Click [No] The service type will not be deleted
[AUC] 10004-Service Type *

Service Type has Invoices assigned. Cannot be deleted

1.3.3. Default Rates

Trying to delete a service type that has invoices
generated under that program code or has been
assigned to a customer as a subscription type
will trigger this error message and the Service
Type will not be deleted.

Set default rates for service types if the service type has a set fee that does not change per invoice or if there is a

base rate for a charge. Set the dollar value here and the process
default rate.

will bring that value into the Special Invoice as the

—
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= [AUC] 10004-Service Type
Service Type
- Year Type Program
e ﬁ [UNCH School Mutrition Programs
1 Service 3 Accounting 4 Notes S Groups
HSS SR #Pickups
th ?
— Senvice Type Description Bill Rate | Charge Type (per month) Prorate
ror ELEMENTARY chool Lunch per day 3.0000 [ ) Monthly (O FlatRate (@) Per Unit A~
—— FIGHSCHL [chool lunch per daw 3.2500 [OMonthly (O FlatRate_(® Per Unit
PRIMARY School lunch per day full price 2.7500 O Monthly (O Flat Rate (@) Per Unit
FEDUCED Reduced rate lunch, all grades L4000 O Monthly (O FlatRate (@ Per Unit
9 Copy Table
v
Status: Record Active

Field Description

Bill Rate Default Rate for this Service Type

Special Invoices Optional, when a new special invoice is created, it will bring in this amount as a default,
but can be changed during the special invoice process.

Charge Type How is this amount charged? Monthly, Flat Rate, or Per Unit? Monthly or Per Unit

amounts will be brought into the rate column on the Special Invoice.
For Special Invoices The calculation of the amount due is done in the special invoice entry screen.

1.3.4. Accounting Rules

Minimal accounting rules must be established for each service type, even if the site does not post the Invoices to
Accounts Receivable. These Accounting Rules must be setup prior to producing a special invoice.

Once the setup of the Service Types is complete, contact the Finance Department to setup the accounting rules.

== [AUC] 10004-Service Type
Service Type
= Year Type Program
e e 55 LUNCH School Mutrition Programs
_ -
1 Service 2 Bill Rates 1 4 Notes 5 Groups
Eadatiew ‘@cﬂoﬁon Postto AR ___Adjustment Allowed this Category___
— \_ ELEMENTARY ool Lunch per day O ONone  (OCharge (O Payment (@) Both
& Bt List Account Number GIL Account Description
S 1 Cash [1000-000-0000-000-00-00-10400 CASH, GENERAL FUND
2 Revenue or Liabiity  [2020-000-0000-000-00-00-42920 SCHOOL LUNCH, CAFETERIA RECEIPTS
3 Deferred Revenue [2000-000-0000-000-00-00-00000 ——3 Deferred Revenue
4 AR [p000-000-0000-000-00-00-00000 -4 AR
9 Copy Table
a1l 5 Abatement [5000-000-0000-000-00-00-00000 -—6 Abatements
6 Refund [0000-000-0000-000-00-00-00000 ---8 Refund
7 Revenue Write-0ff  [HO00—-000-0000-000-00-00-00000 ——10 Revenue Hrite-0ff
8 Fees [0000-000-0000-000-00-00-00000 — 7/ I
Status: Record Active
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Description...

How it is used in processing...

Updated 23 June 2021

Post to A/R This indicates to the system that  The system will only post to GL using these Lines from the
[UNCHECKED] thereis no charge posted to the  [3 Accounting] tab of this category when a payment is received.
O GL associated with this category.
It is available to collect as a Debit Line 1 Cash
“receipt only” transaction. Credit Line 2 Revenue
—
1 Service 2 Bill Rates ‘
Service Description Postto AR
ERIHRR‘F Primary school transportation O
Account Number
1 Cash [1000-000-0000-000-00-00-10400
2 Revenue or Lisbiity  [1000-300-0000-000-00-00-41750
Post to A/R This indicates to the system that  For Bills/Charges, the system will:
[CHECKED] there is a charge posted to the Debit Line 4 Accounts Receivable
GL associated with this category. Credit Line 3 Deferred Revenue
If checked, then the
ACCOUNTING tab must contain 1 Service 258 Rates QM
valid account numbers for lines Service Description PostioAR |
1 through 4. FEE Gereral Town Bills |
Account Number
1 Cash [1000-000-0000-000-00-00-10400
2 Revenue or Liabiity  [1000-000-0000-000-00-00-48400
3 Deferred Revenue  [1000-000-0000-000-00-00-26000
4 AR [1000-000-0000-000-00-00~12500
For Payments, the system will:
Debit Line 3 Deferred Revenue
Credit Line 4 Accounts Receivable
Debit Line 1 Cash
Credit Line 2 Revenue
1.3.5. Creating Sub-Totals and Display Order of Charges on Invoices

ADMINS can group together like charges within a program and issue a subtotal for that group of charges on a special
invoice. There is also the ability to change the order in which the charges appear on the Invoice form.

Field Description

Invoice Sub-Total Group  Assign a Group between 1 and 5 to create sub-totals for that group of charges. For
example, to group all the Water charges together and create a sub-total.

The display order on the Invoice of the charges is alphabetic by Service Type code.
To change the order of these service types, enter a value in this column. If a
subtotal group is assigned — this will be the order within the sub-total group that
the fees will be displayed. For example, the Water Tapping Fee-Labor will be
displayed on the invoice before the Water Tapping Fee-Equipment. If no sub-total
group is assigned — this will determine the order that all the charges will appear on
the form.

Invoice Display Order
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MB-320 Special Invoice Billing

Miscellaneous Billing

Description

Updated 23 June 2021

Service Type
Year Type Program
ﬁ FSHEHSR\." Water/Sewer New Service
1 Service I 2 Bill Rates I 3 Accounting es
Service Type Description Invoice Sub-Total Graup Invaice Display Order
SF Ihzufficient Funds B0 Mo Group
FAFFFEE Fpplication Fee 2 Group 3 1
FERMIT Fermit MHumber 3 Group 3
FLIFEFEE Life Cycle Fes 3 Group 3 3
SAPFFEE Sewer Application Fee 1 Group 1 4
SIMSPFEE Cewer Inspection Fee 1 Group 1 s}
SOTHFEE Sewer Other Fees (Service Calls? 1 Group 1 5}
STAPFEEEQUIP Sewer Tapping Fese-Equipment 1 Group 1 7
STAFFEELAE  Fewer Tapping Fee-Labor 1 Group 1 a
STAPFEEMAT Fewer Tapping Fee—Materials 1 Group 1 ]
FPPFEE ater Fpplication Fes 2 Group 2 10
COMMFEE ater Connection Fee 2 Group 2 11
IHSFFEE ater Inspection Fee 2 Group 2 13 /
HEWMETER ater Mew Meter Fee 2 Group 2 15
OTHFEE ater Other Feesz {Service Calls) 2 Group 2 17
TAFFEE ater Tapping Fees 2 Group 2 18
TAFFEEELUIP Water Tapping Fee—Equipment 2 Group 2 16 J
TAFFEELAE ater Tapping Fee-Labor 2 Group 2 14
TAPFEEMAT ster Tapping Fee-Materials 2 Group 2 ~ T
. .
1.3.6.  Edit List
10522-HBSPCINVLST. REP Printed 30-Apr-2015 at 09:57:53 by DIMOND Page 1
Town of ADMINS
Special Invoice Edit List
Invoice# : 000101-00 Invoice to Customer: 00000000 Invoice Message:
Bill Date: 30-Apr-2015
Due Date :
Remit. Message:
00000-0000
INVOICE WILL NOT PRINT
Hailing Address Missing
Invoice To Name missing
Line InvoiceDate Description Uty/Hes Rate Awount Error Nessage
1 Application Fee 1.00  20.0000 20.00
Cash Account not Setup on Serwice Type Table
Revenue Account not Setup on Serwice Type Table
2 Life Cycle Fee 100 z0.0000 20.00
Cash Aecount not Setup on Serwice Type Table
Reverme Account net Setup on Serwice Type Table
3 Sewer Application Fee o Amount
4 Sewer Inspection Fee o Amount
5 Sewer Other Fees (Service Calls) o Amount
13 Sewer Tapping Fee-Equipuent No Amount.
7 Sewer Tapping Fee-Labor No Amount.
8 Sewer Tapping Fee-Materials o Amount
g Water Application Fee o Amount
10 Water Commection Fee Ho Amount
11 Water Inspection Fee No Amount.
12 Water New Meter Fee No Amount
13 Water Other Fees [Service Calls) o Amount
14 Water Tapping Fee To Amount
15 Water Tapping Fee-Equipuent No Amount.
16 Water Tapping Fee-Labor No Amount.
17 Water Tapping Fee-Haterials o Amount
40.00

Water Tapping Fee-Labor
will be displayed on the
invoice before the Water
Tapping Fee-Equipment

Once the Customer
and Invoice line
information is entered,
run the Edit list to
check the invoice for
errors.

The report produced
will describe any error
that needs to be
corrected before the
invoice can be printed.

If there are errors that
need to be corrected a
message INVOICE WILL
NOT PRINT will be
displayed on the report

for that invoice and detailed error messages about the errors will be displayed. If there are no errors for an invoice

the message INVOICE WILL PRINT will displayed.

—
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ADMINS Unified Community MB-320 Special Invoice Billing

Miscellaneous Billing Updated 23 June 2021

Any line that shows “No Amount” will not print on the Invoice.

1 Steps

Once all invoice data entry is complete and verified the invoices are ready to print, click the button to

return to the Special Invoice Steps process and run the required Special Invoice Register step.

1.4. Add Customers

See MB-410 Customer Maintenance for detailed instructions on adding a customer.

Before creating a customer, search the customer database first to see if the base customer address already exists
so that a comprehensive bill history can be maintained for a single address. This can be different from the mailing
address to which the invoice will be sent.

When finding a customer always use the base customer address,
not the mailing address. To clarify, for a school lunch program, the
By Street and Number “service” address should be the customer address, not the school
By Customer Name address. The mailing address is where the invoice will be sent.

1: By Service Location

3 4

By Mailing Address Name If the customer number is known, type in the number and press

By Parcel Location {Enter}. If the customer number is unknown but the name or
By Parcel Number address is known, search for the customer number.

By Parcel Primary Owner ' QI

By Enrolled Servi To find a customer, click the (magnifying glass) button or
Acdermaitaiss press [F3]. This will present a list of eight search options:

- LB S

4
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ADMINS Unified Community MB-320 Special Invoice Billing
Miscellaneous Billing Updated 23 June 2021

Option Description

To search by the House# AND Street Name of the service address, #, use the
option called “1: By Service Location”.

1. By Service Location

Click FIND to initiate a search.
For example, 108 BARRE yields this:

[l By Service Location

Service Address Cust# Ha
1079 MAIM ST Q0002298 107

08 BARRETTS MILL RO i

1028 BLUEBERRY LH Q0005297
1028 COMMERFORD RD Q0000552 BEX
108 COMHMOMWERLTH AY Q0006367 FOF
108 CRFSCENT ET OOOAET FTH

The data is organized by House number and then Street. This means that all the
“100” house numbers across all streets are listed before the “101” house
numbers across all streets.

To search by the CUSTOMER number, use the option called

2. By Customer Number
4 “2: By Customer#”.

Click FIND to initiate a search, For example, 100 yields this:

[l By Customer#

Cust.# Hame Service Address
MANMING HILLIAM & LINDA K 84 SILVER HILL RD
COHEN STAMLEY ACHELLE G ER:

And the data will be sorted by Customer#.

To search by the NAME of the customer located at the Service Address, use the

3. By Customer Name .
ytu option called “3: By Customer Name”.

Click FIND to initiate a search; for example, HOWE vyields this:

Custol
E CustHo  [FEENREEE Service Address
Adtiogs Mame ! WRTIHSON JOHH
Parcel¢ 1283 15~ - Imez COMPEELY KATHERINE A
Primary

[ fore rerury trust
A 7 |17 SEYMUR STREET REALTY LLC
l152 COMMCHAERLTH TH

LSesrch
Mar [1586 MAIN STREET 2004 LLC 000034

Mar [1641 FRIN STREET LLC ooogf3e 1641 MAIN ST
4 Reparts Line [1B41 BN STREET LLC Y R
a1 wean sTREET LiC

04 VIRGINIA ROAD REAL 3

Line B ok 1Le Find Name 1 beginning with:

B JUKCTION SOUARE LLC

15 MUSKETFOUTD ROAD L
civ b ||

‘HD’WEl

i s
CoL b0 BEWARFELL STREET LL X i

— [ ] Cancel |
™ —! | _Find | Scarch| Cancel| Help | Foi|

Program  Genice Deseription Aty Enrelled GterDate  EndDale  GlopDate  Last Billed
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MB-320 Special Invoice Billing
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ADMINS Unified Community
Miscellaneous Billing

Option Description

4. By Mailing Address Name To search by the NAME of the customer based on the Mailing Address, use the

5. By Parcel Location

option called “4: By Mailing Name”.

Click FIND to initiate a search; for example, HOWE vyields this:

city st Zip 00000-0000 | Line 2
[ By Mailing Address Name
Name: Custt  Service Address
1 Customer 2 pftachmerts gggigggj
- I Mailing Address | T7 St | oo ceqry TrusT gggci)gggg 1073 MAIN ST
Name 1 HeRTINSON JOR 117 SEYMOUR STREET REALTY LLC 00005651 117 SEYMOUR ST
3 Reports E_“”‘: CAREELT RHTRERS 152 COMMOMMEALTH THC 0000E375 152 COMMOMKEALTH AY
el San BARRETTS MILL R 556 MATH STREET 2004 LLE 00003473 1586 MATH 5T
Line2 MATN STREET LLC 00003538 1641 MAIN ST
Line3 HEd TN STREET LLC - A AT A AT MANT R T
Lined 1641 MA (=SS MRRRag LN Lookup Find [ x]
Lined P04 VIRGIN 0AD REAL P P .
» Find Original Name 1 beginning with:
City CONCORD 7 HEMLOCK LL g gt
Country P8 JUMCTION SEU Lt
[F15 MUSKETAQUID ROAD L
Program Enroliment [35 LLC IHOWEl
hO BEHARRELL STREET LL ol
Program Service Cescript =
CURBSIDE  RT1 Trash & Find | |

To search by the House# AND Street Name of the Parcel address, #, use the
option called “5: By Parcel Location”.

Click FIND to initiate a search; for example, 108 BARRE yields this:

Customer Query

1 BLLE JAY LN
[ CHESTHUT ST
1 CHLRCH GREEN
1 EDMONDS RD

[1 NORTH BRANCH RD

11 PHERSANT LN A

BN Lc bkup Find

e CustNo Service Address
Mame 1 MARSH MARGARET
S Dassal Mame 2
Primary
Secondary Locations 5
Lacation 1 Street  WRIGHT FARM
st Zip 00000-0000 | Line2
By Parcel Location
Location Cust#  Hame
00010523
00010924
e 00010925
ELM ST 00010066 MATHIS EVELYN 1 = ANTHONY ARTHL)
[L AUTUMN LN A 00004894 BODMAR KEITH E & KIMBERLY ANM
SFerets l BE Jar IR 00002091 PEREIRA-DURAES CANDIDO &

00010733 PEREIRA-DURAES CANDIDO &

00003006 GILBERT BRIAN D & MARY P

rariann Froer manTaU NTTARTAN
E3 [N

[L EDMONDS RD Fit\ ocation beginning with: LAS H e
11 FALRHAVEN GARDENS Ut TSES LLP
i GREENFIELD LM TRINA G
{1 LEXINGTON RD ARA L

[100 BARR]

STOPHER C & DENISE
GE C & IREME C KUAN

Cancel

The data is organized by House# and then Street. This means all the “100” house
numbers across all streets are listed before the “101” house numbers across all
streets.

—
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ADMINS Unified Community MB-320 Special Invoice Billing

Miscellaneous Billing Updated 23 June 2021
Option Description
6. By Parcel Number [N 5y Parcel umber
Parcel Cust# Hane: Service Address Tof
- - Q0000005 BATLEY JANET 450 WESTFORD RO i’
- - Q0000095 SMITH JEFFREY D = JAMIE L BOND 1756 MOMUMENT ST
- - 0OO00310 BROWN FRANCES R & DAVID H 1200 LOWELL RD
- - Q0000340 SCHHMIDT ERIC-JAM e KAREM M MCCARTHY 1dd HARRINGTOM AV
- - Q0000416 HAMMAN ROBERT E & EWIMG HARRIETT K 297 STRAWBERRY HILL RO
- - 00000455 FROST STEPHEN F 74 BELKMNAP CT
- - 0000075 UMPHREY AMNE M B8 RED COAT LN
- - Q0000680 TRUSSELL GEOFFREY C & RAMSAY G 200 ESTABROOK RO
B , e e i
- - 42 STACEY CIRCLE
- - Find Parcel beginning with: 36 BUTTERNUT CR
- - 56 BUTTERMUT CR
- - 74 BUTTERNUT CR
- - 86 BUTTERHUT CR
- - IEI]I] 100 BUTTERNUT CR

oK Cancel 99 BUTTERMUT CR ﬂ
0K Find | Search | Cancel Help ﬂl

The data is sorted by Parcel Number (if the customer has no parcel number the
customers will appear in numerical order by customer # at the top of the list).
Enter a Parcel #, to yield:

M By Parcel Number

F

Select the desired parcel and click on OK.

If the owner of the parcel where the service is performed is known, search by

7. By Parcel Primary Owner
owner name.

MHame Cust # Location

00010923

00010924

00010925

00011221

00011222

00011223
1073 REALTY TRUST Q0002298 1079 MAIM ST
117 SEYMOUR STREET REALTY LLC 00005651 117 SEYMOUR ST
152 COMMOMWEALTH IMC ; e e e
1556 MATN STREET 2004
1641 MAIM STREET LLC
1641 MAIM STREET LLC
1641 MAIM STREET LLC
204 VIRGINIA ROAD REAL
=7 HEMLOCK LLC IFJB"YI

8 JUNMCTION SOUARE LLC
° Cancet |

Find Owner beginning with:

AY EDHARD F = JANE H 5063 40 CATERIMA HTS
FrY FREDERTCK A TR & 65 2054 MATH ST

40 CATERINA HTS

Find Search | Cancel Help

Select the desired parcel and click on OK.

Ingram Enroliment M Enroll in Service Enrollment only available for Subscription Bill Types 90/91
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ADMINS Unified Community MB-320 Special Invoice Billing
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2. SPECIAL INVOICE PROCESS STEPS Menu

The Special Invoices Process guides the creating and printing of invoices. To access this process, select:
Misc. Billing » Billing b Special Invoice Process

The following Steps Menu will be displayed. This is a per user steps menu. A process cannot be started by user
SMITH and handed off to user JONES. it will also not stop two users from invoicing the same program at the same
time, so exercise caution and communicate with colleagues when running a special invoice process.

Special Invoice Process

Description Date Start End Success
Restart Special Invoice Processing

Build Program Invoices

DICES

Add / Edit Special Invoices 10-Feb-2021 12:28:45,15 12:28:45,77
Special Invoice Reaqister 10-Feb-2021 12:30:07 ,32 12:30314,22
Print Invoices

Emall Invoices 10-Feb-2021 12:30:12,28 12:30:12,28

2.1. Restart Special Invoice Processing Restart Special Invoice Processing

The Restart Billing process will reset the steps menu and clear all steps run up to that point. The system presents a
prompt, as shown. There are two questions on the prompt:

B | Task 10505: Restart Special Invoice Processing > “Are you sure?” Select ® Yes radio button
Restart Special Invoice Processing
“" H 4
Are you sure? ® No O Yes Remove Program Invoices
Remove Program Invoices () No @ Yes Select:

- ® No to keep any program
invoices already created in this
special billing run, or
® Yes to remove all previousl

Lookup Cancel Clear All created Invoices P y
2.2. Build Program Invoice Templates Buid Proaram invoices

This step adds a program that has been assigned to one or more customers. If the program has not been assigned
to any customers, the system will display an information message indicating so.
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Program Invoicing is a way to create invoices for multiple customers without having to manually create each
invoice. By assigning the program to a customer and setting a frequency, this process allows for mass generation of
customer invoices for an entire program.

Click on the step to
== [AUC] 10555-Add Program Invoice .
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise Misc Billing System Favorites Help d IS p I ay th e Add

- IR, S L Program Invoice
a Build Program Invoices (@Jtrorm (Template) screen;

Program Seq# Year Invoice Message
/

oooo | the screen has
Bilpate | Due Date | three sections.

Select

Actions.

1 Steps.

Remit Message Program Setu P,

2Add Program

3 Del Program

[
[
uencies [
[ (2]
invoice Title [ I D Form
e |l|r|r Invoice Date__[senvice Type __ [Description Fours/Q] Rat] Amount] Boilerplate,
§ Delete Line

Service Type
Grid for Billing
Details.

See MB-401
Maintain
Customers in the
Help Reference
Library for details.

6 Edit List

7 Customers

Total Amount to Invoice

Field Description

Program Program to be used to create special invoices

Seq# Sequential number assigned so that multiples instances of the same program can be added to
the program invoice screen

Year Current Bill Year for Misc Billing. See Misc Billing » Module Maintenance » Module Control
11001 for this setting

Bill Date Required. This is the Billing Date of the Invoice

Due Date Optional: If this date is entered this will become the due date of the invoice and displayed on
the printed invoice. If this is left blank, Due upon Receipt is displayed on the invoice

Select Since different customers can have different billing frequencies for the same program, this is

Frequency where to select the customers with the same frequences to invoice. Example: Select all
customers who are assigned “SCHTRANS” and are being invoiced monthly. This will exclude
any customer assigned the same program that are not being invoiced monthly.
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ALL This would be used to do a general invoice to ALL customers in the same program, regardless
FREQUENCY of the customer frequency setting. For example | jauc10s55-add progrem inveice
option there is a one time fee being charged to all

customers who have the program @) 5 ioncuo rocrams SCHOOL have arescy beemsetup for

“BARRELTAGS” assigned. If a program has Program SCHOOL Seq# 1 Eill Date 01-Feb-2021

already been added to this special invoice run Do you want to continue with this change?

that has the same frequency set the following

message will be displayed, and the system will S

offer the option to continue.

Invoice Title Ability to customize the title displayed on the invoice to this particular invoice run of this
program. When the Bill form is setup, the Invoice Title is assigned. But this gives the ability
to change it for this particular instance of an invoice. See #2 in Appendix A for where this is
displayed on the Invoice

Bill Form Displayed in top right corner to show what Bill Form will be applied when the Invoices are
printed

Invoice Optional: This allows for 5 lines of text to be displayed in the body of the invoice that is

Message customizable for each program. This text will be used in place of the default text established

in the bill form setup table.

Remit Message Optional: This allows for 5 lines of text to be displayed at the bottom of the invoice that is
customizable for each program. This text will be used in place of the default text established
in the bill form setup table.

Line A unique number to identify each line on the invoice
Invoice Date Optional: Date the Service was rendered

Service Types  Will automatically bring in any service type assigned to this program that had the include in
special invoices checkbox set.

Description Will display the Default description assigned in the Service type table. This description can be
changed for each program invoice.

Hours/Qty Used in the calculation of the Amount due. If left blank it will default to “1”.

Rate This is the Rate to be charged. If a Rate was set on the Service Type table, it will display it
here, if the rate if different for this Invoice, it can be changed.

Amount This is the total amount due for this Service Type. Hours/Qty * Rate = Amount.
This is where the Monthly/Per Unit and Flat amount come into play.
Monthly/Per Unit will set the Rate. Flat will set Amount and leave the rate without an
amount.

Total Amount  This is the Total that will be charged for each invoice generated for this Program.
to Invoice
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There are seven numbered buttons on the left side of the Build Program Invoices screen.
1 St
2.2.1. [1 Steps] Button
e Special Invoice Process
3 Del Program Description Date Start End Success
Restart Special Invoice Processing 23-Feb-2021 09:25:31.28 09:25:31.28
4Add Li Build Program Invoices 23-Feb-2021 10:05¢23 .46 10:05:26,28
ne Create Program Invoices 23-Feb-2021 09:26132,89 09:26:40,77
S Delete Line Add / Edit Special Invoices
Special Invoice Register
6 Edit List P
7 Customers Use the [1 Steps] button to return to the steps menu.

2.2.2. [2 Add Program]

Use the [2 Add Program] button to bring in a new program template from which invoices will be built in the Build
Program Invoices step.

File Edit Ledgers

gers Purc Accounts Pa
B &g w

hese Ordess able
« =+ o Q =

s Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help

Build Program Invoices Bil Form TIGERS Before/After School Progra

Goto..

Program Seq# Year Invoice Message
Ak /[l Before & After School Child Care 2021 This text will print below the grid of bills.
ons A second line, m
BillDate  [19-Feb-2021 Due Date | A third le\E, na Use the Iookup to select the
Select Q Weekly B fourth line, nl . .
- - program type to be invoiced, or
Add Program Invoice Template enter It dlrectly If knOWn. A
2Add Programy equired: Enter Program Type J l program may be added _more
than once; the system will pop
3 Del Program up a warning J
4 Add Line
Lookup\ oK Cancel Clear All I / EREIRE A
§ Delete Line
N N\ [ A
\\ ® | Program Types X
6 Use the [2 Add PI’Ogram] button \\ Progran Description Tof
. . [EARRELTAGS Barrel Taszs
..| toadd a new Program Invoice in | EREKFRST Schoal breakfast]  fitien progran .
. - N | DELETEME & test of a prog fto be deleted
this screen. Invoice message I e 1M ninal Cont
- - - nsurance
lines established in the default ‘E?Eﬁ? School Nutritiof frograns
. rogran
POLICE Pol
form fc_>r the program will be i Eﬁﬂgj’“?ﬁ
brought into the screen and may L St Blle
i i TIGIENAM1 Tigers Den One Day M Child C
be edited. This step sets up the TESLTEHS 1igere Bon One Doy torning Crald ore
boiler plate for the current batch HEDYS e I e Bt DG
i i i TIGDENAMS Tigzers Den Five Day Morning Child Car
Of SpeCIaI InVOIces Ml_"lltlple TIGDENPM1 Tigzrz Dz’; O;Eeﬂajuﬂfggr:wgﬁn CI:,le ga?e
Programs may be invoiced in TIEDNPHE Troore Ton Theen Bar fivmmaoon Chald Car
each Special Invoice Billing. p—
{ J Find Search Cancel Help Eof
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2.2.3.

Use the [3 Delete Program] button to remove a program from the current special invoice process. Only delete a
program for a form
change if the form will

[3 Delete Program]

BillForm SCHLUNCH  Standard School Lunch e Br

Build Program Invoices

€ <&mmm Seq; Year Invoice Message
an School breakfast nutrition progra 2021 ote: School vacation ueek is February 15-19, Hutritious
Actors - kake hone lunches are availsble to any student on redquest, be Changed on the
Bill Dafv...'ZEngbe()Ql Due Date | [To arrange for a lunch pack. go to admins.com/nutrition and .
Select ety ELick on the acation Lunches® lirk. Service Type Table to
O Bi-Wetkly, o
e OMontly "**u., use a different form.
O Quarterly Teal, RemitMessage
© Semi-Annual e, Wermo: WADMINSLUNCH Paupal : GADHINGLUNCH
2/dd Program O Annual e [[F pauing by check, please renit to: Toun of ADMING A
@ Al Frequencies .l :219 Leuis Wharf, Boston, MR 02110 If Changmg the default
3 Del Progra .
9 m\ ige Title  [Town of ADMINS School Mutrition Program Fa.yrrfa'l;..m.ag be made by check at the main office. rate, start again. |f
4 Add Line Lo
[Line [invoice Dal ervice Type Deseription e, | Hours/ay| Rate| Amount| A H
) 0 A FULL price breskfast ™ Changmg the BOdy
SDekleLine | IALLGRADE ~Roduced Price Breakfast IAUC] 10555-Add Progfuma yoice Text or who the
.
.
S -
~_ @ oo progom imvicGEareT D payable people are -
6EdtList ~_
e ~_ do so without
Yes No removing the
program.
The boilerplate is
2 taken from the Bill
Total Amount to Invoice
ol Form Setup when
printing.

Figure 3 Deleting a Program Invoice Template

2.2.4. [4 Add Line]

Use the [4 Add Line] button to bring in any service type that has been defined for the program as described in
section 1.3.1 above. If the Create Program Invoices step has not been run to collect this program for invoicing, add
additional lines to the program.

The same Service type can be added to a program more than once and service types that were not automatically
added to the invoice when it was created can be added.

Fie & AccountsPoyoble_Foed Assts | Lines may be added
B SE wme +m B Q & &4 . .
to a program invoice
Add Program Invoice BAFom TIGERS | Before/After School Progra
oo pogram _ seat vear || ot usssage that has not had any
‘K Before & After School Child Care 2021 || [This text will print below the grid of bills, . .
P socond Tine, nax sixty charecters will princs invoices already
BillDate  [13-Feb-2021 DueDate | R third Line, maximun of sixty characters uill print. .
Select () Weskly B Fourth Line. naximun of sixty characters will print. created in the current
. dent”E nane,
1 Steps . P
Add Line Special Billing
. THITG-TigersDen Paupal{ pay@sdnins .con
2409 Progrom Required: Enter Service Type R process.
3 Del Program
oice = wain office.
4Add Line 'b—"‘ H
[ine Luskun 0K Cancel | Clear All "“”'% BLIE Amaunt] The button will not be
Caen g FAELEFENTS [Bet Sgorool Thild 3 4 .00 H H
3 o Sy = L available if there are
a [BRELEFENTE [Before School N gervices x L. . .
wm L FELEENZ _rter Gohool | o existing invoices, and
s 8 [FFELEFENTS _|prter Sohool | Sorvice ””““‘“ " Lot
i FRELEMENTG | ter School | e TR L - A i i
B4ELEMENT2  Bef School Child 2 d:
i Commmes i 5 FRELEFENTE _[ter Sohool | BAELEMENTS  Before School Child 3 dag P a message in red will
BAELEMENTA  Before School Child 4 day P .
IBAELEMENTS Before School Child 5 day P
PMELEMENTL  Arter School Child L day P be dlsplayed at the
PMELEMENTZ  Aftar School Child 2 day P fth
PMELEMENTS After School Child 3 day P (
PHELEMENT4 After School Child 4 day P top 0 t e Screen See
PMELOMENTS  Aftar School Child 5 day P Fi 5
C igure 5):
Find  Scarch Cancel  Help  Eof

Figure 4 Adding a line to a Program Invoice Template
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== [AUC] 10555-Add Program Invoice [theresa]

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites Help

B &8 M

« o o Qo=@ OE A .

[ Invoices created for this Program |add Program Invoice

Bil Form  SCHLUNCH

Standard School Lunch & Br

Goto.

Program Seq#

Actions

[N School Hutrition Programs

Year Invoice Message

2021 Hote: School wacation week is February 15-19, Mutritious

— | B e A, 2 Sy . ~— }ikfth"f_}‘liﬂQES“arﬁ available ?.n ’an_g_f‘t._nidsnAL gR request, — A
Figure 5 Lines cannot be added if the Create Program Invoices step has been run for the program

2.2.5.

Use the [5 Delete Line] button to remove a line from an existing Program Invoice template.

[5 Delete Line]

Build Program Invoices ~ Biferm SCHOOL  School Bills
ETs Program Seq# Year Invoice Message
ctons CHOOL /[T School Bills 2021 || Bcholarships available by contacting:
Mark Tuwogood st 617.494,5100
BillDate  P2-Feb-2021 Due Date P2-Mar-2021
select O Weekly
(O Bi-Weekly
1 Steps. O Monthly
O Quarterly RemitMessage
O Semi-Annual erno: Badninspay PeuPay: Badnns.pay
AR O Annual Renit Checks to Town of ADMING
® All Frequencies 219 Lewis Wharf
3 Del Pr
rograrm Boston, MA 02110
Invoice Title  [invoice
4AodLine [Gne_Jinvoice Date__[Service Type___[Description Hours/Qb)] Rate] Amount] ~
ILUNCH LUNCH
5 Delete Line TRANSPORT School Bus — Museum of Science Field Trip 1.00 | 10.0000 10.00
\:P’mum [Tuition Fees 15.0000
6 Edit List \\
P [AUC] 10555-Add Program Invoice
; S
o Delete Line 3 from this Program Invoice?
Yes & No
v
Total Amount to Invoice 10,00

2.2.6.

[6 Edit List]

Always run the Edit List before Building Program invoices, to check for errors.

File Edit Format Options

& TedRE - Prginv_EditList_10551_THERESA[3].lis

10551-MBPRGINVEDT .REP

[CourerNew <] [0 =] B|Z|ufm-] =| ==|[E 2|3 &
|

Printed 22-Feb-2021 at 17:22:24 by THERESA
City of ADMINS

Page 1

Program Invoice Edit List

Program : BREAKFAST
Seqt i1

Bill Year: 2021

Bill Date: 10-Feb-2021
Due Date : Due upon receipt
Frequency: Monthly

Bill Form: Standard School Lunch & Breakfast Bi

Invoice Title: Town of ADMINS School Nutrition Progra

[C_INVOICES ALREADY CREATED D

Invoice Message:

Note: School vacation week is February 15-19. Nutritious
take home lunches are available to any student on request.
To arrange for a lunch pack, go to admins.com/nutrition and
click on the "Vacation Lunches” link.

Remit Message:

Venmo: #ADMINSLUNCH Paypal: BADMINSLUNCH

If paying by check, please remit to: Town of ADMINS

219 Lewis Wharf, Boston, MA 02110

Payments may be made by check at the main office.

Line InvoiceDate Description
2 Reduced Price Breakfast

Amount Error Message
15.00 .3000 4.50

Program : BREAKFAST
Seq# 12

JCINVOICES WILL BE CREATED )

Bill Year: 2021
Bill Date: 22-Feb-2021
Due Date : 01-Mar-2021

Frequency: All Frequencies
Bill Form: Standard School Lunch & Breakfast Bi

Invoice Title: Town of ADMINS School Nutrition Progra

Invoice Message:

Note: School vacation week is February 15-19. Nutritious
take home lunches are available to any student on requesc.
To arrange for a lunch pack, go to admins.com/nutrition and
click on the "Vacation Lunches™ link.
Remit Message:

Venmo: #ADMINSLUNCH Paypal: GADMINSLUNCH

If paying by check, please remit to: Town of ADMINS

219 Lewis Wharf, Boston, MA 02110

Payments may be made by check at the main office.

For example, the
program usually
includes a billing
for “TUITION”, but
no “TUITION”
charges for the
week are needed
on this billing.

Delete the
“TUITION” line
from the Program
Invoice Template
to suppress the line
from being added
to all invoices
during the Build
step.

=
ADMINS

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

Updated 23 June 2021 tc

Page 25 of 45



ADMINS Unified Community

MB-320 Special Invoice Billing

Miscellaneous Billing

Updated 23 June 2021

Program : TIGDENEPML Bill Year: 2021

Seqé 28 Bill Date: 22-Feb-2021
Due Date : Due upon receipt
Frequency: All Frequencies
Bill Form: Before/After School Program

Invoice Title: Tiger's Den Before & After School Prog

INVOICES WILL NOT BE CREATED

Invoice Message:
This text will print below the grid of bills.

A second line, max sixty characters will print.

A third line, maximum of sixty characters will print.

A fourth line, maximum of sixty characters will print.
Replace with the student's name.

Remit Message:

Payments: Venmo: @ADMINS-TigersDen Paypal: pay@admins.com
Or Make Checks Payable to: Town of ADMINS,

219 Lewis Wharf

Boston, MA 02110

Pay in person at the main office.

In the example shown
in , the accounting
is not set up on
program, so the
invoices will not be
created.

1

Line InvoiceDate Description

One Afterncon
Cash Account not Setup on Service Type Table
Revenue Account not Setup on Service Type Table

Quy/Hrs Rate Amount Error Message
1.00 101.0000 101.00
101.00

The error message
column & will

Program : TIGERSDEN Bill Year: 2021

Seq# Bill Date: 22-Feb-2021
Due Date : Due upon receipt
Frequency:
Bill Form: Before/After School Program

Invoice Title: Tiger's Den Before & After School Prog

INVOICES WILL BE CREATED

Invoice Message:
This text will print below the grid of bills.

A second line, max sixty characters will print.

A third line, maximum of sixty characters will print.

A fourth line, maximum of sixty characters will print.
Replace with the student's name.

Remit Message:

Payments: Venmo: @ADMINS-TigersDen Paypal: pay@admins.com
Or Make Checks Payeble to: Town of ADMINS,

219 Lewis Wharf

Boston, MA 02110

Pay in person at the main office.

indicate if no amounts
are present. The
invoices will be
created —the quantity,
hours, and amounts
can be corrected at

T PP PN

Line InvoiceDate Description

Before
Before
Before
Before School
Before School
After School
After School
After School
After School
After School

School
School
School

Child 1 day
Child 2 day
Child 3 day
Child 4 day
Child 5 day

Child 1 day

Child 2 day

Child 3 day

Child 4 day

Child 5 day

1

Quy/Hrs Amount Error Message
No Amount
Amount
Amount
Amount
Amount
Amount
Amount
Amount
Amount
Amount

the invoice level or
return to the program
invoice screen to
make corrections.

2.2.7.

[7 Customers]

List of all customers assigned to that program and frequency. To see all customers assigned to a program,
regardless of the frequency on the customer, select all frequencies.

Build Program Invoices ~ B#Fem SCHODL  School Bills
== Program Seq# Year Invoice Message
ctons /[ School Bills 2021 || Echolarships available by contacting:
Mark Tuogood at 617,454,5100
Bill Date Due Date [Fo—Har—2021
Select O Weekly
1 s O Bi-Weekly
- Month 1 Task 10552: Customers assigned to this Program and Frequenc X
o] ¥ g 9 quency
O Quarterly . .
S C g to this Prog and Freq Y
2 Add Program SIS B all freq is then all s with
this program will be listed
3 'gf
Invoice Title [Invoice
T Line |Invoice Date  |Service Type Description Fun as @® Preview O Print O PDF O Excel Amount| A
T UNCH NCH If Printing use Duplex @ ves (O No
] TRANSPORT __ [5ohool Bus T e —— 10,00
_——
o
& Eit List —
-
7 Custom&Ts | \(
v
Total Amount to Invoice 10.00
e : ietriblt : ;
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Printed 27-Jan-2021 at 10:23:41 by ANTHER
City of RDMINS
Customers assigned Programs

Page 1

Program : SCHOOL
Seq# : 3

Bill Date: 27-Jan-2021

Due Date : Due upon receipt

Program Frequency: Monthly

Customers

Line Frequency Start Date

End Date Last-Invoiced Message

Invoices will be issued for these Customers

00000004 JOE 3MOE 1 Monthly
No Invoice will be Issued for these Customers
00000007 Mary Tarkin 1 Monthly

01-Jan-2021

01-Jan-2020 31-Dec-2020

19-Jan-2021

End Date reached

1 Steps

Return to the Steps Menu to continue.

2.3. Create Program Invoices

B Task 10560: Create Program Invoices

Create Program Invoices
Will create Invoices for Customers assigned to Programs
that have been added to the Build Program Invoices Step

Run as @ preview O Print O PDF
It Printing use Duplex @) ves () No

Create Program Invoices

This step in the process will create an invoice
using the [Program Invoice] templates built in
the previous step. An invoice for each
customer meeting the criteria set on the
template will be produced. The system will
find customers signed up for the service and
billed at the frequency on the template.

000202-00 00000008
00000014
00000041
00000139
00000143
00 00000158
000208-00 00000166
000208-00 00000167
000210-00 00000168

Jude Jones Jr

BENION, JOHN B JR
MOSKOWITZ, BARRY S
BECK HORIZON BUILDERS
DI CRISTINA J & SON
DEREK SANDERSON
CHARLES JUNO

THOMAS JEFFERSON
GERALDINE FORD

School Nutrition Erograms
School Nutrition Programs
School Nutrition Programs
Scheol Nutrition Programs
School Nutrition Programs
School Nutrition Erograms
School Nutrition Programs
School Nutrition Programs
School Nutrition Programs

Lookup Cancel Clear All
&% TedRE - Proginv_Newlnvoices_ [61lis - a X
File Edit Format Options
[ Courier New ~l[s - Blz|ufm~] = HEIN:
10561-MBBLDFRGINV. RER Printed 23-Feb-2021 at 09:26:38 by Page 1
City of ADMINS
New Invoices Added from Programs
Invoice# Customer# Name Program Bill Date Due Date Amount
000199-00 00000143 DI CRISTINA J & SON School breakfast nutrition program 23-Feb-2021 00
000200-00 00000158 DEREK SANDERSON School breakfast nutrition program 23-Feb-2021
000201-00 00000168 GERALDINE FCRD School breakfast nutrition program 23-Feb-2021 00

23-Feb-2021
23-Feb-2021
23-Feb-2021
23-Feb-2021
23-Feb-2021
23-Feb-2021
23-Feb-2021
23-Feb-2021
23-Feb-2021

New Invoices 12

Swww
o
s

555
ooo
588

5
o
2

e
S555
o o
5 E

Create Program Invoices X

If all programs already
have been processed
for invoices, this system
will display this

All Programs added have been processed to Create Invoices or
No Active Customers found for Entered Programs
Click Build Program Invoices step or Add/Edit Special Invoices

message. Return to the
[Build Program Invoice]
step to add programs if

needed; if not, continue

to the [Add/Edit Special
Invoices] step.

—
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Add / Edit Special Invoices

The system presents a screen for data entry, and each invoice can stand alone and have a specific Invoice Message,
Remit Message, and programs. Add as many special invoices as required; for each, click on the [2 Add Invoice] button.

Goto...

Actions

1 Steps

2 Add Invoice

3 Del Invoice

4 Add Line

S Delete Line

6 Add Customer

9 Edi List

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System  Favorites Help

B SE me»+m W Q B &4

Add / Edit sPscial Invoices  Billferm SCHLUNCH  Standard School Lunch & Br

Invoice#

Invoice To Cust

Bill Date

Due Date Program Year

E3-Feb-2021 [

tomer 00000143

BREAKFAST 2021

DI CRISTINA

J & SON

170 WYOMING

AVE

Invoice Message

Mote: School vacation week is February 15-19, Nutritious
ltake home lunches are available to any student on request,
To arrange for a lunch pack, go to admins,com/nutrition and
click on the "Vacation Lunches" link.

Remit Message

Wermo: #ADMINSLUNCH Paypal : @ADMINSLUNCH

If paying by check. please remit to: Town of ADMINS
219 Lewis Wharf, Boston. MA 02110

fBOSTON MA E5337-0000
Paunents may be made by check at the main office.
Line |Invoice Date Service Type Description \ Hours/Cty| Rate Amount| A
1 ALLFULL Full price breakfast \\ 5,00 7.50
2 ALLGRADES Reduced Price Breakfast A 5,00 1.50
AN
NN

Each invoice may be edited to change the due date or t
address, customize the invoice and remit messages, |-

and remove or add lines from the grid. All features B
available when adding a special invoice may be used

to edit invoices created via the template.

Total Amount to Invoice 9.00

Field Description

Invoice#

This is a number automatically assigned by the system when a new invoice is added

Bill Date

Due Date

Required: Date of the invoice

of a date

Invoice to
Customer
Invoice Message Optional: This allows for 5 lines of text to be displayed in the body of the invoice that is

customizable for each individual invoice. This text will be used in place of the default text
established in the bill form setup table.

Required: This is the Customer Name and Mailing Address of the Invoice.

Optional: Due date of the Invoice. If left blank the invoice will display Due upon receipt instea

Remit Message Optional: This allows for 5 lines of text to be displayed at the bottom of the invoice that is
customizable for each individual invoice. This text will be used in place of the default text
established in the bill form setup table.

Line

A unique number to identify each line on the invoice

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Updated 23 June 2021 tc
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Field Description

Invoice Date Optional: Date the Service was rendered
Service Type Will display the Service Type codes associated with this service

Description Will display the Default description assigned in the Service type table. This description can be
changed for each individual invoice.

Hours/Qty Used in the calculation of the Amount due. If left blank it will default to 1.

Rate This is the Rate to be charged. If a Rate was set on the Service Type table, it will display it here,
if the rate if different for this Invoice, it can be changed.

Amount This is the total amount due for this Service Type. Hours/Qty * Rate = Amount.
Monthly/Per Unit will set the Rate. Flat will set Amount and leave the rate without an amount

Table 2 Navigation Buttons

Navigation Button Purpose

This returns to the Special Invoice Process Steps Menu

1 Steps
) Add an Invoice to the batch
2 Add Invoice
) Delete an invoice from the batch
3 Del Invoice
, Add additional Service Types to the invoice
4 Add Line
. Delete the currently selected line from the invoice
S Delete Line
Add a new Customer — see also section 1.4 before adding a customer
6 Add Customer
5 Delete Line Delete a line from the invoice
9 Edit Lit Edit and Error check of all entered Invoices
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2.4.1. [1Steps]

Click on the [1 Steps] button to return to the Special Invoice Process

Special Invoice Process b .
P steps menu. Any data entered up until this time will be preserved.
Description

Restart Special Invoice Processing
To clear all data entered, use the [Restart Special Invoice

Build P | .
e Processing] button.

Create Program Invoices

Add / Edit Special Invoices
Special Invoice Reqgister

Email Invoices

2.4.2. [2 Add Invoice]

This will add a customer to be invoiced to the batch.

[l Task 10510;: Add Special Invoice [x]

Add Special Invoice

Optional: Enter Customer Number ||

Regquired: Enter Program Type | |

Lookup | 0K I Cancel | Clealglll

Prompt How Used

Customer Number Optional: Enter the customer# or use the [Lookup] button to search for a customer
by the Service Address. If the Customer# is not entered here —enter the Customer#

on the entry screen.
Program Type Required: Enter the Program Name to be invoiced. Use the [Lookup] button to see
all available Program Types.

Click [OK]
An invoice showing all the different service type charges that were setup under that program will be displayed.

Only the service types that have an Amount entered will be printed on the Invoice. No need not delete the unused
service types; just leave the Hours/Qty, Rate and Amount fields blank.
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Edit Specia| Invoices Bill Form  WSSPCINY | Water/Sewer Special Servic
Invoice# Bill Date Due Date Program Invoice Message
F00002-00 EO-Apr—2015 | HSHEWSRY
Invoice To Customer 30000000
Remit Message

o000-0000
Line Invoice Date  Service Type Description HoursiGty Rate Amount
T PAPPFEE Frplication Fes
E PERMIT Pernit Humber
E PLIFEFEE [ife Cucle Fee
" SAPPFEE Fewer Application Fee
E SIHSPFEE Fewer Inspection Fee
E SOTHFEE Eower Other Fees tService Calls?
F STAPFEEEQUIF Sewer Tapping Fee—Eoguipment
E STAFFEELAE  [Fewer Tappirg Fes—Labor
B STAPFEEMAT Fewer Tapping Fee-Materials
o WAPPFEE ater Application Fee
i HCOMMFEE ater Connection Fee
= WIMSPFEE ater Inspection Fes
=3 HHEWMETER ster Mew Meter Fee
e WOTHFEE ster Other Fees (Service Calls)
= WTAPFEE ater Tapping Fes
e WTAPFEEECUIF Water Tapping Fee—Eguipment
7 WTAFFEELAE  Hater Tappirg Fes—Lobor

Total Amount to Invoice

If the customer# was not entered on the Add Invoice screen, it must be entered here. An invoice will not print

without a valid Customer Name and

2.4.3.

address.

[3 Del Invoice]

If an invoice was created but no longer needed, or the wrong program was selected when adding an invoice,

delete the invoice from the batch.

[ALUC] 10520-Edit Special Invoices

244. [4AddlLin

Add additional lines to the invoice if:

e]

e afeeis charged more than once

e an activity is performed more than once

Click the

3 DelInvoice

Click [No]
function
Click [Yes]

button

The system will display this message:

to cancel the delete invoice

to delete the invoice from the batch

e itis not a service type that is automatically assigned to an invoice—for example, an NSF or CREDIT needs to

be added to this invoice.

Each may be listed separately on the invoice.

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

Updated 23 June 2021 tc

Page 31 of 45



ADMINS Unified Community MB-320 Special Invoice Billing

Miscellaneous Billing Updated 23 June 2021
Click the = ™ putton.

Enter the Service type to be added. Use the [Lookup] button to see a list of available service types for the program
being used on this invoice.

EN [AUC] 10520-Edit Special Invoices [dimond]
Add Line

Required: Enter Service Type ||

Lookup Ok | Cancel Clear All

2.4.5. [5 Delete Line]

Delete any line on the Invoice that is no longer needed, but an invoice must have at least one line to be a valid
invoice. There is no need to delete unwanted lines on an invoice if the Hours, Rate and Amount fields are left
blank, the line will not appear on the printed invoice.

Click the

S Delete Line

button.

The system will display following message:

[AUC] 10520-Edit Special Invoices I

l:o:l Delete Line & From this Invoice?

Click [No] to cancel the delete line function
Click [Yes] to remove that line from the invoice

2.4.1. [6 Add Customer]

6 Add Customer

Add a new Customer by clicking the button, if after searching for the Service Address none is found (see
section 1.4 above).

If a customer number has already been set in the “Invoice to Customer” field, the system will display this message:
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[AUC] 10520-Edit Special Invoices E=

% This wil replace the customer already assigned ko this invaice,
' Conkinuey

Yes | {ila] I

Click [No] to keep the current customer information
Click [Yes] to replace the current customer information

Enter the new customer information in the resulting screen:

Updated 23 June 2021

B [AUC] 10520-Add / Edit Special Invoices [theresal

Add Customer - Service Address Information

Required: Enter Name 1

Optional: Enter Name 2

Required: Enter Street##

i

Required: Enter Street Name

Optional: Enter Unitd#

Required: Enter City

Required: Enter State
Required: Enter Zip Code

Mailing Address same as Service Address @ Yes O No

Lookup Cancel Clear All

Field Name How Used

Name 1 This will be the Customer Name set in the Customer database

Name 2 Optional: if there is additional customer name information enter it here
Street# Required: Enter the House number of the property

Street Name Required: Enter the Street Name.

Unit# Optional: Enter the Unit#

City Required: Enter the City Name

State Required: Enter the State

Zip Code Required: Enter the Zip Code

—
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Field Name

Mailing Address same as

Service Address
® Yes / ®No

2.4.2.

How Used

Updated 23 June 2021

®© Yes — the mailing address and service address are the same
® No - the mailing address is different to the service address

51 [AUC] 10520-Add / Edit Special Invoices [theresa]

Add C - Service Add

Required: Enter Name 1

Optional: Enter Name 2

Required: Enter Streetlf

Required: Enter Street Name

Optional: Enter Unit#
Required: Enter City

Required: Enter State

HHI

Required: Enter Zip Code
Mailing Address same as Service Address  §) yes O No

Lookup Cancel

address information and click [OK].

[AUC] 10520-Add / Edit Special Invoices

add?

Service Address already assigned to Customer 00000022, Continue to

Click [No]

Is the Mailing address the same as the Service address of the property entered abowv:

If the addresses
are different and
® No is selected,
the system will
display this scree!
fill in the data as
described above;
note that
additional addres
fields are availabl
for data entry:
Enter the Mailing

If the customer
Service Address
already exists in the
Customer Database,
the following messag
will appear:

Cancel

the add new customer and bring the mailing address information from the existing

customer into the invoice

Click [Yes] Create a new Customer# and bring the mailing address information
entered for the new Customer # into the invoice

[9 Edit List]

Click on [9 Edit List] to produce the Special Invoice Edit List. Review the edit list for errors prior to continuing.

—
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10522-MBSPCINVLST.REP Printed 22-Jun-2021 at 17:20:35 by THERESA
City of ADMINS

Special Inveice Edit List

Page 1

Invoice# : 000199-00
Bill Date: 23-Feb-2021
Due Date :

Bill Year: 2021

Invoice to Customer: 00000143
DI CRISTINA J & SON

170 WYOMING AVE

Invoice Message:

Note: School vacation week is February 15-19. Nutritious
take home lunches are available to any student on request.
To arrange for a lunch pack, go to admins.com/nutrition and
click on the "Vacation Lunches" link.

Remit Message:

Venmo: #ADMINSLUNCH Paypal: GADMINSLUNCH

BOSTON MR $5337-0000 If paying by check, please remit to: Town of ADMINS
219 Lewis Wharf, Boston, MA 02110
Payments may be made by check at the main office.
INVOICE WILL NOT FRINT
No Bill Form Setup in Service Type Table
Line InvoiceDate Description Qry/Hrs Rate Amount Error Message
1 Full price breakfast 5.00 7.50 Ne Bill Form Setup
Cash Account not Setup on Service Type Table
Revenue Account not Setup on Service Type Table
7.50
Invoice# : 000200-00 Invoice to Customer: 00000158 Invoice Message:
Bill Date: 23-Feb-2021 DEREX SRNDERSON Note: School vacation week is February 15-19. Nusritious
Due Date : take home lunches are available to any student on request.
Bill Year: 2021 170 WYCMING AVE To arrange for a lunch pack, go to admins.com/nutrition and
click on the "Vacation Lunches™ link.
Remit Message:
Venmo: #ADMINSLUNCH Paypal: @ADMINSLUNCH
BOSTON MA 02110-0000 If paying by check, please remit to: Town of ADMINS

219 Lewis Wharf, Boston, MA 02110

Payments may be made by check at the main office.
INVOICE WILL NOT PRINT

No Bill Form Setup in Service Type Table

2.5. Special Invoice Register

Special Invoice Register

Click on this step to generate the Special
Invoice Register. The “Run as” options
include Print/Preview/PDF®. Run the
special invoice register before printing or
email invoices. This is a required step.
This report will verify all the invoices

B | Task 10525: Special Invoice Register x

Special Invoice Register

Run as @ preview O Print
If Printing use Duplex @) ves

O PDF
O No

Lookup Cancel Clear All added and lists invoices that will print and
those that will not print due to errors.
I’ TedRE - Spcinv_BillReg_THERESA[14) Jis
‘}%%m sl [ufe s =] ##[F 5[] 8] The Special Invoice Register
TOSISMREPBSICINREG.EP | Prioted 23-Feb-2021 at “Message” column will indicate if
the invoice will be PRINTED or
tame ¢ Adazess Bt dsount Hesaage EMAILED.

143 School breakfast nutrition program DI C

TINA 7 & SON

7.50 INVOICE WILL EMAIL

00152 School breakfast nutrition program DEREK SANDERSON

7.50 INVOICE WILL PRINT

Sl

kfast nutrition program GERALDINE FORD

6.00 INVOICE WILL PRINT

School Nutrition Programs

45.00 INVOICE WILL PRINT

School Nutrition Programs

£.00 INVOICE WILL EMATL

000204-00 00C

1 School Nutrition Programs MOSKOWITZ, BARRY S

47.00 INVOICE WILL BMAIL

000205-00 00000139 School Hutrition Programs GEORGE BECK

45.00 INVOICE WILL PRINT

The register provides a Biotal
number of invoices to print, to
email, and a grand total count
and dollar amount.

If there are errors on invoices,

review the error message and go
back into the [Add/Edit Special
Invoice] step and correct the
error. Run the register again.
Repeat this step until all the
invoices are error-free.

000206~

NVOICE WILL PRINT

0002

School Nutrition Programs CHARLES JUNO

25.00 INVOICE WILL EMAIL

000209-00 00000167 School Nutrition Programs THOMAS JEFFERSON 45.00 INVOICE WILL PRINT

000210-00 00000162 School Hutrition Programs GERALDINE FORD

45.00 INVOICE WILL PRINT

es to Print 7

240.50
Invoices to Email s 234.50

12 475.00

Figure 6 Special Invoice Register showing no errors — all invoices will be sent either via email or printed.

=
ADMINS
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Printed 30-Apr-2015 at 09:26:32 by DIMOND
Town of Concord
Special Invoice Register

10525-MEREP: MESPCINVREEG. REP

Invoice# Customer Program Mailing Name & Address

Fage 1

Bill Auount Message

0o00o0zZ-00 00000000 Water/Sewer Mew Service
00000-0000

INVOICE WILL NOT PRINT
¥o Amounts to Invoice

Kailing Address Missing
Invoice To Name missing

Invoices to Print
Invoices with Errors

1

If there are errors on any invoices, go back to the Add/Edit Special Invoice step to correct the errors or delete the

unwanted invoices.

This step also checks if there are any invoices to print or to email. If there are no invoices to print or email, none of

the subsequent steps will be available. If there are i

nvoices to print but not email, the process will turn off the

Email Invoices step and set the step start date/success flag for the unused email step;
once the invoices are printed, the Print Invoices step will have a step start
date/success flag

Print invoices

2.6. Print Invoices

B | Task 10530 Print Invoices

Print Invoices

Optional: Enter Program Type E

Click the [Print Invoices] step in the Special
Invoice process to print the invoices.
Select just a single program type or up to
nine invoices to print. These optional

selections may be ignored, and all invoices

Use the print button to invoke the S
standard windows printer dialog;

select the desired printer and click on

1ok s BunkGaduins s

&
2

Town of ADMINS School Nutrition Program

Optional: Enter Invoice# Edit ||] values®
will print.
Lookup Cancel Clear All
File Help
» M1 2w - CRYSTAL REPORTS’
00l Department 000200 | [ Main Report
Qepartment-000201 | =
.
TOWN OF ADMINS

The bills will display on the screen using

print to send the invoices to the the AdmCrv Viewer.
printer.
T e = =5
& Print x [ . L . . .
. = Click on the printer icon located in
General | Layout
the toolbar to launch the standard

Select Printer ) ® i X

I SHARP Copier - MX-B401 on ADHV1 (redirected 121) F W|nd0WS prlnter dlalog bOX.

7 SHARP MX-B401 PCL6 F

I SHARP MX-B401 PCL6 on pluto.adminsinc.local (redirected 121) F

< > Click on the [Print] button.

Status Ready I~ Prnttofile Preferences ;:,...,.c =

Location:

Comment Frdpier | | (1. T Once all the invoices are printed, close
Page Range — the AdmCrv Viewer window by clicking
A Number of copies: |1 3: " .

% (s File » Exit.

" Pages. 1-2 ~ 3 3

Enter ether a single page number or a single 112= | 1)2

page range. For example, 5-12

C e D conce
[ Y

Zoom F

Current Page No.: 1 Total Page No.: 2

actor: Whole Page
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Email Invoices

B | Task 10532: Email Invoices

Email Invoices

Optional: Enter Program Type ||

Optional: Enter Invoice# Edit [u values:

Lookup Cancel Clear All

Click the [Email Invoices] step in the
Special Invoice process to email the
invoices. Select just a single program type
or up to nine invoices to print. These
optional selections may be ignored, and all
invoices will be emailed.

2.8. Post Invoices

Posting is the last step and cannot be reversed.

>

Post Invoices

SI0P Do not post until the Invoices have printed properly.

Posting does the following:

creates the Collection Invoices so they are ready to receive payments

creates general ledger transactions (if the Service Types are set to post to Accounts Receivable),

attaches electronic copies of the invoices to the bills if setup to do so (if Collections Module Control

Sequence #11006 is set to “Y”).

When ready to proceed select the output format for the posting reports.

Runas @ j

Post Invoices

This process will discard any Invoices not printed

" Print " PDF

If Printing use Duplex & Yes  No

Lookup | 0K I Cancel |

[N Task 10540: Post Invoices

Clear Alll |

Post Special Invoice Billing

=% Invoices found that were not printed and will be discarded
' during the posting

Click OK to Continue and discard invoices not prinked
or Click CAMCEL to exit posting and correct invoices

(0] 4 I Cancel |

I If there are any invoices in the batch that contain

errors and therefore did not print, they are discarded
from the batch during the posting process. The
system will display the following message:

Click [OK] to continue with the posting and
discard any invoices that were not printed
Click [Cancel] to exit the posting process and

correct any invoices with errors

If [OK] was selected, a message is displayed showing the number of special invoices that will post.
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Post Special Invoice Billing E |

™% 1 Special Invoices
L ' will be posted to AR and @)L
= QK ko Continue or CAMCEL o exit posting

Ik I Zancel

The system will produce a General Ledger posting report. The report should be reviewed for accuracy and supplied
to the Accounting office for processing if posting to Accounts Receivable. If not posting to Accounts Receivable
then this report will be displayed:

S567-REBEILLGLPST.REP Printed 15-Apr-z015 at 13:40:51 by DIMOND Page 1
Town of ADMING
Billing GL Posting

GL Posting#: Eilling Eatch# : 0000000012

Date Account# Description Debit Credit

No Records Selected

Payments may now be processed against these bills.

3. REPRINT MULTIPLE BILLS

This feature allows sending a subsequent invoice to customers who have not paid, or a notice of a credit for
customers who have overpaid.

M"‘:’:‘l:fmm ’ Use the [3 Load Bills] button on the Reprint Special Invoices in Batches
Billing ’ (Misc Bill) screen to load all invoices with outstanding
Cobections I VieceeBeh by balances (or credit balances) into the reprint multiple bills
s . 4 \ BillRayment - screen.

Mnan ks

RePrint Bills in Batches (Curbside) .
e s s If there are already bills selected

RePrint Special Invoices in Batches (Misc Bill) | for printing in the screen, the first
prompt will remind the user that this step will replace all bills already entered in the screen
to reprint. Click [Yes] to continue with loading bills; click [No] to resume with manual data
entry.
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Goto.

Misc Billing

Print Current Balance Bills/Invoices By Batch

Next, the system

e lindiear_|Lockup Bil=[Owner Toervice Address ~ will prompt to
2021 3 Find Bil M’ — - —
“p00172-00 Load
1 Cloar Screen [AUC] 10785-Print Current Balance Bills/Invoices By Batch BiIIs/Invoices to
P Print.
o Load Bills will replace all Bills entered on Screen to reprint. Continue? )
2 I Select ® Special
3 Load Bils ] ;
Invoices.
o Enter the
% . .
0221-00 Required Bill Year
iz Field
00: B Task 10733: Load Bills/Invoices to Print J X
4 Load Bills/Invoices to Print
75| Include Bill Type @ Speci S 5 Select ® Yes or
| [Required: Enter Bill Year 2021 ®© No to Exclude
|| Optional: Enter Progra . FU”y Pald BI||S
S | Exclude Fully Paid Bills: @vYes ONo '
ﬁ’iozi | Exclude Credit Balance Bills: @) yeg O No
Select ® Yes or
®© No Exclude
Lookup Cancel Clear All Cred|t Ba'ance
Bills.
Ready
l l Click on [OK].
Misc Billing Print Current Balance Bills/Invoices By Batch .
Goto The screen will
be populated
Actons Tindiear_JLookup Bl [owner Service Adaress - . pop X
% T : = . with all the bills
2 [oz1 0172-00 7
3 poat 0173-00 ] that meet the
7 ozt 017400
e e N selection criteria
- A 0176-00 7] :
7 oz1 0101-00 iti i
S:Em pooto-o0 . Additional bills
5 Eoz1 014300
— L IEER ] may be added to
o 11 [2021 0212-00 ]
@lm poe0 N the screen.
13 [2021 0215-00 7
14 [2021 [P00216-00 ]
;‘;021 0217-00 T

Figure 7 Printing Bills with Outstanding Balances

4. REPORTS

The Miscellaneous Billing module provides a report of customers who have elected to receive bills via email rather
than a paper bill sent by postal mail. Set up the email address on the Customer Maintenance Screen:

—
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Misc Billing P Customer Maintenance P [1 Customer]

E [AUC] 10000-Customer Maintenance]

Customer Maintenance
= Custho  HEEEGEER Service Address
o W ——— e —
o ;EE&&W ;::::m hE:mmm: e B unm [
el S Sz owoon | tnez | Check the E-mail Bill M box
Curreni Balance: 52,00 City FOSTON St R Zp D2110-0000
Fp— and enter the email address.

1 Customer 2 PAG kvice (3) 3 Atachment (11 4 BilHislory 5 Trx History & Netes 7 Custom Fields & Field Loas (12)

L search Wailing Address Same as Service Address
Name 1 FHARLES JUND Phone 1 (500 000-0000 Ext [o00 Tvp [
— Name 2 Phone 2 (0007 0000000 Ext j0oco Twe [
Lingt P SE 3RD AVE Phone ¥  [(000} 0GG-0Goo.Ext B00G Ty

Line2
Line3
Line4
Line5
Cily [posTon St A Zip [E136-0500
Counlry [

P FFFFFFFFFIFFFFFFFFFFFFFFFFFFFFFFFFFFFFyes

E-mail Bill
E-mail Addr |[support@admins,con

Run the report here:

4.1. Customers with Bills/Invoices to be Emailed

Reports P Report Library P [3 Customer Reports] P #10646 Customers with Bills/Invoices to be Emailed

E [AUC] 10601-Report Library Cus1omer|

Report Library Customer
Goto..
Report
Actions.

Run
10616-Custoner with no Parcel# assigned Run
10620-Custoner Notes Report Run
10640—Customers with Duplicate Service Addresses Run

Report C: i 10642-Custoners with Duplicate Parcel# Run
2 Collection Reports 10666-Custoners with Duplicate Names Sample | Run
2 Subscription Reports | [~~~ T

3 Customer Reports ! mer ment, Run
4 Proaram invoice Reports 110646—Customers with Bills/Invoices to be Emailed|

S Other Reports.
| | |
MBRPTLIBCUS
B Task 10646: Customers with Bills/Invoices to be Emailed X Select from
Customers with BillsfInvoices to be Emailed ® All, ® Only Active, or ® Only Inactive

Select Status: @ all O Only Active O Only Inactive customers to be reported on.
Run as @ preview O Print - OPDF O Excel The report is available to be Run as
If Printi Dupl . .

rinting use Luplex @ ves O No Preview/Print/PDF® format or Excel®.

Lookup Cancel  Clear Al

H ®- = rs_with_BillstoEmail_10646_THERESA[1]).xml - Excel

File Home Insert Pagelayout Formulas Data  Review  View
F11 - fe

A B c D E

1 Cust# Owner-Name Service-Address Email Address

2 '00000002  VISTRA ENERGY 6555 SIERRA DR theresa@admins.com

3 00000014 BENTON, JOHN B JR 6649 N BLUE GUM ST anthea@admins.com

4 00000015 CHANAY, JEFFREY AESQ 4 B BLUE RIDGE BLVD - o= -
5 00000016 CHEMEL, JAMES L CPA 8 W CERRITOS AVE #54 anthea@admins.com

6 00000017 FELTZ PRINTING SERVICE 639 MAIN ST anthea@admins.com

7 00000018 PRINTING DIMENSIONS 34 CENTER ST [ - %

8 00000027 JOHN ADAMS 6649 N BLUE GUM ST P e -

9 '00000028 GEOFFREY CHANDLER 4 B BLUE RIDGE BLVD ¥ - -y - -
10 (00000029 JAMES CHEMEL 88 WCERRITOS AVE #54
11 /00000030 MARTIN VAN BUREN 639 MAIN ST [ .
12 00000031 HARRY S. TRUMAN 33 CENTER ST | - 8
13 (00000040 CLARK, RICHARD CPA 386 NINTH AVENUE support@admins.com
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4.2. Program Invoice Reports

Reports P Report Library » Program Invoice Reports » #10691 Programs Due to be Invoiced

This produces a report of overdue programs and programs to be invoiced in the next 14 days. If no programs fit the
criteria, a message that “No programs selected” will be displayed. There are two optional filters on this report:

Field How Used

Enter Program Type Optionally select a single Program type to be included on the report. If no
Program Type is specified, all Program Types that meet the “overdue” or “within
14 days” date criteria will be included on the report.

Enter Department Group Optionally select a single Department group to be included on the report. If no
Department group is specified, Department groups that meet the “overdue” or
“within 14 days” date criteria will be included on the report.

1 | Task 10691: Programs due to be Invoiced X

Programs due to be Invoiced
List Programs that are over due or to be invoiced in the
next 14 days

Optional: Enter Program Type | ‘

Optional: Enter Program Department Group | |

Run as @ preview O Print. - OPDF O Excel
It Printing use Duplex @ ves (O No

Lookup Cancel Clear All

5. Frequently Asked Questions

Can | leave the screen without losing my data?

Yes—Exit the Special Invoice process without losing any data from the [Add/Edit Special Invoice] screen. It will
remain available until either the [Restart step] or the [Posting] step has been run.

Once | print my invoices can | go back and make a change?

Yes—Return to the [Add/Edit Special Invoice] step and make changes, however, run the [Edit List] before
continuing to make sure there are no other errors.

Can I reprint an invoice?
Yes—

1: If the [Post Invoices] step has not been run, return to the [Print Invoices] step.
2: If the [Post Invoices] step has been run, it depends on when the invoice was generated.
a. Iftheinvoice is recent, go to the Customer screen, and print the invoice from the attachments
tab.
b. If it was a while ago - go to Collections Bill Payment screen and do a bill reprint (just in case any
payments have been received, or adjustments).
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== 1A04 10000-Customer Maintenance]
Customer Maintenance
Se——

1 Customer 2 PRG Invoice (1) ‘w 5 Trx History 6 Notes 7 Custom Fields 8 Field Loas (13}

Seqs [Description Filename [Buttons
TAdd Attach T [original GLHOOL Gpecial Irwoice Print  |HBSI_2021GCHOOLO00I3900 POF e | _—

2 Driginal SCHOOL Special Irwoice Print IMBSI _2021SCHOOLO0013900 ,PDF O View ZEmal | )
B R T Y ™™ e i B NP P L P P e S N

To reprint multiple invoices, see section 3.

Can | email an invoice again?
Yes—

1: If the [Post Invoices] step has not been run, return to the [Email Invoices] step.
2: If the [Post Invoices] step has been run, it depends on when the invoice was generated.
a. Forarecent invoice, go to the Customer screen, and email the invoice from the attachments tab.
b. If it was a while ago - go to Collections Bill Payment screen and do a bill reprint (just in case any
payments have been received, or adjustments).

= [AUC] 10000-Customer Maintenancq[

Customer Maintenance

1 Customer 2 PRG Invoice (1} ‘ 3 Attachment (2)
—

Seq# [Description Filename [Buttons
1 Original SCHOOL Special Irwoice Print MBSI_2021SCHOOLO00I3900 PDF  — —~—~—

|
2 Original SCHOOL Special Inwoice Print MBS _2021SCHOOL 00013900 ,PDF ‘w

pa Y J Y VS VUR SN NPT STl

5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (13)

TAdd Attach

How do | change an invoice from Printed to Emailed?

1. Go to Maintenance P Customer Maintenance, click the Email Bill M, and add an email address.
2. If the Register has already been run, run it again
3.  When the [Email Step] becomes available, select that single invoice to email
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6. Appendix — Form Sample

ADMINS TOWN OF ADMINS Page 1 of1
ADMINS School Department
215 Lewis Wharf
schoollunch@admins.com

Town of ADMINS School Nutrition Program

This is the invoice for lunches for the month of Februrary, 2021. Please visit admins.com/nutrition for
links to menus and fees for the school year.

Total Due:
Note: School vacation week is February 15-19. Nutritious

take home lunches are available to any student on request.
To arrange for a lunch pack, go to admins.com/nutrition and
click on the "Vacation Lunches" link.

d\)AJWM’*«N'M‘,MMP-W*,,‘W

Invoice #: For Service Questions Contact: For Payment Questions Contact:
Customer #:_ ADMINS School Department Asst Treasurer/Collector
Desglpuon, 6:30AM - 3:30PM MON 8:30-7:00 TU-TH 8:30-4:30
Service Address: G FRI 8:30 - 1:00
Amount Due: &= 617.494.5100 & 617.494.5100 x2116
2 schoollunch@admins.com 52 collector@admins.com
DETACH AND RETURN WITH YOUR PAYMENT REMIT COPY
Venmo: FADMINSLUNCH  Paypal: @ADMINSLUNCH Mail Mal N
If paying by check, please remit to: Town of ADMINS Tayments & e
[6) 219 Lewis Wharf, Boston, MA 02110 7 TOWN OF ADMINS
Payments may be made by check at the main office. BOS%%;ILCI‘E\SOZIIO-OOOO

T
ADMINS
—

Figure 8 Special Invoices — Where does the data come from?

See the corresponding numbers on the following page; the colors below map to the colors above and on the
following pages.

Hardcoded on form = Forms Text and Bill Form Setup Bill Form Setup
Parameters Table Invoice Text Tab Invoice Location tab

=
ADMINS
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Bill Form Setup

Form Code Standard School Lunch & Breakfast Billin

Associated Form ﬁBSPCINV Misc Billing Special Invoices

Fornsrpt tadmins.png
ﬁoun of ADMINS School Nutrition Program

8 Invoice Text 9 Invoice Locations

Seal Location
Invoice Title

Invoice Body his is the invoice for lunches for the month of
ebrurary, 2021,

Please visit admins,.com/nutrition for links to menus

fand fees for the school year.

Any Line with a * is customizable for each
indivi Invoice

Note: School vacation week is February 15-19, Nutritious
ftake home lunches are available to any student on request,
o arrange for a lunch pack, go to admins,com/nutrition and
click on the "Vacation Lunches" link,

P

Invoice Footer* Vermo: #RDMINSLUNCH Paypal : EADMINSLUNCH
* [If paying by check, please remit to: Town of ADMINS
R19 Lewis Wharf, Boston. MA 02110

=

Pauments may be made by check at the main office,

Bill Form Setup
Form Code [Btandard School Lunch & Breakfast Billin
Associated Form WI'N Misc Billing Special Invoices
Seal Location fformsrpt tadnins .png
Invoice Title [Toun of ADMINS School Mutrition Program

—
8 Invoice Text ‘ 9 Invoice Locations ,
Collector

Foruedor Name and Office Details go to Collector -> Tables -> Form Text and Paramete

Online Payments Web Address  fadmins.com/pay
Make Payable To

Name TOWN OF ADMINS

Addresss 219 Lewis Wharf

7

City, State ZipCode ~ [BOSTON A P2110-0000
Department Issuing Invoice

Name ADMINS School Department

Address P15 Lewis Wharf

Phone# 617,494 5100

Email Address school lunch@admins .com
Office Hours 1 b:30AM - 3330PM

Office Hours 2

Figure 9 Two tabs on the Misc Billing P Tables P Bill Form Setup Table

E- |AUC 10520-Add ‘ Edit Seecial Invoicesl

Add / Edit Special Invoices

BillForm SCHLUNCH | Standard School Lunch & Br

Bill Date Due Date Program Year Invoice Message
P3-Feb-2021 | LUNCH 2021 Note: School wacation week is February 15-19, Nutritious
take home lunches are available to any student on request,
Invoice To Customer 00000008 To arrange for a lunch pack,. go to admins,com/nutrition and
ude Jones Jr click on the "Vacation Lunches" lirk,
for: student lunches
22 GATEWAY
Remit Message
ermoy #ADMINSLUNCH Paypal ; EADMINSLUNCH
If paying by check, please remit to: Town of ADMINS
213 Lewis Wharf. Boston. MA 02110 5
CAMBRIDGE MA 02141-0000
aynents may be made by check at the main office.
Line |Invoice Date [Service Type Description Hours/Qty| Rate| Amount| A
1 [ELEMENT ARY hool Lunch per day - Emily 5,00 15,00
2 HIGHSCHL School lunch per day - Joshua 5,00 16.25
3 PRIMARY School lunch per day full price - Allie 5.00 13,75
Total Amount to Invoice 45,00

Figure 10 Add/Edit Special Invoices Screen

=
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AUC] 4980-Forms Text and Parameters

Bill Year  [EiEH * = Required

Wendy Tarantola Phone# [17.454 5100 =2116
Rsst Treasurer/Collector Fax# 517.454.5103 x2116

collector@adnins,com Cou ST
isc Bill Phone# is17.454.5100 2116 D

Accountant/Auditor | uAnn Moore Phone# El?.454.5103 x2116

Title Chief Financial Officer Fax# El?.dBd.ElOO %2116
Email Address uannBadmins ,com

Anthea Dimond 517.454.5100 %2116
Asst Treasurer/Collector 517.494.5100 %2116

anthealadnins . com

Assessor heresa Campbell F1?,494,5100 x2116
Assessor Title Toun Assessor [F17.494.5100 x2116

Email Address theresaladmins .com

Office Hours Line 1* MON 8:30-7:00 TU-TH 8:30-4:30 Office Hours Line 2 FRI 8:30 - 1:00

Website URL ladnins,con

Figure 11 General Tab of the Collections P Forms Text and Parameters Table

== [AUC] 10004-Service Type

2022 |5 [BREAKFAST |School breskfast nutrition program

Bill Type 90/51 Only
Include In Include In Alow Wuti Enrol Incude i Recurring  Use
Service Type  Description Refunds Specinv  Services Required DaiyBal  BiI? Bill Form

UIL price broakfast PGS | 0 B[ T
Reduced Price Breakfast F , ||

Status: Record Active

Figure 12 Service Type Table for Default Descriptions
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