REVENUE — MISCELLANEOUS BILLING
CUSTOMER INQUIRY

This document will explore the various ways to review and research Customer data. This document does
not cover how to create or edit customers.
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Customer Query
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— Miscellaneous Billing

1. ABOUT THE CUSTOMER QUERY SCREEN

The Customer Query screen is a read-only tool designed to allow users to see a complete history of
activity for a single customer at a time. The system provides information such as:

Notes
Reports

Service address

Mailing address

Current and prior subscriptions
Bill History for this customer

April 2015

Using the pull down menus at the top of your screen, select Misc BillingPQueriesPCustomer Query to access

the screen.

Misc Billng  System  Help

Maintenance
Biling
Collections
Processing
Reports
Tables

Exports

Madule Mainkenance
Interfaces/Imports
Site Specific

3
3
L3
L5
L3
3
3
L5
3
L3
3

4l

Applied Total

Bill Locatar

Eill Payment

Detail Payment
Transactions
Transackion Sunmary

' Help Reference Library

Batch Query

“HHOST Barance

This screen will display:

Customer Query

Gota...
D Cust No

Actions
- Parcel#

1865 /7 I

Service Address
MName1  WILLIAMS KEVIM A

Mame 2 WATERMAN-WILLIAMS JACQUELIME

Primary  BEAMER DAVID B
SecondaryEEAMER AMY M Locatiors 323 Street# 283
Location 233 POPE RO Street POPE RD Unit#
City COMCORD St MA  Zip 01742-0000 Line 2
City CONCORD St WA Zip 017d42-52E25
I 1 Customer | 2 sttachmerts | 3 Bill History | 4 Trx History | Shotes | & Custom Fields | PRI |
L Search |
i |_ Mailing Address [ Same as Service Address
Llarng 1 LITL L Tobds O T EL Dhono 1 Ext Tum

1.1. To Search for a Customer

If you know the customer number you are looking for then just type int eh number and press <enter>. If
you do not know that customer number but do know the name or address, then you can easily search for
the customer number.
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To find a Customer, click the or 3' (magnifying glass) button. This will present a list of

different options to search:

1: By Service Location

By Street and Mumber
By Custamer Mame

By Mailing Address Mame
By Parcel Location

By Parcel Mumber

By Parcel Primary Owner
By Enrolled Service

i

Option
By Service Location

By Street and Number

By Customer Name

Description

To search by the House# AND Street Name of the service address, #, use

the option called “1: By Service Location”.

Click FIND to initiate a search.
e.g., 108 BARRE yields this:

[l By Service Location

Service Address Cust#

Ma

10793 MATH ST
102 BARRETTS MILL RO Q000065

108 CRFSCEMT BN

Q0002238 10

Q0005297 L
00000552 EE
Q0005367 FO
OOO02RE1 Fr

CR(

The data is organized by HOUSE# and then Street. This means that you
will see all of the “100” house numbers across all streets listed before the

“101” house numbers across all streets.

To search by the STREET NAME of the Service Address and then the

HOUSE#, use the option called ““2: By Street and Number”.

Click FIND to initiate a search.
e.g., BARRE yields this

[N By Street and Number

Street Strest# Service Address

Cust.# MName

BARMES HILL RD a4 84 BARNES HILL RD

100 BARRETTS MILL RD

[EARRETTS MILL RD 108 BARRETTS MILL RD
RE! M ETl BORR bt BTl

00001011 BRATZ
55 JEZAK

57 CROZIH
F7 TRGrH

And the data will be organized by street name and then House # within the

street name.

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

use the option called ““3: By Customer Name”’.

Click FIND to initiate a search.
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Option Description |

e.g., HOWE

yields this

Customer Q

2 GustNo  [TRERTETE]

Parcel¥ 1989 15— -

Cust#  Service Addgfes

Service Address
Name 1 MARTINSON JOHN
CONNEELY KATHERINE A

Name 2

Status  Tof

|— hora reaLy
o sevmoR

Lsearch | [

8 JUNCTION

ity 5 11 c

IL52 COMMONWEALTH IHC
Nar [186 WAIN STREET 2004 LLC

Nar [1641 HAIN STREET LLC
Reports Ling_[1641 MALN STREET LLC
A R (=3 NN O Lookup Find

Line 04 VIRGINIA ROAD REAL Find Name 1 beginning with:
7 HEMLOCK LLC

15 HUSKETAQUID ROAD L

TRUST 00002298 1079 g

STREET REALTY LLC

SOUARE LT

fctive

fctive
Active
Active
fctive
fctive
fctive
fctive
fctive
fctive
fctive

[Howe]

=

fctive
fctive
fctive

Cancel

Find | Search| Cancel| Help | Eof

Aetive i‘ 15§
fctive

L

Prograrm

Service

Description

oy Enrolled StariDate  EndDate  StopDate  LastBilled

By Mailing Address
Name

To search by the NAME of the customer based on the Mailing Address,

use the option called “4: By Mailing Name”’.

Click FIND to initiate a search.
e.g., HOWE yields this

City St Zip  00000-0000 | Line 2
[ By Mailing Address Name
Mane Custé  Service Address
1customer | 2attachments | 00010923
— DOD10924
ﬂl Maiing Adoress — T§ S¢ o peq 1y TRUST Socpass 1075 HeTH 57
Name 1 N
ame 1 HARTINSON JOF N |L17 SEYMOUR STREET REALTY LLC OOOCEEEL 117 SEYMOLR ST
5 Reports :5 1” TORNEELT FRTFERIE DOD0GE7S 152 COMMONWERLTH A
el 520 BARRETTS MILL RD WMATH STREET 2004 LLG DODO3439 1506 MATN 5T
tine2 DODOZE3E 1641 MATN ST
Line3 AR AETO 4" AT MATRL ST
Line4 ANl C Lookup Find [x]
Lines 204 VIRGINIA R FAL g Af - Ao
City CONCORD b7 HEMLOCK LLD Find Original Name 1 beginning with:
ountry D8 JUNCTION SOUARE L
15 MUSKETAQUID ROAD |
Program Enroliment [35 LLC IHOWE‘
WO BEHARRELL STREET LU
. Cance
Program Senice Descripl =
CURBSIDE  RT1 Trash € Find | |

By Parcel Location

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.
e.g., 108 BARRE yields this:
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Option Description |

Customer Query

i CustNo  [ESEIRGENE] Service Address
Name 1 MARSH MARGARET
Adtiops Narme 2
Primary
Secondary Locationt 5
Location 1 Steet  LRIGHT FARM
x st Zip 00000-0000 | Line2

By Parcel Location

Location Custé  Name
00010923
00010924
00010925

Lsearch

ELM ST 00010066 MATHIS EVELYN 1 = ANTHOMY ARTH

IL AUTUMN LN A 00004894 BODMAR KEITH E e KIMBERLY ANM
SReperte y BUE Jav IR 00002091 PEREIRA-DURAES CANDIDD &

1 BLUE JAY LN 00010733 PEREIRA-DURAES CANDIDD &

[ CHESTNLT ST 00003006 GILEERT ERIAN D & MARY P

[ CHURCH GREEN Seoiicootroos antoy NITARTAN

[ EDvONDS RD I Lookup Fnd USAN R

|1 ECMONDS RD Find Lod\on beginning with: LAS H &

1 FAIRHAVEN GARDENS Lk TSES LLP

[ GREENFIELD LN TRINA G

[ LEXINGTON RD ARA L

L NORTH BRANCH RD I‘I oo EARW STOPHER C 2 DEMISE

1 PHEASANT LI A e GE C & IREME C KUAN

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

By Parcel Number To search by the Map-Block-Lot of the Parcel id#, use the option called
“6: By Parcel Number”. Enter the full parcel id# or the beginning set of
characters representing the desired parcel id. Be sure to enter the “-“ or “/”
separators, as needed.

Click FIND to initiate a search.

e.g., 3580-100 yields this:

Parcel Cust.# Mame

- - Q0000005 BAILEY JAMET
- - Q0000095 SMITH JEFFREY D & JAMIE L BOMD
- - Q0000310 BROWM FRAMCES R e DAYVID H
- - Q0000340 SCHMIDT ERIC-JAM & KAREM M MCCARTHY
- - Q0000416 HAMMAN ROBERT E & EWIMG HARRIETT K
- - Q0000455 FROST STEPHEM F
- - 00000575 UMPHREY AMME M
- - Q0000580 TRUSSELL GEOFFREY C & RAMSAY G
: : N Lookup Find N
B B Find Parcel beginning with:
B B |3580-100]
- . Cancel

N By Parcel Number
— — i 411 HAUT STEVEM & SMITH BREWDA L
- - 00011043 LORIS KEITH & BALMUTH DOMMA
- - 00005413 FISCHER SARAH
- - 00005414 FREUND ROBERT & SANMDORA RICE

By Parcel Primary To search by the NAME of the Current Owner of the Parcel, use the option
Owner called “7: By Parcel Primary Owner”’. The format of the name being

searched is exactly how it is entered from the Assessors office. In other
words, if your assessing records maintain names by LAST, FIRST or
LAST FIRST or FIRST LAST, then this is how you would need to search

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 26
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Option Description |

for the name.

Click FIND to initiate a search.
e.g., HOWE yields this

Customer Query

Cust No Service Address
Mame 1
Parcel# - - Name 2
Primary
‘ Locations

(X4 TN By Parcel Primary Owner
City
Mame Cust# Location

0010523
00010924
00010925

— ho7s REALTY TRUST DO02296 1073 MATH 5T

r 117 SEYMOUR STREET REALTY LAC DO00SESL 117 SEVMOUR ST
152 COMMOMWERLTH IHC DO00E375 152 COMMONWERLTH Ay

Mal himge MAIM STREET 2004 LLC 00003499 1586 MAIN ST

Mar higa1 MATH STREET LLE DOONZE3G 1641 MATH 5T

Line Hed1 MAIN STREET LLC — T

Line f1ea1 marn sreet Lic  (URRIRIOT]

Line |04 VIRGINIA ROAD REFL Find Owner beginning with:

Lins [P7 HEMLOCK LT

Line [28 JUNCTION SGUARE LI

City | [315 MUSKETAUULD ROAD L

coul 5 LLC [Howe]

- WO BEHARRELL STREET LL e

rog

El By Parcel Primary Owner

OWES GREGORY P & MARGARET A

Cust# Location
PLAINFIELD RD
QO000%40 568 ANMURSMAC HILL RD
Qo005215 3215 BORDER RD
QO000435 994 LOWELL RD

00004512 23 SOUTH ST

By Enrolled Service

Customers may be enrolled in a service for the variety of options available
under curbside billing. To locate a customer enrolled in a service, use the
option called “8: By Enrolled Service”.

Customer Maintenance

Cust No m Service Address

Mame1 FEIGH LESLIE A 5 |
Parcel# [000Z  -0001  -0004 Namez [ |
Primary  This iz the CURRENT Ouner name
Secondary Location# 236 Street#
Location 236 FARM ST Eireet  FARM ST
City BELLINGHAM St MA Zip 02019-0000 Line 2

City BECCTNGHAM |
I 1 Customer | 2attachment (1) | 3 Bill History | 4 Trx History | SHotes | & CustomFields |

Mailing Address I Same as Service Address

Mame 1 FEIGH LESLIE A 5 Phone 1 [{0003 000-0000 E:
Mame 2 Phone 2 [(000Y G00—0000 E:
Linel  [145 SPENCER BROOK RD Phone3  [{000) 0000000 E:
Line2
Line3 E-mail Bill [~
Line4 Emailhdar [ |
Linea [
Gity CONCORD | st fR Zip pi7az-5226
Country

Program Enrollment

M Enroll in Service

Enroliment only available for Bill Types 90,91

o

scription @ty Enrolled Start Date End Date )

ash & Recucle Thursds | P1-Apr-1996 01-May-2015 F1-Oct-2015

Fragrim Erice Ui
EURB*DE RS r
| | | | |
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Option Description |

Click FIND to initiate a search.

e.g., R2 yields this

M By Enrolled Service
Service Program Customer MName Statl
1 CURBSIDE 00000396 HEDSTROM GILBERT S & MARGARET H Acti
1 CURBSIDE Q0000500 ZENOUZI MAMSOUR & FRANCA MORELLI Act.i
1 CURBSIDE  QOOO0512 DORSEY MOIRA G s LARRY HERMAMDEZ Acti
1 CURBSIDE 00000542 LEBLIMG PETER D & ROTHROCK JAMET K Acti
1 CURBSIDE  Q0O00S7S HOVICK KIM & ELLIOTT SUSAMMAH Act.i
1 CURBSIDE  QOOOOSS1 FORBES JUSTIMA B s TALBOT D LOVERING Acti
1 CURBSIDE Q0000582 FATKIMN HARRY W JR & BETTY E Acti
1 CURBSIDE ~ Q0O00611 LAMBERT BARRON P & SANDRA L Act.i
1 CURBSIDE __0oee = 1 mliTe neb ramt st 1o C T7emeTi o Acti
1 EBIEEEIVS Nl Lookup Find Acti
1 CURBSILE ' Find Service Type beginning with: Acti
1 CURBSIDE Acti:
1 CURBSIDE Act.i
1 CURBSIDE RZ‘ Act.i:
1 CURBSIDE I Acti:
1 CURBSIDE Acti

I r . ¢l|  Hel

[N By Enrolled Service

Service Program Custoner Mame

R1 CURBSIDE 00011208 DIMAPOLI MICHAEL J & MI
CURBSIDE | CUTTONE YINCENT AMNDRE

R2 CURBSIDE 00001422 AMDERSOM KEMMETH D & LY

R2 CURBSIDE 00001435 YIERSTRA BRUCE C & CATHIY

2 CURBSIDE  00001d6d KILMARTIN MATTHEW 2 ASHIY

2. ABOUT CUSTOMER ADDRESSES

2.1. About the Parcel Address

The parcel address is linked from the Assessing records to show the legal reference of the location. This
is based on the town’s Map-Block-Lot identification structure. The name of the CURRENT owner of the
parcel is linked in and displayed on this screen.

Customer Query

Cust No

Parcel# 1565 /2 14
Primary  SMITH JOHN A

Service Address
Matne 1 FEIGH LESLIE A 5
Mame 2

SecondarySMITH JOHN A Location# 149 Street# 1439
Location 149 SPENCER BROOK RD Street SPEMCER BROOK RD Unit#
City CONCORD A Zip 01742-5226 Line 2
City CONCORD St MA Zip 01742-522%
Real Parcel Update

Current Owner

Parcel 5
Account [I565 /2 /!

Location# Street#

Unit

149 [IEE]

Street

[EPENCER EROOK RO I
City

COMCORD

State Zipcode

MA 51742*5226

SMITH JOHM A
SMITH JOHM A
122 MAIN STREET

CONCORD,. MA 01742-5226
TAARTODDAF TOFTFTAT ARFFAAAAR

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2015 Real Estate Bill Payment Ing
2 Billg 501535-00 Year [E015 % Search... | Tendered
3 Cwener | FEIGH LESLIE A 5 TR Cesh-Cain
4Location| 149 SPENCER BROOK RD Cash-Paper
SAccount| 1565 /2 ! Check
G Parcel 1565 /2 / Ciber:
Hill Bayment | Detail Payment | Tranzactions | & Trx Summary | 0 Attachments | ZMLCS
Charge Deduction  Abatement Interest Het Bill Paid Refi
ger 1 5639,27 542,91 6162,18
Oer 2 Be39,27 239,08 5978.65
Qe 3 5712.% 142,44 5855,40
Qer 4 712,98 712,96
Bill Totals 22704 .46 102492 23729.39
e
Owner of Record Current Owner
FEIGH LESLIE A 5 TR SMITH JOHM A
FEIGH EREHT T TR SMITH JOHN A
149 SPEMCER BROOK RD 123 MAIM STREET
COMCORD . MA 01742-0000 COMCORD, MA 01742-5226,
TARTOODAF TOF TRTAT A RAAFOTFFTFTFFTFFTT

2.2. About the Service Address

April 2015

The service address is the physical address where the curbside collection activity is performed.

If a Parcel# is entered on the Customer record, then the Service Address is defaulted from the Parcel

location on file

Customer Maintenance

Cust Ho F50000003
Marme 1
Parcel# |iGG5 /7 / Mame 2
Primary  BEAMER DAVID B
SecondaryBEEAMER AMY M Lacations
Location 333 POPE RD Street
City CONCORD St MR Zip 01742-0000 Line 2
City

Service Address

[BEAMER DAVID B

BEAMER AMY M

383 Streett &3
FOFE RD nige [
FONCORD st @ zZip pi7az-5205

It may then be edited (to refine the address if needed), by simply typing over the data that is shown.

Customer Maintenance

Cust No FOOOOOOS

Marme 1
Parcel# [iGe5 /7 /4 Name 2
Primary  BEAMER DAVID B
Secondary BEAMER AMy M Location##
Location 322 POFE RD Street
City COMCORD St MA Zip 01742-0000 Line 2

City

Service Address

[BEAMER DAYVID B

[BEAMER AMY

I

Street# [283

0OFE ED

Unit#  [1234

ACK OF HOUSE

ONCORD

st MR Zip pl7aa-5208

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2.3. About the Mailing Address

The mailing address is the physical location where the bills will be delivered. This can be different than
the service address and/or the parcel address.

Customer Maintenance
Cust No [50011221 Service Address
RETGERIEF A MER DAVID B
Parcel? [i565 /7 ¢ Name 2  [BEAMER AMY M
Primary  BEAMER DAVID B
Secondary BEAMER AMY M Locations [353 Street# 383
Location 383 POPE RD Street FOPE RD Unit |
City COMCORD St MA Zip 01742-0000 Line 2
City ONCORD 5t A Zip p1742-5205
| 1 Customer | 2 sftachments | a BillHistory. | 4 T History. | Shotes | & Custom Fields | 7 FieldlLogs |
Mailing Address [~ Same as Service Address
Mame 1 Phone 1 {0003 000-D000 Ext D000 Typ [
Mame 2 Phone 2 {0003 000-0000 Ext 000 Typ [
Ling1 Phone 3 (0003 000-0000 Ext [000 Typ [
Line2
Ling3 E-mail Bil [~
Lined E-mail Addr |
Lined
City st [ Zip 00000000
Country

But, if you wish to set the mailing address to be the same as the service address, just click the checkbox.
In doing so, the system will default the mailing address to the service address of the customer.

Customer Maintenance

Cust No [50011221 Service Address
Parcel# [1565 /7 I3
Primary  BEAMER DAVID B
Secondary BEAMER AMY M Street# 323
Location 353 FOPE RD FOPE RD Unitt |
City COMNCORD St MA
ICOMCORD st WA Zie p1742-5208

| 1 Customer | 2 pttachments | 3 il Hls‘tory 4 Trx History | Shotes | 6 Custom Fields | 7 Fieldllogs |

Mailing Address ﬁ_ %as SEM Address
Marme 1 [BEAMER DAVID B Phone 1 0007 000-0000 Ext Pooo Typ [
Mamme 2 [BEAMER AMY M Phone 2 0007 000-0000 Ext Poo0 Typ [
Linel  [3E3 POPE RD Phone 3 (0007 000-0000 Ext Pooo Tvp [
Line2
Lina? E-mail Bl [~
Line4 E-mail &ddr |
Lines
City CONCORD St MA Zip p1742-5205
Country

Or, the mailing address may be completely different to the parcel address and/or the service address. In
this case, manually type in the Mailing Address for the customer.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 26
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The customer may

also wish to receive
the bills via e-mail

by setting this
checkbox and

entering an email

address.

Customer Maintenance

Cust Ho [50011221 Service Address

Mame1 [BEAMER DAVID E
Parcel# 15655 /7 / Mame 2 [BEAHER AMY M
Primary  BEAMER DAVID B
SecondaryBEAMER AMY M Location# [§83 Street# [383
Location 233 POFE RD Street 0OPE RD
City COMCORD St MA Zip  01742-0000 Line 2

City ONCORD

1 Customer | 2 attachments | 3 EillHistory, | o Trx History, | Shotes | 6 Custom Fields |
Maﬁng Address [~ Same as Service Address

MName 1 [JOHM SMITH Phone 1 (0003 QoO-0000 E
MName 2 |00 JS REALTY TRUST YENTURES Phone 2 L0000 QO0-0000
Line1 123 MAIM ST Phone 3 i
Line2 FUITE 1234
Linea E-mail Bill [
Lined E-mail Addr USHITH@JSREHLTYVEHTURES‘EDH
Lines
City COMCORD St A Zip pirdaz-0000

3. ABOUT SUBSCRIPTIONS

If the customer is enrolled in any subscription programs then they will be displayed here showing the start

and end date of the last bill sent to the customer.

Customer Query
PPocoooor] J ‘Service Address.

Name 1 FEIGH LESLIE A §
2

CustNo

Parcelt 1565 /2 /

Primary  SMITH JOHN A
SecondarySHITH JOHN A
Location 149 SPENCER BROCK RD

city  concoRn St Zip 01742

Program Enroliment

sounsioy | _stoerd

toustoner_| |_gAtichments |

Mailing Address.
Name 1 FEIGH LESLIE A §

= Soimo as Servce Address Senice

RT7

Program
CURESIDE

Description
Trash & Recycle Thursda

Qty Enrolled Start Date End Date

149 SPENCER BRDOK RD

Lines
Lines

01-Sep-2013 01-Hov—-2014 30-Apr—2015

Stop Date

Last Billed
01-How-2014

City  CONCORD
Country

Program Enroliment

Program  Senice
CURBSIDE  RT7

esiption
Trash & Recycle Thursda

O Emolled  StartDate  EndDate
01-Apr-1996 01-Now-2014 30-Rpr-2015

LastBiled
01-Now-2014

Stop Date

3.1. Current Subscriber

If the STOP DATE is null then this is a current subscriber.

Program Enroliment

Service
RT7

Program
CURESIDE

Description
Trash & Recycle Thursda

oty Enralled Start Date End Date
01-5gp-2013 01-Mow-2014 20-Apr—-25

Lyst Billed
Pl-Mow-2014

Stop Date

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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3.2. Former Subscriber

If the stop date is set, they are not a current subscriber or will stop being a current subscriber at the end of
the current cycle.

Program Enrollment

Program Service Description Qty Enrolled Start Date End Date Stop Date Last Billed
CURBSILE RTG Trash & Recucle Hednesd 01-Jun—-1993 01-Mow-201d4 30-Apr-201%, 20-Fpr—2019 01-Now-2014

4. ABOUT ATTACHMENTS

An unlimited set of documents may be associated with a customer including optionally attaching bills that
are generated by the system.

Customer Query - Attachments
Gota...
= CustNo  [po0oddso Service Address
. Mame1  THIBEAULT JOHM L & LIMDA
Actions
Parcel# 2326 /13 / Mame 2
Primary  THIEEAULT JOHM L = LIMDA
Secondary Location# 27 Street# g7
Location 27 NORTH BRAMCH RD Streat MORTH BRAMCH RD Linit#
City COMCORD St M Zip 01742-3207 Line 2
City COMCORD St A Zip 01742-3807
1 Customer | | 2 &ttachment (1) | 3 Bil History | 4 Trx History | Shotes | & Custom Fields | 7 Field Logs (2) |
T Add Attach Seg# Description Filename . .
I_'_et,t,er' of address change sent in 4/1/15 Finnot_201250545200, pdf W Wieww | Z Email | D Remave |

4.1. Add Attachment

You may attach documents to the customer record such as correspondence.

NOTE: You need to have previously scanned and saved the document - or
saved it from some other source such as an email or a flash drive. The file
may NOT be stored on your local hard drive. It must be stored in a folder
that is accessible via the AUC server and available to other users of the
AUC application. If you need assistance with this, please contact your
System Administrator to determine where you should be saving these
scanned files.
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In order to attach, place a scanned copy of the document on the server and click the Add Attach button.
The following windows dialog box will be displayed where you can find and choose the document to be

attached.

moper ———————————————————————————@|

G\ )V| = admhome = Transfer = MiscEilling

COrganize »  Kew Folder

- -
- Favorites = EnE

Bl Deskiop
4 Downloads
=l Recent Places

0 Libraries
3 Documents
.J7 Music
|| Fictures

B videos

1M Computer
&, r1s_cich
w IRIS_Direct (D:)
—a ADMINS_36 (E:)
# admhome (\\iris\auLI 4]

File name: ICustDDDDDDI_DZ—DZ—IS_LEttEr

Highlight the document and select Open to attach.

Zip 01742-5228

Customer Maintenance
Cust No F50000001 Service Address
Marne 1 WILLIAMS KEWIM A
Parcel# 1564 - - Mame 2 WATERMAM-WILLIAMS JACQUELIME
Primary
Secondary Location# 394 Street# 394
Location Street FPOPE RT Unit#
City St Zip  00000-0000 Line 2
City COMCORD 5t MA
1 Customer | | 2Attachment (2) | 3 Bil History | 4 Trx History | SMotes | 6 Custom Fields 7 Field Logs (4) |
Seg# Description Filename
|1 Driginal Ft 2016 M 1 Bill Print HBBILL_QOiGEURBSIDEOOdEIB101,F‘DF
" etter to Customer : =} ':ust,ClOOOOO1_02—02—15_Let,ter‘ Ldocx W iy Z Email

D Remove

Optionally, enter a description of the document.

4.2. View Attachment

You may view the document that is attached. Highlight the desired document and select the View button
on the right hand side of the screen. The document will be displayed.
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1 Customer | | |2 Attachmert (2) | 3 Bill Histary | 4 Trx History | Shotes | & Custom Fields | 7 Field Logs (41 |
Seq# Description Filename
friginal FY 2016 Run 1 Bill Print MBEILL_Z01ACURESIDECO4S5101 . FIF
[ 5 Cust0000001_02-02-15_Letter ,docx I W igw II Z Email D Remove

4.3. Email Attachment

You may email the document to any valid email address. To do so, highlight the desired document and

select the Email button on the right hand side of the screen. The following prompt will be displayed.

1 cCustomer | | 2 Attachment (23 | 3 Bill Histary | 4 Trx History | Shiotez | £ Custom Fields | 7 Field Logs (41 |
Seq# Description Filename
I [riginal FY 2016 Ru

MEBILL_2016CURESIDECO455101 ,FOF
Cust0000001_02-02-15_L etter ,docx

W iEy Z Email [ Remove |

BN [AUC] 10000-Customer Maintenance [kathy] =]
Sending Attachment via Email

Optional: Enter Contact Name [Kathy]

Optional; Enter Note

|Her: is a copy of the document that was mailed out to you on 2/2{15.
Optional: Enter Note

|Any questions, please give us a call. Thank you.
Requircd: Enter Email Address [kathyc@admins.com

Email Attachment
Lookup || 0K |I Cancel Clear All

.

1 attachment has been sent

L 0 4

The email will look like this:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 26



ADMINS Unified Community Customer Query
Revenue — Miscellaneous Billing April 2015

From: kathyc@admins.com
To: Kathy Coughlin J
Cc Kathy Coughlin

Subject: Miscellaneous Billing Attachment From 00000001

| Message | B Custo000001_02-02-15_Letter.dock (29 KB)

Dear Kathy, @

Here is a copy of the document that was mailed out to you on 2/2/15.
Any questions, please give us a call. Thank you.

Miscellaneous Billing attachment Letter to Customer 8886881 2/2/15
Filename: Cust@eee8sl_e2-82-15_ Letter.docx

Thank you @
Kathy Coughlin _/

aapeeeal, 2

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

@ The FROM and CC addresses are from the user who initiated the email. The email address used
_/ is from their User Profile.

@ This informatiion is from the contact name and note information entered on the prompt.

@ This is email body generated from the AUC system. It contains the customer number and the
_/ date of the email. It also contains the filename of the attachment. The salutation is the name in
the users User Profile.

4.4. Remove Attachment

If the attachment was not added by the system it can be removed. To remove an attachment, select the
attachment and click the Remove button.

1 Customer | | 2A&ttachment (2) | 3 Bill History | 4 Trx History | Shotes | & Custom Fields 7 Field Logs (4) |

Seg# Description Filename

E Letter to Customer 0000001 2/2/15 Lust 0000001 _02-02-15_Letter docx W WiE | Z Ermnil Il D Remave I
1=

This button will only appear on attachments that were not added by the system.

For example, in the screen capture shown below, the highlighted attachment does not have a Remove
button.
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1 Customer | | |2 Attachment (23 | 3 Bill Histary | 4 Trx History | Shotes | £ Custom Fields | 7 Field Logs (4) |
Seg# Description Filename
|1 Priginal FY 2016 Fun 1 Bill Print MEEILL _2016CURESIDECO485101 PIF o Wiew | Z Email |

Letter to Customsr 0000001 2/2/15 Custo000001_02-02-15_Letter  docx

5. ABOUT BILL HISTORY

As bills are issued for customers, they are permanently stored in the system. This screen will display all
the bills that have been generated for this customer. To access this screen, click on the Bill History button.

Customer Maintenance - Bill History
Coto- Cust No Service Address
Actions Name!  WILLIAMS KEVIN A
-~ Parcel? 1554 - - Name 2 WATERMAN-WILLIAMS JACQUELINE
Primary
Secondary Location# 394 Street® 394
Location Street POPE RO Unit#
City Zip  00000-0000 Line 2
City CONCORD St MA  Zip 01742-5228
1Customer | 2attechment (2) | SEiHistan 4 Trx History | Shates | B Custom Fields | 7 Field Logs (4) |
Year Program Bill# Charged Paid Refund Adjust Balance Bill Date Due Date
9 Histary List .

2016 CURBSIDE  004881-01 105,00 105,00 01-Apr-2015 01-May-2015 ¥ Go To Bil
2015 CURBSIDE  004882-01 110,00 110,00 01-Now-2014 01-Nov-2014
2015 CURBSIDE  (0d4881-02 110,00 110,00 01-May-2014 01-May-2014
2014 CURBSIDE  004882-01 105,00 105,00 01-Now-2012 01-Nov-2013
2014 CURBSIDE  004872-02 105,00 105,00 01-May-2012 01-May-2012
2013 CURBSIDE  004878-01 100,00 100,00 01-Now-2012 01-Nov-2012
2013 CURBSIDE  004872-02 100,00 100,00 01-May-2012 01-May-2012
2012 CURBSIDE  004889-01 95,00 95,00 01-Nov-2011 01-Mow-2011
2012 CURBSIDE  00d4852-02 95,00 95,00 01-May-2011 01-May-2011
2011 CURBSIDE  (04854-01 92.00 92,00 01-Now-2010 01-Nov-2010
2011 CURBSIDE  004823-02 92.00 92,00 01-May-2010 01-May-2010
2010 CURBSIDE  Q04850-01 87.00 87.00 01-Now-2009 01-Nov-2009
2010 CURBSIDE  001030-02 87.00 87.00 01-May-2009 01-May-2009
2009 CURBSIDE  001038-02 227,00 5.00 232,00 01-May-2008 01-May-2008
2009 CURBSIDE  001034-01 79,00 79,00 01-How-2008 01-Nov—2008
2008 CURBSIDE  004593-02 148,00 148,00 01-May-2007 01-May-2007
2008 CURBSIDE  001037-01 74.00 74,00 01-Novy-2007 01-Nov-2007
2007 CURBSIDE  00d4&11-01 136.00 136,00 01-Now-2006 01-Nov-2006
2007 CURBSIDE  004593-02 62,00 62,00 01-May-2006 01-May-2006
2006 CURBSIDE  004E06-01 83,00 632,00 01-Now-2005 01-Nov-200%

2006 CURBSIDE  0Q04595-02 63.00 63,00 01-May-2003 01-May-2002

If there are more pages of bills, More will display in the lower left hand corner of the screen. Use your
Page Up and Page Down keys to display the bills.

You can “drill down” to the Bill Payment screen for a particular bill by selecting the desired bill and
clicking the Go to Bill button located on the right.
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1 Customer | 2 Attachment (2) 2 Bill Histary: 4 Trx History S Motes & Custom Fields | T Field Logs (4)
Year Program Bill# Charged Paid Refund Adjust Balance Bill Date Due Date
2016 CURBSTOE  004881-01 105,00 105,00 01-Apr=2015 01-Hay-2015 | ¥ GoTail |
2015 CURBSIDE  004882-01 110,00 110,00 01-Now-2014 01-Nov-2014
2015 CURBSIDE  004331-02 110.00 110,00 01-May-2014 01-May-2014
2016 Curbside Bill Payment Inguiry
2 Bill# 0 (1 Year Eoia # Search... | Tendered Cash Back Applied Total
3 Owner URBSIDE SUBSCRIBER Cashi-Cain
45rvadr| [554 POFE RD Cash Paper
scustt | PO00000L Check
EParcel | [1564 - - Otfer
Eilpaymert | | Detell Payment | Transactions | @ Trx Summary | 0&tachmert 1) |
Charge Net Bill Paid Refund Adjust Balance & Lply
Fun 1 105,00 106,00
Bill Totals 105.00 105.00 Bal

5.1.

Issue a List of Bills for this Customer

April 2015

You can run a Customer Bill History Summary by clicking the History List button located on the left

hand side of the screen. This report displays the bills within the criteria specified.

Customer Maintenancs

= Cust No

Parcel® 1564 - _
Primary

Secondary

Location

City

1cCustomer | 2Attachment (2) |

3Bl Histary) |

St Zip  00000-0000

4 Trx Histary |

Year Program Bill#
2016 CURBSILE
2015 CURBSIDE

9 History List

Charged Paid
004881-01 105,
004882-01 110,

Refund
Qo
o8]

The output dialog box will display.

[N Task 10672: Customer Bill History Summary

Customer Bill History Summary

Run as & Preview ¢ Print < PDF  Excel
If Printing use Duplex & Yes 1 No
Lookup | OK I Cancel | Clear All |

Upon completing your selections and clicking OK, the report will display or print:
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10672-MECUSEILHISSTM. EER Printed 02-Feb-2015 at 18:24:20 by KATHY Page 1
Touwn of ADMING
Customer Bill History Summary
Customer#: 00000001
Owvmer: CURBSIDE SUESCRIEER az of 18:24:28 on 02-Feb-2015
Service Address: 394 POFE RD
Tear Bill# Program Charges Adjustments Refunds Payments Balance
2016 004851-01 Curbside 105.00 .00 ] ] 105.00
2015 00435Z-01 Curbside 110.00 .00 ] ] 1lo.00
2015 004351-02 Curbside 110.00 .00 ] ] 1lo.00
2014 004352-01 Curbside 105.00 .00 ] ] 105.00
2014 004572-02 Curbside 105.00 .00 .on .on i05.00
2013 004378-01 Curbside 100.00 .00 oo oo loo.oo
2013 004372-02 Curbside 100.00 .00 oo oo loo.oo
2012 004359-01 Curbside 95.00 .00 ] ] 95.00
2012 004352-02 Curbside 95.00 .00 ] ] 95.00
2011 004354-01 Curbside 82.00 .00 ] ] 92.00
2011 0048328-02 Curbside 82.00 .00 ] ] 92.00
2010 004350-01 Curbside 8§7.00 .00 ] ] &§7.00)
2010 001030-0& Curbside §7.00 .00 ] ] §7.00
2009 001035-0& Curbside 227.00 5.00 ] ] Z3Z.00
2009 001034-01 Curbside 79.00 .00 .on .on 79.00
2008 004599-02 Curbside 145.00 .00 oo oo 1l4s.00

6. ABOUT ALL TRANSACTIONS FOR A CUSTOMER

The transaction history screen displays all the transactions (bills, payments, refunds, adjustments, etc) that
have taken place for a given customer. This screen is presented in Year order (highest to lowest).

sk Cust No Service Address
Actions MName 1  WILLIAMS KEVIM A
- Parcel¥ 1564 - - Mame 2 WATERMAN-HWILLIAMS JACQUELINE
Primary
Secondary Location# 334 Street¥ 394
Location Street FOPE RD Unit#
city st Zip (O000-0000 Line 2
City CONCORD St MA  Zip 01742-5228
1 Customer 2 aftachment (2) 3 Bl History & Tt Histary & Notes 6 Custom Fields T Fiekl Logs (4)
n— Year Bill Description Trx Date Charges Payments Other Display - Tran Code Desc.
_ 2016 004881-01 1-Trash & Recwcle Thu 01-Apr-2015 105.00 Billing
S Lk 2015 004881-02 2-Trash & Recycle Thu 26-Mar-2014 110,00 Billing
— 2015 004882-01 1-Trash & Recycle Thu 26-Sep-2014 110,00 Billing
2015 000000-00 2015-91-TOTERS-RTS 02-Feb-2015 DELETE SUBSCRIPTION SERVICE
2015 000000-00 2015-95-BARRELTAGS-RT 02-Feb-2015 DELETE SUBSCRIPTION SERVICE
2014 004872-02 2-Trash & Recycle Thu 25-Mar-2013 105,00 Billing
2014 004882-01 1-Trash & Recucle Thu 26-Sep-2013 105,00 Billing
2013 004872-02 2-Trash & Recucle Thu 23-Mar-2012 100,00 Billing
2013 004878-01 1-Trash & Recwcle Thu 20-Sep-2012 100.00 Billing
2012 004852-02 2-Trash & Recycle Thu 25-Mar-2011 95,00 Billing
2012 004889-01 1-Trash = Recucle Thu 23-Sep-2011 95,00 Billing
2011 004828-02 2-Trash & Recwcle Thu 26-Mar-2010 92.00 Billing
2011 004854-01 1-Trash & Recycle Thu 24-Sep-2010 92,00 Billing
2010 001030-02 2-Trash & Recycle Thu 13-Mar-2009 87.00 Billing
2010 004850-01 1-Trash & Recucle Thu 24-Sep-2009 87,00 Billing
2003 001034-01 1-Trash & Recucle Thu 28-Aug-2002 73.00 Billing
2009 001038-02 2-Trash & Recwcle Thu 07-Mar—2008 74.00 Billing
2009 001038-02 2-Trash & Recycle Thu 07-Mar-2008 74,00 Billing
2003 001038-02 2-Trash & Recucle Thu O7-Mar-2002 73.00 Billing
2009 001038-02 2-Trash & Recwcle Thu 07-Mar-2008 5.00 Abatement
2008 001037-01 1-Trash & Recycle Thu 10-Sep-2007 74,00 Billing
More

If more than one page of transactions are available, More will be displayed in the bottom left hand corner
of the screen. Use your Page Up and Page Down keys to move between pages.

7. ABOUT OTHER ADDITIONAL FIELDS TO DISPLAY

The Display button over the last column on the screen is used to display additional values on the screen.
Click the button and additional options are presented to select and display on the screen.
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1cCustomer | 2Attachment c2) | 3 Bl History | ez Histar SMotes | BCustomFields | Fisld Logs (4) |
Year Bill# Description Trx Date Charges Payments Other I Display - Tran Code Desc.
2016 004881-01 1-Trash & Recycle Thu 01-Apr—2015 105,00 Billing
2015 004881-02 2-Trash & Recycle Thu 26-Mar—2014 110,00 Billing
2015 004882-01 1-Trash s Recycle Thu 26-Sep—201d 110,00 Billir

7 Field Logs (4) | /

1cCustomer | 2attschment (2) | 3Bl History | 4T Hisery | Shotes | 6 Custom Fields |

Year Bill# Description Trx Date Charges Payments Other | Dizplay - Deposit Date | |
2016 004331-01 1-Trash & Recycle Thu 01-Aer-2015 105.00 01-Apr-2015
2015 004881-02 2-Trash & Recycle Thu 26-Mar—2014 110,00 26-Mar-2014
2015 004832-01 1-Trash 2 Recycle Thu 26-Sep—2014 110,00 26-Sep-2014

7.1. Issue a History List

The History List display the history of bills for a customer based on the criteria entered.

EI Task 10670: Customer Transaction History Listing

Customer Transaction History listing

Optional: Enter Bill Year Range From ear: || To Year:l
Optional: Enter Program Type |

Run as & Preview  Print " PDF " Excel
If Printing use Duplex & Yes  No

Lookup | 0K I Cancel | Clearﬁ\lll

Display -
Display -
Display -
Display -
Display -
Display -
Display -
Display -
Display -
Display -
Display -

Display

Display -
Display -
Display -
Display -
Display -
Display -
Display -
Display -
Display -
Display -

April 2015

Transaction #
Tran Code Desc,
Receipk #
Check #
Check Name
Check Amount
Cash Amount
Other Amount
Check Date
Balch #
Revenue Date

Iser
GL Batch

GL Code

GL Ref#You#
Wendor

Woucher Date
Transaction Desc
Entry Date

Post Date
Woucher

Spec [nvoice Desc

You can optionally select a Bill Year Range and/or a Program Type to drill down on the content you want

to see or leave the prompts blank and display all.
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10670-MECUSTRIHIS . REP Printed 03-Feb-2015 at 08:15:28 by KATHY Fage 1
Town of ADMINS
Customer Transaction History Listing
Tear: 2016
Customer#: 00000001 Transactions posted on this account
Owmer: CURESIDE SUBSCRIBER as of 0B8:15:28 on 03-Feb-2015
Subscription: 0l1-May-2015 to 31-0ct-2Z01l5
Hervice Address: 354 POPE RD
Parcel: 1564--
Transaction Transaction
Date Billed Date Due Bill# Pun# Service Description Trx Date Charges Adjustments Refundsz Paymenta EBalance
01-Apr-2015 01-May-2015 004351-01 1 Trash & Recycle Thursday Billing 01-Apr-2015 105.00 .00 .00 .00 105.00
105.00 .oo .00 .00 105.00
#%% Bill Total **% 105,00 .00 .00 .00 105.00
Tear: 2013
Customer#: 00000001 Transactions posted on this account
Oymer: WILLIAMS FEVIN A as of 05:15:25 on 03-Feb-2015
Subscription: 01-May-2014 to
Service Address: 354 POPE RD
Parcel: 1564--
Transaction Transaction
Date Billed Date Due Bill# Run# Service Description Trx Date Charges Adjustments Refunds Payments EBalance
01-May-2014 01-May-2014 004881-0Z2 2 Trash & Recycle Thursday Billing 26-Mar-z014 110.00 .oo .00 .00 110.00
110.00 .oo .00 .00 110.00
#F% Bill Total **% 110.00 .00 .00 .0o 110.00

7.2. Issue a Summary List

The Summary List displays the transactions for the customer for the history of the bills in summary

format based on the criteria entered.

I ﬂ Task 10671: Transaction History Summary

Transaction History Summary

Optional: Enter Bill Year Range From Year: || To Year:l
Optional: Enter Program Type I

| Bunas & Preview " Print " PDF  Excel

If Printing use Duplex & Yes ¢ No

f Lookup | OK I

Cancel | Clear All |

You can optionally select a Bill Year Range and/or a Program Type to drill down on the content you want
to see or leave the prompts blank and display all.
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Town of ADMINS
Transaction History Sumnmary

Tear: 2016
Custonerg: 00000001

10671-MBTRINHISSUM. REP Printed 03-Feb-2015 at 08:22:47 by EATHY

Page 1

Oyner: CURESIDE SUBICRIBER as of 05:22:47 on 03-Feb-20L5
Herwice Address: 394 POPE RD
Eill#: 004581-01
Trx Date Charges Other Charges Adjustnents Refunds Payments Descriprtion
0l-Apr-2015 105.00 .00 .00 .00 .00 EBilling
105.00 .00 .00 .00 .00
Tear: 2015
Custoner#: 00000001
Ommer: WILLIAMS EEVIN & as of 08:22:47 on 03-Feb-2015
Jervice Address: 394 POPE RD
Eill#: 004881-02
Trx Date Charges Other Charges Adjustnents Refunds Payments Description
26-Mar-2014 110.00 .00 .00 oo .00 EBilling
110.00 .00 .00 oo oo
Tear: 2015
Custoner#: 00000001
Ommer: WILLIAMS EEVIN & as of 08:22:47 on 03-Feb-2015
Jervice Address: 394 POPE RD
Eill#: 004882-01
Trx Date Charges Other Charges Adjustnents Refunds Payments Description
26-Sep-z2014 110.00 .00 .00 il .00 EBilling
110.00 .00 .00 il il

8. ABOUT CUSTOMER NOTES

April 2015

The Notes screen is used to store notes about the customer. You can add, delete or email notes from this
screen. These notes are for internal use and do not print on any Invoices or Receipts issued to a customer.
However, please remember that all information stored in the AUC application should be considered
available for public viewing and thus, private or sensitive information should not be managed here.

Customer Maintenance

City CONCORD

|| Custho Service Address
Actions Name1 WILLIAMS KEVIN A
— Parcel# 1564 - - name 2 WATERMAN-WILLIAMS JACOQUELINE
Primary
Secondary Locatiors 394 Street® 394
Location Street POPE RO Unit#
City St Zip  00000-0000 Line 2

S MA  Zip 01742-5228

4 Customer 2 Aftachment (2) 3 Bill History 4 TrxHistory | SWotes | 6 CustomFiekds | 7 Field Logs (4} |

i Cat
2 8dd A Note Date Time User egary Motes

[p3-F=b-2015 05138337, KATHY [WSTE E,2,15 An Irwalid sticker was on the bin

fo:00z00, |

Entered:
03-Feb-2016
KATHY
Changed:
03-Feb-2015

g Edt Note | 0 Email Now | Delete
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8.1. Add a Note

To add a note, click the Add A Note button located on the left hand side of the screen. This will add a
record for this customer with the current date and time and username. Using the Edit Note button you
can then type your note information for this record.

The notes will appear in chronological order, with the most recent note appearing at the top of the screen

1 Customer | 2 Attachment (2) | 3 Bill History | 4 Trx History 5 hates & Custom Fields | 7 Field Logs (4) |
Date Time User Category Motes
Z-Feb—2015 P8:43:48, KATHY G Edit Mote | Delete
3-Feb—2015 08:38:37, KATHY EN\."STK 2,15 An Invalid sticker was on the bin
0300300,

Fill in or select from the lookup the category associated with this not. For instance, INVSTK for an
invalid sticker.

Click the Edit Note button to add and/or edit a note to the line.

1Customer | 2attachment (2) | 3Bl History | 4 Trx History | I Shotes | & Custom Fields | 7 Field Lags (4) |

Date Time User Category Motes
03-Feb-2015 08:35:37. KATHY [MVSTK P.2.15 An Irwalid sticker was on the bin I & Edit Mote IgEmaiI Mowe | Delete |
T

9 Add A Nate

| pozoo;oo, | | | \ ’

File Edit ‘iew Insert Format Help

W= EE YT
IEDurierNew[Western] j I'ID j Bljlgl@l Eg'

B T

"

I2.2.15 An Imvalid sticker was on the bin

Once note text has been added, the Email Note button will display.

8.2. Email Note Now

You may email any note “now” if you simply want to alert someone to this action as opposed to setting
up a reminder for future reference. Click the Email Now button to access the prompts and indicate whom
to email the note.

fi( T« The Email Now button will not appear on the line until a note has been entered.
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1Customer | 2attachment (2) | 3Bl History | 4 Trx History | I Shotes | & Custom Fields | 7 Field Lags (4) |

0 Add A Nate Date Time User Category Motes
B 03-Feb-2015 08:35:37. KATHY [MVSTK P.2.15 An Irwalid sticker was on the bin & Edit Mote Delete |
[ B0:00:00, [ [ |

Ml [AUC] 10000-Customer Maintenance [kathy]

Sending Attachment via Email

Optional: Enter Contact Name |Kalhy

Optional: Enter Note Please contact us immediately at 555-555-5555))

Optional: Enter Note |

Required: Enter Email Address |ka|hyc®admin5.cum

Lopkup . Cancel Clear All

v

Email Note E

& Mote has been sent

The email sent will look like this.

Miscellaneous Billig Note From 00000001
kathyc@admins.com

Sent Tue 2/3/2015 9:16 AM
Tc Kathy Coughlin _)

Cc Kathy Coughlin

Dear Kathy,

Please contact us immediately at 555-555-5555.

2.2.15 An Invalid sticker was on the bin

Thank you
Kathy Coughlin

060808881,083-Feb-20815,088:38:37.18

2)

Refer to Miscellaneous Billig Customer 88888881 @

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

0 The FROM and CC addresses are from the user who initiated the email. The email address used

is from their User Profile.
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This informatiion is from the contact name and note information entered on the prompt.

This is email body generated from the AUC system. The first line is the note entered on the
screen. The second line contains the customer number. The salutation is the name in the users
User Profile.

Q0O

8.3. Delete a Note

If you inadvertently add a Note Line, you can delete the line. Click the Delete button on the highlighted
line.

1Customer | 2 Attachment (2) | 3 Bill Histary | 4 Trx History | | Shotes | B Custom Fields | 7 Field Logs (47 |
J Date Time User Category Motes
& Edit Nate | 0 Email Nowi Delete ||

[03-Feb—2015 [02:43:45, KATHY
03-Feb-2015 [p8:38:37, KATHY

8.4. Report of Notes

The Report Library contains a report that may be printed showing all notes on file for a given customer.
Or you may wish to issue a report of similar notes across all customers based on a desired Category.

Click Misc BillingPReportsPReport Library
Click the CUSTOMER REPORTS button located in the left hand navigation panel.
Click report # 16020 called Customer Notes Report

m=[toc] 10601-Report Library Customer [mary]

File Edit Ledgers Purchase Orders Accounts Payable Human Resources Collections Tax  Motor Ewcise Misc Biling System  Favorites Help

Bol@] B w|e||m] #H] O &5 ol

Report Library Customer

Goto

Report Name Last Run Date Time

10618-FParcel vs Subscriber Address Mismatch Zample | Run
@e 12104148,95

Actiops

10616-Customer with no Parcel# assigned Sample | Run
10620-Custoner Motes Report SaEmple Run
10640-Custoners with Duplicate Service Addresses Sample. Run
Report Categories 10642-Custoners with Duplicate Parcel# sample | - Run
2 Collection Reports
2 Subscription Reports
3 Customer Reports
4 Trensaction Reports
5 Other Reports

The output dialog box screen displays where you may limit your selections:
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[l Task 10620: Customer Motes Report

Customer Notes Report
Optional: Enter Customer Numb
Optional: Enter Note Category mj
Optional: Restrict to this User :ﬂ\ I |
Optional: Entry Date Range [mmddyyyy] From: | To:l
Optional: Enter Service Type li
Runas & Preview ¢ Print  PDF " Excel
If Printing use Duplex & Yes 1 No

[ Lookup | oK Cancel |  Clear All

< TedRE - Customer_Notes_10620_MARY[2]lis
File Edit Format  Options
Courtr New - -l B|7|ufm] =| == [E 22| &
le11s
10620-MBCUSNOTEDT. REP Printed 09-Apr-2015 at 12:34:36 by MARY Page 1
Towm of Concord
Customer Notes Report
Custé# Service Address Date Time User Category Note
00000003 353 POPE RD 09-Apr-2015 12:33:52 MARY MISPIC 4/12/1% reported nissed pickup
00000005 450 WESTFORD RD 09-Apr-2015 12:34:11 MARY

MISFIC  4/12/15 reported missed pickup

Grand Total # records : 2

Selection Legend:

select Note Category: MISPIC

9. ABOUT CUSTOM FIELDS

April 2015

These fields are used to any type of information you choose. There are several sections on this screen that

allow for different types of information to be stored.

9 fields available for 30 Character data

5 fields available for 80 Character data

5 fields available for dates

5 fields available for values with 2 decimal places
5 fields available for values with no decimal places

Any data entered into these fields from the Customer Maintenance screen will be displayed here for

reference purposes.

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

Cust No

Parceld [iS65 /7 7
Primary  BEAMER DAVID B

Service Address

Name1 [BEAMER DAVID B

Mame 2 [BEAMER AMY M

User Defined #2
User Defined #3
User Defined #4
User Defined #5

SecondaryEEAMER AMV M Location# B85 | Streewt 53
Location 383 POFE RD Street  POPE RO Unite [
City CONCORD St Mg Zip 01742-0000 Line2
City FONCORD st A Zp pr7az—se0s
1 Customer | 2 Atiachments | 3Bl History | 4 TrxHistory | Shotes | | ECustomFields | | 7Field Logs (28) |

User Defined 30 Characters User Defined Dates

MNew Field Label multi family property User Defined #1

User Defined #2 pays online User Defined #2

User Defined #3 User Defined #3

User Defined #4 User Defined #4

User Defined #5 User Defined #5

User Defined #6

User Defined #7 User Defined Decimal 2 Places

User Defined #8 User Defined #1

User Defined #9 User Defined #2

User Defined #3
User Defined 80 Characters User Defined #4
User Defined #1 User Defined #5

User Defined Decimal 0 Places
User Defined #1
User Defined #2
User Defined #3
User Defined #4
User Defined #5

10. ABOUT FIELD LOGS

This screen displays changes that have been made to the customer record in change date order. Not every

field is logged but generalized changes made to a customer may be reviewed here.

Customer Maintenance - Field Logging

Cust No

Parcel¥ 1564 - -

Service Address
Name1  WILLIAMS KEVIM A
MName2  WATERMAN-WILLIAMS JACQUELINE

Enrolled in Program BARRELTAGS Service RTS

Primary
Secondary Location# 394 Street# 294
Location Street  POPE RD Unit
City St Zip 00000-0000 Line 2
City CONCORD St MA  Zip 01742-5228
1 Customer | 2 Attachments | 3Bl History | 4 Trx History | shotes | 6 Custom Fislds | 7 Field Logging
Change Date  Time User Field FromTo Where Changed
18-Dec—2014 09:42 ANTHEA E-Mail Bill Chkhox CUSTUPD
T
18-Dec—2014 09:42 ANTHEA Enail CUsTUPD
anthea@adnins ,com
02-Feb-2015 11127 KATHY Service Tupe CUSTUPD
Enrclled in Program TOTERS Service RTS
02-Feb-2015 11:32 KATHY Service Tupe CUSTUPD

10.1. Edit List

April 2015

While viewing the field logs for a customer, you may wish to print off a list of those changes. To do so,
click the EDIT LIST button.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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7 Field Logging I

1 Customer | 2 Attachments | 3 Bil History | 4 Trx History | 5 Mates
BRI Change Date  Time User Field From/To
- 09-Apr-2015 11:30 MARY Zip Code 01742-5205
N / 01742-5205
O9-Apr-2015 11:30 MARY Zip Code 01742-5205

Where Changed
CUSTURD

CUSTUPD

The output dialog box screen displays where you may limit your selections:

[N Task 10901: Field Logging Report - Customer Maintenance

Field Logging - Customer Maintenance Edit List

Optional: Enter Customer Number |3|

Optional: Enter Date Range From: | To:l

Optional: Restrict to this User | |

Sort: & Customer# ¢ Change User " Change Date
Runas & Preview ¢ Print  PDF " Excel

If Printing use Duplex & Yes " No

Lookup | 1] 4 I Cancel Clear All

And the report is displayed:

<& TedRE - MB_Customer_Changes_MARY[1] lis

File Edit Format Options
Courler Hew <[ = B|7|u[m=] &
[S%E]
10801-MECUSHSTFLG. REFP Frinted 08-Apr-2015 at 12:28:42 by MARY Fage 1
Town of Concord

Field Logging Report - Customer Maintenance
Customer / Service Address Change Date User Field Value There
00000003 BEAMER DAVID B 09-Apr-2015 130 MARY Zip Code 01d: 01742-5205 CUSTUPD
383 POPE RD New: 01742-5205
00000003 BEAMER DAVID B 09-Apr-2015 11:30 MARY Zip Code 01d: 01742-5205 CUSTUPD
383 POPE RD New: 01742-5205
00000003 BEAMER DAVID B 09-Apr-2015 11:30 MARY Ahddress 2 0ld: . CUSTUED
383 POPE RD New:
00000003 BEAMER DAVID B 09-Apr-2015 11:30 MARY Address 2 01d: BACE OF HOUSE CUSTUERD
383 POPE RD New: .
00000003 BEAMER DAVID B 09-Apr-2015 11:30 MARY Unit 01d: 1234 CUSTUERD
383 POPE RD Hew:
00000003 BEAMER DAVID B 09-Apy-2015 11:29 MARY Unit 01d; CUSTURD.
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