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1. Report Library by Customer 
Reports  Report Library  [3 Customer Reports] 

 

1.1. # 10618 Parcel vs Subscriber Address Mismatch 

This report is used for curbside / subscription 
invoicing programs. The report lists any 
differences between the subscriber name and 
the current owner name on the real estate 
parcel record for the parcel location.  

This report has an optional filter, allowing the 
selection of a single program type. The report 
may be Run as Preview/Print/PDF® or Excel®.  

 
Figure 1 The #10618 Parcel vs Subscriber Address Mismatch Report Run as Excel® 
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1.2. # 10515 Customer with No Parcel # assigned 

This report will identify subscription customers with no parcel # assigned; it is only relevant to sites that require a parcel 
number for each customer. 

1.3. # 10620 Customer Notes Report 

Misc Billing  Maintenance  Customer Maintenance  [6 Notes] 

 
Add notes using the  
[9 Add A Note] tab of 
the [6 Notes] tab on the 
Customer Maintenance 
screen. This report 
produces a list of notes 
that were entered for 
customers. Filter the 
report by: Customer 
Number, Note Category, 
User, Entry Date, and 
Service Type. Run the 
report as 
Preview/Print/PDF® or 
Excel®.  

 

 
Figure 2 # 10620 Customer Notes Report Run as Preview/Print/PDF®  
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1.4. # 10640 Customers with Duplicate Service Addresses 

This report includes a column that shows if there are active programs for the service address. Investigate duplicates; some 
that have active programs may be valid and remain separate, but others may need to be combined.  

Reports  Report Library  [3 Customer Reports]  #10640 Customers with Duplicate Service Addresses 

 

 
For duplicate addresses created by mistake, set the address with no active programs to be inactive. 

Maintenance  Customer Maintenance  Select Customer  [Actions]  Inactivate Record 

 

1.5. # 10666 Customers with Duplicate Names 

Reports  Report Library  [3 Customer Reports]  #10666 Customers with Duplicate Names 
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Run the report on demand from the report library. Resolve duplicates prior to assigning programs, billing, and collecting 
payments. 
 

1.6. # 10669 Customer Statements 

 

The customer statement 
is a standard statement 
that may be emailed on 
request or printed 
locally. 
 
The selections are 
described in the table 
below; a sample 
statement is shown in 
Figure 3. 
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Figure 3 Customer Statement 

 
 
Table 1 Customer Statement Prompt and Options 

Prompt Description/How used 

Optional: Enter Customer 
Number  

If left blank will list all customers, one per page 

Optional: Enter As of Due 
Date:  

Will only include invoices that are due on or before this date. If left blank will include all 
invoices 

Optional: Enter Program Type  Will only include invoices for the specified Program. The program name may be entered 
directly or selected from a [Lookup] 
 

Selection:  All All invoices that are associated with a customer with or without 
a balance 

 Open Only Only those invoices that have either a balance or credit 

 Current Month + 
Open 

All invoices billed in current month using todays date, and all 
prior invoices that still have an open balance 

 Current Month 
Only 

All invoices billed in current month. Does not include prior 
invoices that still have open balance 

Email address Optional. To email the report, enter the recipient email address; to send to multiple 
recipients, separate each email address with a comma (but no space) 

Note 1 – Note 4 Optional. If sending report by email, include this text in the body of the email. Up to 
four 80 character notes may be included. 

 



 

ADMINS Unified Community MB–440 Customer Reports 

Miscellaneous Billing March 2021 

 
 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 7 

 
 

1.7. #10646 Customers with Bills / Invoices to be Emailed  

This is a report of customers who have elected to 
receive bills via email rather than a paper bill sent by 
postal mail.  
 
This is set on the:  

Misc Billing  Customer Maintenance  [1 Customer]  

screen. Check the E-mail Bill  box and enter the 
email address. 
 

Run the report here: 

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

 

 The email will 
contain the 
customer statement 
as an attachment in 
PDF® format. 
 

 The text entered 
in the four notes 
fields will be 
included in the body 
of the email. 
 

 The return 
address will include 
the username, and 
the address for the 
department issuing 
the statement. 
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Figure 4 Run as Excel®  

 
Figure 5 Run as Preview/Print/PDF®  

Select from  
 All,  Only Active, or  Only Inactive 
customers to be reported on.  
 
The report is available to be Run as 
Preview/Print/PDF® format or Excel®. 


