REVENUE — MISCELLANEOUS BILLING
HOW TO FIND A BILL

This document will explore the various ways to find an individual bill in the Miscellaneous Billing
module.
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How to Find a Bill

0 ADMINS Unified Community
Revenue — Miscellaneous Billing

1. BILL PAYMENT SCREEN

To locate the Bill Payment Screen select Misc Billing b Collections P Bill Payment from the menu across

the top of the screen.

| Misc Biling System  Help

Maintenance 4

Billing 4

s 4 Receipk Batch Entry
Processing 2

Reports 3 Dekail Payment

The following screen will display where you may locate a bill by:

e Bill#,

Name,

Service Address,
Customer#

and more!

o Al 0Z05-Bill PFayment [mary,

Bl@| S| wle|s|w B Q| =

Fle Edit Ledgers Purchase Orders Accounts Pavable Fixed Assets Human Resources Budget Collections Tax  Motor Excise [

2016 Curbside Bill Payment
Gota...
e 2 Bl fear [Oi6 ¥ Search.. | Tender
P— 3 Cwvner URBSIDE SUESCRIEER Cash-Coin
~ 4 Sy Adr 1079 MAIM ST Cash-Faper
5 Custd# 0002298 Chech
GParcel | [EFdl - - Cthet
il paymert | DetailPawment | Transactions | @ Trs Summary | Oatachment (1) |
Charge Met Bill Paid Refund A
Curbzide A May-Oct 110,00 110,00 110,00
Bill Type:
Reprint Bill
Email Bil
Bill Totals 110,00 110,00 110,00
Service Address Current Mailing Address
1079 REALTY TRUST CURBSIDE SUBSCRIBER

April 2015
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ADMINS Unified Community

How to

Find a Bill

©

1.1. Search by Bill#

Revenue — Miscellaneous Billing

Click the BILL# button and then click on the
magnifying glass qlto search.

Click FIND and enter the desired bill number. The
leading zeroes must be entered. Highlight the
desired bill and click OK.

The bill will display.

April 2015

Purchase Orders  Accounts Payable  Fixed Assets  Human Resources  Budget  Collectio

<|«| +|>u =11 BLeY jgﬂ Jﬂﬂ

2016 side Bill Payment
2 Bill# 01 Year EOiE X Search... I
3 OwnEr URBSIDE SUBSCRIBER
4 Srv Adr | 1079 MAIN ST
5 Cust 0002295
E Parcel 2741 - ‘
Bill Fayment | [N Bills by Number
T Bill# Ourer Tupe
—01 CURBSIDE SLBSCRIBER N
00002-01 CURBSIDE SUBSCRIBER S0
Fun 1

0000O0E-01 CURBSIDE
000004-01 CURBSIDE

SUBSCRIBER S0
SUBSCRIBER 90

000005-01 CURBSIDE SUBSCRIBER S0

30 2016 CURESIDE 105,00 105.00 ] |

90 2016 CURBSIDE e WA A

90 2016 CuResIDE L RILITLI] =
90 2016 CURESIIE g Billit beginning with:

90 2016 CURBSIDE

90 2016 CURBSIDE

9 2016 CURBSIDE

90 2016 CURBSIDE IUBUU]'.'l

%

2 cancel |
90 e Ty

%0 105.00 105,00 |

0

Fa

§ean:h| Qam:elf Help | EI

Service Address

THIS IS THE NAME OF THE SERVICE ADDR
390 WESTFORD RD

CONCORD . HA 01742-5236

Current Mailing Address
CUEBSIDE SUBSCEIEER
390 WESTFORD RD
COMCORD. MA 01742-5236

1.2. Search by Owner Name

This will search by the Owner Name associated

with the Mailing Address of the bill.

Purchase Orders

Accounts Pavable  Fixed Assets

Q ice Address
nwd IS THE MAME OF THE SERVICE ADDR
280 WESTFORD RD
COMCORD, MA 01742-5235

Current Mailing Address
CURBSIDE SUESCRIBER

390 WESTFORD RD
CONCORD,. MA 01742-5236

Human Fg

Click on the OWNER button and then click on the

magnifying glass to search.

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

Page 3 of 12
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Revenue — Miscellaneous Billing

Click FIND and enter the beginning characters of
the Name (exactly as it is printed on a bill).
Highlight the desired record and click OK.

The bill will display.

April 2015

EN Lookup Find Ed I

Find Name beginning with:

Cancel |

14-01 105,00 105
2016 Og0015-01 105,00 105
oole-01 105,00 105

Sﬂarchl Can[:t:ll Help

1.3. Search by Service Address

Click the SRV ADR button and then click on the
magnifying glass to search.
q

1: Bills by Street and Location Number

2 Bill# F 05047-01

30wner | [CURBSIDE SUBSCRIBER
EER 00 WESTFORD RO

5 Custé
B Parcel

Year EO 15

k3 ocation M
Z: Bills by Service Address

. Purchase Orders  Accounts Pavable Fixed Assets  Human Resourcy

I«|4-|+|»I| {‘fﬁﬁﬂ

Year EOiE

pnnnn

1: Bills by Street and Location Murnbel

; Bills by Service Address

M bills by Street and Location Number

Strest
ESTFORD RD
ESTFORD RD
ESTFORD RD
ESTFORD RD
ESTFORD RD
ESTFORD RD
ESTFORD R el ]
ESTFORD RD
ESTFORD RD
ESTFORD RD

‘ear Bille i
2016 00504701
2016 005047-01
2016 00504702
2015 001682-01
2015 001682-02
2014 001681-02
2014 001683-01
2013 001680-01
2013 001683-02
2012 001683-01

Find Street beginning with:

ESTFORD RD 2012 001692-02
Esrory e [ANNUR 2011 001677-01
ESTFORD RD 2011 001680-02
ESTFORD RD M‘ 2010 00163002

ESTFORD RD
ESTFORD RD

2010 001691-01
2009 001628-02
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Revenue — Miscellaneous Billing April 2015

by Street and Location Number

Strest Nunber Billing Tupe Year Bill# H
ESTFORD RD 330 Curbside 2016 00504701
ESTFORD RD 390 Curkside 2016 005047-01
ESTFORD RD 330 Curbside 2016 008047-02
ESTFORD RD 390 Curbside 2015 001682-01
ESTFORD RD 390 Curbside 2015 001682-02
ESTFORD RD 390 Curbside 2014 001681-02
ESTFORD RD 390 Curbside 2014 00168301
ESTFORD RD 330 Curbside 2013 001680-01
ESTFORD RD RN, 2043 001683-02
ESTFORD RD (BN Lookup Find 2 001683-01
ESTFORD RD Find Number with value: 2 001652-02
ESTFORD RD 1 00187701
ESTFORD RD 1 00168002
ESTFORD RD o0 0 001630-02
ESTFORD RD ] 0 001691-01
ESTFORD RD

Cancel 9 001698-02
0K Find

[N Bills by Street and Location Number

Number Billing Tupe ‘Year Bill# B
390 Curbside 2016 005047-01
390 Curbside 2016 005047-01
390 Curbside 2016 005047-02
390 Curbside 2015 001682-01
390 Curbside 2015 001682-02
390 Curbside 2014 001681-02
390 Curbside 2014 001683-01
390 Curkside 2013 001680-01
LN e 2043 001683-02
2 001683-01
Find Unit beginning with: 2 001692-02
1 001677-01
1 001680-02
0 001690-02
0 001631-01

Gl 9 001698-02
0K Find

In this case, because only a partial street name was supplied,
the system returned the first set of records matching the
beginning of the string. In this case, the House# that was
supplied was ignored because the street name search was a
partial not exact search operation.

I Bill by Street and Location Number

Street Mumber Billing Tupe fear Bill#
FLLEN FARM LN 96 Curbside 1994 003195-01
PNNLRSHAC HILL RD 15 Curbeide 2016 001243-01
15 Curbside 2015 001243-01
1 n

15 Curbside 2014 001243-02

15 Curbeide 2014 001253-01
15 Curbeide 2013 001248-01
15 Curbside 2013 001254-02
15 Curbside 2012 001253-01
15 Curbside 2012 001256-02
15 Curbeide 2011 001243-02
15 Curbeide 2011 0012d6-01
19 Cyrbgide 010 001260-(;

If the search string were entered like thi

Street Number Billing Tupe Year Bill# B
ESTFORD RD 390 Curbside 2016 005047-01
ESTFORD RD 390 Curbside 2016 005047-01 1
ESTFORD RD 390 Curbside 2016 005047-02 1
ESTFORD RD 390 Curbside 2015 001682-01
ESTFORD RD 390 Curbside 2015 001682-02
ESTFORD RD 390 Curbside 2014 001681-02
ESTFORD RD 390 Curbside 2014 001683-01
ESTFORD RD 390 Curbside 2013 001680-01
ESTFORD RD AR —oi3 001683-02
ESTFORD R 2 00166301
ESTFORD RD Find Street beginning with: 2 001692-02
ESTFORD RD 1 001677-01
ESTFORD RD 1 001680-02

e 0 paRURSNACHLLRD o e

ESTFORD RD Cancel )9 001698- OQLI ﬂl

Then the system would find an exact match and would proceed
to use the House# in its search operation. In this case, “100”

was entered for the House# and the Unit# was left null:

surssu e DLisire 15a
ESTFORD RD 290 Curbside 2016
ESTFORD RD 330 Curbsids 201t
ESTFORD RD 380 Curbside 2016
ESTFORD RD 380 Curbside 2010
ESTFORD RD 290 Curbside 201t
ESTFORD RD 330 Curbsids 201
ESTFORD RD 380 Curbside 201«
ESTFORD RD 3590 Curbside

ESTFORD RD e = N
ESTFORT RD :
ESTFORD RD Find Number with value: ‘
ESTFORD RD

ESTFORD RD

ESTFORD RD t
ESTFORD RD I]UU' t

:
ESTFORD RO o

Since “100 ANNURSNAC HILL RD” is not a valid address,
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2: Bills by Service Address

3 0wner | |CURBSIDE SUBSCRIEER

4 Sy Adr I WESTFORTD RD

= Custe r\mmm
m E 1: Bills by Street and Location Mumber
Lraree | Ei .

When searching by “2: Bills by Service
Address”, you can narrow the search results
quicker because this methid assumes that
you are supplying the HOUSE# + STREET
NAME.

April 2015

the system returned the closet match. In this case, the closest

match was 94 ANNURSNAC HILL RD and 110

ANNURSNAC HILL RD

[EM sils by Street and Location Number

Balancz 30
o

Nmoer 3illing Tupe ¥
54 Curbside

110 Curt

side 2 110,00 T
110 Curbside 2015 004855-01 o
110 Curkside 2015 004856-02 o
110 Curbeide 2014 00d848-01 o
110 Curbside 2014 004857-02 o
110 Curkside 2013 004848-01 o
110 Curbside 2013 004854-02 o
110 Curkside 2012 004827-01 o
110 Curkside 2012 004865-02 o
110 Curbside 2011 004803-01 o
110 Curbside 2011 004828-02 o
110 Curkside 2010 004826-02 o
110 Curbside 2010 004836-01 o
110 Curbside 2009 004843-02 o
110 Curbside 2009 004844-01 o

oK Search

Location Billing Type Year Bill# Balance Ou

Curbside 2016 005047-01 733z CU
590 WESTFORD RD Curbside 2016 005047-01 110,00 CUI
50 HESTFORD RD Curbside 2016 00504702 110.00 CUI
90 WESTFORD RD Curbside 2015 001682-01 cu
90 HESTFORD RD Curbside 2015 001682-02 cu
90 WESTFORD RD Curbside 2014 001681-02 cu
590 WESTFORD RD Curbside 2014 001683-01 cu
50 HESTFORD RD Curbside 2013 001680-01 cul
90 WESTFORD RD R ER e cu
9 WESTFORD R0 o
90 KESTFORD RD Find Srv_Addr beginning with: a
590 WESTFORD RD - cu
50 HESTFORD RD cul
i [NURSNAC HLLAO o

90 WESTFORD RD cu

O sills by Service address

Location Billing Tupe Year Bill# Balance Ou
Curbsice 2016 005047-01 73.33 CU
Curbsice 2016 005047-01 110,00 CU
Curbsice 2016 005047-02 110,00 CU
Curbsice 2015 001682-01 cu
Curbsice 2015 001682-02 =1}
Curbside 2014 001681-02 cu
Curbside 2014 001683-01 cu
Curbsice 2013 001680-01 cu
90 WESTFORD RD e e cu
90 HESTFORD RD w
90 KESTFORD RD Find Srv_Addr beginning with: o
590 WESTFORD RD cu
590 WESTFORD RD =1}

[170 ANNURSNAC HILL]

[ Bill by Service Address

Location Billing Tupe Year Bill# Balance Oun
11 WRIGHT FARM 1 U

110 ANNURSHAC HILL RD 2016 004856-01 110.00 CUR
110 ANHLRENAC HILL RD (urbside 2015 004855-01 (LR
110 ANMLRSNAC HILL RD (urbside 2015 004856-02 ol
110 ANHURSNAC HILL RD Curbside 2014 004848-01 (IR
110 ANMLRSNAC HILL RD (urbside 2014 004857-02 ol
110 ANNURSHAC HILL RD [urbsice 2013 0048dg-01 il
110 ANHLRENAC HILL RD (urbside 2013 00dped-02 (LR
110 ANMLRSNAC HILL RD (urbside 2012 004827-01 ol
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Click FIND and enter the beginning characters of
the Service Address (exactly as it is printed on a
bill). You will need to include the House# first
before the Street Name.

Highlight the desired record and click OK.

The bill will display.

ADMINS Unified Community How to Find a Bill
Revenue — Miscellaneous Billing April 2015
105.00 CURBSIDE SUBSCRIBER al |

M Lookup Find | x|

Find Srv_Addr beginning with:

[1073 MAIN
" Cancel | —|

92,00 1079 FEALTY TRUST

87.00 107REALTY TRUST
85,00 107% REALTY TRUST
REALTY TRUST
146,00 1089 REALTY TRUST
FO,00 @73 REALTY TRUST LI

St:archl Cancell Ht:lpl Euf|

1.4. Search by Customer Number

The Customer Number option allows for the
search of bill by a customer number. Click the
CUST# button and then click on the magnifying

glass gl to search.

Click FIND and enter the customer number (with
leading zeroes). Highlight the desired record and
click OK.

The bill will display.

k. Purchase Orders  Accounts Pavable  Fixed Assets  Human Resources  Budget  Colle

|« [+ |m] 21| Q s i

2016 CurhSide Bill Payme
2 Bl D001-01 \ Year [O1E ¥ Zearch... |
& orwener |#MCURESIDE SUBSCALEER

5 Custh

Curbside

DO005E51 117 SEYMOUR ST
NANZAGE 150 MOTH ST

Curbside
Covcbei ol

MG N CURRCTTE G IRCrRT RER
N Lookup Find

Find Bill Type beginning with:

|00002298|
ok |] Cancel
(_ox | _Cancel |
105.00 (PRESIDE SUBSCRIEER
105.00 PURESIDE SUBSCRIEER
105.00 FURESIDE SUBSCRIEER

URBSIDE SUBSCRIBER ;l

Searchl Cancell Help | _Eof
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1.5. Search by Parcel#

Assigning a parcel id# to a customer account in the Miscellaneous Billing module is optional. You may
assign it to some, all or none of your customer accounts. If you do assign it, the data will link in from the
parcel master records but it is done in a read-only fashion. The parcel data may not be updated in any
way from the Miscellaneous Billing module. The name that appears from the parcel file is the “current”
owner; not the owner of record. It is also a dynamic link so as the current owner is updated via a sales
deed, that data is linked here automatically.

Customer Maintenance

CustNo 0000007 Service A(

Mame 1
Parcel# 0003 -0001 0004 Narme 2
Primary BIGELOW, GERALLIME A
Secondary Locations
Location 236 FARM ST Straet
City BELLTNGHAM St MA  Zip 02019-0000 Line 2

City

Figure 1 Parcel data linked into a Customer record

TO locate a blll by a parce] #’ CliCk the PARCEL Purchase Lrders  ACCounts Payable  Fied Assels  Human Resources  Budget  Collechons  Tax ot
button and then click on the magnifying glass o[« [ [ o] 85| Q = Ll

to search. 2016 Cur Bill Payment

%l 2 Bill# 01-01 Year Poic % Search |
3 Owvner FBSILE SUBSCREI Cash-Coin
4 Sy Adr ,|10?9 MAIM ST Cash-Faper
= 00229 Chech
E BParcel ?ﬁ Other

[N Bills by Parcel

Bill ayiment | || Detail Pay
——— Parcel Billing Type

Curbside

(3741 - - Curbside
Fun 1 3741 - - Curbside
(3741 - - Curbside
(3741 - - Curbside
3741 - - Curbside

A Cooimlemi

Click FIND and enter the parcel number. g -
Highlight the desired record and click OK. e A

Find Parcel beginning with:
The bill will display.

|3741]

." Cancel |

146 O 1079 REALTY TRUST
F0,008 1079 REALTY TRUST ﬂ

ok [ Find D)Scarch| Cancel| Help | Eof
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How to Find a Bill

ADMINS Unified Community
Revenue — Miscellaneous Billing

1.1. Search by Using the Bill Locator Screen

April 2015

The system also offers a Bill Locator” screen whereby you may quickly search by a variety of options,
see a list of bills and drill-down to your desired selection. To activate this screen, you may click the
“SEARCH?” button displayed on the screen:

e=a| AUC] 10205-Bill Payment [mary |
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources Budget Collections Tax

Bl & e ||| &% Q] =
2016 Curbside

ment

Goto...
S 2 Bill# 0 Year Eola( ®search |
FURESTIE 0B
O 3 Qwvner URESIDE SUBSCRIBER N Cash
4 Srv Adr | 1079 MAIN ST Cash-
5 Cust# (002298 Ch
& Parcel 5741 - - O
Bill Payment | Detail Paymert | Transactions | @ Trx Summary 0 Attachms

Or you may use the menu and click Misc Billing » Queries P Bill Locator

For instructions on using this screen, please refer to the next section shown below.

2. BILL LOCATOR SCREEN

The Bill Locator screen contains a series of columns that allow for easy search filtering. You may type
partial strings of text and the system will display the closest match that it can find.

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Colleckions Tax  Motor Excise  Misc Biling  System  Help

2l & o] o|n] 25| A mf il

Bill Locator
Gata...
Actions —IS_ iy —IERT . ; _ N
Year Type 2EIE | AServicesdr|  4Parcel | 5 cCust Billed Paid Balance
2016 90/ Curbside [~ 000001-01 [CURESIIE SUBSCRIBER 110,00 110,00
1Select | 2015 90 Curbside FURESIOE SUBSCRIEER 110,00 110,00
2014 90/ Curbside 000001-01 [OURESITE SUBSCRIEER 105,00 105,00
2013 90/ Curksids 000001-01 CURBSITE SUBSCRIBER 100,00 100,00
2012 90| Curbside 000001-01 [CURESITE SUBSCRIEER 55,00 55,00
2011 90/ Curbside 000001-01 [UURESITE SUBSCRIEER 52,00 15,33
2010 90/ Curbside 000001-01 [UURESITE SUBSCRIEER £5.00
/ -
Be sure to use capital letters when searching Service Adr.
Bill Locator
grRyY | grT|
Year Tvne 2 Bl 3 Service Adr I 4 Parcel 5 Cust# Billed Paid Balance
Button Description
Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 12




ADMINS Unified Community How to Find a Bill
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RY Restricts the year to a particular year, This option can not be used in conjunction with RT
RT Restricts to a particular bill type, this option can not be used in conjunction with RY
Bill# Type in part or all of the bill number

Service Type in the full House # and the beginning string of the street name.

Adr

Parcel Type in part or all of the parcel id number (as assigned by the Assessors office)

Cust# Type in all or the beginning part of the customer number

2.1. Search by Service Address

Click on the BUTTON to indicate your search method. In the example shown below, the search method
is “by Service Address” thus the button labeled 3 Service Adr must be clicked first.

P —
2 Bl ( 3 Service Adr |\ dparcel | Scuste |
N S

Next, type in the HOUSE# and the beginning characters of the street name. And then press <enter>.

Bill Locator

gRy | 8FRT |

Year Type

2 Bill¥ I

4 Parcel 5 Custd Billed

|| 2015 20 Curbside 110
2015 90 Curbside 00000 1-UDNRQZS MAT 161
2014 90 Curbside 000001-01 [1079 MAIN &7 105,

The following search results will be displayed:

Bill Locator

gRv| aRt

Year Type 26k | Zzervicesdr|  4parcel | Scuste Billed Paid Balance
|| 2016 90 Curbside [REEERORlL 10 ANNURSNAC HILL RD 110,00 110,00

2015 90 Curbside 004855-01 [110° ANNURSNAC HILL RD 110,00 110,00

2015 90 Curbside 00485602 [110 ANNURSHAC HILL RD 110.00 110.00

2014 90 Curbsids 004845-01 [110 ANNURSNAC HILL RD 105,00 105,00

201490 Curbside 004857-02 [110 ANNURSNAC HILL RD 105,00 105,00

2013 90 Curbside 00484501 [110 ANNURSNAC HILL RD 100,00 100,00

2013 90 Curbside 004854-02 [110° ANNURSNAC HILL RD 100,00 100,00

2012 90 Curbside 00482701 [110_ANNURSHAC HILL RD 95,00 95,00

Highlight the desired record and click the SELECT button:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 12




0 ADMINS Unified Community How to Find a Bill

Revenue — Miscellaneous Billing April 2015
Bill Locator
Goata...
actons | |2RY] 2RT] _ _ _
Year Type 26i# | ZZervicesdr| | 4Parcel | Scustt | Billed
2016 90 Curbside 004856—01 |110 AMMURSHAC HILL RD 110,00
2015 90 Curbside 004855-01 |110 AMMURSHAC HILL RD 110,00
1Select | 2015 90 Curbside 10 AN C HILL RO 110,00
2014 90 Curbside 004848-01 J110 AMNURSHAC HILL RD 105,00

And the system will drill-down to the desired bill:

2015 Curbside Bill Payment Inquiry
2 Bil# o 2 Year 015 ¥ search | Tendered  Cash B
3 Owvnier URBSIDE SUBSCRIEER Cash-Coin
dSrvadr | 110 ANNURSHAC HILL RO Cash-Paper
5 Cust# 0000570 Chesk
B Parcel - - other
Eill PEyment: I Detail Payment I Transactions I @ Trx Summary | 0 Aftachments |
Charge Net Bill Paid Refund Adjust Bal
Curbside B Nov-Apr 110,00 110,00 110,00
Bill Totals 110,00 110,00 110,00
Service Address Current Mailing Address
WIELAMD PETER A & SARAH E CURESIDE SUUBSCRIEER
110 AMMURSMAC HILL RD 110 ANMURSMAC HILL RD
COMCORD,. MA 01742-5429 CONCORD. MA 01742-5429
|

2.1. Search by Parcel

Click on the BUTTON to indicate your search method. In the example shown below, the search method
used is by Parcel Id#.

gEliII# | 3 Service .ﬂ.dl I 4 Parcel I ] o Cust# I

In the space provided, enter the beginning of the string you wish to locate and press <enter>:

Bill Locator

2Bt | 3Servieesdr |  aPacel | scustt | Billed
i {1 ST 1
Qo000 -G ETa T 7 . 151
000001-01 3741/ / 104

And the closest match of records will display.
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2.1. Search by Customer#

Click on the BUTTON to indicate your search method. In the example shown below, the search method
used is by Customer 1d#.

2Bl | 3Servicesdr|  4Parcel || 5cusie

In the space provided, enter the beginning of the string you wish to locate and press <enter>:

Bill Locator

2B | 3Serviceadr |  aParcel | gcuste |

Q04EE1-02Y [aelelele
Q04EE0-0 1 et

And the closest match of records will display.
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