MISCELLANEOUS BILLING

RELEASE NOTES - JUNE 2021

This document explains new product enhancements added to the ADMINS Unified Community for Windows
MISCELLANEOUS BILLING system.
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ADMINS Unified Community Release Notes — Version 21.2
Miscellaneous Billing June 2021

1. REPRINT MULTIPLE BILLS [Enhancement]

M"‘z‘l""‘g ADMINS added a [3 Load Bills] button on the reprint multiple bills
aintenance >
Billing > screen to load all invoices with outstanding
Collections Jiectipt Batch Ectry balances (or credit balances) into the reprint
pPagessing o ~ BillPaymeat " V " e R .
. multiple bills screen.
RePrint Bills in Batches (Curbside) . o . .
w:za;s:mmn:m) If there are already bills selected for printing in
RePrint Special Invoices in Batches (Misc Bill) | the screen, the first prompt will remind the user that this step will
replace all bills already
= | entered in the screen to
s Misc Billing Print Current Balance Bills/Invoices By Batch reprint. Click [Yes] to
continue with loading
. Lin{vear [Lookup BillF]owner Tsenice Address 5 . .
WL e —T bills; click [No] to resume
< 1 DO
5 [oat _ - _ with manual data entry.
1 Cloar Sereen 4 [oe1 | [AUC] 10785-Print Current Balance Bills/Invoices By Batch
5 [2021
2 Print Bills LZOZl 1 H
2 Next, the system will
E gggi 0 Load Bills will replace all Bills entered on Screen to reprint. Continue? prompt to Load
3 Load Bils —JE=T —> Bills/Invoices to Print.
13 021
14 [2021
i 0“ Select from © Special
17 [2021 H 1
7 2ot — Invoices, ® Curbside, or
19 [2021 P00221-00
20 2021 PO0223-00 - @ TOterS'
21 [2021 PO
55 [P0o1 o @ Task 10733: Load Bills/Invoices to Print i X
23 2851 g Load Bills/Invoices to Print Enter the Required Bi"
g ggzi g: :'c'“?e B.i“ Type _ @® Special Invoices () Curbside () Toters - Year Fleld
'Z'Eom o | EnterBill Year (2021 | Required: Enter Bill Year 2021
7 poal G| Optional: Enter Program Type-{|——L :
e o Exclude Fully Paid Bills: — ©ves O No Select ® Yes or ® No to
31 [2021 D0 Exclude Credit Balance Bills: @ vYes O No Exclude Fu”y Pald BI”S
Lookup Cancel Clear All
Ready
l Select ® Yes or ® No
= | Exclude Credit Balance
Misc Billing Print Current Balance Bills/Invoices By Batch Bills.
Goto.
Actions r =
Lnnﬁgzrl |I.uoku:ﬁ‘d — oimﬂ. [Owner |S=M(:Ad-dr=u . " C|ICk on [OK]
2 2021 0172-00
3 poet 0173-00 7]
4 2021 0174-00 .
! Clear Sereen | I5— o2t O175-00 ] The screen will be
6 ozt 0176-00 . i
2Pt m o010 ] populated with all the bills
-
i o1 ] that meet the selection
et Y 2o T ] criteria. Additional bills
3 [ocet 021500 ] may be added to the
14 [2021 021600
15 [2021 0217-00 T screen.

Figure 1 Printing Bills with Outstanding Balances

[ADM-AUC-MB-100]
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ADMINS Unified Community

Release Notes — Version 21.2

Miscellaneous Billing

June 2021

2. #10646 REPORT OF BILLS VIA EMAIL [Enhancement]

Run the report here:

AUC] 10000-Customer Maintenance)
Customer
C Custho IR Service Address
Hame 1 EE

Actors Parcelt [ - - Hame 2
primary

nst | Sccontoy Locstons F__ sieens F
Location Street EE =0 e Unit#

- cny st Zo ooo-oo0 || Lnez

Current Balance: 52.00 city |50 ot i B PETI0-0000

IR

Temonst | | 2mcmwce | 2Amcwenqn | 4Bunsmy Tox mtory e TCuonres | 2re Looa (121

L sesrch WMailing Address: Same as Service Adoress
Mame i Frefies g Phone 1 [(6507 000-0000 Ext 3600 Tym [
Hame 2 Phonez [10067 G05-0000 Ext 650 Tym [

SRepos | | inet  FSE R0 AE Phoned (000 00G-00ce. Ext G000 T
Line2
Lnes E-mail Bill
Uinea
Lines E-mail Addr |support@ad S ,COn
City. | 550 st WA 2Zip fELi0-0000 e 4 1 adnins .,
Country

VPR T I T T FFFFD T FFFFFFF I FFFFFFPPSD

ADMINS added 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 P [1 Customer]

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

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

= [AUC] 10601-Report Library Cusiomerl

3 Customer Reports
4 Program Invoice Reports
§ Other Reports

Report Library Customer
Goto..

Report
Actions. el to Run
10616-Customer with rno Parcel# assigned Run
10620-Customer Motes Report Run
106d0-Customers with Duplicate Service Addresses Run
Report C: 10642-Custoners with Duplicate Parcel# Run
2 Collection Reports 10666—Custoners with Duplicate Names Run

2 Subscription Reports | [T~ T

ilOédGKEustm;;ers with Bills/Invoices

Run
to be Emailed|

|

|

MBRPTLIBCUS

B | Task 10646: Customers with Bills/Invoices to be Emailed

Customers with Billsflnvoices to be Emailed
Select Status: @ Al O Only Active O Only Inactive

Run as @ preview O Print  OPDF O Excel
If Printing use Duplex @ vyes () No

Lookup Cancel  Clear All

ith_BillstoEmail_10646_THERESA[1).xml - Excel

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®.

Home Insert

Page Layout Formulas  Data Review  View

F11 - fr
A B C
1 Cust# Owner-Name Service-Address
2 00000002 VISTRA ENERGY 6555 SIERRA DR
3 00000014 BENTON, JOHN B JR 6649 N BLUE GUM ST
4 00000015 CHANAY, JEFFREY A ESQ 4 B BLUE RIDGE BLVD
5 00000016 CHEMEL, JAMES L CPA 8 W CERRITOS AVE #54
6 00000017 FELTZ PRINTING SERVICE 639 MAIN ST
7 00000018 PRINTING DIMENSIONS 34 CENTER ST
8 00000027 JOHN ADAMS 6649 N BLUE GUM ST
9 00000028 GEOFFREY CHANDLER 4 B BLUE RIDGE BLVD
10 (00000029 JAMES CHEMEL 88 W CERRITOS AVE #54
11 [00000030 MARTIN VAN BUREN 639 MAIN ST
12 00000031 HARRY S. TRUMAN 33 CENTER ST
13 (00000040 CLARK, RICHARD CPA 386 NINTH AVENUE

Email Address
theresa@admins.com
anthea@admins.com

anthea@admins.com
anthea@admins.com

|
|
B

suppon@amens,cum

D E

[ADM-AUC-MB-101]
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ADMINS Unified Community

Release Notes — Version 21.2

Miscellaneous Billing

3. BILL FORM SETUP

June 2021

Miscellaneous Billing » Tables P Bill Form Setup P Invoice Locations

||E [AUC] 10050-Bill Form Setup

Bill Form Setup

Golo

Actions.

Form Code [

Seal Location [Formsrpt tblg_seal .png
Invoice Title frwotce

1Add Form

2 List

8 invoice Text 8 voice Locatons

Collector
| For Collector Name and Office Details go to Collector -> Tables -> Form Text and Parametersl

3 Copy Form

Figure 2 The Bill Form Setup Table P Invoice Locations tab

The Invoice Locations tab refers to the Collections
P Tables PForms Text and Parameters table to get
Collector information.

The Miscellaneous Billing module uses values from
this table for the Special and Subscription Invoices,
as shown in Figure 2.

3.1. Forms Text & Parameters Table [Enhancement]

ADMINS changed the way that the Forms Text and Parameters Table works.

Previously, any change had to be made multiple times because the Forms Text and Parameters table has a record for each
bill year in the table. Now, if a change is made to a current year, all years will be updated with the new information.

In Figure 3 below, changes were made to the 2021 [1 General] Tab of the table. The system now propagates the changes
throughout all years, both past and future. (Future years may exist in the table if the Copy Tables and Parameters command
was run to prepare for the coming fiscal year.) This ensures that the same information is printed on bills no matter what year

the bill was issued.

If any year other than the current fiscal year as defined in module control #4009 is

a updated, the remaining years will not be updated. Make changes to the current fiscal
year record if the changes are needed for all fiscal years. If a change is needed for only
a specific year, make the change on that year’s record.

Collections P Tables P Forms Text and Parameters

Forms Text and Parameters

Golo.

== [AUC] 4980-Forms Text and Pararnetersl - g

A Bill Year * = Required

1 General 2 Real Estate 3 Personal Praperty 4 Motor Excise S Revenue Colection

Collector of Taxes* filexander Hamtltem Phone#
CollectorTile  * Eollector Fas [F06-966-5804
Email Address fcallector@adnins .con County Forfolk

Misc Bill Phone#  [B0S-657-2840

[B08-657-2807
[B0a-966-4425

[BoB-657-2848

6 Edi List

Luca Pacioli Phone#
Title [hief Financial Officer Fax#
Email Address [FOBadnins con

Treasurer [Jaret Yellen Phone#
Title ffreasurer Faxt
Email Address [treasurerfade ins .con

[B08-657-2840
[Bo6-966-5604

Assessor fary Ellen Pleasant Phones
Assessor Title oun_Assessor Faxt
Email Address fassessors@adnins .con

[Boe-657-2862
[B08-657-2894

Office Hours Line 1* Hon-Thur :30AM-d: 30PH Office Hours Line 2[RI 8:30AM - 1:00PM

Website URL jadnins .com

Status: Code Active Likup

up

Note: The changes made apply to each
tab’s data — so if changing the [1 General]
tab, all years for the [1 General] tab will
have the same data as the current year.

If changes are made to the [2 Real Estate]
tab, the changes are applied only to the
remaining years in the [2 Real Estate] tab
— each type stands alone.

The table has five tabs — [1 General], [2
Real Estate], [3 Personal Property], [4
Motor Excise], and [5 Revenue
Collections].

Figure 3 Edit the current fiscal year data on the Forms Text & Parameter Table to apply the data across all years

[ADM-AUC-RC-8498]
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ADMINS Unified Community

Release Notes — Version 21.2

Miscellaneous Billing

4. ATTACHMENTS HOVERTEXT [Enhancement]

June 2021

ADMINS added more information to the hovertext on attachments indicating when the attachment was made and by whom.
If the “Special Note” begins with “BURST”, it identifies a System-Created attachment, which cannot be removed by the user.

Attachments without a “Special Note” are user-supplied and may be detached using the [Remove] button. To see this

feature in the Miscellaneous Billing Module, go to the following screens.

4.1. #10000 - Customer Update

Misc Billing » Maintenance P Customer Maintenance P [3 Attachment]

E [AUC] 10000-Customer Maintenance]

Customer Maintenance

Goto..

CustNo 0000003 Service Address
Name 1
Actons Parcel# - - Name 2
Primary
Secondary Location# 55 Stieet# 55
Location Street Unit#
City St Zip  00000-0000 Line 2
City LOWELL St MR Zip 01851-0000

1 Customer 2 PRG Invoice (1) | [ 3Attachment (3|~ 4 Bill History S Trx History 6 Notes 7 Custom Fields 8 Field Loas (13)
i

Seq# [Description [Filename N Buttons |
1 |Original SCHOOL Special Irwoice Print  |MBSI_2021SCHOOLO0013900.PDF L+

P [Original SCHOOL Special Irnwoice Print MBSI_2021SCHOOL00013900 ,PIF

3 |User—supplicd attachment e Locaiioa” ~

diauc_ doc. 1_2021SCHOOL00013900.PDF

Entry User: ANTHEA
Entry Date: 27-Jan-2021
Entry Time: 13:26:20.52
Special Note: BURST

Figure 4 A system-supplied attachment with enhanced hovertext & “BURST” note — cannot be removed

4.2. #10171 - Customer Inquiry

Misc Billing » Queries P Customer Query P [3 Attachment]

[ [AUC) 10171-Customer Query - Attachments]

Customer Query - Attachments

Goteo CustNo 0000003 Service Address
o Name 1 MAPLE ST SOLAR 1. LLC
Parcel# = = Name 2
Primary
Secondary Location# 55 Street# 55
Location Street TECHNOLOGY DRIVE unit#
City st Zip D0000-0000 Line 2
City LOKELL St MA  Zip 01851-0000
3 Aftachment (3) |
1 Customer 2 PRG Invoice (1} [ 3Attachment (3)| =7 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (13)
e ——
TAdd Attach ) 5eq# [oescription [Filename Buttons ]

1 ‘Driglﬂal SCHOOL Special Invoice Print ‘MESI,?UE,{SEHDDLODOBBOU LPDF ‘
Original SCHOOL Specia. MBST _2021SCHO0L00013300 ,PDF |

1 Irnvoice Print

ent.

File Location
DAAUC, ransferiPLi

Entry User: THERESA

Entry Date: 16-Apr-2021
Entry Time: 10:59:25.20 I —
Note: [

i [

FLOTOInFo.Ext N TV View ZEmail | D Remove—3

Figure 5 A user-supplied attachment with no “BURST...” note- can be viewed, emailed, or removed

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 21.2
Miscellaneous Billing June 2021

== [AUC] 10171-Customer Query - Attachrnents|
Customer Query - Attachments
e CustNo 0000008 Service Address
Aciions Name 1 Jude Jones Jr

Parcel# - Name 2

Primary

Secondary Location# 22 Street# 22

Location Street GATEWAY RD Units

City St Zip  00000-0000 Line 2

Current Balance: 131.25 City CAMBRIDGE St MA  Zip 02141-0000
1 Customer 2 PRG Invoice l" 3 Attﬂch rﬂent [‘1 ) , Bill History S Trx History 6 Notes 7 Custom Fields & Field Loas (7)
———
[Seq# [Description Filename Bu‘[tons
R [Original LUNCH Gpecial Invoice Print  |MESI_Z021LUNCHO0017300,FOF | - -
— L 1V View Z Email
File Location
dauc_ :_doc_| 12021\MBSI_20211 )17300.PDF
Entry User: THERESA
- Entry Date: 10-Feb-2021
._Entry Time: 10:51:54.61
| Special Note: BURST !
|
[

Figure 6 A system-supplied attachment — with the “BURST” note on the enhanced hover text — cannot be removed, but
can be viewed or emailed

4.3. #10225 - Invoice History

== [AUC] 10225-Attachments|

2021 Curbside Attachments

Bill# [ 00001-01 Year 5021 X Search..

Ao Owner [CURBSIDE SUBSCRIBER Balance as of 16-Apr-2021 ¥ 93.75
Service Adr 208 FARM ST 208

Customer [O000010

Parcel | - -

Bill Payment Detail Payment Transactions Q Trx Summary

Description [Filename ﬁu‘ttnns
Add Attachments L
IBBILL_2021CURBSIDEOO000101.PDF

L View 0 Emall

d

Goto.

File Location

di\auc_ :_doc_| )D\2021\MBBILL_2021C 01.P
DF

Entry User: ANTHEA
Entry Date: 01-Feb-2021
Entry Time: 13:54:37.79
Special Note: BURST

Payment Pending by ANTHEA

Figure 7 A system-supplied attachment — with the “BURST” note on the enhanced hover text — cannot be removed, but
can be viewed or emailed

[ADM-AUC-SY-8171]
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5. ADMINS.COM Training Videos

The ADMINS training videos were converted to provide 2 YouTube features, such as pause, rewind, fast forward, closed
captions, and playing at faster speed. This training is restricted to “Customers Only”. Need credentials? Go to: Contact Us
ADMINS, Inc. and follow the instructions in the quick start guide. Then, use the link to access the Videos | ADMINS, Inc.

[ADM-AUC-WEB-2]

6. HELP REFERENCE LIBRARY

The following new or updated documents added to the Help Reference Library:

6.1. New or Updated Documents

e SYSTEM SY-170 System Administration Kit [Updated]
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