Miscellaneous Billing

Release Notes June 2023

This document explains new product enhancements added to the ADMINS Unified Community for Windows
MISCELLANEOUS BILLING system.
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1 Reports [Enhancement]

ADMINS updated several reports to improve usability.

1.1 #10644 Posted Transactions by Deposit Date [Enhancement]

Include Payment Transactions:

Before the software update, the Transaction Code in column C of
Report Library Collection o .
the report was the Code description from the table, which was of
Report Name [View Repart ..
10530-BLLL Tups — = of a Date Run limited use.
10635-Credit Redistribution Report Run
10625-Aged Recievables {Curbside} Run
10E5d-Pending Receipts Run
1055 Foreling Ad Justnonts R When run as Excel®, new columns for Customer #, User Batch,
TOeEe Fevens Sumary T Tupe, Tate, Catezors = Post Date, and Revenue Account are now shown.
10E57-Posted Receipts - by Date, GL# Run
10658-Posted Bojustnerts — by Dats, Txn Cods, Category Run
10660-Posted Transactions — Summary Run
10652-Posted Transactions - Refund History Run
L EREaCEions - Padnents by Datch =y - [ R
¢ l0s6d-Posted Transactions - By Deposit Date =3 g
LU i o OUT EIT1S O Falll — un
10667 Subscriber Analusis [ un
I
B Task 10664: Posted Transactions - By Deposit Date x B Transaction codes X
Posted Transactions - By Deposit Date v Code Description Status Tof
) ' n
Required: Enter Bill Type Misc Billing FET  Foatenent a
) ; FDD  Added Tax I
Required: Deposit Date Range (nmddyyyy) From: [p7012022 | To: (03132023 | AOJ  Adjustment, A
ADJD  OBSOLETE (DEPT RECT ADJUS A
Optional: Enter Program Department Group | | ‘ | AIV  Aovarced Paument a
AF Adcizcd Fi A
Optional: Enter Transaction Code [ Edit m AL gdd:d I:izrsst a
| ) AT Added Tax A
Optional: Enter up to 9 Service Types Edit | |0values: \ FUNC  WRITE-OFF ABATEMENT A
BACE  BILLIMG ADJUSTED CREDIT B A

®Yes ONo

Balance For

BAL ward A
[BECK.OM-LINE PAVMENT BOUNCE BA A

BILT BILL TRUST PARYMENTS A
BIMI BETTERMEMT IMITIAL PAYMEM A

Print Report as: O Summary @ Detail

Run as ) Preview O Print OPDF ® [Excel B R OFF g
If Printing use Duplex @ ves (O No [BPRC  BETTERMEMT PRIMCIPAL A @
Lookuy, _OK Cancel Clear All
£ 0K Find | Search |Cancel | Help Eof

"

Figure 1 Before — Choosing the report and filters — The transaction code description was used in column “C
To run this report, from the menu, select:

Misc Billing P Reports P Reports Library P #10664 Posted Transactions by Deposit Date

A B c D E F G H
1 |Year Bil# Transaction Code Service Type Charged Adjustment Refunds Payments
1A Biling 5749
UUr0gs-00 Biling 43.89
4 %2023 000237-00 Biling 93.59
5 12023 000321-00 Biling 25.00
6 2023 000347-00 Biling 45.00
7 2023 000005-00 Billing 765.00
8 [2023 000011-00 Biling 575.00
9 "2023 000012-00 Biling 523.00
10 2023 000014-00 Biling §53.00

Figure 2 Before — the Transaction Code was limited to the Description from the Transaction Code Table

After the software update, the more detailed description from the Transaction history file appears in the Transaction Code
column. Column “C” and the additional data in Columns “I” through “L” is highlighted in the image in Figure 3.
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;
[x | TrnSumDep_10664_xm - Excel D search ]

File ~ Home Insert Pagelayout Formulas Data Review View Help

Qsl v i fx
A B c D E F G H | i K L
1 Year Bill# ansaction_Code Service_Type Charged Adjustment Refunds Paymehts Customer# Batch PostDate  Revenue-Account

70.00'00000120 7312022  04-Aug-2022  2310-000-0000-000-00-00-42411
170.000000047 07312022  04-Aug-2022  2310-000-0000-000-00-00-42411
390.00'00000073 7312022  04-Aug-2022  2310-000-0000-000-00-00-42411

18 | 2022 000189-00
19 2022 000213-00
20 2022 000237-00

MB Pay Bil# 000189-00
MB Pay Bilk# 000213-00
MB Pay Bil# 000237-00

BECP FY23 Tuition
BECP FY23 Tuition
ECP FY23 Tuition

21 Total: Gounter receipt 0.00 0.00 __ 0.00 | 730.00

22

23 Total: 31-Jul-2022 0.00 000 0.00 730.00

24

25 2022 000184-00 student withrawn BECP FY23 Tuition -1,170.00 0000118 08012022JR 01-Aug-2022  2310-000-0000-000-00-00-42411
26 2022 000221-00 student withdrawn BECP FY23 Tuition -1,630.00 0000136  08012022JR 01-Aug-2022  2310-000-0000-000-00-00-4241
27 2022 000222-00 no longer tuition student BECP FY23 Tuition -1,170.00 08012022JR 01-Aug-2022  2310-000-0000-000-00-00-424% 1
28 Total: Adjustment -3,870.00 000 0.00 0.00

29

20 W: 01-Aug-2022 -3,870.00 000 0.00 0.00

31 - ] L -
051 00 e Lo T T s ™ ™ e F o S Boog s, gnol” = 2098 2330200088 0 42411 o

Figure 3 After — More descriptive information in the transaction code column and the four new columns in Excel®

While the enhanced description is included, the additional columns are not shown on the PDF® version of the report due to
page size.

10664 -METRNSUMDEP . REP Printed 13-Mar-2023 at 14:35:23 Page 1
Town of Admins
Posted Transactions - By Deposit Date

FY23 PILOT PER AGREEMENT DATED OCTOBER 20,1997

**+ Total Billing

**+ Total for 01-Jul

2022 000251-00 MB Pay Bill# 0€00251-00
**+ Total Counter receipt 2B18478.74
**+ Total for 08-Jul-2022

2022 MB Pay Bill# 000246-00

2022 MB Pay Bill# 000165-00

+++ Total Counter receipt

Figure 4 The PDF® version of the report shows the enhanced description

[ADM-AUC-MB-162]

1.2 #10670 Transaction History [Enhancement]

Customer Maintenance V.
Gote. CustNo  [EEAINGE P
e P _ _ | ADMINS added a date range field to the prompt for the Transaction
Primary .

P t History report. To run the report, from the menu, select:

- City St Zip  00000-0000 L . rre .

- Current Balance: 03.901.24 Misc Billing » Customer Maintenance P Customer Tab P [9 Reports] P
ZAdd Invoice

1 Customer 2 PRG Invoice (1) 3 Attachment (5) 4 Bill History / Trx H'Story
L Search

Mailing Address  [] Same as Service Addres:

4
Customer Profile {
Bill Histo - By using the new fields, the report can be restricted to a single calendar
3 —  { year, for use at year end, or for any date range.
Tre Summary T f
Program List
Customer Statement it ony avaiiable [gge
Customer Email Bill set iy Ele
-
o
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B Task 10670: Customer Transaction History Listing x
B Task 10670: Custemer Transaction History Listing x Customer Transaction History listing
Customer Transaction History listing Optional: Enter Bill Year Range From Year: To Year:

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

Run as ) preview O Print - ®PDF O Excel Run as () preview O Print - @ PDF O Excel
If Printing use Duplex @ ves (O No If Printing use Duplex @ ves O No
Lookup Cancel Clear All Lookup Cancel Clear All

Figure 5 Before and After — the prompt now has an optional “Enter Date Range”

Printed 22-Mar-2023 at 16:34:13 Page 1
Town of Admi
Customer Transactior

10670-MBCUSTRNHISDE'

Payments

Charges Adjus

Date Billed Date Due Invoice# Runi

#++ Invoice Total #++

€37.00 00 .00 00 €37.00

01-Fov-2022 15-Nov-2022 001504-00 1 HOA Fees Billing
i Added Fees

35.00 00 .00 00 35.00

#*+ Invoice Total **+

01-Nov-2022 15-Now-2022 001652-00 1 HOA Fees Billing 01-Nov
)CTRONIC PUNDS TRANSF 01-Nov-2022

Invoice Total **%

#*% Customer Total ***

Selection Legend:

01012022 to 12312022

Transaction Dates:

Figure 6 Report #10670 can be filtered by transaction date

[ADM-AUC-MB-164]

1.3 # 10682 Customer Outstanding Balance with No WIP

Added a new faster report on Customer Outstanding Balances that excludes work in process. To run the report, from the
menu, select:
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Misc Billing P Reports P Report Library ) #10682 Customer Outstanding Balances (No WIP)

IZ [AUC] 10600-Report Library Collection

Report Library Collection

Goto.
Report Name [View Report | A
i 10630-E1L1 Tupe - fs of a Date Run
06 35-Credit Redistribution Report Run
10625-fged Recievables (Curbside} Run
I irg Receipts Run
0655 Perding Adjustnents Run
e 10656-Revenue Sumnary - By Tupe, Date, Catezory Run
5 Program Invoice Reports | [L0G57Fosted Receipts — by Date, GLF Run
& Other Reports [10658-Fosted Adjustuerts — by Date, Txn Cods, Catezord Run -
- - B Task 10682 Custormner Outstanding Balances (Mo WIP) X
10660-Pasted Transactions - Sunnary Run
[10662-Fosted Transactions - Refund Histor Run Customer Outstanding Balances [No WIP]
10663 -Fosted Transactions - Paments by Batch Run
10664-Fosted Transactions - By Deposit Date Run . .
0665 Statistics — Fou our Bills are Paid Fun Optional: Enter up to 9 Customer Numbers Edit 0 values:
10667 Subscriber Analusis Run ) i
FF—— —— Optional: Enter up to 9 Service Types Edit 0 values:
0653 Lockbox_Batch Gummary Report Fun
[ Exclude Fully Paid Invoices:
10695Cpecial Invoices Outstanding Rezister Run 4 ® Yes O No
10631 Trvoice Transaction History As of Report Run : o
10625-Reed Receivables (Special Tnwoices) Run Exclude Credit Balance Invoices: ® ves O/ Mo
~Chstoner Dutstanding Balances R Report on Inveice in O Summary @ Detail
10682-Customer Outstanding Balances (Mo WIF} 5 Run
TTIT T EoT il TELETCEE Run
[oEeE-ToeeameT r Run
066 Custoner Pre - Paid List Fun Run as O ppF ® Excel
v
Lookup Cancel Clear All

The column formats are slightly different when run to PDF® vs Excel®, so an example of each is shown below.

@ Customer_OutstandingBalancesNoWIP_10682_1 - Excel P search Theresa

File  Home Insert Pagelayout Formulas Data Review View Help

H1304 [ fe

A B C D E F G H | J K L M

1 Customer# Customer-Name Primary-Address Invoice# Description Billed Due-Date Charges s Adjl Refunds Balance
1281
1282/D0000162  TO THE PARENTS OF: VIOLET TOWNE 338 HARTFORD AVENUE 000362-00HOA Fees 201/2023  2/15/2023 539.00 539.00
128300000162 TO THE PARENTS OF: VIOLET TOWNE 338 HARTFORD AVENUE 000267-00 BECP FY23 Tuition 712022 7/15/2022 2,000.00 2,000.00
128400000162 TO THE PARENTS OF VIOLET TOWNE 338 HARTFORD AVENUE 001503-00NOV 2022 HOA Fees 11/1/2022  11/15/2022 637.00 637.00
1285/D0000162  TO THE PARENTS OF: VIOLET TOWNE 338 HARTFORD AVENUE 001503-00 Nov 2022 Late Fees 1/17/2022 111772022 35.00 35.00
1286 Total Customer 3,211.00 211.00
1287
1288/D0000163  GOOD CHEMISTRY 50 CONGRESS STREET000363-00HOA Fees 201/2023  2/15/2023 461.00 461.00
1289/00000163 GOOD CHEMISTRY 50 CONGRESS STREET000286-00 CANNABIS COMMUNITY HOST AGREEME 8/11/2022  9/2/2022 50,000.00 50,000.00
129000000163 GOOD CHEMISTRY 50 CONGRESS STREET001504-00 NOV 2022 HOA Fees 11/1/2022  11/15/2022 637.00 637.00
1291/b0000163  GOOD CHEMISTRY 50 CONGRESS STREET001504-00 Nov 2022 Late Fees 1/17/2022 111772022 35.00 35.00
1202 Total Customer 51,133.00 51,133.00
1293
1294 Grand Total 1,047,915.44 36,515.57 1,011,399.87
1295
1206 Selection Legend:
1207
1208 - Rk
1299 Exclude Fully Paid Invoices: Y
et Exclude Credit Invoices: Y
1302 Detail

Figure 7 #10682 Run as Excel®

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 12
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[+ custo mer_OutstandingBalancesNoWIP_10682 Acrobat Reader (54-bit)
file Edt View Sgn Window Help
Tools

Home Customer_Outstan... X

w® Qe Q

AMO @

10682-MBCUSINVEILNOWIP.REP Printed 06-Apr-2023 at 16:48:39 by THERESA 34
Town of Admins

Customer Outstanding Balances

Page

(No WIP)

000362-00
000267-00
001503-00
001503-00

HOA Fees

BECP FY23 Tuition

NOV 2022 HOA Fees

Nov 2022 Late Fees

Total Customer 00000162

000363-00 HOA Fees
000286-00 CANNABIS
001504-00 NOV 2022
001504-00 Nov 2022

COMMUNITY HOST AGREEMENT
HOA Fees

Late Fees

Total Customer 00000163

Grand Total

Exclude Fully Paid Invoices:
Exclude Credit Invoices:
Report Layout:

Figure 8 #10682 Run as PDF®

[ADM-AUC-MB-167]

2 More Information on Transactions Tab [Enhancement]

2022 Misc Billing Transactions
Bilk N ) Year [02z X Search...
Owner JACCESS BELLIMGHAM = MEMDOR. INC Balance as of 55—Ma9—2023 ¥
Service Add|
Account  [DO0000OZZ
Parcel | - -
Bill Payment Detail Payment Transactions 0 Trx Summary 0 Attachment (1} Spc Inv Text
Description Trx Date Charges Payments DISP|EY - Transaction Desc ]
Cable T¥ Club Advisor | 12-Jul-2021 ] Cable TY Club Advisor Services
Cable TW Club Adwei 12-Auz-2021 2225,00 T
e - e e MB Pay Bill# Q0000&6-00

up
Before the software update, the Transactions tab used to show only the bill number for payments, as shown in Figure 9. To

see this change, from the menu, select:

Misc Billing P Queries P Bill Payment P [Transactions] P [Display Transaction Desc]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 12
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2022 Misc Billing Transactions
Bill¥ s e Year [02z X Search...
Owner JACCESS BELLIMGHAM = MEMDOR. IMC Balance as of [05-May-2023 ¢
Service Add|
Account  [DOO000OZZ
Parcel | - -
Bill Payment Detail Pavment Transactions Q Trx Summary 0 Attachment (1) Spc Inv Text
Description Trx Date Charges Payments DISP|EY - Transaction Desc [
Cable 79 Club Advisor | 12-Jul-2021 ] Cable TY Club Advisor Services
Cable TW Club Adwei 12-Auz-2021 2225,00 T
e - e e MB Pay Bill# Q0000&6-00

Up
Figure 9 Before — the Transaction Description was limited to the Bill #
2022 Misc Billing Transactions
Bilkt W8 0 Year [po22 ¥ Search...
Owner |[T0 THE PARENTS OF: EZRAEL PADILLA Balance as of ﬁS—HaH—EOEB ¥ 32,00
Service Add|
Account  PO00OLAE
Parcel | - -
Bill Pavment Detail Pavment Transactions Q Trx Summary o
Display - Transaction Desc —
Description Trx Date Charges Payments
HOA Fees 01-Now-2022 538,00 Uﬂ FEES
Firance Charge - Late | 17-Now—2022 35,00 ov 2022 Late Fees
HOA Fees 05-May—-2023 638,00 = -~
Finance Charge - Late 05-May-2023 32,00 ad Cust# 00000145 Bill# 001635-00
ay Cust# 00000145 Eill# 00163500
Up

Figure 10 After — The Transaction Description shows Customer Number & Bill #, and Check # & Name (where applicable)

Prgram Typ

-
Laa]
w
1
{4
(2]
e
5
[

Q
[}
1

BECP PRESCHOOL TU PREKTUIT23 BECP FY23 Tuitiopg

TO THE PARENTS OF:

o

Check# 77534

Figure 11 On selected sites, if the Check# or Check name exists — the description will include it on the reports & screen

[ADM-AUC-MB-168]
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3 Write-Off Small Balances to Doubtful Accounts Via Adjustment

There are two ways to write off small balances in Misc Billing. There is a process that will automatically select under/over
balances up to a certain dollar amount and process them, detailed in MB—240 Write-Off Small Balances in the Misc Billing
Help Reference Library. To write off individual accounts, use the Adjustment Process described below and in the Help
Reference Library document MB-250 Write-Off Small Balances to Doubtful Accounts Via Adjustment.

3.1 Setup Revenue Write-Off Accounts for Relevant Service Types

Set up a revenue write-off account in line 7 on all Service Types in the Service Type table that allow write-offs to be
processed against them.

3.1.1 Service Type Table

Misc Billing
Maintenance >
Billing >
Collections >
Processing
Reports >
Tables > Program Type
Cueries > Service Type

Misc Billing P Tables P Service Types P [3 Accounting]

Every service type in the system should have line 7 on the service type table set up with an account.

Exception: if a site has a service type for Pre-Payments, no charges should be
booked to this service type.

Year Type Program
g G5 HOAFEES  HOA Fess
1 Service 2 Bill Rates 3 Accounting 4 Notes 5 Groups
Service Description Postto AIR ___ Adjustment Allowed this Category___
HoA HOA Fees (O None (O Charge () Payment (@) Both
Account Number GIL Account Description
1 Cash 01-000-1000-1001-000 CASH - MEWTOMWH OPERATIMNG ACCT
2 Revenue or Liabilty  |01-000-2000-3001-000 ASSESSMENTS
3 Deferred Revenue 01-000-3000-3001-000 ASSESSMENTS
4 AR 1-000-1000-1100-000 ACCOUNTS RECEIVABLE - RESILEMTS
5 Abatement K0-000-0000-0000-000 ———6 Abatements
6 Refund DO-000-0000-0000-000 ———2 Refund
7 Revenue Write-Off 01-000-1000-1140-000 ALLOWAMCE FOR DOUBTFUL ACCTS.
8 Fees DO=-000-0000-0000-000 ——7 Fees

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 12
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3.1.2 Collections Module Transaction Code Table
Create an “MBWO” transaction code for this specific individual write-off via Adjustments. From the menu, select:
Collections P Tables P Transaction Code

This “MBWO” Code must be selected when making the adjustment to use the Revenue Write-Off account setup on the
Service Type Table.

== [AUC] 4033-Transaction Code - X

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tex MotorExcise MiscBiling System Favorites Help

B Sg me +m (ORI T

Transaction Code

Pay Lock
|Code  [Description | _Adjustment Allowed this Code__ =
JEWO MB HRITE OFF (USING WRITE OFF ACCT) (ONone (O Charge (O Pay (@ Both
JFTECE e = CETTTOR T BRI TIOTTE (T CIaTge e e T T
-- Added 03-Feb-2013 By ANTHEA Changed 11-Feb-2015 by ANTHEA Active Lkup up

3.2 Write-Off Adjustments

The intent when writing off a small balance is to bring the balance of the invoice or certain lines on the Invoice to zero.
Therefore, any adjustments made using the new MBWO transaction code must bring the adjusted line balance to zero.

If the MBWO transaction code is not listed in the lookup, please contact
support@admins.com.

1. Create a new Adjustment Batch following the instructions in MB-210 Adjustments and Transfers
2. Click Enter Adjust P Adjustment Entry

3. Select Customer/Invoice to Adjust

Adjustment Entry

Sote Batch 33 TrxNumber PT37 Note
Type 00 Year 0000 Code MBHD  Date
Owner Mailing Address

Actions

5Addby B | 000000-00
Clear Fite 6Add by Owiner
Restrict Add Type || 7Ad by SrvAdr

0 BAdd by Cust¥ | 00000000
7 Bills by Customer# X Restrict Add Year || 5Aqd by Parcel - -
000
Customer Title Vear Bill#  Program Rilled  Balance| Tof Net Billes Paid  CurBalance AdjustChg
101 Pre-Paunents 2999 135100 PREFAY N S — .
1015 TEC THW 22 3003 00262500 HOAFEES £40,00
1010 FER 2023 Morthly HOA Fess 2023 003313-00 HOAFEES 40100 s Tof
1010 MAR 2023 Manthly HOA Fees 2023 O06026-00 HORFEES 640100 640.00 e e P e e
101C JAN 2023 HOA FEES 2023 010900-00 HOAFEES £40.00 P TNVC TNVOLCE CLOUD PAVMENT SERVICES Charge or Pagnent
10IC AR 2033 Monthly HOA Fees 2003 014131-00 HOAFEES £40,00 640,00 = MBAT MTSE BTLL ADJUSTHERT Eharge or Fagent
1010 Pre-Paunsrts 2393 01355200 PREPAY " MECA MB — CRNCEL TWOITE Charee
1010 DEC ItW 22 2023 00262700 HOAFEES £16.00 =
1010 FEB 2023 Monthly HOA Fees ZOZ3 003320-00 HORFEES B16.00 MBHO MB WRITE OFF (USING WRITE OFF ACCT)  Charge or Paument]
1010 MAR 2023 Monthly HOA Fees 2003 D0AGD7-00 HOAFEES £16.00 Cloar Al o P T T s
101D JAN 2023 HOA FEES 2023 0100100 HOAFEES 51600 REF  Rofun Chorge or Faunent
5 [ REP  REPOCKET Charze or Pagnent

11E o= St D Srop Srop BRiHEN Tharse or Fament
101E DEC INW 22 2023 002628-00 HOAFEES £16.00 ¢ oo ateh B Choree or panent
101E  FEB 2023 Morthly HOR Fees 2023 D0ZZ2L-00 HOAFEES £16.00 ST Suibmoment. Tax Taking Charge or Fagont
101E  MAR 2023 Monthly HOA Fees 2025 D0BOZE-00 HORFEES £16.00 TREQ TRANSFER FRON (0T SVSTEM) Paumert
1GIE JAN 2023 HOA FEES 2023 01090200 HOAFEES £16,00 nfo Views. TRTO TRANSFER TO (10 SYSTEN) Pageere
1016 APR 2023 Monthly HOA Fees 2023 016133-00 HOAFEES 616.00 v saDae W arwon Charse or Papent v

oK Search| Cancel| | Help |Eof Eind | |Search Cancel | Help | |Eof

Figure 12 Select customer 101D, SERVICOM invoice from the lookup, then choose the MBWO transaction code

3.2.1 Write off Small Balance

If the Invoice had multiple lines (categories) listed with balances, individually adjust each line. Only lines with an adjustment
charge or payment entered will be processed.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 12
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3.2.2 Example of Writing Off the Total Balance on an Invoice

Adjustment Entry

Batch 21 TrxNumber 31463 Note
Type 95 Misc Billing Year 2022 Code MEWO Date

hr‘it,e of f under—payment

55—Hpr—2023

Owner Mailing Address

= 5 Add by Bilke Q05957 —00 Program SERVICOM
6 Add by Owner SERVICOM Supplemental Invoices
e || 7Add by SrvAdr
B Add by Cust#
r 5 Add by Parcel - -
Net Billed Paid Cur Balance Adjust Chg Adjust Pay Adjusted Balance
Security Assisted Lockouts 2,50 2,50 I -2.,50 _

Reduce the Charge to make the Adjusted Balance calculate to zero. In this case, we are reducing the charges by the

current balance (the current balance is a positive $2.50; the adjustment must be a negative $2.50.)

1. Enter a note as to why this amount is being written off.
2. Date the write-off is to be processed in the GL.

3.

4,

The Adjusted Balance column must be zero [0] for an MBWO transaction to be processed.

This is not limited to underpayments. If no refund should be issued for a small credit balance and an overpayment will not be
moved to a future bill, process a write-off of the overpayment to the doubtful accounts. In this case, the current balance on
the line will be a negative number; to zero out the line, enter the corresponding positive number on the Adjust Pay column.

3.2.3 Example of Writing Off Some of the Balance on the Invoice

Here we are just writing off the Finance Charge — Late Fee. There is still a balance on this invoice, but the late fee charge will

be written off to the doubtful account.

== [AUC] 10344-Adjustment Entry [theresal

B SE e s m Q @ &

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

- X

Adjustment Entry
Gofo. Batch 33 TrxNumber [FEd Note |
Type 95 Misc Billing Year 2022 Code MBWO Date EE—MEH—ZOZE
Actions
Owner Mailing Address
5 Add by Bilk 001636-00 Program HOAFEES
Clear Filter 6 Add by Owner HOA Fees
Restrict Add Type | 7 Add by SrvAdr
0 8 Add by Cust#
Restrict Add Year 9 Add by Parcel - -
000 t Cur Balance Adjust Chg Adjust Pay Adjusted Balance
et Billed
HOA Fees - NOV 2022 HOA Fess 6380 638,00 || | 632,00
Finance Charge - Late Fes — Now 202 3.0
35.00 | | [
1 Virite OFF ‘ / I ‘
2Add Ch .
e { Line balance went from
. $35.00 to Zero
I Cur Balance AdjustChg Mnlhwy—ﬁ prm-‘
HOA Fees — MOV 2022 HOA Fees 638, 0 638,00 [ | 633,00
Finance Charge - Late Fee - Nov 202 35,0 * x
35.00 -35.00 [
[ [

If the Adjusted balance column does not calculate to zero for that line the system will pop up this message:

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

o E10100-Adjusted Balance must calculate to Zero for Write Off

Once you have accepted the adjustment and entered any other adjustments, process the batch.

Using the Example above where we are adjusting the late fees, the posting to the GL will move the money from the Other
Income — Late Fees to the Allowance for Doubtful Accts.

Misc. Billing Posting Report - Summary by GL#

Batch# Account# Deacription Debit Credit
2 01-000-1000-1100-000 ACCOUNTS RECEIVABLE - RESIDENTS 40.00

2 01-000-1000-1140-000 ALLOWANCE FOR DOUBTFUL ACCTS. 40.00
2 01-000-2500-2901-000 REVENUE CONTROL 40.00 40.00
BALRNCE SHEET 80.00 B0.00
2023 05-Apr-2023 21 01-000-2000-3T700-000 OTHER INCOME - A/R LATE FEES 40.00 40.00
SUBSIDIARY LEDGER 40.00 40.00
w** GRAND TOTAL *** Balance Sheet 80.00 B0.00
Subsidiary Ledger 40.00 40.00

Adjustment Entry
Geto.. Batch 51 TrxNumber Note |
P Type 95 Misc Billing Year Code ADJ Date  [E-Jun—2023
lons Owner Mailing Address
5Add by Bil¥ | 000252-00 DYER EMERGY LLC Program  TDEFOTRENT
Clear Fiter 6Addby Owner | DYER EMERGY LLC 572 EAST ST 215 DEPOT ST RENTAL
Restrict Add Type || 7Add by SrvAdr | 572 EAST 5T WEYMOUTH, MA 021830000
5 BAdd by Cust# | 00000110
Restrict Add Year 9 Add by Parcel - -
073
Net Billed Paid Cur Balance Adjust Chg Adjust Pay Adjusted Balance
MONTHLY REMT - JULY RENT 1000.00 100000 9500 ([ [ 925.00
0 Accept
2Add Charge
Clear All

>—-—-—_\
1 Write Off

Note: the [Write-Off] button on the Adjustment screen only sets the Adjust Charge or Adjust Payment to the amount of the
Current Balance on the line. It does not process write-offs using the Write-off account.

[ADM-AUC-MB-166]
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4 Customer Address Updates During Bill Posting

There was an issue for sites that start the billing and days go by before posting. In the meantime, customers’ mailing
information may have been updated. To prevent bills from being sent to an old address, ADMINS added a routine to the
posting process (not visible to the user on the menu) to use the latest Customer mailing address from the customer record.

There is still an option to update the mailing address on the Add/Edit Special Invoice Entry screen. A change to the name
and/or address on the invoice entry screen will override any current data in the customer mailing address.

Start the Billing

A

Initiate Posting
Get Address from
Customer Record

Use address from Ves Override on Invoice Use Address on
Invoice Screen Screen? Customer Record
4 Post Billing <

[ADM-AUC-MB-173]

5 Help Reference Library & ADMINS Website

Added the following new or updated documents to the Help Reference Library and content to ADMINS.com:

5.1 New & Updated Documentation in the Help Reference Library

Collections MB-240 Write-Off Small Balances [New]
MB-250 Write-Off to Doubtful Accounts via Adjustments [New]
MB-260 Refunds [New]
Reports MB-470 Reports on the Customer Maintenance Screen [Updated]

5.2 New Content on ADMINS.com

Attachments in AUC [New]
Maintaining Email Distribution Lists [New]
Printing to the Local Printer [New]
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https://youtu.be/oS9lM_oU2fU
https://www.youtube.com/watch?v=eYiMVT-znW4
https://youtu.be/i7sXIPDpWfM

