MISCELLANEOUS BILLING

RELEASE NOTES — MARCH 2021

This document explains new product enhancements added to the ADMINS Unified Community for Windows
MISCELLANEOUS BILLING system.
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Miscellaneous Billing

1. BILLING

March 2021

ADMINS installed several enhancements to the module with the software update; highlighted below:

e  Customers can be uploaded from a spreadsheet (see section 7 below)
e  Special Invoices can be emailed to customers (see section 1.1.1 below)

e The interest field was removed from the detail payment query screen (see section 4.1 below)

e Several reports were added (see section 3 below)

e The Program Type and Service Type tables were enhanced (see section 5)

e  Email Distribution Lists documented (see section 6 below)

1.1. Special Invoices

ADMINS enhanced the Special Invoice process to expand the use of “Program” invoices. This allows billing, for example, for a
group of students attending after school childcare or billing for bus transportation. The MB-320 Special Invoice Billing
document provides details on the new features. In addition, Special Invoices may now be emailed.

1.1.1. Email Special Invoices

== [AUC] 10000-Cu
File Edt Ledger Accounts Paysble Fued Assets Human Resources  Budget

Collections Tax MotorExcise Misc Billing  System  Favortes  Help

B &S mesm ¥ w oA
Customer Maintenance
—= Custho  (TESEERER Service Address.
Acton Name 1 [HRLES JUND
— Parcels [ - = name 2 [
Primary
XAdd Cust Secondary Loc; = 2 Sreete
Location Street SE 3PD AVE Units
City st Zip 000000000 Line 2

¥ Delete Cust

i BosTon st Zip p2110-0000

Zasa mvoce

1 Customar 2 PRG hvoice (3) 3 Amachments.

Maling Address (7] Same as Service Address
Name 1 EHARLES JUNO
Name 2

9 Reports
- g S 30 A

& ictes 7 Custom Feits 8 Fied Loos (4

Phone 1
Phone 2
prone 3 [{000) 000-0000 Ext (000 Typ

Line!
city BOSTON st Zie P2110-0000
niry

E-mail Bill
E-mail Addr Eupport@ndnlns,tcn |

il

Special Invoice Process

Description
Restart Special Invoice Processing

Build Program Invoices
Create Program Invoices

Add / Edit Special Invoices
Special Invoice Register

MBSPCINV-Single User

Customers electing to receive invoices via
email are marked on the Customer record
by checking the “E-mail Bill M” box and
entering an E-Mail address.

Misc Billing » Maintenance P Customer
Maintenance

When the Special Invoices are created,
the system will not print a bill for
customers that are set up for emailing the
invoices.

Set the email address prior to running the email bill step; if the
E-mail Bill M box is checked, the process will use the email from the
customer record at the time the bill is created.

Both printed and emailed bills will be attached to the customer record.

Billing P Special Invoice Process P Email Invoices

[ADM-AUC-MB-79]
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2. CUSTOMER MAINTENANCE SCREEN REPORTS

ADMINS provides Customer Profile, Bill History, Transaction History, Transaction Summary, Program List, and Customer
Statement reports are from the [9 Reports] button on the [Customer] tab.
P —

Q 1 Customer ) 2 PRG Invoice (3) 3 Attachment (4) 4 Bill History 5 Trx History 6 Notes. 7 Custom Fields @ Field Logs (12) |

2.1. Reports on the [1 Customer] Tab [Enhanced]

== [AUC] 10000-Customer Maintenance [theresa] - X
File Edit Ledgers PurchaseOrders AccountsPayable Fied Assets Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help The HlStOry and Program
B S8 mesm % Q@aEd i i
e List reports are available
Customer Maintenance with the optional Program
Goto...
Cust No Service Address ]
- Nome 1 [FFLES TG Type filter.
Parcel# | - - Name2 |
Primary
g Secondary Location# Streets b
- Location steet  BE 3RD AVE unite [
. City St Zip  00000-0000 Line2 [
et Current Balance: 52.00 City [BOSTON st fA zZip P2110-0000
ZAdd Invoice
ir i ke 3 Attachment (2) 4 Bill History 5 Trx History & Notes 7 Custom Fields 8 Field Loas (12)
L Search .
N - as Service Address
Bill History Phone 1 (000) 000-0000 Ext 0000 Typ [
9 Reporis : Phone2  [c000) 000-0000 Ext D000 Typ [
Tix Hishory Phone3  [000) 000-0000 Ext pooo Typ [
Trx Summary i
E-mail Bl [
Program List E-mail Addr [support@admins,con
Customer Statement | _ st FA_ 2p p2iio-0000
I
T e e L N S ST S ST ST

Report #/Title Description

10023 Customer Profile B Task 10023: Customer Profile X
MB Customer Profile This report provides the customer

information found on tabs 1 and 2 of the

IF::".“. © PreviewOPrint O PDF customer maintenance screen. There

rinting use Duplex @ ves O No K
Cookup | are sections f(?r Enrolled Programs and

Program Invoices.

4 TedRE - Cust_Profile_THERESA[1]is - a %

File Edit Format Options
[Commtor <[ =] Blz[ufw=] =] = 3[3] &)

|
10023-MBCUSPRO.REP Printed 03-Mar-2021 at 11:15:00 by THERESA
City of ADMINS
Misc Billing Customer Profile

Customer: 00000162 Parcels: - - Type
00000-0000
Service Address Mailing Address Same as Service Address? Yes
Owner 1 GERALDINE FORD Owner 1 GERAL FORD
Lin 38 CHAR E Line 1 3 VE
City/St/Zip PATERSON, NJ 07501-0000 City/St/2ip PATE 501-0000
Enrolled Subscription Programs
Vo farolled Programs
Program Invoices
Line Program  Description Frequency Last Billed

1 TIGERSDEN After School Child Care Progr Monthly 04

2 SCHTRANS 04-Jan-

3 SCHOOL

4 LUNCH 01-Feb-2021
5 BREAKFAST 01-Feb-2021
L] TIGDENAM3
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Report #/Title
10670 Transaction
History

Description
W/ Task 10670: Customer Transaction History Listing X
Customer Transaction History listing
Optional: Enter Bill Year Range From Year: DT» Year: :|
Optional: Enter Program Type l:l

March 2021

This report may be filtered by
optional Bill Year Range and / or
Program Type. It is available in
Preview/Print/PDF® and Excel®
formats. This provides detail on

History Summary Transaction History Summary

Optional: Enter Program Type I:l

Run as @ preview O Print. - OPDF O Excel
If Printing use Duplex @ ves (O No
Lookup Cancel

Optional: Enter Bill Year Range From Year: I:ITn Year: :l

Clear All

Run as @ preview O Print - OPDF O Excel Il tran tions that meet th
If Printing use Duplex @ ves (ONo a ansactions tha ee e
Lt Taneel Clear All selection criteria for the current
customer.
& TeoRE - Cust_TmHisDet_10670_THERESA[S] lis
File Edit Format Options
Courier New A5 = Bl7|uw>] =| o] [F 23] &
|
10670-MBCUSTRNHISDET .REP Printed 03-Mar-2021 at 1. 337 by THERESA Page 1
City of ADMINS
Customer Transaction History Listing
Year: 2021
Customeré: 00000162 Transactions posted on this account
Owner: STANLEY, RICHARD L ESQ as of 11:18:37 on 03-Mar-2021
Service Rddress: 2726 CHARCOT AVE
Parcel: --
Transaction Transaction
Date Billed Date Due Billé Service Description Trx Date Charges Adjustzents Refunds Payments Balance
08-Feb-2021 000155-00 Full price breakfast Billing 08-Feb-2021 30.00 +00 +00 00 30.00
Full price breakfast Counter receipt 11-Feb-2021 00 00 +00 30.00 (30.00)
30.00 00 ) 30.00 00
01-Fep-2021 11-Teb-2021 000172-00 1 Full price breskfast Biling 01-Fep-2021 22.50 .00 ) .00 22.50
22.50 .00 .00 .00 22.50
01-Fep-2021 11-Teb-2021 000180-00 1  School Lunch per day siling 01-Fep-2021 45.00 .00 .00 .00
1 School Lunch per day Counter receipt 11-Feb-2021 .00 .00 .00 45.00
45.00 .00 45.00
F) School lunch per day Billing 01-Feb-2021 .00 .00
2 School lunch per day Counter receipt 11-Feb-2021 .00 48.7%
.00 48.7%
3 School lunch per day full pric Billing 01-Feb-2021 41.25 .00 .00 .00
3 School lunch per day full nter receipt 11-Feb-2021 .00 .00 .00 41.25
3 School lunch per day full pri nter receipt 11-Feb-2021 .00 .00 .00 15.00
41.25 +00 .00 56.25
#*s Bill Total *** 135.00 0 0 150.00 (15.00)
10671 Transactlon B Task 10671 Transaction History Summary X

This report may be filtered by
optional Bill Year Range and / or
Program Type. It is available in
Preview/Print/PDF® and Excel®
formats. The report provides a
summary by transaction date for the
currently selected customer.

4 TedRE - Cust_TrHisSum_10671_THERESA[4]lis
File Edit Format Options

[Gomete <[+ =] Blz|ufws] = i[5 5(3] &)

10671-MBCUSTRNEISSUM, REE

Customert: 00000168
Owner: STANLEY, RICHARD L ESQ
Service Address: 2726 CHARCOT AVE

Erinted 03-Mar-2021 at 11:20:3¢ by THERESA
ty of ADMINS
Transaction History Summary

as of 11:20:38 on 03-Mar-2021

Fage 1

Trx Date  Year Billé Charges Other Charges Adjustments  Refunds Payments Description
G6-Feb-2021 2021 007155-00 30.00 .00 .00 .00 .00 Billing
11-Feb-2021 2021 000155-00 .00 -00 .00 .00 30.00 Counter receipt
30.00 -00 .00 .00 30.00
01-Feb-2021 2021 000172-00 22.50 «00 +00 00 <00 Billing
22.50 .00 .00 .00 .00

™ b, o BT ot P s BB T i B BT B i, |

04-Jan-2021 2021 00016-00 368.00 .00 .00 .00 .00 Billing
368.00 00 .00 00 -00
730.50 .00 .00 .00 180.00
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Report #/Title
10672 Customer Bill
History Summary

Description

B Task 10672: Customer Bill History Summary

Cust

Bill History S v
Optional: Enter Bill Year Range First Year: || Last Year:l

Optional: Enter Program Type |:|

Run as @ preview O Print~ OPDF O Excel
It Printing use Duplex @ ves O No
Lookup Cancel Clear All

March 2021

This report may be filtered by optional
Bill Year Range and / or Program Type. It
is available in Preview/Print/PDF® and
Excel® formats. The report provides a
summary by Bill number for the
currently selected customer.

as TedRE - Cust_TrnHisSum_THERESA[7].lis

< Bls[ufmz] |

File

Edit Format Opticns
| Courier New

F 303/ 8

=l I
\

10672-MBCUSBILHISSUM.REP
Cicy of ADMINS
Customer Bill History Summary

Customer#: 00000168
Owner: STANLEY, RICHARD L ESQ
Service Address: 2726 CHARCOT AVE

Printed 03-Mar-2021 at 11:17:01 by THERESA

Page 1

as of 11:17:01 on 03-Mar-2021

Year Bill# Program Charges Adjustments Refunds Payments Balance
2021 000172-00 Scheel breakfast nutritic 22.50 .00 .00 .00 22.50
2021 000155-00 School breakfast nutritio 30.00 .00 .00 30.00 .00
2021 000180-00 School Nutrition Programs 135.00 .00 .00 150.00 (15.00)
2021 000163-00 School Transport 175.00 .00 .00 .00 175.00
2021 000168-00 Before & After Schocl Chi 368.00 .00 .00 .00 368.00

730.50 .00 .00 le0.00 550.50

10113 Program List

Please see section 2.2 below for details. The report may be run for a single customer, Program

Department Group, or Program Type. Use the [Lookup] if the values are not known.

B Task 10113: Customer Assigned Programs for Invoicing

C s Assigned Prog

for Invoicing

Opti

Enter C Numb

X

Optional: Enter Program Department Group ‘

Optional: Enter Program Type ‘

Run as @) pPreview O Print
If Printing use Duplex @) yes

O PDF
O Ne

Lookup

O Excel

Cancel

Clear All

10668 Customer

Statement Email Address. Filter by Due Date and status.

Please see section 3.2.3 below for details; this report may be emailed by filling in the optional

] Task 10668: Customer Statement (From Customer Screen)
Customer Statement

Optional: Enter As of Due Date I:l

Selection:

@ All O Open Only O Current Month + Open O Current Month Only

Optional: Enter Email Address

Optional: Enter Note 1

Optional: Enter Note 3

\
\
Optional: Enter Note 2 ‘
\
\

Optional: Enter Note 4

Run as @ preview O Print
If Printing use Duplex @) ves

O PDF
O No

Lookup

Cancel

Clear All

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2.2. Reports on the [2 PRG Invoice] Tab

/-—___‘\

1 Customer &2 PRG Invoice ( BQ 3 Attachment (4) 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (12)

e —

Report #/Title Description

10113 Program
List Customer Maintenance - Program Invoices
=
~ 1 Customer ' 3 Attachment (2) 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Loas (12}
Q Program List
|ur|e Program Description FRQ Description Start Date Stop Date Last Invoiced
TAdd Program | |7 |TTGFRSDEN [Before & Arter School Child Care Program [ Fonthly pd-Jan—2021 [04=Jan=2021 | | 0§ Acmove
LUNCH School Mutrition Programs M Monthly 04=Jan-2021 01-Feb-2021
Q Program List ISCHTRANS  |School Transport 5 Semi-annual 04—Jan-2021 04-Jan—-2021
‘\ B Task 10113: Customer Assigned Programs for Invoicing X
\ C s Assigned Prog for Invoicing
Optional: Enter Program Department Group | ‘ |
Opti Enter Program Type | ‘ |
Entered: Run as @ preview O Print - OPDF O Excel
08-Feb-2021 If Printing use Duplex @ ves () No
THERESA
Changed: Lookup Cancel Clear All
T T T T T T T
I I | I

This report lists the programs that have been assigned to customers. The optional filter can limit the
report to a Single Customer, Program Department Group, or Program Type. The example below is for a
single customer.

& TedRE - Customers_WithPrograms_10113_THERESA[9].lis - [m] X
File Edit Format Options

[Guten  =I[+ =] Blz[ufws] =| =l([F 313 8

10113-MBCUSFRG.REP Printed 03-Mar-2021 at 11:36:07 by THERESA Page 1
City of ADMINS
Customer Assigned Programs for Invoicing

Customer# : 00000166

Name 1 : CHARLES JUNC

Address : 2 SE 3RD RVE

Line Program Description Frequency Start Date End Date Last-Invoiced Next-Invoice

1 TIGERSDEN Before & After School Child Care Program Monthly 04-Jan-2021 04-Jan-2021 04-Feb-2021 OVR
2 LUNCH School Nutrition Programs Monthly 04-Jan-2021 01-Feb-2021 01-Mar-2021 OVR
3 SCHTRANS School Transport Semi-annual 04-Jan-2021 04-Jan-2021 04-Jul-2021

Selection Legend:

Select Customer : 166

Next Invoice Date is an approx date for next invoice to be issued - Depending on when last invoice was issued or Program start date
OVR means invoice is overdue for issuance
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2.3. Reports on the [4 Bill History] Tab
P
1 Customer 2 PRG Invoice (3) 3 Attachment (4) 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (12)
C 5
9 History List
0 Emad History Use the [9 History List], [0 Email History], and [Q Statement] buttons for customer reports.
Q Statement
Report #/Title Description
[9 History List] This is the same report as #10672 as shown above in section 2.1 above.

[0 Email History]

W | Task 10674: Email Bill History for a Customer
Email Bill History for a Customer

Optional: Enter Bill Year Range

First Year: l:l Last Yzar:l:l
[ ]

Optional: Enter Program Type

Required: Enter Email Address |lheresa@ dmine com

Optional: Enter Email Note

|This is the bill history for all years, and all program types, for this customer |

Attach a copy of this Bill History Report to Customer? @ vYes O No

Lookup

Cancel Clear All

Attachment Tools

Bill History for...

File Message Help  Attachments @ Tell me what you want to do

= Iﬁ] X [,E/“Savel-\s T[“E.'] > Upload ~ (&

Bill History for 2 SE 3RD AVE

theresa@admins.com ©
To Theresa Campbell
Cc Theresa Campbell

Cust_TrnHisSum_THERESA[2Lpdf
we ] 4KB

N

1:35PM

5‘-@‘”1-” S 2B A5
Greetings,
This is the bill history for all years, and all program types, for this customer
For Service Address 2 SE 3RD AVE

Please find attached Bill History for
all bills associated with this customer.

Thank you

Theresa
City of ADMINS

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

4 »

[Q Statement] This report is the same as shown in section 2.1 above.

The Email History button
presents the prompt shown
above; the only Required field
is the Email Address.

The email will look like this and
will include any note provided
in addition to the standard “For
Service Address...” and “Please
find attached Bill History for all
bills associated with this
customer.”

The attachment will be called
“Cust_TrnHisSum_*.pdf. There
is no encryption or password
on the emailed statement.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2.4. Reports on the [5 Trx History] Tab
—— e ———
1 Customer 2 PRG Invoice (3) 3 Attachment (4) 4 Bill History ( 5 Trx History ) 6 Notes 7 Custom Fields 8 Fiel Logs (12)
"'-——-l—/
9 History List
0 Summary List
X Email History
Q Statement
Report #/Title Description
[9 History List] This is the same report as #10672 as shown in section 2.1 aboveabove.
[0 Summary List] This is the same report as #10671 as shown in section 2.1 aboveabove.
[Q Statement] This report is the same as #10668 as shown in section 2.1 above.
[X Email History] Attachment Tools  Bill Transaction... This generates

Bill Transaction History for 2 SE 3RD AVE

Cc Theresa Campbell

Cust TmHisDet_10670_THERESA3L.pdf _,
we | 21 KB

g--‘u--‘1--‘u-‘-z-‘-u-‘-s‘--u‘--r«--
Greetings,

For Service Address 2 SE 3RD AVE

Please find attached Bill Transaction History for

Thank you

Theresa
City of ADMINS

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

File Message Help  Attachments Q Tell me what you want to do

= & X [BPsaveas > Upload ~

theresa@admins.com O
To EHsupport

G| >

214 PM

an email that
looks like this.

The report is
the same as
#10670, as
shown above.

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

Release Notes — Version 21.1

Miscellaneous Billing

3. REPORTS

March 2021

ADMINS added “Department” as a selection filter on many of the collections reports. This allows reporting on multiple
programs; for example, Lunch, Buses, After School Child Care, Field Trips at one time, if the programs have Department
Group assigned on the Program Table.

3.1. Department Group Selection on Collections Reports

Reports P Report Library P Collection Reports

Report Library Collection

Report Hame

iew Report |Last Run Date [Run Time ~

10630-Bill Type - #= of a Data

Run  |12-Fab-2021 [15:28:48,30

10635-Credit Redistribution Report

Run

10E25-figed Recisvables (Curbside)
0
Pending Adjustments
Optional: Enter Usemame

Optional: Enter Bill Year

L]

Run

Include Bill Tvpe LA O Pochatde M) Talece (@) Casnicd o aicas
L

| Optional: Enter Program Department Group |SCHOOL

Run as @ preview O Print O POF

T e T T T W]

If Printing use Duplex @) Yes () No 'z

10e45-5pecial Irwoices Dutstanding Register

10631-Trwoice Transaction History As of Report

10620-HAgad Recaivables (Special [rwolices)

MBRPTLIBCOL

B! Department Group Listing X
eparLnent. Description status Tof
BC1 abc 1 ] -

GBCZ = a

BS ABS RECREATION DEFT I

AN TOWH ATMIMISTRATOR A

ADMIN TORN ATMINISTRATOR A

ADILUSER TORH AIMINISTRATOR a

AFFORD AFFORDARBLE HOUSIMG A

RHIMAL AHIMAL COMTROL I

CRCAND ARCAND PARK a

ORTS ARTS COUNCIL ]

RSSESSMENT RSSESSMENT I

RSSESSORS ASSESSORS A

RASUSER ASSESSORS A

ATHLETICS ATHLETICS A

RUMPOLICE AUMILIARY POLICE A

EL DMHT TORH HALL MAINTEMAMC A

ELISER BUILDING a

CAPTHY CAPITAL IMVEST TRUST A

CEMETERY CEFETERY A v

Find | Search Cancel | Help  Eof
up

For example, the #10655 Pending
Adjustments report now has the optional
filter on Department Group; use the
[Lookup] button to show all available
departments, or if the department is
known, type directly in the field. To add a
department or edit an existing
department, select:

System P Department Group Profile

Beware of unintended consequences
when editing departments, as they are
used in multiple modules.

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

Release Notes — Version 21.1

Miscellaneous Billing

== [AUC] 10600-Report Library Collection [theresa]

Report Library Collection

March 2021

The collection reports are shown in the figure. Reports
highlighted in light blue all offer the optional filter on
Department. Sample output from the affected reports
are shown in the sections below.

3.1.1. #10630 Bill Type - As of a Date

Report Name
10630-Bill Tupe - Az of a Date
10635-Credit Redistribution Report The reports that are starred ' have had additional
10626-Aged Recievables (Curbside? changes described
— ’
10654-Pending Receipts Y, 1 in the sections
10655-Pending Adjustments 4 i . that follow.
1;;;—';— ———;——- - — jl Highlighted reports -
—Revenue mmary — By Type. Date. Category o) tiona| fl |ter on
10657-Posted Receipts - by Date, GL¥ b P Hment added: Reports marked as
106568—-Posted Adjustments — by Date. Txn Code. Category I eépartment a ed; were
———————————————— ‘ / starred reports - other installed with the
OGED Postad Transact Lo~ Refind FISESTg { changes as detailed in March 2021
10663-Posted Transactions — Payments by Batch \ the fOIIOWing SECtions; Software update
10664-Fosted Transactions — By Deposit Date \ reports marked new were p q P ibed
— Fp T —— : ; . . and are describe
13:2? gtat.l.st.l.cs How our Bills are Paid installed with the March ‘ . :
~Subscriber Analysis \ in their respective
________________ AY 2021 update sections below.
10659-Lockbox Batch Summary Report _
10645-Special Irwoices Outstanding Register —
10631-Invoice Transaction History As of Report
10626—-Aged Receivables (Special Invoices)

[ADM-AUC-MB-78]

4 TedRE - BillType_Asof_12-Feb-2021_ [11is
File Edit Format Options

The #10630 Bill Type — as of a

10630-MBIRNSUM_ASOF.REP Printed 18-Feb-2021 at 09:06:06 by
City of ADMINS
Bill Type - As of a Date
Bill Type: 35

Misc Billing as of 12-Feb-2021

Date report may be filtered by
Fess t Program Type and / or by
Department.

Billg Customer Owner Name Charges Payments  Adjustments

Refunds Balance

Bill Year: 2021

000169-00 00000009 Terry Mathew

000164-00 00000041 MOSKOWITZ, BARRY S
000165-00 00000136 STEVENS, CHARLES T
000166-00 00000166 JUNO CHEFS INCORPORATED
000167-00 00000167 CARROCCIO, A THOMAS ESQ
000168-00 00000168 STANLEY, RICHARD L ESQ

The filter criteria is shown in the

285.00

|Total Program: TIGERSDEN

|Tntal Department Group: SC’HOOLl

Total Bill Year: 2021 2006.00

Subtotals by Program,
and by Department 2006.00
Group. Legend shows |
filter selections

700 Selection Legend at the bottom

:255% of the report. The report

200600 subtotals by Program,
Department Group, and Bill

Year.

10630-MBIRNSTM_ASOF.REP Pzinved 18-Feb-2021 av 05:06:06 by THERESA
City of ADMINS

Bill Type - As of & Date

Bill Type: 95

Misc Billing as of 12-Feb-2021

Page 2 Run as Print/Preview/PDF® or
Excel®. Preview output is shown

in Figure 1.

Refunds Balance

2006.00

Bi11s Customer Owner Name Payments  Adjustments
___|_ _____________________________________________________
Felection Legend:
As of Date: 12-Feb-2021
Bill Year: 2021 2021
Bill Type: S5 Mise Billing
Print Report As: D
Program Type: TIGERSDEN
Exclude Fully Paid Bills: N
Exclude Credit Balance Bills: N
Exclude Stopped Subscriptions: N

Figure 1 #10640 Bill Type as of a Date filtered by Program Type

[ADM-AUC-MB-72]
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ADMINS Unified Community Release Notes — Version 21.1
Miscellaneous Billing March 2021

3.1.2. #10635 Credit Redistribution Report

® | Task 10633: Credit Redistribution Report

L G Redioibuon Feport The Credit Redistribution Report prompt now has a Radio
ind all invoices with credit balances and match them to
invaices with ding balances for the same Button to select a Bill Type of ® Curbside, ® Toters, or ®

Required: Enter Bill Year

Required: Enter Program Type | l

Special Invoices. The prompt used to restrict by program
type; this provides more flexibility as customers may be

AN 35 © Preview O Print O PDF O Excel billed for multiple programs.
It Printing use Duplex @ yes () No

Lookup Cancel Clear All

# ] Task 10635: Credit Redistribution Report X

Credit Redistribution Report
Find all invoices with credit balances and match them to
invoices with outstanding balances for the same customer

Required: Enter Bill Year 2021
Include Bill Type @® Curbside O Toters O Special Invoices

Only one bill type may be selected at a time. This report
finds customers with credit balances on invoices with
outstanding balances on other invoices which may be
handled via an adjustment batch entry.

Run as O) preview O Print O PDF @ Excel
If Printing use Duplex @ ves () No

Lookup Cancel Clear All

File Edit Format Options

&% TedRE - Credit_Redist_10635_THERESA[1]lis - m} X
‘CourierNew ﬂ |9 j B 7 QI. - _EI él
&l1S
10635-MBREP :MBCREDREF.REP Printed 11-Feb-2021 at 11:47:05 by THERESA Page 1
City of ADMINS
Credit Redistribution Report

Bill Type: 95 Misc Billing
Bill Year: 2021

==Bills with Outstanding Balances===

Bill# Customer Service Addresas Balance Bill# Program Balance
000102-00 00000004 123 MAPLE DRIVE -4.00 000134-00 SCHOOL 5.00
000141-00 SCHOOL 20.00)
Outstanding Balance 25.00
000132-00 00000004 123 MAPLE DRIVE -10.00 000141-00 SCHOOL 20.00
000141-00 SCHOOL 20.00
Outstanding Balance 40.00

*#x* Grand Total -14.00 65.00

Selection Legend:

Bill Year: 2021
Program: SCHOOL

Figure 2 Credit Redistribution Report

In the illustration, the credit balance of $14.00 can be applied to other bills for customer #0000004 via an adjustment batch.

[ADM-AUC-MB-91]
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ADMINS Unified Community Release Notes — Version 21.1
Miscellaneous Billing March 2021

3.1.3. #10625 Aged Receivables (Curbside)

1 Task 10625: Aged Recievables (Cutside) x ADMINS added the aging report with the March 2021 software
Aged Recievables [CURBSIDE] . . . . .

et e B Yoot g e veae: [ |7a vear[ 355 update. This report lists unpaid customer invoices and unused

Required: Enter As of date sFER2021 | credits by date ranges. The only required fields are the “Enter as

Required: Enter Number of days between Aging Breaks (39 | .

Incuds Camgaries et 6o net st te A7 (6.3, Foosl @ ves e of Date” and the number of days between aging breaks

Print O summary ® Detail (typlcally 30)

Run as @ preview O Print OPDF O Excel
It Printing use Duplex @ z—- s
& TedRE - AgedReceivables90_THERESA[1]lis

File Edit Format Options
Courier New s =] Blz|ufw~] :=| 4
|

10625-MEREF: MEAGERECS0. REE Printed 15-Feb-2021

[Esla &

43 by THERESA Page 1
City of ADMINS
Aged Recievables (Curbside)

A3 0f: 19-Feb-2021

Year Bill4 Parcel/Accounté Berson Billed Under 31 31 wo &0 61 to 90 Over 90 Total

Curbside

GNE, MICHAEL F 93.75 .00 .00 .00 93.75

2021 o - AMES J ESQ (6.25) .00 .00 .00 (6.25)
2021 000003-01 -- 0039-FEINER BROS 93.75 .00 .00 .00 93.75
Total for Type Curbside ' 181.25 .00 .00 .00 181.25

Total for Year 2021 : 181.25 .00 .00 .00 181.25

*+ Grand Total **+ 181.25 .00 .00 .00 181.25

Selection Legend:

Restrict to Bill Year: 2020 to 2021
Ba of Date: 19-Feb-2021
# Daya between breaks: 30
Include Non Post A/R Categories (e.g Fess): ¥

Frint Report as: D

Figure 3 #10625 Aged Receivables (Curbside)
3.1.4. #10654 Pending Receipts

B! Task 10654: Pending Receipts x
Pending Receipts

o "—1 Report #10654, Pending Receipts offers an
ptional: Enter ear
optional filter for Program Department

Include Bill Type © a1 O curbside O Toters O Special Invoices
Optional: Enter Program Department Group |SCHO0L | SCHOOL I Group

Run as @ preview O Print O PDF
If Printing use Duplex @) ves (O No

Ok | [[Caneel ] [Cteari The selection legend will show the filter
B e e o THERESARL chosen at the bottom of the report.

[t [0 <] B|7|uf@s] =] #lw|[E 53] &

10654-MBRECPEN  REP Printed 18-Feb-20.

o = Feae This will allow departments to report on
relevant receipts.

Type Year Bill Number Run Service Type Batch Cash Check Other Paid

TRANSPORT 12 20.00 . .
rcm scroow 12 The report is available to Run as
FIELDTRIP 12 10.00 . .
Pt poap Print/Preview/PDF® format.
PRIMARY 12 15.00
ELEMENTARY 12 25.00
i s
Total for Type Misc Billing 420.00 420.00
Total for Batch 12 420.00 420.00
** Grand Total *** 420.00 420.00

|Selection Legend: =00 jeeeeeeeeo

Program Dept Group: SCHOOL

Figure 4 Pending Receipts report with a Program Department Group filter

[ADM-AUC-MB-901
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ADMINS Unified Community

Release Notes — Version 21.1

Miscellaneous Billing

3.1.5.

The report of Pending Adjustments includes an
optional filter on Program Department Group. The
legend will show the selections. The report is shown
Run as Print/Preview/PDF®.

March 2021

# 10655 Pending Adjustments

[0 Te0RE - Aguust enoing_ 10655 THERESALSL 5
Fie Est Formmt Options

|

10655-HBADIPEN. REP Prantea 19-Fep-2021 at 18t A Page 1
Pending tments
Trx Mum Tox Code Payment Refund  Adjustment

Bill Musber Run Sesvice Type Batch

M 1 TUITION L} 7 Reversal
w031 ooocz Tmmon s 7 Reversal
Total for Bateh § “248.00
-248.00
W1 Task 10655: Pending Adjustments x » s 1 161 Transfer From 28,
Pending Adjustments.
Total fax Type Miss Sillisg
Optional: Enter Usemame
Optional: Enter Bill Year Taral for Satch 13
Include Bill Type AN O Cushaide O Toters ® Snecial lovaices Total for User THERESA
[Optional: Enter Program Department Group SCHOOL SCHOOL ]
L L . ++ Grand Toai +es 245.00

Run as &) preview O Print () PDF
It Printing use Duplex @ yes (O No

Lookup Cancel Clear All

Selectiocn Legend:

B1ll Type: 95
Program Depr Group: SCHOOL

Figure 5 #10655 Pending Adjustments Report with Optional Program Department Group filter

3.1.6.

# 10656 Revenue Summary - By Type, Date, Category

B Task 10656 Revenue Summary - 8y Type, Date, Category

Revenue Summary - By Type, Date, Category

Required: Enter Effective [Pay/Trx) Date Range From: Tn: 19-FEB-2021

wpices

=

Include Bill Type

0 values:

New Optional filter on Program

Fun 25 @ PreviewOPrint OPDF O Excel Department Group
If Printing use Duplex @ ves (O No
Lookup Cancel Clear All
T
b TedRE - RevsumTm_10656_THERESA[7].lis -
File Edit Format Options
[Couierien =] [0 =] B|Z|ufw~] :=| e[| [= =[3] &
|
10656-MBREVSUMIRNTYP. REP Printed 19-Feb-2021 at 14 . Page 1
City of ADMINS a
Revenue Summary - By Type, Date, Category
Bill Type Date Rec'd Daily Totals Counter receipt Lockbox receipt Clearing House Other Payments Refunds Adjustments
Tuition Fees 100.00 100.00
95-Misc Billing 03-Feb-2021 00.00 100.00
Tuition Fees (100.00)
95-Misc Billing 0g-Feb-2021 (100.00)
Full price breakfast 60.00
Reduced Price Breakfast 6.00
School Lunch per day 180.00
School lunch per day 195.00
School lunch per day full 205.00
Reduced rate lunch, all gr 180.00
PILOT Fees 750000.00
Schoal Bus 50.00 Revenue Summary shows
Tuition Fees 470.00 . .
Elemencary School Transpor 150.00 receipts by date within the type
Field Trip Transportation 210.00
High School Transpor: 250.00 i
Middle School Transpe 200.00 Of recelpts'
'rimary school trans, 12 70.00
Team Sports Transportation 62.50
General Town Bills 2125.00
95-Misc Billing 11-Feb-2021 754543.50 754543.50
+ Total *+ Misc Billing 754, 543.50 754, 643.50 .00 00 (100.00) .00 00
#+#% Grand Total *++ 754,543.50 754,643.50 .00 .00 (100.00) .00 .00
|
-|selecticn Legend:
Pay Dates: 01-FEB-2021 to 19-Feb-2021
Bill Type: 95

Figure 6 Revenue Summary offers an optional filter on Department Group — shown is Run as Print/Preview/PDF®

[ADM-AUC-MB-78]
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ADMINS Unified Community Release Notes — Version 21.1
Miscellaneous Billing March 2021

3.1.7. #10657 Posted Receipts - by Date, GL#

[ TedRE - RectPstGL_10657_THERESA[1Lis
Format  Options

Optional filteron - S [s ] Blz|ufw>] =| == (= =[] &

Program Department bRECPSTDGL.REP Printed 19-Feb-2021 at 15:04:55 by THERESA Page 1
City of ADMINS
Group J Posted Receipts - by Date, GL#
Receipts Posted On: 21-Jan-2021
Revenue Account Number Account Description Amount
B | Task 10657: Posted Receipts - by Datt X 1245.00
Posted Receipts - by Date, 1245.00
Include Bill Type O Curbside O Toters @ Special Invoices |  —777 i Detail
Required: Post Date Range (mmddyyyy] From: ‘m.J,n.zuz‘ | To: 19-Feb-2021 —
Optional: Enter Program Department Group ]| | \ l - .
Optional: Enter up to 9 Service Types Edit ‘n values:
Print Report as: O Detail O Summary © Both
Run as @ preview O Print O PDF O Excel
If Printing use Duplex @ ves () No Amcynt;
0K Cancel  Clear Al __ Hma0
TOCAT v DIIT TTErT ZUZI 105.00
++» Total **+ Posted on: 03-Feb-202f ez oo
- TedRE - RectPstdGLS_10657_THERESA[1]is Su m mary
T — File Edit Format Options
[ Courier New S [e <] Blz|ufm~] =| =[E = 22| 8
|
10657-MBRECPSTDGL . REP Printed 19-Feb-2021 at 15:04:55 by THERESA Page 1
City of ADMINS

Posted Receipts - by Date, GL$
Revenue Account Number

1000-000-0000-000-00-00-48400 Receipts Posted On: 01-Jan-2021 to 12-Feb-2021

w%+ Total *++ Bill Year: 2021 Revenue Account Number Account Description Amount
1000-000-0000-000-00-00-48000 MISCELLANEOUS REVENUE 60.00

«s» Total *** Posted on: 08-Feb-20z] 1000-000-0000-000-00-00-428400 MISCELLANEOUS REVENUE 3935.00
1000-300-0000-000-00-00-41750 GENERA-SCHOOL BUS PASS 942.50
2020-000-0000-000-00-00-42920 SCHOOL LUNCH, CAFETERIA RECEIPTS 750856.00
*#*+ Total *** Bill Year: 2021 755793.50

+++ Grand Total #+* 755793.50

Selection Legend:

Bill Type: 95
Dates: 01-Jan-2021 to 12-Feb-2021

Figure 7 #10657 Posted Receipts — by Date, GL # in Detail and Summary run as Print/Preview/PDF®

[ADM-AUC-MB-78]
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ADMINS Unified Community

Release Notes — Version 21.1

Miscellaneous Billing

3.1.8.

B Task 10658: Posted Adjustments - by Date, Tun Code, Category
Posted Adjustments - by Date, Txn Code, Category

Include Bill Type O Curbside O Toters ® Special Invoices

X

Required: Post Date Range [mmddyyyy] From: |I]l-Feh-2I]21 \Tn: 19-Feb-2021

Optional: Enter Program Department Group ‘

N~ |

March 2021

# 10658 Posted Adjustments - by Date, Txn Code, Category

y (@® Det:
l Optional filter on Program Department group J

Optional: Enter up to 9 Service Types Edit 0 values:
Optional: Enter Transaction Code Edit 0 values: \""-..
Print Report as: Os —,
Run as O preview O Print O PDF @ Excel
It Printing use Duplex @ ves (O No

Lookup Cancel Clear All

=] - AdjPstCatRpr_10658_THERESA[1].xml - Excel
File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
A2 - Jr 2/19/2021
A B c D E F G H | J K L
1 |Post Date Type Transaction Type Category Year Bill Number Charges Dat Batch#
2 |219/2021  IMB  MISC BILL ADJUSTMENT General Town Bills 2021 000103-00 -1,000.00 "4
3 |2/19/2021 MB  MISC BILL ADJUSTMENT General Town Bills (1,000.00)
4
5 [2/19/2021 MB MISC BILL ADJUSTMENT -1,000.00
&
7 |2/19/2021 MB  Transfer From General Town Bills 2021 000140-00 -20.00 "4
8 |2/19/2021 MB Transfer From General Town Bills (20.00)
g
10 |2/19/2021 MB  Transfer From -20.00
11
12 |2/19/2021 MB  Transfer To School Bus 021 000141-00 2000 "4
13 |2/19/2021 MB  Transfer To School Bus 20.00
14
18 |2/19/2021 MB Transfer To 20.00
16
17 |2/19/2021 MB  Total -1,000.00
18
19 Report Total -1,000.00
20
211selection Criteria®
22
23]
24|Bill Type: 95
251Dates: 01-Feb-2021 to 19-Feb-2021

Figure 8 Report run as Excel®, also available to run as Print/Preview/PDF® - can filter on Program Department Group

[ADM-AUC-MB-78]
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ADMINS Unified Community

Release Notes — Version 21.1

Miscellaneous Billing

3.1.9. #10660 Posted Transactions — Summary

B Task 10660; Posted Transactions - Summary X
Posted Transactions - Summary
Required: Enter Bill Type |Misc Billing
Required: Post Date Range [mmddyyyy) From: [01-Jan2021 | To:[12-Feb-2021 |
|0pt|una|: Enter Program Department Group
Optional: Enter Transaction Code Edit 0 values: ——
Optional: Enter up to 9 Service Types Edit 0 values: \ May Select a
Sort By: (® Transaction Code O Service Type Program
Include Payment Transactions: @ Yes O No
Print Report as: O Summary ® Detail Department
Run as @ preview O Printk OPDF O Excel
If Printing use Duplex @ ves () No
Lookup Cancel Clear All
&% TedRE - TrmSum_10660_THERESA[2].lis
File Edit Format Options
|CnurierNew L]“] LI B |/ Ql.' _EI l—t’ = 5
10660-MBREP:MBTRNSUMRPT.REP Printed 19-Feb-2021 at 15:33:10 by THERESA Page 1
City of ADMINS
Posted Transactions - Summary
Misc Billing
Date Posted Transaction Code Charged Adjustmentca Refunds Payments
12-Jan-2021 Billing 2848167.36
Billing 246.00
Billing 1500.00
##% Total for 12-Jan-2021 2848913.36
21-Jan-2021 Billing 750.00
Counter receipt 745.00
Counter receipt S00.00
**% Total for 21-Jan-2021 750.00 1245.00
27-Jan-2021 Billing 430.00
Billing 100.00
#*+ Total for 27-Jan-2021 530.00
03-Feb-2021 Counter receipt 105.00
**+ Total for 03-Feb-2021 105.00
05-Feb-2021 Billing 617.50
*** Total for 05-Feb-2021 §17.50
08-Feb-2021 Insufficient Funds -100.00
*** Total for 08-Feb-2021 -100.00

March 2021

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 21.1

Miscellaneous Billing March 2021
3.1.10. # 10662 Posted Transactions - Refund History
& TedRE - RefTrnHis_10662_THERESA[3].lis
File Edit Format Options
|CourierNew jl‘) j BlIlgI.' _EI‘E- §§|E|§
10662-MBREFTRNHIS.REP Printed 19-Feb-2021 at 16:05:25 by THERESA Page 1
City of ADMINS
Posted Transactions - Refund History
Misc Billing
Pay Date Year Bill # Trans # Vendor # / Remit Vendor Voucher Check Date Check # Check Amt
19-Feb-2021 2021 000102-00 164 030110-01 469566 4.00
19-Feb-2021 2021 000135-00 165 030111-01 469567 5.00
19-Feb-2021 2021 000138-00 166 030112-01 469568 10.00
19-Feb-2021 2021 000139-00 1867 030113-01 469569 15.00
19-Feb-2021 2021 000140-00 lee 030114-01 469570 5.00
Total for User Batch REF15 3%.00
Total for Bill Year 2021 39.00
*#** Grand Total **+* 39.00
Selection Criteria:
Bill Type: 95
Pay Dates: 01-Jan-2021 to 2E-Feb-2021

3.1.11. # 10663 Posted Transactions - Payments by Batch

&% TedRE - Txns_PaymentsByBatch_10663_THERESA[7]lis

File Edit Format Options

| Courier New R EE| Bl!lgl.' _El‘l EE'E'Q

\

10663-MBIRNDETRFT.REP Printed 22-Feb-2021 at 11:53:03 by THERESA Page 1

Cicty of ADMINS
Posted Transactions - Payments by Batch

Year Type Bill# Service Type Payments NSF Fees Total Pay Date Deposit Date
2021 95 000153-00 Full price breakfast 30.00 30.00 11-Feb-2021 11-Feb-2021
2021 95 000155-00 Full price breakfast 30.00 30.00 11-Feb-2021 11-Feb-2021
2021 95 000156-00 Elementary School Transportation 25.00 25.00 11-Feb-2021 11-Feb-2021
2021 95 000156-00 Primary school transportation 15.00 15.00 11-Feb-2021 11-Feb-2021
2021 95 000160-00 Elementary School Transportation 25.00 25.00 11-Feb-2021 11-Feb-2021
2021 95 000160-00 Primary school transportation 15.00 15.00 11-Feb-2021 11-Feb-2021
2021 95 000160-00 Primary school transportation 25.00 25.00 11-Feb-2021 11-Feb-2021
2021 95 000177-00 School Lunch per day 45.00 45.00 11-Feb-2021 11-Feb-2021
2021 95 000177-00 School lunch per day full price 41.25 41.25 11-Feb-2021 11-Feb-2021
2021 95 000177-00 School lunch per day full price 115.00 115.00 11-Feb-2021 11-Feb-2021
*%+ Total for Batch 10 bk 366.25 366.25

2021 95 000147-00 Elementary School Transportation 25.00 25.00 11-Feb-2021 11-Feb-2021
2021 95 000143-00 Elementary School Transportation 50.00 50.00 11-Feb-2021 11-Feb-2021
2021 95 000149-00 Primary school transportation 15.00 15.00 11-Feb-2021 11-Feb-2021
2021 95 000150-00 Elementary School Tranaportation 25.00 25.00 11-Feb-2021 11-Feb-2021
2021 95 000178-00 School Lunch per day 45.00 45.00 11-Feb-2021 11-Feb-2021
2021 95 000178-00 Schoel lunch per day full price 41.25 41.25 11-Feb-2021 11-Feb-2021
2021 95 000178-00 Reduced rate lunch, all grades 9.00 9.00 11-Feb-2021 11-Feb-2021
2021 95 000178-00 Reduced rate lunch, all grades 6.00 6.00 11-Feb-2021 11-Feb-2021
2021 95 000179-00 School Lunch per day 45.00 45.00 11-Feb-2021 11-Feb-2021
2021 95 000179-00 School lunch per day full price 41.25 41.25 11-Feb-2021 11-Feb-2021
2021 95 000179-00 Reduced rate lunch, all gradea 6.00 €.00 11-Feb-2021 11-Feb-2021
2021 95 000179-00 Reduced rate lunch, all grades 9.00 9.00 11-Feb-2021 11-Feb-2021
2021 95 000180-00 School Lunch per day 45.00 45.00 11-Feb-2021 11-Feb-2021
2021 95 000180-00 School lunch per day full price 15.00 15.00 11-Feb-2021 11-Feb-2021
2021 95 000180-00 School lunch per day full price 41.25 41.25 11-Feb-2021 11-Feb-2021
2021 95 000181-00 Reduced rate lunch, all grades 132.00 132.00 11-Feb-2021 11-Feb-2021
2021 95 000181-00 Reduced rate lunch, all grades 18.00 18.00 11-Feb-2021 11-Feb-2021
*%* Total for Batch 11 Rk 568.75 568.75

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

3.1.12.

# 10664 Posted Transactions - By Deposit Date

® | Task 10664: Posted Transactions - By Deposit Date

Posted Transactions - By Deposit Date

X

Required: Enter Bill Type

95 | [Misc Billing

Required: Deposit Date Range [nmddyyyy] From: |p1-Feb-2021

| To:[19-Fe|

-2021

IOptinnaI: Enter Program Department Group

March 2021

3.1.13. # 10665 Statistics

Optional: Enter Transaction Code Edit 0 values: l
Optional: Enter up to 9 Service Types Edit 0 values:
Inelud "
HPEE @Yes O No = - TinSumDep_10664_ [4]xml - Excel o
Print Report as: ©® Summary O Detail File Home Insert  Pagelayout Formulas  Data Review  View Q Tell me.. ,Cl Share
Run as O preview O Primt. O PDF @ Excel 138 - f v
If Printing use Duplex @ vYes (O No
A B B D E F G .
0K Canci| 1 Dep_Pay_Dat Transaction Code Charged Refunds
2 |01-Feb-2021 Biling 1.506.50 0.00 0.00 0.00
3 Total: 01-Feb-2021 1,506.50 0.00 0.00 0.00
4
5 03-Feb-2021 Counter receipt 0.00 0.00 0.00 100.00
6 Total: 03-Feb-2021 0.00 0.00 0.00 100.00
7
8 05-Feb-2021 Biling 617.50 0.00 0.00 0.00
9 Total: 05-Feb-2021 617.50 0.00 0.00 0.00
10
11 |08-Feb-2021 Billing 66.00 0.00 0.00 0.00
12 |08-Feb-2021 Insufiicient Funds 0.00 0.00 0.00 -100.00
13 Total: 08-Feb-2021 66.00 0.00 0.00 -100.00
14
15 09-Feb-2021 Billing 385.00 0.00 0.00 0.00
16 Total: 09-Feb-2021 385.00 0.00 0.00 0.00
17
18 |10-Feb-2021 Billing 18.00 0.00 0.00 0.00
19 Total: 10-Feb-2021 18.00 0.00 0.00 0.00
20
21 11-Feb-2021 Counter receipt 0.00 0.00 0.00 2,418.50
22 Total: 11-Feb-2021 0.00 0.00 0.00 2,418.50
23
24 |19-Feb-2021 Refund 0.00 0.00 34.00 0.00
25 19-Feb-2021 Transfer To 0.00 0.00 0.00 20.00
26 Total: 19-Feb-2021 0.00 0.00 34.00 20.00
27
28 Total: 2021 2,593.00 0.00 34.00 2,438.50
29
30 Grand Total 2,593.00 0.00 34.00 2,438.50
31
32
33 Selection Criteria:
34
35 Select Dep/Pay Dates: 01-Feb-2021 to 19-Feb-2021
36 DetaillSummary: 8
37 Include Pay Types: Y
38

- How our Bills are Paid

] Task 10665: Statistics - How our Bills are Paid

Statistics - How our Bills are Paid
Required: Enter Bill Type 95  Misc Billing
Required: Enter Effective [Pay/Trx) Date Range From: 01-JAN-2021 | To:[19-FEB-2021
Optional: Enter Program Department Group SCHOOL ] ‘SCHOOL
Run as @ preview O Print O PDF O Excel
If Printing use Duplex @ vyes () No

oK Cancel | | Clear Al

This report is intended to assist collectors with
decision making — if most of the bills are paid over the
| ' counter, does that mean additional hours are needed

| for staff coverage?

If most bills are paid via

Report shows the count of the bill

payments - 64 bills were paid via counter

lockbox or online, but
many refunds

|4 TedRE - Payment_Analysis_10665_THERESA[1].lis . H
Y receipts; 1 was an adjustment for or
File Edit Format Options . fficient fund
- S insufficient funds .
[cometen <] [s -] B|7|ufm-] =| =|=|[5 2|2 & adjustments
T
10665-MBEAYTRNCOD. REF Printed 19-Feb-2021 at 16:09:36 by THERESA Fage 1 i
- needed, is
Statistics - How our Bills are Paid .
action
Bill Type: 85 Mise Billing
Paid By Jan - Mar % Apr - Jun % Jul - Sep 13 Oct - Dec % Average Average % Tetal reCIUII'ed
CRC Counter receipt 64 98.46 64 98.46 64
INS Insufficient Funds 1.54 1.54 1 based on the
\on Grand Totad as P P analysis?
Selec Legend:
Effective (Pay, x) Date Range: 01-Jan-2021 to 19-Feb-2021
Program Dept Group: SCHOOL

=== Property of ADMINS, Inc. No unauthorized use,

distribution or reproduction permitted.
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3.1.14. # 10645 Special Invoice Outstanding Register

ADMINS made three changes to report # 10656, the Special Invoices Outstanding Register report.

1. Thetitle, printed at the top of the page and used in the report library, was changed from “Special Invoice Bills” to
“Special Invoice Outstanding Register”.

2. The Program Department Group filter was added to the prompt.

3. The Program Department Group subtotals were added to the report.

- B Task 10645: Special Invoices Outstanding Register X
B 1 Task 10645: Special Invoices Outstanding Register x
Special Invoice Outstanding Register
Special Invoice Bills )
Required: Enter Bill Year Range From Year. FiFg] |To Year: 2921
Required: Enter Bill Year Range From Year: To ‘Year: (2021 Optional: Ener Program Deparimeat Group 4
Optional: Enter up to 9 Program Types Edit 0 values: Optional: Enter up to 9 Program Types Edit o wlues"
Exclude Fully Paid Bills: OYes ® No Exclude Fully Paid Bills: O Yes ® No
Run as @ preview O Print OPDF O Excel Run as @ preview O Print. (O PDF () Excel
If Printing use Duplex @ vyes () No If Printing use Duplex @ ves (O No
Lookup Cancel Clear All Lookup Cancel Clear All

Figure 9 Special Invoice Outstanding Register prompt — before and after

& TedRE - Speciallnvoices_Register_10645_THERESA[2]lis

File Edit Formst Options This shows the
Courier New <] [e < B|7|ufm~] =] || [= 2|2] &) #10645 Special
10645-MBSPCINVBIL.REP Printed 18-Feb-2021 at 14:58:49 by THERESA Page 2 .
n n - " " Invoices
Special Invoices Outstanding Register .
Outstanding
Bill# Charges Payments Adjustments Refunds Balance .
000163=00 00000168 STANLEY, RICHARD L ESQ 175.00 175.00 RegISter’
Program: SCHTRANS 562,50 1,075.00 Run as © Preview.
EN Before & After School Child Care Pr
No filtering

selections were
made; only the
required Bill Year
Range was
entered.

Run with no filtering - all
Programs and all Department
Groups are included, and
7777777 T subtotals print for Program,
Department, and Bill Year.

Program: TIGERSDEN

Department Group: SCHOOL

FILOT Program

000101-00 00000002 VISTRA ENERGY

Program: PILOT

The register sorts
by program, then
by department
group, and gives
PP subtotals on
program,

,,,,,, department group,
and bill year.

Program: TOWN General Town Bills

LE ST SOLAR 1, LIC 1,
SMOE 1

Program: TOWN

Department Group: TOWN

Bill Year: 2021

Report Total:

Selection Legend:

Sele:
Exclude Fully Paid Bills: N

Figure 10 Special Invoices Outstanding Register

Z== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 19 of 34



ADMINS Unified Community

Release Notes — Version 21.1

Miscellaneous Billing

H ©- s Speciallnvoices_Register_10645_THERESA[S].xml - Excel = O
File Home Insert Pagelayout Formulas Data Review View Q Tell me Theresa... Q_ Share

K12 - I v
A B C D E F G H -

1 Bill# Owner Name Charges Payments Adjustments Refunds Balance

2 000169-00 Terry Mathew 385.00 385.00

3 000164-00 MOSKOWITZ, BARRY S 330.00 330.00

4 000165-00 STEVENS, CHARLES T 357.00 357.00

5 000166-00 JUNO CHEFS INCORPORATED 236.00 236.00

6 000167-00 CARROCCIO, A THOMAS ESQ 330.00 330.00

7 000168-00 STANLEY, RICHARD L ESQ 366.00 368.00

8 Program: TIGERSDEN 2,006.00 2,006.00

9

10 Department Group: SCHOOL 2,006.00 2,006.00

11

12J Year: 2021 2,006.00 2,006.00

13

14 Grand Total #Bills: 12 2,006.00 2,006.00

15

16

17 | Selection Criteria:

18

19 | Bill Year: 2021 2021

20 Programs. TIGERSDEN

21 Exclude Fully Paid Bills: N

22_

23 e

Mbspcinvbil @ 4 v
Ready i ) = 1 + 100%

Figure 11 Special Invoices Outstanding Register, run as Excel®, with filter applied

3.1.15. #10631 Invoice Transaction History As of Report

® | Task 10631; Invoice Transaction History As of Report X

Invoice Transaction History As of Report
This report will provide the invoice balance as of the
transaction date, then show all payments on those
outstanding invoices as of the payment date.

Include Bill Type @® Special Invoices O Curbside O Toters
Required: Enter Transaction AS OF Date (mmddyyyy) |01-Feb-2021

18-FEB-2021

Required: Enter Payment As of date

Optional: Enter Program Department Group [SCHOOL SCHOOL
Run as @) preview O Print - OPDF O Excel
If Printing use Duplex @ vYes () No

Lookup Cancel Clear All

March 2021

The same report, Run as
Excel®, with a filter set
to show only the
TIGERSDEN program.

[ADM-AUC-MB-72]

Report shows charges,
adjustments, payment,
refunds, balance, and may
be run as
Preview/Print/PDF® or
Excel® format. Selection
required on Bill Type,
Transaction As of Date,
Payment As of Date.
Department Group filter is
optional.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community
Miscellaneous Billing

& TedRE - Invoice_Trn_History_10631_THERESA[3].lis
File Edit Format Options
[ Courier New <o < Bl7|ujm] =| = HEIE]
10631-MBTRNHISASOF.REP Printed 18-Feb-2021 at 15:45:48 by THERESA Page 3
City of ADMINS
Invoice Transaction History As of Report
Transaction History as of 01-Feb-2021
Payments as of 18-Feb-2021
For Department Group SCHOOL
Service 01-Feb-2021 After 01-Feb-2021 Adjusted
Cust# Name Program  Iype Charges Adjustments Payments Refunds Balance Refunds/Payments Balance
00000166 CHARLES JUNO LUNCH ELEMENTARY 45.00 .00 .00 .00 45.00 45.00 .00
00000166 CHARLES JUNO LUNCH HIGHSCHL 48.75 .00 .00 .00 48.75 48.75 .00
00000166 CHARLES JUNO LUNCH PRIMARY 41.25 .00 .00 .00 41.25 41.25 .00
00000166 CHARLES JUNO LUNCH REDUCED 6.00 .00 .00 .00 6.00 15.00 (9.00)
00000166 CHARLES JUNO SCHTRANS  ELEMENTARY 25.00 .00 .00 .00 25.00 .00 25.00
00000166 CHARLES JUNO SCHIRANS  FIELDIRIP 10.00 .00 .00 .00 10.00 .00 10.00
00000166 CHARLES JUNO SCHTRANS HIGH SCHOOL 75.00 .00 .00 .00 75.00 .00 75.00
00000166 CHARLES JUNO SCHIRANS  MIDDLE 50.00 .00 .00 .00 50.00 .00 50.00
00000166 CHARLES JUNO SCHTRANS PRIMARY 15.00 .00 .00 .00 15.00 .00 15.00
00000166 CHARLES JUNO TIGERSDEN B4ELEMENTZ 55.00 .00 .00 .00 55.00 .00 55.00
00000166 CHARLES JUNO TIGERSDEN PMELEMENT2 181.00 .00 .00 .00 181.00 .00 1e1.00
Total Customer CHARLES JUNO 552.00 .00 .00 .00 552.00 150.00 402.00
00000167 CARROCCIO, A THOMAS ESQ LUNCH ELEMENTARY 45.00 .00 .00 .00 45.00 45.00 .00
00000167 CARROCCIO, A THOMAS ESQ LUNCH HIGHSCHL 48.75 .00 .00 .00 48.75 48.75 .00
00000167 CARRCCCIO, A THOMAS ESQ LUNCH ERIMARY 41.25 .00 .00 .00 41.25 41.25 .00
00000167 CARRCCCIO, A THOMAS ESQ LUNCH REDUCED €.00 .00 .00 .00 6.00 15.00 (9.00)
00000167 CARROCCIO, A THOMAS ESQ SCHIRANS  ELEMENTARY 25.00 .00 .00 .00 25.00 .00 25.00
00000167 CARROCCIO, A THOMAS ESQ SCHTRANS FIELDIRIP 10.00 .00 .00 .00 10.00 .00 10.00
00000167 CARRCCCIO, A THOMAS ESQ SCHTRANS HIGH SCHOOL 75.00 .00 .00 .00 75.00 .00 75.00
00000167 CARROCCIO, A THOMAS ESQ SCHIRANS  MIDDLE 50.00 .00 .00 .00 50.00 .00 50.00
00000167 CARROCCIO, A THOMAS ESQ SCHIRANS PRIMARY 15.00 .00 .00 -00 15.00 .00 15.00
00000167 CARROCCIO, A THOMAS ESQ TIGERSDEN B4ELEMENT3 83.00 .00 .00 .00 83.00 .00 £83.00
00000167 CARRCCCIO, A THOMAS ESQ TIGERSDEN PMELEMENT3 247.00 .00 .00 .00 247.00 .00 247.00
Total Customer CARROCCIO, A THOMAS ESQ 646.00 .00 .00 .00 646.00 150.00 496.00
00000168 STANLEY, RICHARD L ESQ BREAKFAST ALLFULL 22.50 .00 .00 .00 22.50 .00 22.50
00000168 STANLEY, RICHARD L ESQ LUNCH ELEMENTARY 45.00 .00 .00 .00 45.00 45.00 .00
00000168 STANLEY, RICHARD L ESQ LUNCH HIGHSCHL 48.75 .00 .00 .00 48.75 48.75 .00
00000168 STANLEY, RICHARD L ESQ LUNCH PRIMARY 41.25 .00 .00 .00 41.25 56.25 (15.00)
00000168 STANLEY, RICHARD L ESQ SCHTRANS  ELEMENTARY 25.00 .00 .00 .00 25.00 .00 25.00
00000168 STANLEY, RICHARD L ESQ SCHIRANS  FIELDIRIP 10.00 .00 .00 .00 10.00 .00 10.00
00000168 STANLEY, RICHARD L ESQ SCHTRANS HIGH SCHOOL 75.00 .00 .00 .00 75.00 .00 75.00
00000168 STANLEY, RICHARD L ESQ SCHIRANS MIDDLE 50.00 .00 .00 .00 50.00 .00 50.00
00000168 STANLEY, RICHARD L ESQ SCHIRANS PRIMARY 15.00 .00 .00 .00 15.00 .00 15.00
00000168 STANLEY, RICHARD L ESQ TIGERSDEN B4ELEMENT1 28.00 .00 .00 .00 28.00 .00 28.00
00000168 STANLEY, RICHARD L ESQ TIGERSDEN B4ELEMENTS 138.00 .00 .00 .00 138.00 .00 138.00
00000168 STANLEY, RICHARD L ESQ TIGERSDEN PMELEMENT1 202.00 .00 .00 .00 202.00 .00 202.00
Total Customer STANLEY, RICHARD L E3Q 700.50 .00 .00 .00 700.50 150.00 550.50
Total Department SCHOOL 5,543.50 .00 745.00 .00 4,798.50 1,635.00 3,163.50
Report Total 5,543.50 .00 745.00 .00 4,798.50 1,635.00 3,163.50

Figure 12 Invoice Transaction History “as of” Report run as Print/Preview/PDF®
[ADM-ACU-MB-74]

3.1.16. #10626 Aged Receivables (Special Invoices)

B | Task 10626; Aged Receivables (Special Invoices)
Aged Receivables [Special Invoices)

Required: Enter As of date

18-FEB-2021

Optional: Enter Program Type

Optional: Enter Program Department Group | I I

P

Required: Enter Numb

of days bet Aging Breaks

Include Categories that do not post to A/R? [e.g. Fees] @) ves O No
Print O Summary @ Detail

@® Excel

O PDF
O No

Lookup

Run as () preview O Print
If Printing use Duplex (@ yes

Cancel Clear All

An accounts receivable aging is a report that lists
unpaid customer invoices and unused credits by
date ranges. ADMINS added the aging report with
the March 2021 software update. The only
required fields are the “Enter as of Date” and the
number of days between aging breaks (typically
30).

The report may be filtered by Program Type
and/or Program Department group.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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March 2021

AgedReceivables95_THERESA[1].xml - Excel

File Home Insert Page Layout Formulas Data Review  View 2 Tell me what you want to do..
A2 - Jo | 2021
A B B D E F G H | J
1 Year Bill# Program Person-Billed Under 31 Days 31 to 60 Days 61to 80 Days Over 90 Days Total
69
70 2021 000169-00 TIGERSDEN-Before & After School Child Ca  00000009-Terry Mathew 0.00 0.00 0.00 138.00 138.00
71 2021 000169-00 TIGERSDEN-Before & After School Child Ca  00000009-Terry Mathew 0.00 000 000 24700 24700
72 2021 000164-00 TIGERSDEN-Before & After School Child Ca  00000041-MOSKOWITZ, BARRY S 000 8300 000 0.00 8300
73 2021 000164-00 TIGERSDEN-Before & After School Child Ca  00000041-MOSKOWITZ, BARRY S 0.00 247.00 0.00 0.00 247.00
74 2021 000165-00 TIGERSDEN-Before & After School Child Ca  00000136-STEVENS, CHARLES T 0.00 357.00 0.00 0.00 357.00
75 2021 000166-00 TIGERSDEN-Before & After School Child Ca  00000166-CHARLES JUNO 0.00 181.00 0.00 0.00 181.00
76 2021 000166-00 TIGERSDEN-Before & After School Child Ca  00000166-CHARLES JUNO 0.00 5500 000 0.00 5500
77 2021 000167-00 TIGERSDEN-Before & After School Child Ca  00000167-CARROCCIO, A THOMAS ESQ 000 8300 000 0.00 8300
78 2021 000167-00 TIGERSDEN-Before & After School Child Ca  00000167-CARROCCIO, A THOMAS ESQ 0.00 247.00 0.00 0.00 247.00
79 2021 000168-00 TIGERSDEN-Before & After School Child Ca  00000168-STANLEY, RICHARD L ESQ 0.00 202.00 0.00 0.00 202.00
80 2021 000168-00 TIGERSDEN-Before & After School Child Ca  00000168-STANLEY, RICHARD L ESQ 0.00 138.00 000 0.00 138.00
81 2021 000168-00 TIGERSDEN-Before & After School Child Ca  00000168-STANLEY, RICHARD L ESQ 0.00 2800 000 0.00 28.00
82 Total Program TIGERSDEN-Before & After 0.00 1,621.00 0.00 385.00 2,008.00
83
84 Total Dept SCHOOL 195.50 2,671.00 0.00 455.00 3,321.50
85
86 2021 000101-00 PILOT-PILOT Program 00000002-VISTRA ENERGY 0.00 000 000 2008167 36 2098167 36
87 Total Program PILOT-PILOT Program 0.00 0.00 0.00 2,098,167.36 2,098,167.38
88
89 2021 000103-00 TOWN-General Town Bills 00000003-MAPLE ST SOLAR 1, LLC -1,000.00 0.00 0.00 000  -1,000.00
90 2021 000140-00 TOWN-General Town Bills 00000004-JOE SMOE -25.00 0.00 0.00 0.00 -25.00
91 Total Program TOWN-General Town Bills -1,025.00 0.00 0.00 0.00 -1,025.00
92
93 Total Dept TOWN -1,025.00 0.00 0.00 2,098,167.36 2,097,142.38
94
95 Total for Year 2021 -829.50 2,671.00 0.00 2,098,622.36 2,100,463.88
95
97 [o990 000000-00 - 00000000- 0.00 0.00 0.00 0.00 0.00
98 Total Program - 0.00 0.00 0.00 0.00 0.00
99
100 Total Dept 0.00 0.00 0.00 0.00 0.00
101
102 Total for Year 9999 0.00 0.00 0.00 0.00 0.00
103
104 Grand Total -829.50 2,671.00 0.00 2,098,622.36 2,100,463.88
105
106
107 Selection Legend:
108
109 As of Date: 18-FEB-2021
110 # Days between breaks. 30
111 Include Non Post A/R Category: Y
112 Print Report as: D
113
[ADM-AUC-MB-77]
o
3.2. Report Library by Customer
== [AUC] 10601-Report Library Customer - a X
) The reports that are starred
Report Library Customer # have had additional
changes, described in the
Report Name View Report | A .
sections that follow.
Run
10616-Customer with no Parcel# assigned Run
10620-Customer Notes Report Run Reports marked as
10640-Customers with Duplicate Service Addresses x Run 3 X
10642-Customers with Duplicate Parceld Run were installed with the
10666-Custoners with Duplicate Names Run March 2021 Software
update and are described in
10669-Customer Statement Run . . .
their respective sections
below.
MBRPTLIBCUS up

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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3.2.1. #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.

Misc Billing P Reports P Report Library P [3 Customer Reports] P #1640 Customers with Duplicate Service Addresses

s@ TedRE - Duplicate_ServiceAdr_10640_THERESA[5].lis
File Edit Format Options
‘CnuriErNew j |9 j Bll QI. 'I _EI E E|= @
|
10640-MBCUSSRVDUP.REP Printed 01-Mar-2021 at 15:44:47 by THERESA N .
City of ADMINS 1. Duplicate customer service
Customers with Duplicate Service Addresses addresses ShOUld be investigated
F======= Subscript Frogram - if there are active programs on
Service Address Cust# Active Active both addresses, check to see if
170 WYOMING AVE — they should be combined.
170 WYOMING AVE 00000143 No -
2 SE 3RD AVE 00000158 No THERESA 04-Feb-2021
2 SE SR_‘) A‘E ____________________ 'F'u'ﬂl.' .. TP N T T o e |
o 00000151 No
20 S BABCOCK 5T . .
0000166 Mo 2.- if there e_lre n9 active
2 stk 8. ———-—--—--—— programs, inactivate the customer
Gi W D - . - . .
22 GATEWAY RD 00000055 No No - - in this example, inactivate
2239 SHAWNEE MISSION PKY 00000169 No Yes customer 151.
2239 SHARNEE MISSION PKY = e emc e e e e e e e e ————————————

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

Misc Billing P Maintenance P Customer Maintenance P Select Customer P [Actions] P Inactivate Record

== [AUC] 10000-Customer Maintenance

Customer Maintenance

Goto...

CustNo  sialsienissl Service Address
rctone Name 1 [JUND CHEFS INCORPORATED
Parcel# | - - Name 2 |
Primary
Add New Location® E Street# E ,
Street  [BE 3RD AVE unit |
Reports > st Zip 00000-0000 | Line2 |
City ESQUITE St ffX Zip [75149-0000
|'nactivate Record M

1 Customer 2 PRG Invoices 3 Attachments 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Loas (1)

[ADM-AUC-MB-88]
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3.2.2. #10666 Customers with Duplicate Names

B | Task 10666: Customers with Duplicate Names X

Customer Name Duplicates

Run as O preview O Print -~ @ PDF O Excel
If Printing use Duplex @ ves () No

Lookup Cancel Clear All

B - & Duplicate_Names_10666_THERESA[1].xml - Excel
File Home Insert Page Layout Formulas Data Review View c;\, Tell me what you want to do... Theresa Campbell ‘Qr Share
1178 - K v
A B (3 D E F G H a
1 Customer Name Cust# Active_Sub Active_Prg Service-Address Entered_By Entered_On
156/ TRI STATE REFUELER CO 00000047 No No 128 BRANSTEN RD THERESA 2/3/2021
157|TRI STATE REFUELER CO 00000080 No No 128 BRANSTEN RD THERESA 2/3/2021
158
159 TRUHLAR AND TRUHLAR ATTYS 00000022 No No 5 BOSTON AVE #88 ANTHEA 2/1/2021
160 TRUHLAR AND TRUHLAR ATTYS 00000035 No Yes 5 BOSTON AVE #88 ANTHEA 2/1/2021
161
162/ TRIM TOOL INC 00000051 No No 2681 LEWIS RD THERESA 2/3/2021
163/ TRIM TOOL INC 00000084 No No 2681 LEWIS RD THERESA 2/3/2021
164
165 VICON CORPORATION 00000064 No No 71 SAN MATEO AVE THERESA 2/3/2021
166|VICON CORPORATION 00000097 No No 71 SAN MATEO AVE THERESA 2/3/2021
167
168|W TC INDUSTRIES INC 00000148 No No 3 ASPEN ST THERESA |2/4/2021
169|W TC INDUSTRIES INC 00000163 No No 3 ASPEN ST THERESA |2/4/2021
170
171 WYE TECHNOLOGIES INC 00000069 No No 65895 S 16TH ST THERESA 2/3/2021
172 WYE TECHNOLOGIES INC 00000102 No No 65895 S 16TH ST THERESA 2/3/2021
173
174 WHITEHALL ROBBINS LABS DIVSN 00000149 No No 32860 SIERRA RD THERESA 2/4/2021
175 WHITEHALL ROBBINS LABS DIVSN 00000164 No No 32860 SIERRA RD THERESA |2/4/2021
176 -
Mbcusnamdup @ 4 »

Ready H (21— ] + 100%

This report is run on demand from the report library. Resolve duplicates prior to assigning programs, billing, and collecting
payments.

3.2.3. # 10669 Customer Statements

# | Task 10669: Customer Statement X Th t t t t .
e customer statement s a

standard statement that may

Customer Statement

Optional: Enter Customer Number |3

Optional: Enter As of Due Date @l be emailed on rEqueSt or
REIELun: @® Al O Open Only O Current Month + Open O Current Month Only printed |Oca”y.

Optional: Enter Email Address theresa@admins.com, dy@admins.com

Optional: Enter Note 1 Please see the attached for the current status of your account. The selections are described
Optional: Enter Note 2 Per your request, this is also being emailed to a second in the table below; a Sample
Optional: Enter Note 3 address. Contact the department listed at the bottom of the statement for

statement is shown in Figure
13.

Optional: Enter Note 4 ‘d:tail on charges: remit to the address at the top of the statement|

Run as @ preview O Print O PDF
If Printing use Duplex @ ves () No

Lookup Cancel Clear All
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File Edit Format Options

&% TedRE - Customer_Statement_10669_THERESA[11].lis

| Courier New LI ‘ 9

SCHOOL BUSINESS OFFICE
215 Lewis Wharf
Boston MA 02110
617-494-5100

busofficefadmins.com

MRPLE ST SOLAR 1, LLC

55 TECHNOLOGY DRIVE
LOWELL MA

C/0 BORREGO SOLAR SYSTEMS, INC.
ATIN: PROJECT FINANCE DEPT 1st Phone : (000) 000-0000

City of ADMINS
Customer Statement

Customer ID: 00000003

2nd Phone : (000) 000-0000
01851-0000 As of due date: 02282021

Invoice4 Preogram Service Type Date Due Date Charged & Refunds Payments Balance Balance Past Due

Invoice Adjustments Line Invoice

000135-00 SCHOOL Credit 19-Jan-2021 19-Jan-2021 -5.00 -5.00
000135-00 SCHOOL Schoel Bus 19-Jan-2021 19-Jan-2021 10.00 5.00 15.00 -5.00 -5.00

000139-00 SCHOOL Credit 01-Feb-2021 11-Feb-2021 -5.00 -5.00
000139-00 SCHOOL School Bus 01-Feb-2021 11-Feb-2021 30.00 30.00
000139-00 SCHOOL Tuition Fees 01-Feb-2021 11-Feb-2021 105.00 15.00 120.00 -5.00 -5.00

000103-00 TOWN Town of Bellingham Project 06-Jan-2021 06-Jan-2021 1,500.00 1,500.00

1,635.00 20.00 1,665.00 -10.00 -10.00

Selection Legend:

Selection Criteria: All

10669-MBCUSSTMI .REP

SCHOOL BUSINESS OFFICE
215 Lewis Wharf
Boston MA 02110
617-494-5100
buscffice@admins.com

Report Total

Printed 01-Mar-2021 at 16:17:09 by THERESA Page 2
City of ADMINS
Customer Statement

1,635.00 20.00 1,665.00 -10.00 -10.00

Figure 13 Customer Statement

Table 1 Customer Statement Prompt and Options

Prompt

Optional: Enter
Customer Number
Optional: Enter As of
Due Date:

Selection:

Email address

Note 1 - Note 4

Description/How used |
If left blank will list all customers, one per page

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

® All All invoices that are associated with a customer with or without a balance
O Open Only Only those invoices that have either a balance or credit

O Current All invoices billed in current month using todays date, and all prior invoices
Month + Open that still have an open balance

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

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)

Optional. If sending report by email, include this text in the body of the email. Up to four 80-
character notes may be included.
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T \L v Customer Invoice Statement From City of ADMINS - Message (Plain Text)

File Message  Help Q Tell me what you want to do
-5 M| © € = & Makunread 88« P+ B~ £ Find | Q_ Zoom
& ~
Customer Invoice Statement From City of ADMINS The email will
theresa@admins.com € Reply “ Reply Al —> Forward o contain the
To Theresa Campbell; Wendy Tarantola Mon 3/1/2021 417 PM customer statement
Customer_Statement_10669_THERESA[S].pdf as an attachment in
8KB PDF® format.
o)
Ko S 2B S G 7 g
The text entered
Dear Customer, .
in the four notes
Please see the attached for the current status of your account. fields will be
Per your request, this is also being emailed to a second address. Contact the department listed at the bottom of the included in the body
statement for detail on charges; remit to the address at the top of the statement. .
of the email.
Please find attached your Customer Invoice Statement
3
Thank you . The ret.u r.n
Theresa address will include
ADMINS INC the user name, and
215 LEWIS WHARF h dd f h
BOSTON MA 02110-0000 the address for the
department issuing
the statement.
** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **
[l ¥

[ADM-AUC-MB-72]

3.3. Report Library Program Invoices

ADMINS added another report category to the Miscellaneous Billing Reports library. Click on [4 Program Invoice Reports] to
run Report #10691, Programs Due to be Invoiced. Full details are provided below.

== [AUC] 10605-Report Library Progam Invoices [theresa] - X
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
BB S8 me > = I

Report Library Progam Invoices
Goto...
) Report Name (View Report [Last Run Date |Run Time A
Actions T1-Fcb-2021 [14:29:09.63
10691-Prograns due to be Invoiced Run |12-Feb-2021 |17:05:38.82
Report C
2 Collection Reports
2 Subscription Reports
3 Customer Reports.
4 Program Invoice Reports
S Other Reports
v
MBRPTLIBPRG uP
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3.3.1. #10691 Programs Due to be Invoiced

1 Task 10691 Programs cue 1o be Invoiced x The Programs Due to be Invoiced report may be

List Pragrams that are over due o t be invaiced in he run as Print/Preview/PDF® or Excel® format. The

optonat Em;::;;:‘a::pe | ‘ report runs in the weelfly process with no

Optional: Enter Program Department Group [SCHOOL | [scHooL filtering and is also available on demand. The on
demand report has two optional filters: Program

Run as @ preview O Print OPDF O Exccel Type, and Program Department Group.

If Printing use Duplex @ vYes () No

Lookup Cancel Clear All

Each time an invoice is issued using one of the
program invoices by frequency, the system writes back the date it was invoiced. This report uses the frequency and the date
of the last invoice to check if the next bill is due to be billed. For example, for an annual bill the process will check if that bill
BT G has been invoiced in the last 365

Hd - s Programinvoices_Due_THERESA[2]xmi - Excel

Mo I Buelgen Gl B sy Wy @ Tdeecmscmmds days; if it has, the program will not

i3 5 5 . be shown on the report; if it has

A c o e F o w . Kol not been invoiced in the last 365
1 |o Line  Program Dept.Group Deseription Frequency Start-Date End-Date Last-invoice Next.Invoice
2 |Programs OVER due for Invoicing 7
z days, the program will appear on
4 (00000014 1 TIGERSDEN ~ SCHOOL  Before & After School Child Care Program  Weekly 1172021 1112021 . ..
5 (00000158 3 TIGERSDEN ~ SCHOOL  Before & After School Child Care Program  Monthly 1/20/2021 14202021 th ere pO rt as d ue fO r INvoIcCl ng_
6 (00000041 3 TIGERSDEN  SCHOOL  Before & After School Child Care Program  Montnly 14472021 142021 21412021
7 (00000136 1 TIGERSDEN ~ SCHOOL  Before & After School Child Care Program  Montnly 11472021 142021 20412021 H H
8 (00000166 1 TIGERSDEN  SCHOOL  Before & After School Child Care Program _ Montnly 1/4r2021 142021 21412021 Other bill types will a ppear on the
9 (00000167 1 TIGERSDEN ~ SCHOOL  Before & After School Child Care Program  Montnly 1/4/2021 142021 21412021 .
10 (00000168 1 TIGERSDEN  SCHOOL  Before & After School Child Care Program  Monthly 1/412021 1/4/2021 20412021 repOrt If they are d ue to be
1
1z #involces Due ! — invoiced within 14 days or are
14 T . .
= - overdue to be invoiced.

Mbcusprgdue [©) 1 r

Ready B m - 1 + 100%

Programinvoices_Due_THERESA[1]xmi - Excel cal = o

File Home Insert Pagelayout Formulas Data  Review View @ Tell me whatyou want to do.. Theresa Campbell . Share
M24 - S =
A B e D E F G H 1 J Py
I Line Program Dept-Group Description Frequency StartDate End-Date  Last-Invoice Next-Invoic
2 |Programs OVER due for Invoicing
3
4 00000002 1INSURANCE  TOWN Insurance Annual 11112021 /112021
500000006 1 PILOT TOWN PILOT Program Annual 11112021 /112021
6 [00000011 1 SCHOOL SCHOOL School Bills Weekly 11112021 1/1/2021
7 00000014 1 TIGERSDEN ~ SCHOOL Before & After School Child Care Program  Weekly 1112021 1172021
8 00000014 3 SCHTRANS SCHOOL School Transport Quarterly 11412021 11412021
9 (00000143 2 LUNCH SCHOOL School Nuirition Programs. Semi-annual 11412021 11412021
10 00000168 3 SCHOOL SCHOOL School Bills Semi-annual 11412021 11412021
1100000008 2 SCHTRANS  SCHOOL School Transport Monthly 1/15/2021 /152021
12 00000158 3 TIGERSDEN ~ SCHOOL Before & After School Child Care Program  Monthly 1/20/2021 1/20/2021
13 00000009 1 SCHOOL SGHOOL School Bills Weekly 21112021 20112021
14 00000040 1 TOWN TOWN General Town Bills Monthly 21112021 20112021
15 00000041 1 SCHOOL SCHOOL School Bills Monthly 2/1/2021 2112021
16 00000067 1 SCHTRANS  SCHOOL School Transport Weekly 2/1/2021 2/1/2021
17 00000168 6 TIGDENAM3 ~ SCHOOL Tigers Den Three Day Morning Child Care  Weekly 2112021 2/1/2021
16 00000041 3 TIGERSDEN ~ SGHOOL Before & After School Child Care Program  Monthly 11412021 14412021 21412021
19 00000136 1 TIGERSDEN  SCHOOL Before & After School Child Care Program  Monthly 11412021 1/4/2021 21412021
20 00000166 1 TIGERSDEN  SCHOOL Before & After School Child Care Program  Monthly 11412021 1/4/2021 20412021
21 00000167 1 TIGERSDEN  SCHOOL Before & After School Child Care Program  Monthly 11412021 1/4/2021 2/4/2021
22 (00000168 1 TIGERSDEN ~ SCHOOL Before & After School Child Care Program  Monthly 11412021 1/4/2021 2/42021
23 0000003 1 SCHOOL SCHOOL School Bills Weekly 11112021 20112021 2/8/2021
2400000012 1 SCHOOL SCHOOL School Bills Weekly 211112021 201112021
25 700000013 1 TOWN TOWN General Town Bills Weekly 2/15/2021 21512021
26
27 # Invoices Due 22
28
29 |Programs due for Invoicing in the next 14 days
30
31 /00000004 1 SCHOOL SCHOOL School Bills Monthly 1112021 21112021 3172021
32 100000008 1 LUNCH SGHOOL School Nutrition Programs Monthly 1/15/2021 20112021 /112021
33 00000014 2 LUNCH SCHOOL School Nutrition Programs. Monthly 21112021 20112021 3/1/2021
34 00000041 2 LUNCH SCHOOL School Nutrition Programs. Monthly 2/1/2021 2012021 3/1/2021
35 00000139 1 LUNCH SCHOOL School Nutrition Programs. Monthly 2/1/2021 2/1/12021 3/1/2021
36 00000143 3 BREAKFAST  SCHOOL School breakfast nutrition program Monthly 11412021 21112021 3172021
37 100000158 1 LUNCH SGHOOL School Nuirition Programs. Monthly 11412021 20112021 /112021
36 00000166 2 LUNCH SCHOOL School Nuirition Programs. Monthly 11412021 2/1/2021 3/1/2021
39 00000167 3 LUNCH SCHOOL School Nuirition Programs Monthly 11412021 2/112021 /112021
40 00000168 5 BREAKFAST  SCHOOL School breakfast nutrition program Monthly 11412021 2/1/12021 3/1/2021
41 [00000168 4 LUNCH SCHOOL School Nutrition Programs Monthly 11412021 21112021 3172021
42
43 #Invoices Due 1 =
Mbcusprgdue ® < »
Ready it} m - 1 + 100%

Figure 15 The report with no optional filters applied

[ADM-AUC-MB-73]
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While committed Real Estate taxes and liens accrue interest for overdue payments, Miscellaneous Billing charges do not
accrue interest. ADMINS removed the interest field from the display.

4.1. No Interest Field on the Detail Payment Query Screen [Enhancement]

2021 Misc Billing Detail Payment Inquiry
b FLN 0 102-00 | Year P01 X Search Tendered Applied Total
P 30wner | [JOE SMOE c [
4SrvAdr  [123 MAPLE DRIVE aper
S Custé 0004
6 Parcel - -
Bil Payment Detai Payment Transactions Q Trx Summary 0 Attachment (1)
[R_[Description Charges] Net Bill Pail Refund] _ Adjustments] Balanc Pending]
BT 1 |Tuition Fees 123,00 123.00 100,00 23.00
e E [Tuition Fees 123.00 | 123.00 123.00
Reprint Bil
Emai Bl
— —’/ ——’/" . -__’/-' |
Counter recet -
Special Invoices are not charged
Goto Batch interest, so the field was removed
from the screen
Totals 246,00 100,00 146,00 /
Bl Date  06-Jan-
Adjustment Pending Payment Date Ed-ng-Z‘O?l Due Date  31-Jan—
e Allow Overpayment =] ®

5. TABLES

[ADM-AUC-MB-71]

ADMINS added a Department Group column to the Program Table. This will associate a given program with a particular
department. The field is optional but recommended.

5.1. Department Group on Program Table

B SE meom Iﬂea Broup
Program Type LNCLASSIFIED
Goto JUNCLASSIFIED
— [TOWN
roe [Progran pecrotion ~_ Finw nﬁmm
¢ ASSIFIED
e 3 |CURBSIDE urbside
51 [TOTERS TOTERS
e % [BFFELTAGS  [Barrel Toge
P — [BRERKFAST chool breakfast nutrition program
[%5  [DELETEME test of a program to be deleted
5 I IMA Aninal Cortrol
5 EUPAIE  [irmurarce
[ Bchool Tutrition Programs
b5 Frior TLOT Prograe
B e olice
[55 RPLNT pover plant.
[%5  [SCHOOL ool Bills
% [SCHTRANS School Transport
{5 [TIGERSDEN Before & After School Child Care Program UQCMLQSSIFIED
I freneral Town Bills T OWN
&1 Departments
Code Description
RBC2 8bc2
M TOWH ADMINISTRATOR
RN T0RN AIMINISTRATOR
N RILSER TOWH AIMTNISTRATOR
| FFFORD AFFORDABLE HOUSING
[ARCAND PARK
— FRTS ARTS COUNCIL
Use the lookup to select 5 PocEoome
an existing department A T paree
and associate it with any e T80 HLL HTHTENHC
FPINY CAPITAL INVEST TRUST
number of programs s At
) SENTOR CENTER
[CoLLECT COLLECTOR
[COLLECTOR TOWN COLLECTOR
Find  Search Cancel

Tot

Eof

Status: Record Active

Misc Billing » Tables » Program Type

The Department can be any department
established for Accounts Payable/Purchase
Order processing as defined in the Department
Group Table.

This allows reporting on multiple programs; for
example, Lunch, Buses, After School Child Care,
Field Trips at one time, if the programs have the
same Department Group assigned on the
Program Table.

[ADM-AUC-MB-75]
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5.2. Service Table P New Service Types

=11AUc(10002-Program Type |

Add Program

Required: Enter Bill Type 95 IMis: Billing

Required: Enter New Program RANGE

Required: Enter Description ‘Firing Range Fees)

Lookup

Cancel Clear All

March 2021

When adding a new service type to the table if
the program is a bill type 95 (special invoice),
and if this is a new program with no existing
service types, the system will prompt to set the
bill form. If no form is selected, an error
message will prompt for the form.

Tables P Program

11AUc[10004-Service Type X
Add Service Type A new Program Type is added, RANGE, for Firing Range Fees.
Required: Enter Bill Year 2021 | If the new Program has a unique form and is not using a form
Required: Enter Program Type |RANGE already setup in the system, create the new bill form before
Required: Enter Service Type adding service types for the program.
Lookup Cancel Clear All I Tables P Service Types
* A new Service Type is added, for PUBLICSAFETY.
u1 (auc110004-Service Type X The system presents a prompt for the Bill Form.
:gel Bill Form), Select the form from the lookup or type it in. If no
Required: Enter Form Code Police form is selected, this message will pop up:
oK Cancel Clear All [AUC] 10004-Service Type X
You need to enter a value for:
Required: Enter Form Code
Service Type
o Year Type Program
Actiogs el 5 RANGE Firing Range Fees
1 Service 2 Bil Rates 3 Accounting 4 Notes 5 Groups 0 Add/Chg Form
6 Add New Bill Type 90/91 Only
Short Include In include In Allow Multi Enroll  Includein  Recurring Use
diEzs Service Type Description Desc Day# Refunds Specinv Services Reguired Daily Bal Bill? Bill Form
e NONPUBSAF  [Cd
vilian Fees for User of Range CIVIL - [ POLICE ~
PUBLICSAFETY Police & Fire Personnel Ammunition [AMMO ] =] POLICE
9 Copy Table

Figure 16 The Service Type “PUBLICSAFETY” for Program “RANGE” is added to the table, using the Bill Form “POLICE”.

[ADM-AUC-MB-82]
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5.2.1. Special Invoice Checkbox on Service Type Table
== [AUC] 10004-Service Type
Service Type
Goto. Type Program
Actions. % i UNCH School Mutrition Programs
1 Service 2 Bill Rates 3 Accounting 4 Notes S Groups 0 Add/Chg Form
el Bill Type 90/31 Only
Short Include If Include I} Muti Enrcl  Include in  Recurring  Use
Tz Senice Type  Description Desc Day Retundal o oc fny [[/o Recued DebyBal  BI7 Bil Form
JE [ELEMENTARY _ [5chool Lunch per day [ELEMFP ] CHLUNCH |~
HI GHSCHL School lunch per day HIGHFP O EI SCHLUNCH
PRIMARY School lunch per day full price PRIMFP ] SCHLUMCH
REDUCED Reduced rate lunch,. all grades ALLRP D‘.jm SCHLUNCH
H A ) B
9 Copy Table I{ When adding this Program to the Special Invoice Billing 5
H Process, checked Service Types will be brought into the
Program Invoice template. Unchecked types may be added *{ i v
after building the template or to individual special invoices.
Status: Record Active

The same rules apply to special invoices that are created via the [Add / Edit Special Invoices] step as well as invoices created
via the [Build Program Invoices] step. Only the M Services Types will be brought into the invoice automatically; others can be
added manually.

[ADM-AUC-MB-76]

6. EMAIL DISTRIBUTION LISTS [ENHANCEMENT]

The email distribution lists described below are provided in the Miscellaneous Billing module. To access the lists, go to:
Misc Billing » Module Maintenance P Email Distribution Lists

Table 2 Miscellaneous Billing Distribution Lists

List Name Description Frequency Notifies recipients that:
Misc Billing Export On Demand — | If MB is setup to create export files for 3™ parties, the export file
MB_3PARTY o 2 e when export is emailed as a ZIP. This only applies to Curbside and Toters
step is run Subscription Billing.
On Demand — | Lists information about the Subscription Billing run that was just
MBBILPST Misc Invoice Billing | when posting | posted. This only applies to Curbside and Toters Subscription
step is run Billing.
The Service type accounts table was checked for missing or
invalid accounts — an attached report describes the errors:
AutoSaw ) = ServiceTypes Missing_Acctsxmi - Protected View = jel Theresa Campbell  TC m
Misc BI” Da||y Fle ~Home Insert Pagelayout Formulas Data Review View Help
. P19 = fr i
MBDLYACT Check of Srv Type Daily P . . . : .
1 Year Program Type Description Account_Number Description Error_Message
Accts 3 R A & vt o Lty 0000 203000 000000500000 Mo o e et
; 2021 POLICE FIRERNG Fire Range Fee 1. Cash ODUO-DOU-?DOU-?DO-OD-OG-DDOUO Missing or Invalid Account
7 3 Dt Rovems GO0 305000 00000500000 Mo o v Aot
[] 0000-000-0000-D00-00-00-00000 Missing or Invalia Account
- Mbsrvmisact «
i) B ®
Misc Bill Dai Current Subscriber List is sent as a PDF® attachment.
isc Bill Dai . . L
MBDLYRPT Reports Yy Daily Added Subscriber List is sent as a PDF® attachment.

Dropped Subscriber List is sent as a PDF® attachment.
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List Name Description Frequency Notifies recipients that: \
On Demand — | If MB is setup to create export files for 3™ parties, the export file
MBONLINE Misc Billing Online when export is emailed as a ZIP. This only applies to Curbside and Toters
step is run Subscription Billing.
MBSTPLST '\S/Iésrsif;"gr?];ltc’p Weekly Notice of stopped subscriptions.
MBWKLYRPT ll\?/Iisc. Billing Weekly Weekly Any reports set up to run on a weekly basis are sent as
eports attachments.
Some attachment files are missing. If user-supplied attachments
are missing it is usually due to an invalid location being used
BROKENATT Broken ' Weekly when the at.tachm'ents are made. The site system administrator
Attachments List should provide guidance to the users. System generated
attachments (check copies, tax forms) reported as missing should
be reviewed by ADMINS.
Software Update . .
SWDONE Quarterly The software update is completed on each site.
Complete
Submit Copy Live The request to copy live to training was submitted and will be
SYUPDTRAIN to Training in As needed run; also works to notify if the copy live to training was cancelled
Batch and / or completed

[ADM-AUC-MB-83]

6.1. New Buttons on Screen

ADMINS added three new buttons to the screen to help manage the lists and added a “System Default” column to the edit
list.

== [AUC] 20-Email Distribution Lists [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed A:

R S8 me»m Y Q =@ &
Email Distribution Lists

T g GRS SR S
7Add User-All Lists |

8 Remove User-All Lists

9 Copy User-Same Lists
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6.2. Add User — All Lists

March 2021

File Edit Ledgers PurchaseOrders AccountsPayable Fixe uman Resource T scB stem  Favori
W 4 ]
e LR e S P T A user may need to
. Email Distribution Lists receive all emails issued
to
ctons Distribution Code FFCHKEST | Pccounts Pagable Check Bursting System Default Distribution List from the SyStem}
User Name Full Name [Email Address [status |~ typ|ca|lyl this would be a
FUPTEVA Fopdevd TAntheal [supporteadnins .con ctive " .
\AsaEmat WENDY Wendy Tarantola WendyBacnins , con Active SU per User ora |OC3|
2 Remove Emai system administrator.
i e " Active Email Addresses X
e — To add the user at once
S User Description Enail Tot o L
— e s o g to all existing email lists,
5 et Lt Y3 ADMINS, 1 sucautoliaduins .con
= T et
& Send Test Emai L MPDEVE MUPIEVS [THERESA CAMPEELL) idﬁiiitgimﬂiﬂ CIICk the
MUPDEVS MUPDEVE supportBaduins .con .
MUPDEV? MUPDEV7 CHendyl S ortadnine oo [Add User-All LIStS]
7 Add User-All Lists — 15| Pk ooy il P com
- 0_Al Paul Pedro - Adninistrator paulBadnins .con button. Select the user
Pemm— ot G SR o e o
———— TCATHOME Theresa jesting an Email only Address  theresa@adnins.com from the pICk list.
T e gewire etdachine.cod
— = This feature does not
Find Search Cancel Help Eof .
— | ! —_— | [ [r— offer the [Add New Email
Address] option.
6.3. Remove a Name from All Email Lists
AR To remove a user from
Email Distribution Lists o i
Goto all email distribution
et [ Distribution Code FPBATCCEN | Credit Card Batches rot Completed by Due System Default Distribution List IiStS (fOr example, due
User Name [Full Name Email Address [status ~ . .
HTEST 4 DHING TRATNING ACCOLNT #d [theresaBadnins .com Pctive to termination of
[ROMPLESTILSKIN Stilskin, Fusple runplestilekin@adnins con Pctive .
1 Add e THERES fheresa heresaadnin .con Fetive employment), click on
[FETDY Hendy Tarantola Herdy@admins .con Pctive
it 8 Remove User-All Lists
T | 81 [AUC] 20-Email Distribution Lists [theresa] X I —
— Delete User From All Distribution Lists [8—Rem°ve User A"
it |— Required: Enter Username | QUMPLESTILSKIN 1L @ com LiStS]-
5 Edit List -
LA — This will remove the
& Send Test Emal —

7 A aar J0 | inte

OO0y User-Same (RS

8 Remove User-All Lists

Ty

Cancel Clear All

username from the

email distribution lists
only; it will not remove
or inactivate the user’s
AUC credentials.
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6.4. Copy a User to the Same Lists as an Existing User

Email Distribution Lists

Copy New User to Lists of Current User

S earList Required: Enter FROM Username: Bill Davis

Goto...
Actoms Distribution Code FFERTCLEN | Eredit Card Batches not Completed by Dus A System Default Distribution List
User Name Full Name. [Email Address Status ~
i 11 Davis |pd@admins ,com tive
i Eval IDAGF THN [Dagfinn Sasther |dagfinnBacnins . com Fctive
1 Ad Emas PALL Faul Pedro Jpaul@adnins .com Active
[THERESA [Theresa theresaflacnins ,com Fctive
: JAENDY Herdy Tarantols HendyBadnins .com Active
34dd New List
= o
4 Remove List [AUC] 20-Email Distribution Lists [theresa]

& Send Test Email

7Add User-All Lists.

8 Remove User-Al Lists

Required: Enter TO Username: LUANN

e
N

J \LuAnn Moore

- Cancel Clear All

———
9 Copy User-Same Lists

‘ Email Distribution Lists

Distribution Code FFEATCCEN | Eredit Card Batches not Cowpleted by Due

[ System Default Distribution List

[Email Address

Status

fod@admins ,con

tive

|daef 1nnBadnins .con

Active

[LuannBadnins .com

Fctive

Jpaul Bacn ins . com

Fctive

Copy BD to LuAnn b e e
before removing :[m—mifw e
. JFH Faul Pedro
BD from all lists. TFEFESn Theresa
[RENDY Werdy Tarantola

theresaadnins .com

Fctive

Herd2@adnins .con

Fctive

~

7. INTERFACES/IMPORTS

Upload Customers

Description
Email Customer Template
Restart Upload Process
Upload Customers
Reprint Upload Reports
Create Customers

March 2021

If a user, LUAnn, is
replacing another user,
BD, the new user LUAnn
may be added to all the
lists on which BD is
currently included. Click

9 Copy User-Same Lists [9 c°py

User-Same Lists].

The existing user is the
FROM username and the
new user is the TO
username.

This feature may also be
used to add new hires to
all lists for a given
department.

[ADM-AUC-SY-8176]
[ADM-AUC-SY-8181]

ADMINS added a convenient way to upload multiple customers via a

spreadsheet.

The steps are described in brief in the table below. Complete
information is in the MB-500 Upload Customers document in the Help

Reference Library.

Step Description

Email the template to the user doing the data entry — select the username from

Email Customer Template

Restart Upload Process

duplicates were reported, for example.

the [Lookup] or enter it directly in the field.

Restart the upload in progress, clearing out any work files. Use this button if
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Step Description

Upload the customers from the spreadsheet — an edit list will be produced;
scrutinize the list for duplicate customers. If there are duplicates, stop, edit the

Uoioed Cusiomers spreadsheet to remove the duplicates, run the [Restart Upload Process] step and
upload the edited file.
e T E Reprints the Upload Reports produced in the [Upload Customers] step
Creates the customers and produces a report of the customers and customer
Create Customers

numbers.

[ADM-AUC-MB-69]

8. HELP REFERENCE LIBRARY

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

8.1. New or Updated Documents

e  BILLING MB-320 Special Invoice Billing [Updated]
e REPORTS MB-420 Collections Reports [New]
MB-440 Customer Reports [New]
MB-470 Reports on the Customer Maintenance Screens [New]
e INTERFACES MB-500 Upload Customers [New]
e SYSTEM SY—150 AUC Email Distribution Lists [Updated]
SY-170 System Administration Kit [Updated]
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