MISCELLANEOUS BILLING

RELEASE NOTES — MARCH 2022

This document explains new product enhancements added to the ADMINS Unified Community for Windows
MISCELLANEOUS BILLING system.
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1 MAINTENANCE-Multiple Customer Email Addresses

The customer tab allows entering email addresses for each customer; if the Email Bill M is checked, the bill will be emailed to
the email address(es) in the E-Mail Addr field. Up to 80 characters can be entered for email addresses; this shows four email
addressed entered in the field. Separate each email address with a comma. From the menu, select:

Misc Billing P Maintenance P Customer Maintenance P [1 Customer] tab

= [AUC] 10000- Customer Maintenance [theresa] - X

Customer Maintenance

Eim [ 0000134 Senvice Address

Name 1 HIEBARD. BRUCE ESU
e Parcels | B B Name2 |
Primary
Ac cust Secondary Location# B3675 | Streett F3,07
Location Street EW 152ND TER #6515  Unit# [
-+ Detete cuet || Y st Zip 00000-0000 tnez |
city OSTON  sSthA Zip pess1-0000

Z Add Invoice

1 Customer 2 PRG Invoice (1} 3 Attachments 4 Bil Histo 5 Trx Histo 6 Notes. 7 Custom Fields. 8 Field Logs (5)

Mailing Address Same as Service Address

L Search

Mame 1 HUBBARD. BRUCE ESQ Phone 1 (732) 234-1546 Ext 0000 Typ B Business
— Mame 2 [ Phone 2 (7327 904-2331 Ext 0000 Typ [ Cell
o Linel  [53075 SW 152ND TER #6515 Phone 3 000 000-0000 Ext 0000 Typ [

Line2
Line3
Lined
Lines
city
Country

e ~
E-mail Addr |campbellt189@gmail ,com. theresalacnin:
mpbellt183@gmail.com, A ins.com @ ins.com y @ i

[BOSTON

Program Enroliment M Enroll in Service Ofly avanawic ror L

[

[ADM-AUC-MB-133]-1a
1.1 Cutomer Maintenance — [2 PRG Invoice] Screen Last Invoice Date

= |AUC 10001-Customer Maintenance - Prosram Invnicesl - x

Customer Maintenance - Program Invoices

1 Customer 2 PRG Invoice (2) 3 Attachment (21) 4 Bill History 5 Trx History 6 Notes 7 Custom Fields & Field Logs (30}

Line |Program Description 1 Parameter |Z raramegatart Date StDp Date Last Invoiced
1 [SCHTUITKMA [KMA TUITIONS [Tudy d = . — — D Clear
2 [SCHTUITKMA [KMA TUITIONS Elroy 2 0—Jun-2021 04— Mar—2022

f 0—-Jun—-2021 03-Jun—2022

up

Figure 1 The date of last invoice via Special Invoice Billing or Process Unbilled Charges is stamped on the program record

The last step in the Special Invoice Billing or Process Unbilled Charges procedures is to stamp the “Last Invoiced” date on the
program record for each customer. Subsequent billings will compare this invoice date to the work in progress and report if
there is a duplicate bill identified based on the customer, program, and invoice date.

To provide flexibility, ADMINS added a [D Clear] button that allows clearing out the Last Invoice date for unusual
circumstances, for example, an invoice was accidentally generated for a customer, or a program was added to the wrong
customer and that customer was invoiced before it was removed.
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= [AUC] 10001-Customer Maintenance - Program Invoices - x

Customer Maintenance - Program Inveices

1 Customer 2 PRG Invoice (2} 3 Attachment (21} 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (30}

Line |Program Description 1 Parameter ‘2 Parameter ‘FRQ Start Date Stop Date Last Invaic 1

1 SCHTUITKMA [MA TUITIONS Jucly 4 2] [30-Jun—2021 04-Mar-2| D cl

2 SCHTUITKMA [KMA TUITIONS Elroy 2 la [F0-Jun-2021 03— Jun-2)| edr
I I 1

up

Select the program by clicking on it; click on [D Clear]. The system will present a confirmation prompt:

[AUC] 10007 -Customer Maintenance - Program Invoices

o Clear Last Invoice Date for Line® 1 for SCHTUITKMA

Click [Yes] to confirm clearing the “Last Invoiced Date”, click [No] to cancel and leave the date as is.

Once the “Last Invoiced” date is removed from the program record, the record is eligible for removal. The [D Clear] button
will be replaced with a [D Remove] button.

Customer Maintenance - Program Invoices

1 Customer 2 PRG Invoice (2) 3 Attachment (21} 4 Bill History 5 Trx History € Notes 7 Custom Fields. & Field Logs (31}

Line |Program Description 1 Parameter [2 Parameter [FRQ_ [start Date Stop Date Last Invoiced ]
SCHTUITEMA [KMA TUITIONS Hudy 4 [4] [B0—-Jun-2021 ]
SCHTUITKMA [KMA TUITIONS Elroy |2 |Q [F0-Jun—-2021 03— Jur—20] D Remove
1 [ [ ! 1f

When this feature is used, the change is logged in the Field Logging tab on the Customer Maintenance record:

Customer Maintenance - Field Logging

Cust No ‘ Service Address

1 Customer 2 PRG Invoice (2) 3 Attachment (21} 4 Bill History 5 Trx History 6 Notes 7 Custom Fields. [ 8 Field Louq@
Change Date  Time User Field From/To WllereChang: i

08-tar-2022 10:28 THERESA| | ot Inwvoice Date Clear Last Irnvoice 04-Mar—2022 ‘CUSTUPD

S6-Feb-2022 15:28 THERESA Enail antheaBaciins ,com CUSTUPD
theresaBadnins,com

01-Fek-2022 13:30 ANTHER Enail CUSTUPD
anthealadnins ,com

01-Feh-2022 13:30 ANTHEA E-Mail Bill Chkbox CUSTUPD

Figure 2 The [8 Field Logging] Tab on the Customer Maintenance screen tracks and reports on all changes

NOTE: This changes nothing in Bill History for the invoice(s) already
generated. To change an invoice, do an adjustment. This just allows either
removing the program from the customer program invoice screen entirely
via the [D Remove] button or makes the program eligible for invoicing.

[ADM-AUC-MB-138]
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2 BILLING-Special Invoice Process

ADMINS added bill date and due dates to the special invoice screen, an optional prompt to allow a copy of emailed invoices
to the sent to any user, a message on the screen showing if the invoice will be printed or emailed, and enhanced error
checking messages.

2.1 Bill Date and Due Date [Enhancement]

[E= [AUCT 10555-Build Program Invoices| To enable booking all receivables with the first quarter, but
Build Program In: printing selected quarters when invoicing, ADMINS added Bill
Soto Program  Seqt vear | in Date and Due Date fields to the Build Program Invoices Screen.
B / [al . N . . .
ctors CRITTIRR (0 o urrions V- The fields are available for data entry if the “Print Unbilled
bue bate =et e Charges” radio button is set to ® No.
Py— © Monthly [
Print Unbilled Charges — " To implement this, set up new programs in the
Bk sk Yes (¢} No ' program type table with the radio button set to
G —_— If the "Print Unbilled @® No for Print Unbilled Charges to be invoiced
v Line [Bill Date Dy Date rvice Type Descril Charges" is SEt to G)No’ Ovtetr.- tlngl'e‘ See SeCtIon 63 below for dEtalls on
1 [04-Mar—2022 [1§-Mar—2022 JURTRY 1INV [lst H settin IS Up.
e e L QRI‘;NWQ =1 datacan be entered in g P
[ |01-Sep—2022 [13-Sep-2022 [URTLY IW3 S G the Bi“ Date and Due
fPi-Dec-2020 |ghec 2027 |TRLY INVA, eh Date field Enter the bill dates and due dates on each line
6 Edit List = | ate rielas . . L . .
Lind[Bill Date Due Date 4>—L to be billed. If the Bill Date is filled in, the print
DT Trar—Beaa it 202 - il
s 1 2l T and email step will include any charges that are
2 [05-Jun2022 |15 Jun2022 | before or on the Bill date
5 [01-Sep—2022 |11-Sep-2082 :
4 [01-Dec—2022 [11-Dec-2023

To print all charges for programs with the radio button set to
“® No”, leave the Bill Date & Due Date fields blank on all the lines in the grid. This tells the system that all the lines will use
the bill date and due date set at the top of the screen.

If desired, fill in the Bill Date & Due Date fields in the grid to print on invoices with the Print Unbilled Charges radio button

setto © Yes.

2.1.1 Individual Special Invoice Entry

The special invoices entered one at a time will also have the same program options for “Bill Date” and “Due Date” as
described above.

[ADM-AUC-MB-133]-2

2.2 Note on Special Invoice Screen for Email or Print

Customers can opt to receive a bill via email. The Customer Maintenance screen will have a checkmark and an email address.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 4 of 21
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Customer Maintenance

1 Customer 2 PRG Invoice (2)

3 Attachments.

Cust No Service Address
Name 1 HEALY. GEORGE W IV
Par Name2 |
Primary
Secondary Location# [14302 Street# [14.30
Location Strest PENMSYLYANIA AVE Unitg [
City Zip 00000-0000 Line 2 [
City [BOSTON St fA zip [02110-0000

6 Notes. 7 Custom Fields 8 Field Loas (T}

Mailing Address Same as Service Address
MName 1 HEALY. GEORGE W IV
Name 2 |
Linet [14302 PEMHSYLWANIA AVE
Line2 |
Line3 |
Lined |
Lines |
City [BOSTON
Country

Phon:

St MA Zip jp2110-0000

E-mail Bill
E-mail Addr |theresaRadmnine ,con

(215) 211-9509 Ext 0000 Typ B Busiress
(215) 417-9563 Ext QOO0 Typ [ Cell
e3

Figure 3 Set an Email Address and Checkbox on t

he Customer Maintenance Screen

Prior to the software update, the special invoice screen did not show that the bill would be emailed. ADMINS added a note
to the right of the customer number indicating how the bill will be sent; either via “Print” or “Email Invoice”.

Actions

Add / Edit Special Invoices  Bilferm TPILTANF [PILOT - AHF
Goto Invoice# Bill Date Due Date Program Year Invoice Message
[000305-00) [pa-Mar-2022 TCELEOL 2022

| invoice To Customer 0000132 Email Irvoice)

1 5teps

[14302 PENNSYLYANIA AVE

RemitMessage

2Add Invoice

3 Del Invoice

[BOSTOMN i) [p2110-0000

Figure 4 The Special Invoice screen note for an Email Invoice

2.3 Receive a Copy of Emailed F

[ADM-AUC-MB-133]- B1

orms

When emailing invoices as part of the special billing process, there is a field available on the prompt to specify an email

address as a “CC”. From the menu, select:

Misc Billing P Billing » Special Invoice Process P [Email Invoices]

iE [AUC] 10500-Special Invoice Process [theresa]

Special Invoice Process
Description

start Special Invoice

Date Start End
01-Feb—2022 13147 135,65 13:47:35.65

Re
Buid Program Invoices 01-Feb-2022/ 13349:33,33 13:49:41,20

Create Program Invoices 01-Feb-20221 13:49:558,97 13:50:03.93

Add / Edit Special Invoices

Special Invoice Reister 01-Feb-2022 13;50;10,42 13;50:16,36

Print Invoices. m——E o —2022 13160124 ,69 1315013266
CEmallvoices . Email Invoices 3022 14:33:23.09 14:34:42.08

P s

ost Invoices

MBSPCINV-Single User

a x

Success

Up

Enter the addresses to whom a copy should be sent; separate addresses with a comma (no space); a copy of each invoice

emailed to a customer will be sent to the email ad
the field the next time the process is run. To clear

dresses specified. These addresses will be retained and will auto-populate
the addresses, click on the [Clear All] button on the prompt.

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

tribution or reproduction permitted. Page 5 of 21
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B Task 10532 Email Invoices x
Email Invoices

Optional: Enter Program Type |:|

Optional: Enter Invoice# Edit |I] values: ‘

Optional: Send Copies of Email Invoices to Email Address ‘suppun@admins.ﬁresa@admins.cu@mpbelltl 89@gmail.com
N N

Lookup Cancel Clear All

Figure 5 Generate a “CC:” to multiple email addresses when Emailing Original Invoices

[ADM-AUC-MB-133]-1b

2.4 Build Program Invoices —Message if Add Invoice is Cancelled [Fix]

Add / Edit Special Invoices '™

Invoice# Bill Date Due Date Pragram Year Invoice Message
[ | Q000

Goto..

Actions

[
[
Invoice To Customer  pO00CO00 [
[
[

1 Steps  —
( B Task 10510: Add Special Invoice x
( 2 Add Invoice Add Special Invoice [
' Optional: Enter Customer Number | | -
e [ | Required: Enter Program Type ‘ | | | :
—

[AUC] 10520-Add / Edit Special Invoices X
Lookup m car All

0 P&6-Cancel selected. Record not added.

Prior to the software update, the system would display a message that was not relevant if cancelling the additional special
invoice. This was corrected.

[ADM-AUC-MB-138]

2.4.1 Checks for the Bill Year When Building Program Invoices

If adding a program in the build program step and the Bill year in
MODCTR 4009 does not exist in the service type table or no
charges on the service type table are checked for inclusion on I
invoices, this error message will display:

This could occur if a change is made to the bill year in module
control 4009 prior to copying the tables for the coming year.

MNew Invoice not created

Check 2025 Year exists for Program table and that at least 1 Service Type
marked to be included in Special Invoices on the Service Type Table

Check the bill year; if it is correct, check that at least one Service
Type is marked for inclusion in Special Invoices on the Service
Type Table.

[ADM-AUC-MB-138]
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2.5 Create Invoices

ADMINS fixed an issue with the Create Program invoices step edit list report.

[ADM-AUC-MB-133

2.5.1 New “No Selection” Report Based on Last Invoice Date

To prevent duplicate invoices being created for a customer program for the same bill dates, ADMINS added a new report
#10562 “Customers Not Selected Due to Last Date Invoiced”. This report compares the invoice date stamped on the

customer program (see section 1.1 above) to the Program Bill Date; if the Last Date Invoiced is after the Program Bill Date,

the customer is not selected. If it is valid to create multiple bills for a customer for the same program and date, add the
program to the customer record for each.

&% TedRE - Prglnv_NoSelect_1 DSEZ_THERES/-“(

10562-MBPFRGINVNOSEL.REP Printed 08-Mar-2022 at 09:45:47 Page 1
City of RDMINS
Customers not selected due to last date Invoiced

e

r Frogram Bill Date: 08-Mar-2022 Lagt=======
Program Seq# Tastomer Name Invoiced
SCHTUITEMA 1 00000006 FRANKLIN PUBLIC 3CHOOLS 2 30-Jun-29
~ 5 P . MEE 0 -4 03-Jun-2022
SCHTUITEMA 1 00000129 BRANFORD WIRE & MFG CO 1 01-Mar-24 e
SCHTUITEMA 1 00000130 EAST COAST MRREETING 1 01-Jan-24 03-Jun-2022
SCHTUITEMA 1 00000132 HERLY, GEORGE W IV 1 01-Jan-24
~ 5 CEOREE W T 5 -4 03-Jun-2022
SCHTUITEMA 1 00000132 HERLY, GEORGE W IV 2 01-Jan-24 e
SCHTUITEMA 1 00000133 ALFENLITE INC 1 01-Jan-24 03-Jun-2022
SCHTUITEMR 2 00000006 FRANKLIN PUBLIC 3CHOOLS 2 30-Jun-29
~ 5 5 P . MEE 0 -4 03-Jun-2022
SCHTUITEMR 2 00000129 BRANFORD WIRE & MFG CO 1 01-Mar-24 e
SCHTUITEMR 2 00000130 EAST COAST MRREETING 1 01-Jan-24 03-Jun-2022
SCHTUITEMR 2 00000132 HERLY, GEORGE W IV 1 01-Jan-24
~ 5 5 CEOREE W T 5 -4 03-Jun-2022
SCHTUITEMR 2 00000132 HERLY, GEORGE W IV 2 01-Jan-24 et
SCHTUITEMR 2 00000133 ALFENLITE INC 1 01-Jan-20 =ourn-
SCHTUITEMR 3 00000006 FRANKLIN PUBLIC 3CHOOLS 2 30-Jun-2021 03-Jun-2022
SCHTUITEMR 3 00000129 BRANFORD WIRE & MFG CO 1 01-Mar-2022 03-Jun-2022
SCHTUITEMR 3 00000130 EAST COAST MRREETING 1 01-Jan-2022 03-Jun-2022
SCHTUITEMR 3 00000132 HERLY, GEORGE W IV 1 01-Jan-2022 03-Jun-2022
SCHTUITEMR 3 00000132 HERLY, GEORGE W IV 2 01-Jan-2022 03-Jun-2022
SCHTUITEMR 3 00000133 ALFENLITE INC 1 01-Jan-2022 03-Jun-2022
SCHTUITEMR 4 00000006 FRANKLIN PUBLIC 3CHOOLS 2 30-Jun-2021 03-Jun-2022
SCHTUITEMR 4 00000129 BRANFORD WIRE & MFG CO 1 01-Mar-2022 03-Jun-2022
SCHTUITEMR 4 00000130 EAST COAST MRREETING 1 01-Jan-2022 03-Jun-2022
SCHTUITEMR 4 00000132 HERLY, GEORGE W IV 1 01-Jan-2022 03-Jun-2022
SCHTUITEMR 4 00000132 HERLY, GEORGE W IV 2 01-Jan-2022 03-Jun-2022
SCHTUITEMR 4 00000133 ALFENLITE INC 1 01-Jan-2022 03-Jun-2022

3 BILLING - Process Unbilled Charges Steps Menu [Enhancement]

During the Special Invoice Process there is an opportunity to enter different Bill and Due

Misc Billing
Maintenance 5 Dates for charges on an Invoice.
Billing > Subscription Billing Process
Collections > Special Invoice Process This allows for the entire invoice to be booked to Accounts
Processing Receivable in the General Ledger but only print the current billed

Process Unbilled Charges

on future printed invoices.

charges on the initial invoice; additional charges will be included

For example: an invoice is to be billed and paid quarterly with all four quarter amounts booked to Account Receivable when

the first invoice is created. This process allows printing quarter one on the initial invoice to send to the customer, with

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 21
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subsequent invoices produced each quarter. If a program is setup as “Print Unbilled Charges ® No” any charge setup on an
invoice where the Bill Date for the charge is after the bill date of the original invoice will not be printed on the original
invoice. The process is not limited to quarterly payments; any interval may be used.

This process provides the ability to print successive invoices including additional charges as the billing dates are changed. Use
the “Process Unbilled Charges” steps menu to bill charges that are already booked but have not appeared on an original bill.
Please see MB—330 Process Unbilled Charges in the Help Reference Library where each step of the menu is described.

4 COLLECTIONS

Each of the different lines will show the Charge Bill Date and Due Date that was setup on the Special Invoice

[E= [AUC] 10210-Detail Payment|

2023 Misc Billing Detail Payment Inquiry

2Bil# 0 00 Year [0z X Search... Tendered Applied Total
> 30wner | FRANKLIN PUBLIC SCHOOLS
Actions
4 Srvadr| B0 HARPIN STREET
s Custé | [O0O0000E

6 Parcel | | - —

Bill Payment Transaclmns Q Trx Summary 0 Attachment (1) Sec Inv Text The [TransaCtlonS] tabShOWS
- the bill dates and descriptions

Goto..

R |Description Charges| Net Bill Paid Refund| Adjustments
L =Eer Toltio—— 5041.50 | 6041.50 041,50
SilType [Brdl Quarter Tuition & ) £041,50 | 041,50 504150
‘, E Pm 041,50 | 604150 041,50
Reprint Bill |6 JAth Quarter Tuition B041.50 | E04L.E0 E041.50
Email Bil 2023 Misc Billing sactions
B
Owmer Balance as of 07 -Har—2022 + 24185,00
Counter receipf Each line shows the BiPaymeont | Detai Paymant @ Tox Sarmary ). 0 Acctenent (13 || Spo b o
H i o Dte] Charges Foyments] iher Dispisy - Transaction Dese
Goto Batch BI” Date & Due Date 9o 1 1st Quarter Tuit| 0d-Mar-2022 £041,50 | [ist Quarter Tuition
ot Batc . . . Fic 2 2nd Quarter Tuit | 03-Jun 2022 G041, 50 0 Quarter Tuition
specified on the invoice o T Doortor it | Ui m | ELE e Tuarter Tolton
Cancel Paymen| Coc 4 dth Quarter Tuit | 01-Dec-2022 604150 [ith Quarter Tuition
—
Pmt
i | | Totals 24158 — e e :

Bill Date  03-Jun-2022
Due Date  13-Jun-2022

Pending Adjusts ‘ Payment Date j0d-Mar-2022
Allow Overpayment

Figure 6 Detail Payment screen

4.1 Bill Reprint/Email

Bill reprints and emailed bills use the payment date to know what to print on the invoice. For programs that have the “Print
Unbilled Charges” set to ® No — if the payment date is prior to the first bill due date (for example, 14-Mar-2022 in example)
then the reprint will use the first bill date; only the first quarter charges will be shown on the reprint.

INVOICE
2021 - 2022 School Year - Keough Memorial Academy Tuition For Student: Elroy Grade: 2
Description of Services Rendered Qty Rate Amount Billed
1st Quarter Tuition Billed: 04-Mar-2022 Due: 14-Mar-2022 25 241.66 $6,041.50
Total Billed: $6,041.50

Reprint with a March 7, 2022 payment date NetDue:____ $6,041.50

Figure 7 Reprint with a payment date prior to 2" Quarter bill date will show only 1%t Quarter Charges

This is only for the programs with “Print Unbilled Charges” set to ® No. All others always print all charges. If the payment
date is 01-Sep-2022 — the reprint will include the March, June, and September charges on the invoice.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 21
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Miscellaneous Billing March 2022
INVOICE
2021 - 2022 School Year - Keough Memorial Academy Tuition For Student: Elroy Grade: 2

Description of Services Rendered Qty Rate Amount Billed
1st Quarter Tuition Billed: 04-Mar-2022 Due: 14-Mar-2022 25 241.66 $6,041.50
2nd Quarter Tuition Billed: 03-Jun-2022 Due: 13-Jun-2022 25 241.66 $6,041.50
3rd Quarter Tuition Billed: 01-Sep-2022 Due: 11-Sep-2022 25 241.66 $6,041.50
Total Billed: $18,124.50
Reprint with a September 1, 2022 payment date Net Due: $18,124.50

Figure 8 Figure 9 Reprint with a payment date on or after 3" Quarter bill date shows Quarter 1, 2, & 3 Charges

[ADM-AUC-MB-133]-C

5 REPORTS

MB P Reports P Report Library P[2 Collection Reports]

Report Library Collection
Report Name [View Report |~
JLC 1il1l Type a Date Run
10635-Credit Redistribution Report Run
10625-Aged Recievables {(Curbside} Run
10654-Pending Receipts Run
i A Rl
10655-Pending Adjustments =L
e
10656-Revenus Summary — By Type. Date. Category Run
10657-Posted Receipts — by Date, GL# Run
10658-Posted Adjustments — by Date, Twxn Code. Category Run
10660-Posted Transactions — Summary Run
10662-Posted Transactions — Refund History Run
10663-Posted Transactions — Payments by Batch Run
10664-Posted Transactions — By Deposit Date Run
10665-Statistics - How our Bills are Paid Run
10667-Subscriber Analysis Run
10659-Lockkox Batch Summary Report Run
106d45-Special Irvoices Outstanding Register .E Run
Run
10626—Aged Receivables {Special Inwvoices) Run

5.1 Report #10654 & 10655 Pending Transaction Reports [Enhancement]

87 Task 10654: Pending Receipts X

Pending Receipts

Optional: Enter Username

Optional: Enter Bill Year :|

(eiindte A e O ANl O Curbside O Toters ® Speial lnvoice

Optional: Enter Program Department Group _ .
Added option to

Run 25 O Preview O Print O PDF "Run as" Excel
If Printing use Duplex @ ves (O No

Lookup Cancel | | Clear All

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 21



ADMINS Unified Community Release Notes — Version 22.1

Miscellaneous Billing March 2022
H - s Receipt_Pending_10654_THERESA[2] xmi - Excel
File Home  Inset  Pagelayout  Formulas  Data  Review  View @ Tellme.. Theresa Campbell £, Share .
; Prior to the software update, the reports
P63 9 f -
A B c b : el & : 3 L = only showed payments and adjustments
R T that had been entered but not yet
2775 2022 000128-00 PREKTUIT22 10222021 290 300.00 300.00
285 2022 000128-00 PREKTUIT22 10222021 289 300.00 300.00 Submitted. These repor‘ts now Comblne
29 Total for Type Misc Billing 965.00 6,470.00 7,435.00

30

both Entered and Submitted Receipts (or

31 |Total for Batch 10222021 ___965.00 _ 6,A470.00 743500
gi Ts 2022 00001600 QRTLY NV 26 321__ 500.00 500.00 AdeStmentS) and totals by Entered or
34 Total for Type Misc Billing 500.00 500.00 .
£ I - Submitted and now has Excel® output.
= Report now includes both
3,27 swme enow ) Entered and Submitted , ) i
“ Pending Receipts The report provides totals by “Entered
41 Total for Batch 38
Ly H ” H
2§ Total for 1,468.00 6,970.00 8,435.00 and Smeltted recelpts'
24 Total for Entered Receipts 1,465.00 6,970.00 8,435.00
16 T .
I o e a2 I 5 -1 ADMINS also added the option to run as
g: Total for Batch 35 T 5000 50.00 Exce|® fOr both reports.
s 500
50.00 50.00
56 Grant ToBTTE . O Y ) ‘
61 |—
62 Select Username. ANTHEA
Bill Year 2022

[ Bill Type: 95 -

Mbrecpen @ 1 v
Ready B m - 1 + Tam

Figure 10 Pending Payments report #10654 shows both Entered and Submitted receipts

10655-MBADIPEN. RER

Total for ENTERED  Adjustments |

[Total for SUBMITIED Adjuscmencs |

+++ Grand Tatal *=s

Figure 11 Pending Adjustments report #10655 with both Entered and Submitted adjustments

[ADM-AUC-MB-129]

5.2 Report #10645 Special Invoices Outstanding Register [Enhancement]

ADMINS added three columns showing work in progress (WIP) to the report at a customer’s request. To run this report,
select:

2= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 21
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Misc Billing P Reports P Report Library P [2 Collection Reports] P #10645 Special Invoices Outstanding Register

B Task 10645: Special Invoices Outstanding Register X
Special Invoice Outstanding Register

Required: Enter Bill Year Range From Year: To Year:

Optional: Enter Program Department Group | | |

Optional: Enter up to 9 Program Types Edit |1 values: SCHTUITKMA,
Exclude Fully Paid Bills: ® Yes O No

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

Lookup 0K Cancel Clear All
Field (Required are in Bold) How Used
Enter Bill Year Range: The register can span one or multiple bill years. The “From Year” value must be earlier

or equal to the “To Year” value.
Enter Program Department Group Restrict the report to the invoices for the specified Program Department Group. Enter
the group directly if known or select it from a lookup.

Enter up to 9 Program Types Click on the [Edit] button to choose up to nine program types from a lookup or enter
them directly if known.

Exclude Fully Paid Bills Choose @ Yes to only show bills with outstanding balances; choose ® No to include
all special invoices, paid and unpaid.

Run as: The report is available to run as Preview to the Screen, Printed, PDF®, or Excel®.

If Printing use Duplex The report will print on both sides of the page if © Yes is selected. Each site manages

the default setting.

-4 TedRE - Speciallnvoices_Register_1 0545]

[t 1[5l BlZ|ufw] &
|

10645-MBSPCIHVEIL, RER Printed 24-Feb-2022 at 16:53:00 Bage 1
City of ADMINS
Special Invoices Outstanding Register -
WIFP Payments WIP Adjustment WIP-Balance

Chazges Payments  Adjustments Refunds Balance

Bill Year: 20;

Program: SCHTUITIOfA WMA TUTTIONS

000004-00 00000006 ERANKLIN BUBLIC SCHOO! iz a2 o w 1, AR
43,500.0L 4,000.00 .00 .00 = 42,350.01
et Rifetarer 2 500.00 39,000.01
000024-00 00000007 43,500,010 110,00 ‘oo (3,500.01) 43,500.01
00002500 00000004 43,5001 o 00 .
000026-00 00000004 43,500.01 .00 .00 43,500.01 (43,500.01) 43,500.01
000027-00 00000003 NOONSOCKET 15 43,500 01 o 5 00 43,500.01 .00 43,390.01
b H : , 782 (12,882.21)
Adjustments that affect payments are in the WIP Payments column. 00 43,500.01
.00 43,500.01
00g WIP-Adjustments are adjustments to charges. BT
000 “o0 o
P Negative amounts within parentheses show that a charge or payment was reduced. -01) (539.97)
oen) 7

Bill Year: 2022 930,844.59 76,125.26 854,718.33 (2,500.01) (599.97) 856,619.37

Report Total: 930,2844.59 76,125.26 254,712.33 (2,500.01) (599.97) £56,619.37

Selection Legend:

Select Bill Year: 2022 2022
Programs: SCHTUITKMA
Exclude Fully Paid Bills: ¥

WIP-Balance indicates this is a calculated balance that includs any in-progress Payments/Adjustments
that could be cancelled before being posted to the account

Figure 12 Special Invoice Register with columns for WIP Payments, WIP Adjustments, and WIP Balance

[ADM-AUC-MB-114]
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5.3 Weekly Reminders of Invoices [Enhancement]

Each week a report of Invoices due is sent to the members of the MBWKLYRPT distribution list. The email looks like this, and

has an attached PDF® report:

L0 T L, ¥ [PLUTO-AUC]) Weekly: Invoice due within 7 Days or Past Due - Mess... pel [zal - [m] X
Message Help
-2 96> 28 B B | Omd 5% | Qzoom
[PLUTO-AUC] Weekly: Invoice due within 7 Days or Past Due
< Reply | € ReplyAll | —> Forward

aucdev@admins.com

Speciallnvoices_Due7_PastDue_10692_AUCBATCH[4].pdf o
34 KB

A

POF

g 1 2 3 4 5

File Attachment Included

IErnai[ Iiist: [MBWKLYRPT] Misc. Bil[ing Weeklz Reeortsl

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

Figure 13 Sample email sent to the members of the MBWKLYRPT distribution list

Review SY-150 Email Distribution Lists in the Help Reference Library for information on adding email addresses to the

distribution list.

10692-MBSPCINVDUE_EOW.REP Printed 20-Feb-2022 at 02:08:20 by AUCEATCH Page 1
City of ADMINS
Invoices due within 7 days or Past Due

Billg Customer Owner Name Bill Date Due Date Charges Payments Adjustments Refunds Balance
|D’ue within the next 7 Days !____

9= GRS PC 02-Feb-2022 22-Feb-2022 18,250.00 18,250.00
Total Program: TANMCTREL 18,250.00 18,250.00
Total Due within the next 7 Day 18,250.00 18,250.00
IPast Due within 30 days !

= I00LS 19-Jan-2022 241.66 241.66
Total Program: SCHTUITKMA 241.68 241.66
000237-00 00000123 ORINDA NEWS 02-Jan-2022 26-Jan-2022 18,250.00 18,250.00
Total Program: TANMCTRL 18,250.00 18,250.00
000236-00 00000115 RAPID TRADING INTL 31-Dec-2021 23-Jan-2022 12,840.00 12,840.00
Total Program: TESTQTE 12,840.00 12,840.00
Total Past Due within 30 days 31,331.66 31,331.66
|Pa5t Due owver 30 daysl

- INTL 01-Nov-2021 250.00 250.00
Total Program: FIREINSP 250.00 250.00
000008-00 0000000S HANNAH FREDETTE 30-Jun-2021 10-Jul-2021 417.44 217.44 200.00
000132-00 00000098 TONYA LAJOIE 01-Oct-2021 474.66 474.66

WIP

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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10692-MBSPCINVDUE EOW.REP Printed 20-Feb-2022 at 02:08:20 by AUCBATCH Page 3
City of ADMINS
|Tnvoices due within 7 days or Past Due ||
Billg Customer Owner Name Bill Date Due Date Charges Payments Adjustments
000115-00 00CO0083 TO THE PARENTS OF: 14-Jul-2021 1,530.00 510.00
000117-00 00CO008S TO THE PARENT! 14-Jul-2021 1,360.00 £80.00
000119-00 00000087 TO THE PARENT: 14-Jul-2021 1,040.00 520.00 =
000121-00 00CO0089 TO THE PARENT! 14-Jul-2021 1,300.00 £50.00 1 . 020. 00 |
000124-00 00000092 TO THE PARENT: 14-Jul-2021 1,300.00 &6B0.00
000126-00 00000094 TO THE PARENT: 20-Jul-2021 1,700.00 170.00 = N
000128-00 00000051 TO THE PARENTS T 20-Jul-2021 3,000.00 €00.00 520.00
Total Program: SCHTUITPRE 83,070.00
000230-00 00COO110 16-Dec-2021 3,285.00
000232-00 00000006 16-Dec-2021 2,530.00
Total Program: TESTMTH 5,815.00
000231-00 00CODOCE 16-Dec-2021 10,520.00
000233-00 00000003 H 16-Dec-2021 7,740.00
Total Program: TESTQTR 18,260.00
000137-00 00000102 14-0ct-2021 30-Nov-2021
Total Program: TSOLO2KSG
000134-00 00CO0099 385 SOLAR LLC 15-0ct-2021 15-Nov-2021 3,000.00
Total Program: TSOLOSHEL 3,000.00
000207-00 00CODOSO OL 25-0ct-2021 3,408.00
Total Program: WSSPCINV 3,408.00
Total Past Due over 30 days T47,443.08 43 .20 704,057.88
Report Total: 791‘024.14/3,355.2c 753,638.54
Selection Legend:
*** WIP there are in-progress payments or adjustments against this bil

Bills with no Due Date set are given 30 days from Bill Date

Figure 14 Sample report — breaks out the invoices based on due date and shows *** WIP that indicates pending payments

The report now splits out the invoices by those due within the next 7 days, past due within 30 days, and past due over 30
days. There is a column that indicates if there are pending payments. The legend explains what the *** (three asterisks)
mean under the WIP column and that bills without a set Due Date are given 30 days from the bill date.

[ADM-AUC-MB-131]

6 TABLES

ADMINS added a feature to copy the service type table by program, a radio button on the bill form table to suppress or
include the service addresses on invoices, and a Print Unbilled Charges radio button to the program table. See below for
details.

2= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 21
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6.1 Copy Service Type Tables by Program

March 2022

Misc Billing P Tables P Service Type Table

Service Type
Eie Year Type Program
Actions EFE 55 ICRELECLUE CABLE CLUB YEARLY IMVOICE
1 Service 2 Bill Rates 3 Accounting 4 Notes. S Groups 0 Add/Chg Form
6 Add New
W7 [AUC] 10004-Service Type [theresa] % Bil Type 5091 Only
Allow Multi Enrell  Include In Recurring  Use
7 Delete senice T| Copy Year Services Required Daily Bal  Bil? Bill Form
8 Edit List AvIcoRF| Required: Enter From Bill Year 2022 ECHMTEE ~
QUARTERLY Required: To Bill Year 2023 SCHALSC
Update Existing New Year Records [OR
9 Copy Year ==
0 Copy Program’
Lookup Cancel Clear All

6.1.1 [9 Copy Year] Button

Prior to the software update, the [Copy Table] button copied the entire year to another year (including all programs for the
service type). ADMINS changed the label of the button to [9 Copy Year] and added a ® Yes/No radio button to update

existing new year records.

6.1.2 [0 Copy Program] Button

B [AUC] 10004-Service Type [theresa]
Copy Program
Required: Enter From Bill Year

Required: Enter FROM Program Type [TESTMTH | [Testing Monthly Bills

0K Cancel

Required: To Bill Year 2023
Required: Enter TO Program Type ‘TCELEI]] | |CELEERATION FUND - EL HARVEY
Update Existing TO Service Types @ Yes O No

Clear All

Selecting © Yes for “Update Existing TO Service Types” means if
that program and service types already exist then replace the
“To” service types with the data from the “From” service types. If

®© No is selected, and the program and service types already

exist, no replacement will be made.

The new [0 Copy Program] button will copy
from one program to another program.

The “From” and “To” Bill Year can be different
or can be the same.

The “From” and “To” program type must be
different. If the same program type is
specified, the system will present an error
message.

[AUC] 10004-Service Type X

o FROM Program type cannot be same as TO program type

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

Page 14 of 21




ADMINS Unified Community Release Notes — Version 22.1
Miscellaneous Billing March 2022

6.2 Suppress/Include Service Addresses on Invoices

The Service Address is entered on the Customer Maintenance screen. Customers are assigned programs on the [PRG] tab. A
bill form must be set up for programs; the form used is specified on the Service Type table.

6.2.1 Bill Form Setup
Misc Billing P Tables P Bill Form

[E= TAUC] T0050-Bill Form Setup
Bill Form Setup
— [ Form code BCHOOL KMA TNVOICES
Associated Form  MESFLINY  Misc Billing Special Invoices The Ser\“ce Add ress
N — ‘s“i:::?‘::n E;;;?g;umS\au:\Furms\rapm‘ts\blg,saal e a p pea rs | n t h e tOp rlght
— — e corner and on the lower
 Delete Form Invoice Body BO0Z1 - 2022 Gohoal Vear — Henorial Acadeny Tuition thlrd Of the Invoice.
To include the service
Include Service Address on Form ®No O Yes | address’ select the ®
: For Stosre? Tparan) AryLIneuin 2 s st o esen Yes radio butto n; to
: suppress the service
I Foole: edl s Tika o Fave Fitire rvaiess sent directly to o address from printing,
* Enail? Please cont Eact. For_nore .
? et select the ® No radio
button. Each Form code
-- Added %ENTDAT% By %ENTUSR% Changed 18-Feb-2022 by DIMOND ca n be Set i nd iVi d u a | |y'
™ / Page 1 0f 1
TOWN OF ADMINS INVOICE £ 000002
School Department DUQ‘;;’;%&? ;g;u“';_fgfll
219 Lewss Wharf AN v —

BOSTON MA 02110
SchoolBills@admins.com

INVOICE

2021 - 2022 School Year - Keough Memorial Academy Tuition & M Grade: 10 ORIGINAL INVOICE
#115094

Description of Services Rendered

For Student: Jegs#

Qty Rate Amount Billed

Amount due FY2021 Billed: 30-Jun-2021 Due: 10-Jul-2021 1 $12,282.24
Total Billed: $12.282.24
Total Payments: -12,282 .24
Net Due: $0.00
o A A 5 2 -
4 - Service address appears in two places -
on the printed / emailed invoice
Invoice #: (rooooz TOT SeTTIE Y oI TOTTayment Q ions Contact:
Cus:tomer # 00000005 . School Department Treasurer/Collector
Customer Name: FRAMINGHAM PUBLIC SCHOOES |31 £ e3040 - 5-30PM MON - TH §:304-30 PM
Description: KMA TUITIONS FRI 8-30AM - 1-00PM
?};munﬂi‘-u——, OO0 = 5 [P
s - o 617.4945100 £ 6174945100 %2116
2 Cﬂ'lCeAddl'f‘S?-: 60 HARPIN S ET| > SehoolBills@admins.com = collector@ TownQfddmins. com
DETACH AND RETURN WITH YOUR PAYMENT REMIT COPY
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= [AUC] 10000-Customer ant:r\m:d

= Cusito  EEEEEEN

acoem M o T

Frimary

‘Secondary

Lucation

oy st
Current Balance: 43,300.61

gt

¥ o
4% FLATN STREET
i

Maibng AdArEss Sams i3 S81vice ADHTE

LT 10N S A RS

Customer Maintenance

Sarvica dedress
Name 1 DS RERBTAL TEAIEHT
Name 2
Locators 7 stests 7
Skeel  pRRPIH STREET
Une2 |

o T

2w vocoo-ody

Phaney [T
Phane2 1000
Phona3 i

Emaisn [

Email Addr

Ext o
6000000 Ext i Ty [

March 2022

[ AUC) 10004 Service Type
Service Type

Yo Typa Program.
reie | B 5 O IT bow TuTIONS

tsenice 2canme 3accsuntny annes

e [ Baditen

= 20 EEE00 lbe] SendeeType  Deseripacn Desc  Daw

e im

Somas

[N BE ot do FYEET T T
T fred

Ty

Figure 15 Customer Maintenance & Service Type Tables

The Service address is entered on the Customer Maintenance form; the Bill Form is specified on the Service Type table.

[ADM-AUC-MB-138]

6.3 Print Unbilled Charges Radio Button on the Program Type Table

Misc Billing b Tables P Program Type

== [AUC] 10002-Program Type - x
Program Type
Goto.
T Print Unbilled Charges
Description [Bills in ¥r]Dept Group Yes No |5
 fad ew [CRELE CLUB TERRLT IMVOLLE |EI5TRIET w
i FTRETNGP Fire Imspections [ONCLASSIFIED 1®) Yes O No
2 95 [SCHOVRETT  [EMPLOVEE OWERFAVRENTS [DTSTRICT (® Yes O No
55 |FCHRENTAL _ [SCHOOL BUILDING RENTALS [DTSTRICT
pEL G5 [ECHTUITRMZ |oheckine copg pregoran e En (@ Yes O No
5 [SCHTULTRAA  [HA TULTIONS ] O Yes ® No
55 [FCHTULTPRE |BECP PRESCHOOL TUTTION [PRESCHOOC
55 [TAMMCTRL _ |AMIMAL CONTROL - IMA - FRANKLIN FereTrEn i) Yes @ No
55 [TCELEOL [CELEERATION FUND — EL_FARVEY i i R = L
eI FFesting Fomthly Bills Select !lo to allqw bpolclng of all‘chfrges on an invoice to A:rR i
55 [resTaTR lEesting qor billing at the time the invoice was and then ly printing
55 [TPILOTANPL  [PILOT-ANP the charges on the invoice when the bill date approaches
95 [TPILOTFPLL |PILOT-FFL
92 [[SOLOIERGD  JSOLAR AGRMT-BORREGD Select Yes to print all charges on Invoice at the time invoice
5 [To0L0ZKSE  [BOLAR AGRMT-REARGAGE LEAGE (119 50 M
is created
55 [TS0L0SKSE  |SOLAR AGRMT-KEARSAGE PILOT (119 S0 MR
55 [TSO0L04KSE  [SULAR ARRMT-KERRSAGE LEASE (BROOK 517 [UNCLASSIFIED [@Yes Mo [Fctive
5 [TODLOGHEL _ [SOLAR-CRGEMENT, FELTOVARG [ONCLASETFIED [@Yes Mo Fctive
55 |WSSFCINY __ |Hater/Sewer Irwoice [ONCLASSIFIED [@Yes Mo [Fctive
[
Status: Record Inactive TOF UP

Figure 16 Program Type screen includes radio buttons for Printing Unbilled Charges

7 QUERIES - Bill Locator Searches [Enhancement]

ADMINS added the ability to sort, filter, and search by customer name and mailing address to

Billing
Collections
Processing
Reports
Tables
Queries
Exports
Module Maintenance >
Interfaces/Imports >

Site Specific >

Help Reference Library

the Bill Locat

Bill Locator

Detail Payment
Transactions

Transaction Summary
Batch Query

Customer Query

or screen.

For each program type, set
the radio button on the Print
Unbilled Charges column.

The default will be ® Yes;
this will print all charges
when the invoice is created,
regardless of bill date and
due date.

Select ® No if the charges
will be booked to Accounts
Receivable when the invoice
is created, but only selected
charges will appear on the
invoice depending on bill and
due date.

[ADM-AUC-MB-133]-2A

Note that hovertext is available without searching or sorting on a particular field. Hovering over
the field will show the mailing address, owner, and service address.

W 0000052

D00125-00 pizil Addr1 21 ARTHUR STREET

000126-000wner TO THE PARENTS OF: JONATHAN FERNANDEZ

T on01Z5-00 Service Address 338 HARTFORD AVENUE

AnnToaonhareel L sls

From the menu, select:

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Misc Billing » Queries P Bill Locator

There are five options for displaying a description in the flexible field. By default, the screen will be sorted by bill number,
with the mailing address showing in the flexible field. Click on the desired button to activate the column for display and

sorting, searc

hing, and filtering.

Bill Locator
3 Service Adr 4 Parcel 5 Cust# 5§ Cust Name
e 7 Maiing Adr

The field contents vary
depending on which
button is selected.

O0000Z-00 |73 MT WATTE AWENLE, GTE, 2
Q00O00Z-00 (355 EAST CEWTRAL STREET. STE 2
Q00004-00 (355 EAST CEWTRAL STREET. STE 2 o
Q00O005-00 (9 HORTH MAIM STREET / :
O0000E—00 [P0 BOR 507 _ ill Locatgr
i o ISror e e T ammea
Bill Locator I :
3 Service Adr Parcel 5 Cust#
2 Bil 7 Mailing Adr
4 Parcel S Cusi# & Cust Name
2 Bil 0131-00 MORTHERIDGE WUELIC SCHOOLS
/000252—00 MORTHERIDGE PUBLIC SCHOOLS
00012d4-00 HARTFORD AVENLE / 000276-00 MORTHERIDGE JPUBLIC SCHOOLS
000126-00 [332 HARTFORD AYENUE T4 000025-00 MORTOM PUELRC SCHOOLS
00012200 332 HARTFORD AYENUE 000026—00 MORTOM PUELJC SCHOOLS
000129-00 (338 HARTFORD AVENLE 000237-00 |ORINDA HEWS
000130-00 (338 HARTFORD AVENLUE 000Z30-00 |PARKWAY  COHPANY
QOO237-00 (4486 W O ST #1 / 000210-00 [RAFID TRADRMG IMTL
QO0001-00 |60 HARPIM STREET / 000232600 [RAFID TRADPMG IMTL
7 QD027 7—00
[
Bill Locator Bill Lodator
__3 Service Adr 4 Parcel 6 Cust Name : = : — e
i il LT, arce usf ust Name
2 Bilg# 7 Mailing Adr i G)
000124-00 (W
000125-00 (00000033 Q0027700 g2 ST 43
OO0126-00 00000094 QO0273-00 |76 BROOKS ST #9
0O0129-00 00000095 QODOEE-00 18 SHAROH AVE
OO0 LE0-00 (0000098 000093-00 |8 SOUTH MAPLE STREET
OO0EFE—00 [On000a7 000101-00 |8 WETHERSFIELD RO
OO02E2—00 00000097 QOO0OE3-00 181 MURON AVENUE
A 24— nOnnnne 7 QOO0OES-00 183 CLAREMCE ROAD

Figure 17 The Bill locator screen description columns has multiple options

== [AUC] 10200-Bill Locator [anthea] — x
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
S E Moe oM 0 [~ I T I
Bill Locator
Goto...
Actions SRY| |9RT
Year Type 2 Bill 3 Service Adr 4 Parcel 5 Cust# Billed Paid Balance
1 Select 2022 |95 [Misc Billing sQFRAMINGHAM PUBLIC SCHOOLS | 1=EEE.E4 | 12282,24
2022 |95 Misc Billing 000002-00 |FRAMINGHAM PUBLIC SCHOOLS | 12282.24 | 12282.24
2022 195 M e B 1T e | NNONNZ=N0ERANKL TH_PLRLTC_SCHONLS 12002 24 12200 04

Figure 18 Before — only searches were by Bill #, Service Address, Parcel, and Customer Number
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The screen is sorted by Bill number by default.

7.1 Search by Customer Name

Enable sorting and searching by Customer Name by clicking the [6 Cust Name] button; then type in a search term and press
{Enter}.

Bill Locator
Goto.
Act 8RY 9RT 3 Service Adr 4 Parcel 5 Cusf#
o Year Type 26l 7 Waiing Adr Billed Paid  Balance
1 Select 2022 [95 Misc Billing [ERFEZE -l 70 THE PAREMTS OF 1| 3000,00 000,00
2022 |95 Misc Billing QO0006—0CTH i XTI . 2225 .00 2225 .00
2022 |95 Mizc Billing 00012500 BI;DV/QTV COLLABORATIVE 73507 .50 7380.75 [ 66156.75
2022 |95 Misc Billing ODOZO?—V ﬂN ANIMAL COMTHOL 3723,00 500, 00 3223,00
2022 195 Misc Billing oooggf ASSOCS CONSLTI ENGRS PC 18250 .00 1825000
P i Billir: e PUBLIC 4CHOOLS 12282.24 12282.24
Click on [6 Cust Name] to
enable the column; type in the i
. . Bill Locator
first characters; the column
presents the matching data, at shenicessr| [ 4Parcel | | Scust | | &Cusiliane
3 Jailing Adr Billed Paid Balance
the top of the screen sorted
" " 123-00
from"Ato Z 099-00 [10 THE PAREMTS OF 1 1040,00 520,00 530,00
113-00 [TO THE PARENTS OF & 1530.00 340,00 119000
T T 122-00 [TO THE PARENTS OF :
| 2022 |45 Misc Eilling | 000130-00 [T0 THE PARENTS 0F 1 1700,00 | 1700,00
T [BE Mo 1 e - T e G =Y 7 2 L0 0000, W

Figure 19 After — added the ability to search by Customer Name

7.1.1 Hover Text when Customer Name is the Active Description Column

Bill Locator
Goto...
| SRY | [9RT 3 Service Adr 4 Parcel 5 Cust# & Cust Name
( 2 Bilg 7 Mailing Adr Billed Paid Balance

Sorting by Customer Name,
the hover text will show the
Service address, mailing

| [IEEEEEERES 0 THE PARENTS OF :  ALEHANDER GARCIA |
00005900 se rvice Address 338 HARTFORWAVENUE
— Mail Addr-1 383 HARTFORD AVENUE

0,00 520,00 520,00
0,00 240,00 1150,00

D00122-00 |

address, and customer soozo-os Parcel = = 555 T 0000
number oooogz-on CustE 00000095 0,00 BED 00 BED 00

| D00075-00 |10 THE PARENTS OF : CHARLOTTE DEARDORFF | 2400,00 | 2400,00

[ADM-AUC-MB-130]
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ADMINS Unified Community

Release Notes — Version 22.1

Miscellaneous Billing March 2022
h by Mailing Add
7.2 Search by Mailing ress
[E= TAUCT 10200-Bill Locator || - x
Bill Locator
Goto
Adins 8RY| SRT 4 Parcel 5 Cust# & Cust Name
Year Type 28 Billed Paid  Balance
fSelect | [2022 95 Hisc Billirng [ o= Ao]
(5022 (95 [fiec Eilling = A
0 HMisc Billir: 75800 [33 PARK STREET T | 700,00 400,00 | ©300,00 |
a7
: s 507 -
Click on [7 Mailing Adr] to S Bill Locator
- = Goto
enable the COIumn’ type In the Py &RY | [9RT 3 Service Adr 4 Parcel 5 Cust¥ € Cust Name
first characters; the column = H 7 Waiing A e pait  Balance
i 1 Select [P022 55 JMisc Billing 00012300
presents the matChlng data at [Eo22 [55 Misc Billing 00007300 grarm BARENTS OF: KILLIAWMACKIE 1040.00 650,00 350,00
the top of the screen sorted (5022 |55 [iise Billing G00131-00 Service Address 338 HARTFORD AVENUE 4345850 4345850
" - (2022 |95 [fisc Billing 000z52-0Parcel - 19332.80 19332.80
from A to Z 2022 95 |Misc Billing 00027600 1. oo+ 26999.20 | 7249.80 | 21749,40
(5522 |95 [Fisc Billine 59004500 550,00 550,00
(5022 |95 [Fisc Eilling 300087-00 5400.00 | 600,00 | 1800.00
(2022 [95 Misc Billing 000005-00 972344 972344
(2022 [95 [Misc Billing 000250-00 1933280 4833.20 | 1449960
(5522 |95 [Fisc Billine 590274-00 599,20 56599,20
(5022 |95 [fisc Eilling D00115-00 1520.00 | 610,00 | 1020.00
[2022 [95 Misc Billing 000060-00 1170,00 260,00 910,00
(2022 [35 [Misc Billing 000107-00 1360.00 680,00 680,00
(552 |95 [Fisc Eilline 59007000 040,00 | 620,00 | 620,00
(5022 |95 [Fisc Eilling 0000600 576,00 | 9996.00

Total for this Mail Fedr

7.2.1 Hover Text when the Mailing Address is the Active Description Column

Bill Locator

Goto...
| SRY | |SRT 3 Service Adr 4 Parcel 5 Cust# B Cust Name
] 2 Bl 7 Mailing Adr Billed Paid Balance
Sorting by mailing .

address. the hovertext [ 000129-00 PTECR: | .
; \%ﬁwner TO THE PARENTS OF: ALEXANIER GARCIA | 200,00 | 1200,00
will show the Owner =0 Service Address 333 HARTFORD AVENUE 400,00 | 2300.00
[ 000125-00 Pareel - - 7350,75 | BB15A,75
(Customer Name) [ 00006800 ¢yt 900,00 | 1500,00
: T — / DO0ZZT—00 4 11 san tansna dasmmsn s 18250,00

[ADM-AUC-MB-132]

8 DRILL DOWN IN GENERAL LEDGER HISTORY [Enhancement]

[AUC] 1110-Transactien History

o Cannot View Source, Misc Billing posted in Summary

Miscellaneous Billing charges (GL code MB01) are posted in summary
and do not provide invoice details; therefore, the query screen offers
no detail beyond what is shown on the #1110 Transaction History
screen. Clicking on [6 Drill Down] for MBO1 transactions will display
the message “Cannot View Source. Misc Billing posted in Summary”.
Other Miscellaneous Billing transactions such as payments or
adjustments are available and will drill down to the Transaction
DETAIL History screen, as shown below.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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March 2022

8.1 Transaction History & Transaction DETAIL History

= TAUC] TTT0-Transaction History]

All Trx Co

Transaction History
Goto.

From the Account
Balance Listing

Actions. -

2022 1600

Reference# User Bat#
a6

screen, right click
on the posted
amount to display

9 Excel by Date 3 User Baich 4 Reference# 5 Trx Dale
[T Date [Account Numb = Lline|  GL#| TrCode| Amount[Type Display - Transaction Desc the h |St0ry.
07 =Mar-2022 |100: 00 00-00-10400 22 2| MBOZ2 ZOO‘OO‘IIVTR Misc Bill Receipt
07 —Mar-2022 1000—OOO—OOOO—OOO—M—13490 \ 20 2| MBOZ2 200,00 |ﬂ? Misc Bill Receipt
07=Mar-2022 |1000-000-0000-000-00-01 24 2| MBOZ 200,00 DR Misc Bill Receipt
07-Mar-2022 |1000-000-0000-000-00-00-35 2h21 2| MBOZ 200,00 |ER Misc Bill Receipt
07—Mar—2022 |1000-000-0000-000-00-00-45000 \ ‘__,_J T Misc Bill Receipt
07—Mar-2022 [2290-000-0000-000-00-00- 10400 \"'—-___ -7 3| MBEOZ 48070,12 et Bill Receipt
07 —Mar—2022 [2290-000-0000-000-00-00- 13430 \ 35 3| MBOZ 48070,12 [CR |Misc Bill Receipt
07 —Mar-2022 [2290-000-0000-000-00-00-25930 \ 34 3| MBOZ 48070, 12 |]JR Misc Bill Receipt
07-Mar-2022 [2290-000-0000-000-00-00-39100  Jem== B 2 -

(07—Mar—2022 [2290-000-0000-000-00-00-42410 |~ IAUC] 11 ansaction DETAIL HIStUI’)fl
All Trx Co Transaction DETAIL History
Goto...
e Type FAsset.
FY  Account Number Sub-Type Control
R 250-000-0000-000— Status fictive
& Dril Down CASH. SPED COLLABORATT Fund Status  Active
7 Trx History:
8 Excel
9 Excel by Date. 2 Posting# 3 User Batch 4 Reference# 5 Trx Date
S
[T Date Reference®] Ling|  GL®| TmCode]  User Bat?] Posting| Amount Type|
(07 -Mar—2022 1600 32 3| MBO2 46 8826315 i N
(07 -Mar—2022 1600 43 4| MBOZ 40 8805915 4183 .34 Uk B PEH Bill# 000016-.. ]
(07 Har—2022 B HEEE 45 N 13533.35 |DR |I'1B Pay Bill# 000016-00 |

Figure 20 Click on the Display — Notes Column Header Button to view the Bill numbers that comprise the payments.

8.2 #1145 Account Balance Listing Screen

Goto..

Account Balance Listing

Account Type Sub Type
[ Asset [] Contral
[ Liability Posting
[] Fund Equity [] Summary

Revenue

Actions
Fiscal Year 022
1 Acct Bal Inguiry Fund 2290 SPED COLLABORATIVE, ALT HIGH
2 Txn History Department 000
3 Excel

Right Click to View Amount Details *##wssansasraass
=

**Enter or Right Click on Account for a new Fund/Dept =

Debits Credits| Encumbrance| In-Progress

|Account Number Description Adiusted Budaet

-12083,00

[2290-000-0000-000-00-00-424 10 TUITION. SPED COLLABOR

GL Cod
MEDZ
MBOZ2

rxDate GLBatch UserBatch
i7- T
2 2

)7
03-Moy—-2021

15 d6
88365782 27

20-Aug-2021 MBOZ 90926638 12
20-Aug-2021 MBOZ2 8885640 13
11-Aug-2021 MBO2 8836636 11

Account Total

Posted Transaction History for FY 2022 Account 2290-000-0000-000-00-00-42410 TUITION, SPED COLLABORATIVE

*x

CreditAnount. Tof
d: B .

51760,02
725.01
966 BB
4783 .42

106305.25

Find Search | Cancel Help Eof

T
Fund/Department Total {one account type)

T T
106305, 25 —12083 00 -118383.25
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March 2022

Goto,

Account Balance Listing

Actions
Fiscal Year
1 Acct Bal Inquiry Fund
2 Txn History Department
3 Excel

022
2290
Q00

SPED COLLABORATIVE. ALT HIGH

Account Typ
Asset
Liability

Revenue

e

Fund Equity

Sub Type
[ Control
Posting
[ Summary

f+++++++4 Right Click to View Amount Details

= Enter or Right Click on Account for a new FundiDept R Debits Credits| Encumk

[Account Number [Desription [ Openina/Budaet* 5470508 emain Balance]

2250-000-0000-000-00-00-13450 [ACETS REC-SCHOOL DEFAR | e DE0E27 16

2250-00 : : . . -

2730-00q ® ' Posted Transaction History for FY 2022 Account 2290-000-0000-000-00-00-13490 ACCTS REC-SCHOOL DEPARTMENTAL CHGS, SPED COLLABORATIVE,... X |27,16 |

2230-00 58,25

55555 TrxDate GL Cod GLBatch UserBatch Reference# Vendor DebitAnount Tof ||[———

— [Dd-Mar-2022 MBOL 6686910 MBSPCEBE59 95 ~

22907008 o) ar—2022 MEOL 696910 MBSPLADEES 55 pe.73

2230-000 |0d-Mar—2022 MBOL 6896910 MBSPCBEE6T 95

2290-00]] (04-Mar—2022 MBOL BB66310 MBSPCHBE53 55

Soa0-ond [04-Mar-2022 MBOL 8886910 MESFLESEE3 55 =00
(0d~Mar-2023 MEOL 8886910 MESFLESEE3 55 -

2230-000 |04-Mar-2022 MEOL 8886910 MESFCESE63 ES

2750-00] (0d-Mar-2022 MEOL 8886910 MESFCESE63 ES 79.56

S5g0-00q (04-Mar-2022 MEOL 8896910 MBSPCESS53 a5

a0-mo (L2 Jar2022 MEOL 8895322 MBSPCESS53 E —
09-Aug-2021 MBOL 8896627 MBSPLESS6E E

2250-00] (09-Aug-2021 MBOL 8836627 MBSPCESS6E E az,76

Z790-00q (03-Aug-2021 MEOL 8886627 MBSPCESS56 E —

S550-o0] [07-AHE-202L MEOL 8886627 MBSPCESS56 E —
09-Aug-2021 MEOL 886627 MBSPCESS56 E —

2250-00] |03-Aug-2021 MEOL 6886627 MBSPCEEEGE E

5550-00] (03-Aug-2021 MEOL 6886627 MBSPCEEEGE E ]

=ooooo] P9 -Aue-E0RL MBOL 6686627 MBSPCEEEEE E —
09-Aug-2021 MBOL 6686627 MBSPCEESGE 95 L] (E—

2230-00

2250-00

5EE0-00n Find Search | Cancel Help Eof |—

2290 - 00T a7 - oo T TOTHER. THoTROCT 7 REWHRLE T T T T

Fund/Department Total (one account type)

9 Help Reference Library

The following new or updated reports were added to the Help Reference Library.

9.1 New and Updated Documents

e Bil

ling

MB-330 Process Unbilled Charges

[ADM-AUC-MB-136]

[New]
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