MISCELLANEOUS BILLING
RELEASE NOTES March 2024

This document explains new product enhancements added to the ADMINS Unified Community for Windows
MISCELLANEOUS BILLING system.
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ADMINS Unified Community Release Notes — Version 24.1

Miscellaneous Billing March 2024

1 Customer Maintenance & Query Notes [Enhancement]

ADMINS enhanced this feature. To access the Bill Notes/Tickler Screen, from the menu select:

Miscellaneous Billing » Maintenance » Customer Maintenance or Miscellaneous Billing » Queries P Customer Query

== [AUC] 10000-Customer Maintenance [theresa] - x
File Edit Ledgers PurchaseOrders AccountsPayable Ficed Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
B &E we+m ¥ s N
Customer Maintenance
Goto. CustNo Service Address
o MName 1
The C Mai R Parcel# - - name 2
e Customer Maintenance Primary
. . . . Secondary Location# Street# 338
screen will look like this. Click on Location Steet Ui
. city st Zip (00O0-0000 Line 2
5 Add A Note
the P [6 Notes/Tickler] tab. i Current Balance: 2,600.00 ciy SUHA Zip 02019-0000
1 Customer 2 PRG Invaice (1) 3 Attachment (1) 4 Bil History sTrxHistory {8 Nete/Ticklers ¥ custom Fields & Field Logs (11)
Date User Ci Remind?  [Remind On? Remind Who? |Remind Sent ‘BULTOHS
(05-Mar—2024 [THERESA [Sent_custoner a paper Bill per thei [ON DY 0 Edit Note | [Email Now|| _Delete
05-Mar-2024 [THERESA [Custoner phoned asking For infornat [ JN @Y [05-Far-2024 [THERESA I ]
I
I
[E= [AUC] 10170-Customer Query] - x

The Customer Query screen will
look like this. Click on the
[6 Notes (#)] tab.

File Edit Ledgers PurchaseOrders AccountsPaysble Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBillng System Favorites Help

BB SE we » W Q@ FU N

Customer Query

Gato CustNo Service Address
Name 1

Actons Parcef - - Name 2

Primary

Secondary Location# Street# 338

Location Street Unit#

city st Zip 00000-0000 Line 2

Current Balance: 2,600.00 City St MA  Zip 02013-0000

1 Customer 2 PRG Invoice (1)

5 Trx History 6 Notes (4) ustom Fields 8 Field Logs (11)

3 Attachment (1) 4 Bill History
L Search
Mailing Address Same as Service Address
Named IO, TUE EGRENTSe™ SEEMCER ARGHTR Phgae 1, (000) 00020000 Ext g™ Typ,
o 7. — K
[AUC] 10174-Customer Query - Notes| 0
Fle Edt Ledgers Purchase Urders  Accounts Payable  Fixed Assets  Human Resources  Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
B S e EYQo®@EL
Customer Query - Notes
— Cust No Service Address
Actions Name 1
The notes screens for the Query Parcelt - - name 2
. Primary
and the Maintenance are the Secondary Location# 60 sweett g0
Location Street Unit#
same. The images in this section snaaanoe || CY st zp ooooo-oo00 | Line2
Current Balance: 100,051.20 City St MR ZIp 02013-0000
represent both Maintenance and
H 1 Customer 2 PRG Invoice (1) 3 Attachment (17} 4 Bill History 5 Trx History & Note/Ticklers 7 Custom Fields 8 Field Logs (30}
uery functions.
Date User Category|Notes [Remind? Remind On? Remind Who? [Remind Sent ‘Buttuns
[0d=Jan=2024d [ANTHEA lanother test N OY 0 Edit Mote | Email Now | Delete
[27-Dec—2023 [ANTHEAR this is a test N @Y [0d4-Jan-2024 [ANTHER 05-Jan—-2024 ‘ ]
| \
Lkup up
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ADMINS Unified Co

mmunity

Release Notes — Version 24.1

Miscellaneous Billin

1.1 Add a New Note

9

March 2024

. 9 Add A Note
Click the button
= [AUC] 4149-View Notes/Tickler| - ]
located on the left-hand Fle Edt Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Bxcise MiscBilling System  Favorites  Help
. B & meswm PO 4 @@Fu.ag
side of the screen. "
View Notes/Tickler
. . Goto "o 02000-00 Year E07d
This will add a note for » Owner [DICKINSON, ROBERT J + SANDRA J Balanceasof  0d-Mar-2024 § 1182.00
th b“ th th t cation  [16 NASON ST
ount 023 5B 0000
Is bill wi e curren 9 Add A Ngte Joo frm—mr—
date and time. Edit Note for Bil 002000-00 o ox
= File Edit View Insert Format Help
Date Time Entered =)
el 0||W| Sl s &|ws]-|
N\ [Courer New (Westem)
|
For Help, press F1 Ln, Col | NUM
Ready Text up
The notes will appear in
Ch rono|0gica| Ol’der Wlth Bill Pavment Detail Payment Transactions. Q Trx Summary 0 Aftachments ZNLCs (4) ¥ ParcelAcct Notes| | [TE i
7 E.
Entered By MNote Remind? Remind On? Remind Who? (Remind Sent |Buttnns
the most recent note TTHERESA i second note created on March 4, JON (Y & Edit Note || 0 Emai || 3 Delete
. ~THERESA [ustoner phoned ssking shout & BL [N @Y [04-Apr-2029 |THERESA |
appearing at the top of i I I I |
[ I [ [ J
the screen.
Ready Lieup up
Use the | 0 Edit Note
button to revise or add 1 Customer 2 PRG Invoice (1) 3 Attachment (1) 4Bl History 5 Trx History 6 Note/Tickiers 7 Custom Fields | |8 Fiekd Loas (1)
to the note for this Date Geer Categony|Notes Remind On? _[Remind Who? [Remind Sent _|Buttons
. [05-Mar—2024 |THERESA ke cuick broum Fox s 0 Edt Note | Emai Now|_Delete ||
record. If the note is P22 [TEE
- 05-Har-2024 [THERESA [Bent custoner a paper bill per thei [@N QY
b|ank' the Email Now 05-Mar—2024 [THERESA [Custoner_phoned asking for infornat [N @Y [05-Far-202d [THERESA
I
button will not be
available.
1 Customer 2PRG lnvoice (1) | |3 Atiachment (1) 4Bl History 5 Trx History NoleMMicklers | | 7 CustomFieis | | & Field Loas (11)
Notes with or without Date User CateganHotes Remind On? _[Remind Who? [Remind Sent _[Buttons
. (05-Far—2024 [THERESA The auick brown fox Jjunped over the
text may be edited or [P5-Tiar—2024 [THERESA SEatole pee |
[05—Far—2024 [THERESA Sert. customer a paper bill per thei
deleted. [05-Far—2024 |THERESA Fustoner phoned asking for_informat [05-Mar—2024 [THERESA I
|
— . . . . . .
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ADMINS Unified Community Release Notes — Version 24.1

Miscellaneous Billing March 2024

1.2 Email Now-Send a Note on Demand

Email any note “on demand”
to any email address to alert =

File Edit Ledgers Purchase Orders AccountsPayable Ficed Assets HumanResources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
someone to this action (this Gofuoon & SRl
may be done instead of or in 5 Elsiomeghaitenance
. A Goto. CustNo ’370000211 Service Address
add|t|on to the Rem|nd? v Name 1 BELLINGHAM EARLY CHILDHOOD PROGRAM
Parcel# - - name 2
Primary
Feature.) Secondary ocaton 332 S
Location Street HARTFORD AYE Unit#
T — City st Zip 00000-0000 Line 2
Current Balance: 2,600.00 City BELLINGHAM St MA  Zip 02013-0000

Click the [Email Now| hytton to

1 Customer 2PRG Invoice (1) 3 Attachment (1} 4Bil History. SToxHitory | (L NoteTiakors 7 Custom Fields | & Field Loas (1)

access the prompts and T T
[05-Mar—2024 [THERESA NI O N @Y [06-Mar-2024 [THERESA 0 Edit Note ( EmailNow ) Delste
indicate to Whom the email 05 —Har—2024 [THERESA [Custoner_phoned asking for infornat [ JN @Y [05-Mar—2024 [THERESA |
— <
. { r
will be sent. {([Email Now)————
A7 [AUC] 10000-Customer Maintenance [theresa] X
Sending via Email
In addition to the optional Optional: Entcr ContactName[Mr, Johin Jones
Optional: Enter Note [This is a reminder that you asked for a paper bill this morning. |
contact name, there are two Optiona: Enter Note [Fam sonding 11n th ol mall s afemoon.
. . Required: Enter Email Address | il.com| ]
optional lines of notes ‘
available.
Lookup Cancel Clear All

Enter the required email

address. =
f\{I' The [EmailNew| hytton will not appear on the line until a note has been entered.
<« © @ 8 0 @ m D i 10f 18 >

The email sent will look

like this based on the Miscellaneous Billing Note For Customer OOOOOZHK oo x =3
settings on the screen.

auc.do.not.reply@gmail.com The email subject field with the Customer Number | # “
If the Remind? field is Dear e somn Jones. } contact name entered on the prompt
Set tO Set tO “N" |t Wl” This is a reminder that you asked for a paper bill this morning. } the note text as entered on the [Emall NOW] prompt

| am sending it in the postal mail this afternoon

display “The note is
not set to remind"’ Sent customer a paper bill per their request via phone calle this morning. } the text of the note

In reference to Miscellaneous Billing Customer 00000211 } refe rence to Customer N um ber

|f ”Y” the message W||| This note is set to remind . . . .
displ g Send Reminder to THERESA on 06-Mar-2024 } indicates that a reminder will be sent, and to whom
isplay

Thank you
Theresa

“This note is set to remind.
The reminder will be sent
tO TH E RESA." = Do not reply to this email message as it was system generated

via the ADMINS Unified Community (AUC) System

00000211,05-Mar-2024,10°02:13 84
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ADMINS Unified Community

Release Notes — Version 24.1

Miscellaneous Billing

1.3 Setup a Tickler

Set the ® Yes radio button in

March 2024

the “Remind?” column to =
. “ R File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help
enable entry in the “Remind B SE ke ¥ EN N
4 “" H 4
On?” and “Remind Who? Customer Maintenance
COIU mns. Goto CustNo Service Address
Actions Name 1
Parcel# - - name 2
Primary
To mark a note to send a Seconaan Coeato Strestt 338 i
reminder in the futu re, fill in the saaaanote | | 7 Current Balance: 2,600.00 * &P 0000er00%0 é‘;v“ St MR ZIp 02019-0000
“" H ” “ H
Reml'?d_ On ) ! and Remlnd 1 Customer 2 PRG Invoice (1) 3 Attachment (1) 4 Bill History 5 Trx History 6 Note/Ticklers 7 Custom Fields & Field Logs (11)

Who?” fields. —

Date’ User C Remind? [Remind On?  [Remind Who? [[Remind Sent [Buttons

[UE—Mar—-2024 [THERESA [Bent customer & paper bill per thei [ON @y [06-Mar-2024 [ANTHER 0 Edit Note | Email Now|| Delete

[05—Mar-2024 [THERESA [Custaoner phaned asking for infornst fON @Y [05-Mar-2024 [THERESA \ ]
Any username with a valid email }
address in the AUC system can
be entered in the “Remind Remind? Remind On? Remind Who?
Who)n fleld O N @Y 06—-Mar-2024 JANTHEA

N @Y |05-Mar-2024 |THERESA
When the Remind? radio button 1 [AUC] 10000-Customer Maintenance [theresal ®
iS set to ”Y", a prompt for the Set DatefUser to Send Reminder to
. . Required: Enter Date to Send Reminder
reqU|red date and username Is Required: Enter a Username with valid email address |ANTHEA ‘ ‘an(hga@admins_cnm
presented. Enter the date and
username and click .
oK Cancel Clear All
Remind On — The date the reminder is to be sent. Reminders are
processed with the overnight jobs and will be sent accordingly. Resetting
the date in the future will resend the message on the date entered.
Check Error >
To reset the date, set the “Remind?” field to “N” to clear out the current
. . o - . .
fields and then reset it to “Y” to fill in the resulting prompt (as above) with o E700-Remind Date must be after date of note
the new date and user.
The “Remind On?” date cannot be before the date the note is
created. If a date that is prior to the note date is created, the
following message will pop up:
=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 26



ADMINS Unified Community

Release Notes — Version 24.1

Miscellaneous Billing

Remind Who? — Displays the user to whom this reminder is to be sent.

Enter the username or select | L9%kup | to display a list of
usernames. The username must be a valid user (or a valid email
user see SY-155 External Email Addresses) in the Help Reference
Library).

The username must have a valid email address and be a valid user

in the system. If the username is valid but does not contain an
email address, the message will pop up:

Click on , then select a user (use the lookup) with a valid email
address to whom the reminder will be sent.

If the username does not exist, this message will pop up:

Click on , then select a valid user to whom the reminder will
be sent.

March 2024

[AUC] 10000- Customer Maintenance >

o P133-Invalid Email Address Format

[AUC] 10000-Customer Maintenance [theresa] X

8 Invalid format: LMOORE: Value does not exist

Remind Sent — This field will o .
Misc Billing Reminder Note From Customer 00000211
be populated by the . - .
Overnight procedure with ° aucauto@admins.com <auc.do.notreply@agmail.com: @ 2 Reply D ReplyAll | = Forward
. To Wed 3/6/2024 2:31 AM
the date the reminder was by ) )
\ ollow up. Start by Thursday, March 7, 2024, Due by Thursday, March 7, 2024,
Sent. We removed extra line breaks from this message.
E|1|1’| A ) R =

The reminder email will look

like this: -h\s is a reminder for follow-up.
It was created 05-Mar-2024 by Theresa

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System ** Email List: [COLLECT] Daily Email of Unposted Collection Batch

Customer phoned asking for information on payments and outstanding balances.

The Remind Sent column will

show the date the reminder 1 Customer 2PRG Inveice (1) | 3 Atiachment (19)

was emailed. If the date is o = CategonlHotes

05-Mar—2024 [THERESA

The auick brown Fox Jumpsd over the

4Bil History 5 Tr History & NotefTicklers 7 Custom Fields | |8 Field Loas (11}
Remind? [Remind on7 [emmawhel e mind Sent
NOY Jt Note | |[Email Now||_Delete _ |

05-Mar—-2024 |[THERESA

reset for this reminder, the

05-Mar-2024 [THERESA

Sent customer a paper bill per thei

Sent column will be cleared.

05-Mar-2024 [THERESA

Custoner phoned asking for infornat

N Y
NOY
N @Y [05-Mar-2024 [THERESA

6-Mar-2024

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

Release Notes — Version 24.1

Miscellaneous Billing

1.4 Delete a Line

If a Note Line was added by mistake, delete

March 2024

the blank note. On each line entered, a 2024 Real Estate View Notes/Tickler
. . . Soto S 05000-00 | Year 024
9 Delete | pyutton will be available. If deleting . ol i e m—— T R TR
. ons Location 16 NASON 5T
an entry that contains note text, the System 9AddA Note Account pazs__ 65 -0000
Parcel 0023 —-65-B —0000
will ask for confirmation. Suremes | oeatrasmer N Tarsaaos | a1 sumare ) “ansamrens 1 Zuicad I et toes] SN
[pate [Time. [Entered By rote [Remind?_[Remind On7__[Remind Who? [Remind Sent _[Buttons | ]
[04-Mar-2024 [15:33 156 , [THERESA [f_second note ereated on March 4, [@N OY [ |
. [pd-Har—202d [15:19:31. [THERESA [Customer phoned asking about a bi NOY [ Dziete]
[AUC] 10000- Customer Maintenance 00:00:00. [LGENTILE - - ONOY | Fenten UEN”,”““\
} 5 Delete]
CY DELINQ ‘
Mote not Empty, are you sure you want to Delete?

Yes

Click on to confirm deleting the note; click on to cancel the

deletion. The Note will remain and a message will be displayed. Click on | oK |

O

[AUC] 10000- Customer Maintenance

s

elete note cancelled

[ADM-AUC-MB-190]

2 Mid-Cycle Curbside Posting Email Signature [Enhancement]

ADMINS added the signature with the distribution name to the email sent when Mid-Cycle Curbside bills are posted. The
email distribution list name is MBBILPST; see SY-150 AUC Email Distribution Lists for instructions on how to update (add or

delete usernames) this distribution list.

Misc Biling |
Maintenance >
Billing >
Collections >
Processing
Reports >
Tables >
Queries >
Exports
Module Maintenance > Misc Billing Madule Control
Interfaces/Imports > User Defiined Labels
BlespEe D Customer Maintenance - Field Logging
Help Reference Library Field Logging - Service Type Table
Field Logging - Bill Form Table
Field Logging - Bill Cycle Table
Field Logging - Print Sequence Table

Field Logging - Class Type Table
Email Distribution Lists

Email Users

Gato

Actions

1 Add Email

2 Remove Email

3Add New List

4 Remove List

5 Edit List

6 Send Test Email

7 Add User-All Lists

8 Remove User-All Lists

9 Copy User-Same Lists

Email Distribution Lists

| Distribution Code JEETLFS Q = Trwoice Billing
User Name Fulll [Email Address

System Default Distribution List

Status -~
& Email Distribution Codes x B et ive
= con ctive
Code: Description Status Tof
B_3PARTT Hisoc Billing Export to 3rd Party i
MEBILPST  Misc Truoice Billing B
MEDLYACT  Misc Bill Daily Check of Srv Tupe Fects A
MEDLYRFT  Dailu: Misc Bill Daily Reports q
MELDCKEOK  Mise Billing Lock Box B
MEONLINE  Misc Eilling Online A
MESTFLST  Misc Billing Stop Service Email A
MEWKLYRPT Misc. Billing Heskly Reports A
Find | |Search| |Cancel| | Help | |Eof

[ADM-AUC-MB-189]
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ADMINS Unified Community Release Notes — Version 24.1

Miscellaneous Billing March 2024

3 Adjustment & Adjustment Transfer Batches [Enhancement]

Adjustment and Adjustment Transfer Batches can correctly net to zero. ADMINS improved the posting report to suppress the
message on the report that reads “** Batch Totals Missing ** Will Not Post” for any adjustment or
transfer batch that nets to zero.

1p371-MEREP :MEADJCLR . REP Printed 08-Jan-2024 at 11:34:50 by ANTHEA
Town of Ad=ins
Misc. Billling Submit Adjustment Batches

** Batch Totalsa Missing *v Will Not Post

Batch# + 24
Pay Trx Date = 09-Jan-2024 Bank = EAST
Entered - GL Effective Date: 09-Jan-2024 Enterad By : ANTHEA
Expected + & Deposit Date = W/ Batch Owner: ANTHEA
*% Batch In Balance ¥ Will Post
Batch# : 24
Pay Trx Date = 09-Jan-2024 Bank = BAST
Entered : B GL Effective Date: 09-Jan-2024 Entered By : ANTHEA
Expected + B Deposit Date : N/A Batch Owner: ANTHEA

To simplify the process, it will not display the “Submit batch error report” if there are no errors.

10351 -MEADJCLRERE REP Printed 0%-Jan-2024 at 11:50:4f by ANTHEA
Town of Rdmins
Mige. Billing Submit Batch Error Report

Following batches have not been submitted for posting as they contaln errors

Ko Records Selected

Figure 1 Before — the Error Report was displayed with “No Records Selected”

Now, the error report will be suppressed if there are no errors.

[ADM-AUC-MB-191]
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ADMINS Unified Community

Release Notes — Version 24.1

Miscellaneous Billing

March 2024

4 Detail Payment & Transaction History Screens [Enhancement]

The description fields on the detail
payment and transaction history
screens were changed to display the
item description rather than the service
type description from the Service Type
Table. Find the Service Type Table here:

T3 [AUCT 10004 Service Type [theresa]

File Edit Ledgers Purchase Orders AccountsPayable Ficed Assets Human Resources Budget Collections Tax MotorExcise MiscBiling System Favorites Help

[SOLAR-KEARSARGE LEASE @ WILLIAMS WAY

B ad

Goto

Actions.

6Add New
7 Delete

8 Edit List

3 Copy Year

0 Copy Program

KMoe oM = oE

1

Service Type

Year Type Program

025 |55 [TSOL0dKsE EDLHR*KEHRSF]RGE LERSE @ HILLIAMS WY |

| Service Type Description l

1 Service 2Bl Rates 3 Accounting 4Motes Form
Bill Type 20/21 Only
Short nclude In Include In Alow Muti Enrol Include b Recurring  Use
Service Type Description Desc  Day# Refunds Specinv Services Required Daily Bal Bil? Bill Form
[DECOMMISSIONING BOND, ANNUAL 11 [ 5] ] [TSOLO4KSE |
LEASE [ANNUAL_LEASE 11 | [m] TSOLOAKSG

[
—|DECOMMISSIONING BOND,

- JANNUAL LEASE ®
|

N | I

:‘:‘ Item Type Description !

— [AUG] 10210-Detail Pay[ﬂent|

Assets Human Resources Budget Collections Tax  Motor Excise  Mise Billing

Misc Billing
Maintenance >
Billing >
Collections >
Processing
Reports >
Tables ¥ Program Type
Queries \ Service Type
Misc Billing
Maintenance >
Billing >
Collections >
Processing
Reports >
Tables >
Queries > Bill Locator
Exports Bill Payment
Module Maintenance > Detail Payment
Interfaces/Imparts > Transactions
Site Specific > Transaction Summary

Help Reference Library Batch Query

Wirite Off Small Balances
Customer Query

[

Koe o Q = &

System  Favorites Help

To access these screens, from the
menu, select:

Misc Billing P QueriesP Detail Payment

2024 Misc Billing Detail Payment Inquiry
s 3 26w | R 00 Year [02d [ xXSearch Tendered Applied Total
At 3 Owner E 'GE WILLIAM WAY LLC
ons B8 WILLTAM WY
S Cust# 0000103 000,00
GParcel | [0048 0003 0000
Bill Payme Detail Payment sactions Q Trc Summary. 0 Attachment (1) Soc v Text
R [Description Charges| Net Bill Paid| Refund|  Adjustments| Balance| P:n;i;\g
[T [ARUAL LERSE 13609557 | 1360557 13609597 | 50000.00
8iTyve )5 DECOMMISSIONING BOND, ANNDAL 1364.00 | 1364.00 136400
Reprint Bl
s ||R|DESCription
2 |DECOMMISSIONING BOMD, ANMNUAL

Now — the Detail Payment screen shows the item description.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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== [AUC] 10215-Transactions
Fixed Assets Human Resources Budget Collections Tex Motor Excise Misc Billing System  Favorites Help

BEE e+ R =@

2024 Misc Billing Transactions
Gofo Bl ~00 Year [03d X Search
Owner  KEARSARGE WILLIAM WAY LLC Balance as of [f&-Har—2024 ¢ 137459,97
Actions.
Service Add]
Account  [00000109
Parcel [O048 0003 0000
M|sc B|"|ng ’Quer|es>Transact|ons Bil Payment Detail Transactions mary 0 Attachment (1) Soc I Text
[p2seription Trx Date] Charges| Payments Other Display - Tran Cods Desc.
HNOAL LEAGE 01Tec-2025 | 12609.97 Exllmg
A ECOMMISSIONING BOMD. | 01-Dec-2023 1364.00 [Filling
—Description
History List —1
9 Summary List — LE
—DECOMMISSIONING BOND.
[ [ _ _
r " " RS F - PN i 2

Now — the Transactions screen shows the item description.

== [AUC] 10205-Bill Payment
= - Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing  System Favorites Help
B SE we»m Q = @8

2024 Misc Billing Bill Payment Inquiry
Sote 2o | M 00 Year [034 | XSearch Tendered  Cash Back Applied Total
P 30wner| K RGE WILLIAM WAY LLC
4SrvAdr| PE WILLIAM WY o |
scust | [0000010T B . . . .
Misc Billing » Queries) Bill Payment seacel| o000 The Bill Payment tab still shows the Service Description

Bill Payment Detail Payment Transactions @ Trox Summary 0 Attachgent (1) Soc Inv Text
/ 8ADlY |__
Run Charges NetGll| J  Paid Refund] Balance]  Pending
SOLAR-KEARSFRGE LEASE B WILLIAMS WAY 137459.,97 | 137469.97 | 137459.97 | 50000.00

7
*{Run [

] LEASE @ WILLIAMS WAYK

Bil Type.

137459,97 B7459,97 Bal

No Change — the Bill Payment Tab screen still shows the item description.

[ADM-AUC-MB-195]
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5 Collection Reports [Enhancement]

ADMINS added new reports to the
collections report library, including two
which aid in balancing to the General
Ledger. The value of Module Control 4031
determines which report to use.

Miscellaneous Billing » Reports P [1 Collection Reports] P

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

File Edit Ledgers PurchaseOrders AccountsPayable HumanResources Budget Collections Tax Motor Excise MiscBilling

BE SE e s g = Ol

System  Favorites Help

Report Library Collection

Goto

[RepgpeRiame View  [Rep RunTime

ort_[Lest Run Date
Actions.
|

Misc Billing Module Control

[
|LpE20-Bi1l Tupe - As of a Date | |
0635-Credit Redistribution Report | | R |

[10632-Bill Type - Revenue Date Range Activity Summary]
liOEZB—Ex.Ll Tupe - Revenue Date Range Activity Detail |

Seq#|Description ‘Answer

L T R T o

| 4031 |Date Used for Posting to Ledger - Transection Date or Deposit [T

10655-Fending Adjustnents

Run

ris

If by Transaction date - run the “by
Payment Date” report.

If by Deposit date - run the “by Revenue
Date” report.

To run these reports, from the menu, select:

5.1 #10632 Bill Type —Reve

10656-Revenue Sunmary — Bu Typs, Dats, Category
[0657-Posted Receipts — by Date, GL¥
[0656-Fosted Adjustnents — by Date. Txn Cods, Category

Run
Run
Run

6 Other Reports.

10G6E0-Pasted Transactions - Summary
10662-Posted Transactions - Refund Historg
10663-Posted Transactions - Pagnents by Batch
108B4-Fosted Transactions - By Deposit Date
108F5-Gtatistics - How our Bills are Paid

Run
Run

Run

Run

Run

T0645-Special Invoices Outstanding Rezister
0631 Truaice Tranzaction History As of Report
10626-Aged Recelvahles (epecial Invaioes)
10683 Custaner Outstanding Balances

T0682-Custoner Outstanding Balances Mo HIPY
0EB4-Customers with Credits and Dtstanding Balances)
[[0655-Custoner Aged Recelvable Report By Pagnent Date |
OZE8-Customer Aged Receivable Report By Revende Date)
[0686-Custaner Pre - Paid List

T0245-List Custoner Credit Balanos:

Run
Run

Run_[09-Feb-2023 [11:23:51,41

Run
Run
Run
Run

[05-Jan—2023 [14:49:10,52

[0B-Far—202d
[o1-Feb-2024

[17:21:33.18
1434433474

Run
Run
Run

([0684-Custoners with Credits and Outstanding Balances)

—|10685—Eusmmer Aged Receivable Report By Paument Date ﬂ

|10688-Customer Aged Receivable Report By Revenue Date )

v

nue Date Range Activity Summary

This report requires filling in
all the prompts.

Enter Bill Year Range:
Enter Bill Type:

Prior as of Revenue Date:
As of Revenue Date:

B Task 10632: Bill Type - Revenue Date Range Activity Summary
Bill Type - Revenue Date Range Activity Summary

From Year: To Year:

@® Special Invoices O Curbside O Tolers

Required: Prior as of Revenue Date [ex: 06302022) |pg302022

Required: As of Revenue Date [ex: 06302023) 06302023

Required: Enter Bill Year Range
Include Bill Type

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

@®PDF O Excel

O No

Lookup Cancel Clear All

Include Bill Type:
®© Special Invoices or
®© Curbside or

L)

© Toters o
(some sites may not use all of °
these; one bill type at a time b
can be included on the .

report):

This report shows a summary of revenue activity between two dates. Enter a:

four-digit “From” and

four-digit “To” year.

Select the bill type — ® Special Invoices, ® Curbside, or ® Toters
“Prior as of Revenue Date” is the old date and balance,

“As of Revenue Date” is the new date and balance.

E.g., for the finance director, they want to know the 06/30/2022 balance, activity,
06/30/2023 balance.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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For a given bill type, such as
“95” for Special Invoices, all
the categories with
transactions are listed, by
bill year, with subtotals for
each bill year.

The columns highlighted in
green show the Collections
and Receivable balances as
of the “Prior as of Revenue
Date”. The activity (Charges,
Deductions, Adjustments,
Abatements, Refunds, and
Payments is shown.

The two blue columns show
the Collections and
Receivable balances “As of
Revenue Dates”.

As shown at the right, the
2022 Bill Year are shown in
yellow and the 2023 Bill
Year Transactions are shown
in pink.

March 2024

—5—7%

LR CINC) BT B 2Z2a&aDlq 4 B e
L FC1 loct ions

TDEPOTRENT

T-KSGPILOT

MONTHLY RENT

Program: TDEPOTRENT

| Bill Year 2022 |

Refunds

30-Jun-2023 3

M Balance

1925.00

ADVISORFEE

cable TV Club Advisor Se

Program: CABLECLUB

202
I Bill Year 2023 I

Figure 2 #4165 Bill Type Revenue Date Range Activity Summary

e 1lections Collections Receivab.

30-Jun-2022 - 30-Jun-2023 30-Jun-2023

0 \ Balance Balance Bal
- - B e ===
2 3 732.10 732.10
732.10 732.10
. [l -10873.85 10873.85
10873.85 10873.85 10873.85 10873.85

2900.04 2900.04

6694.50 6694.50
79372.50 79372.50 6694.50 6694.50
1925.00 1925.00
il 1925.00 1925.00

[ADM-AUC-MB-187]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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5.2 # 10633 Bill Type —Revenue Date Range Activity Detail

March 2024

The Revenue Date Range Activity Detail report will take longer to run, as it will list all bills for the specified date range.

This report requires filling in

B Task 4167: Bill Type - Revenue Date Range Activity Detail
all the prompts.
Bill Type - Revenue Date Range Activity Detail
This is a tool used by the Finance Department.

Enter Bill Year Range: Required: Enter Bill Year Range

From Year: l:l To Year: l:l

Enter Bill Type: Required: Enter Bill Type []]

Enter Bill Type:

® Specia| Invoices Required: As of Revenue Date (ex: 06302023) I:l
@ Curbside
© Toters Run as O preview O Print - @ PDF O Excel

Prior as Of Revenue Date: I Printing use Duplex @ vyes (O No

As of Revenue Date: Lookup

Required: Prior as of Revenue Date [ex: 06302022] I:I

Clear All

This report shows revenue activity between two dates.

e  Enter a four-digit “From” and four-digit “To” year.

e Select the bill type — ® Special Invoices, ® Curbside, or ® Toters

e The “Prior as of Revenue Date” is the old date and balance,

e The “As of Revenue Date” is the new date and balance.

For the finance director, they want to know e.g., the 06/30/2022 balance, activity

06/30/2023 balance as an example.

The columns highlighted in
green show the Collections
and Receivable balances as
of the “Prior as of Revenue
Date”.

The two blue columns
show the Collections and
Receivable balances “As of
Revenue Dates”.

As shown at the right, the
2022 Bill Year are shown in

@ signin

A B0

Collections Receivable
30-Jun-2023 30-Jun-2023
Balance Balance

yellow and the 2023 Bill
Year Transactions are
shown in pink.

Notice that the first two
records comprise the total
of $772.10; that total
matches the total from the
same service type in the
summary report above.

[ADM-AUC-MB-187]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6 Customer Aged Receivable Reports

The Aged Receivable Reports are available by Payment Date and by Revenue Date. The aging break column headers were
enhanced to clarify how the columns are used.

6.1 Columns on Aged Receivable Reports #10685 & # 10688

This table describes the report columns.

Column Header Description

Customer # The customer number for this invoice

Year The bill year

Invoice # The invoice number: invoices can have a single line or multiple lines

Program The Program for which the invoice was billed

Description Description for the line of the invoice (only shown on the detail report)

Aging Under 31 Days, Amounts that are less than 31 days past the due date; subsequent columns show amounts based

etc., on the specified aging break (these vary depending on the selection made when the report is
run.)

Aging 31 to 60 Days The column header used to be

Aging 61 to 90 Days
Aging Over 90 Days

Total The total for the selected row; and a total for each customer. The Grand total is at the bottom.
Selection Legend The selection legend shows the “As of” dates, Aging Breaks, Credit Balance Yes/No, and the Print
selection

[ADM-AUC-MB-187]

6.2 # 10685 Customer Aged Receivable Report by Payment Date

Customers will see this prompt:

B Task 10685: Customer Aged Receivable Report By Payment Date x

Customer Aged Receivable Report

Required: Enter As of date 01-FEB-2023

Optional: Enter up to 9 Program Types Edit | [0 values: |

Optional: Enter up to § Customer Numbers Edit | |0 values: |

Required: Enter Number of days between Aging Breaks

Exclude Credit Balance Invoices: O Yes @ No

Print O Detail O Summary by Inveice ® Summary by Customer

Runas @ ppF O Excel

Lookup Cancel Clear All

ZZ= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 26
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6.3 # 10688 Customer Aged Receivables by Revenue Date [Enhancement]

Fill in the “As of” date; optionally
enter up to nine customer
numbers and enter the required
number of days between aging
breaks.

Print;

® Detail,
®© Summary by Invoice, or

®© Summary by Customer

A list of open invoices for all
customers is provided by year,
and by invoice, with a total for
each customer.

In the report, the Years are each
highlighted in a different color.
For Customer #0000039, there is
a single invoice for -

For Customer -, there

are invoices for bill years 2022
and 2024.

The Selection Legend on the last
page at the bottom of the report
shows the selections when the
report was run.

7 Task 10688 Customer Aged Receivable Report By Revenue Date x
Customer Aged Receivable Report By Revenue Date
Required: Enter As of date

12312023

Optional: Enter up to 9 Customer Numbers Edit |u values:

Required: Enter Number of days between Aging Breaks

Exclude Credit Balance Invoices: O Yes @ No

@® Detail O Summary by Invoice O Summary by Customer

Print

Runas OpPpF @ Excel

Lookup Cancel Clear All

Choose ® Yes to exclude Credit Balance invoices; choose ® No to include Credit

Balance Invoices. Select the format for the report — either PDF® or Excel®.

A sample run as Excel® is shown.

Notice the headings that show the aging breaks, and that each customer is shown

because the © Detail radio button was selected.

A

1 Customer#

74 034
(6]

106!

TR s A P s s [ i B gt

B c D
Year Invoice# Program
%022 000205-00 SCHTUITPRE-BECP PRESCHOOL TUIMION

F20281000261-00 SCHTUITPRE-BECP PRESCHOOL TUITION

72024 000410-00 SCHTUITPRE-BECR,PRESCHOOL TUITION
72024 000410-00 SCHTUITPRE-BECF PRESCHOOL TUITION
2024 000410-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000410-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000410-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000410-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000410-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000410-00 SCHTUITPRE-BECP PRESCHOOL TUITION
2024 000410-00 SCHTUITPRE-BECP PRESCHOOL TUIMION
72024 000410-00 SCHTUTPRE-BECP PRESCHOOL TUITION

2022 000213-00 SCHTUITPRE-BECP PRESCHOOL TUITION

72022 000241-00 SCHTUITPRE-BECP PRESCHOOL TUTION
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUTION
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUTION
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUITION
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUMON
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUMION
72024 000411.00 SCHTUITPRE-BECP PRESCHOOL TUION
72024 000411-00 SCHTUITPRE-BECP PRESCHOOL TUION

Description
BECP FY23 Tuition
Total Customer

BECP FY23 Tuition
Total Customer

SEPTEMBER
OCTOBER
NOVEMBER
DECEMBER
JANUARY
FEBRUARY
MARCH

APRIL

MAY

JUNE

Total Customer

BECP FY23 Tuition
Total Customer

BECP FY23 Tuition
SEPTEMBER
OCTOBER
NOVEMBER
DECEMBER
JANUARY
FEBRUARY
MARCH

APRIL

MAY

JUNE

Total Customer

Vs

H

J

F G |
Under 31 Days 31to 60 Days 611090 Days Over 90 Days Total
0.00 0.00 000 400.00  400.00
0.00 0.00 0.00 400.00 400.00
000 000 000 270.00  270.00
0.00 0.00 0.00 270.00 270.00
ago 0.00 000 0.00 0.00
000 000 000 26000 26000
000 000 000 26000 26000
000 000 a0 26000 26000
000 000 aoo 26000 26000
000 000 a0 26000 26000
000 000 a00 26000 26000
000 000 a00 26000 26000
000 000 000 26000 26000
0.00 0.00 0.00 260.00 260.00
0.00 0.00_ 000 234000 234000
000 000 000 17000 17000
0.00 0.00 0.00 170.00  170.00
000 000 000 30000 39000
000 000 a0 000 000
000 000 amo 26000 26000
000 000 a0 26000 26000
000 000 a00 26000 26000
000 000 a00 26000 26000
000 000 000 26000 26000
0.00 0.00 0.00 260.00 260.00
000 0.00 000 26000 26000
000 0.00 000 26000 26000
200 0.00 a00 26000 26000
0.00 0.00 000 273000 273000
- -

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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[} L2 Re % Customer_ AgedReceivables THERESA[Z]xml - Bxcel
Fle ~ Home Insert Pagelayout Formulas Data Review View Help
P286 ~ fe
A B [ D E F G H I 4
1 Customer# Year Invoice# Program Under 31 Days 31 to 60 Days 61 1o 90 Days Over 90 Days Total
86 fbocoo110 "2022 000174-00 TDEPOTRENT-215 DEPOT ST RENTAL 0.00 0.00 0.00 1,925.00 1,925.00
87 Total Customer 0.00 0.00 0.00 1,925.00 1,925.00
This is th t using th =
IS IS e same repor USIng e 89 ffoooo111  '2023 000347-00  TDEPOTRENT-215 DEPOT ST RENTAL 0.00 0.00 0.00 950.00 950.00
20 "Bocoo111 5023 000350-00 TDEPOTRENT-215 DEPOT ST RENTAL 0.00 0.00 0.00 550.00 950.00
1 1 91 "Boooo111 5024 000472-00 TDEPOTRENT-215 DEPOT ST RENTAL 0.00 950.00 0.00 0.00 950.00
@ summary by InVOIce SE|ECtI0n N 92 "50000111  "2024 000494-00 TDEPOTRENT-215 DEPOT ST RENTAL 950.00 0.00 0.00 0.00 950.00
93 Total Customer 950.00 950.00 0.00 1,900.00 3,800.00
0000114 2022 000169-00 SCHTUMPRE-BECP PRESCHOOL TUION 0.00 0.00 0.00 230.00 230.00
1 H H fooooo114 2024 000416-00 SCHTUMPRE-BECP PRESCHOOL TUITION 0.00 0.00 0.00 2,340.00 2,340.00
The Description column is not on oo oo o St Soie
thIS @ summary by |nVOIce repOr‘t, foocoo121 2024 000#17-00  SCHTUPRE-BECP PRESCHOOL TUITION 0.00 0.00 0.00 2,080.00 2,080.00
Total Customer 0.00 0.00 0.00 2,080.00 2,080.00
as that CO|umn IS the Ilne 102/00000123  "2024 000418-00 SCHTUMPRE-BECP PRESCHOOL TUITION -0.02 0.00 0.00 0.00 -0.02
. . . . . 103 Total Customer -0.02 0.00 0.00 0.00 002
description, and all invoice lines 10¢
1050000127  "2022 000208-00 SCHTUMPRE-BECP PRESCHOOL TUITION 0.00 0.00 0.00 100.00 100.00
. 106 Total Customer 0.00 0.00 0.00 100.00 100.00
are summarized.
277
276 Grand Total 97,286.45 950.00 0.00 855,077.84 953,314.29
279
1280 ————
221 Selection Legend:
282 —m8m ————————
283 | As of Date: 12312023
# Days between breaks: 30
Exclude Credit Balance Invoices: N
Print Report as: Summary by Invoice
.
6.4 # 10691 Programs Due to Be Invoiced [Enhancement]
ADMINS enhanced this report of
. [E= [AUC] 10605-Report Library Progam Invoices [theresa]
Progra ms Due to be | nVOICEd * File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Rescurces Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites Help

Sites have many users Bl S8 W+ s U @y

responsible for invoicing their &

Report Library Progam Invoices

assorted Programs. 1.
Report Name View Report |Last Run Date |[Run Time A
CEETD 11 ek 2021 [14:29:00.52
10691-Programs due to be Invoiced Run E-Jun—2021 [08;55;32,93
| [ 1
. 10691-Programs due to be Invoiced |
Now the report is sorted by Report Categories | g H_Run ]
2 Collection Reports.

Program & Frequency to make it 3 e

easier to review and see the & Program Invoice Reporis>

Programs for which the user is |

responsible. l

10690-MECUSPRGDUE_EOW. REP Printed 21-Jan-2024

™
feekly Report on

of Admins

grans due to be Tnvoiced

Dept Group Description

Date End Date

Last Invoice Next Invoice

Before — The list did not have the
sorting and breaks on Program

and Frequency; instead, it was oonoooos 1 30 un 20
sorted by Customer #. song000s 3

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

itted.
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Within the groupings of Overdue,
Due in next 7 days, and Due in [to691-MBCUSPRGDUE . REF
next 14 days it sorts by Program,
Frequency, and then Next
Invoice (Date).

0
H

[Programs OVER due

CABLECLUB  DISTRI

After — The breaks between
Programs and Frequency are
highlighted in green in the image
for illustration only —there is no
highlighting on the report.

1
1
1
1
1
1

[ADM-AUC-MB-196]

7 Customer Reports [Enhancement]

ADMINS enhanced the Customer Email List to only show customers with an email address set and added a new Customer Bill
Delivery report. To run these reports from the Customer Maintenance Screen, from the menu select:

Misc Billing » Maintenance P Customer Maintenance

7.1 # 10646 Customers Email List

B " Task 10646: Customers with Bills/Invoices to be Emailed x
Customer Profile Run this report by selecting Customers with Bills/lnvoices to be Emailed
Bill History P
Bap— [9 Reports P Customer Email List]. Select Stalus: @ Al O Only Active O Only Inactive

Toc Summary
Program List
Run as O preview O Print - @ PDF O Excel
It Printing use Duplex @ wes O No

\j Customer Statement
Customer Email List
Looku 0K Cancel Clear All

This report lists all customers with an
email address on their maintenance
screen. The ones with the Email Invoice
box checked will have a “Yes” in the
Email Invoice column.

This owner has an email on the customer maintenance
l screen, but the Email Bill B box is not checked [J

E-mail Bill
E-mail Addr [gF

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 17 of 26
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7.2 # 10647 Invoice Delivery Type List

= [HVMA] 10000-Customer Maintenance

File Edit Ledgers Purchase Orders Accounts Payable Human Resources Budget Collections Tax Mote

B &SE we s+ BH G @ FL
Customer Maintenance
cote Custio TGN
s Name 1 Phone 1
ons Name 2 Phone 2
Street# Phone 3
Street HERITAGE YILLAGE
e Line 2 Bill Delivery
o City [E0UTHELRY SteT Zip 10B488-0000 E-mail Addr,

Select the Bill Delivery Type of ® Email or
® Print depending on what was showing on the

March 2024

Z Add Invoice
1 Customer 2 PRG Invoice (1) 3 Aftachment (5} 4 Bil History 5 Trx Hist Specia| Invoice Register'
- Search Mailing Address Same as Service Address
Customer Profile Class Type
Mailing List Occupancy
Bill History B Task 1064T: Invoice Delivery Type List X
Tr Histol Comment . 5 )
S X - Comment % Invoice Delivery Type List
i Summary — o
St ET Zie oed=8-0000 Bi N
Program Lis — ill Delivery Type ; |
rosem | Y 'YPE€ @ Email O Print
Customer Statement

Customer Email List
s Update EFT
Custorner EFT Report

Custorner EFT Changes

Ninvoice Delivery Type List

Pre-Note 0 Pre-Note Sent Date 17-Sep—2020

Select Status: @ ANl O Only Active O Only Inactive

Run as O preview O Print~ @ PDF O Excel
It Printing use Duplex @ ves (Mo
Lookup Cancel Clear All

Any customer who is set to receive an invoice via email

will be listed in the report.

|L0647-MBCUSBILDELV . REP

iing Customers are set to receive Invoices delivered via il

Town of Admins

Invoice Delivery Type List

Cust# Owner-Name Service-address

Email Address

00000163 50 CON

Sslection Legend:

STREET

goodchemistry@admins.com

8 Special Invoice Process [Enhancements]

The Special Invoice process generates several reports, some of which were enhanced. In addition, there are new fields on the
Form Setup Table to help with directing questions to the appropriate party when an invoice is received, and a payer has

questions.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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8.1 Program Invoice Errors [Enhancement]

Special Invoice Process
Description

Restart Special Invoice

Build Prograg
Create Prograi

Invoices
dit SDECIEl Nvoices

Special Invoice Register

Print Invoices

Email Invoices

Generate ACH/EFT File

Post Invoices

1p5e3-MBPRGINVERR .RED Printed 10-Jan-2024 at 12:50:32 by ANTHEA page 1
Town of Admins
gram Invoice Brrors

Program : HOAFEES Seq# 1 Error Messages:

Freguency Not set

2023 Frequency:
3

Invoice Title: Monthly HOA Fees
Rate

Line Description camnot be blank

The Create Program Invoices process checks that the bill date, frequency, invoice title,
bill form, and line description fields have values and displays an error report if any are
missing. In the image above, the Line Description is blank, and the report lists it as an
error when the Program Invoices are created. Return to the Build Program Invoices
screen, and fill in the required fields.

[ADM-AUC-MB-192]

8.2 Special Invoice Register [Enhancement]

The process now includes checking created invoices to ensure all required fields have been set.

Special Invoice Process
Description

Build Program Invoices.
Create Program Invoices

Add / Edit Speciallgyoices
Special Invoice Reaqister

mail nvoices

Post Invoices

Invoices with missing values will
be identified on the report.

This happens if the description
on the service type table is
blank, and no values are entered
for the description on the
special invoice entry screen.

[L0525-MBREE :MBSECINVRES . REE Erinted 22-Feb-2024 at 11:42

Pags 1

Special Im Register

Invoice$ Customer Program Mailing Name & Address Bill Zmount Message

00049%8-00 00000111 215 DEPOT ST RENTAL 850.00 INVOICE WILL PRINT
00049%9%-00 00000111 215 DEPOT ST RENTAL 850.00 INVOICE WILL PRINT
E— R ——
- 500.00 INVOICE HAS ERRORS
110 Homeowner's
Accounts not set on Service

's Essociation Fees

The highlighted text above for invoice #000500-00 shows the message
indicating that the Line Description is missing.

[ADM-AUC-MB-192]
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8.3 Special Invoice Posting Report [Enhancement]

ADMINS changed the special invoice posting
report to summarize by date and then by
account. This was installed on affected sites in
December of 2023 and is mentioned here to
document the change.

Special Invoice Process
Description

PECIAl INvoIce CESS

Build Program Invoices
Create Program Invoices

Add / Edit Special Invoices
Special Invoice Register
Print Invoices
Email Invoices

March 2024

B 7 Task 10540: Post Invoices

Post Invoices

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

Lookup

This process will discard any Invoices with Errors

@® PDF
O No

Cancel

Clear All

L 4 Spedial Invoices
y' will be posted to A/R and G/L
O to Continue or CANCEL to exit posting

Post Special Invaice Billing *

8.4 Special Invoice Appearance [Enhancement]

ADMINS now gives sites more flexibility with the information printed on the form.

[ADM-AUC-MB-188]

Before — the information
came from the General tab
of the Forms Text and
Parameters Table in the
Collections module and
looked like the image
below:

For Payment Questions Contact:

Treasurer/Collector
MON - TH 8:30-4:30 PM
FRI 8:30AM - 1:00PM

T 617.494.5100

I support@admins.com

== [AUC] 4980-Forms Text and Parameters

IS O LEQQENS FUICNESE UIOETS  ACCOUNIS Féyeoie  rixed Assets

B SE mes»u EH Q@ FLU L

Humen Resources  Budget Collections Tax Motor Excise  MiscBilling System Favorites  Help

Forms Text and Parameters

Ac

1 General

2 Real Estate

* = Required

3 Personal Property. 4 Motor Excise. 5 Revenue Collection

6 Edit List
= Collector Title

Collector of Taxes* [hris Collect
* [reasurer/Collector

Phone#
Fax#

17.494.5100
17,494 ,5100

Email Address EupportBadnins .con

AccounP st

e e om

Office Hours Line 1* FON — TH 8:30-4:30 PH

County
Wisc Bill Phone#

lorFolk
17.494.,5100

Fioana

Office Hours Line 2 FRI B:30AM — 1;00PM

Website URL Jacinins . con

Sites can have multiple staff responsible for invoicing their assorted Programs. Now Job Title, Telephone#, Email address, and
Office Hours can be customized for each Bill Form using the new fields on the Miscellaneous Billing » Bill Form Setup table.
To access the new fields, from the menu, select:

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Misc Billing P Tables) Bill Form Setup P [9 Invoice Locations]

Misc Billing
— ; § invoice Text 9 Invoice Locations

Collections > Collector

Processing For Collector Name and Office Details go to Collector -= Tables -= Form Text and Parameters
Reports > Online Payments Web Address [

Tables > Program Type

Queries > Service Type Make Payable To

Exports Bill Cycle Name [TOWN OF ADMINS

Module Maintenance Bill Print Sequence Table Addresss Attn: Director of Finance

Interfaces/Imports Note Category Tsble P15 Lewis Hharf

Class Type Table |
City [EOSTON
State ZipCode 52010—0000

Site Specific

Help Reference Library Bill Form Setup

Lockbox Upload Methods

Zip Code

Before — there were no fields to override the information entered on the collections

table.

The new fields will be used
InStead Of the ﬂelds from the — [AUC] 10050-Bill Form Setup d Assets Human Resources Budget Collections Tax  Motor Excise MiscBilling System  Favorites Help
Collections » Forms Text and BEE erm LG
Parameters Table. Bill Form Setup

Goto.

Actions

For Payment Questions Contact: Form Code [ECHRMA [ECHOOL KMA TNWOICES
Associated Form  FESPCINV  Mise Billimg Special Trwoices

School Office Manager soal Locats

P eal Location [t \adnhomeauc formsreports thlg_seal ,png.
MON-THURS 9:30-3:30 PM Invoice Title fTNvOICE
FRI 9:30 - 1:00 PM m
e 617.494 5100 P— 3 Invoice Text 9 Invoice Locations

04 inveices@admins.com Couec?urrcwemor Name and Office Details go to Collector -> Tables - Form Text and Parameters
Online Payments Web Address [
e Py e Override For Collector Payment Questions

If these fields are not filled B e — ContactTile  [School Office Manager
in for a Bill Form, the N 1 B— gzce :OUFS; MON-THURS 9:30-3:30 PM
: : ce Hours +30 - 13
information from the o Phones EE 3520510(?00 Fin
Collections P Forms Text & Email Address rwoicosfadal

Parameters Table will be

used. After — these new fields (if populated) will be used on the forms.

[ADM-AUC-MB-197]

9 Refunds Process [Fix]

ADMINS fixed the Override refund process to allow partial refunds of payments. For instructions, see the MB—260 Refunds
Document, section 4.3.1 Add Override Refund, in the Help Reference Library.

[ADM-AUC-MB-193]
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10 Site Specific Heritage Village Master Association (HVMA)

The following are changes made to the MB module to Exclude Pre-Pay Invoices for the HVMA site; all other sites can safely

disregard this section.

10.1 What is Pre-Pay?

What is Pre-Pay? HVMA uses Pre-Pay for the convenience of their customers. If a customer has fees coming due each month,
but will be away for a while, they sometimes pre-pay in anticipation of the fees that will be charged while they are away.

10.1.1 # 10684 Customers with Credits and Outstanding Balances

Customers can have multiple invoices, and some
invoices for a customer may have a credit balance,
while others have an outstanding balance. To identify
these situations, run this report.

B Task 10684: Customers with Credits and Qutstanding Balances X

Customers with Credit and Outstanding Balances

Optional: Enter up to 9 Customer Numbers | Edit | 0 values:

[Exclude Pre-Pay Invoices:

® Yes ONn]

[Exclude Pre-Pay Invoices:

® Yes ONO]

Lookup 0K Cancel Clear All
Figure 3 Prompt for Report # 10684
Why exclude Pre-Pay? To identify customers with
outstanding invoices that have credits from other T T e e o
invoices. Pre-Pay is “special” because there is only o fia 11 HERTAGE VLLAGE  003426-00 FEB oy HOA Fees @0 0w 00 000 68200 PA
5 MA 1A HERITAGE VILLAGE  003429-00 Feb 2023 Late Fees 35.00 0.00 0.00 0.00 35.00 PA
o : s T
one Pre-Pay “invoice” per customer. 7
10 1444 144A HERITAGE VILLAGE 024088-00 MAR Monthly HOA Fees 551.00 0.00 0.00 0.00 551.00
13 1444 144A HERITAGE VILLAGE 016326-00 APR Monthly HOA Fees 551.00 0.00 0.00 0.00 551.00
B Tesk 10684 Customers with Credits and Outstanding Balances x & [Total Customer 275600 467.00 46100 000 274500

Customers with Credit and Outstanding Balances

Optional: Enter up to 9 Customer Numbers Edit 0 values: 1;

[Exclude Pre-Pay Invoices: ® Yes O No ] z

Exclude Pre-Pay Invoices: ]
[ 4 ® Yes O No z
ES

| Lookup 0K Cancel Clear All ‘ ﬁ;

w

Three customers with Pre-Payments are included because they have

other credit balance invoices to be considered. o
ke TR TR TR v
Toal Customer Zres00 it G000 o000 00
1060 1560 HERITAGE VILAGE  012609.00 Pre.payrers T 000 000 800 pa
1960 196D HERTAGE VILLAGE 021649-00 FEB Monthly HOA Fees 589.00 0.00 0.00 0.00 589.00 PA
1o 1960 HERTAGE VLLAGE  024225-00 AR Honty HOA Fecs. 00 000 o0 000 oo
oo 196D HERTAGE VILLAGE  000061.00 PYIMIZETS02 Bovk 801114208 S1cRUCSHOIT1 1805 Descis o0 4o 000 000 -o7o0
1960 196D HERTAGE VILLAGE  018489-00 APR Monthly HOA Fees 589.00 0.00 0.00 0.00 589.00
1o 1560 HERTAGE VILLAGE  015058.00 Jal onthy HOA Fecs o0 oo 000 o0 smooea
Total Customer Toes 00 T G000 o500
S35 HERITAGE VILLAGE  022085-00 728 Woriny HOA Fess w00 0w o0 oo s
338C HERTAGE VILLAGE  024665-00 MAR Monthly HOA Fees 589.00 0.00 0.00 0.00 539.00
Z25C HERTAGE VLLAGE 00562000 AR Woniny HOA Fees w00 000 oo 000 oo
S35 HERTAGE VILLAGE  D16525.00 APR omny HOA Fess <000 0w o0 000 s
338C HERTAGE VILLAGE  019505-00 JAN Monthly HOA Fees 589.00 0.00 0.00 0.00 539.00
ZSOC HERTAGE VILLAGE  005225-00 Soks Tax Docs: 240113067 Bile: 7-Jan-2023 s 0o 0w e
Total Customer TR0 ot G000 Zasiar
Grana Tota R Y O KX

This report uses only 41 lines on the Excel spreadsheet.

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

Page 22 of 26



ADMINS Unified Community Release Notes — Version 24.1

Miscellaneous Billing March 2024

If Pre-Pay invoices are included, the report will be

much longer, and it may be difficult to focus on R T N

8904 HERITAGE VILLAGE 02377400 FEB MontiyWOA Fees 765.00 000 0.00 0.00 765.00 PA
6804 HERITAGE VILLAGE D2835400  MAR Monthly PO Fees 785,00 0.00 0.00 0.00 765.00
0804 HERITAGE VILLAGE 00850000 MAR Monthly Hij Fees 765,00 0.00 0.00 000 765.00

customers with the credit balances available to

. 960 HERITAGE VILLAGE DIBETAD0  APR boniiy HONFees 78500 000 000 000 765,00
move to pre_pay or pay Off outsta nd ing balances 9804 HERITAGE VILLAGE 02119400 AW Moninly HOA, 76500 000 000 000 76500
. Total Customer 3.825.00 0.18 0.00 £.00 3,824.84
5568 HERITAGE VILLAGE 016047.00 00 500 om0 000 45500 PA
5558 HERITAGE VILLAGE 023700 FEB Morinly HOWF ss3.00 000 om0 000 55300 PA
5868 HERITAGE VILLAGE 02636700 AR Morthiy HOR e300 000 000 oo 55300
87 Task 10684: Customers with Credits and Qutstanding Balances X S658 HERITAGE VILLAGE 00852200 MAR Monthiy HOA 83,00 4500 000 000 16800
0858 HERITAGE VILLAGE 018627-00 APR Monthiy HOA F 85300 000 000 000 65300
Customers with Credit and Outstanding Balances 9655 HERITAGE VILLAGE U2t207-00___[IAH Mowrhly HOW Fecs 228, ] 0 % 85300
Optional: Enter up to 9 Customer Numbers | Edit The report is ten times as long because it includes all the Pre-Payments, not just the
[Exnludn Pre-Pay Invoices: OYes @ Nn] customers with balances & Credit Invoices that could be applied to the balances.
308 FERITAGE VLLAGE IR 00 AP Moniney 1O 765,00 000 000 000 e 00
9038 HERITAGE VILLAGE 02122500 JAN Moniniy Hpwees 786 00 000 o000 000 765,00
[EXC'I.II’E Pr:_Pay Inw'ccs: O Yes @ No] Total Gu: " 3.825.00 195.00 0.00 0.00 3.630.00
9084 HERITAGE VILLAGE oteoo00  pre-Mments 000 118400 000 000 118400 PA
9084 HERITAGE VILLAGE 005848-00 FEB Monihly HOA Fees 765.00 683.00 0.00 0.00 8200
908 HERITAGE VILLAGE DOBSS5.00 AR Monihiy HOR Fees 76500 000 o0 000 76500 PA
Lookup Cancelll  JClearall CRAIENTACEVLLAGE D100 UAoi2073 oA res s esso0 o 0 sooe
9984 HERITAGE VILLAGE 01000 APR Monihy HOA Fees 76500 o0 om0 0o 75500 PA
Total Customer 06000 255000 0.0 000 1000
Grana Total Tasesses_ s4daiad 5450 60 vazadred

The legend at the bottom of the report will show
if the Prepay Invoices were excluded (Y).

nding balances

PA - Current In-Progress Payments/Adjustments

[ADM-AUC-MB-202]

10.2 Columns on Aged Receivable Reports #10685 & # 10688

This table describes the report columns. The Column Headers shown in jtalics only appear on the Excel version of the reports.

Column Header Description

Customer # The customer number for this invoice

Year The bill year

Invoice # The invoice number: invoices can have a single line or multiple lines

Program The Program for which the invoice was billed

Description Description for the line of the invoice (only shown on the detail report)

Under 31 Days, etc., Amounts that are less than 31 days past the due date; subsequent columns show amounts based
on the specified aging break (these vary depending on the selection made when the report is
run.)

Total The total for the selected row; and a total for each customer. The Grand total is at the bottom.

Selection Legend The selection legend shows the “As of” dates, Aging Breaks, Credit Balance Yes/No, and the Print
selection
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Column Header Description

Goto...

There are four site specific dates in the

Actions.

rightmost columns.
XAdd Cust
Y Delete Cust
Z Add Invoice
These columns come from the Custom Date L Seareh
Fields on the Customer Maintenance screen -

and are maintained by the customer.

Customer Maintenance

CustNo
Name 1 [ Phone 1 Ext 0000 Tvp [
Name 2 Phone 2 Ext [pooe Typ [
Street¢  BIIA Phone3  [(000) 000-0000 Ext ooo Typ [
Street  HERITAGE VILLAGE
Line 2 Bill Delivery _ Print Email None
city OUTHELRY St T Zip Ped88-0000 E-mail Adar |
Current Balance: 1,530.00
1 Customer 2 PRG Invoice (1) 3 Attachment (8) 4 Bill History 5 Trx History & Notes. @elﬂ Logs (8)
User Defined 30 Characters User Defined Dates

Converted EFT Flag Demand Date [01-Feb-2024 K

Converted Unit e In-House Collection [I5-Mar—202d |

User Defined #3 - Attorney Date [15-Fer—2024 M

User Defined #4

Foreclosure Date 15-Maw—2094 N

User Defined #5

Demand Date

Demand Date

Aftorney Date
Foreclosure Date

In-House Collection

01-Feb-2024 K
[15-Mar-2024 |
[15-Apr-2024 M
[15-May—2024 N

This is the date the demand was sent

In-House Collection Date The date the property was moved to In-House Collection

Attorney Date

Foreclosure Date

The date the property was moved to an Attorney

The date the property was foreclosed

[ADM-AUC-MB-187]

10.2.1# 10685 Customer Aged Receivable Report by Payment Date

There is a new option on the prompt to Exclude Pre-Pay Invoices.

Added an Exclude Pre-Pay Invoices ® Yes/No
radio button to the prompt.

If ® Yes is selected, it will not report on any
invoice that is part of the PREPAY program.

If © No is selected, it will include invoices that
are part of the PREPAY program.

B Task 10685: Customer Aged Receivable Report By Payment Date

Customer Aged Receivable Report

Required: Enter As of date |:|
Optional: Enter up to 9 Program Types Edit ‘n values: \
Optional: Enter up to 9 Customer Numbers Edit | [0values: ]

Required: Enter Number of days between Aging Breaks |:|

Exclude Credit Balance Invoices:

OYes ®No

Exclude Pre-Pay |

OYes ® No |

PTIT

Runas @ ppF O Excel

Lookup

@ Detall U Summary by Invaice () Summary by Customer

Cancel Clear All

[ADM-AUC-MB-200]
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Always set the Exclude Pre-Pay radio button to
® No (this will include prepay) if just reporting OB Pe @ = ermmm i o 2 i b : \
on HOAFEES. S o s e

A7153 fe [4
PR W ° e : . : i P
Ny — e i bn TRt fanon Ersen T
. . . ; 5023 OSSO0 HOAEESHOAF e Moriti HOAF oo o om sao0
This report could be run at any time and if the Hoos 08100 HOWEESOArees 1O ok LA Fees 80 000 T
%023 01342800 HOAFEES-HOA Fees JAN 2023 HOAFees 000 0.00 o000 8200
. %023 018560-00 HOAFEES-HOA Fees. APR Monthly HOA Fees 000 000 0.00 765.00
pre-payments have not yet been applied to a o kosun PERaLFrparmans Frvamer R 11
e o R —

%021 008518-00 SEF
2023 00891500

\WCOM Supplemental invoices  Sales Tax Do 230227034 Te Balch: 1 000 1)

new monthly billing the balances may be

M SUpIETETaI INVcss  Carpamy Fees - stenals Dace. 23022 000 o
. . %022 OIBH1600  SERVICO SERVICO Supplemertal moices  Carpeniny Fees  Lavor Dock: 230227034 000 ot
m|5|ead|ng Total Customer 000 000
5023 008SST00  WOAFEES+HOAFess AR oy oA Fess om0 o
%023 01986200 HOAFEES HOAFees APR Honibly HOA Feas 000 a0
Total Customar o0 00

Grand Total 1,068.790.95 563 467.00 0.00 1084831168 2,716,589.13 k|

If the prepay program is selected as a Program e e e : :

Type, and the exclude prepay is set to ® Yes, o Ji[x v &

. . . . AL B¢ o e e s " | f ,
the r‘epor‘t W|“ not |nclude the Pre-Pay invoices, + Gustomerd Year Inyelce# Program Deseription Under 31 Days 31 to 60 Days &1 to 50 Days Over 50 Day: Total Demane.
o8z
. . 7083 oaaa #1023 00584800 HOAFEES-HOA Fees FEB Monihly HOA Fees o0 000 00 8200 5200 f
and the balances W|” be d|storted l7on4 gaen 023 00BSS5-D0 HOAFEES-HOA Fees MAR Mantnly HOA Fees. oo 000 000 7500 7Es00
. 70850084 023 013429 D0HOAFEES-HOA Fees AN 2023 HOA Fees o0 000 000 B0 g0 o
700510064 2023 010660-00HOAFEES-HOA Fees PR Moniriy HOA Fees 000 000 000 7es0 76800
7087 Total Customer 0.00 0.00 0.00 168600  1694.00 f
1008
T ——————— " 70609968 023 00861600 SERVICOM-SERVICOM Supplemental ivolc Saies Tax Doc¥: 230227034 Trf Batch 1 000 000 ace so2 502 .
o 7090/9968 2023 00BS16-00 SERVICOM.SERVICOM SUpRIEMENtal Ivaic CATpery Fe - Maienils Doc#: 23022 oo ote 000 176 178 e
Contomer Aged Flecelvable flepart 7001/0088 023 00BE16-00 SERVICOM-SERVICOM Supplemental Involc Carperry Fees - Labor Dock: 230227034 oo oo 000 00 7900
s i 0u2 Total Customar 008 000 900 w570 [0 Y
08
Optional Enier w (o 3 SR RIIN 2 values: HOAFEES, PREPAY. 7001000 023 00BSS7-D0HOAFEES-HOA Foes MAR Mol HOA Fees 000 000 s e mn
Optional: Eer up 1o 9 Customer Numbers Edit |0 values: 7005 9994 %023 01865200 HOAFEES-HOA Fees APR Monihly HOA Fees 0.00 000 0.00 765.00 765.00
Required: Enter Number of doys betwsen Aging Bresks (30 el T8 Custormer oo 280 00 163000 1800 é
Exclude Credi Balance lnvuices: 7008 Grand Total 11530814 SEI4ET00 000 TOBASIIA0 ATELEOIIE ¢
T — roofSelection Legend W —_—— e
Print pe— Mutually Exclusive Selection ‘Ht‘ £
7104As of Date: 01-MAR-2024 -4
Fan a5 @PDF O xoed 7'1# Days between breaks: 30 k|
11o{Exclude Credit Balance Invoices: N
sokp Cancel | | Clear Al e 4
"'{Exclude Pre-Payment Invoices: Y
1100€0INt Report as__ Detail 7

[ADM-AUC-MB-205]

10.2.2# 10685 Customer Aged Receivable Report by Revenue Date

ADMINS added an “Exclude Pre-Pay
Invoices" @ YeS / @NO radio button to the 7 Task 10682: Customer Aged Receivable Repert By Revenue Date x

3 Customer Aged Reccivable Report By Revenue Date
prompt for selected sites. Required: Enter As of date [D1-APR-2024]

Optional: Enter up to 9 Program Types Edit |z values: HOAFEES, PREPAY, \
Optional: Enter up to 9 Customer Numbers Edit [0 values: |

If ® Yes is selected, it will not report on

Required: Enter Number of days between Aging Breaks [ |

any invoice that is part of the pre_pay Exclude Credit Balance Invoices: OYes ® No
Exclude Pre-Pay Invoices: OYes ®No
program. Print

@ Detail O Summary by Inveice O Summary by Customer

. Runas @ pDF O Excel
See section Error! Reference source not f Iy

. . . . Lookuj OK Cancel Clear All
ound. for more instructions on using this Z
prompt.

Use either report when Fannie Mae requests a list of Unit owners that are behind on their HOA fees.

Including HOAFEES and PREPAY programs provides a realistic view of unit owners that have outstanding
balances.

[ADM-AUC-MB-200]
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11 Help Reference Library & ADMINS Website

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

11.1 New & Updated Documentation in the Help Reference Library

Queries MB-120 Customer Inquiry [Updated]

Maintenance MB-410 Customer Maintenance [Updated]

Site Specific MB-610 HVMA Monthly Miscellaneous Billing Reconciliation [New]
MB-650 HVMA HOA Billing [New]
MB-670 HVMA Apply Pre-Payments to Outstanding Invoices [New]

11.2 New Content on ADMINS.com

Adjust Payments & Charges in Revenue Collections (youtube.com) [New]
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