MISCELLANEOUS BILLING

RELEASE NOTES - SEPTEMBER 2021

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

Release Notes — Version 21.3

Miscellaneous Billing

1. SPECIAL INVOICES [Enhancement]

ADMINS made enhancements to the Special Invoice process.

1.1.

September 2021

Enter Parameter Values on Customer Maintenance Screen

ADMINS automated the

Customer Maintenance - Program Invoices

CustNo

Actons Parcel# -

Service Address
Name 1  BELLINGHAM EARLY CHILDHOOD PROGRAM
- Name 2

These values will replace "(1param)” and | ocation 339 Street 338
"(2param)” on invoices - multiple lines may use [ MR AvELE Lnie
these parameters and each can be distinct Pity BELLTNGHAM St M Zip 02013-0000
1 Customer 2 PRG Invoice (2) i EMEN(Z\ 4 Bl History S Trx History € Notes. 7 Custom Fields 8 Field Logs (19)
Line [Program [Description 1 Paramete:\ = Parameter FRQ  [Start Date Tstop Date [Last Invoiced
T |SCHTUITRA [PA TULTIONS V&‘ pI-Jul-2021 [6-AUg—2021 | 0 flarcie
5 [SCHTULTKMA kMR TULTIONS Holly E 8 n T-Jul-2021 06-Pug-2021
! I 2021-2022 |Student Tuition

customization of the special
invoices to show customer-
specific information from the
customer maintenance table.
Use the two optional fields
on the [2 PRG Invoice] tab of
the customer maintenance
screen to provide
information unique to each

customer.

1.2. Bill Form Table Customization with Parameters [Enhancement]

Bill Form Setup

A
cons Form Code

Associated Form

Seal Location

! Aad Form Invoice Title

2 Edit List

3 Copy Form

e Invoice Body

RDMINS

& Invoice Text 9 Invoice Locations

2021-2022 SCHOOL YERR

[ECHOOL PREK TUITION INVOICES

FESFCINV _ Misc Billing Special Invoices

| thadnhone \auc forns\reportsible_seal .png
[TNVOICE

EARLY CHILDHOOD PROGRAM

Preschool Irnvoice

Allowable use of (1param) and (2param)

values - any field marked with an

asterisk * can contain the (1param) or

(2param) fields

7 TRONGUaTTVaTCE

d

yd

Invoice Footer

— I e
* For Student: (lparam} N\ =
. &)

o Lrade: (2paran) ~

IIF PAYING BY CHECK. DEPOSIT IN YELL

BOX OUTSIDE THE MAIN

* [OFFICE, CREDIT CARD PRYMENTS Ci

MRDE ONLINE AT

For Student: (iparam)
* Brade: (2param) =~

v
=

Figure 1 Using the two parameter fields on the Bill Form Setup template

Invoice Body 0212022 SCHOOL YEAR

JADMINS EARLY CHILTHOOD

PROGRAM

Preschool Irwoice

‘ [AUC] 10050-Bill Form Setup

or Student: (1pe

g Cannot use (1param) or (Zparam) in first 10 lines of Invoice Body

The information will be shown on
the Invoice if specified on the Bill
Form Table as shown below in
Figure 1.

Each bill form has ten lines that
can be customized during the
billing process. The customizable
lines are preceded with an
asterisk.

Use the fields with or without
additional text.

Using the parameter fields is not
allowed on the first ten lines of
the Invoice Body Field.

Figure 2 The system prevents using the customer-specific values on the first ten lines of the Invoice Body
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ADMINS Unified Community

Release Notes — Version 21.3

Miscellaneous Billing

September 2021

Bil Form  SCHKMA SCHOOL KMA INVOICES

Build Program Invoices

The customizable invoice
message lines are shown on
the Build Program Invoices
screen. The (1param) and
(2param) are placeholders
that will print the values set
on the customer

maintenance screen.

Total Due:
For Student: Holly E otal Due

Grade: 8

Program Seq# Year Invoice M
4N KMA TUITIONS 2022 M\
Gracly_(Zparam ) -/
Bill Date 9-Aug-2021 Due Date |
Select O Weekly
O Bi-Weekly
(O Monthly
O Quarterly Remit Message
(O Semi-Annual |
O Annual [
O All Frequencies
Invoice Title [INVOICE
N Pagelof1
TOWN OF ADMINS -
Rachel Smith INVOICE DATE: 09-Aug-2021
Asst Supt for Student Services DUE &PAYABLE: 23-Aug-2021
219 LEWIS WHARF AMOUNT DUE: $241.67
BOSTON, MA 02110
PAYMENTS@ADMINS.COM
INVOICE
2020 - 2021 School Year - Memorial Academy Tuition
Description of Services Rendered Qty Rate Amount Billed
Quarterly Invoice 1 241.67 $241.67
$241.67

This quarterly invoice had the
parameters specified as
“Holly E” and “8” — as shown
on the invoice:

This will save time when
doing billing that requires
customer-specific data to
identify on each invoice.

Figure 3 The parameter fields are shown on the Invoice

1.3. Billing Process Error Messages [Enhancement]

Misc Billing P Billing » Special Invoice Process

Special Invoice Process

Description
Restart Special lnvoice Processing

Page 1

Buid Program Invoices.

Create Program Invoict

Add / Edt Special Invoices.
Soecial invoice Register

Remit Message:

(1param)
(2param)

INVOICES WILL NO

Create Program Invoices X

[ADM-AUC-MB-107]

When creating program
invoices, if a program is
selected for invoicing, but is
not ready due to:

® no customers being
assigned, or

e the program is set up with
no amounts to invoice,

No Invoices created for these programs

the system will display an

Program : ROOMRENT

Seq# 2%

Due upon receipt

Check if any Customers assigned to these programs, Click Customers
button on Build Program Invoices

or Programs setup with No Amounts to Invoice. Review Displayed
Report

rpose Room #103

Rate Amount Error Message
¥o Amount

informative error message
with instructions to review
the report that accompanies
the message.

[ADM-AUC-MB-109]
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ADMINS Unified Community

Release Notes — Version 21.3

Miscellaneous Billing

September 2021

1.4. Collections Bill Payment New Screen for Text Edits [Enhancement]

2022 Misc Billing

Bil#  P00134-00 Year [ozz
Owner WOONSOCKET PUBLIC SCHOOLS
Service Adris0 HARPIN STREET
Customer 00000003
Parcel - -

Special Invoice Text

X Search.

Balance as of 17-Aug-2021 ¥ 483,34

=
0 Attachments

Invoice Ti [[NVOICE - INTERSTATE STUDENT SERVICES )

Invoice Message

Bill Payment Detai Payment Transactions Q Trx Summary

For Student: Hendy T.
Grade: Grace 5

I —

ennot #AdninsPagnents >
T

Paying electronically? go to ww,.acmins.com/pagments

entral OFfice Accounts Receivable
[c/0 M, Jones

P19 Lewis Wharf
[Boston, MA 02110

Remit Message

ADMINS added a [Spc Inv Text] tab to the bill
payment/query screen to allow editing some of the
special invoice text when processing a bill payment.

Misc Billing P Collections P Bill Payment

This allows updating the Invoice Title, Message and
Remit fields.

Note: if the word INQUIRY is displayed at the top the
Invoice Title, Message and Remit fields are NOT
editable. This can only be used to update these
values with an open payment batch.

2022 Misc Billing Special Invoice Text < _Inquiry >

CUEN 0 13:-00 | Year E022 X Search.

Owner  HOGHGOCKET PUBLIC SCHOOLS Balance as of 17-fug-2021 ¥ 483.34
Service Adr 0 FAFPLN STREET

Customer PO000003

Parcel

B Payment Detad Payment Transactons  Tox Summary

Soc v Ted

TOWN OF ADMINS
Rachel Smith

AUC

TOWN OF ADMINS
Rachel Smith

2020 - 2021 Sckool Yar - Memorial Academy Tuition.
Description of Services Rendersd Qty
Quarterly invoice 1 ne 48334

2020 - 2021 Sckoo!l Yar - Memorial Academy Tuition

P L L LLLLLLLLLLLLLSLSSSL

Iovoice = 000134 For Service Questions Contact - | For Payment Questions Contact
Cusomer = 00000003
Descripin A TUITIONS Rachel Smith ﬂ'gtnnr Collector -
Service Address - 60 HARPIN STREET 3
AmomiDm:  H0M ® 6174945100 | soss
= PAIMENTS@ADMINS.COM |= coliear @oetingharma ovg

DETACH AND RETURN WITH YOUR PAYMENT REMIT COPY

Nl Payments & Make Prvable fo -

Description of Services Rendend Qty Rae Amount Billd
Quarterly Invoice 2 pLT Y 48334
Total Due - L)
For Smadert - Wendv T
’ Crade: Crade 3

Vermo | Admindavmens
Payieg elecroricaly 7 o www 3Gmins com paymenss

oW N S v o v o o o o S N S SV S N S A

For Service Questions Contact -
Rachel Smith

| For Pavment Questions Contact -

- 617-404-3100
= PAYMENTS@ADMINS.COM

DETACH AND RETURN WITH YOUR PAYMENT

[Please sead
> [Ceaxal Cffice Accouas Receratie

REMIT COPY
Nl Prvments & Make Payable fo -

'WOONSOCEET PUBLIC SCHOOLS
SPECL JCATION DIRECTOR JANET SULLIVA

jc o ML Joges
219 Lewis Waad
[Bostoa, MA 02110

WOONSOCKET PUBLIC SCHOOLS
SPECIAL EDUCATION DIRECTOR JANET SULLIVA

108 HIGHS
WOONSOCKET , RI 02895 -0000

Figure 4 The Special Invoice Before and After the updates were made in the new tab

Use this if a bill needs to be re-issued with corrected text (not for changing amounts to be billed).

[ADM-AUC-MB-111]
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ADMINS Unified Community Release Notes — Version 21.3
Miscellaneous Billing September 2021

2. REPORTS [Enhancement]

ADMINS added an additional selection filter on the Customer Statement report. To access this report, go to:

Reports P Report Library P [3 Customer Reports] P #10669 Customer Statement

] Task 10669: Customer Statement X
Customer Statement
Optional: Enter Customer Number |3

Optional: Enter As of Due Date 02282021

Selection: ® All O Open Only O Current Month + Open O Current Month Only
Optional: Enter Email Address theresa@admins.com, dy@admins.com

Optional: Enter Note 1 Please see the attached for the current status of your account.

Optional: Enter Note 2 Per your request, this is also being emailed to a second

Optional: Enter Note 3 address. Contact the department listed at the bottom of the statement for
Optional: Enter Note 4 ‘dclail on charges; remit to the address at the top of the statement|

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

Lookup Cancel Clear All

Figure 5 Before

B Task 10669: Customer Statement X |f mu|t|p|e Selection Critel"ia
Customer Statement are used, the report will
Optional: Enter Customer Number only print data for invoices
| Optional; Enler As-atDue-Dat — that meet ALL the entered

C Optional: Enter Program Type m>

Selection: @® All O Open Only O Current Month + Open O Current Month Only
Optional: Enter Email Address

Optional: Enter Note 1

criteria. If Customer #4 is
specified, and the customer
has no invoices for the
selected Program type, the
system will return a report
with “No Records

Optional: Enter Note 2
Optional: Enter Note 3

Optional: Enter Note 4

Selected”.
Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No
0K Cancel Clear All
Figure 6 After with the Enter Program Type filter
10669-MBCUSSTM . REF Printed 11-Aug-2021 At 14:01:27 by Tl s Fage 2 In thIS eXampIe, the report
seasemea is shown using the Program

Type = SCHTUITKMA. Only
customers with invoices for
the selected program will
appear on the report.

Business

The report prints one page

Adjustments Line Invoic

Charged & Refunds Payments Balance Belance  Past Due per customer; in this
2,416.70 1,000.00 1,416.70 1,416.70 1,416.70 example’ the customer has
,416.70 2,416.70 2,416.70 2,416.70 Sever‘al invoices for the

program so several lines of
data appear on the report.

Figure 7 Customer Statement with a Program Selection [ADM-AUC-MB-108]
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ADMINS Unified Community Release Notes — Version 21.3
Miscellaneous Billing September 2021

3. ATTACHMENTS [Enhancement]

Users occasionally find that an attachment listed on one of the many attachment screens is not available. ADMINS found
that this frequently is due to the attached file residing on a local client workstation or location that is not available to all
users.

3.1. Prevent Attaching Files Residing on Local Workstations

ADMINS made a change to prevent users attaching files from local workstations:

On the Attachment entry screens, if the file being attached has “TSCLIENT” in the path (or even the filename), the system will
reject it and display this message:

== Open x
€« v » Network > tsclient > \\sclient\C » WRK » )+ &  Searchwrk p
Organize = New folder - - [N o
B8 MKETABI-SURFACE -~ Name - Type Size L)
Iz OD‘N = repayprs_ALMUUUVAR.Mas IVIAS Fle £U3 KRB
= repayprt3_MUPDEV5.mas MAS File 107 KB
B8 PHOENIX — AC 07
= repayprt3_THERESA.mas MAS File 107 KB
& rwto = repayprtd_CRHINHART.mas MAS File 170KB
[ sEDNA = repayprtd_MALMODOVAR.mas MAS File 250 KB
8 THERESA-2019 = repayprtd_ MUPDEVS.mas MAS File 122 KB
5 [ tsclient = repayprt4_THERESA.mas 1/2 8 MAS File 122 KB
v | TedFilestdt 5/24/2021 11:57 AM  Text Document 3KB v
File nafqe: | TextFiles.bxt o] [anfiles:x v
[AUC] 13320-Journal Entry Attachments x

The selected file is located on your Local PC and cannot be attached
9 as other users cannot see attachments located on your local PC.

First move the file to a Network Common area and attach the file from

there

Add Cancelled

Users still need access to the TSCLIENT area to be able to download files to
their local workstations, such as files to be transmitted to 3™ parties.

3.1.1. Screens Using the New Feature

Table 1 The following screens will use the new feature:

Task# Description Access the screen via the menu path:

10000 Customer Maintenance Maintenance P Customer Maintenance P [3 Attachments]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 8
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Description Access the screen via the menu path:

. . Attach
10171 Customer Query - Attachments Queries P Customer Queries P [3 Attachments]

10225 Attachments (to bill payments) Queries P Bill Payment b [0 Attachments]

[ADM-AUC-SY-8206]

3.2. Weekly Error Check Report

ADMINS changed the weekly error check on attachments to report only selected broken attachments:

1. If attachments are system generated, or
2. If “TSCLIENT” is present in the file name

Note: Attachments from network common areas will not be error checked since each site establishes a network common
area to which the ADMINS account running the process does not necessarily have access.

The weekly error check report is sent to the members of the BROKENATT email distribution list. To add users to the list,
follow the instructions found in SY-150 AUC Email Distribution Lists in each Help Reference Library. If the weekly process
identifies missing TSCLIENT attachments, contact the owner of the source document; if the missing attachments are system
generated, contact support@admins.com.

== [AUC] 20-Email Distribution Lists

Email Distribution Lists
Goto...

1 Default Distribution List

Actions 1_Distribution Code [BROKEMATT | [PBroken Attachments List
=N o
User Name v — = = e 33 Status ~
MUPDEYZ ADMIMS, Inc, [LuAnnd support@adning , com Fctive
THERESA Theresa theresaBadning ,com Fctive
TRRRIERE WEMDY bendy Tarantola Fendy@adning , con Fctive

2 Remove Email

[ADM-AUC-SY-8206]
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4. HELP REFERENCE LIBRARY

Added:
e section 8 REPRINT MULTIPLE BILLS to the MB—310 Subscription Billing Document and

e sections 3 REPRINT MULTIPLE BILLS and 4 REPORTS to the MB-320 Special Invoice Billing Document.

Updated section 3 Recurring Program Invoices [Prg Invoice] in the MB—410 Customer Maintenance document to describe
the #11013 Customers Assigned for Invoicing report and parameters used on the customer maintenance screen.

[ADM-AUC-MB-102]
The following new or updated documents added to the Help Reference Library:

4.1. New or Updated Documents

e COLLECTIONS MB-130 Enter Receipts [New]
e  BILLING MB-310 Subscription Billing [Updated]
e MAINTENANCE MB-410 Customer Maintenance [Updated]

MB-320 Special Invoice Billing [Updated]

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 8



