Miscellaneous Billing

Release Notes September 2023

This document explains new product enhancements added to the ADMINS Unified Community for Windows
MISCELLANEOUS BILLING system.
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Release Notes — Version 23.3

Miscellaneous Billing

September 2023

1 Reports - #10645 Special Invoices Outstanding Register

Some sites have invoices within the same program that span multiple years. To provide a flexible report of bills with balances
due, the Special Invoices Outstanding Register report now offers the option to:
— Sort and total by Year and then by Program within the Year

— Sort and total by Program and then by Year within the Program

To run the report, from the menu, select:

Misc Billing » Reports p | 2 Collection Reparts

Report Library Collection
6o

art Hame [Repart
fcens [10530-8111 Tupe - As of  Date Fun
10535-Crodit. Fedistribution Feport. Fun
T065Rged F bles (Curbsade) Fun
055 -Perding Pecelpte Fin
2 Collection Reports =25 Peding Aejustaerts Fun
& Customer lports (005 Feverue Samard — By Tope, Dste, Category T
& Program nusice! T067-Posted Peceipts — by Date, GLW Fin
& Other Rena 055 Fomted feiuataerts — b Date, Ten Code, Cavegory T
[10550—Fosted Tramsactions - Summary un,
10662-Postad Transactions - Refund History un
1065-Fosted Trarsactions - Fageents by Batch un
10664 Pasted Trancactions - By Deposit Date un
[15525-Statistice - fow our Bills are Paid un
06 Fraluats un
Sinnary Fepart Tin
10645-5pecial Irwoices Dutstanding Register Rin
T T=TraTer Trarssstion Fistor T oF Fepart Fun
G528 -figed Feceivables (Special Truolces? Fun
[10623-Custoner Outstarding Balances Run
10622 -Custoner Dutstarding Balances (o WIPT Fun
15584 Custoners with Credits snd Oustanding Balances Fin
0555 Tustoner Azed Recelvdole Peeort Fin
Fun

[ |

P #10645 Special Invoices Outstanding Register

The report requires a bill year range, has optional filters on
Program Department Group, Program Type, and Service
Type, and can be run as PDF® or Excel®.

B Task 10645 Special Invoices Outstanding Register x

Special Invoice Outstanding Register

Required: Enter Bill Year Range From Year: Tn Year: 2023

Optional: Enter Program Department Group ‘ |

Optional: Enter up to 9 Program Types Edit [0 values: |
Optional: Enter up to 9 Service Types Edit \n values: \
Exclude Fully Paid Bills: ®ves O No

| @® Year{Program O Program{Year |

Run as O preview O Print. -~ @ PDF O Exeel
If Printing use Duplex @ Yes () No

Lookup Cancel Clear All

Two examples are shown. Each is restricted to the Program Department Group “District”, to illustrate the difference

between the two ways to run the report.

10645-MRSPCINVEIL.RER Printed 13-7ul-2023 at 15:02:53
Zown of adnin

<

special Invoices outstanding Reg

Charges Payments  Adjustments

Bill Year: 2023

Brogram: SCHESY

00000800 00000009 000C00DS- HANNAH FREDETTE ar.aa 120.00 -0

000132-00 00000098 000VO0IE-TONYA LAJOIE 474,65 oo o0
Bill Year: 2022

Bi11 vear: 2022

Brogram: SCHOVRPMT Program:

000125-00 00000093 §00G0093-RI-COUNTY COLLAHORATIVE -0
Bi11 vear: 2022
00028¢-00 00000108 $00C010E FOTHIES rucn.

Bi11 vear: 2023

Program: SCHRENTAL

Department Group: DISTRICT Bill Year: 2023

Report Total:

Program: SCHRENTAL [

Depar prsTRICT
Exclude Fully Pid iy

Sort By: Program

wip-malance indicates this is a calculated balance that includs any in-progress Payments/Adjustments
that could be cancelled befors being posted to the account

4

10545-MBSPCINVEIL.REP Printed 13-Jul-2023 at 15:02:09
Town o

Special Invoices Outsta

Program: SCHOVRPMT

000008-00 00000009

00000800 00080009 PooE0ONS -EANIAN FREDETTE 000132-00 00000098
000132-00 oooco09E hoosooss-ToNvA LAJOIE

program: scuovkeMn Program: SCHOVRPMT

HOOL BUILDING RENTALS

Program: SCHRENTAL

-00 00000093 000093 -BI-COUNTY COLLARORATIVE

program: scumentaL

000125-00 00000093

Bi11 vear: 2022

Program: SCHRENTAL

Bill Year: 2022 p

000257-00 00000157 fot

srogram: scuEsy

00000157

00028400 00000108 for

Srogran: SCRENTAL Program: SCHESY

Bill vear: 2023

Department Group: DISTRICT

Report Total:
” 00000108

Program: SCHRENTAL

Bepar Bill Year: 2023 /
Exclude pully »

DpISTRICT

Sort By: Bill Year

WIP-Balance indicates this is a calculated balance that includs any in Drogress Payments/Adjustments &

that could be cancalled before baing posted te the account

Figure 1 Report sorted by Program on the left & Bill Year on the right. SCHRENTAL program has activity in 2 bill years.

[ADM-AUC-MB-180]
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1.1 # 10686 Customer Pre-Paid List [Enhancement]

ADMINS Unified Community

Release Notes — Version 23.3

Miscellaneous Billing

September 2023

The pre-pay report lists all invoices in the PREPAY program group and all their transactions, which can result in many
pages. To list customers that have available funds for disbursement, a © Summary version of the report is now available

that just lists the last pre-payment per customer.

B Task 10686: Customer Pre - Paid List x

Customer Pre - Paid List

The detail version is unchanged and is still available by

Prnt O Summary ® Detail selecting the ® Detail radio button when running the report.

Runas @ ppF O Excel

The report is commonly run as ® Excel.

Lookup Cancel Clear All

H - Customer_PrePay_10686_
Home  Inset  Pagelayout  Formulas  Data  Review  View  © Tell mewhatyouwant to do
044 - *
A B Cc D E F G H | J K
1 Cust# Invoice# Description Jrx-Date  Check#  Check-Description Charges AdjustRefund Payments Balance
35 |946A  015952-00 Pay Cust# 945A Bilk# 015852-00 Check 0000886861-NS SEP 02-Aug-2023 '0000886861 NS SEP 0.00 0.00 683.00 -683.00'
36 983A  016040-00 Pay Cust# 983A Bil# 016040-00 Check 113-AUG SEP 08-Aug-2023 113 AUG SEP 0.00 0.00 679.00 -679.00
37 986B  016047-00 Pay Cust# 986B Bill# 016047-00 Check 0055525691-NS SEP 02-Aug-2023 0055525691 NS SEP 0.00 0.00 653.00 -653.00
38 |993B  016069-00 APPLY AUG 01-Aug-2023 0.00 0.00 870.00 -870.00
39 994D 016073-00 Pay Cust# 994D Bill¥ 016073-00 Check 113-AUG SEP 08-Aug-2023 113 AUG SEP 0.00 0.00 653.00 -663.00
40 Pre-Pay Total 0.00 0.00 14,915.60 -14,915.60
41

Compare the above, showing a single line per customer (just the most recent pre-payment), to the report below, run in

detail.

@ AutoSave (@ o) ©) v ('~ 5 Customer_PrePay_10686_MUPDEV3[2]xml - Excel P search
File Home Insert Page layout Formulas Data Review View Automate Help
0183 v i Ix
A B c D E F G H | J K

1 |Cust# Invoice# Description Trx Date Check# Check-Description Charges Adjust/Refund Payments Balance
175
176|945A  015952-00 MB Pay Bill# 015952-00 17-Mar-2023 "Doseesse  APR 0.00 0.00 683.00 -683.00
177|945A  015952-00 Apply Apr 03-Apr-2023 0.00 0.00 -683.00 682.00
178|945A 015952-00 MB Pay Bill# 015952-00 05-Apr-2023 Mi00886857  may 0.00 0.00 683.00 -683.00
179|945A  015952-00 APPLY JUNE PRE PAID 01-Jun-2023 0.00 0.00 -683.00 683.00
180|945A  015952-00 Pay Cust# 945A Bill# 015952-00 Check 0008862859-MS JUL 05-Jun-2022 M00886859 NS UL 0.00 0.00 683.00 -682.00
181|945A 015952-00 Pay Cust# 945A Bill# 015952-00 Check 000088680-N3 AUG 05-Jul-2023 T0008E6ED NS AUG 0.00 0.00 683.00 -683.00
182|945A 015952-00 CK 000886859 - JUL 05-Jul-2023 0.00 0.00 -683.00 683.00
183'945A 015952-00 APPLY AUG 01-Aug-2023 0.00 0.00 -683.00 682.00
184|945A  015952-00 Pay Cust# 945A Bill# 015952-00 Check 0000886861-NS SEP 02-Aug-2023 000886861 NS SEP 0.00 0.00 683.00 -683.00
185 Customer Total 0.00 0.00 683.00 -683.00
428

This report was run in detail. The image is isolated to single customer #945A to show the level of detail. Compare this to
the summary report, which shows a single line for each customer; the above report shows nine lines of historical activity
for one customer. The customer total is the same on each report.

[HVMA-SUP-SAPLAUC-84]
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1.2 # 10687 Customer Mailing List [Enhancement]

September 2023

This mailing list may be produced as a © CSV file, suitable for use in a mail merge. The system will prompt for a

filename and location to save the CSV file.

== CSV Save File Name

T <« Datal (D) admhome »
Organize ¥ New folder
FilesToTestUploads A Name
RCSLogs 1009
B Task 10687: Customer Mailing List x L
1= aca
Customer Mailing List Lis -

Select Status: () all @ Only Active O Only Inactive

v D Search admhome

Date modified

Type -

File folder

File folder
. v

>

File name: | MailingListMergeFile

Runas @ csy O Excel Save as type: | CSV files (*.csv)

Lookup Cancel Clear All ~ Hide Folders

Cancel

Or, run the list as ® Excel. This could be helpful to distribute to other departments within the organization who need

name and address information.

[x7] 2~ % Cust_Mailinglist THERESA[3]aeml - Excel
File Home Insert Page Layout Formulas Data Review View Help
0138 v i fx
A B c
1 |Statement Name Statement Name 2 Address 1
102| TOWN OF FRANKLIN ANIMAL CONTROL 15 PUBLIC WORKS WAY
103|TO THE PARENTS OF: ELIAS SHLOSSBERG 37 MOHAWK ST
104|T0O THE PARENTS OF: AMELY ACERQ 42 CAROLINE DRVE
105|TO THE PARENTS OF: MAHESH & AKSHARA KATT 2 EVERGREEN DRIVE
106|MAPLE STREET SOLAR 1, LLC C/0 CLEARWAY ENERGY GROUP 4800 NORTH SCOTTSDALE RD
107 | HOCKAMOCK AREA YMCA ATTN: ERIN BRENNOCK 45 FORGE HILL ROAD
108| KEARSARGE WILLIAM WAY LLC 1380 SOLDIERS FIELD RD
108|DYER ENERGY LLC 572 EAST ST
110|GIATAS LANDSCAPING INC 11 HARMONY DR

2 Search

m

o
Address 2 Address 3

ATTN: PROPERTY TAX DEFT

SUITE 3800

F G H | J
Address 4 City State Zip Customer#
FRANKLIN MA  02033-0000 'B0000103
BELLINGHAM MA 02019-0000 "Boooo104
BELLNGHAM MA  02013-0000 "B0000105
BELLNGHAM MA  02013-0000 'B0000106
SCOTTSDALE AZ 85251-0000 "Boooo107
FRANKLIN MA  02033-0000 'B0000108
BOSTON MA 021350000 'Bo000108
WEYMOUTH MA 02189-0000 "oooo110
MILLVILLE MA  01523-0000 0000111

2 Fiscal Year End

[ADM-AUC-MB-181]

Sites with a fiscal year that ends on October 31 and starts a new Fiscal Year on November 1 should review the MB—700 Misc
Billing Fiscal Year End Checklist (wsimg.com) in the Help Reference Library today to prepare for the new fiscal year.

[ADM-AUC-DOC-249]
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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_MiscBilling_YearEndChecklist-0001.pdf?ver=1689695426052
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_MiscBilling_YearEndChecklist-0001.pdf?ver=1689695426052
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3 Using GoToResolve

(o7}
‘ AUC support staff will use e [l RER
-y a new tool called m-= /- & ¢ > 8 g & Ofing | ghe | o
/ “ 4 s ~
o GoToResolve” to allow
| users to share their Remote Support Invitation - PIN: 835604984
- - screens more easily.
Wendy Tarantola @9 % |2
To Theresa Camphbell Thu 9/7
We will telephone you first to review the B i34 s a6y
problem. Then we will send an e-mail with
. . Please join my session at:
a link to click on.
https://helpdesk.me/join/835604984 . .
Sent from Mail for Windows CIICk on the Ilnk'

G OTO Resolve

Your agent is ready to help you

Only accept support from an agent you trust.

Clicking on the link will open a browser WT
window that looks like this.

Wendy Tarantola
Click on the accept button to begin.

Company  supportadmins.com Click on Accept to begin

Email wendy@admins.com /

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 7
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A browser window with instructions opens.

Click on the m button.

During the support session you may be
asked to provide additional access. The
support team member will walk you
through that process if we need to control
your screen instead of just view it.

Click on end session when finished.

g Active session

Your name: Nof provide

00:05

quickly as passible, you can share your screen or let Wendy Tarantola use you

device as if they were right next to you

2 Support session established with Wendy Tarantola.

% Wendy Tarantola has jained the session

Connected. Your support agent wil be with you shortly

To let Agent see your screen, click skare and share your entire screen

Agent will be able to see yo

n will be rded.

B This ses

reen, same as you,

Click on Share to allow support
to view your screen

By continuing, ygiLaccept our

&

4 Help Reference Library & ADMINS Website

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

September 2023

WT

Wendy Tarantola

en. B§ Can't contral your device,

Company  supportadmins.com Click on End
Session when

Email wendy@admins.com finished

Important information about this session

A Never provide sensitive information during this
se: credit card data or passwords),

ience anything suspicious, please use
the report abuse button

A You can end this session any time by clicking end
session button.

[ADM-ADM-ADM-6500]

4.1 New & Updated Documentation in the Help Reference Library

Queries MB-110 Find a Bill

Collections MB—-260 Refunds

MB-270 Reprint Bills (one at a time)

Site Specific MB-660 HVMA Pre—Payment Refunds

Year End Processing MB-700 Fiscal Year End Checklist

4.2 New Content on ADMINS.com

[New]
[ADM-AUC-DOC-251]
[New]
[ADM-AUC-DOC-252]
[New]
[ADM-AUC-DOC-240]
[New]
[ADM-AUC-DOC-243]
[New]
[ADM-AUC-DOC-249]

Misc Billing Fiscal Year End Checklist (wsimg.com) [New]
=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 7
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5 Access Videos & Quick Tips from the AUC Login Screen

Please Sign In:

Username [THERESA Theresa
Password

[1 Training Mode

Login Exit

Reset Password

IMPORTANT NEWS | About our products E-newsletter
[
Click on the link to go to the Video Launchpad on

Support Info the ADMINS website.

The website direct address is above. The link on
the AUC home page shown at left is a quick option
if the site allows direct access from the AUC server.

IMPORTANT NEWS | About our products Support Info E-newsletter
Support

Click the Button to start your browser

Join Go To Meeting

ADMINS Website

Videos and Quick Tips ,

‘support@admins.com

—
w Home  What's New  Videos & Quick Tips  Library v  More v 2
. We are adding content all the time so check back
AUC Video Launchpad “ .
often; we also send out a “Featured Video of the
Below is a list of training videos for new users to get acquainted with AUC, and for current h,, . |
users to take a deeper dive into a process or get a refresher for ‘once a year" tasks. Mont emaill.
Getting Started GL Training AP Training
Logging Into AUC & Basics (7:00) Add a New GL Account (4:07) Approvals - The AP/PQ Dashboard (3:49)
Logging out of AUG (1:54) Budget Transfers via a JE (2:55) Create a Direct Payment Voucher (5:35)
Reset AUC Password (2:00) Drill Down on Account (4:51) Create a Voucher from a PO (6:20)

[ADM-AUC-SY-8305]
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