REVENUE — MISCELLANEOUS BILLING

MB-410 CUSTOMER MAINTENANCE

This document describes the Customer Maintenance functions of the Miscellaneous Billing Module. To access these
functions, go to Misc. Billing » Maintenance P Customer Maintenance.

TABLE OF CONTENTS
1. CUSTOMER......ccocoiureetiiiiiiinnnneeniiisssssssssessssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsesssssssssssnnnnns 2
1.1. SEAICN FOI @ CUSTOME .. et iieiiie ettt ettt e et e e e e e sttt e s e abe e e saaateessabeeeessteeesssaeesasbaeesasseeesnsaeesnnseeeennns 2
1.2. PAYe o I U1y o] 5 =T o TP PRRUPPR 8
1.3. Parcel INformation (OPLIONAI). ... uei e e et e e e e be e et e e et e e ebee e baeeaeeebaeereeenres 8
1.4. SEIVICE AGUIESS 1enuveeiiiieiiee ittt et st e st e e bt e st e e s bee s be e e beesabeesbee s beeebeesabeesabeesabeesbeeeabaeebaesabaeenbeeesseesaneenseeas 9
1.5. Mailing Address and Contact INfOrmMation ........cccuiiiiiiee i e e s e et e e e eaae e e e eanns 10
1.1. DEIETE CUSTOMEN 1euiviiiirieiieerittestee sttt e sttt e sbeesteesabeesbeesabeesbeesabeesaseesabaeeaseesabeesaseesabeessbeesabaasaseesaseesnseesaseesseesns 10
1.6. A INVOICE ...ttt ettt st e e ettt e s ettt e e s bt e e e e aa bt e e s e abbeeesabbeeeeaabeeesaasbaeesasbeeessabbeeeennteeesnnees 10
2.  SUBSCRIPTION PROGRAM ENROLLMENT ....cccveueememmmmmsmmmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsnns 11
2.1, [ a1 o] | T o Y] oY ol PRSP URPPRRRRIOE 11
2.2. o T o o = 1| RO URPPRRROE 12
2.3. DEIEBTE SEIVICE 1.uutiiiuiiiiieestee st e st e st e st e s be e s bt e s e e s bt e sabeesabeesabeesabeesabeesabeesabeesabeesabeesabeesabaesaseesaseesaseesabeesnseesns 14
2.4. SE O S VI . s 14
2.5. ) =1 Y= VTl TSP PUUPPOPPP 15
2.6. TFANSTEI SEIVICE 1eiitiiiiieiiee ittt ettt ettt ettt e sb e e e sbt e e sbt e e sbee e bae e sbte e baeesateessaeessbeenaseesabeenseeesasaesaseesasaesnseenns 18
2.6.1. Rules for Transferring @ SEIVICE ...t ittt st sttt e st b e s b e saee s e 18
2.6.2. TrANSTEE TNE SEIVICE «uvvveiiii ettt e e e et e e e e e e e ab e e e e e e eesetbaaeeeeeeesestasseeeeeesennsnraeeeas 18
3. RECURRING PROGRAM INVOICES [PRG INVOICE].....cccccertrrierrrrnnneererssiesssnnneenssssssssssnnsessssssssssnnnsssssssssssssnnnsssssssns 20
3.1. FA¥e Lo I o o= 4T PP TP PSP P U PPPORVPPPPPRRUPI 21
3.2. =100 o)Vl e foT=d -1 o OO TP PPPPPPPPPPPPPPPRE 21
3.3. oY= {2 o o T L) P PPPPPPPPPPPPPPPPPRE 22
A, ATTACHMENTS......cotiiiirnttettiiiiissssnentetssssssssssssessssssssssssssesssssssssssnssesssssssssssnssesssssssssssnssessssssssssnnssesssssssssssnnsasssssss 22
4.1. PA¥e o AN - 1ol V0 0 =T o | S 23
4.2. VA L3N 5 7 1ol ' 1= o SRR 24
4.3. 0 P11 AN o = ol o V0 1 =T o | PSP 24
4.4, 20T 00T AVl X - 1ol T 0 1= o OSSPSR 25
5. BILL HISTORY ...ciiiiiiiiinneeetiinisissssnnneesssssssssssnssesssssssssssnssssssssssssssnsssssssssssssssnssssssssssssssnnsesssssssssssnnsesssssssssssnnnsasssssss 26
5.1. [ TR (o] 4V K] PP PPPPPPPPPPPPPPPRE 27
6.  TRANSACTION HISTORY ...ccoiiierrrneeernssissssssnnneesssssssssssssssssssssssssnsssssssssssssssnssesssssssssssnnsesssssssssssnssssssssssssssnnsassssssss 28
6.1. PaXe [o [ aTeY a1 WD TE o] F= 1V @ o] 4 o] o U PPSURN 29
6.2. HISTOTY LIST 1eeeiiiiie ittt e e e e s et e e s b e e e s e s b et e s mee e e e s b et e s enre e e snrneeesaneeeeenneeesnnnes 30
6.3. SUMMATY LIST . iiiiiiiiiie ettt e e e st et e e e s bt e e e e e s sesaabeaeeesssassssbataeaeesesassbanaeeeesssanssnsaaeeesssanssnsnnaes 30
7 INOTES .eeeiiiiiiiiiueeeetiiiiiisiussteessisssssssnstessssssssssssssessssssssssssssessssssssssssssessssssssssssssessssssssssssssensssessssssnssesssssssssssnnsenns 32
7.1 AT @ NOTE .ttt ettt s e e ettt e e ettt e e s bt e e e e a bt e e e e bt e e e e bt e e e e aa bt e e e e hb e e e e abbeeeebbeeeeanbaeesanees 32
7.2 EMIL INOTE NOW ittt ettt ettt ettt e e et e s s bt e e e sbbe e e e s beeeseabbeessabbeeessbaeesasaeeesabeeessnbaeesaanes 32
7.3. DEIETE @ LINE ..ttt ettt e sttt e e e a bt e s e bt e e e s bt e e e e h bt e e s et te e e s bae e e e a bt e e e abeeeeabteeeenbaeesaanaes 33
8. CUSTOM FIELDS ....ccuuiiiiuiiiiiieniiiiiesiiiiensisissesisissssisissssisissssesisssssstsssssstsssssstsssssssessssstenssssssnsssssenssssssnssssssnsssssansssnse 33
9. FIELD LOGS ....uuueeiiiiiiiisisnneeeisissssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssss 35
10. FREQUENTLY ASKED QUESTIONS .....cccooivunrreiiiiiiisisnnnenniississsssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssss 35
10.1. How Do | Change an Enrolled Program From One Service Type to ANOther? ........cccoevivcieeeeciee e, 35
10.2. How Do | Start A Subscription After The Stop Date IS SEt?......ccccciiieiiiie e eaee s 36
10.3. How Do | Start A Recurring Program After The Stop Date IS Set?.......uuiiiiiie it 36

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 1 of 36



ADMINS Unified Community Customer Maintenance

Revenue — Miscellaneous Billing 10 August 2021

1. CUSTOMER

Maintain all aspects of customer information (name, address, etc.) on the [1 Customer] tab of the Customer
Maintenance screen.

Customer Maintenance

Goto... Cust No Service Address
) Mame 1 |GAGME. MICHAEL P

Actions Parcel# | - - Name 2 |
Primary
Secondary Location# Eog Street# 05

X Add Cust . .
Location Street FARM ST 208 Unit#
A City 5t Zip  00000-0000 Line 2 |
City CAMERIIGE st MA  Zip [02141-0000
Z Add Invoice
1 Customer 2 PRG Invoices 3 Attachments 4 Bill History 5 Trx History & Motes 7 Custom Fields & Field Logs (7)
L Search B - .
Mailing Address Same as Service Address

Mame 1 [GAGHE, MICHAEL P Phone 1 {0003 000-0000 Ext [DO00 Typ [
MName 2 | Phone 2 {0003 0000000 Ext D000 Typ [

9 Reports .
Line1 FO BOX £513 Phone 3 {0003 000-0000 Ext OO0 Typ [
Line2 |
Line3 | E-mail Bill [
Lined | E-mail Addr |
Lines |
City CAMBRIDGE St MR Zip 021410000
Country |
Program Enrollment M Enrollin Service Enrollment only available for Subscription Bill Types 90/91
Program Service Description Oty|Enrolled Start Date End Date Stop Date Last Billed

Transfer CURBSIDE RT7 Trash & Recycling 7 15-Dec—2020 Print Bill Delete Service

1.1. Search for a Customer

If the customer number is known, type in the number and press <enter>. If the customer number is not known, but

L Search |
the name or address is known, search for the customer number. To find a customer, click the or Q
(magnifying glass) button. This will present a numbered list of different search options:

By Service Location

By Street and Mumber
By Custamer Mame

By Mailing Address Mame
By Parcel Location

By Parcel Mumber

By Parcel Primary Cwnet
By Enralled Service

L O L I % Bl
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Option
By Service Location

By Street and Number

By Customer Name

Description
To search by the House# AND Street Name of the service address,
use option # 1: By Service Location.

Click [Find] to initiate a search.
e.g., 108 BARRE yields this:

[l By Service Location

Service Address Cust# Ha
1079 MAIM ST QOOO2298 10
108 BLUEBERRY LM Q0005297 LE
108 COMMERFORD RD Q0000552 BE
108 COMMOMHEALTH AV Q000E367 FO
108 CRFSCEFHT BT O0002A31 FT

The data is organized by HOUSE# and then Street. This means that all the “100”
house numbers across all streets are listed before the “101” house numbers
across all streets.

To search by the STREET NAME of the Service Address and then the HOUSE#,
use option # 2: By Street and Number.

Click [Find] to initiate a search.
e.g., BARRE yields this:

[N By Street and Number

Strest Strest# Service Address Cust# Mame
[BARNES HILL RO 84 84 BARNES HILL RO Q0001011 BRATZ
] 100 S MILL Rl 3
[BARRETTS MILL RD 108 108 BARRETTS MILL RO 00000657 CROZTH
BORRETTS MTLL BT 119 111 BORRETIS MTIL BTl ANAANEET TIEACH)

and the data will be organized by street name and then House # within the street
name.

To search by the NAME of the customer located at the Service Address,
use option # [3: By Customer Name].

Click [Find] to initiate a search.
e.g., HOWE yields this

Customer Q
oot
= CustNo  [EEERRERE Service Address
Name 1 MARTINSON JOHM

Aclons Parcely 1983 15- - Name ymwzz,v KATHERTHE &

Primary

Socmaie

B 5 Customer home

iy o

[ oo serury rauen : fli s
d = 17 sevmck STREET ReaLTY LLC 00005ES1. 117 S T
152 COMARERLTH THC O000ETTE 152,
Nar| [1566 MAIN STREET 2004 LLC

Nar [I641 MAIN STREET LLC
Reparts Ling [1641 MAIN STREET LLC
\ uc

L Search

1641 MAIN STREET
P 0d VIRGINIA ROSD REAL :
Line B oot LLe Find Name 1 beginning with:
8 JURCTION SOURRE LLL
15 MISKETACUTD ROAD |
ey fis L

|HUWE\

c
| Co ko eeeraLL sTREET L [ok | Cancel =
o - 4] Find | Search| Cancel| Help | Eof

Program _ Serice Dascriglion ary_ Enrolled StsiDate  EndDals  SlopDate  Last Billed
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Option

By Mailing Address Name

Description

To search by the NAME of the customer based on the Mailing Address,

use option # 4: By Mailing Name.

Click [Find] to initiate a search.
e.g., HOWE yields this

city st Zip 00000-0000 || Line 2
O By Mailing Address Name
Has Custé  Service Address
1 Customer 2 Attachments 00010323
20010924
ﬂl Mailing Adtress * 1079 REALTY TRUST gggégggg 1079 MATH GT
Mame 1 HARTINSON JOHN 117 SEYMOLR STREET REALTY LLC DODOREET 117 SEVMOLR ST
9 Reports Lt 2 COMMOMWERLTH IHC DODO37S 152 COMMONWERLTH AV
inel G20 BARRETTS MILL RD iBag MATN STREET 2004 LLC 00003499 1586 MATN ST
Hne2 DOD0FE3E 1641 MATH ST
Line3 A AR A AT MOTRL T
Lined LSRR C Lookup Find [x]
Lines EAL - PR -
» Find Original Name 1 beginning with:
Gl COMCORD 7 HEMLOCK LLC J ginmng
Country P8 JUNCTION SOUARE L
315 MUSKETAOUID ROAD L
Program Enroliment [F5 LLC IHOWE‘
HO BEHARRELL STREET LL
Cancel
Program Senice Descripl —I =
CURBSITE  RTL Trash ¢ (Al ] ]

By Parcel Location

To search by the House# AND Street Name of the Parcel address, #,

use option # 5: By Parcel Location.

Click [Find] to initiate a search.
e.g., 108 BARRE yields this:

Customer Query

Gaoto,

Custho [ Service Address
Actions I E::z; MARSH MARGARET

Primary

Secondary Location# 5 {

Location I Street HRIGHT FARM

st Zip 00000-0000 Line 2
[ By Parcel Location
Location Custé  Hane

00010923
00010924

L Search 00010925

ELM ST
1 AUTUMN LN A
1 BLLE JAY IR
1 BLLE JAY LN
[l CHESTMUT ST
[1 CHURCH GREEN
1 EDMONDS RD
1 EDMONDS RD
1 FATRHAVEN GARDENS Ub
1 GREENFIELD LN
[1 LEKINGTON RD
1 MORTH BRANCH RD
[l PHERSANT LN A

8 Reports

Find Lod\on beginning with:

[100 BARR]

Cancel

00010066 MATHIS EVELYN J & ANTHOMY ARTHL
00004894 BODNAR KEITH E & KIMBERLY ANN
00002091 PEREIRA-DURAES CANDIDO &
00010733 PEREIRA-DURAES CANDIDO =
00003006 GILEERT BRIAN D e MARY P

caonon Crner monnc NITARIAN
EM Lookup Find

USAN R

LAS H &

TSES LLP

TRINA G

ARA L

STOPHER C & DENISE
GE C = IRENE C KUAN

The data is organized by House# and then Street. This means that all the “100”
house numbers across all streets are listed before the “101” house numbers

across all streets.
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Option

Description |

By Parcel Number

To search by the Map-Block-Lot of the Parcel id#,

use option # “6: By Parcel Number”. Enter the full parcel id# or the beginning set
of characters representing the desired parcel id. Be sure to enter the “-“ or “/”
separators in the parcel number, as needed.

Click [Find] to initiate a search.
e.g., 3580-100 yields this:

[N By Parcel Number

Parcel Cust.# Name
- - Q0000005 BAILEY JAMET
- - Q0000095 SMITH JEFFREY D 2 JAMIE L BOMD
- - Q0000210 BROWM FRAMCES R 2 DAYID H
- - Q0000340 SCHMIDT ERIC-JAM & KAREMN M MCCARTHY
- - Q0000416 HAMMAM ROBERT E & EWIMG HARRIETT K
- - 00000455 FROST STEPHEM F
- - Q0000675 UMPHREY AMME M
- - 00000680 TRUSSELL GEOFFREY C = RAMSAY G

- - AASAAE T LI CRL PETT L o CARe

_ _ EN Lookup Find

Find Parcel beginning with:

|35au-luu|

- - Cancel |

[N By Parcel Number

0 11 HAUT STEVEM & SMITH BREMNDA L
2521 - - 00011043 LORIS KEITH & EALMUTH DOMMA
2082 - - 00005413 FISCHER SARAH

3583 - - 00005414 FREUND ROBERT = SANDRA RICE
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Option

By Parcel Primary Owner

Description |

To search by the NAME of the Current Owner of the Parcel,

use option # 7: By Parcel Primary Owner. The format of the name being
searched is exactly how it is entered in the Assessor’s office. In other words, if
the assessing records maintain names by LAST, FIRST or LAST FIRST or FIRST LAST,
then this is how to search for the name.

Click [Find] to initiate a search.
e.g., HOWE yields this

Customer Query

CustMo [N Senvice Address
Mame 1
Parcel# - - MName 2
Prmary
‘ Locations#
Lm
City
Mame Cust# Location
Qo010923
Q0010924
QO010925
— [l079 REALTY TRUST QO002298 1073 MATIM ST
B 1117 SEYMOUR STREET REALTY L\C Q0005R51 117 SEYMOUR ST
152 COMMOMWEALTH IMC QO0DEZTS 152 COMMOMKWEALTH AY
Marr lyepe MATN STREET 2004 LLC Q0003499 1586 MAIN ST
MNam led1 MATH STREET LLC Q0003538 1641 MATIMN ST
Line [&d1 MATH STREET LLC - e
Line f1ga1 marh sTREET LLC LIS
Line P04 YIRGINIA ROAD REAL Find Owner beginning with:
Line P7 HEMLOCK LLC
Line [28 JUMCTION SQOUARE LLC
Cif [F15 MUSKETAGUID ROAD L
CD“L, 5 LLC [rowe]
B0 BEHARRELL STREET LL
Proy Cancel

[N By Parcel Primary Owner

Cust# Location

00011065 FLAINFIELD RD
OWELL MARK L 2 PAMELA J 00000540 568 ANMURSMAC HILL RD
OWER PHILIP L & SUZANME M TR Qoo05215 315 BORDER RD
OWERTOM BETSY B & J WILLIAM JR TR 000004325 934 LOWELL RD

OWES GREGORY P 2 MARGARET A 00004512 23 SOUTH ST
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By Enrolled Service Customers may be enrolled in a service for the variety of options available under
curbside billing. To locate a customer enrolled in a service,
use option # 8: By Enrolled Service.

Customer Maintenance
Cust No Service Address
Name1 [FEIGH LESLIE A 5 |
Parcelt 0003 0001 0004 Namez [ |
Primary  This is the CURREMT Ouner name
Secondary Location# 36 Street#
Location 236 FARM ST Street FARM ST
City BELLIMGHAM St MA Zip 02019-0000 Ling 2
City [BELLINEHAM
1customer | 2attachment (19 | 3BilHistory | 4 Trx History | Shotes | £ Custom Fields |
Mailing Address [~ Same as Service Address

name 1 FEIGH LESLIE A S Phone1  [t000% 000-0000 E:
Narne 2 Phone 2 (0007 000-0000 E
Line! |43 SPENCER BRODK RO Phone3  [(000F 000-0000 E:
Line2
Line3 E-mail Bil [
Lined E-mail Addr [ |
Lines 1
City FonCORD | St A Zip pi7az-5226
Country
Program Enroliment , I Enroll in Service Enroliment only available for Bill Types 90/91
Progriim erice DBscription Gty Enrolled Start Date End Date 5
CURESIOE  RTS Tlash & Recucle Thursda | 01-Apr-1996 1-May-2015 [31-0ct-2015
[ I I [

Click [Find] to initiate a search.
e.g., R2 yields this

[l By Enrolled Service
Service Program Cuztomer MName Stat
1 CURBSIDE 00000396 HEDSTROM GILEERT S & MARGARET H Acti
1 CURBSIDE  QOOOCK00 ZEMOUZT MAMSOUR e FRAMCA MORELLT Acti
1 CURBSIDE Q0000512 DORSEY MOIRA G = LARRY HERMAMDEZ Acti
1 CURBSIDE 00000542 LEBLING PETER D & ROTHROCK JAMET K Acti
1 CURBSIDE  0OOO0ETE MOVICK KIM s ELLIOTT SUSANMAH Acti
1 CURBSIDE  Q0OQ0SS1 FORBES JUSTIMA B & TALBOT D LOVERING Acti
1 CURBSIDE  000Q0BE2 FATKIM HARRY W JR e BETTY E fcti
1 CURBSIDE 00000611 LAMBERT BARROM P & SANDRA L Acti
. CURBSTDE - _nienanr =i 4 miT e mrb Somi 11 o TmoneTi o eti
1 B38| BN Lookup Find At
1 EURBSIIE  Find Service Type beginning with: Aotd
1 CURBSIDE Acti
1 CURBSIDE Acti
1 CURBSIDE Rz‘ Acti
1 CURBSIDE I Acti
1 CURBSIDE Cancel | Acti
¢| Hel
]| | ]
[N By Enrolled Service
Service Program Customer MHame
R1 CURBESIDE 00011208 DIMAPOLI MICHAEL J & MI
CURESIDE @ CUTTOME YINCEMT & SANDRE
2 CURBSIDE 00001422 AMDERSOM KEMMETH D & LY
2 CURBSIDE 00001435 VIERSTRA BRUCE C = CATHUY
R2 CURBSIDE 00001464 KILMARTIM MATTHEW 2 ASHL
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1.2. Add Customer

& SEARCH FOR CUSTOMER
'fb DO: Prior to adding a new customer, to prevent duplicate Customers, search for that
7~ customer in the Customer database. See Section 1.1 for how to search for a
customer.
= | ~ Toadd new customers to the Miscellaneous
- Customer Maintenance . ¥ Add Cust
- CustNo SN ", Billing Module, click the button
Actions parcei# | - - i, located on the left-hand side of the screen, or
| --:f - ’L click on the [Actions] button and choose [Add
onda -
X Add Cust _ [ [AUC] 10000-Customer Maintenance J New].
¥ Delete Cust | = J:
o J A prompt to continue will be displayed and then
- - o P10100-Add New Customer? < ablank customer screen is presented with the
= next sequential customer number assigned.
L Search f
Name 1
Name 2 f
s Line1 Yes No
Line2 ‘__-____\___4 F
Line3 4
,,,f"_ 7'-”7;41-‘ I/" — F T /‘ e “l(
\ 4 Customer Maintenance
=2 CustNo SEGEGNEE Service Address
) Name 1 |
—— Parcel# | - - Name 2 |
Primary
Secondary Location# Street#
Location Street | Unit#
 Dotote Cust City St Zip  00000-0000 Line 2 |
e Cus! city [ st [ Zip j00000-0000
Z Add Invoice
1 Customer 2 PRG Invoices 3 Attachments 4 Bill Histo 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs

1.3. Parcel Information (optional)

To associate this service location with a parcel in the Real estate module enter the Parcel#. Once the Parcel# has been
entered on a customer it will display the Current Owner of the Parcel on the screen.

Enter the parcel associated with the customer being added. This is optional and is only needed for informational
purposes.

Cust No

Parcel# [1564 - -
Primary

Secondary

Location

City &t Zip Q0000-0000
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Field Label How Used
Parcel# Optionally enter a parcel# to be associated with this Service Address

The following fields will only display a value if the Parcel# has been entered.

Primary CURRENT OWNERS Primary name from the Real Estate Module.
Secondary CURRENT OWNERS Secondary name from the Real Estate Module.
Location Location address of the Parcel from the Real Estate Module

1.4. Service Address

Enter the Name of the customer as well as the service location including street, city, state, and zip code. For Special
Invoice Customers where the Service location is not required, enter the Customers Billing address as the Service
Address.

Service Address
Marme 1 ILLIAMS KEVIM A
Mame 2 HTERMAH-HWILLIAMS JACUUELIME

Location# 334 Streetd |f§94
Strest FOPE RD Unit# |
Line 2
City CONCORD St MR Zin pi74c-5228
Field Name How Used
Name 1 Required: Name of the Customer at this location
Name 2 Optional: 2" Name field
Location# Required: House# of the Service Address. It will also set the Street# field
Street Required: Street Name
Unit Optional: If this is a Condo or Apartment — Enter the Unit#
Line 2 Optional: Additional address information if needed
City Required: City
State Required: State
Zip Required: Zip Code
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1.5. Mailing Address and Contact Information

Enter the mailing address and contact information for this customer. he mailing address is the address to which the
invoice will be mailed.

Mailing Address [¥ Same as Service Address
Mame 1 JILLIAMS KEVIN A Phone 1 {0007 D00-0000 Ext 000 Twp [
Marme 2 WATERMAN-WILLIAMS JACUUELINE Phone 2 {0007 000-0000 Ext Poo0 Tyn [
Linet  [E34 POFE RO Phone 3 {0007 DO0-0000 Ext 000 Twp [
Line2
Line3 E-mail Bill |+
Lined E-mail &ddr [znthea@adnins . com
Lines
City ONCORD st e Zip pi7az—5zzs
Country

If the mailing address is the same as the service address, check the Same as Service Address checkbox and the service
address will be brought in.

If the customer chooses, the invoices may be emailed during billing and not printed. Click the E-mail Bill Mcheckbox to
indicate that the invoice will be emailed and enter a valid E-mail address.

At any time, the mailing address of the Customer can be updated. If the Same as Service Address M checkbox is
checked and the service address and mailing addresses are now different, uncheck the checkbox and enter the new

mailing address.

Any further issued Bills, Bill Reprints and the Bill Inquiry screens will display the new Mailing address.

1.1. Delete Customer

Delete a customer from the Customer database only if that customer has not had any Bills issued against them. If any
bills are associated with that Customer, then the [Delete Cust] button will not be available.

The Delete Customer button will display this prompt to confirm the deletion:

[AUC] 10000-Customer Maintenance Ef I

[9] Delete Customer 00011223 GARRY SMITH

Mo
Yes Will delete the customer from the customer database.
No Will cancel the delete customer process

1.6. Add Invoice

Add special invoices to a customer from this screen. For further information about Special Invoice billing see the MB-
320 Special Invoice Billing document in the Help Reference Library.
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2. SUBSCRIPTION PROGRAM ENROLLMENT

This portion of the screen is used to enroll the customer in a subscription service. Program enrollment is used for
Curbside and Toters services.

Program Enrollment M Enrall in Service |

Frogram Service Description Qty  Enrolled Start Date End Date Stop Date Last Billed
CURESITE FT5 Trazh 2 Recycle Thursda d-May-1993 01-May-2015 [E1-0ct-2015 D1-Apr-2015| Stop Service

Field Name How Used

Program Enrolled program name

Service Which Service Type is the Customer enrolled in

Description Service Type Description

Qty Quantity. This is used for Toters Subscriptions to indicate the # Carts to be collected
Enrolled Date of Enroliment

Start Date Start Date of the Last Billed Subscription Period

End Date End Date of the Last Billed Subscription Period

Stop Date The Date the Service was or is to be Stopped. Service can be stopped manually via the

MI button or will be automatically stopped if the issued bill has an
outstanding balance after the due date of the bill has been reached.

Last Billed Date of the last issued bill

2.1. Enroll in Service

To enroll a customer in a Service Click the Enroll in Service button and fill in the prompts presented.

[N [AUC] 10000-Customer Maintenance [kathy]
Enroll in a Service

Required: Enter Program Type |CURBSIDE Icurhsidg
Required: Enter Service Type RTH

Optional: Enter Qty |
Required: Enter Enrollment Date [mmddyyyy] |[|2[|22|]1 5|

Lookup I OK I Cancel Clear All
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Field Name How used
Program Type Enter the Program Type code in which the customer wishes to enroll. For a list

of all program codes click the M button. Selected the desired program
and click [OK].

Service Type Enter the Service Type. For a list of all available service types click the ﬂl
button. This will list all Service Types available for the above entered program. Select
the desired service type and click OK.

Qty Optional: This is used for Toters programs and is the number of Carts to be collected.
This quantity is used to calculate the subscription amount during the billing.

Enroliment Date Date the Customer wishes to start the subscription service.

2.2. Print Bill

When a new subscriber enrolls in a service, to produce the bill on demand, click the [Print Bill] button corresponding
to the service.

Program Enrollment I Enroll in Service |

Prograrm Semice Description Gty Enrolled Start Date End Date Stop Date Last Billed
CURBSIIE RTS Trash & Recycle Thursda 2—Feh-2015 Prirt Bil | Delste Service |

The following prompt will appear:

[N [AUC] 10000-Customer Maintenance [dimond]

Start Enrolled Service

Required: Enter Bill Year 2015
Required: Enter Bill Type IQI] |Curhside
Required: Enter Billing Cycle |2 |Curhside B Now-Apr

Required: Enter Start Date for the Subscription Service [MMDDY ] I

Required: Enter Due Date [mmddyyyy] I

Create Mext Cycle Bill in addition to this Bill & Yes ¢ No

Lookup | 0K I Cancel | Clearnlll

Bill Year Bill Year of the Billing Cycle to be billed. It will default to the Current active Bill
Year.
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Field How Used
Bill Type Bill Type. It will default to the type assoicated with the enrolled program.
90 — Curbside
91 - Toters
Billing Cycle Bill Run Cycle. It will default to the Current active Billing Cycle.

Start Date of Subscription Date the subscription service is to start. This date is used in the calculation of the charge
Service for this bill.

If the subscription start date is after the start date of the subscription period set on the
billing cycle table, the charge will be prorated, if the Service Type the customer is
subscribed to is setup to be prorated in the Service Type Table. If the Service Type is not
setup to prorate then the full subscription period charge will be billed.

The proration will use the start date entered and the end date set on the b8illing cycle
tablle to calculate the prorated dollar amount.

Due Date of Bill Due date of the Bill

Create Next Cycle Billin  Create a next cycle bill for this customer
addition to this Bill
Yes — This will create the next cycle bill.

If at the end of the current billing cycle, issue both a current cycle bill (2016-1)
and a next cycle bill (2016-2) at the same time. Both these bills will be available

to collect on at the end of this process.

No — Will only issue the bill for the entered Bill Year and Cycle.

Click [OK].

Prior to printing, confirm that the correct printer is set as the default printer. The bills will display on the screen using
AdmCrv.

/ Click on the printer icon located in the toolbar to launch the

== MBSI - AdmCrv printer dialog box.
File  Help

- — (2 = Print X
[ s B o Genera | Layout |
o 0] Rachel Smith-000181 | Main Report Select Printer
- Rachel Smith-000182 75 OneNote for Windows 10 (redirected 7) FSHARP MX
FSHARD Conie 2401 gn ADHV1 FISHARP MX
[+ D Rachel Smith-000183 = Snagit 202
[ Rachel Smith-000184
@-[Y Rachel Smith-000185 : '
H-[ Rachel Smith-000190 St I Prttofie _Proferences |
-} Rachel Smith-000191 Comment: _Find Printer. |
Page Range
A Number of copies: [T =]
c " Curment Page
 Pages A F o Y
Enter either a single page number or a single ].2 ].—2
page range. For example, 5-12
( Pt mcd \
—
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Select the desired printer and click the [Print] button to render the print job. When all bills are printed and in hand,
close the AdmCrv Viewer window by clicking File » Exit.

2.3. Delete Service

A service that was inadvertently added to a subscriber will be available for deletion only until a bill has been issued
against this subscription. Once a bill has been issued against this subscription, only the STOP Service function will be
available.

Click the Delete Service button associated with the service.

Frogram Service Description Gty Enrolled Start Date End Date Stop Date Last Billed
URBSITE 5 raszh & Recycle Thursda 2-Feb—2015 Prirt Bill I Delete Service II
e——

The following prompt will display.

[AUC] 10000-Customer Maintenance |E4 |

':0:' Delete Enrollment

2.4. Stop Service

If the customer has an active current subscription but wants to stop their service, click the =10 SEMWIEE | tton.

The following dialogue box will be displayed:

[N [AUC] 10000-Customer Maintenance [dimond]

Stop Enrolled Service

Required: Enter Stop Date for the Subscription Service [MMDDY Y] ||

Lookup | oK I Cancel | CIearAIIl

Enter the date the customer wishes to stop their service. It can be today or a future date. If a future date is entered
then the service will continue to be active until that date is reached.

Once the stop date is reached the stop date will automatically be set on the subscription and the customer will appear
on the DROP subscription report to not receive further service.
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2.5. Start Service

If the enrolled program has been stopped but the customer comes in and wants the service to start again there are a
couple of options.

e If the customer has a Bill in the current bill cycle and the billed amount should be PAID in full, then go to the
Bill Payment screen and pay the bill in Full. Once the bill payment has been posted — it will automatically
remove the stop date.

e If the customer has a Bill in the current bill cycle and a prorated bill needs to be issued for a different amount
than what is billed, then the START SERVICE process below must be run.

e If the customer does not have a bill in the current bill cycle then the START SERVICE process needs to be run.

Program Enroliment  Enrall in Service | Enroliment only available for Bill Types 90/91
Pragrarm Service Description Aty Enralled Start Date End Date Stop Date st Billed
CURBSIDE RTS Trash & Recuycle Thursda d—May—-1993 01-Moy-2015 [E0-Aer-20% 26-Opr-2015 §1-Hov-201 SI Start Service I

If a customer has had the stop date set on their subscription, service can be started again by clicking the

_=tart Service  putton next to the subscription.

The following dialogue box will appear:

[N [AUC] 10000-Customer Maintenance [dimond]

Start Enrolled Service

Required: Enter Bill Year 2015

Required: Enter Bill Type IW |Curhside

Required: Enter Billing Cycle |2 |Curhside B Now-Apr
Required: Enter Start Date for the Subscription Service [MMDDY YY) l—

Required: Enter Due Date [mmddyyyy] l—

Create Next Cycle Bill in addition to this Bill & Yes  No

LLookup | oK I Cancel | CIearAIIl

Field Name How Used

Bill Year Bill Year of the Billing Cycle to be billed. It will default to the Current active Bill
Year.

Bill Type Bill Type. It will default to the type assoicated with the enrolled program.
90 — Curbside
91 - Toters

Billing Cycle Bill Run Cycle. It will default to the Current active Billing Cycle.
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HE How Used
Start Date of Date the subscription service is to start. This date is used in the calculation of the
Subscription Service charge for this bill.

If the subscription start date is after the start date of the subscription period set on the

billing cycle table, the charge will be prorated if the Service Type to which the customer
is subscribed is setup to prorate. If the Service Type is not setup to prorate, then the full
subscription period charge will be billed.

Due Date of Bill Due date of the Bill

Create Next Cycle Billin  Create a next cycle bill for this customer
addition to this Bill
Yes — This will create the next cycle bill.
At the end of the current billing cycle issue both a current cycle bill (2016-1)
and in addition a next cycle bill (2016-2). Both these bills will be available to
collect on at the end of this process.

No — Will only issue the bill for which the Bill Year and Cycle were entered.

Click OK

If the Customer already has a bill for the cycle entered in the above dialogue box, the following message will appear

[AUC] 10000-Customer Maintenance [ ] I

™% Customer has Current 20161 Bill
'-.\ /.-' Click [MO] to prink Current Balance Bil
= Click [¥ES] to generate a Mew Prorated Bill For this Custormer

Yes | Mo I

No Will create a bill print of the Current Bill issued to this customer showing unpaid balances

Yes Will cancel the current bill issued to this customer and issue a NEW bill with new calculated charge
amount based on the Start date entered and the end of the subscription period.

A Billing Register report will be displayed on the screen
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10090-MEREP: MEMIDCYCEIL.FEP

Bill Year i 20le

Eill Type =11}

Program Type: CURESIDE Curbside
Bill Pun 11 Curbside & May-Oct

Customer Bill#/Seq Service / Serwvice Location

Printed 28-May-z2015 at 11:3%9:48 by DIMOND

Towm of ADMING

Mid - Cycle Bill Generation

BILL FEGISTER

Mailing Name & Address

Page 1

Eill Date: 25-May-2015
Due Date: 01-May-Z015
Subszcription From: 0l-May-2015
To: 31-0ct-2015

Override Name: CURESIDE SUBSCRIBER

Eill Amount BEill E-mail

00000017 005057-01 RTS Trash & Recycle Thursday 351 POFE RD 1lo.o0

351 POFE ED CONCORD, IMA 01l742-5205
Bill Year : 2016 Eill Date: 28-May-2015
Eill Type H=1i) Due Date: 01-May-Z015
Program Type: CURESIDE Curbside Subsgcription From: 01-Now-2015
Bill Pun H Curbside B Nov-Apr To: 30-Apr-2016

Customer Bill#/%eq Serwvice / Service Location

Mailing Name & Address

Override Name: CURESIDE SUBSCRIBER

Eill Amount BEill E-mail

00000017 005057-02 RT6& Trash & Recycle Thursday 351 POFE RD 110.00
351 POFE RD CONCORD, MA 01742-5205
#*** Grand Total # Bills 2 2z20.00

In addition to this dialogue box:

Generate Mid-Cycle Bills Ei

- e

CANCEL Will cancel the start service process.

f Please review Bill Calculation Report
' Click 0K to Continue and Create Bils

. 4

= or Click CANCEL ko exit

OK Will continue to create the bills and the bill(s) will
display on the screen using the AdmCrv Viewer. Click on the
printer icon located in the toolbar to launch the printer dialog
box.

Prior to printing, confirm that the correct printer is set as the
default printer. The bills will display on the screen using AdmCrv.

Cancel |

Click on the printer icon located in the toolbar to launch

E= VS| - AdmCrv / the printer dialog box.
@8 Print x
File Help — e
- - | Select Printer
1) E i 4 M =0 OneNiote for Windows 10 redirected 7 FSHARP MX
o] Rachel Smith-000181 Main Report 1 Eiﬁ"ﬁ’%"?
- [} Rachel Smith-000182 < >
@[ Rachel Smith-000183 Smus sty ™ Pitotie _Prefeences |
Location:
@Y Rachel Smith-000184 Cammert =)
@[ Rachel Smith-000185 Fage Range
@-[Y Rachel Smith-000190 . comtre | |
[ Rachel Smith-000191 € Pages | |F
Enter ethes a sine page number or 3 sngle 2R 2@
page range. For example, 5-12
D | |

Select the desired printer and click the [Print] button to render the print job. When all bills are printed and in hand,
close the AdmCrv Viewer window by clicking File » Exit.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 17 of 36



ADMINS Unified Community

Customer Maintenance

Revenue — Miscellaneous Billing

2.6. Transfer Service

10 August 2021

There are conditions which require a change in service type. Truck routes can change over the course of time.
Participants may have originally enrolled in the wrong service, requiring a correction.

2.6.1.

Rules for Transferring a Service

In the image, there are 23 Service Types shown for the Curbside program. Each has a unique code, and shows a
description, bill rate and charge type.

1 Service

Service Type  Description

Year Type Program
&S PO FURBSIDE  Curbside

Service Type

3 Accountina 4 Notes

S Groups

BillRate Charge Type

INSF

NSF Fee

() FlatRate

O Per Unit

RO

Recycle

(O FlatRate

(O Per Unit

R1

[Recucle Monday

() FlatRate

(O Per Unit

R10

Recycle Friday

() FlatRate

() Per Unit

R2

[Recycle Monday

() FlatRate

() Per Unit

R3

Recycle Tuesday

(O FlatRate

() Per Unit

Ra

Recycle Tuesday

() Flat Rate

() Per Unit

RS

Recycle Wednesday

() FlatRate

O Per Unit

Re

[Recucle Wednesday

() Flat Rate

) Per Unit

R7

Recycle Thursday

() Flat Rate

) Per Unit

=

Recycle Thursday

(O FlatRate

O Per Unit

RS

Recycle Friday

() FlatRate

(O Per Unit

RTO

Trash & Recucle

() FlatRate

() Per Unit

RT1

Trash & Recycle Monday

() FlatRate

(O Per Unit

RT10

Trash & Recycle Friday

() FlatRate

O Per Unit

RT2

Trash & Recycle Monday

() FlatRate

() Per Unit

RT3

Trash & Recuycle Tuesday

(O FlatRate

() Per Unit

RT4

Trash & Recucle Tuesday

(O FlatRate

() Per Unit

RTS

Trash & Recycle Wednesday

OFlatRate

O Per Unit

RT6

Trash & Recuycle Wednesday

() FlatRate

O Per Unit

R17

Trash & Recucle Thursday

() FlatRate

() Per Unit

RT8

Trash & Recycle Thursday

() Flat Rate

() Per Unit

RTS

Trash & Recycle Friday

O FlatRate

(O Per Unit

|

|

Status: Record Active

up

[TOC] 10000-Customer Maintenance

Customer already enrolled in Service R7, Start Service again

. The transfer must be within the same
service type. “Trash & Recycling” can go to
another “Trash & Recycling” service type
but cannot go to a “Recycling” service type
—nor can a “Recycling” service type be
transferred to a “Trash & Recycling” service

type.

. The old and new service types must
have the same bill rate on the service type
table. In the Service Type table, there are
three bill rates shown - $25.00, $11.6667,
and 22.6667.

. Neither the old nor the new service
type can post to Accounts Receivable. (see
the [3 Accounting] tab of the Service Type
table).

The system will not allow a transfer to
same service code. For example, RT7
may not be selected as the new service
if the existing service is RT7. If the
same service type code is entered, the
system will display a message that the
“Customer is already enrolled in
Service type RT7. Start Service again”.

If any of these conditions exist, stop the old service, and enroll in the new service.

2.6.2.

Transfer the Service

For the active subscription (that is, without a stop date), a button will display on the left side of the

screen.
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Program Enrollment M Enroll in Service

Enroliment only available for Bill Types 90/91

Program Service Description

Qty|Enrolled Start Date

End Date Stop Date

RS Recucle Thursday

CURBSIDE

04-May-1993 |01-0ct-2019

31-Mar-2020 27 Stop Service

-Aug-2019

Click on the button to initiate a transfer.

B [TOC] 10000-Customer Maintenance [theresa]

Transfer Enrolled Service

Required: Enter New Service Type l:|

Cancel

Lookup

Clear All

Enter the new service type; using the lookup helps to ensure that only a valid service type is selected.

Customer Maintenance

Service Address

I
[Recycle Thursday

I Transfer CURBSIDE  |R7

o Custio  EREEEIER
et Name1 |
s Parcel [1553 /54 7 Name 2
Primary
- #
XAdd Cust | | it I j
Ceww oo | Transfer Enrolled Service {
Required: Enter New Service Type
2 Add invoice
W7 Services X
L Search Service Description Ch Tof| —
RO Recycle Hooa
1 Recycle Honday H
Lookup oK Can Clear All R10 Recucle Friday M
R r2 Recycle Honday "
9 Reparn LineT |62 HESTFORD RD R Recucle Tuesday "
Line2 N Recucle Tuesday H
Line3 N Recycle Hednesday H
Recucle Hednesdag M -
Lined S Recgcle Thursd M
Lines
City CONCORD St R Zip pi7ae-5209 Recycle Fridsy "
Courtry
Program Enroliment W Enroll in Service Enroliment only availal
kool
Ve

Find Cancel Help

Search

I I |
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3. RECURRING PROGRAM INVOICES [PRG INVOICE]

Sometimes special invoices recur on a regular basis. This screen gives the ability to assign a Program Type to a
customer and specify the frequency of the recurring invoice. A customer can have multiple Programs assigned.

&
.F\{ I NOTE only programs setup as Special Invoices type 95 will be available to be
S added

Customer Maintenance - Program Invoices
o Cust No Service Address
- Name 1
ons Parcel# - - Name 2
Primary
Secondary Location# 60 Street# 60
Location Street Unit#
City St Zip  00000-0000 Line 2
B Current Balance: 4,800.08 City St A Zip -0000
Q Program List
1 Customer 2 PRG Invoice (2) 3 Attachment (19} 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Loas (28)
Line [Program Description 1 Parameter |2 Parameter [FRQ Start Date Stop Date Last Invoiced
1 ISCHTULTKMA [KMA TULTIONS Peter J 10 M 01-Jul-2020 06-Aug—2021 | D Aemove
2 ISCHTUITKMA [KMA TUITIONS John S 6 M 01-Jul-2020 06-Aug-2021

Column Label How Used

Line Sequential number for added Programs
Program Program Type

Description Description of Program Type

1 Parameter Enter up to 40 characters

To customize these programs to a specific student/Grade or Location or any other values that
are specific to this program occurance without having to manually update each individual
invoice at time of billing. Use the Paramters on this screen in combination with the parameter
feature on Forms table. See MB-320 Section 1.2 in the help reference library.

2 Parameter Enter up to 40 characters

FRQ Frequency of recurring Invoice. This can be changed anytime. Use Lookup to see available
frequencies.

Start Date Start Date of recurring invoice. No invoice will be issued for this customer prior to this date
Stop Date Stop Date. No Invoices will be issued to the Customer after this date.
Last Invoiced Date the invoice was last issued
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Customer Mair - Program |
— CustHo [EEESEESE Service Address
- Name1 TREE MUSKETEERS Toadd a program to a
Parcel# - - Name 2
Primary H
P —— customer, click the
Street  CHARITY ST %940 Unié
stz ooooo-oo0 | Line2 [T Add Program]
Current Balance: 600.00 city BOSTON Stea Zp 08831-0000
Q Program List button:
Customer 2 PRG Invoice (1) JAttachment (1) 4 Bill History 5 Trx History 6 Notes 7 Custom Fields & Field Logs (8)
line [Program DesNption [1 Parameter [2Parameter [FRQ__[Start Date [5top Date Last Invoiced
1 [irAEPORT TRANGPORTATION [Py A Grade 5 H_ oi-May2021 | 06-Aug—202L | 0 Fernie
h [AUC] 10001-Customer Maintenance - Program Invaices [theresa] X
Add Program Invoice
q Enter Program Type |
Enter Frequency Code
Required: Enter Stant Date
oK Cancel | Clear All
T T — T T
e r, r 7 L; F | - I L ! o e S W
Field Name How Used

Program Type Enter the Program Type to add to Customer. Use the Lookup button to see a list of all

program types

Frequency Code Enter the frequency of ocurrence.

Start Date Start Date of this Program for the Customer

3.2. Remove Program

If a Program was added to a customer by mistake or the Customer should not receive this invoice anymore, then click
the [D Remove] button. However, once a customer has been issued an invoice, the remove button will no longer be
available. Set the Stop Date instead to prevent any further invoices from being issued to the customer

[AUC] 10001-Customer Maintenance - Program Invoices

o Remowve Line# 1 for PILOT

Yes Remove Program from Customer

No Cancel Remove
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B Task 10113: Custemer Assigned Programs for Invoicing X

Customers Assigned Programs for Invoicing
Optional: Enter Customer Number l:l
Optional: Enter Department Group | | |
Optional: Enter Program Type | | |
Run as @ preview O Print - OPDF O Excel
If Printing use Duplex @ vyes (O No

Lookup Cancel Clear All
10113-MBCUSPRGLST.RER Printed 05-Rug-2021 at 12:53:33 by ANTHERL Page 1
City of RDMINS
Customer RAsaigned Programs for Invoicing

Customer# : 00000005
Name 1 : FRAMINGHEM PUBLIC SCHOOLS
Bddress  : 73 MI WAYTE AVENUE, STE. 2
Line Program Description 1-Parameter 2-Parameter Frequency Start Date End Date Last-Invoiced Next-Invoice
1 SCHTUITKMA EMA TUITIONS Peter J 10 Quarterly 01-Jul-2020 24-Jun-2021  24-Sep-2021
2 SCHIUITKMA EMA TUITIONS John 3 [ Quarterly 01-Jul-2020 24-Jun-2021  24-Sep-2021

forward from there

4. ATTACHMENTS

NOTE - the next invoice date is an approximate date calculated using the last
invoice date and the frequency of the program assigned to the cusomer; if the
last invoice date has not been set it will use the start date and calculate

When a bill is created an attachment can be created of that bill. This option is controlled by the setting in:

Miscellaneous Billing » Module Maintenance » Miscellaneous Billing Module Control

Set sequence #11006 to “Y” to attach original bill (PDF® images) to the customer record.

Misc Billing Module Control
Goto.
[ Seq#[Description [Answer [Buttons A
RS EZEYP  Lov Duplicate Batch codes for Different Users [V/N] N T Edt
4007 |add a Seq® to Duplicate Batches to make then unique (Y/N1 N
4009 [Billing Year (RE/PP/MV) [2022
4011 [Assien Batch# by Computer or Both Mamual and Computer [C/B1 [B

4031 [Date Used for Posting to Ledger - Transaction Date or Deposit

4032 [Set Flag for Users Batches on Posting Selecton Screen.

4040 [Transfer Batch to Supervisor during Submit Batch process

4041 [Batch Supervisor to receive batch

4070 |[Refunds] Generate [Vlouchers in AP or [Elxternal Download Fi

v

4105 [RE/PP/MB Escrow/Print/Online Service File Location

|d\auc_development \adnhone \transfer

8001 Municipal Code tMV/RE/PP/MB) [e.g.. 1231 123
(L1001 MB Bill Year [2022
(L1002 [Default Bank Code EAST

[[1003 |Default directory for CASS Import Files [N auc_developnent \adnhons StransFer
[L1004 |Ignore Subscription Balances below this amount for Drops 1,00

—— i

11006 |Attach Original Bills (Y/N} i
11007 |Attach Bill Reprints N
(1009 [on-denand bill date dags prior to today (ez: 0-10) T

[[1010 |CASS processing for MB billirg (T/N) il

[[1011 [# Daus passed due before DRUPPING subscription E3

[[1020 [Reset Billing Print Sequence Number LV/ZNI i

[[1055 |ifE Billing Internediate File [doc_ment inbnodnkbil _odbo_<l_ustnany .pdf
(L1026 MB Special Irwoice Intermediate File [doc_mgmt. :mbmnod\mbspc_odbc_ <1 _usrnan > ,pdf
[[1030 [Bill Reprint Intermediate File Location [doc_nent tnbnod i _<I_bt>_<L_br>_<1_dt> pdf.

11031 [Batch Reprint Internediate File Location

[doc_mgnt :nbnod \batreprint_<I_usrnan> pdf

Status: Active
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Customer Maintenance
s Cust No Service Address
Actions Name 1 ‘
Parcel# | - - Name2 |
Primary
Secondary Location# B0 Street# 0
X Add Cust . .
Location Street Unit# |
Y Delete Cust Cm st Zip 00000-0000 Ll,ne 2 N
City | st A Zip
Z Add Invoice
1 Customer 2 PRG Invoice (2) @ 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (28)
e Mailing Address [] Same as Service Address
Name1 | Phone 1 Ext 0000 Typ B Business
Name 2 | ] Phone 2 [t000) 000-0000 Ext [0000 Typ [
9 Reports ) -
Linet | Phone 3 {000) 000-0000 Ext 0000 Typ |
Line2 |
Line2 | E-mail Bl []
Lined | E-mail Addr |
Lines |
City | St MA Zip [01702-0000
Country |

If any attachments are present the number of attachments is shown in parenthesis (in a “badge”) on the tab. In the
example shown above, a (3) appears on the tab indicating there are three attachments on this customer record. An
attachment placed on a record by the system cannot be deleted. Supporting documents manually attached by a user
may be deleted.

4.1. Add Attachment

As desired, attach other documents to the customer record such as correspondence. To attach, place a scanned copy
of the document on the server and click the [Add Attach] button. The following windows dialog box will be displayed;
find and choose the document to be attached.

== Open X
« v 4 « Agendas > 2021 v o Search 202 r
Organize v New folder =y M @

B Videos A Neme Date modified Type Size

a Local Disk (C) @5 20210105_Meeting.docx  1/5/20212:41PM  Microsoft Word Dacument 91KB
. pluto_data (D:) 0% 20210222_Meeting.docx  2/22/2021 9:38 AM t Word Document 41KB
= PLUTO_EXT (1) % 20210308 Meeting.docx  3/8/2 Document 40KB

== auc_production (\\plut @5 20210413_Meeting.docx rd Document 40K
@] 20210512_Meeting.docx  5/12

@5 20210520_Meeting.docx 5

rd Document 41KB

rd Do

== admhome (\\pluto\auc

cument 40KB
== ceres_d (\\ceres) (Q) . -

@15 20210628_Meeting.docx  6/28 rd Document 40KB
== admhome (\\phoenix\i G
File name: | 20210105_Meeting.docx v ‘ All files: *.* v

Highlight the document and select [Open] to attach.

To ensure that attachments remain available, use only network drives specified
by the local IT department. If in doubt, ask ADMINS, Inc. for assistance.
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Customer Maintenance
Cust No 50000005 Service Address
Name 1
Parcel# - - Name 2
Primary
Secondary Location# &0 Street# 60
Location Street Unit#
City St Zip  00000-0000 Line 2
Current Balance: 4,800.08 City St Ma  Zip
1 Customer 2 PRG Invoice (2) | 3 Attachment (4) 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Loas (28)
Seq# |Description Filename Buttons
1 Original SCHTUITKMA Special Invoice Prin [MBSI_2021SCHTULTKMAOOO10200 ,PDF
2 Original SCHTUITKMA Special Invoice Prin [MBSI_20225CHTUITKMAOOO13500,PDF
MBST _20225CHTUI TKMACOO0 13600 , PDF
20210105_Meeting ,docx V View Z Email D Remove

Enter a description of the document.

4.2. View Attachment

You may view the document that is attached. Highlight the desired document and select the [V View] button on the
right side of the screen. The document will be displayed.

1 Customer 2 PRG Invoice (2} | 3 Attachment (4) 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (28)

Seq# |Description Filename Buttons
1 Original SCHTUITKMA Special Inwoice Prin [MBSI_2021SCHTUITKMAOOO10300 .FPDF
2 Original SCHTUITKMA Special Inwoice Prin [MBSI_2022SCHTUITKMAOO013500 .FDF
2 Original SCHTUITKMA Special Invoice Prin [MBSI_2022SCHTUITKMAOO013600 ,PDF

HUserr- Supplied Attachment on shared drive [20210105_Mesting,docx V View ZEmail || D EP

4.3. Email Attachment

Email an attached document to any valid email address. To do so, highlight the desired document and select the Email
button on the right side of the screen. The following prompt will be displayed.
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1 Customer 2 PRG Invoice (2) 3 Attachment (4) 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Loas (28)
Seq# |Description [Filename [Buttons
1 Driginal SCHTUITKMA Special Inwoice Prin [MBSI_2021SCHTUITKMAOOO10300 ,PDF
2 Original SCHTUITKMA Special Invoice Prin [MBSI_2022SCHTUITKMAOOO13500 .PDF
3 Original SCHTUITKMA Special Inwoice Prin MBSI_2022SCHTUITKMA00013600 .PDF —
HUser Supplied Attachment on shared drive 20210105 Meeting.docx V View WDRemve
7
B [AUC] 10000-Customer Maintenance [theresa] x
Sending Attachment via Email
Optional: Enter Contact Name lJ,nc Benjamin
Optional: Enter Note ‘Aﬂached please find the requested document
Optional: Enter Note ‘Cnnlaﬂ pport@admins.com for g garding this email
Required: Enter Email Add ‘ h @admins.com|
Lookup am:el Clear All

The email will look like this:

o)

Email Attachment

L
0 Attachment has been sent

B2 11

05 - Message (Plain Text)

o
File Message Help
i -3 B 99> |28 B B | Ornd | B | Q zom
Miscellaneous Billing Attachment From 00000005
e theresa@admins.com O Repy | 4 Replyan

To Theresa Campbell o

Cc Theresa Campbell

& removed extra line breaks from this message.

™

20210105 _Meeting.docx o
91 KB

. 1
Dear Jane Benjamin,
Attached please find the requested document Contact support@admins.com for questions regarding th

Miscellaneous Billing attachment User Supplied Attachment on shared drive
Filename: 20210105_Meeting.docx

Thank you
Theresa

00000005,4

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

The FROM and CC addresses are
from the user who initiated the
email. The email address used is
from their User Profile.

? Forward
Mon 8/3/2021 4:44 PM

This information is from the
contact name and note
information entered on the
prompt.

semail (@) This email body is generated
from the AUC system. It contains
the customer number and the
date of the email. It also contains
the filename of the attachment.
The Complimentary
Close/Signature is the name in

the sending user’s User Profile.

4.4. Remove Attachment

If the attachment was not added by the system, it can be removed. To remove an attachment, select the attachment

and click the Remove button.
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1 Customer

2 PRG Invoice (2) | 3 Aftachment (4) 4 Bill History

5 Trx History

6 Notes

7 Custom Fields 8 Field Loas (28)

Seq#

Description

|Filename

Buttons

1

Original SCHTULTKMA Special Invoice Prin

MBSI_20215SCHTULTKMAO0010300 .PDF

2

Original SCHTUITKMA Special Irwoice Prin

MBSI_20225CHTULTKMAO0013500 .PDF

3

Original SCHTUITKMA Special Invoice Prin

MBSI_20225CHTUITKMAO0013600 ,POF

20210105_Meeting ,docx

HUSE‘T‘ Supplied Attachment on shared drive

—
V View Z Email ‘ D Remove '

This button will only appear on attachments that were not added by the system. For example, in the screen capture

shown in Figure 1, the highlighted attachment does not have a Remove button.

1 Customer | | 2 Attachment (2) | 3 Bil History | 4 Trx History | SMotes | 6 Custom Fields

7 Field Logs (4) |

Filename
MEBILL_2016CURESIDECO4858101  FOF

Seq# Description
Il Driginal F¥ 2016 Fun 1 Bill Print

vview | ZEmail |

E Letter to Customer 0000001 2/2/15 LCust0o000001_02-02-15_Letter  docx

Figure 1 System-supplied attachments cannot be removed by the user

5. BILL HISTORY

Customer Maintenance - Bill History
S Cust No Service Address
) Name 1
Actions Parcel# 1 Name 2
Primary
Secondary Locationd
Location : Street
City C Line 2
City
[ 1 Customer | 2PRGInvaices | [ 3 [§ 4 Bill History /JI STixHistory | [ GNotes | [7 CustomFields | [ 8FieldLoas(2) |
) ) [Year [Program Bill# il Charged| Paid Refund Adjus Bulanc:lﬂlDate Due Date Type  [GoTo ~
SHistory List | 5052 [CURBSIDE _ |001605-01 161.00 161,00 o5-Fob—2021 [31-Mar—2021 [R17 v o To bl
2021 [CURBSIDE  [001605-02 141,00 41,00 25 -Aug 2020 [25-5ep-2020 [R17 i
OEmailHistory | o051 JOURBSIDE (00160501 141,00 141,00 01-Har—2020 [30-Mar—2020 [R17
(2020 [CURBSIDE _ [001605-02 136,00 136,00 57-Aug—2013 [27-5ep-2019 [R17
2020 [CURBEIDE _ [001605-01 126,00 138,00 5-Feb—2013 [27-Har—2010 [R17
‘ (€ EEEE 12019 [CURBSIDE 001605-02 131,00 131,00 27-Aug-2018 |28-5ep-2018 |RT7
2019 [CURBSIDE _ [001605-01 131,00 131.00 26-F =b-2018 [27-Mar—2018 [R17
2016 [CURBSIDE _ [001605-02 125,00 125,00 55-Aug—2017 [P9-5ep-2017 [R17
(2015 [CURBSITE  [001605-01 125,00 125,00 Z5-Feh—2017 [27-Mar—2017 [R17
E017 [CURBSIDE  [001605-02 121,00 121,00 55-Aug—2016 [30-5ep-2016 [R17
2017 [CURBSIDE  [001605-01 121,00 121,00 55-Feb-2016 [25-Mar—2016 [R17
2016 [CURBSITE _ [001605-02 115,00 115,00 16-Aug—2015 [01-0ct-2015 [RT17
2016 [CURBSIDE _ [001605-01 55,83 55,63 53-Har—2015 [24-Apr—2015 [R17
2015 [CURBSIDE  [001605-02 110,00 110,00 01-Hov—2014 [p1-Dec—201d [R17
2015 [CURBSIDE _ [001605-01 110,00 110,00 01-May-2014 [31-May-201d [R17
2014 [CURBSIDE _ [001607-01 105,00 105,00 01-Hay—2013 [31-May-2013 [R17
2014 [CURBSIDE  [001605-02 105,00 105,00 01-Hov—2013 [01-Dec-2013 [R17
[2013 [CURBSIDE 001608-02 100,00 100,00 01-Nov—-2012 |01-Dec-2012 |RT7
[2013 [CURBSIDE _ [001604-01 100,00 100,00 01-May—2012 [31-May-2012 [R17
: 2012 [CURBSIDE  [001617-02 55.00 5500 01-Hov—2011 [01-Dec-2011 [R17
< More 12012 [CURBSIDE 001606-01 95,00 95,00 01-May-2011 [31-May-2011 |RT7 v

This screen will display all the bills that have been generated for this customer. To access this screen, click on the Bill
History button.

If there are more pages of bills, “More” will display in the lower left hand corner of the screen. Use the M
black arrow keys or [Page Up] and [Page Down] to display the bills.
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1 Customer 2 PRG Invoice (2) 3 Attachment (18] 4 Bil History 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (28)
[fear [Frogram [Bin= [ Charg Paid| Refund Adju Balance|Bill Date Due Date ype  |GaTo ~
2022 [ECHTULTHMRA [00136-00 A5G .54 493,34 |06-Aug-2021 [15-Aug-2021
2022 [SCHTULTEMA 13500 483 .34 493.34 PeFug-2021 |15-Aug-2021
E0ZL [SCHTULTRMA [P00103-00 241670 2.4156.70 [2a-Jur2021
0L [ECHTULTRMR [p00102-00 T,d16,70 | L,000,.00 1,418, 70 [2d-Jur-2021 € Voot >
—~—
[ il T
)
2021 Misc Billing Bill Payment Inquiry
Liks zoee | EREUEEGEE Year [z1 * Search, Tendered  CashBack Appfed Total
Actions 3 Owner FRAMINGHAN PUBLIC SCHOOLS Cash-C
4Srvadr B0 HARPIN STREET
S cust | DODOO0CS
&Parcel | [ - - ner
Bil Pavment Detai Pavment Trangactions QT Summary DAtacament (1) Spc Inv Text
Y B Agh
rt_m Charges| Net Eill] Faid] Refund] Adjustments| alance]  Pending|
KPR TUITICHS 2416, 70| 2416,70 | 1000,00 1416,70 | 500,00
Bil Type:
Reprint Bl
Emad Bl
Bill Totals 2416,70 2416,70 1000, 00 1416, 70 91670 Bal
Senvice Addrass Current Mailing Address
Al Panding Prres
Pending Adusts
Counber receipl
Gata Batch
an Payrme
Payment Date [5-Fug-202l  Amount Due
Payment Pending by ANTHEA Allow Ceerpayment =] $1,416.70

button located on the right.

5.1. History List

“Drill down” to the Bill Payment screen for a particular bill by selecting the desired bill and clicking the [Y Go to Bill]

Run a Customer Bill History Summary by clicking the History List button located on the left side of the screen. This

report displays the bills within the specified criteria.

The following prompt will appear:

Customer Bill History Summary

Optional: Enter Bill Year Range First Year: I:I Last Year:l:l
Optional: Enter Program Type |:|

Run as ® preview O Prit. O PDF O Excel
If Printing use Duplex @) ves () No

Lookup OK | | Cancel | | Clearal
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Customer Maintenance - Bill History
CustNo & ] Service Address
MName 1
Parcel# 1 Name 2
Primary ¢
Secondary Locations
Location : Street
City C - Line 2
City
1 Customer 2 PRG Invoices 3 Afttachments S‘ 4 Bill History D 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (2)
Program Bill# T Charged Paid| Refund Adjus Balance[Bill Date Due Date Type  [GaTo ~
CURBSIDE  [001605-01 161,00 161,00 25-Feb—2021 [31-Mar—2021 [RT7 [V Go To Bil
) 2R [CURBSIDE  [001605-02 141,00 141,00 25—-Aug-2020 [25-Sep-2020 [RT7 ]
‘”E"'“'“*‘”V 202INQURBSIDE_[001605-01 141,00 141,00 01-M=r—2020 [30-Mar—2020 [RT7
2020 &FSIDE 001605-02 136,00 136,00 27-Aug-2019 [27-Sep-2019 [RT7
| |[2020 [CORNJDE  [0pdE05-0] 122,00 126,00 25 Feb2015 27 Mar 2019 BT
¢ 2019 |CURBSING |0 10672-MBCUSBILHISSUM. REP Printed 09-Aug-2021 at 17:17:54 by MUPDEVS Page 1
[2019 |CURBSID i i
018 [CURESIIE Customer Bill History Summary
5018 [CURESIDE |0
5017 [CURBSIDE [0 Customer#: 00000003
5017 ORESTE (], Mg:::; CURESIDE SUBSCRIBER as of 17:17:54 on 09-Aug-2021
2016 [CURBSIDE |0 [ - S
2016 |CURBSIDE Y vear Bill# Program Charges Adjustments Refunds Payments Balance
2015 [CURBSIDE [0 ==== an -
5015 [CURESIDE  |0f 2022 001605-01 Curbside 161.00 .00 .00 161,00 .00
5014 [CURESIDE  [0f 2021 001605-02 Curbside 141.00 .00 .00 141.00 .00
5014 [CURESIDE  Jof 2021 001605-01 Curbside 141.00 .00 .00 141.00 .00
e e Lo o e o
2012 [CURBSIDE 1005019 001605-02 Curbside 131.00 .00 .00 131.00 .00
2012 CURBSIDE |04 5019 001605-01 Curbside 131.00 .00 .00 131.00 .00
More 2012 ICURBSIDE |04 2018 001605-02 Curbside 125.00 .00 .00 125.00 .00
2018 001605-01 Curbside 125.00 .00 .00 125.00 .00
2017 001605-02 Curbside 121.00 .00 .00 121.00 .00
2017 001605-01 Curbside 121.00 .00 .00 121,00 .00
2016 D01605-02 Curbside 115.00 .00 .00 115.00 .00
2016 D01605-01 Curbside 95.83 .00 .00 95,83 .00
2015 001605-02 Curbside 110.00 .00 .00 110.00 .00
2015 001605-01 Curbside 110.00 .00 .00 110.00 .00
2014 001607-01 Curbside 105.00 .00 .00 105, 00 .00
2014 001605-02 Curbside 105.00 .00 .00 105.00 .00
2013 001608-02 Curbside 100.00 .00 .00 100.00 .00
2013 001604-01 Curbside 100.00 .00 .00 100.00 .00
2012 001617-02 Curbside 95.00 .00 .00 95.00 .00
2012 001606-01 Curbside 95.00 .00 .00 95.00 .00
2011 001601-02 Curbside 92.00 .00 .00 92.00 .00
2011 001599-01 Curbside 92,00 .00 .00 92,00 .00
2010 001615-01 Curbside 85.00 .00 .00 85.00 .00
2010 001613-02 Curbside 87.00 .00 .00 87.00 .00
2009 001623-02 Curbside 72.00 .00 .00 7z.00 .00
2009 001623-01 Curbside 220.00 {148.00) .00 72.00 .00

6. TRANSACTION HISTORY

The transaction history screen displays all the transactions that have taken place with the customer. This screen is
presented in Year order, with the most recent transactions at the top.
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it Cust No Service Address
Actions Mame1  WILLIAMS KEVIM A
- Parcel# 1564 - - Marne 2 WATERMAN-WILLIAMS JACCUELINE
Primary
Secondary Location® 294 Streef® 394
Location Street FOPE RD Uinit#
City St Zip 00000-0000 Line 2
City CONCORD St MR Zip 01742-5228
1cCustomer | 2 Attachment (2 | 3 Bill Histary | ) T Hiatary) | Shotes | G CustomFields | 7 Field Logz ¢4 |
S Histary List Year Bill¥ Description Trx Date Charges Payments Other Display - Tran Code Desc. |
B 2016 (04881-01 1-Trash 2 Recycle Thu 01-Apr—2015 105,00 Billing
DSy L 2015 0048281-02 2-Trash 2 Recycle Thu 26-Mar-2014 110,00 Billing
B 2015 004882-01 1-Trash & Recycle Thu 26-Sep—-2014 110,00 Billing
2015 000000-00 2015-91-TOTERS-RTS 02-Fekb-2015 DELETE SUBSCRIPTION SERVICE
2015 000000-00 2015-95-BARRELTAGS-RT 02-Feb-2015 DELETE SUBSCRIPTION SERVICE
2014 Q0a872-02 2-Trash & Recycle Thu 25-Mar-2013 106,00 Billing
2014 00d882-01 1-Trash & Recycle Thu 26—Sep-2013 105,00 Billing
2013 O04872-02 2-Trash 2 Recycle Thu 23-Mar—2012 100,00 Billing
2013 004878-01 1-Trash # Recycle Thu 20-Sep-2012 100,00 Billing
2012 004852-02 2-Trash & Recycle Thu 25-Mar-2011 595,00 Billing
2012 004889-01 1-Trash & Recycle Thu 23-Sep-2011 95,00 Billing
2011 004828-02 2-Trash & Recycle Thu 26-Har-2010 92,00 Billing
2011 004854-01 1-Trash & Recycle Thu 24-Sep-2010 92,00 Billing
2010 001030-02 2-Trash & Recycle Thu 19-Mar-2009 87,00 Billing
2010 00d850-01 1-Trash & Recycle Thu 24-Sep-2009 87,00 Billing
2009 001034-01 1-Trash & Recycle Thu 28-Aug-2008 79,00 Billing
2009 001038-02 2-Trash & Recycle Thu 07-Mar-2008 74,00 Billing
2009 001038-02 2-Trash & Recycle Thu O7-Mar-2008 74,00 Billing
2009 001038-02 2-Trash & Recycle Thu O7-Har-2008 79,00 Billing
ﬁ 2009 001038-02 2-Trash & Recycle Thu 07-Mar-2008 5,00 Abatement
< )2008 001037-01 1-Trash & Recycle Thu 10-Sep—2007 74,00 Billing

Wlore /

If more than one page of transactions is available, “More” will be displayed in the bottom left hand corner of the

screen. Use the w black arrow keys or [Page Up] and [Page Down] to move between pages.

6.1. Additional Display Options

Display - Transaction #

Display - Tran Code Desc.

Display - Receipt #

Display - Check #

Display - Check Name

Display - Check Amount

Display - Cash Amount
Display - Other Amount
Display - Check Date
Display - Batch #
Display - Revenue Date
Display - User

Display - GL Batch
Display - GL Code
Display - GL Ref##/\Vou#

Display - Vendor

Display - WVoucher Date

Display - Transaction Desc

Display - Entry Date

Display - Post Date

1 Customer 2 PRG Invoices 3 Attachments 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field Logs (2)
[fear |(Bill# Description Trx Date Charges| Payments Other Display - Tran Cnd_e Dasc [ ~
[2022 1001605-01 |1-Trash & Recucle Thu |17-Mar-2021 161,00 MB = UNIBANK \
[2022 001605-01 [1-Trash & Recycle Thu P5-Feb—2021 161,00 BILL ‘
[2021 001605-02 [2-Trash & Recucle Thu [04-Sep—2020 141,00 ME — UNIBANK \
[2021 [001605-02 [2-Trash & Recucle Thu P5-Rug-2020 141,00 BILL \
The Display button over the last column on the screen is used to display
additional options on the screen. Click the button to select from the available
options for display on the screen.
1 Customer 2 PRG Invoices 3 Attachments 4 Bill History 5 Trx History 6 Notes 7 Custom Fields 8 Field L [¥4)
\Year |Bill* Description Trx Date Charges Payments Othe Display - Depostt Date: ~
2022 |001605-01 [1-Trash & Recycle Thu [17-Mar-2021 161,00 18-Mar-2021
2022 1001605-01 [1-Trash & Recycle Thu P5-Feb-2021 161.00 25-Feb-2021
2021 [001605-02 [2-Trash & Recycle Thu [0d4-Sep-2020 141,00 08-Sep-2020
2021 [001605-02 [2-Trash & Recycle Thu PS-Aug-2020 141,00 25-Aug-2020

Display - Voucher
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6.2. History List

The History List display the history of bills for a customer based on the criteria entered.

ﬂ Task 10670: Custonier Transaction History Listing

Customer Transaction History listing

Optional: Enter Bill Year Range From Year: || To Year:l
Optional: Enter Program Type I

Run as & Preview ¢ Print " PDF " Excel
If Printing use Duplex < Yes 1 No

Lookup | OK I Cancel | Clear All

Optionally select a Bill Year Range and/or a Program Type to drill down on the content or leave the prompts blank and
display all.

10670-MECUSTRNEIS.RER Printed 03-Feb-2015 at 08:15:28 by KATHY Page 1
Towm of ADMINS
Customer Transaction History Listing
Vear: 2016
Customerg: 00000001 Transactions posted on this account
Owner: CURBSIDE SUBSCRIBER as of 08:15:28 on 03-Feb-2015
Subscription: 01-May-2015 to 31-Oct-Z015
dervice Address: 394 POPE RFD
Parcel: 1564--
Transaction Transaction
Date Billed Date Due Bill# Fun# ZService Descriprion Trx Date Charges Adjustments Fefunds Payments Balance
0l-Apr-2015 0l-May-201l5 004851-01 1 Trash & Recycle Thursday Billing 0l-Apr-2z015 105.00 .00 .00 .00 1l0s.00
105.00 .00 .00 .00 los.00
*** Bill Total **% 105.00 .00 .on .on 105.00
Vear: 2015
Customerg: 00000001 Transactions posted on this account
Owner: WILLIAMS EEVIN A as of 08:15:28 on 03-Feb-2015
subscription: 01-May-2014 to
dervice Address: 394 POPE FD
Parcel: 1564--
Transaction Transaction
Date Billed Date Due Bill# Fun# ZService Descriprion Trx Date Charges Adjustments Fefunds Payments Balance
0l-May-2014 0l-May-z0l4 004851-02 2 Trash & Recycle Thursday Billing 26-Mar-z014 110.00 .00 .00 .00 110.00
110.00 .00 .00 .00 110.00
*** Bill Total **% 110.00 .00 .on .on 110.00

6.3. Summary List

The Summary List displays the bill history transactions for the customer in summary format based on the criteria
entered.
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ﬂ Task 10671: Transaction History Summary

Transaction History Summary

Optional: Enter Bill Year Range From Year: || To Year:l
Optional: Enter Program Type |

Runas & Preview © Print " PDF " Excel
If Printing use Duplex & Yes ¢ No
Lookup | 0]4 I Cancel | Clear All

Optionally select a Bill Year Range and/or a Program Type to drill down on the content or leave the prompts blank and
display all.

10671-METENHISSTM. REP Printed 03-Feb-Z015 at 08:22:47 by EATHY
Towr of ADMING

Transaction History Summary

Page 1

Year: 2016
Customer#: 00000001
Owmer: CURBSIDE SUBSCRIBER as of 05:22:47 on 03-Feb-2Z015%
Service Address: 394 POPE RD
Bill#: 004851-01

0l-Apr-2015 105.00 ao uli} oo 00 Billing
105.00 oo li} oo oo
Year: 2015
Customer#: 00000001
Owrer: WILLTAMS KEVIN & as of 08:22:47 on 03-Feb-2015
Service Address: 394 POPE RD
Eill#: 004351-02

Eilling

Year: 2015
Customer#: 00000001

Owmer: WILLIAMZ FEVIN & as of 05:22:47 on 03-Feb-2015
Zervice Address: 394 POPE RD

Bill#: 00485:2-01
Trx Date Charges Other Charges Adjustments Refunds Payments Description
Z6-Sep-z014 110.00 ao uli} oo 00 Billing

110.00 oo li} oo oo
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7. NOTES

Use the Notes screen to store notes about the customer. Add, delete, or email notes from this screen.

7.1. Add a Note

To add a note, click the Add A Note button located on the left hand side of the screen. This will add a record for this
customer with the current date and time and username. Use the Edit Note button to open a text editor; type the note
information for this record; when prompted, save the note.

The notes will appear in chronological order, with the most recent note appearing at the top of the screen

Fill in or select from the lookup the category associated with this note. For instance, INVSTK for an invalid sticker. Click
the Edit Note button to add and/or edit a note to the line. The category may be left blank.

P ae—
1 Customer 2 PRG Invoice (4) 3 Attachments 4 Bill Histor S Trx Hist 7 Custom Fields 8 Field Logs (14)

Date [Time User Categony[Notes [wan\
9 Add A Note T .
10-Aug-2021 [12:09326, [THERESA [Send a copy to Mary Stevens, email: mstevens@gnail 7 gedit Note )0 EmailNow Delete
00:00:00. [THERESA b il
| /l,
&) Edit Note for Customer 00000086 [ a X
File Edit View Inset Format Help
Di=|a| SR al -|o@lo| B
[Courier New (Westem) ~] [0 _vl B|7|u|@| [z =|=]| =
_g""""‘"‘""1""""’""""'"'""5"""‘¢."""""
Send a copy to Mary Stevens, email: xr.s:evens@g‘mall.cmﬂ
For Help, press F1 Ln 1, Col 55 NUM

Once note text has been added, the Email Note button will display.

7.2. Email Note Now

Email any note “now” to alert someone to this action as opposed to setting up a reminder for future reference. Click
the [Email Now] button to access the prompts and indicate to whom the note will be sent.

&
(Y I The [Email Now] button will not appear on the line until a note has been entered.

This works the same way that emailing an attachment works, as shown above.
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1 Customer 2 PRG Invoice (4)

3 Attachments 4 Bill Hist 5 Trx His 7 Custom Fields 8 Field Loas (14)

Date Tlime User E [Buttons
9AddANcte | o 5051 [12:09:126, [THERESA Send a copy to Mary Stevens, email: nstevensignail , BEdiNmu@ Now) Deete ||
[00:00:00, [THERESA
% [AUC] 10000-Customer Maintenance [theresa) L 2

Sending Attachment via Email
Optional: Enter Contact Name | Mary Stevens

Optional: Enter Note Per request, the notes are being sent to you.

Optional: Enter Note

Required: Enter Email Address @ il.com,th dmins.com|

Cancel Clear All

7.3. Delete a Line

10 August 2021

If a Line Note was added in error and should be deleted, clilck the [Delete] button on the highlighted line.

L p——
1 Customer 2 PRG Invoice (4) 3 Attachments 4 Bil History S Trx History 7 Custom Fields 8 Field Logs (14)
Date Time User Category|Notes [Buﬂons

GAddANote | | e S0P [12:09126, [THERESA

Send a copy to Mary Stevens, email: mstevensBgmall. | 8 EdiNote 0 Email NoW | Delete

00:00:00, |THERESA

8. CUSTOM FIELDS

These fields are used for any type of information. There are sections on this screen that allow for different types of

information to be stored.

e 9 fields available for 30 Character data

e 5 fields available for 80 Character data

e 5 fields available for dates

e 5 fields available for numeric values with 2 decimal places
e 5 fields available for numeric values with no decimal places
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Customer Maintenance

Goto.. Cust Ho 5000000 Service Address
Name1 |
Act
o Parcel# | - - MName 2 |
Primary
Secondary Locations Street# |
H Add Cust
shee Location Strast Unité |
City St Zip  00000-0000 Line 2
¥ Delete Cust
¥ Delete Cut City st[ Zip poooo-0000
Z Add Invoice

1 Customer | 2 Attachmerts | 3Bl History. | 4 Trsx History | Shotes | I & Custom Fields | ZFigd Logs |

L Search | User Defined 30 Characters User Defined Dates
User Defined #1 . User Defined #1
S | User Defined #2 - User Defined #2
B User Defined #3 User Defined #3
User Defined #4 User Defined #4
User Defined #45 User Defined #45
User Defined #6
User Defined #7 User Defined Decimal 2 Places
User Defined #8 User Defined #1
User Defined #4 User Defined #2
User Defined #32
User Defined 80 Characters User Defined #4
User Defined #1 User Defined #5
User Defined #2
User Defined #3 User Defined Decimal 0 Places
User Defined #4 User Defined #1
User Defined #45 User Defined #2
User Defined #3
User Defined #4
User Defined #45

The description of these fields can be changed by using the User Defined Labels screen. This screen can be found in
Misc. Billing » Module Maintenance P User Defined Labels.

User Defined Labels

Goto..
Actiops
Customer Custom Field Labels

User Defined 30 Characters User Defined Dates

UserDefined #1  Jzer Defined #1 UserDefined#1  Dser Defined #1

UserDefined#2  [Izer Defined 82 UserDefined#2  [lzer Defined %2

UserDefined#3  [Iser Defined #3 UserDefined #3  [ser Defined #3

UserDefined #4  |ser Defined #4 UserDefined#4  Jser Defined #4

UserDefined #5  Pzer Defined 45 UserDefined#3  ser Defined #5

UserDefined #5  [Jser Defined #6

UserDefined #7  [Jzer Defined #7 User Defined Decimal 2 places

UserDefined #8  ser Defined #8 UserDefined#1  Dser Defined #1

UserDefined #3  |Jser Defined #3 UserDefined#2  ser Defined #2
UserDefined#3  [ser Defined #3

User Defined 80 Characters UserDefined#4  |ser Defined #d

UserDefined #1  Jzer Defined #1 UserDefined#3  ser Defined #5

UserDefined #1  [Jzer Defined #2

UserDefined #3  [lzer Defined #3 User Defined Decimal 0 places

UserDefined #4  |ser Defined #4 UserDefined#1  Dser Defined #1

UserDefined #5  ser Defined 45 UserDefined#2  Pser Defined #2
UserDefined#3  [Jser Defined #3
UserDefined#4  [ser Defined #d
UserDefined#5  [lser Defined #5
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9. FIELD LOGS

This screen displays changes that have been made to the customer record in change date order.

Customer Maintenance - Field Logging

CustNo f§ Senvice Address

MName 1  WILLIAMS KEVIN A

Parcel¥ 1584 - - Mame 2 WATERMAN-WILLIAMS JACAUELINE
Primary
Secondary Location# 394 Streett 294
Location Street POPE RO Unit#
City St Zip 00000-0000 Line 2
City CONCORD S5t MA Zip 01742-5228

1 Customer 2 Attachmerts 36l History 4 Tr Histary Shictes & Custom Fieids 7 Fiet! Losgging

Change Date  Time User Field From(To Where Changed

18-Dec-2014 09:42 ANTHEA E-Mail Bill Chkbox CUSTUPD
T

18-Dec-2014 09:42 ANTHEA Email CUSTUPD
antheaBadnins .con

02-Feb-2015 11:27 KATHY Service Tups CUSTUPD
Enrolled in Program TOTERS Service RTH

02-Feb-2015 11:32 KATHY Service Tupe CUSTUPD

Enrolled in Program BARRELTAGS Service RTG

10. FREQUENTLY ASKED QUESTIONS

10.1. How Do | Change an Enrolled Program From One Service Type to
Another?

If the customer is currently enrolled in RT8 (Trash and Recycling Friday) and wants to change to just R8 (Recycling
Friday) do this: (To transfer services, see section 2.6 to see if this enrolled service can be transferred.)

1. Stop the current subscription. Click the STOP SERVICE button and enter the current date.

Program Enrollment M Erwod in Sarvice Enroliment only available for Bill Types 90001
Program Sanice Descrighon Gty Enmolled Start Date End Date Stop Date Last Billed
CURESIDE FT8 Trash & Recucle Friday | Pil-Haw-2014 rl-How-2015 Bl-Rer-2016 [ | 30p Sarvice

| I | | I | I S

Figure 2 Before

Program Enroliment t Enroll in Service | Enroliment only available for Bill Types 90,91

Program Service Description Gty Enraolled Start Date End Date Stop Date Last Billed

CURBSIIE RT2 [Trash & Recycle Friday | 01-May—-2014 P1-Now-2015 F0-Apr—2016 28-May-2015 01 -0oy-201 SI Start Service I
[ [ [ [ [ [ I

Figure 3 After — the stop date is shown in red in the Stop Date field
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2. Enrollin the new Service. Click the ENROLL IN SERVICE button
Program Enrollmant Enrollrmsnt onhy mvailable Tor Bill Types 90,91
FProgeam Sersice Descnpbon @ty Emvolled Slad Date End Dale Stop Date Last Billed
[DEESIDE  RTE firash & Recycle Friday | P1-Hay-2014 p1-Hov-2015 Bo-fpr-2016 28-May-2015 0 12| Stert Service |
I I I I | | ] I
Figure 4 Enrolling in a different service
Fill in the required fields; click on [OK] when finished.
1 [AUC] 10000-Customer Maintenance [theresa] X
Enroll in a Service
Required: Enter Program Type ‘| I ‘
Required: Enter Service Type
Optional: Enter Qty
Required: Enter Enroliment Date (mmddyyyy]
Lookup Cancel Clear All
3. Create and print the bill for the new service. Click the [Print Bill] button next to the new service.
Program Enroliment M Erecdl in Service Ensoliment only available for Bill Types 9091
Frogram Serice Description Gty Emrolled Start Data End Diata Stop Date
CEesiE  Fo Fecucle Fridey | B Fo—2015 | | Prird B__Dhbeiets Service
CLEESIDE  RT8 Trash & Recucle Fridey | Pl-Han=2014 D 1-Hov=-2015 Bl-Apr-2016 Z8-Hau-2015 0F 2075 | Stert Service

Figure 5 Print the bill for the new service

10.2. How Do | Start A Subscription After The Stop Date Is Set?

If the enrolled program has been stopped and the customer wants the service to start again there are a couple of
options.

If the customer has a Bill in the current bill cycle and the billed amount should be PAID IN FULL, then go to
the Bill Payment screen and pay the bill in full. Once the bill payment has been posted — it will automatically
remove the stop date and the customer will be added to the next Current Subscribers Report issued.

If the customer has a Bill in the current bill cycle and a prorated bill needs to be issued for a different amount
than what was billed, then run the START SERVICE process described in section 2.5.

If the customer does not have a bill in the current bill cycle, run the START SERVICE process described in
Section 2.5.

10.3. How Do | Start A Recurring Program After The Stop Date Is Set?

If a recurring program (PRG Inv) has had the stop date set, go to the customer program invoice tab, and remove the
stop date by pressing [SPACEBAR + ENTER]; the next time the program is invoiced it will be included.
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