ADMINS Unified Community MV-195 Combined Billing Table
Motor Vehicle Excise Tax 11 March 2020

Taxpayers can have multiple vehicle registrations, and as such, multiple Motor Vehicle Excise bills. To provide a
consolidated list of bills for a taxpayer, use the Combined Registration Table. Select Motor Vehicle ) Tables b
Combined Registration Table (Motor Vehicle) to group multiple bills for an owner.

Note: this feature allows grouping of registrations that currently exist in
the bill history file. Grouping and ungrouping registrations does not add
or remove registrations from bill history.

list

Create a
‘ "Primary"

DUV, h Email or Print
Add linke i
registrations) ' consolidated

1. Create Primary Registration

To begin, click on [2 Add Primary] to create a Primary Registration (“parent” record). A Primary Registration
number is used to group registrations together for reporting purposes.

1.1. [2 Add Primary] ™™

Combined Registration Table The system will display a
prompt for the Primary

Registration number. Select
the registration from a lookup
of all registrations currently in
Bill History or enter it into the
field. Click [OK].

B | [AUC] 8430-Combined Registration Table [theresa] x

Add Primary Registration List
Required: Enter Primary Registration# || v65234|

2 Add Primary

| —
Lookup ‘g' Cancel Clear All

! ! ]
[ | | I

3 Delete Primary

Figure 1 Adding a Primary Registration

A Primary Registration (“parent” record) may have multiple linked registrations (“child” records). A Primary
Registration cannot appear as a linked registration (“child” record) on another Primary Registration list.
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ADMINS Unified Community

MV-195 Combined Billing Table

Motor Vehicle Excise Tax

1.1.1. Information & Error Messages

When adding a new Primary Registration,
the system checks that the registration
number entered does not already belong to
another primary registration. A popup will
show the Primary List on which the
registration already appears.

When adding a new Primary Registration,
the system checks that the registration
number is a valid number in the Billing
History files; if it does not, an information
message will pop up:

1.2. [1Add Line] "

[AUC] 8430-Combined Registration Table X

o Reg#® LV65234 already used on Primary List 594658

[AUC] 8430-Combined Registration Table X

0 ZZZTOP is not a valid Registration® in Billing History

11 March 2020

Add Linked Registration(s) to Primary Registration

Combined Registration Table

Goto.
Primary Registration# =R

ACT LEASING INC
215 SALEM ST

Actions

Current Bill Year 2013

Button

JGIROUK, PRUL J 20 BRODKFIELD LN

S Delete.

Line® [Rege [Owner Address
1 594658 ACT LERSING INC 215 SALEM ST
3 LVe6772 JACT LEASING INC 215 SALEM ST
3 CT LEASING INC 215 SALEM ST
JRCT LEASING INC 215 SALEM ST
2Add Primary S

3 Delete Primary

4 Eat List

0 Combined Bils.

-- Added 15-Jan-2020 By THERESA Changed 15-Jan-2020 by THERESA

Figure 2 The Primary (“parent”) registration with several linked (“child”) registrations

Combined Registration Table

Primary Registration# EIFEFA

11 HIGHLAND RD

Current Bill Year 2019

Line# [Reg# [Owner |Address

[Button

1 [2WT 226 11 HIGHLAND RD

[ZWT ASO

R

2HTARED

Establish links by typing
the registration number
directly on the screen. If
the registration number
entered is found, and
there is a current year
bill for the registration
number, the system will
populate the Owner
Name and Address
fields.

If the registration being
added does not have a
current year bill, (that
matches the Current Bill
Year shown on the
screen), the Owner
Name and Address
Fields will be blank, as
shown on lines 3 and 4
in Figure 3.

Figure 3 Registration numbers that are linked but have no current year bill — will not show owner or address

As new numbers are entered, the system verifies that the numbers do not already belong to another primary

registration.
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ADMINS Unified Community MV-195 Combined Billing Table

Motor Vehicle Excise Tax 11 March 2020

By default, the system provides five lines for linking registrations; if more are needed, select the
[1 Add Line] button; the system will display a new numbered line ready for data entry.

Continue entering until all the registrations to be linked appear in the screen.

1.2.1. Information & Error Messages

If the registration number does not exist in
billing history, the system will display a

message to check the registration number:
Check Error X
When entering the registration number, check
for: o E8431-Registration® not exist in Billing History. Check Registration=
alpha “0” (oh) versus a numeric “@”
(zero)
alpha “1” (ell) versus a numeric “1”
(one)
Check Error X

If the number is found on an existing
combined registration list, the system will

. . . E8430-Registration® already used in another Primary Registration List
display an information box: o

3 Delete Primary

1.3. Deleting a Primary Registration

To delete a primary registration, it is not necessary to delete the linked registrations. Simply click on the [3 Delete
Primary] button. The system will pop up a confirmation prompt; click on [Yes]. This will delete the entire list and
release the primary and linked registrations for use on other combined lists.

Combined Registration Table
Goto.
A Primary Registration® FCT LEASING INC Current Bill Year 2019
- 215 SALEM ST
in: [Owner [Rdaress [Button
1 58 ACT LEASING INC [215 SALEM ST
1AddLine 5 JRCT LEFSTIG TIC [o15 SALEW ST
5 [T LEFSIIG T 15 SALEN ST
FCT LEASING INC [215 SALEM ST
S Prowary, 3 [BIROUX, PALL J [0 BROOKFTELD LN
I 3 Delete Primary
P
ESt — [AUC] 8430-Combined Registration Table
\

0 Combined Bas.

o Are you sure you want to delete Primary List 594658

[T

w =]

Added 15-Jan-2020 By THERESA Changed by Lkup up.

Figure 4 Deleting a Primary Registration from the Combined Registration Table
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ADMINS Unified Community MV-195 Combined Billing Table

Motor Vehicle Excise Tax 11 March 2020

1.3.1. Remove a Linked (“child”) Registration from a Primary Registration

There are two methods to delete a linked

combined Regisration Table registration; either click on the [5 Delete]
- e Surms button to remove the entire line or position
T — T poton - the cursor in the Reg # field and hit
4 LVee772 PCT LERSING INC 215 SALEM ST
@ o {Spacebar}|{Enter}.
N — : - The blank line that results may be re-used
~ for another linked registration. If all five
@ oo sestons sty s st vy e lines are not used, leave them blank. The
== primary registration is always the first line
on the list and cannot be edited or deleted.

Figure 5 Adding linked registration numbers to a primary registration

1.4. [4 Edit List] L=

Click on the [4 Edit List] button to print an edit list of all the Primary registrations with their linked registration
numbers. The Edit List may be filtered to select between one and nine primary registration numbers. An example is
shown in Figure 6 — “Run as” Excel®.

@ =} | = Combine_Reg#_Table_8431_THERESA[3]xml - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
G28 - 4
A B C D E F

1 |Primary-Reg# Primary-Owner Line Reg# Owner Address

2 [101WOA 1 101WOA ADON ST

3

4 10715 1110715 VIAIN ST

5

B |2WT226 ] 1 2WT226 HLAND RD

7

8 |AAF12 ] 1 AAF12 SHINGTON ST
9 2 1435P8 WAIN ST

10 3 GL63 YVILLE XING
11

12 |D31494 ] 1 D31494 IERESA RD
13 2 CA3268G NECT

14 3 8365WJ “NTER ST

15 4 SN76DB {EDY RD

16 5 TZCK30 MAIN ST

17 6 4HX358 MBARCADEROC DR
18

19 |504658 ] 1 594658 [LEM ST

20 2 LVBETT2 [LEM ST

21 3 LVB5373 {LEM ST

22 4 LVB5234 {LEM ST

23 6 X8883 JOKFIELD LN
24

4 4 » M| Mecombregedt /%3 < i

Ready | ||ER = 100% (=)

Figure 6 Sample Edit List in Excel® format (names and addresses intentionally obscured)
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1.5. Generate a Combined Bill Statement

0 Combined Bills

11 March 2020

Click on the [0 Combined Bills] button to generate the consolidated statement. The report may be emailed to any
valid email address; the fields are described below Figure 7.

[tine=TReg= — JOwner

Combined Registration Table
Goto.
O Primary Registration® [100375 DAILEY. JAMES P IR CurrentBill Year 2019 USeS“;(hebf‘al\‘ddress :Im file for
65 BLACKSTONE ST e bill year shown
[adaress [Button [~]

14dd Line u
Combined Bill Statement [Motor Excise]
2 Add Primary Required: Enter Commitment Year
3 Del - q Enter Primary Regi

All linked registration numbers are

2019 | available in the lookup to make it

4 Ean List Optional: Enter Email Address

Optional: Enter Note 1

Required: Calculate Interest Thru (mmddyyyy] 15-JAN-2020

0 Combined Bils Optional: Enter Note 2 10715 2013 006338-00 GOODHIN, CHARLES R 10715
2WT226 2013 000027-00 ABELLANA, HERVIN DELACRUZ 2W1226 =

Optional: Enter Note 3 RRFL2 2019 000002-00 ARF LERSING CORP RRF12

14358 2013 000008-00 AEBIS, JOSEPH A ARF12

Biidsa 2013 000003-00 AARONT. BANFEL € - Hias

o 1494 1 i~ . DANTEL 1494

Pun as @ preview O Print O PDF CA32686 2013 000016-00 ABBRUZZESE. ROBERT
0028-00 AEl

easy to find the registration number

B1 Combined X
Quner Prinary  Tof

79 2019 003804-00 DAILEY . E! 100379

101H0A 2019 009876-00 MATTHEWS. CLIFFORD A 101H0A

RS (LR (@ Sirabs 3015 S00055-00 A
7ZCK30 2013 000036-00 AH i i i i
Lookup Gisae 2013 o00ose-00 ncd  The Prlmgry Registration
594653 2019 000163-00 AC}  number is shown here.
LVe6772 2019 000166-00 AC|
LV5373 2013 000167-00 AC E

LVES234 2019 000169-00 AC

HE8a3 2019 006198-00 GIROUK, PALL J 534658

v

Find  Search| Cancel Help Eof

Figure 7 Generating a Combined Bill to be printed or emailed

Prompt (Required in Bold)

Description

Enter Commitment Year

' Enter the four-digit year for the bills being combined and reported on. Bills
to be combined must be from the same commitment year.

Enter Primary Registration #

Enter the “Primary” or “parent” registration number — selecting it from the
lookup ensures that the correct number is chosen.

Calculate Interest Thru

Enter the date for the calculation of interest. The value will default to the

current date but can be changed as needed. The format is mmddyyyy — so
January 15, 2020 should be entered as 01152020 or may be selected from
the calendar lookup.

Enter Email Address

If emailing to a requestor, enter the email address here. A copy will be
delivered to the person running the report if their email address is entered
on the user profile table.

Enter Note 1

If a note is to be included in the body of the email, enter it here. Eighty
characters maximum in this field; use the Note 2 and Note 3 fields if more is
needed.

Enter Note 2

Additional notes to be included in the body of the email.

Enter Note 3

Additional notes to be included in the body of the email.

Run as

This report should always be run as © PDF

If Printing use Duplex

The default varies from site to site and is set by the ADMINS installer
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The same report is available from the Motor Vehicle Excise Reports menu and the Collections P Reports P Report

Library:

Metor Excice Report Library Collections
Commitment Process
Account Maintenance > HEROHE) ~
e Run
Abatements » [4705-Balances as of {(Trial Balance} Run
Demand Process [4648-Projected Balances as of Run
[461d-Parcel Outstanding Balance Run
Rlampiiee 4708-Rged Receivables Report Run
Registry Marking Process [4616-0utstanding Balance by Parcel for an Account Run
Registry Clearing Process I —
[4532-Motor Excise Outstanding Balance Report Run
Queries : 4533-Motor Excise - 0/5 Balance - Tax only Run
Reports > ADMINS Report Generator 46d5-ME Bills Fully Abated with Dutstanding Fees Run
S ’ Comub e nS b ) AT55-Fills Fd in Full u/ eaid Collectar Fess o
Module Maintenance Commitment Detail 9613-Parcels Marked Bankruptcy Run
Interfaces/Imparts Summary Bill List 4740-3 Year Average Payments Run
[d7d1-Late Padgment List Run
Site Specific Bill Transactions [4640-Bills by Category Group (RE Only) Run
Helo Ref Lib Abatement History [5958-Top Taxpagers Run
€lp Rererence Library List Vehicl E Bill [4615-Credit Bills with Prior Year Balances Run
1stiehicles on £_Billing [4647—Fes Pagnent Summary Run
Motor Excise Tables AuditRepert | /== —
Motor Excise Balance Audit Report 4750-Bill Notes Report Run
[4751-Bill Attachment Report Run
Motor Excise Interest Audit Report S ————
Motor Excise Vehicle Value Audit Report 5229-Conbined Bill Statement (Real Estate) Run
— = T o 5 Run
ME M) Vehicle Info Audit Report . " "
AT AR EGEO—Cnmblned Bill Statement (Motor Excise) || mn
Combined Bill Staterment (Motor Excise) Y v
Retrieve Qutput Files
1.5.1. Report Layout
Page 1
Printed: o 10-Jan-2020
There are unpaid balances on your account(s) that are now due.
This balance must be pald upon receipt to aveld further interest and/or pemalties. o
Owner o AARON, DANIEL C
Location : 246 THERESA ERD
Type Motor Exci
Bill Year : 2019
Interest throu 10-JAN-2020
Registration#/Owner Bill# Net Charged Interest/Fees Balance Now Due
031494 AARON, DANIEL C 000003-00 $8.75 $8.75 31-0Oct-201% $8.75
CA326BG ABBRUZEZESE, RCE 00001&-00 $772.92 $772.92 31-0ct-2019 3772.92
8365WJ ABERNETHY, BRIAN 000028-00 $95.00 $95.00 31-0Oct-2019 $595.00
SN76DE ABERNETHY, DANA 000032-00 $167.5 5167.50 31-0ct-2015 5167.50
TZCK20 AERAMS, GAYLE L 00002&-00 537.50 $37.50 31-0Oct-201% $37.50
4HX3BB ACAR LEASING LTD 000045-00 $306.25 5306.25 31-0ct-2019 5306.25
$1,387.92 $1,387.92
Please contact this office if you have any gquestions regarding this notice
E Ph: 617.454.5100
1ail To: ADMINS Collector/Treasurer
219 Lewls Wharf
Boston, MA 02110

Figure 8 The Combined Bill Statement explained
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ADMINS Unified Community MV-195 Combined Billing Table
Motor Vehicle Excise Tax 11 March 2020

The report layout — Header section— numbers below correspond to the numbers on Figure 8
1. Date report printed

2. Variable messages depending on if any of the bills are overdue

3. Owner of the primary registration#

4. Address of primary registration owner

5. What bill type is being combined (this example shows Motor Vehicle; combined bill statements are available for
Real Estate and Personal Property as well)

6. What bill year was used

7. Interest (if any) will be calculated through this date (Interest is not calculated if MODCTR 4045 is set— usually
#33 for the demand category. If demands have not been run as yet, no interest will be calculated —. If MODCTR
4045 is blank then interest will be calculated if a bill is overdue)

Note: the detail section (#s 8 — 14) of the report will be in Bill# order

The report layout — Detail section— numbers below correspond to the numbers on Figure 8

8. Registration# and owner name of each of the registration numbers entered on the combined registration table

9. Bill Number

10. Net Charged (this is the Bill charges minus deductions, if any)

11. Any interest and fees

12. Total balance owed

13. Bill due date of the first quarter that has an outstanding balance

14. Now due is the amount that is past due

15. Collections forms Table data for the municipality address and phone
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Forms Text and Parameters

Bill Year Bill Type PO Motor Excise * = Required
1 General 2Real Estate 3 Personai Property 4 Motor Excse 5 Revenue Colection
Department Title  [Collector

* ADMINS Collector/lreasurer
P19 Lewis Wharf
* [Boston, MA 02110

Address line 1
Address line 2
City, State & Zip

The address shown in #15 is set via
Collections P Tables P Forms Text and
Parameter ) [ 4 Motor Excise].

Header Line 1
Header Line 2
Header Line 3 [

17505100
[

For 3 part bill form

Footer Line 1 * [Tax Collector, Town of ADMING Title on Stub 1 COLLECTOR COPY
Footer Line 2 P19 Levis Wharf Title on Stub 2

Footer Line 3 [Boston, MA 02110 Title on Stud 3 REMIT COPY
Seal Location [Formsrpt :abe_seal prg Excise rale

SIG Location [ MName format O FirstLasr

AXPAYER COPY

OLast, First

Figure 9 The Collections P Tables » Forms Text and Parameter P [ 4 Motor Excise] tab

1.5.2. Email the Statement to Any Valid Email Address

Once the bills are grouped, run a report of all the Motor Vehicle Excise bills for the requestor. The report may be
emailed or printed for distribution. The report includes outstanding balances and interest. The emailed report will
be produced in PDF®; always Run as ® PDF® to preserve the formatting and appearance.

B Task 8650: Combined Bill Statement (Motor Excise)
Combined Bill Statement (Motor Excise)

Required: Enter Commitment Year

2019
D31494

Required: Calculate Interest Thru [mmddyyyy) |15-JAN-2020

Required: Enter Primary Registration#

Optional: Enter Email Address

Optional: Enter Note 1
Optional: Enter Note 2

ese optional note fields are included only on the email that is sent to i

\ PDF File sample of
the combined bill

email address entered in the field "Optional: Enter Email Address" shown above,

Optional: Enter Note 3

e notes will not be visible on the statement itself. /

statement as an

@ PDF
O No

emailed attachment

Dear Ta

These optional note fields are included only on the email that is sent to the email
address entered in the field "Optional: Enter Email Address" shown above.
These notes will not be visible on the statement itself.

Lookup Cancel Clear All
COMBINED BILL STATEMENT
b theresa@admins.com 5 W 5/2020 3:07 Page 1
b & support Printed: 15-Jan-2020
Combined Bill Statement for Motor Excise From Town of Admins
o mere are unpaia balances on your account(s) that are now due
| & Combined Bill_Statement_ 4644 THERESA[S].pdf (7 KB) This balance must bs paid upon receipt to avoid further intersst and/or penalties.

Motor Excise

2018
15-JAN-2020

Boston, MA 02110

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

Mail To

Registration#/Owner Bill# Net Charged Interest/Fees Balance Bill Due Now Due

Please find attached your co for Motor Excise Year 2019 LveerT2 - 000166-00 576.25 31-0ct-2019 576.25

Lves3T3 Z 000167-00 57 573.75

Thank you 594658 000168-00 $5 $522.50

LVE5234 1 000163-00 5 $50.00

Theresa 1064EG | 00810-00 4 $40.00

Collector 104XKEM z 011€31-00 s $106.25
ADMINS Collector/Treasurer

219 Lewis Wharf
$868.75 $868.75

Please contact this office if you have any questions
Ph: 617.494.5100

regarding this notice.

ADMINS Collector/Treasurer
219 Lewis Wharf
Boston, MA 02110

Click on a photo to see social network updates and email messages from this person A

Figure 10 Sample Combined Registration report may be printed or emailed
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