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1. Create Primary

Property) to group multiple bills for an owner.

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

P—

Add
linked
accounts

g

Email / Print
Consolidated

Report

bills. To provide a consolidated list of bills for a taxpayer, use the Combined Account
Table. Select Tax P Tables » Combined Account Table (Personal

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

1.1.

[2 Add Primary]

2 Add Primary

Combined Account Table (Personal Property)

Goto.
Primary Account FICERERES VARTOUS
Actions
ine* [Accaugt Locien i e Teron .
T 5 s — - . | sbeeie
1Add Line 5 1071 u Int lable €
5 111§ N 2
Add Primary Account List
&
=
2Add Primary {1 ¥ Required: Enter Account? 190210
4 Edit List
oCantine s Clookp ) 0K Cancel | Clear Al
T
| | |
1 Account Numm
Account DBA Ouner Tof
00010 - CHAMPAGNE DIANE M A~
100020 - - PARADY CAROLE PARADY CAROLE
100050 - - MANCHESTER DAVID A SR MANCHESTER DAVID A SR
100070 - - BELLINGHAH PARTS PLUS. TNC CHRIS REMTLLARD
100080 - - BLOCH STEPHAN R BLOCH STEPHAN R
100120 - - RT 126 GETTY MART INC RT 126 GETTY MART INC
100130 - - GETTY PETROLEUM MARKETING INC GETTY PETROLEUM MARKETING INC
100140 - - BRARRETT CARIE BARRETT CARIE
100150 - - CHARLIES TIRE + SRV CTR INC CHARLIES TIRE + SRV CTR INC
100170 - - R P SHITH TNSURANCE AGENCY THC R P SMITH TNSURGNCE AGENCY THC
100210 - - VETS PACKAGE STORE INC VETS PACKAGE STORE INC
100230 - - BELLING PALACE FIZZA LLC HATZOPOLLOS PHIL
100240 - - BILEAU JOSEPH JR BILEAU JOSEPH JR
100270 - - LIBERTY AUTO BODY INC CARMEN CASTELLANA
100280 - - BELLINGHAM VETERTNARY CLINIC ETSENHUT NANCY
100250 - - SPCAP THC PROVAZZA STEVEN
100310 - - CARTIERS FUNERAL HOME TNC CARTIERS FUNERAL HOME TNC
100320 - - CASAVANT JACQUELINE V CASAVANT JACQUELINE V
el 26 I 2020 By TLERESAChanged] by, 100330 - = SANTORD NICHOLAS SANTORO NICHOLAS v

Find Search  Cancel Help

Eof

Figure 1 Adding a Primary Account
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The system will display a prompt for the Primary Account number. Select the account from a lookup of all
accounts currently in bill history or enter it into the field. Click [OK].

A Primary Account (“parent” record) can have multiple linked accounts (“child” records). A Primary Account
cannot appear as a linked account (“child” record) on another Primary Account list.

1.1.1. Information & Error Messages

[AUC] 9030-Combined Account Table (Personal Property) =
When adding a new Primary Account, the
SyStem checks that the account number o Account 111870 - - already used on Primary List 100690 -
entered does not already belong to another
primary account. A popup will show the
Primary List on which the account alread :

: ’

appears.

[AUC] 9030-Combined Account Table (Personal Property) X

When adding a new Primary Account, the
system checks that the account number is a o zrzz - - s not avalid Account. Check Account Update screen
valid number in the Billing History files; if
not, an information message will pop up:

1.2. [1AddLine]l_“™ |Add Linked Account(s) to Primary Account

Combined Account Table (Personal Property) EStabI ISh Ilnks by typlng
- et o the account number
directly on the screen. If
e i’: — i TS 0 Bt i : the account number
e - e TR T entered is found, and
2Add Primery 106590 - - 1 WILLLIAM WY T M C SERVICES INC . !
: e— S there is a current year

3 Detete Primary

bill for the account
number, the system will
ocorenesom populate the Location
and Current Owner
fields.

4 EdR List

- Added 24-1an-2020 By THERESA Changed by Lkup

Figure 2 The Primary (“parent”) account with several linked (“child”) accounts

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

By default, the system provides five lines for linking accounts; 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 accounts to be
linked appear in the screen.
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1.2.1. Information & Error Messages

If the account number does not exist in billing
history, the system will display a message to Check Error X
check the account number:

ES030-Invalid Account. Check Personal Property Account Update

When entering the account number, check for: screen
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
account list, the system will display an o E9031-Account already used on another Primary Account List
information box:

3 Delete Primary

1.3. Deleting a Primary Account

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

Combined Account Table (Personal Property)

Primary Account 140 DEFOT ST

Actions

[Line# [Account |[Location Current Owner [Button ~
T [tierio - - 140 DEPOT ST 0 FLEET TRUST
1Add Line - —
5
T
2/Add Primary
| 3 Delete Primary™
i\\ [AUC] 2030-Combined Account Table (Personal Property)
4 Edit List N
\ o Are you sure you want to delete Primary List 112710 -
0 Combined Bis

- Added 09-Mar-2020 By THERESA Changed by Lkup

Figure 3 Deleting a Primary Account from the Combined Account Table
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1.3.1.

There are two methods to delete a linked (child) account; either click on the [5 Delete] button to remove the entire
line or position the cursor in

Remove a Linked (“child”) Account from a Primary Account

Combined Account Table (Personal Property)

the Account # field and hit
P L= {Spacebar}|{Enter}.

O e Gty ERTEN WeS SR - )
e e oo o — Any ensuing blank line may
:"ﬂ: _ E— — be re-used for another linked

— account. If all five lines are
i not used, leave them blank.
The primary account is
always the first line on the
list and cannot be edited or
deleted.

0 Combined Bils

-- Added 24-Jan-2020 By THERESA Changed 09-Mar-2020 by THERESA Lkup

Figure 4 Deleting linked account numbers from a primary account

4 Edit List

1.4. Edit List

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

A B c D E F G
1 |Primary-Account Location Line Account Location Current-Owner DBA-Name
2 |100650 - - VARIOUS 1100650 - VARIOUS MASS ELECTRIC MASS ELECTRIC
3 2 100670 - VARIOUS NEW ENGLAND POWER COMPANY NEW ENGLAND POWER COMPANY
4 3100680 - VARIOUS NSTAR ELECTRIC AND GAS COMPANY NSTAR ELECTRIC AND GAS COMPANY
5
6 |100680 - - VARIOUS 1100690 - VARIQUS VERIZON NEW ENGLAND VERIZON NEW ENGLAND
7 2107880 - 0 VARIOUS CELLCO PARTNERSHIP VERIZON WIRELESS
8 3 111870 - VARIOUS VERIZON ONLINE LLC VERIZON ONLINE LLC
9 4106890 - 1 WILLIAM WY T M C SERVICES INC T M C SERVICES INC
10
11 112710 - 140 DEPOT ST 1112710 - 140 DEPOT ST GELCO FLEET TRUST GELCO FLEET TRUST

Figure 5 Sample Edit List in Excel® format

0 Combined Bills

1.5. Generate a Combined Bill Statement

Click on the [0 Combined Bills] button to generate the consolidated statement. The report may be emailed to any
valid email address; the prompt fields are described below Figure 6.
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Combined Account Table (Personal Property)

Goto.

At Primary Account [100630 - - VARIOUS
Line# [Account JLocation [Current Owner [Button [a]
1AddLine ; 8| Task 9032: Combined Bill Statement (Persanal Property)
3 C Bill ( perty)
a R
2 Add Primary 5 Required: Enter Bill Year 2019
3Deiote Privary g Required: Enter Primary Accountlt q"—nﬂﬁgu
1 Required: Calculate Interest Thru (mmddyyyy) 09-MAR 2020
4 Edi List Optional: Enter Email Address ins.com
Optional: Enter Note 1 These optional notes field appear only in the body of the email that
0 Combined Bils {— Optional: Enter Note 2 is sent to the The notes do not appear on the
[ | Optional: Enter Note 3 combined bill statement.
r ®PDF
All linked account i@ (ehD
: Looki C: | Clear All
numbers are available aTp e £ - B -
P P I [ | [
in the lookup to make it T ‘ i i 1
easy to find the account | comsined accouns x
num ber Incmmt Location Current-Ouner Prinary-Account. Tof
100670 - - VARIOUS MNEW ENGLAND POWER COMPANY 100650 - - =
100680 - = VARIOUS NSTAR ELECTRIC AND GRS COMPANY 100650 - =
100690 - - VARIOUS VERIZON MEW ENGLAND 100630 - -
107880 - - 0 VARIOUS P 100690 - -
111870 - - VARIOUS - 00630 -
106890 - - 1 WILLIAM WY P|’|maryI 100690 -
112710 - = 140 DEPOT ST 112710 - =
-- Added 24-Jan-2020 By THERESA Changed 09-Mar-2020 b account
number is
here
v

Find  Search Cancel  Help Eof

Figure 6 The Combined Bills report

Prompt (Required in Bold) Description |

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

Enter Primary Account # Enter the “Primary” or “parent” account number — select it from the
lookup to ensure 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 ®Preview ®Print ©Pdf This report should always be run as © PDF

If Printing use Duplex ®Yes ®No 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 Tax P Reports P Collection Admin Reports menu and the Collections P

Reports P Report Library:

Report Library Collection Administration Reports

5959-Consolidated list of Bills per Taxpauer il

Repon Name View Report |Last Ru A

B615-RE Mailin AT Run

9660-PP Mailing Address Ld:nels Sample Run

5616-Tax Title/Deferral Mailing RAddress Labels Sample Run

[4638-Transaction History for a Parcel ample Run _|10-De:
Run [24-Ja

Run

9032-Combir|ed Bill Statement (Persunal Property) [0

Run

REPPLIBCA

up

Figure 7 Combined Bill Statement available in report libraries

1.5.1. Report Layout

Actions

Report Categories
1 Collection Reports
2 Transaction Reports
3 Other Reoorts
47T/ Deferral Reports

Report Library Collections

[4705-Balances as of (Trial Balance) [
l4E48-Pro jected Balances as of |
ldE1d-Parcel Outstanding Balance

|a708-Rged Receivables Report

@E16-Dutstanding Balance by Parcel for_an Account

532-Motor Excise Outstanding Balance Report |
533-Motor Excise - 0/S Balance - Tax only

645-ME Bills Fully Abated with Dutstanding Fees

RCRPTLIBCOL

Printed:

Due to late payment,

Owner :
DBA Name o :
Location : VARIOUS
Type o : Personal Property
Bill Year 2019
Interest throo 09-MAR-2020
Bill#

o

Ph: 617.494.5100
Mail To: ADMINS Collector/Treasurer
219 Lewis Wharf
Boston, MA 02110

9

9

100680 - - 100650-00 $224,807.20
107880 - - 107880-00 $17,782.21
111870 - - 111870-00 $11,679.51

$15,437.12
$756.62
$794.16

there are interest charges that your account(s)
This balance must be paid upon receipt to avoid further interest and/or penalties.

9

Net Charged Interest/Fees

o o o o o O

01-Feb-2019
$6,274.47 01-Feb-2019
$6,585.73 01-Feb-2019

$128,015.56

COMBINED BILL STATEMENT
@ oo-mar-2020

incurred.

Balance Bill Due

$140,875.76

Please contact this office if you have any questions regarding this notice.

Page 1

9

Now Due

$128,015.
$6,274. 47
$6,585.73

$140,875.76

Figure 8 The Combined Bill Statement explained

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 account#

4 DBA Name of primary account

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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The report layout — Header section— numbers below correspond to the numbers on Figure 8

5. Location

What bill type is being combined

6
7. What bill year was used
8

Interest (if any) will be calculated through this date

Note: the detail section (#s 9 — 16) of the report will be in Bill# order
The report layout — Detail section— numbers below correspond to the numbers on Figure 8

O Account# and owner name of each of the account numbers entered on the combined account
table
10. Bill Number
11. Net Charged (this is the Bill charges minus deductions, if any)
12. Any interest and fees
13. Total balance owed
14. Bill due date of the first quarter that has an outstanding balance
15. Now due is the amount that is past due
16. Collections forms Table data for the municipality address and phone

The address shown in #16 is set via Collections P Tables P Forms Text and Parameter P [2 Personal Property].

Forms Text and Parameters

Bill Year BilType [0 Personal Property * = Required
—

1 General 2 Real Estate 3 Personal Propertyy, 4 Wotor Excise S Revenue Collection

Department Title  Collector —
Addressline1  * RDMINS Collector/Treasurer

Address line 2 219 Lewis Hharf

City, State &Zip  * Boston, MA 02110

Header Line 1 617,494 .5100

For 3 part bill form
Footer Line 1 * [lax Collector, Town of ADMINS Title on Stub 1 [COLLECTOR COPY
Footer Line 2 13 Lewiz Wharf Title on Stub 2 TRHPAYER COPY
Footer Line 3 joston,. MA 02110 Title on Stub 3 REMIT COPY
Seal Location [Formsrpt :abc_seal .png

SIG Location I

Status: Code Active Lkup up

Figure 9 The Collections P Tables P Forms Text and Parameter P [2 Personal Property] tab

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 8



ADMINS Unified Community

PP-645 Combined Billing Table

Personal Property Tax

1.5.2.
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Once the bills are grouped, run a report of all the Personal Property 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 appearance.

W1 Task 5220: Combined 8ill Statement (Real Estate)
Combined Bill Statement (Real Estate)

Required: Enter Bill Year

Required: Enter Primary Parcellt

2019

0013 -0045 -0000

Required: Calculate Interest Thru [mmddyyyy] 03-MAR-2020

Optional: Enter Email Address [theresal

Optional: Enter Note 1
Optional: Enter Note 2

'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.

Optional: Enter Note 3

These notes will not be visible on the statement itself.

—
——

t  @PDF
@Yes ONo

Run 83 O) preview O
If Printing use Uup}

Lookup

Cancel Clear All

Combined Bill Statement...

PDF Flle sample of the combined
bill statement as an emailed
attachment

| /£

COMBINED BILL STATEMENT

4

File ~ Message Help Q  Tell me what you want to do Page
m-E 5% > a8 b Printed: 09-Mar-2020
a A Due to late payment, there are interest charges that your account(s) incurred.
Combined Bill Statement for Real Estate From Town o... This balance must be paid upon receipt to avoid further interest and/or penalties.
o | &
theresa@admins.com 27
To Theresa Campbell Owner
0) . < from Location -
() We remaved extra line breaks from this message. Type : Real Estate
Combined.Bill Statement 4644 THERESAIGLodf _ | $ Bill Year i 2019
w| 78 . Interest through : 09-MAR-2020
-“_ea_’:"_";\ﬁl_ Parcel# Bill# Net Charged Interest/Fees Balance Bill Due Now Due
These optional note ficlds are included only on the email that is sent ta the email
address entered in the field "Optional: Enter Email Address" shown above. 0013 -0o4as -0000 001397-00 $4,423 .87 $310.63 $2,572.72 31-Jan-2019 $2,572.72
These notes will not be visible on the statement tself. 0013 0046 0000 001398-00 $3,395.00 $251.36 $2,081.98 31-Jan-2019 $2,081.98
T ——— 0013 -0047 -0000 0013939-00 $3,703.37 8264 .47 $2,190.48 31-Jan-2019 $2,190.48
Please find attached your Combined Bill Statement for Real Estate Year 2019 0013 -to4s -0000 001400-00 $2,971.34 $211.74 $1,753.78 31-Jan-2019 $1,753.78
Thank you $8,598.95 $8,598.96
Theresa
Collector
ADMINS Collector/Treasurer Please contact this office if you have any guestions regarding this notice.
219 Lewis Whart Ph: 617.494.5100
Bosten, MA 02110
Mail To: ADMINS Collector/Treasurer
219 Lewis Wharf
Boston, MA 02110
** Do not reply 1o this email message as it was system generated
via the ADMINS Unified Community (AUC) System **
i v
Figure 10 Sample Combined Account report may be printed or emailed
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