G PERSONAL PROPERTY TAX
RELEASE NOTES - SEPTEMBER 2019

This document explains new product enhancements added to the ADMINS Unified Community for Windows
PERSONAL PROPERTY TAX system.
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1. CREDIT BALANCE REDISTRIBUTION [ENHANCEMENT]

ADMINS added a new document to the Property Tax Help Reference Library that describes the Credit Balance
Redistribution process. This process is available to move credits from one quarter or category to offset the dollars
owed in another quarter or category. See below and RE-150 Credit Balance Distribution.

The Credit Balance Re-Distribution process should be run prior to the billing for Quarters 2, 3, and 4. The intent is
to move any credit balance amounts and apply them to outstanding amounts or in some cases, amounts to be billed.

Tax | Motor Excise  Misc Billing  System Help

Maintenance 3

| Billing - Real Estate 3 Set Owner of Record as of Jan 1
Billing - Personal Property 4 Billing Setup Table
Abatements > Bill Generation Table
Exemptions > Bill Print Sequence Table
Sales History 4 Tax Rate Table
Betterments g Upload Preliminary RE Adjustments
Liens g Upload Liens
EanEereedbupplEllng g Suspend and Apportion Betterments
Hemands ' Copy Exemptions from LY to This Year
Queries g Modify Exemptions (before applying to Bill)

Reports 4 |

-

Credit Balance Redistribution (02 - O4)

1.1. Run the command

To begin, select Tax » Billing—Real Estate b Credit Balance Redistribution (Q2-Q4); enter the bill year at the prompt and
select the ® Real Estate Or ® Personal Property Bill Type. This example shows the Real Estate bill type.

B ' Task 5670 Credit Balance Redistribution (Q2 - Q4) >
Credit Balance Redistribution

Required: Enter Bill Year

Required: Bill Type ® Real Estate O Personal Property

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

Lookup Cancel Clear All

If no bills have credit balances, the system will pop up a message that
indicates that No Records were selected for Redistribution and the
process will terminate.

Credit Balance Redistribution X

i . 1 Mo Records selected for Redistribution
"W Process Terminating

If bills with credit balances are found, a list of bill #s with credit
amounts that are available for redistribution will be produced, as
shown in Figure 1
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File Edit Format Options

Elils

TedRE - ReRepoApf_5604_MUPDEV5[1].lis

o ls(ufes] =] == = (2] &)

[ Courier New

i=

i=

S€04-REACEBILAFF.REP Printed 13-Aug-2019 at 08:58:19 by MUPDEVS

**¥ Total *** Year 2020

Bill Type

Real Estate

Credit Balance Redistribution

i "~ | Check Report
' Click VES to Continue Processing

Click NO to Terminate Process

Page 1
Credit Redistribution Process [TRAINING
Credit Amcunts Availeble for Redistributicn
Year Bill Type Bill$ Lecaticn Owner Category Description  Quré Zmount
501353-00 cea 1 §47.66
501691-00 Tax Int 1 5.00
2020 Real Estate 505193-00 CER 1 334.42

@) Post Distributions?
&' Click YES to Post

Credit Balance Redistribution f

Click MO to Terminate Process

ey |

Figure 1 Report #5604 List of Credit Amounts Available for Redistribution

1.2. Review the Report of Bills with Credit Amounts

Review the report, and click on [Yes] to continue with the posting. Click on [No] to terminate the process if there

are bills that require investigation or correction before proceeding.

When clicking on [Yes] to continue with the posting, the next prompt will pop up, to confirm posting the

distribution. Click on [Yes] to continue.
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1.3. Report of Re-Distributed Credits

-8 TedRE - ReRepoApt 5607 MUPDEV5[1].lis == - The System generates
[Comter =] [F ] BlZ|u[m=] ] == [= =5 & a report of the
LGDT*REAEBILAPT‘REF Printed 13-Bug-2019 at 08:59:08 by MUPDEVS Page 1 redistributed Credits.

Credit Redistribution Process [TRAINING]

Redistributed Credits

Bill# Location Quner Category Description

501353-00 Tax

501353-00 Tax Int
2020 Real Estate 501691-00 Tax
2020 Real Estate 505193-00 Tax
2020 Real Estate 505183-00 Tax Int

Total Year 2020
** Grand Total by Bill Type

Real Estate H

Figure 2 Report of Redistributed Credits

1.4. Seeing the Effect on the Bill Query Screen

Three bills were affected by the redistribution; one is shown in the Bill Query screen capture in Figure 3.

1.4.1. Redistribution within the Same Quarter

In this example for bill #505193 the quarter 1 tax is delinquent, and the $167.21 of CPA had been overpaid (three
payments total, so had been overpaid by $334.42). The CPA overpayment is applied to the tax and tax interest for
quarter one.

= [TOC] 4136-Transactions [TRAINING] [mupdev5] -|@
File Edit Ledgers PurchaseOrders AccountsPayable Collections Tax Motor Excise Misc Billing  System  Help
BE SE koo @
2020 Real Estate Transactions [TRAINING]
Goto.. = =0 15200 Year [E0z0
Owner Balance as of [13-Aug-2019 ¥ 11685,21
Actions. —
Location
Account [1971 /12 7 PerDiem [.0006]
Parcel [1971 /1-2  /
[ BilPayment | [ Detail Payment | Transactions [ aTr Summary | | ] [ ZMCs (1) | [ ParceliAcct Notes| T Bill Notes-Tickler |
Description [Trx Date Charges| Payments| Other Display - Transaction Desc |
Ttr 1 Tax [0I-Jul-2013 11516.46 IEILL 01 Dus 01-Aug-2013
il Type [Ger 1 oPA [PT-Jul-2019 167,21 [FTLL @1 Tue 01-Pug-2013
Otr 1 cPA [Pa-Ju1-2019 167,21 [TAH UNIBANK Real Estats, TUB-17,LRCO72971
Ttr 1 Tax [E2-JuI-2019 48%2.79 [TA UMIBANK.Real Estate, 1UB-17,LRLO72971
) dtr 1 CPA [Fa-Ju1-2019 167,71 [TA¥ UNTBANK Real Estats, TUE-18,LRCOFZ971
listory List | Hlae 1 Tax [PE-Jul-2019 9832.79 [TAH UNIBANK.Real Estate,TUD-18,LR0072971
0tr 1 CPR [E2-JuI-2019 16721 [TA UMIBANK.Real Estate, 1UB-20,LRCO72971
8 summary US| iger 1 Tax [BE-Ju1=2019 515,45 [T UFTBANE, Feal Estate, TUB-20,LRE072971
itr 1 CPA 13-Aug-2019 —334 .42 Credit Balance Redistribution
tr 1 Tax 13-FAug-2013 332.88 [Credit Balance Redistrikution
tr 1 Tax Int 15-Aug—2019 1,54 1,54 [Credit Balance Redistribution
0tr 2 Tax [01-Oct-2013 1151646 [FILL U2 Dus 0L-Hov—2013
dtr 2 PR [0T-Oct-2019 167,21 [FILL 02 Dus OL-Nov-2013
I

CY DELINGQ | | |

Up

Figure 3 Bill # 505193 showing the overpayment to CPA moved to Tax and Tax Interest

If the quarter 1 tax was fully paid, the credit would have been applied to quarter 2. The system applies payments
according to the site’s established rules, as defined on the bill category table posting order.
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1.5. System Created GL Batch

The system creates a revenue collections batch, which will be found in the GL unposted file. This batch is
necessary, for example, as payments are moved from tax to interest, or from CPA to tax, even though the payments
are moved within the same bill, the dollars move within accounts.

& TedRE - ReRepo_5612_MUPDEV5[1].lis I

File Edit Format Options
|CUuriErNew j |9 j B/ /|U|m ~ ﬂ == @

5612-REACEBILAFC.REP Printed 13-Zug-2019 at 09:00:33 by MUPDEVS Page 1

Credit Redistribution Process [TRAINING]

GL Batch# : 66147
Pay Trx Date : 13-Aug-2019
GL Effective Date: 13-Rug-2019
Deposit Date : N/R Real Estate Credit Balance Redistribution
User Payment Bill Bill Credit To Distributed
Batch# Trx# Year Date Number Owner Category Distribute Amount
CATS7 1344487 2020 13-Rug-2019 501353-00 QL 01-Tax 64468
CRFSE 2020 13-Rug-2018 501353-00 Q1 02-CEA -647.66
CRTS7 1344467 2020 13-Rug-2019 501353-00 Ql 40-Tax Int 2.98
CRTS7 1344468 2020 13-Rug-2019 501691-00 Ql 01-Tax 5.00
CAFS6 2020 13-Rug-2019 501691-00 Ql 40-Tax Int -5.00
CRTS7 1344469 2020 13-Rug-2019 505193-00 Ql 01-Tax 332.88
CAFSE 2020 13-Rug-2019 505193-00 Q1 02-CFA -334.42
CATS7 1344448 2020 13-Rug-2018 505193-00 Q1 40-Tax Int 1.54
*%% Grand Total *** -9a7.08 987.08

Figure 4 General Leger Batch created

1.5.1. Finance Posts the Batch

Notify the accountant or finance director that the process was run so that they may post the batch.

Post GL Transactions [TRAINING]
Goto
[ 1 selectan | [ 2 Deselect Al | [
Ja— 1 Select All 2 Deselect Al [ 3EditList | [ 4PosttocL |
Sel [Vear |GL Batch Qriginal Bal Debits| Credits]  Adjustments|  Encumbrance[Entered By [Tvpe [Details _[Locked By [~
2020 [6B167 4526,88 | 4995,55 | | [MUPDEVS |Reverue Receipt | | |
[ 2020 |66 164 (] Line Detail for General Ledger Batch 66,167 -
[ [2020 [EE1Es
[0 [2020 gele2 UserBch# Ref# Line GLLn TrxDate Account# Anount. GLCods Tupe SubTye| Tof
0 [2020 [pE161 . ~
i 2 K
[ [2020 6160 CAFGG 50135300 21 2 13-Aug-2019 0010-000-000-0000-2625-0000 647,66 RCOL  CR
Ll 200 jE157 CAFEE 50135300 21 2 13-Aug-2013 OD10-000-000-0000~4750-2019 £47.66 RCOL IR
O [2020 [pE152 CAFSE S0135300 2521 2 13-Aug-2019 0010-000-000-0000-3310-0000 647,66 RCOL DR _
[ [2020 [gelsL Ref# Total: 3239.30 =
F 7020 Ee1s0 CAFSG 50163100 51 40 13-Aug-2013 0001-000-000-0000-1040-0000 5.00 RCO1 LR
CAFS6 50163100 51 40 13-Aug-2019 0001-000-000-0002-4172-0000 5.00 RCO1 IR
[0 [2020 [pe1a3 CAFSG 50163100 2551 40 13-Aug-2019 0001-000-000-0000-3310-0000 5.00 RCO1 IR
[ [2020 [g5920 Ref# Total: 15,00
CAFGG 50519300 71 2 13-Aug-2019 0010-000-C00-0000-1040-0000 334,42 RCOL LR
CAFGG 50519300 71 2 13-Aug-2019 0010-000-000-0000-1250-2019 334,42 RCOL IR
CAFSG 50519300 71 2 13-Aug-2019 0010-000-C00-0000-2625-0000 339,42 RCO1 LR
CAFSE 50519300 71 2 13-Aug-2019 0010-000-000-0000-4750-2019 339,42 RCOL IR
CAFSA 50519300 2571 2 13-Aug-201% 0010-000-000-0000-3310-0000 334,42 RCOL DR
Ref# Total: 1672.10
CATE? 50135300 11 1 13-Aug-2013 0001-000-000-0000-1040-0000 644,608 RCO1 IR
CATE? 50135300 11 1 13-Aug-201% 0001-000-000-0000-1220-2013 644,608 RCO1 LR
CATG? 50135300 11 1 13-Aug-2019 0001-000-000-0000-2610-0000 644,68 RCO1 IR v
0K | Find ‘ ‘Search‘ ‘Cancell ‘ Help |
| | | | | | | [~

[ADM-AUC-DOC-172]
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2. QUERIES

To allow users to readily access history regarding real estate and personal property billing processes, the reports
generated for each billing quarter are now available in a single Billing History screen.

2.1. Billing History Query [Enhancement]

Select Tax » Queries P Billing History. The query screen will be blank until a billing for the quarter is run; once the
billing is posted; enter the bill type, year and bill run to see a list of the reports generated for each billing.

Billing History
Goto... n
— Type Personal Property Year [019 Run [
Actions
Description Filename Buttons ~
Eills Excluded from Printing FP_MoPrt_Bill_5295_THERESA,xml 7 View 2 Email
Feal Estate Alpha Print Sequence List FP_BillPrint_Seqlist_THERESA,xnl
Billing File Summaries BillFileSum_9625_THERESA,PIF
€ Add Aftachment
Ready up

Figure 5 The Billing History screen before and after running the 2019 Quarter 4 billing

2.1.1. Billing History Screen Components

There are three buttons always visible on the screen, and a fourth button used only to remove user-supplied
attachments:

[7 View] Click on this button to view a pdf file of the report.
[8 Email] Click to email a pdf file to any valid email address. Fill in the contact name and two
lines of notes (optional); the email address is required. Sample email is shown in
Figure 6.
7 [AUC] 4321-Billing History [theresa] *

Sending Attachment via Email

Optional: Enter Contact Name |J0h|‘| Q. Public |

Optional: Enter Note |This is the personal property summary for 2019. quarter 4 |

Optional: Enter Note |you requested this morning. Please contact me with questions on this.

Required: Enter Email Address |Supp0ﬂ@admins_com| |

Lookup Cancel Clear All

[6 Add Attachment] Click on this button to include additional attachments. For example, the extract file as
provided by the appraisal software that was used to update information may be
attached for future reference.
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[9 Remove Attachment] This button is only available for user supplied attachments; system generated
attachments are not removable. The image shown is for real estate; the same features

are available for personal property.

Billing History
o Type [[ Real Estate Year EZn Run B

Actions.

Buttans ~

[Description Filename
Real Estate Alpha Print Sesuence List  [RE_BillPrint_Geolist_THERESA xnl
FAT1F11e50n 5557 _THERESA, FDF

[Filling File Sumwaries

‘ 7 View aEmaMI S Remove I

6Add Attachment

Ready

=l 4*’-I—{-Type 30 Year 2019 Run 4 Report Attachmenti SIS X

Dear John Q. Public,

questions on this.

Type 30 Year 2019 Run 4 Report
Attachment BillFileSum_9625_THERESA.PDF
Thank you

Theresa

TOWN

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

Message 2 @
@ Extra line breaks in this message were removed.
From: theresa@admins.com Sent: Thu 9/12/2019 3:45 PM
To:
bz
Subject: Type 30 Year 2019 Run 4 Report Attachment
I Message | « BillFileSum_9625_THERESA.PDF (7 KE){_
B N T N R T )\Eﬂ
-~

This is the personal property summary for 2019. quarter 4 you requested this morning. Please contact me with

Figure 6 Sample email with an attachment as sent from the Billing History screen

3. HELP REFERENCE LIBRARY

3.1. New or Updated Documents

[ADM-AUC-RE-5573]

e OTHER RE-725 Training Mode [New]
e SYSTEM RE-770 System Administration Kit [Updated]
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