PERSONAL PROPERTY TAX

RELEASE NOTES — SEPTEMBER 2020

This document explains new product enhancements added to the ADMINS Unified Community for Windows
PERSONAL PROPERTY TAX system.
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ADMINS Unified Community

Release Notes — Version 20.3

Personal Property Tax

September 2020

1. APPRAISAL UPLOAD —ACCOUNTS MISSING VALUES [Enhancement]

Personal Property Billing

Description
Restart Process
Verify Other Data is Ready
Verify Billing Tables

Preliminary Biling Adiustments
Calculate Taxes

Personal Property act Upload >

Maintenance

Billing - Real Estate

Billing - Personal Property

Cranston Sewer and Pretreatment Bilyng
Abatements

Exemptions

PRI B

Sales History
Betterments

Liens >

Omit/Revised/Suppl Billina > IS

PPBILCAL-AIl Use

ADMINS added a new report to show uploaded accounts that are missing values during the upload of a Personal
Property file from the Appraisal system. This report will help match the number of accounts between AUC and the
appraisal system. Combine the “Upload accounts with Missing Values” count total and the Uploaded Accounts

count total to match the export count from the appraisal system.

& TedRE - AcqValMis_9614_THERESA[31lis
File Edit Format Options

[Goener <[] Blz[ufw=] =] loe| ¥ 3]3] &)

9614-PPPROVALMIS.REP Printed 03-Sep-2020 at 13:25:45 by THERESA
City of ADMINS

Property Upload Accounts with Missing Values

For Bill Year: 2020

Page 3

Account Number Owner of Record DBA

112680
112710
112720
112750
112760
112770

*#** Grand Total *** 160 Accounts

& TedRE - AcqValMis_3614_THERESA[1]is
File Edit Format Options

[Couirhew -] [3 -] B|7|ufm>] =| &=[E|[E =|=

9614-FPPFROVALMIS.REF Printed 30-Jul-2020 at 10:31:55 by THERESA Page 1
Town of Rdmins

Property Upload Rccounts with Missing Values

For Bill Year: 2020

Account Number Ovner of Record DBA

No Records Selected

If there are no accounts with
missing values, the report will
indicate so with a “No Records
Selected” note.

[ADM-AUC-PP-3867]
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ADMINS Unified Community

Release Notes — Version 20.3

Personal Property Tax

September 2020

2. BILL PAYMENT SCREEN - Reports [Enhancement]

ADMINS added two new options under the [Reports] button on the Bill Payment screen. To access the Bill
Payment screen from the Personal Property Tax menu, select:

Tax P Queries P Personal Property Inquiry P [L Bill Payment]

Tax
Maintenance > 1
Billing - Real Estate > Personal Property Inquiry p
Billing - Personal Property > Sl - 4
Cranston Sewer and Pretreatment Billing > Atione Account 12830 -
Abstement N Location [Z16 HARTFORD AV E
atements Bill# [12675-00
Exemptions > f"
Sales History > Wheeount | ppa Name HELTOVAAS
Bett: t > :
¢ erments LT Address 316 HARTFORD AV “
he ’ City BOSTOM State A
Omit/Revised/Suppl Billing > W :
Demands > E
R 4 Ecalisi =R onntinGusy Bill Payment 1 Owner 3 Codes 4 Deductions
Reports > Personal Property Inquiry
The new reports are a “History List” and a “Summary List”. The data on the reports is shown for the currently
selected bill. These reports are available for Real Estate, Motor Excise, and Personal Property/Tangible tax
transactions.
== [AUC] 4132-Bill Payment [theresa] - X
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System  Favorites Help
B ESE e +m K Q & i&Fa oo
2021 Personal Property Bill Payment Inquiry
o 2 Bile Year 021 X Search... Tendered  Cash Back Applied Total
e 30wner | ANDREW PORELL & CHAD DARLING
4 Location [189 MECHANIC ST
SAccount [112820 - -
6Parcel  [112820 - -
d Bill Payment >¢leanavmenl Transactions Q Trx Summary 0 Attachments ZMLCs Y ParceVAcct Notes T Bill Notes-Tickler
Aply 9 Aplalt
Run Charges| D New Intrst Net Bill| Paid Refund| Adjustment Balance| Pending|
01 4917.80 67,91 4985.71 4985.71
ENED B 491780 45917 ,80 4517 ,80
Reprint Bill
Email Bill
Bill Totals 9835,60 67,91 9903 .51 9903.51 9903,51 Bal
‘Owner of Record Current Owner DBA Name Informational Views
ANDREW POWELL e CHAD DARLING ANDREW POWELL 2 CHAD DARLING AC ADVENTURES LLC Bill Detail
Account OutsBal 189 MECHANIC ST 189 MECHANIC ST Parcel Values
BELLINGHAM. MA 02013-0000 BELLINGHAM. MA 02019-0000 Sales Histor
. Tax Rates
Counter receipt R
Goto Batch .
CHAES! Pymers Sales History
Parcel Values
CY DELING pe[D|e,‘ Calendar Year Payphents-RE/PP
Payme! - AAY
AIIOWOM\ Calendar Year Pfyments-MV
History List ]
Ami
-- Added By Changed by ! Summary List
\ /
Figure 1 Bill Payment Inquiry screen with new Reports = History List, Summary List
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ADMINS Unified Community

Release Notes — Version 20.3

Personal Property Tax

2.1. #4635 Transaction History Listing

September 2020

Select “History List” from the [Reports] button to display this prompt, select a “Run as” option, and click on [OK]:

B | Task 4635: Transaction History Listing

Transaction History Listing

Run as @ preview O Print - OPDF O c8V O Excel
If Printing use Duplex @ ves (O No
Lookup Cancel Clear All
&% TedRE - TmHisDet_4635_THERESA[6].lis
File Edit Format Options
|CourierNew LJ |B LJ BIIIH'IV =
4635-RCTRNHISDET_AUC.REP Printed 14-Sep-2020 at 11:38:06 by THERESA Page 1
City of ADMINS
Transaction History Listing
Year: 2021
Type: 30 Personal Property
Bill$: 112473-00 Transactions posted on this account
Owner: as of 11:38:06 on 14-Sep-2020
Parcel: 110220--
Location: 250 HARTFORD AV
Last Transaction Transaction
Date Billed Date Due InterestDate Category Descripticon Trx Date Charges Adjustments Aba Deductions Pay = Balance
01-Jul-2020 03-Rug-2020 04-Aug-2020
Tax Billing 01-Jul-2020 111.17 111.17
111.17 111.17
01-0ct-2020 02-Nov-2020 03-Neov-2020
Tax Billing 01-Oct-2020 111.17 111.17
111.17 111.17
#** Grand Total **+* 222.34 222 .34
#++ Please Note #++
If there is an outstanding balance due on this account then
interest charges will accrue but are not displayed here.

Figure 2 Transaction History list for Personal Property Account run as Print/Preview/PDF®

H - s TrnHisDet_4635_THERESA[6]xml - Excel
Home Insert Page Layout Formulas Data Review View ‘_‘ Tell me what you want to do.
u1s - S
A B C D E F G H | J K L M N (o] P Q R s
1 _:lll Personal Pr
2 7@ Bill Number Owner Parcel Location Run Date Billed Date Due Last Int Date CEEEQDH Transaction DESDrIQtIDn Trx Date Cnarges Refunds o] Payments Trx Balance
3 7'2(]21 112473-00 110220— 250 HARTFORD AV 1 7112020 8/3f2020 8/4/2020 Tax Billing 711/2020 11117 11117
4 % 10/1/2020  11/2/2020 11/3/2020 Tax Billing 10/1/2020 11117 11117
5 7'2“21 11247300 - 110220-- 250 HARTFORD AV Grand Total 222.34 222.34
] |
Figure 3 Transaction History list for Personal Property Account run as Excel®
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2.2. #4639 Summary List

Select “Summary List” from the [Reports] button to display this prompt, select a “Run as” option, and click on
[OK]:

B | Task 4639: Transaction History Summary x

Transaction History Summary

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

Lookup Cancel Clear All

& TedRE - TmHisSum_4639_THERESA[S]lis
File Edit Format Options

| Courier New ~|o ~| B|Z HlIv J @

4639-RCTRNHISSUM. REP Printed 14-Sep-2020 at 11:41:34 by THERESA Page 1
City of ADMINS
Transaction History Summary

Year: 2019
Type: 30 Perscnal Property
Bill#: 100070-00
Owner: as of 11:41:34 on 14-Sep-2020
Parcel: 100070-—
Location: 794 SOUTH MAIN ST

Trx Date Tax Charge  CFA Charge Tax + CPA Tax Abt/Exm CPA Abt/Exm Oth Abt/Exm Liens Betterments Other Charges Adjustments Refunds Payments Description
29-Jun-2018 §2.39 .00 52.39 .00 .00 .00 .00 .00 .00 .00 .00 .00 Billing

13-Sep-2018 .00 .00 .00 .00 .00 .00 .00 00 .86 .00 .00 52.39 TAX - CITIZENS
01-0ct-2018 52.39 .00 52.39 .00 .00 .00 .00 0 .00 .00 .00 .00 Billing

18-0ct-2018 .00 .00 .00 .00 .00 .00 .00 .00 .01 .00 .00 53.27 TAX - CITIZENS
01-Dec-2018 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 BILLING ADJUSTED CREDIT B
01-Dec-2018 43.31 .00 43.31 .00 .00 .00 .00 .00 .00 .00 .00 .00 Billing

01-Mar-201% 43.31 .00 43.31 .00 .00 .00 00 .00 .00 .00 .00 .00 Billing

191.40 .00 191.40 .00 .00 .00 .00 .00 .87 .00 .00 105.66

H ©- £ TrnHisSum_4639_THERESA[6].xml - Excel

Home Insert Page Layout Formulas Data Review View Tell me what you want to do...

R39 - b3

1 Year 2019
2 30 Personal Property

3 Bill¥  100070-00

4 Owner - o e

5 Parcel 100070~

6 Location 794 SOUTH MAIN ST
7
8

:Trx Date Tax_Charge CPA Charge Tax + CPA Tax Abt/Exm CPA_Abt/Exm Oth_Abt/Exm Liens Betterments Other Charges Adj Refunds Description
9 |29-Jun-2018 52.39 0.00 52.39 0.00 0.00 000 000 0.00 0.00 0.00 0.00 0.00 Billing
10 13-Sep-2018 0.00 0.00 0.00 0.00 0.00 000 000 0.00 0.86 0.00 0.00 52.39 TAX - CITIZENS
11 01-0Oct-2018 52.39 0.00 52.39 0.00 0.00 000 000 0.00 0.00 0.00 0.00 0.00 Billing
12 18-Oct-2018 0.00 0.00 0.00 0.00 0.00 000 000 0.00 0.01 0.00 0.00 53.27 TAX - CITIZENS
13 01-Dec-2018 0.00 0.00 0.00 0.00 0.00 000 000 0.00 0.00 0.00 0.00 0.00 BILLING ADJUSTED CREDIT BALAN
14 01-Dec-2018 43.31 0.00 43.31 0.00 0.00 000 000 0.00 0.00 0.00 0.00 0.00 Billing
15 |01-Mar-2019 43.31 0.00 43.31 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 Billing
16 | 191.40 0.00 191.40 0.00 0.00 0.00 0.00 0.00 0.87 0.00 0.00 105.66
17|
18 |
1a

Figure 5 Summary List run for Personal Property Tax in Excel®

[ADM-AUC-RC-8488]
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3. QUICK REPORT SELECTOR [Enhancement]

= [AUC] 9025-Personal Property Inquiry [theresa] The Quick Report/Task Selector button is in the toolbar on all Auc
D e e e e /o screens. This feature allows a user to run any report in Auc quickly from
B &S & wee+m s B |da i - . .
any module instead of going to the report library for each module. Read
SY-117 Quick Report Selector in the Help Reference Library for details

on how to use this feature.

[ADM-AUC-DOC-183]

4. USERS MAY NOW CHANGE / SET AUC PASSWORDS [Enhancement]

ADMINS added a [Reset Password] button on the login screen that allows users to reset their own AUC passwords.
The feature requires an email address on the user profile for the user account.

Please Sign In: Please Sign In:
\E2 8o
Username THERESA_ADMIN Theresa Campbell - = Username THERESA_ADMIN Theresa Campbell - s
Password 3 Password
W
Training Mode T i
Login Exit v T Exit Training Mode
Reset Password
“MPORTANT NEWS, *=* our products “art Info Ea “attar DORTANT NEWS= ~aur products__~" =t Info S “tar
= ™ - eat™ - ™ et

Figure 6 Before and After — the new Reset Password button on the login screen

Use this feature if the password is

forgotten.
Please Sign In:
Username THERESA_ADMIN Theresa Campbell - s 1 CIle the I Reset password |
Password |

button to initiate setting a new password.

Training Mode

Login Exit
-
1 2. Click [Yes] to the “You have
IMPORTANT NEWS  About our products Support Info E-newsletter elected to Reset your paSSWOf‘d
ATTENTION! ADMINS Unified Community - Please Sign In QL do you wa nt to COntinue ?’-'

A Quarterly software upd
click on the links below to

o You have elected to Reset your password do you want to Continue? prompt

June 3 -
‘ 3. Click
GL | Yes No
A [OK] to the
AP RE BU Send Password Reset Email -
. . - — . popup showing
mail has been sent (o
T == = et ¥ campbellt189@gmail.com Where the

email has been
sent.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 10
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Goto

Actions

User Profile Screen

®  30-Jul-2014 THERESA

Usemame HERESA_ADMIN 23-Jur—2020 THERESA
HName fTheresa Campbell - secondary adwin accou 23-Jun=2020 11:45:45.37 Live

3P0 AP 4 Human Resources S Budoet 7 Misc Bilng Y Loain Hist

— i I -

mail Address [campbel 1t1689@gmail ,com _
Alternaté - OYes @No

X Send Test Emai

Use Altemate Email

8.4 User

‘ Background Color

9 Chanae Password

LIGHT STEEL BLUE v ResetDefault Color  OYes @ Mo

0 Menu Listing for User

Status; Active Likup up

Figure 7 Set up email addresses for AUC users

September 2020

The email will be sent to the email
address on the contact tab of the
user profile table. The prompt will
show which email address will be
used. Check the email account for
the new password for AUC.

{If the email is not in the Inbox, check
the Junk or Spam folder. Mark the

password will be sent
to the email address

M AUC Password Reset - campbelll X | = = o b4
<« O £ https://mail.google.com/mail/u/0/ ® = G = @ 2
— M Gmail Q, Searchma - @ @ HH o
< o o0 3 0 € [+

| compose
O inbox AUC Password Reset © nboxx i
% Starred

nins.com 911 AM (12 minutes ago)  ¥r 4

& tome - ™M Spam (2) - campbellt189@gma
A temporary ) o o 2 hops

emporary Password exactly as displayed

Please log into AUC using this temporary password
and you will be asked to mange it

Meet
B« Start a meeting

Join a meeting

Chat

.
-

I— Compose
** Do not reply to this email message as it was system generated s
via the ADMINS Unified Community (AUC) System ** G
W Trash
+ B Categories
=% Social
~ Reply ™ Forward © Updates

= M Gmail

2,062 You have been assigned a temporary password welco.

x +L email as “Not spam” or “Not Junk”

/mail google-com,

Messages that have been in Spam more than 30 days will be
automatically deleted

Delete all spam messages now

aucdev 9:11 AM
AUC Password Reset

Figure 8 Sample email sent with temporary password

Please Sign In:

Username THERESA_ADMIN
Password [IEm3

Theresa Campbell - =

Training Modo

B Please Enter Password

New Password

Confirm Password YLy
Qam::l

When entering the

new password, the
characters will be
masked and the

A Quarterly software update was installed on your site. Please
dlick on the links below to review the

length may look
different from what | |

is typed. Click on
[OK]

Figure 9 Entering a new password

If the email is not found in the inbox,
check the spam or junk folder. Use
the password in the email exactly as
shown (case sensitive). The system
will immediately prompt for a new
password.

Type a new password and confirm
the new password.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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User Profile Login History
. st 30-Ju1-2014
e Name Theresa Campbell - secondary admin accou ;;. :- giﬂﬁig 11:45:45,37 Live
1 General 2 Account Security IPO/AP 4 Human Resources S Budaet & Collections TMch‘ The SUper-User On the Site
e T — \ may view the User Profile p
0204 312 oo st Pasmond Rosst [Y Login History] tab to see
e — logon and password reset
: activity.
Figure 10 Login History Screen for super-users
ADMINS Unified Community - Please Sign In X
If the user profile does not have an email set up, the system will
- - - Password cannot be reset as your user profile doesnt have an email
display this message. Contact the super user on your site or X R e
ADMINS to add an ema” address to the user prof”e_ Contact Support to reset your password and update your email address
If no email should be associated with the username, contact

support@admins.com to reset the password.

[ADM-AUC-SY-8130]

4.1. New Message on Password Errors [Enhancement]

ADMINS changed the invalid password message to reflect the availability of the Reset Password button and to let
users know that they may try again after five minutes.

ADMINS Unified Community - Please Sign In X

Q Incorrect Password entered more than 3 times

Close the screen, wait 5 mins and try logging in again

If that doesnt work, use the Reset Password button to change your
password

Figure 11 New Incorrect Password message

[ADM-AUC-SY-8159]

5. LOGIN SCREEN SUPPORT INFO TAB [Enhancement]

Many users only use this screen to log in — but there are other features available. Click on the [Support Info] tab.
There are 3 buttons on this screen to easily join a Go To Meeting, access the ADMINS website or email ADMINS

support.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 10


mailto:support@admins.com

ADMINS Unified Community

Release Notes — Version 20.3

Personal Property Tax

5.1. [Join Go To Meeting]

== ADMINS Unified Community - Please Sign In

File Edit Help

Please Sign In:

Reset Password

Join Go To Meeting

ADMINS Website

Send E-Mail to Support

5.2. [ADMINS Website]

E280
& 3 Username THERESA
3 \ i )
'l z
T 3
hs 7% Login Exit

IMPORTANT NEWS  About our prodll E-newsletter
Support

Click the Button to start your brows:

Theresa

Training Mode

September 2020

The first button, [Join Go To
Meeting], brings up the
GoToMeeting website, to allow
joining a GoToMeeting from the
AUC server. Enter the nine-digit
meeting number to be joined to
the meeting.

er

i GoToMeeting retweev saons v bums
JomeameTTING

Ready to meet on GoToMeeting?

To connect to an online meeting, enter the GoToMeeting
1D provided by the organizer.

T GFAQs  CONTACTSALES b | et A

The second button will bring up the ADMINS website home screen. Access news, release notes, webinars, and

selected help documents here.

Please Sign In:

2 80
& Ve Username  THERESA Theresa
3 5 Password | G
u
T 3
¥ b Login Exit

Reset Password e

IMPORTANT NEWS  About our products
Support

Support Info

Click the Button to start your browser

Join Go To Meeting

ADMINS Website

Send E-Mail to Support

Training Mode

== nttps/adminscom/ £ ~ @ & | == ADMINS, Inc. - Municipal S

support@admins.com

—
ADMINS
m——

|

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Personal Property Tax

5.3. [Send E-Mail to Support]

September 2020

The third button opens the ADMINS “Contact Us” page to instantly send an email to ADMINS support. Every

page on the website has the button to allow emailing support instantly.

Please Sign In:
e 29,
> Username THERESA Theresa
Password
Training Mode
Login Exit

Reset Password

=
SRE U,
ATt

== nttps//adminscom/cc O ~ @ (& | == Contact Us | ADMINS, Inc

g
Send E-Mail to Support
. - Hi! Let us know how we can help and

we'll respond shortly. For the best
response, include a phone number in

the message

Name*
A simple, quick form / N
. will pop up - be sure to ) mat

include a phone
number and email
address so that we
may reply.

6. HELP REFERENCE LIBRARY

o X

O et )
IMPORTANT NEWS  About o1 Support Info A
ur pmduct\ pport Ini P
Support e
ADMING 5 2
Click the Button to start your browser
Join Go To Meeting
- = = A < o=
ADMINS Website
Use this button to send
——

support@admins.com
a quick email from the

AUC server.

[ADM-AUC-5Y-8154]

In addition to the following new or updated documents added to the Help Reference Library, the “SYSTEM”
sections of each library were standardized for the help documents that are not specific to the module. See the

“SYSTEM” bullet below for an example.

6.1. New or Updated Documents

RE—-100 Property Tax Help Documents Index
SY-117 Quick Report Selector
SY-145 Reset Password

e SYSTEM

[Updated]
[New]
[New]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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