REVENUE COLLECTIONS

RELEASE NOTES — DECEMBER 2018

This document explains new product enhancements added to the ADMINS Unified Community for
Windows REVENUE COLLECTIONS system.

CONTENTS

1. REFUND PROCESS [ENHANCED] .....ccctttttttttiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeseeesseessesessseessessessssssssssssssssssssssssssssssssssanns
2. REPLACING A BANK/INACTIVATING A BANK CODE [INSTRUCTIONS] ...cccetttierrrrnneeerrrecsssnnnneeeseesssssnnnneeensens
2.1 Ledgers P Account Maintenance P Bank COUES .......couiiiiriiiiiiiiiniinieenieete ettt se et saae b
2.2. User Profile Screen (Multiple Tabs PEr USEI) ......iciiiie e ceiiee e cttee et ee e etre e stae e e esaer e e s eanneeesanneee s
2.2.1. User Profile Screen P [6 ColleCtionS] Tab ....cocveeiiiceeieieeieie ettt e eaae e e
2.2.2. User Profile Screen P [7 Misc BilliNg] Tab.....vecuiiiiiiieiie ettt
2.3. System P Department Group Profile Tab ........couiiiieie e e e e
2.4, Module Control #4003 for Treasury Collections BatChes ..........c.coouiiiieiiiienieeniiceeeee e
2.5. Module Control #11002—Default Bank for Miscellaneous Billing ..........coccverieeniiiiniieinieenieeeee e
REPORTS. ... tttttiiiiiiiiinneeeiiiissssssssees s s sssssssssee s s s sssssssassse s s s sssssssssssessssssssssssssessssssssssssssesssssssssssanssesssssssssnns
4. PREVIEW OF COMING ATTRACTIONS......cccrrtririiiisssnneensssssssssssssesssssssssssnsssssssssssssssssssssssssssssnssasssssssssssnnanss
4.1. FAVOTTES SCIrEEN [INEW] «.eevreiiiiiiieiiiitieee ettt e e e e e et e e e e e e eessaabbbeeeeeeesesbbaseeeeeesesbaaeeeseeesnsnsnrees
5.  HELP REFERENCE LIBRARY ....cuuettiiiiiiisisnnneeeiiiiisssssssesssissssssssssssssssssssssnsssssssssssssnsssssssssssssssnnsessssssssssnnssssssssss
5.1. NEeW OF UpPdated DOCUMENTS....ccoiiiiiiieie ettt e et e e e e s e star e e e e e e e ssebaeeeeee e e s assraseeeeeesenssstraeeeessnansssnns

w

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

Page 1 of 7



ADMINS Unified Community Release Notes — Version 18.4

Revenue Collections December 2018

©

1. REFUND PROCESS [Enhanced]
To access the steps menu, select Collections P Refunds P Process Refunds Due.

Collections

Payrnenks
Adjustrents
Refunds

| Process Refunds Due

List of Credit Balances

]
]
]
]

Description Date
Uncollectables Process Refunds Due Restart Process
Build File of Refunds Due 28-Mov-2018
DA s erisle By e |
Maintain York File 28-Mov-2018

Refund Due Letters C5Y
Post Refunds (to 2R and 250

Figure 1 Accessing the Refund Process Steps Menu

Refund interest is calculated only on the abatement portion of an amount to be refunded during the [Build
File of Refunds Due] step, if your site is set up' to calculate refund interest. Refund interest is not
automatically calculated when [Adding an Override Refund] via the steps menu or using the [Add Refund]
button on the Maintain Work File screen.

To allow the collector to selectively remove refund amounts, ADMINS updated the [Maintain Work File]
screen to allow any selected refund amount (including interest) to be changed to zero.

Maintain Work File

Twpe Year Bill# Transaction#
10 Real Estate 2017 001004-00 15442
Owner Billing Address Mailing Address
CUMMIMGS. GARY R 231 FARM ST 231 FARM ST

I

I

|

BELLIMHGHAM HA  02019-0000 [BELLTHGHAM MA  D2013-0000

Location 231 FARM 5T Interest From 01-May-2017
Parcel 0002 =000d =000 To  01-Dec-2018
Account 0002 —000d =000
Categony Met Billed Paid Cur Balance| Refund Amount| Adjusted Balance| &
=Tz 620,43 1420.,43 =800, 00 800,00
d-Refund Interest 101,70

Figure 2 Before—an interest amount of $101.70 is shown for Q4 Refund Interest

To remove an amount, position the cursor in the field with the amount to be removed, and either type a zero

in the field or use {spacebar} | {enter} to remove the amount.
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Maintain YWork File
BelB Type Year Bill# Transaction#
. 10 Real Estate 2017 01004-00 15442
Actions
Owner Billing Address Mailing Address
CUMMINGS. GARY R 231 FARM ST 231 FARM ST
1 Steps
2 Set All lssue ‘
SEAIE BELLINGHAM MA 02019-0000 [EELLIHGHAM Ma  P2015-0000
Location 231 FARM ST Interest From  02-May-2017
#asifetnd | parcel 0002 0004 —O0OD To  01-Dec-2018
5 Del Refund Account Qooz2 0004 =000
Category Met Billed Paid Cut Balahce Refund Amount| Adjusted Balance| a
. d-Tax 620,43 1420,43 —800,00 800,00
B Edit List d-Refurd Interest

Figure 3 After — the Q4 Refund Interest amount has been removed from the work file

Please refer to RC-910 Refunds for a thorough discussion of the refunds process.

[ADM-AUC-RC-8398]

2. REPLACING A BANK/Inactivating A Bank Code [Instructions]

To inactivate a bank code, for example when changing to a new bank, go to Ledgers » Account Maintenance »
Bank Codes, select the code for the bank to inactivate, and select Actions » Inactivate Bank.

2.1.

:; [AUC] 2517-Maintain Bank Codes [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets

B SE werm Y Q@ F

Maintain Bank Codes

Gato,

Human Resources  Budget Collections Tax  Motor Excise  Misc Billing

Systern Favorites  Help

- *

Bank T Mame BANK OF AMERICA L AB## [0631-0027-7

Actions

ABA Numeratar

ABA Denominatar

—

Add Bank

dress 1 PO BOX 830175

dress 2

Edit List

dress 3
Inactivate Bank city
]

State [T¥ Zip Code [75283-0000

IDALLAS

4-Accournts Pavable 5-Accounts Pavable-4CH

&-Human Resources

Human Resources-ACH

Direct Deposit Only
@®Yes  OMNo
Cash Book Bank
Oves  @MNo

7-Collections

Imprest Aceount

e Mo

&-is Biling

Figure 4 Inactivate a bank on the Bank Code table

2.2. User Profile Screen (Multiple Tabs per User)

Ledgers P Account Maintenance » Bank Codes

Go to the System P User Menu P User Profile P to set the Default Bank for users to something other than the
old bank: (If there is no bank on the user, leave it blank so that it will “fall through” and use the system

default).
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2.2.1. User Profile Screen » [6 Collections] Tab

User Profile Screen

Erered  (7-Sep—2009 MUPDEVL
Changed 02—t ~2018 THERESA
Last Login 02-0ct~2018 14:01:22,62 Live

Goto,

Username HERESA

Name Theresa

1 General 2 Account Security 3POJAP 4 Human Resources 5 Budaet & Callections: 7 Wise Biline ¥ Login Hist

Collection Defaults

Actions

Restrict User to process their own batches ONLY Oves @ Mo Default Bank @Uﬁ
Batch Entry screen - Set hutton to @ submit O Send To
Include in the List of SEND To names @ves  ONo

| validator - Receipt Printer ||
Figure 5 Collection Tab of the User Profile Screen

2.2.2.  User Profile Screen » [7 Misc Billing] Tab

User Profile Screen

ot
° Entered 7 -Gep-2009 MUPDEVL

Actions Username HERESA Changed  26-Gep-2018 THERESA
k Name Theresa Last Login 02-0ct~2015 05:30:58.66 Live

1 General zaccount securty | B 3FOap [ s Human Resources 5 Budet EJ s cotections €3 7 viscBiing * Login Hist

Mis¢ Billing Defaults
Default Bank

Restrict User to process their own batches ONLY — OYes  @MNo
Batch Entry sereen - Set button to @ submit () send To
Include in the List of SEND TQ names @ves  OMNe

Figure 6 Miscellaneous Billing default bank for each user on the User Profile screen

2.3. System P Department Group Profile Tab

System P Department Group Profile » Collections (for any departments that do Treasury Receipts Imports)
Treasury Receipts Import Defaults section:

Department Group Profile

Goto...

- Dept Group S Description
Actions
1 General 2P0 rAP 3 Collections

[TOWN ADMINISTRATOR

4 8 Dept
Collection Defaults

® Bt List Treasury Receipts Import Defaults

Bl L Bank for Cash/Checks CITE CITIZENS BAMK 0-0000-000-00-00-00000

. 0-0000-000-00-00-00000
Bank for CreFllt Cards CAPL CAPITAL ONE - OO0O—0HD-00-00-00000
Bankfor Online Payments CSBE CAMERIDGE SAYINGS BANK
R —

Figure 7 Three banks — for Cash/Checks, Credit Cards, and Online payments may be specified per department
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2.4. Module Control #4003 for Treasury Collections Batches

seqi|Description

ltnswer  [Edit Buttan [ . ] J

4003 [Nef ault Bank Code

[CRE

Figure 8 Collections P Module Maintenance » Module Control

2.5. Module Control #11002—-Default Bank for Miscellaneous Billing

Seq#|DescriptiDn

|.ﬂ.nswer

11002 Nlefault Bank Code

BOA

Figure 9 Miscellaneous Billing » Module Maintenance » Module Control

3. REPORTS

Gota...

Report Library Transaction History

Report Mame
Actions

(Wi

Report

d630—Revenus Summary — by Type, Date

Fun

4631-Fevenue Summary - by Category. Type. Date

Run

d63Z2—Revenue Summary - by Tupe,. Date. Category

Run

d633—Revenue Summary - by Category. Year. Tupe

Run

Report Categories d636—Revenus Detail — by Category. Year. Tups

Fun

1 Collection Reports

d637—Revenus Summary Category - By Type and Year

Run

2 Transaction Reports

3 Other Reports

4 T7T / Deferral Reports

Ao o =0 ar. “tooor mes e oaa L=

4727-Cazh Activity by Depozit Date range

— Sobisily Bepocte - Bo B

T
4101-Cash Activity by Deposit DatesBatch |

4707-Statistics — How our Bills are Paid

d638-Transaction History for a Parcel

4. PREVIEW OF COMING ATTRACTIONS

[ADM-AUC-AP-908]

Write off of under and over payments
does not impact cash. These
transactions will no longer appear on
the 4101 Cash Activity report.

[TOC-SUP-SAPLAUC-29421

ADMINS conducts annual customer site visits. These visits provide the opportunity to solicit customer
recommendations on new features. As a result, the ADMINS team is enthusiastically working on a “User
Favorites” feature to be implemented in the coming months.
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Favorites Screen [New]

December 2018

AUC has hundreds of processes and screens and thousands of reports. To provide ease of use for infrequent
users and to allow regular users to customize working with AUC, a “Favorites” screen is in development.
This screen may be set as the user’s home screen that is displayed when accessing AUC.

== [AC] 13-Task Maintenance [theresa]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Bssets  Hurnan Resources  Budget  Collections  Tax  Motor Excise  Misc Billing  Systern

B &S M+« + 0

W OE N

- x

Figure 10 Select Favorites P User Favorites to access the screen and make selections.

The screen will allow the selection of up to 45 items to be available on the Favorites screen.The available
screens will be limited to those to which each user is allowed access. All menu, department and account

security will remain in effect. Users will make selections from menus.

Gt
= Theresa

Actions

Users Favorite Selection

8 Available Menu ltems for Human Resources

1

Task# Description
i 6439 Emplouee Maintenance
1 &cld Favorite 6771 Emplogee Maintenance - Read Onl
6550 Position Maintenance
— £509 Enp Le: lance Update S
6470 Employee Na rch
Ledgers 6179 Emplogyee En late Screen

6471 Employee Deduction/Benefit Dele
6473 Employee Additional Wages Delet
6671 Emplogee Salary Delete Log
6550 Emploges Leave Changs Loz

6429 Harrant/Create Timeshest Screen
6160 FLSA Processing

6215 Release Timesheets by Group
6011 Release Timesheets by Harrant

Purchase Orders
Accounts Payabl
Fized Assets

I Human Resources

/]

Budget

6006 Process Pauchecks

Y

creen

te Log
e Log

Callections 6010 Select and Calculate Warrants
T 6020 Site Payroll Reports - OPTIONA
7240 Print Checks
Motor Excise 7244 Print Deposit Advices v
Mizc Billing
L Systern Find = Search Cancel = Help Eof

Figure 11 Steps to create a favorites screen

Enter Slot#

UIC] 73-Usel

Add Favorite

rs Favorite Selection [theresa)

Lookup Cancel Clear All

agbrwbdE

Click the [1 Add Favorite] button

Ma

ke a selection from the list

Select the task “Employee Name Search”
Click [OK]
Assign a slot for the selection; click [OK]

In the example shown a user has chosen the AP/PO Dashboard and also the PO Query screen.

Goto...
o Anthea Dimond
Actions
1
AP/PO Dashboard
z
1 Add Favorite 3
View All Purchase Orders
2 Del Favorite &
5
S

Figure 12 A user’s selections

Users Favorite Selection

16:
17:
18:

19:

A 4444040004040

ok~

The [1 Add Favorite] button displays a
menu of available tasks

The [2 Del Favorite] button allows the
removal of a favorite from a slot

The user’s name as entered in the
user profile screen

A favorite task in slot #1

A second favorite task in slot #3

[ADM-AUC-SY-8067]
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5. HELP REFERENCE LIBRARY

Collections Help Reference Library

Reference Card

iew  |Send -

———————— TEMPLATES

RC—-1220 Upload Treasury Receipt Codes Template ity

—

Figure 13 Before

Collections Help Reference Library

Reference Card

iewy  |Send S

———————— TEMPLATES

RC—-1220 Upload Treasury Receipt Codes Template Run I

Figure 14 After

5.1. New
e REFUNDS
e TABLES

e SYSTEM

or Updated Documents

RC-910 Refunds
RC-1510 Implementing a New Bank Account
RC—-1910 System Administration Kit

' See RC-910 Refunds for more information.

December 2018

The button label on the RC—
1220 Upload Treasury
Receipt Codes Template was
changed from [View] to [Run]
to make all template buttons
within the Help Reference
Libraries consistent.

[ADM-AUC-DOC-156]

[Updated]
[Updated & New to this Library]
[Updated]
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