REVENUE COLLECTION

RELEASE NOTES - JUNE 2014

This document explains new product enhancements added to the ADMINS Unified Community for Windows

Revenue Collection application. The ADMINS Support staff installed these changes to your system on June 21,

2014.
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ADMINS Unified Community Release Notes — Version 5.1
Rewvenue Collection June 2014

1. BILL PAYMENT SCREEN

1.1. In Process Payment Message

The bill payment screen has been modified to continuously display a “pending payment” message until the batch
has been posted. Prior to the update, once a batch was submitted and/or transferred to another user, the pending
payment notification would be removed.

@ [AUC] 4132-Bill Payment [Mary]

File Edit Ledgers Purchase Orders Aceounts Payable Fived Assets Human Resources Budget Collections Tax  Motor Excise System Help
o/ & || o[ m] 28] Q) s L
2014 Real Estate Bill Payment
S 2Bl Year P01d ¥ Search Tendered  Cash Back Applied Total
ROAN, GEORGE W Cash-Coin
Actions =
- 4 Location| [555 CAROLINE TR Cash-Paper
SAccourt| O34 0046 -000D Check 1000,00
BParcel | 034 -0046  -0000 Qther
il At Detall Paymert Transactions @ Trx Summary | 0 Attachment (2) IMLCs(2) | ¥ ParcelifcctNotes| T Bl Notes-Tickler
Charge  Deduction  Abatement Interest Net Bill Paid Refund Adjust Balance g aAply | 9apiat
Bl Tupe o1 514,41 514,41 514,41
02 14,41 42,23 556,64 556,64 556,64
[—— [a} 983,02 500,00 22,60 505,62 505,62 437,25
_ 4 988,02 500,00 6.11 494,13 494,13 6.11
Email Bil
Wl Bill Totals ~ 2999.86  1000.00 70,94 2070.80 514,41 1556,39 556,39 Bal
f— Ovner of Record Current Owner Informational Views
_ BROMH, GEORGE W BROWN. GEORGE W Bill Detail
rarcel cutepal || EROWH. PATRICIA R BROWN. PATRICIA R Parcel Values
— 395 CAROLINE DR - P O BOX 92 395 CAROLINE DR - P O BOX 92 Sales Histary
BELLTHGHAM, A 02013-0000 BELLINGHAM, MA 02013-0000 Tax Rates
Counter receipt —_—
Al Pending Prits
U— Ferding Adjusts
- Reports
Cancel Payment
| PerDiem 57 [.5679]  AmountDue DemandDue  03-Jun-2014
Payment Pending by MARY PaymentDate [j3-Jun2014  $1,556.39 Grace Until  07-Jun-2014
Allow Cverpayment =4

[ADM-AUC-RC-8227]

1.2. Bill Notes / Tickler

The tab was enhanced to indicate the number of notes or tickler messages that have been entered for the selected
Bill.

2013 Real Estate Bill Payment Inquiry

2 Bil 50 Year Eolz # Search Tendered Cash Back Applied Total
30Owner | [DINAPOLT MICHAEL J & MICHE Cashicoi
4 Location| |5 GRAMITE ST Cash Paper

& Accourt 002 0002 0000 Chieck
GParcel | D002 -0002  -0000 Offier
Bl Eagrment | Detail Payment | Transactions | @ Tre Summary | 01 Attachments IMLCs(2) | ¥ Parcelracct T Bill Notes/Tickler |

Figure 1 Before

2013 Real Estate Bill Payment Inquiry
2 Billg () Year EOlZ X Search. | Tendered Cash Back Applied Total

Gowner | [DINAPOLT MICHAEL J & MICHE Cash-Coin

4 Location| [ GRANITE ST Cash.Paper

5 Accourt| 0002 —0002 0000 Chectt

& Parcel 002 0002 —0000 Othier

Eill Payment Detail Payment Transactions @ Trxc Summary 0 Atachmerts ZMLCs (2) v Parcelitcct@@es| T Bl Motes-Tickler (2) >
Charge Deduction  Abatement Interest Net Bill Paid Refund Adjust Balance £ Aoy | S Splak

Figure 2 After

[ADM-AUC-RC-8222]
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ADMINS Unified Community Release Notes — Version 5.1
Rewvenue Collection June 2014

2. REFUNDS

2.1. Creating Vendors from Refund Process

Modified the refund process to stamp the vendor record indicating that it was created automatically via the AUC
Refunds from Collections operation.

Enter VVendors
Vendor ESTRADA, EMAMUEL + ANME MARTEQ Collections Refund Vendor s
1_Namei.£\.ddress| 2 Addresses | 3 Clazsification I 4 Attachments I 3 ftems I Il
Restiictaccess To © Town € Schoal & Both Authorized Repre
Federal ID#
Bank Code Mame
ABEE  OO00— Prenate [ Mot Active I
Bank Fhone# [(000)
Z mer# Created via REFUMDS by THERES
HF ACH Ta e Coslond * Mone I
FPhones# [(000)

[ADM-AUC-RC-8226]

3. ACCOUNTING CHANGES

3.1. New Transaction Codes for Tax Title / Tax Deferral

Modified the Tax Title and Deferral modules to use new transaction codes on entries being posted to the General
and Subsidiary ledgers. The new transaction codes are:

TT12- Tax Title payment (full and partial)

TT13- Tax Title adjustment (includes refunds)
TT14- Tax Deferral payment (full & partial)
TT15- Tax Deferral adjustment (includes refunds)

Showing Al Transaction Historl

Prior to this update,
payments were coded as
RCO1’s and co-mingled
with payments to other

Gota...

Actions
— Fr  Account Number

PR [1000-000-0000-000-00-00-12400 receivables.
& Drill Dovwvn TAX LIEMS RECEIVAELE
7 Acct Bal Inguiry
& Excel

9 Excel by Date I 1 Accourt | 2 Posting# 3 User Batch I 4 References I 5 Trx Date
Trx Date Reference# Line GL# Posting# Amount Type Display - Notes
11-Apr-2014 15259894 25 88435109 376,75 CR Tax Title Partial Paument
10-Apr-2014 103600 25 418 88432091 24,60 CR TT Paument Bill# 001035-00
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ADMINS Unified Community

Release Notes — Version 5.1

Rewvenue Collection

=a[AUC] 1116-Post GL Transactions [Mary]
Fil: Edic Leders Purchass Orders Accounts Payable Fixed Assets Human Resources Budgst Collections Tax  Motor Exciss System  Help

Soles| & e +[w] &3] Qf =]

Post GL Transactions

Goto
sctons 1 Select 1| 2 Desslect 41| SEdiList | 4PosttoGL |
M Year GLBatch Original Bal Dehits Credits  Adjustments  Encumbrance Entered By Type Details  Locked By

[o15 [Faa3089 900,00 00,00 -900,00 ANTHER PO Liquidation Lines

Po15 Fa43007 900,00 900,00 900,00 900,00/ ANTHER PO Roll Over to N

EOlll 843210 52090.67 79001.53 MARY Tax Title Payment

EOld 843207 12000,00; 24000,00) MARY Tax Title v,

014 5543205 9105,04; 9105, 04 Reversal of

)
=t
=

243199
243198
542195 UserBch# Ref#  Line GLLn TrxDate Account #

242194

Ml Line Detail for General Ledger Batch 8,843,210

9 23 1 04—

A

843152 ps? 1 4 R
TEIER) kis? 1536594 24 1 0d-Jun-2014 1000-000-0000-000-00-00-26750 d
B0 bs? 1536594 25 1 04-Jun-2014 1000-000-0000-000-00-00-12400 e i
eI kis? 1536594 32 6§ 0d-Jun-201d 1000-000-0000-000-00-00-10400 iz e
o bs? 1536594 33 5 04-Jun-2014 1000-000-0000-000-00-00-41420 e i
e ks? 1636590 34§ 0d-Junm201d 1000-000-0000-000-00-00-26750 ez
bs? 1536594 35 5 04-Jun-2014 1000-000-0000-000-00-00-12400 e i
014 BRAZ184 ks7 1536594 42 7 04-Jun-201d L000-000-0000-000-00-00-10400 iz R
014 BB43180 ks7 1536554 43 7 04-Jun2014 1000-000-0000-000-00-00-41420 1z ik
Eo1d Baasty7 ke7 1536594 44 7 04-Jun-2014 1000-000-0000-000-00-00-26750 11z R
Eoid eastis ka7 1536534 45 7 04-Jun-201d 1000-000-0000 12400 1112 R
poid Baastia k57 1636590 52 9 0d-Junm201d 1000-000-0000-000-00-00-10400 ez
[Fo1d [EBE170 kis? 1536594 53 9 04-Jun-201¢ 1000-000-0000-000-00-00-41420 iz ik
514 [FEa169 ks? 1636590 54 9 0d-Jun-201d 1000-000-0000-000-00-00-26750 ez
k7 1536594 55 9 04-Jun-2014 1000-000-0000-000-00-00-12400 e i =l

oK Find | Search Help | Eof|

June 2014

These codes are applied when entries are Posted to Bill Types 15 (Tax Deferral) and 70 (Tax Title). The

following procedures have been updated:

» Post Payments
» Post Redemptions
= Post Adjustments

If you wish to run a transaction detail report to reconcile postings for a certain type of transaction, you may now
select from various GL Transaction codes available.

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections  Tax  Motor Excise  System  Help
Rl & w|o|+|] 2] O =] L
1630 Transaction Detail Report w/Notes
Goto...
Actions Report Title Tranzaction Detail w/Motes
Y Eoid  To Boid Start Date [31-Ju1-2013 EndDate [30-Jun-2014
I 1 Selection Criteria I 2 Totals By I
Element From To Group Tvpe Category Sub-Class Account Type
3 Run Report I I I =
Fund | Jooon [ = iy
= oo codes B
4 Clear Al Functin 000 000 I_ Code Description Status Tof
& Program FOO rog |_
C13 Deferral Fees RC -l
Lacation 5] o [ FEOL Real Estate Billing RE
Vear foo po [ FEO2 R/O/S Billing RE
Dbject Bement 0000 0000 | RE0Z Real Estate Deduction RE
E04 Real Estate Demands RE
E09 Real Estate Adjustments RE
TOL Tax Title T
T04 Additional Fees T
TOB Subseguent Tax Title T
TO9 Reversal of Tax Taking T ||
T11 Deferred Tax T en
T12 Tax Title Pauments T
T13 Tax Title Adjustmments T J
_ T14 Deferral Pauments T -
Select Onwwmcm Vit T15 Deferral Adjustments T chy
Posted Data ] BOL Utility Billing UB =
Journak¥ &
0K I Find | Sealchl Can[:ell Help | Eof | | =4
GL Code | | ol
PO# I ] |COA Code 5 o

[ADM-AUC-RC-8218]
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ADMINS Unified Community Release Notes — Version 5.1
Rewvenue Collection June 2014

3.2. Note Includes Parcel#; Not Bill#

3.2.1. Transaction Detail Report(s)

Modified the Transaction Detail Reports to display the Parcel#; not Bill# for Tax Title and Tax Deferral
transactions. There may be multiple bill numbers for an account but only one parcel per Tax Title or Tax
Deferral account.

GL_Trxn_Detail_with_WenMote_ THERESA[L]xml - Microsoft Excel =]
ut Forrmulas Data Revi e Wiewy @ '@ =
po14
E F e H | J k. 15
GL Post? User Batch Approp/Open Debit Credit Encumbrances Balance Yendor otes
[ agd3119” 432 0.00 1,000.00 000 0.00 1,000.00 TT Pt Par: 0013 -0084  -0000
i 884310?2 426 0.00 11912 000 0.00 111812 ”

The updated reports are those on this menu that display the NOTES field:

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Syst
B |« |s|m| 25 af @
Ledger Transaction History Reports
Goto...
Actions Report Name
1630-Transaction Detail Report w/Motes Sample Run
1632-Transaction Detail Report w/Vendor Sample Run
1639-Transaction Detail Report w/Motes & Vendor Sample | Run
1628-Transaction Detail - Debits/Credits Only Sample | Run
Report Categories 1631-Transaction Detail — Debit/Credit - Mo Approp Roll Txns _Sample | Run
- 1626-Transaction Detail — Debits/Credits (w/ Checks) Sample | Run
2 Transaction History 1633-Transaction Detail Report - Interfund Transfers Eample | Run
163d-Tranzaction Detail w/ Running Balances Saple Run
1635-Tranzaction History {Summary Sape Run
1667-Tranzaction Summary (Mo Appropr Roll Fud? Sape Run
1636-Transaction Summary <for POs or Youchers: Saple Run
1540-Transactions affecting a prior period,.. Sample Run

[ADM-AUC-RC-8218]

3.2.2. Transaction Detail Screen(s)

Modified the Transaction Detail screens to display the Parcel#; not Bill# for Tax Title and Tax Deferral
transactions. There may be multiple bill numbers for an account but only one parcel per Tax Title or Tax
Deferral account.

Showing Al Transaction History
Goto...
Actions Type Asset 0 PC Balances |
- FY  Account Number Sub-Type Contral I PO Balance a= Of
ERERE [1000-000-0000-000-00-00-10400 Status Active

£ Dril Dovwn CASH, UNRESTRICTED CHECKING Fund Status  fctive

7 &cct Bal Inguiry
& Excel

4 Excel by Date I e | 2 Postingt_| 3 User Batch | 4 Referenced | 5TrxDate |
Trx Date Reference# Line GL# TrxCode User Bat# Posting# Amount Typg Dizplay - Motes
[3-Apr—2014 1529898 102 40 7712 430 98943115 439, 1T Pawnent Parcel 0014  —0143  —0000
[GApr—201d 1529893 113 40 T712 430 9943115 510,02%ge [T Paunent Parcel 0014  —0143 0000
1Z-Apr—201d4 1629899 22 1 TT14 430 8843115 675,93 IR Deter i o
1Z-Apr-2014 1529393 32 40 TT14 430 8843115 2,67 DR Deferral Paument Parcel 0002 0016
1Z-Apr—201d4 1629899 43 1 TT14 430 8843115 1387.62 DR Deferral Paument Parcel 0009 0016
1Z3-Apr-2014 1529899 53 40 1714 430 8843115 5,47 DR Deferral Paument Parcel 0009  —0016
F-fApr-201d 1529899 &4 1 TTi4 430 00943115 B50,58 IR Deferral Pagnent Parcel 0003  -0016
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ADMINS Unified Community Release Notes — Version 5.1
Rewvenue Collection June 2014

DOES NOT APPLY TO PREVIOUSLY POSTED TRANSACTIONS

Existing transactions performed prior to the software update will retain the notes with the bill number
as originally written. Only transactions performed after the software update will have the parcel
number applied.

[ADM-AUC-RC-8218]

4. REPORTS

4.1. Calendar Year Payments

Modified the calendar year payments report to separate out interest payments from payments against principal
and other charges.

2012 Real Estate Bill Payment
2 Bill# [0 Year FOTZ H Search, Tendered  Cash Back Applied Total
3 Owener Cash-Coin
4Logation| 31 FARM ST Cash-Pager
5 fccourt| [DO0Z  -0004  -0000 Check
GParcel | D002 -0004  -0000 Other
Bill Bament Deteil Paymert | Transactions | @ TrcSummary | 0 Attachments | ZMLCs(1) | ¥ Parcelibcct Notes| T Bil Motes-Tickler (1)
Charge  Deduction  Abatement Interest Net Bill Paid Refund Adjust Balance 8 Aply | 3 &plA
at 1191.67 1191.67 1191.67
a2 1191.67 1151.67 1151.87
o3 1212.58 1212.58 1212.58
04 120877 1208,77  1208,80 -.03
Bill Totals 4804 .69 480463 4804.72 -.03 -.03 By
Owner of Record Current Owner Informational Views
CUMMINGS, GARY R CUMMINGS, GARY R Bill Detsil
000000000 231 FARM 5T, P 0 BOH 172 Parcel Walues
BELLINGHAM. MA 02013-0000 Sales Histary
FOTDDFFOFTODAFTDTTTADFADTTTATFTATFTTTTAT
A Peridliia Prifs
Pending Acusts
Sales Hstory
Parcel Yalues
Calendar ¥
Calerdar Vear Payments-

Vear Bill# Category TnCode Pay Date Payments Refunds  Adjustments Net hmount
2012 001004-00  Tax Counter receipt 09-Feb-2012 1,205.07 1,205.07
2012 001004-00  Tax Counter receipt 09-Apr-2012 1,212.51 1,212.51
Total Bill: 001004-00 2,421.38 2,421.38
2013 001004-00  Tax / Counter receipt 20-Aug-2012 1,228.64 1,226.64
2013 001004-00  Tax Counter receipt 20-Naw-2012 1,234.75 1,234.75
2013 001004-00  Tax Counter receipt 10-Dec-2012 9.07 9.07
Total Bill: 001004-00 2,489.40 2,489.40
#7% Total Parcel 7%7 4,910.78 4,910.78
Total Reportable : 4,890.04
Total Non-Reportahle: 20,74 ¥
* Denotes Amounts not Tax Deductible

Figure3 Before

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 24
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June 2014

Total Reportable : 4,590.04
[Total Non-Reportable: 20.74 *

[+ Denotes Amounts not Tax Deductible

ear Bill# Category TxnCode Pay Date Payments Refunds  Adjustments Het Anount
012 001004-00 Tax Counter receipt 09-Feb-2012 1,205.07 1,205.07
01z 001004-00  Tax Interest Counter receipt 09-Feb-2012 3.71 3707
012 001004-00  Tex Counter receipt 09-Apr-2012 1,212.51 1,212.51
012 001004-00  Tax Interest Counter receipt 09-kpr-2012 .09 09 *
Total Bill: 001004-00 2,421.38 2,421.38
013 001004-00  Tax /Eumte: receipt 20-kug-2012 1,228.64 1,228.64
013 001004-00  Tax Interest Counter receipt 20-kug-2012 7.59 7.59 %
013 001004-00  Tax Counter receipt 20-Nov-2012 1,234.75 1,234.75
013 001004-00 Tax Interest Counter receipt 20-Now-2012 9.28 9.28 *
013 001004-00  Tax Counter receipt 10-Dec-2012 9.07 5.07
013 001004-00  Tax Interest Counter receipt 10-Dec-2012 .07 07 *
Total Bill: 001004-00 2,489,490 2,488.40
#%% Total Parcel #+% 4,910.78 4,810.78

Figure4 After

4.2. Deferral / Tax Title Reports Library

[ADM-AUC-RC-8221]

Added a new section to the Collections » Reports Library to store Tax Deferral and Tax Title report offerings.

File Edit Ledgers Purchase Orders

B|@| G| w|e||m| % o =

Accounts Payable  Fixed Assets

om[AUC] 4963-Report Library Tax Title / Deferral [Mary]

Report Library Tax Title / Deferral

Hurnan Resaurces

Budget

Caollections

Tax

Motor Excise  Sysh

Gota....
Actions Report Name

11368-Tax Title — A= Of a Date Sample Run

113832-Tax Title Balarces as of (Trial Balance! Sample Run

4824-Teferral - As Of a Date Sample Run

4826-leferral Balances asz of (Trial Balance! Sample Run

Report Categories 5931-Deferral Form 410 Zample | Run
1 Collection Reports 11401-Tax Title Transaction History List Sample Run
2 Transaction Reports 11402-Tax Title Transzaction Summary Sample Run
11403-Continue Municipal Lien Form 291 Sample Run

4 T/ Deferral Reports 0914-Tax Taking Form 410 Sample Run
———————————————— Sample Fun

5224-TT - Possible Candidates and Excluszions Sample Run

5815-Parcels by Tax Title Type Sarmple | Run

0223-Parcel Flag Edit List Sample Run

4.3. Deferral / Tax Title Trial Balance

[ADM-AUC-RC-8229]

Modified the Trial Balance report to add a new section at the end of the report that will summarize all categories

across all years.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 5.1

Revenue Collection June 2014
113283-TTTRNHTIS_EYCAT_ASOF.REP Printed 03-Tun-Z014 at 17:04:09 by MART Page 4
Town of ADMINGS
Tax Title Balances as of (Trial Balance)

Bill Type: 70 Tax Title as of 1Z31E012

Category Charges Abate/Deduct Adj-0th Refunds Payments Balance

*** Total *** Bill Year: Z01Z 34818727 F1118.17 Z257069.10

o1 Tax £214E1.14 £3221.Z24 EE9119._ 30

os Water Lien 10056.03 lo0ss.03

[l Water Committed Interest 444 .33 444 83

a7 Sewver Lien 4L5le. &0 4L18. &0

og Sewer Committed Interest 2l2.68 Zl3. 68

o= Trash Lien S2582.24 SZ3Z.24

15 Sewer Betterment B33.33 £33.33

1& Sewer Bett Committed Int ddd. 54 444, bd

33 Lenand £00.00 1l0.00 530,00

40 Tax Interest 24107326 100,46 EZE0E. 20

Tz Certificate of Pedemptio £40.00 1zg.00 1zo.00

*** Total *** Bill Year: Z013 2810Z1.71 4061.70 Z276360.01

Grand Total 364359751 246490421 117869260

This change applies to reports 11383 and 4826.

Report Harme

11368-Tax Title - As Of a Date

11383-Tax Title Balances as of (Trial Balance}
432d4-Deferral - As OF a Date

4326-Deferral Balances as of (Trial Balance?

[ADM-AUC-RC-8217]

4.4. List of Stale Batches

Added a new report to the End of Week process to automatically create and email a list of stale collection
batches. The report is intended to alert users of batches that they started at least 30 days prior but have not used
or completed processing.

[AUC] Weekly: Stale Receipt Batches

aucdev@admins.com
Mon 6/2/2014 2:33 AM

| The email is delivered to
Mary Mackinnon; Theresa Campbell; Wendy Tarantola
the names located on the

] Message 8 Stale Batches 20140602015119.xml (101 KE . . . . .
ge | [)state. = [ ) email distribution list

called “COLLECT”.

File Attachment Included

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

To update the email distribution list, click on the following operation:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 24
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| Collections  Tax  Motor Excise
Payments
Adjustments
Refunds
Uncollectables
Treasury Receipts
Municipal Lien Certificates
Partial Payment Letters
Mortgage Lenders
Tax Title

* r T v Tw

»

»

Deferrals 3
Reparks 3
Tables 3
L3

»

L3

3

Queries
Madule Cantrol Table

Module Maintenance

Interfaces/Imports

Site Specic Field Lagging - Bill Category Table

Field Logging - Eill Tvpe Table
Help Reference Library Field Lagging - Callections Madule Contral
Collections Help

T CTEapproved

Ernail Distribution Lists

Retrieve the list called “COLLECT”. Modify the user names accordingly.

Email Distribution Lists

Goto

— Distribution Code Sl [2ily: Unposted Collection Batch ¥ Systy
User Name Full Hame Email Address

4 Add Ermail _—
AR Mary MacKinnon mary@adnins . con
[THERESA Theresa Camphell THERESABADMINS ,COM

2 Remowve Email ————————

EHDY Mendy Tarantola MendyBadnines .com

And an email notification will be delivered to those names in the COLLECT list. The report may yield batches for
users who are not included on the COLLECT list. This is because the management of the stale batches is often
handled centrally. Oftentimes these batches were created by employees who are no longer employed by the
City/Town and hence they become “stale”. In these cases, those batches should be transferred to another party
where they may be used or removed from the system.

E Microsoft Excel - Stale_Batches_20140602015119.xml [Read-Only]

@_] Ele Edit View Insert Format Tools Data Window Help Adobe PDF Type a
‘2 fa @S] 2 g ges... EndReview... [l

DEHRIIRAIVEIS DB-F/9-0-1 -3 @ag s -@f

vl c85 - B 7 U|SEEHS % WBEED-H-A-H

B93 A # COUGHLIN
B | [ | D | E | F G | H | | J | K [

| 1 |CreatedBy CreatedOn |AssignedTo Batch# LastChanged PayDate DepositDate PostingDate AmtExpected AmtEntered Bank BankNan|
| 83 |MOORE 10/28/2013  LUANN 239 10/29/2013  10/28/2013  10/28/2013 -13.33 -13.33 BOA BANK OF
| 84 |[MOORE 10/28/2013 | LUANN 240 10/29/2013  10/28/2013  10/28/2013 5.00 5.00 BOA BANK OF
| 85 |MOORE 10/29/2013  LUANN 241 10/29/2013  10/29/2013  10/29/2013 1,000.00 1,000.00 BOA BANK OF
| 86 |[MOORE 10/29/2013 | LUANN 244 10/29/2013  10/29/2013  10/29/2013 513.95 513.95 BOA BANK OF
| 87 |MARY 1/27/2014 MARY "363 142712014 5,000.00 MELM BANK OF
88 |[MUPDEVA 11/5/2013 MUPDEVA 286 11/6/2013 BOA BANK OF

[ADM-AUC-RC-8228]

4.5. Treasury Receipt Turnover Reports

The Treasury Receipt Import Batches process has been modified to accommodate using a different cash account
business rule. All Treasury Receipt turnover reports used for historical purposes have been modified to
accommodate the introduction of this new Cash account operation. While users should see no change in the
format of these reports, the list of affected reports includes:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 24
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Collections  Tax  Mokor Excise

Payments 4
Adjustments 3
Refunds »
Uncalleckables 2
Treas! eipts » Batch Entry
Municipal Lien Certificates  # Treasury Receipts
Partial Payment Letters Receipt Edit List
Maortgage Lenders 4 Submit Batches
Tax Title 3 Restore Batches
Deferrals 3 Post Batches
Reports 3 Treasurers Receipt Cover Sheet (Submitted
Tables » -
. Treasury Receipt Codes
Queries 3 i
N — 5 Treasury Receipt Code Category Table
Interfaces/Imports L4 Bill Type
Site Specific 4 Bill Category
Help Reference Library Rateh risr
Collections Help Treasury Receipt History

Treasury Receipt Hiskary Print List
Treasury Receipks History Deposit List —
eekly TR by Category
Manthly TR by Colurn

Weekend TR Collections

[ADM-AUC-RC-8225]

5. INTERFACES/IMPORTS
5.1. UNIBANK / BILLTRUST Daily Balance File

5.1.1. Email Notice of File Location

Modified the procedures shown below to send out an email notification to a group of users listed on an email
distribution list as shown below. Prior to this update, only the user running the process received the notification.

| Collections Tax  Motaor Excise
Payments
Adjuskrients
Refunds
Uncallectables
Treasury Receipts
Municipal Lien Certificates
Partial Payment Letters
Mortgage Lenders
Tax Title

- v T v oww

Deferrals

3

3

3

Reports 3
Tables 3
13

3

3

3

Queries
Module Maintenance

Interfaces{Imports
Site Specific

Treasury Receipt Code Upload
Treasury Receipt Code Conversion - Unified

Create Unibank. O
Create BillTrust Daily Balance Files

Help Reference Library
Collections Help

To update the email distribution list, click on the following operation:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 24
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|Collecti0ns Tax  Motor Excise

Payments

Adjustments

Refunds

Uncollectables

Treasury Receipts
Municipal Lien Certificates
Partial Payment Letters
Mortgage Lenders

Tax Title

* r T v Tw

»

»

Deferrals 3
Reparks 3
Tables 3
L3

»

L3

3

Queries

Module Maintenance Madule Cantrol Table

Interfaces/Imports

Site Specic Field Lagging - Bill Category Table

Field Logging - Eill Tvpe Table
Help Reference Library Field Lagging - Callections Madule Contral

Collections Help
T CTEapproved

Retrieve the list called “DAILYBAL”. Modify the user names accordingly.

Email Distribution Lists
Gota...
Actions Distribution Code [IEIRyZa N Lollections Daily Balance Location Email [¥ Systerm Default Distribu
User Name Full Name Email Address Status
1 Add Email ——
FMTHEA Anthea Dimond anthealfadnins ,com Active
IACKTHHOH Mary MacKinnon {alternatel nary@adnins ,con Active
2 Remaove Email —
[THERESA Theresa Campbell THERESARADMINS ,COM Active

The procedure will alert the user where the resultant files are now stored:

Unibank Daily Balance File

To transfer the files,
Additional information on filenames is available
in the Email that was sent ko the DAILYEAL Distribution Lisk

j) Go ko folder z:admhome!filestokestuploads

And an email notification will also be delivered to:
= the users named in the DAILYBAL list, and
= asa CC: to the person running the process even if they are not listed on the DAILYBAL list

03-Jun-2014 Unibank Daily Balance File Location

mary@admins.com
Tue 6/3/2014 6:06 PM
Anthea Dimond; Mary Mackinnon; Theresa Campbell
Mary MacKinnon

Selection Criteria

Include Real Estate / Personal Property Years

RE Bill Year 2014 # records 6,353
PP Bill Year 2014 # records 35

Create output file as... 1 File

Include Motor Excise Years

Year Commit# Seq# Create output file as... #Records
2813 1 Separate File 53

[ADM-AUC-RC-8223]
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6. TREASURY RECEIPTS IMPORT

6.1. Import Error Report

The Treasury Receipt Import process now displays a new report that shows errors indicating that there are
invalid codes in the upload file:

<% TedRE - TR_Imported_Batches_LUANN[5].lis

File Edit Farmat Options
= B|Z|u[m>] =| [ =]|z] &

=l [s
Printed 05-Jun-2014 at 17:02:34 by LITANN

[ Courier new

le11s
4571-RCTRINPCHK. RER
Town of ADMINS
Inport Treasury Receipts

Pay Date  Trx# Year TR Code  Account Cash Check Other Message - REVIEW Transaction if any messages are displ
TUser Batch : Deposit Date : 01-Jun-2014 Bank : BOA Department Group : TREASURER

27-May-2014 2014 UNENOTH 0000-000-0000-000-00-00-00000 80.49 Invalid TR Code Z014&AT - Changed to UNENOWN
27-May-2014 2014 UNKNOUN  0000-000-0000-000-00-00-00000 284,99 Invalid TR Code Z014RAD - Changed to UNENOWN

The user is then given the option to continue the process (with the invalid codes changed to UNKNOWN) or to

exit the process and correct the codes in the upload file.

Import Treasury Receipt Batches E

. Missing Treasury Receipt Codes
- Click ¥ES ko upload the file,
Click MO ko cancel khis process,

Yes Mo

[ADM-AUC-TR-85]

6.2. Cash Accounts Used on Imported Receipts

Modified the Treasury Receipt import process to allow for better control over the General Ledger Cash accounts

being updated as departmental turnovers are imported. This change only applies to imported receipts; not
manually entered turnovers.

Trea: ot

Batch Entry

Municipal Lien Certificates
Partial Payment Letters

»

Treasury Receipts
Receipt Edit List

Mortgage Lenders > Submit Batches
Tax Title »  Restore Batches
Deferrals »  PostBatches
Reparts 3 Treasurers Receipt Cover Sheet (5
Tables »
Treasury Receipt Codes
Querles ' Treasury Receipt Code Categary T
Module Maintenance 3
InterfacesiImports 3 Bill Type
Site Spedific »  Bil Category
Help Reference Library Batch Query

Collections Help

Treasury Receipt Hiskory
Treasury Receipt History Print List
Treasury Receipts History Deposit
‘Weekly TR by Category

Monthly TR by Column

Weekend TR Collections

Transfer {(unsubmitted) Batches
Transfer and Restore Submitted B

Import Treast

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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When you import a .CSV file of receipts, the system requires you to enter the Department Group to which these

June 2014

receipts belong. The Department Group then controls which BANK(S) are used on the batch(es).

Ml Task 4570: Import Treasury Receipts
Import Treasury Receipt Batches

Required: Enter Department Group |AF\CAND

Department Group Profile

Description  |ARCAND PARIC

Required: Enter Deposit Date (mmddywyy] (060714

. DeptGroup fRCAND

1 General | | 2P0 AP |

3 Collections |

Enter Import Path and File [ZAADMHOMEYFILESTOTESTUPLOADS{TRIMPORTUMPORTDETAIL.CSV
Optional: Enter Batch Note

[Look at DEPT GROUP = ARCAND to get BANK code!!]

Runas @ preview  Print  PDF

Collection Defaults

Treasury Receipts Import Defaults

It Printing use Duplex & Yes  No Bank far CashiChecks COMMERCE BANK
Bank for Credit Cards DM COMMERCE BANK
Bank far Online Payments ' OM  COMMERCE BARNK

Bank GLAccount  00O0-000-0000-000-00-00-00000
Bank GLAccount  00O0-000-0000-000=-00-00-00000
Bank GL Account  Q0O0-000-0000-000-00-00-00000

Lookup. | 0K Cancel

Clear All

Once the BANK is known, there are up to 3 different ways that the Cash Account# can be configured:

=  From the Bank Code table,
= From the Control by Account# table, or
= From the Billing Category table.

6.3. How s the Cash Account determined?

0 If there is a TR cash account# assigned on the bank code, that is used first:

Maintain Bank Codes

Bank [ Mame [ OF AERICA A [[Za5675-0 [T —

ABADenominator [~

Address2 [

553 [
'. — state [ Zip Code [i00-0000

| _ghccourts payabis.ach | |

e E Checking

Contactiame [

Phone (G607 0000050 Contact Tyae [

E-mall Address [

‘Erw;asw Receipt Overrids dccount  [IG00-000-0000-000-00-00-10200 -

9 If there is no Cash Account specified on the Bank table but there is a cash account# specified on the
Revenue Account in the Controls by Account# table then that is used:

General Ledger Controls by Account# |
Goto..
o Account The revenue account from
— 0165 ES10—000—0000—000—00—00—49702
4-List Invalic Accourts | 3-Delete Invalicl Accounts th e TR COd e
1 &ddd Conitrol
2 Delete Control
I Line Account Mumber De| .
| geaist | If present, this Cash
Cash E [EE10-000-0000-000-00-00- 10400 account# will be used
Rawan e I — — R =

]
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9 If neither of the above are present, then the Cash Account# specified on the Bill Category table is used:

=3[ AUC] 4004-Eill Category [Mary]
Fil= Edit Ledgers Purchase Orders Accounts Paysble Fixed Asseks  Human Resources Budget Collections Tax Mol
@ S| || »m] &5 o K| =]
Bill Category
Goto...
=t Year Type Description
actions 2014 ﬁ Treasury Receipts
Categaries 1 | I Accounting 2 I Azzocigtions 3 I Groups 4 I
Category Description ___Adjustment Allowed this|
[I0  Treasury Receipts £ hione 1 Charge €
5 Add Type
B &cd Category Account Humber
1 Cash [ =#—000-0000-000-00-00- 10600
Delete Tyne: | |7 Revenue or Lishilt Bnnn-nn0-0000-0n0=An=00-00000

JThis must ALWAYS besetto a

Cash Account#. It cannot be null.

EXAMPLES
@ See Appendix for examples of how the Cash Account# is assigned to the transactions in

a batch of turnovers.

This software update includes the following 2 changes:

Added the Cash Account number to the System » Department Group Menu » Department Group Profile table:

Department Department Group Profile
Dept Group  |iEs Description Dept Group 53 Description  [-OMFENSATED AES FUND
Ead I 2P0 [AP I 3 Calectio 1 General 2P0 AP | 3 Collections
, Collection Defaults
Collection Defaults
Treasury Receipts Import Defaults
Treasury Receipts Import Defaults
Bank for CashiChetks CITIZENS BAK Bank GLAccount  sesx— D00-0000-000-00-00-10400
Bank for CashiChecks B CITIZENS BANK Bank for Credit Cards WE WEBSTERBANK Bank GLAccount  1000-000-0000-000-00-00-10400
Bank for Credit Cards EB WEBSTERBANK Bank for Onling Paymeants AYG MAVYIGAMT CREDIT UMIOM GL Account  0000-000-0000-000-00-00-000
Bank for Online Payments AYG NAVIGANT CREDIT UNION
Split RefundiCredits inta Separate Batch & Yes Mo
Split RefundiCredits into Geparate Baich % Y¥es  { Mo

Figure5 Before Figure6 After

Added the Cash Account number to the Bank Table » Collections tab:

4-Accounts Payable | S-Accourts Payable-SCH | E-Human Resources | Human Resources-ACH |

7-Collections

Caollection Bill Categary Account Used
Bank Account# 2 ]

Last Check Used 0000000
LockBox Import File |
Lockbaox Expart File |

Type £ Checking

E-mail Address
Wehsite Address

Contact Mame FPhone |<000) QOO-0000 CDntactTyper

Treasury Receipt Override Account  pexs=—000-0000-000—-00-00-10400

Added a CASH override
account#to be
managed at the BANK
level for Treasury
Receipts

If a turnover is manually created in AUC then the Cash account# always comes from the Bill Category table:

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ma[ALC] 4004-Bill Category [Mary]

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources Budget  Collections  Tax Mol
Bal@| S| v« |»|m| | 2 w2 m|
Bill Category
Zoto...
= Year Type Description
Actions 2014 ﬁ Treasury Feceipts
Categaries 1 | Accourting 2 | Aszocistions 3 | Groups 4 |
Category Description __ Adjustment Allowed this|
[io Treasury Receipts  Mone ' Charge
5 Add Type
& Add Category Account Number {
1 Cash pee2—000-0000-000-00—-00- 10600
7 Delete Tvne | 12 Revenue or Liskiity NOCA—OOn = A=A =0 =00 = 00000

[ADM-AUC-RC-8225]

7. MUNICIPAL LIEN CERTIFICATE

7.1. Interest Not Correct

Corrected an issue with interest due on a municipal lien certificate not matching the Bill Payment screen. This
has been corrected.
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CERTIFICATE OF MUNICIPAL LIENS
General Laws, Chapter 60, Section 23, as amended by the Acts of 1587, Chapter 230

ISSUED: 15-Jan-201

The Commonwealth of Massachusetts

Bellingham CollectorTreasurer
10 Mechanic Street, PO Box 204
Town Of Bellingham
508-657-2843

| centify from availatle information that all faxes, assessments and charges now payable that constitute fens as of the date of this certificate on the
parcel of Real Estate specfied in your application receved on are listed. Sale of this property requires that the recycling bin and rash bin (Seral 2=
below] to remain on premises as they are the property of the Town of Bellingham. Faiure o do 5o will result n 3 replacement fze.

NUMBER: 2014-17638

4

Farce|id: 0084 3016 -D000
GommsrEs o e e
WALFOLE Ma 0aet 4 Legal Rsference: 11876-540
Commerciat 17.72 Aszeszed Owner(si: HARTFORD AVE LTD REALTY TR MIDIO DICARLD I
Industriat 17.72 -TR
CFA % 1.5000 Surrert Cwner: HARTFORD AVE LTD REALTY TRUST MIDIO
DICARLD Il - TR
Fleoal 2014 Valus: Rec Val: $227,200 Gomm Val: $147.300 Todal valua:
$a74.600
2014 Bill 2001035 2013 Bill 001036 212 Bill #001026
ASSESSMENTS
Tax 53,634 56,0281 56,500.14
Bettemments/Lisns SE23.72 STES.08
Committed Intenest 220,80 =02
Interest 550.40
Charges and Fees $5.00 £5.00
Total £3.599 81 $6.885.42 5638822
[FRTRERTS
Payrments §3,500.81
Tax Tite 57.500.00
Taotal £3.599.81 £7.500.00 £0.00
ADJUSTMENTS, AEATEMENTS & EXEMFTIONS
Adjustrments Tax Tile §-6.88542 5-6,388.22
Taotal 50.00 5688542 5-6.388.22
CURRENT UNPAID TAXES [PER DIEM) $0.00 ($0.00 par diam) $0.30 (2,00 per diam} $0.30 (2,00 par dism)
PAYMENT HISTORY 1072372013 5500 422013 §838.25
DEFERRALS AND TAX TITLE
Ceferra F0.00 30.00 50.00
Tax Title 30.00 £23,21240 50.00
Liens/Betterments §0.00 $2.204.56 50.00
Imterest Taor 15-Jan-2014 30.00 551430 50.00
Fees & Charges §0.00 £200.00 50.00
TOTALS 40000 [$0.00 per dism) $31,290.56 ($0.45 por dlam] $0.00 (40,00 per diem)

Transfered 18-Jul-2011 Bk/Pg 0220040569 Docsk 0000073265 to Tax Title.

DEECRIPTION LALT READ ACCOUNT =
Trasn S/E2013 D04z=000
Trash Bing

Recyce Binx

Water S/E2013 D04z=000

OTHER UNPAID BALANCES

AMOUNT NOTES
S280.00

F0.00 S530000515,655 0000438
$0.00 353 0000%35,955 0003937

533295

| haws no knowedge of any other ien
outstandng.

8.

HELP REFERENCE LIBRARY

8.1. New or Updated Documentation

New or updated documentation has been added to the Collections » Help Reference Library:

Bankruptcy:
Interfaces:

Bankruptcy Guide
Import Treasury Receipts

June 2014

[ADM-AUC-RC-8231]

BAMKEURTLCY
Bankruptoy Guide
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9. APPENDIX: EXAMPLES OF IMPORTED BATCHES

9.1. Imported Turnover with Cash Account# from BANK Code

If a turnover is imported, and it looks like this:

File Edit Format VYiew Help

Payment Date,Code, NOote,Qry, Amount, Payment Type

04 /0272004, GIFTCTF, ,1, 50.00,CA

0470272014, INITFEES, " ", 1, 145,00, cC

04 /02 /2014, BEEDEDDA, AutD Bal Payment “,1, 50.00,99
04,/02/2014 , SWMEMFEES, " " 880.00,CC

04 /02 /2014, SWIMFIT, " 55.00,CC

04,/02/2014, SWIMFIT," " 250.00,CC
04/02/2014,SWIMF1T," " 500.00,CC

04,/02,/200L4, SWIMFIT," " 375.00,CC

04 /02 /2014, SWIMFIT, " 750.00,CC

04,/02,/2014 , SWIMCHCARE 6,00, CK

04,/02,/2014 , SWIMCHCARE, 7.00,CK

04,/02,/2004, SWIMCHCARE, ' 50.00,CC

04,702 /2014, BEEDEDOA, "Cr Eaﬂ used For Pmt “,1, -50.00,%9

And the other tables look like this:

4-Acoounts Payable 5-Accounts Payabls-ACH 6-Human Resaurces Human Resources-ACH Z-Collections

Collaction Bill CategnwAn:numUsed
Bank Account E
Last Check Used 0000000
LockBoy Import File [
Lockbox Export File |

Type £ Checking

Contact Name Phone [(000) 000-0000  Contact Type [

E-mail Address

Website Address

reasury Receipt Override Account  [1000-000-0000-000-00—-00-10200 E

D4-Bill Category [Mary]

Bdgers Purchase Orders  Accounts Payable Fixed Assets  Human Resources  Budget  Collections

B m ¢-|-0 "'|§|ﬁ|3|ﬁ|£|ﬂ|

General Ledger Controls by Account#

FY  Account

Description

Year Type Description

Bill Category

LT

014 [1000-E30-0000-000-00-00-4 1001
4-List Invalici Accounts

5-Delete Invalid Accourts |

ol

[PARKS AND RECREATION PROGRAM

Treasury Receipts

Categories 1 | Accourting 2 | Azzocistions 3 I Groug|

ral Category Description ___Adjustment Allg
I Line Account Mumber Description IB Treasury Receipts T Haone T Ch
k| ype
cash =—1 Cash == e Ac:::n;g;rgggro 000-00-00-10600 < mmmm—
Revenus E |1000 Q00-0000-000-00-00-35300 UNDESIGNATED I*
== . Tune | 12 Reverue or Liabity | T T Tt T T T T Y e Y Y VT

Flgwu're' 7 Cashaccountis NOT specified here

Figure8 Cashaccountis always specified here

EXAMPLE 1 — PROCESS FLOW (FROM BANK TABLE)

User specifies the System looks at System looks at If CASH# is on BANK, it is used.
DEPT GROUP when DEPT GROUP to get BANK CODE to get Else, it is obtained from:
the file is imported BANK code CASH account - Controls by Account#, else
- Billing Category Table
Department Group Profile
e md‘e; DeptGroup fES DESY TS RECREATION DEFT
Required: Enter Department Group [fBS S OeSnes
Required: Enter Deposit Date [mmddyyyy] W L e | L scezime |
Enter Import Path and File [ZAADMHOME\FILESTOTESTUPLOADS{TRIMPORTIMPORTDETAIL.CSV —
Optional: Enter Batch Note [Uses BANK trom Bank Table. See DEPT GROUP table for BANK assignment] ¢ Defaults
Treasury Receipts Import Defaults
Runas & preview ¢ Print © PDF
If Printing use Duplex & Yes  No Bank for CashiChecks 001 BAMK OF AMERICA Bank GLAccount  1000-000-0000-000-00-00-10200
Bank for Credit Cards 01 BAMK OF AMERICA Bank GLAccount  1000-000-0000-000-00-00~10200
Lookup | OK Cancel Clear All Bank for Online Payments 5001 BAMK OF AMERICA Bank GLAccount  1000-000-0000-000-00-00-10200

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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4570-FCREP: RCTRIMPORT.FETF Printed 04-Jun-2014 at 19:58:52 by MARY
Town of ADMINSG
Inport Treasury Receipts

0zZ-Apr-2014 1537142 2014 BEEDEDOA  1000-630-0000-000-00-00-41001 -50.00

##% Total for Batch TIOE041496 -50.00

Figure9 Listfrom TR Import process

4054-RCRECPSTGL_SUM. REP Printed 04-Jun—-Z014 at Z0:00:03 by MARY Page
Town of ADMINS
Posting Report - Summary by GLE

Tostingf: 224323F

FT Date Batchf Account Description Debit Credit
2014 06-Tun-2014 TIOSDA1456  1000-000-0000-000-55-00-1020p e PEITY CASH ) ) 5000
2014 0&-TJun-Z014 TIOEO041438 1000-000-0000-000-00-00-35300 UNDESICGHATED FUND EALANCE E0.o00
EaLancE sHEET ;;_;; _______ ;;_;;
Z0l4 0&-Jun-Z014 TIOGSO04143¢ 1000-230-0000-000-00-00-41001 PATFES AND RECREATION PROGRAIN FEES E0.00
SUBSIDIARY LEDGER ;;_;; ____________

Figure 10 Posting report after batchis posted

9.2. Imported Turnover with Cash Account# from Control by Account#

If a turnover is imported, and it looks like this:

Maintain Bank Codes

Bank FDM ame COMMERCE BAMK ABp# [1010-0001-3 ABA Numerator
ABA Denominator

Address 1 Direct Deposit Only

Address 2  Yes # No

Address 3 Gash Book Bank Irmprest Account
cty [ state[  Zincode[jooco-0000 € Yes Mo Clives o

a-Accourts Payable 5-Accourts Payabie-ACH E-Human Resources Human Resaurces-ACH Z-Collections

Collection Bill Category Accourt Used
BankAccourt | Tive [

[} TR-TEST-FILEB.CSY_20140606093559.loaded - Notepad LdChecklUses oocooo No cash# specified so the
. . . ockBoxImpontFle[

File Edit Format ‘iew Help Lockbox BxportFile [ System will next look at
Payment Date,Code, Note, oty Amount, Payment Type ContactMame [ Phone [{000) 000-0000
06,/02,/2014 , GIFTCTF, " .1, 50.00,CA Emai Address | the Control by Account#
06/02/2004, INITFEES, " ",1, 149, 00,C4 I:mﬁ% ;
06,/02/2014, SWIMGIFT, " ",1, 880.00,CA reasury Receipt Overide Account table for the revenue

i accounts for the codes in
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In the .CSV file above, the code called SWIMGIFT is posting to revenue account 6690-000-0000-000-00-00-

48300. This revenue account is using a special cash account# in the Control by Account# table. All other
receipts in the .CSV file are not using Control by Account# rules.

General Ledger Controls by Account#
FY  Account Description
[FE30-000-0000-000-00-00-38300 [FIFTS/IoNATIONS
. 4-List Invalid Accourts | 5-Delete Invalid Accounts

4 Year | 5 Coe | E Description | 7 Revenue Sccour| ’ &Lt ool Accpurt

P015  EWIMGLFT | JARCAND SWIM PROG GIFTS | B690-000-0000-000—00-00-48300 '( e Aceount Humber Deocript

2014 sl FRCAND SWIM PROG GIFTS o5 S0-000-0000-000-00-00-48300

013 EWIMEIFT ECAMD SWIM PROG GIFTS LES0-000-0000-000-00-00-43300 [T [FE90-000-8000-000-00-00-10400 CASH. A

None of the other codes in the .CSV file are using these
will get their cash account# from the Bill Category table

04-Bill Category [Mary]

Edgers Purchase Orders  Accounts Payable Fixed Assets Human Resources Budget  Collections

o] e8[5] | w2 5] i

T

Bill Category
Year Type Description
2011 E ITrEasurH Receipts

Categories 1 | Accourting 2 | Aszszociations 3 |

Category Description

Groug|

___Adjustment All

lﬁ Treasury Receipts ClHbne CICh
ye |
egory Account Humber
1 Cash

s 3%—-(000-0000-000—
T TP T Tt T T T g TaTa

Figurell Cashaccountisalways specified here

Twne |

2 Revenue or Liahilty

EXAMPLE 2 — PROCESS FLOW (F

exception rules. This means that the remaining records
that is set up as follows:

ROM CONTROL BY ACCOUNT#)

User specifies the System looks at System looks at If CASH# is on BANK, it is used.

DEPT GROUP when DEPT GROUP to get BANKCODEtoget | Else, it is obtained from:

the file is imported BANK code CASH account - Controls by Account#, else

- Billing Category Table
Ml Task 4570: Import Treasury Receipts Department Group Profile
Import Treasury Receipt Batches
Required: Enter Department Group [ARCAND pll e > Dept Group |RRCAND Description  RRCAND PARK
Required: Enter Deposit Date (mmddyyyy] W T srorar | IQCDTDHSI
Enter Import Path and File [ZAADMHOMEYFILESTOTESTUPLOADS{TRIMPORTUMPORTDETAIL.CSV
Optional: Enter Batch Note [Look at DEPT GROUP = ARCAND 1o get BANK. codelt] Collection Defaults
Runas & Preview ¢ Print  PDF Treasury Receipts Import Defaults
It Printing use Duplex & ves ¢ No Bank for CashiChecks BN COMMERCE BRNK Bank BL Account  0000-000-0000-000-00-00-00000
’Tkupl oK | Cancel | Clear All | Bank for Credit Cards [EOM_ COMMERCE BAbK

Bank GLAccount  00O0-000-0000-000=-00-00-00000

Bankfar Online Payments  [FOM | COMMERCE BAMK Bank GL Account  0000-000-0000-000-00-00-00000

Figure12 Filebeing Imported uses Dept Grp ARCAND

Figure 13 ARCAND uses Bank Code of COM
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AL70-RCREP:RCTRINPPET.REP Printed 06-Jun-2014 at 09:36:02 by MARY
Town of ADMING
Tuport Treasury Receipts

Pay Date Trx# Tear TR Code Account Cash Check

User Batch : TIODGO0GL45 Deposit Date @ 06-Jun-2014 Bank : COM Department Group : ARCAND

02-Tun-2014 1537340 2014 SWIMGIFT 6690-000-0000-000-00-00-43300 5&0.00
D2-Tun-2014 1537341 2014 INITFEES 1000-000-0000-000-00-00-42930 149,00
02-Tun-z014 1537342 2014 GIFTCTF 1000-630-0000-000-00-00-41001 50.00

#*% Total for Batch TIOGO0G6145 1,073.00

Figure 14 Listof Imported Receipts

This batch then posts to 2 different cash accounts; the one using the exception rule and the remaining receipts
post to the cash account# from the Billing Category table.

4084-RCRECPSTGL_SUM. REP Printed 06-Jun-Z014 at 09:36:47 by MARY Page 1
Town of ADMINE
Posting Report - Summary by CL¥

Posting#: 8843242

FT Date EBatchf Account ff Description Debit Credit

z0ld 06-Jun-7014 TIDEOE14E 1nnn—nnn—nnnn—nnn—nn—nn—lnsnnh CERTIFICATE OF DEPOSTT 12300

2014 0e-Jun-Z0l4 TIOEOE1l4E 1000-000-0000-000-00-00-2E200 UNDESICHATED FUND EALANCE £0.00

2014 0&-Jun-z014 TIOEOE14E 1000-000-0000-000-00-00-23100 Revenues 143,00

2014 06-Jun-Z014 TIDED6145 6530-000-0000-000-00-00-10400 hEASH, ARCAND SWIM PROGRAM GIFT FUND 880.00

2014 06-Jun-Z014 TIDED6145 6530-000-0000-000-00-00-39100 REVENUE 880.00
BALANCE ZHEET 1073.00 1073.00

2014 0e-Jun-Z0l4 TIOEOE1l4E 1000-000-0000-000-00-00-42220 HEALTHE-SAFETY INSPECTIONS 143,00
2014 0&-Jun-z014 TIOEOE14E 1000-6320-0000-000-00-00-41001 DADNKE AND RECREATION PROGRAM FEES £0.00
2014 0&-Jun-z014 TIOEOE14E £&630-000-0000-000-00-00-42300 GIFTS/DONATIONS g20.00

SUBSIDIARY LEDGER 1073.00

Figure 15 Posting report showing 2 cash accounts used

9.3. Imported Turnover with Cash Account# from Bill Category table

If a turnover is imported, and it looks like this:

Maintain Bank Codes

Bank EUM armne EUMMERCE BAME ABs# [1010-0001-3 ABA Murmerator

[
ABA Denominatar

Address 1 Direct Deposit Only

Address 2 C¥es Mo

Address 3 CashBookBank  Imprest Account
city [ sate[  ZipCodepoooo-ooo0  ( Yes (% Mo ©iVes @ o

4-pccounts Payekle | S-Accounts Paysble-ACH | &-Humen Resources | Humen Resaurces-4CH | 7-Collections |

collection Bill Category Aceount Used
Bankaccourtst | 7o [
LastCheck Used 0000000

File Edit Format Wiew Help R T E—
ackboxExportFile [
ayment Date,Code, NOte,Qty, AMOUnt, Payment Type LorkoorEpertEl
06,/02,/2014, cIFTCTF, " ",1, 50,00, CA ContactMame [ Phane [{00GY 000-0000_ Contact Type [
0&/02,/2014, INITFEES, " ", 1, 146, 00,CA Email Address |
06,/02,2014, SwIMFIT," ",1, 375.00,CA

teasury Receipt Queride Account [~ - - - - - -
!

And the other tables look like this:
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General Ledger Controls by Account#

FY  Account
2011 |1000*630*0000*000*00*00*41001
4-Lict Invalid Acoourts |

Description
FPARKS AHD RECREATION
5-Delete Invalid Accounts |

June 2014

04-Bill Category [Mary]

Edgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget  Collections

B <-|-o Mlﬁlﬁlglﬂglﬂl

Bill Category

Year Type Description

bovlig

Categories 1 | Accourting 2 | Aszszociations 3 |

ITrEasurH Receipts

GrOUE]
I Line Account Murrber Descti Categary  Description ___ Adjustrment Alic
lﬁ Treasury Receipts ClHbne CICh
YRE
Eeqory Account Number
— I -1 1 Cash fr#%-000-0000-000-00-00- 10600 ﬁ
rie E [1600-000-0000-000-00-00-35500 UNDES] Twne | 12 Revenue or Lishiity  FAAN=ANA=AANA=NOR=0n—An—nnann |

Figure16 Cashaccountis NOT specified here

Figurel17 Cashaccountisalways specified here

EXAMPLE 3 — PROCESS FLOW (FROM BILL CATEGORY)

User specifies the System looks at System looks at If CASH# is on BANK, it is used.
DEPT GROUP when DEPT GROUP to get BANK CODE to get Else, it is obtained from:
the file is imported BANK code CASH account - Controls by Account#, else

- Billing Category Table

Il Task 4570: Import Treasury Receipts

Import Treasury Receipt Batches

’AI

Department Group Profile

DeptGroup FRCAMD

Description  |ARCAND PARIC

3 Collections |

2P0 AP |

Required: Enter Department Group |ARCAND

Required: Enter Deposit Date (nmddyyyy] (060714

Enter Import Path and File [ZAADMHOME\FILESTOTESTUPLOADS\TRIMPORT\TR-TEST-FILEC.CSV
Optional: Enter Batch Note |\

[ARCAND PARK

Collection Defaults
Treasury Receipts Import Defaults
Bank for CashiChecks

Bank for Credit Cards
Bank far Online Payments

COMMERCE BANK
DM COMMERCE BANK
OM COMMERCE BANK.

Bank GLAccount  00O0-000-0000-000-00-00-00000
Bank GLAccount  00O0-000-0000-000=-00-00-00000
Bank GL Account  Q0O0-000-0000-000-00-00-00000

Figure 18 Filebeing Imported uses Dept Grp of ARCAND Figure19 ARCAND uses Bank Code of COM

Then, in this case, the Bank Code does NOT have a cash account# on it. The receipts in the Import file are not
using any control by account# rules. Thus, the cash account# will come from the Billing Category table.

4570-FECREP:RCTRIMPPET.RER Printed 06-Jun-z014 at 11:20:02 by MARY

Town of ADMING
Twport Treasury Receipts

Tser Batch : TIOG06149 ARCAND
0&-Tun-2014 1537356 2014 SWIMFIT 1000-000-0000-000-00-00-44276 375.00
0Z-Tun-2014 1537359 Z014 INITFEES 1000-000-0000-000-00-00-42930 145.00
0Z-Tun-z014 1537360 2014 GIFTCTF 1000-630-0000-000-00-00-41001 50,00

**% Tatal for Batch TIOA06149 574.00

Figure20 Listof Imported Receipts
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4054-RCRECPSTGL_SUM. REP Printed 06-Jun-Z014 at 11:Z0:45 by MARY Page
Town of ADMINE
Posting Report - Sunmary by GL#
Postingff: 2843246
FT Datea Batchf Accountf Description Debit Credit
2014 07-Tun-Z014 TIOEO0E143 1000-000-0000-000-00-00-10&00 h CERTIFICATE OF DEPOSIT £74 .00
Z014 07-Tun-Z014 TIOEOEL43 1000-000-0000-000-00-00-35300 UNDESICGHATED FUND EALANCE E0.oo
Z014 07-Tun-Z014 TIOG0S5142 1000-000-0000-000-00-00-32100 Revenues 5&4.00
EALANCE ZHEET £74._00 E74.00
2014 07-Tun-Z014 TIOE0S149 1000-000-0000-000-00-00-429320 HEALTH-SAFETY INSPECTIONE 14%.00
Z014 07-Tun-Z014 TIOEOEL43 1000-000-0000-000-00-00-44Z76 MILE/CRELM PEPRMITE 375.00
Z014 07-Tun-Z014 TIOG0S5142 1000-530-0000-000-00-00-41001 PARES AND RECEEATION PROGRAM FEES s0.00
SUBSIDIARY LEDGER E74.00

Figure21 Posting report showing the Billing Category cash accounts used for all records inthe .CSV file

LOADING A DUPLICATE FILE
If you attempt to load the same file (for the same date) more than once then you will

receive a message like this:

Import Treasury Receipt Batches ﬂ

\‘:/J The Follow File has already been loaded
-
File: TR-TEST-FILEC.CSY
Department: ARCAND
Deposit Dake: 08-Jun-2014

Do wou wank to Continue with this File?

‘es | Mo I

LOADING A FILE THAT HAS AN INVALID TR CODE
If you attempt to load a .CSV file that contains a TR CODE missing from the TR CODE

TABLE then you will receive a message like this:

Fle Edt Format Wiew Help TR Code of SWIMFITX does
Fayment Date,Code, Mote, Ty, Amount, Payment Type not exist as a valid code in
060220014, GIFTCTF, " ",1, 50.00,C

06/02/2014 , INITFEES, " ", 1, the TR CODE Table
06,/02,/2004 , SwIMFITx, " " = T, LA | 1

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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—lonn ik easui R ecant L=[D1>) You will need to determine whether you
le  Hel .
;tmrn;mp oF = want to click NO, go add the code to the
g:::::zgg ;:“ dRE—TR_In1ported_Batches_MARY[15].Iis table and then try again

File Edit Format Options

I Courier New j IQ

-or-
Load the file anyway by clicking YES. If you
do, the system will change the code to
UNKNOWN. You will then need to CANCEL
the entry in the batch and re-add it

Al manually with the correct code

Import Treasury Receipt Batches

92 Missing Treasury Receipt Codes
&113 \-J Click ¥ES ko upload the File.
4571-RCTRIMPCHE. REP Click M ko cancel this process,

Pay Date Trx# Year TR Code Account /

User Batch : Deposit Date : 08-Jun-2014 Bank : COM ﬁmrment Group : ARCAND

0Z-Tun-zZ014 2014 UNENOWHN 0000-000-0000-000-00-00400000 375.00

0Z-Tun-zZ014 2014 INITFEES 1000-000-0000-000-00-00-42930 149.00

0Z-Tun-2014 2014 GIFICTF 1000-630-0000-000-00-00-41001 50.00
##%% Total for Batch 574,00

To correct a receipt loaded as UNKNOWN
Locate the Batch record. Click the EDIT button alongside the record needing correction.

AL70-RCREP:RCTRIMPPST.REP Printed 06-Jun-2014 art 11:30:08 by MARY
Tin|
Tuport 7
Pay Date Trx# Tear TR Code Account Cash

{User Batch @ TIOEDGE1411 eposit Date : 08-Jun-2014 Bank : COM Department Group : ARCAND

na- 64 ZO0Wd THENOWH 0000-000-0000-000-00-00-00000 375.00
D2-Jun-2014 1537365 20 INITFEES 1000-000-0000-000-00-00-42930 149.00
D2-Jun-2014 1537366 Z01QGIFTCTE 1000-630-0000-000-00-00-41001 50.00

#** Total for Batch TIOG061411 574,00

Collection Batch Entry Restricted to own
Batch Batch Type Eclit Mote
Bank * Receipt No text available
Pay-Trx Date EE—Jun—zola " Adjustment Real Estate:
Deposit Date pe—Tun—201d A0S Tax Deferral
Wotor Excise
Personal Property
Expected Entered Balance Tax Title
Cash{Cains) | Police Biling
GashiPaper 574,00 574,00 Treasury Receipts 3
Check
Other
Totals 574,00 574,00
Trz# Type Year Bill¥ /TR Code Description Cash Check Other
1637366 Treasury Receipts 2014 GIFTCTF GIFT CERTIFICATE 50,00 Eclit
1637365 Treasury Receipts 2014 INITFEES INITIAL FEES 145,00 Eclit
1637364 Treasury Receipts 2014 UNKNOWM 375,00 Eclit h

Cancel the receipt:

Enter Receipts [
Year TrxDate  Code Account Number Note Qty Amount Received

014 pE-Jun-2014 | [000-000-0000-000-00-00-00000 [ LT S-Acoept
Accepted Raceipts S-Apply TR¥ 4-Copy Mote
2014 02-Jun—-2014 GIFTCTF 1000-630-0000-000-00-00-41001 1 50,00 Cash 1537366 CANCEL
2014 02-Jun-2014 INITFEES  1000-000-0000-000-00-00-42330 1 149,00 Cash 1537365 CANCEL
2014 02-Jun-2014 UNKNOWN 0000-000-0000-000-00-00-00000 1 375,00 Cash 1537364 CANCEL

[AUC] 4006-Treasury Receipts

3,/ Cancel Payment to Code UNKNGWH for $375.00 7
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And then re-enter it using a valid code:

Treasury Receipts

Goto 2-Ediit Note Tendered Cash Back Applied Total
J— Username MARY TNo text available Cash-Cain
— Batch TIOBEOE1411 Cash-Paper 375,00 199,00 199,00
1-Beich Pay-Trx Date 08-Jun-2014 Check
- Deposit Date 0B=Jun-2014 Other

[Year Trx Date  Code Account Number Note Oty Amount Received

014 Pa-Ton-2014 Ele [1900-000-0000-000-00-00-4427& [ [l 375.00 S-Accept
2014 02-Jun—2014 GIFTCTF 1000-630-0000-000-00-00-41001 1 50,00 Cash 1537366 CANCEL
2014 02-Jun-2014 IMITFEES  1000-000-0000-000-00-00-42930 1 149,00 Cash 1937365 CANCEL

You may now continue processing the batch by submitting and posting it as you would any other batch of
receipts.
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