REVENUE COLLECTIONS

RELEASE NOTES - JUNE 2015

This document explains new product enhancements added to the ADMINS Unified Community for Windows
REVENUE COLLECTIONS system and installed on your site in June 2015.
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ADMINS Unified Community Release Notes — Version 6.1
Revenue Collections June 2015

1. PAYMENTS

1.1. Pending Payments & Posting Escrow (Lockbox) Payments

To prevent duplicate payments being processed for the same bill checking has been added during the the upload of
the escrow payments. The system now checks batches in both the entry began and submitted batch status to
prevent the lockbox from being posted if there are pending payments in another batch.

[ADM-AUC-RC-8282]

2. TREASURY RECEIPTS

2.1. Posting an Unbalanced TR Batch

To avoid posting a TR batch that contains a transaction with an invalid TR code, new error checking has been
added to the submit procedure. It will now check to make sure that if a 2" 3 or 4™ debit or credit line was
entered, that BOTH the debit and the credit for that same line were entered. This will prevent posting an unbalanced
batch.

Town of ADHMINS
Submit Batch Errer Report

Following batches have not been submitted for posting as they contain errors

Batch: 369 Cash Paper:

Ovmer: THERESA Cash Coin

Bank : BOA  BANK OF AMERICA 1 Checks H 15.00
Other

T & Descril prion Checks Cash Cash Back

6110-000-0000-000-00-00-48421
6110-000-0000-000-00-00-10400 CASH, TOWN RENTAL PROPERTY
2nd Debit 0100-000-0000-000-00-00-43700
Znd Credit  0Z00-000-0000-000-00-00-4Z060

530495 2015 W1-Jun-zoLfll 3R

3rd Credit  0000-000-0000-000-00-00-00000

dth Debit 0000-000-0000-000-00-00-00000
Tean R RrE s

*s*+ Toval Batch 369 Contains Errors i 15.00
Error Code Legend:

A-Batch out of Balance Jr-c sccount for treasury receipt invalid/inactive 1
B-Expected Asmounts not Encered =

C-Cash account net entered ¥-Fiscal period for revemue account closed/finvalid

D-Revenue account not entered 0-Fiscal peried for deferred revenue account closed/invalid
E=Cash account invalid/inactive P=Fiscal period for accounts receivable account closed/invalid
F-Revenue account invalid/inactive 0-Fiscal peried for treasury receipt account closed/invalid
C-Deferred revenue account not entered R-Bank missing ABA# on Collections Tab on Bank Table
H-Accounts receivable account not entered S-Bank wmissing Bank Account# on Collections Tab on Bank Table
I-Deferred revenue sccount invalid/inactive T-Bank missing Bank Account Type on Collections Tab on Bamk Table
J-Accownts receivable account invalid/inactive U-Supervisor is mot set or Invalid

R-GL account for treasur v recei Pt not entered X-Suparvizor has duplicate Batchs

2-Patch missing Bank or Bank is Invalid

Figure 1 After — Error Report

If you see this error, “L-GL account for treasury receipt invalid/inactive”, note the fiscal year and the
Treasury Receipt code in error, and go to Collections P Treasury Receipts P Treasury Receipt Codes to select the
code and fiscal year. Note that the 3" credit and the 4™ debit in the figure below are all zeros — not valid account
numbers. Enter a valid account either manually or via the lookup. In the error column above, there are two “L”s —
meaning that two of the accounts are either valid or inactive.
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ADMINS Unified Community

Release Notes — Version 6.1

Revenue Collections

June 2015
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Gato.

Actions

2EdtList

3Error List

Treasury Receipt Codes

Cash Account 20 5=000-0000-000-00-00-10400
Override Cash Account
Year £015 Do Not Post? [~ Default
Cote AR KARE CAmaReH Allow Override? [~ Amount
Accounts Description Amount
1StDebit  £110-000-0000-000-00-00-10400 CASH, TOWN RENTAL PROPERTY
stCredit  E110-000-0000—000-00-00~dB421 RENTAL - 23 PEARL ST KAR KARE
2ndDebit  [5100-000-0000-000-00-00-45700 TRANSFER FROM GENERAL FUND
2nd Credit  PR00-000-0000-000-00-00-42060 FENALITES AND INTEREST. WATER
IrdDebit I e TRANSFER FROM GENERAL FUND
3rd Credit - f000-000-0000-000-00-00-00000 |
4th Debit
4ath Credit OTHER STATE REVENUE

Be sure to select the correct fiscal year for the code from the available codes.

3. REPORTS

3.1. Cash Activity Reports

[ADM-AUC-RC-8277]

Two enhancements were made to the cash activity reports. To run these reports, click on Collections P Reports »
Report Library P Transaction Reports P Cash Activity Reports.

1. The reports now include transactions from the Miscellaneous Billing module.
2. The reports no longer include blank transactions (for type=00 or bill #=000000-00).

4728-RC_TRN_SUMM4.REP

Deposit Pate: 10-Mar-2015

Activity =

Printed 21-Apr-2015 at 15:41:18 by THERESA

Towm of ADMINS

Cash Activity by Deposit Date, Batch, Billd

Report #4 - Detail by Day, Batch and Billd

Deposit Dates between 03012015 and 03302015

Eill#/TR Owner Charges  Adjustments Refunds  Abatements Deductions

000000-00 5TT  10-Mar-z015

PTNONNRARTFORD AVE LTD REALTY 5.00 -5.00 STT  10-Mar-2015

001087-00 HOLDEN, ALEXANDER B + H 105.86 -94.15 STT  10-Mar-2015

001188-00 MASON, RONALD F + CHRIS 6329.55 -5555.46 5TT  10-Mar-z015

001214-00 STRATHAN, BENJAMIN L 5620,95 -4917.75 STT  10-Mar-2015
*+# Toral *** Batch: 0000000085 12061.36 -10576.36

Page 320

Figure 3 Before

4728-RC_TRN_STMM4.REP

Printed 29-May-2015 at 16:32:02 by THERESA

Towm of ADMING

Cash Activity by Deposit Date, Batch, Bill#

Activity - Report #4 - Detail by Day, Batch and Bill#
Deposit Dates between 03012015 and 03302015

Fage 320

Bill#/TR Owmer Charges Adjustments Refunds Abatenents Deductions FPayments Eff Date Entered By Posted on GL Post#
001036-00 HARTFORD AVE LTD REALTY 5.00 =5.00 10-Mar-2015
00L1087-00 HOLDEN, ALEWANDER E + H 105,86 -94.15 10-Mar-2015
001166-00 MASON, RONALD F 4+ CHRIS (328.55 -5559.46 10-Mar-2015
001214-00 STRATMAN, BENJAMIN L 5620.95 -4917.75 10-Mar-2015
*%* Total *** Batch: 0000000088 1lz061.36 -10576.36
Deposit Date: l0-Mar-20l5 1lz061.36 -10576.36

Figure 4 After

[ADM-AUC-RC-8272]
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ADMINS Unified Community Release Notes — Version 6.1
Revenue Collections June 2015

4. QUERIES

4.1. Bill Payment Screen

4.1.1. Navigation Issues

Collections An issue was resolved that would make the user unable to branch to a desired

p E » R

P , module. The module, in the example below, Personal Property, was “grayed

R C out” and not available for selection. This was corrected.

Uncallectables 3

Treasury Receipts 3

Cash Book 2

Municipal Lien Certificates » . .

e 2004 Motor Excise Bill Payment

Mortasas Lenders , - 26| [500001-00 Year [00d  XSearch. |

Deferrals » Actions 30wner | A AND A ELECTRICAL SUPPLY CORP

Reports 3 I 4 Location| [BX 505310

Tables v e

Cueries 3 Bill Locator A i

Module Maintenance 3 Transactions Change Type To... b All Types

Interfaces/Imports b Tramsaction Summary Activate Scanner Real Estate ctions | Ol S | q

Site Specific ¥ Gl Pavment ) Deferr - = ]
Activate Manual Scan Jeferral
Cancel Pavment i rre e atement Interest Net §
Reprint Bill Personal Property 33)
Reset Validator Tax Title
Reprint Receip Curbside

[PEA-SUP-SAPLAUC-264]

4.1.2. Bill Types Available

The bill payment inquiry screen offers a convenient M button to switch from one type of bill to another
when looking up information. The button was displaying invalid options; this was corrected.

ema[AUC] 4132-Bill Payment [theresa]
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Colections Tax Motor Excise MiscBiling System Help

Bl S| ||| e Q =]

2014 Real Estate Bill Payment Inguiry
o 2 Bill# 101002-00 Year Po1d ¥ Search... | Tendered  Cash Back Appl
e 3 Owner INAPOLT MICHREL J & MICHE Cash-Coin
- 4location| [B GRANITE 51

5 Account 002 -0002 —-0000
& Parcel 002 —0002 —0000

__ RealEstate i Paymert | _ Transactions | @ TrcSummary | OAMachment(s) | IMLCs(2) | ¥ Parcelicet Notes|
Mece Back e Deduction Abatement  Interest  NetBill Paid Refund  Adjust  Balg
Derconal Deopnerty
) 40,23 297,73 100,00 19
& 0 56.69  314.19 31

Reprint Bill

Email Bl

Figure 5 Before
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ADMINS Unified Community

Release Notes — Version 6.1

Revenue Collections

2016 Real Estate Bill Payment Inquiry
Goto... PY=CE 0 1002: Year PO16 ¥ Search... Tendered  Cash
A 30wner | [DINAPOLT MICHAEL J & MICHE
ons
5 4Location| [B GRANITE ST
Saccount| 002 -0002 _ -0000
GParcel | 0002 -0002  -0000
B ;;,“m Lp-nm _ Transactions | _QTrxSummery | Qattachment(2) |  Zmics(2) | 3
m.,;Exm e Deduction Abatement  Interest  NetBill Paid Refund
* Personal Property
a1y 1 649,71
Figure 6 After

4.1.3. Pending Payments

June 2015

[ADM-AUC-RC-8268]

The All Pending Payments button on the Bill Payment Inquiry screen was not in focus when Pending Payments

were available for the bill. This was corrected.

Informational Views

2015 Real Estate

Bill Detail
Parcel Values
Sales History

Y DELING

Pt

i i =

1) Aot Oue
e ST

Figure 7 Before

Informational Views
Bill Detail

Parcel Values

Sales History

Figure 8 After

The Pending Payments button was not available on the bill payment detail screen. This was corrected.

Inquiry

iges yable Ficed A
_Ih_ll‘.'a _I_I'-_I-_I~_I"' _I¥_I‘-‘ alal
2016 Real Estate Detail Payment
e Yewr [OT5 _ysewen Tendered _ Cash
;ioww D;Es LAURE |
im -0003 -0000
Rﬁ Description Charge Deduction  Abatement Interest Net Bt Paid Refund
1 Tax 375,80 375,80
sl o 5 05
1 Tax Interest
Pl 7a 375.80 75.80
2 CPA 05 +06
e 2 Tax Interest
3 Tax 371.26 371.28
3 cPa .3 32
3 Tax Interest
4 Tax 727 I.2r
4 CPA W32 32
i 4 Tax Interest
Goto Patch
ﬁ Totals  14%4,87
FF PY DELING
Rt frts PerDiem o
R Payment Pending by THERESA Payment Date | earicy q
it Allow Owerpayment 3

[ADM-AUC-RC-8279]
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ADMINS Unified Community Release Notes — Version 6.1
Revenue Collections June 2015

4.1. Exclude Bills from Credit Balance Redistribution process

The Revenue Collections and Real Estate modules contain procedures that will apply credits from one quarter to
another. The process is run automatically during the Calculation of a new quarterly/semi-annual tax bill cycle) but
it may also be run on-demand by the user.

However, there may be circumstances under which you wish to exclude a bill from this process. For example, if a
property is under agreement to be acquired by the Town and the activity on the account needs to remain static with
certain quarters remaining overpaid versus delinquent, then you may wish to exclude it from the automated

process.

2016 Real Estate Bill Payment Inquiry . .

26ar Year P01 X Search... | Tendered  CashBack Applied A Credlt exists on QQ’
3Owner | [TAPICCA, RICHARD W & DONNA E
4 Locstion| [306 FARM ST

Shccoun| o0z 00040000 If this parcel is excluded, then

6 Parcel 003 -0004 —0000
o Detad Payment Transactions @ Trx Summary 0 Attachment (1) ZMLCs (5) Y Parcelifcct Notes 16 ‘ EXCIUde from CBR p

Charge  Deduction Abatement  Interest Net Bill Paid Refund Adjust Balance | thiS credit WIH remain on Q2 lll’ltll
01 905.79 505.79 905.79 such time as the checkbox 1s
a2 905.79 905.79  1094.21 -188.42 : .
P 111105 111,05 1111.05 removed and the process is re-run:
04 1111,06 111106 1111,06
‘ Exclude from CBR [ ‘
Bill Totals  4033,69 4033.69  2000,00 2033.69

To tag an account as being excluded from this process, you need to set a checkbox on the Parcel#. To do this,
click:

Tax

Maintenance

Real Estate Parcel Update

Look for the “Exclude from CBR” checkbox. Click in the box to make the checkmark appear. While the
checkmark is set, this parcel and all of its associated bills will be excluded from the Credit Balance Redistribution

process.

Real Estate Parcel Update
Current Owner
Parcel  EETENE 000 DECASTRO, MICHAEL P+
Account 3002 00 ) DECASTRO, FNTOHIO
225 FARM ST
Location# _ Street# BELLTNGHAM, MR 02019-1124
| — DADTTIFFTTTDFFADDAFTAATF DARDDFFTATF T DFFF
Street Uit
e 5T
City State Zipcode
BELLINGHM Mi PE015-0000
1General | 2Deductions_| 3 Orig Values | 4 Bill History § Custom Fields | & Suppl Vales | 7 Revised alues |
Neighborhood [~ Year Dropped  [5000
Zoning [
Square Feet  B1.719 Acres [1.87600
Frontage Fest Units
Ig this a Condo? C Yes. & No
Edit Notes ) Condo Owership% [
SmallBusiness? ' Yes @ Mo
Summary Bill Code [ Multiple Bills? c L,
District Code [T Town of Bellinghan Issue Summary Bill? &
TaxTitle? In Deferral C #1A C168A @ No
Bankrupley Filing Date [ DissoluionDate [ . E,
Class 1 Residential xclude from CBR [
i ‘this parcel
5 o i is o be excluded from the
Date Activity Froi To Credit Balance Redistribution
process

When you are ready to release this “stay” from the parcel, simply click on the checkmark to make it disappear.
The presence of the checkmark tells the system to exclude the parcel. The non-existence of the checkmark tells the

system to include the parcel.
[ADM-AUC-RE-5484]
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ADMINS Unified Community

Release Notes — Version 6.1

Revenue Collections

4.2. Exclude from CBR [Note on Bill Payment Screen]

June 2015

Accounts flagged for exclusion from the Credit Balance Redistribution process will display a note on the inquiry
screen. Since this note is attached to the Parcel, it will appear for all bills related to this parcel# across all years.

a1 267.50
@ 257.50

BillTotals 515,00

40.23 w73
56,69 314.19

100,00

%92 61192 100,00

197.73 157.92
314,19 42,08

s11.92 311.92 Bal

Ovner of Record
DINGPOLT MICHREL J & MICHE
8 GRANITE 5T

BELLTNGH#, MR 02019-0000

Current Owner

DENAPOLT MICHSEL J & MICHELLE
8 GRRHTTE ST

BELLINGH. MR (2019-0000

€Y DELING |

Informational Views

2014 Real Estate Bill Payment Inquiry 20186 Real Estate Bill Payment Inquiry
oer | EETETEEE | Tondersd_ Cosh Back appiea Total oo | AT ou [ LES — n ol
Owner | [ETPOLT MIGREL T & TIDE e [ = h—'i_lnmz RICrEL T IOE
ALocation| |5 GRRAITE 5T I Location| 5 GRAHITE ST [
Accourt| 002 o002 0000 [ Shccout| o2 0002 0000 [
GPwen | pO02 0002 0000 I GPwon | ooz o G000 I
Qetsapoymert | Tronsactons | _Q Trx Summary | _g amactenort (5) L=t X L | | |_petwipwmece | Tracasctions | g oxSumnry | | __zmcsm | yPwosmootrosss| 1 eamaes. |
Charge  Deduction  Abatement  Interest  NetBil Paid Rekmad Adst  Balance || o) | G Charge  Deduction  Abatemend  Interest  Net Bill Paid Refund Adjust  Balance

o €49.71
@ 43,71

649.71
649,71

649,71
649,71

o2 1837.19 1837.19 1837.19
o 1837.21 1837.21 1837.21
Bill Totaks  4573,82 ag73.82 as73.02 | 437382 Bal

Orwmer of Record Current Ovner Informational Vieves.

DINPOLT HICHEL J & MIGE DINPOLT MICHEL J & HICHELLE 54 Dotod

8 GRAHTTE 5T 8 GRAITE 5T Porcel viues

BELLINGHAH, M3 02019-0000 EELLINGHM, HA 020130000 ‘Selns Histary
JaxFates
Fsports

Exchusded from Credd Redistribution

Payment Pending by WENDY

Aanount Due

PeDiem .16 £.15%1
G0l5  $511.02

Paymont Date 52015

Allgw Cverpayment 1

FeiDiem

Payment Date [F5-finy-2018

Allow Ovarpayment

[

Amount Due
$

Figure 9 Before

5. E-BILLING VIA UNIBANK

[ADM-AUC-RE-5484]

The tax billing process has been modified to introduce the ability to process e-billing via a 3" party (specifically
Unibank). The following sections provide a broad overview of how this is implemented. A more detailed
document specific to E-Billing Via Unibank will be added to the help reference libraries during the summer of

2015.

While many of the changes are not visible to the end-user, some of the overt changes include:

5.1.

Table Setup

A new option has been added to the Bill Generation table allowing the designation of bills being Printed and
Emailed via Unibank. This means that a file of data will be produced and delivered to Unibank. Unibank will then
load this file into their systems and distribute bills either via printed paper copy or email (based on the enrollees

desired delivery method and the site specification).

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 6.1
Revenue Collections June 2015

Bill Generation Table Setup

Bill Year [zl
Bill Type  [10 Real Estate

Cwner Mame & Address on Bill & Current Owner Owner of Record

Bills Printed Wia ¢ In-House ¢ Serice-Alt & Uni-Ehill 1 Distribution List
Create and send to ESCROW No * ‘feg 2 Distritution List
Create and send to LOCKBOX % No " Century
Create and send to ON-LINE SERVICE " Mo & Unibank 4 Distribution List |

5.2. File Location

Unibank will then supply a file back to the customer of all taxpayers who have enrolled in the e-billing service.
Save the file to the location specified in Module Control 5107:

Real Estate Module Control

|Seq# Description Answer

@0 [lnibank] Upload E-Billing Import Folder I3 SAUC_DEVELOPHENT SADMHOME T RAMSFER 1 Eciit |

5.3. Upload the File

To upload the enrollee data from Unibank, select Tax P Interfaces Imports P Unibank Ebilling Enrollee Upload.

Tax
Maintenance
Billing - Real Estate
Eiling - Personal Property
Abatements
Exernptions
Sales History
Eetterments
Liens
OmitfRevised)Suppl Billing
Demands
Queries
Repoarts
Tables
Module Mainkenance

4
»
4
»
4
»
4
»
4
»
4
»
4
»
4

InterfacesImpaorts Email Use Code Upload Template

Upload Land Use Codes

Unibank EBiling Enrollee Upload

You will see the following prompt:

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



ADMINS Unified Community Release Notes — Version 6.1
Revenue Collections June 2015

Nl Task 5143: Unibank EBilling Enrollee Upload E|
Unibank EBilling Enrollee Upload

Enter Upload Filename |‘
Parcel Segment Separator = pagh(-)  Slash[}]
Uploading  Real Estate " Personal Property

Lookup | 0K I Cancel | CIearAIIl

e Use the lookup to select the file received from Unibank
e Select the appropriate parcel segment separator (dash or slash)
o Select Real Estate or Personal Property

Once you click on OK, a report similar to the following will appear, listing the enrollees. You will be prompted to
click on YES or NO — if you are satisfied with the report, click YES.

- TedRE - Enrollee_Upload_Edit_5145_THERESA
Fil= Edit Format OCptions

Courier New j |11 j B|I|g|-- _EI =

5145-REUNIEELLCDEDT. REP Printed 02-Jun-2015 at 12:34:40 by THERESA Page 1
Town of ADMING
Upload EBilling Enrollee Edit Report

Real Estate Enrollees

Row Parcel oWner

1 000z-000zZ-0000 DINAFOLI MICHAEL J & MICHELLE

Z 0002-0003-0000 BRIDGES, LAURE

3 000Z-0004-0000 CUMMINGE, GARY R

4 000Z-0005-0000 DECASTRO, MICHAEL P +

5 0003-0003-0000 ALGER, APRIL EVE

& 0003-0004-0000 IAPICCA, RICHARD & DONNA &

Total Enrollee Count &
Upload Enrollee Records [<]

@™ Arevou ready to post endllees?
'.\ I/ Click ¥ES ko Post Enrollees

= ik MO to cancel

Upload Enrollee Records E I

I.-/"_"\-.I Real Estate Enrollees Updated
L

When the file is processed in AUC, this flag is automatically set to indicate which accounts are receiving their tax
bill via e-mail. The email address (when supplied by Unibank) is updated.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 10



ADMINS Unified Community
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Real Estate Parcel Update

Current Owner

June 2015

Class

Parcel il 000 0000 DIMAPOLT MICHAEL J & MICHELLE
Account ooz -0002 —0000 6 GRANITE ST
BELLINGHAM, MA 02019-0000
Location¥  Street#
Street Unit
ERENITE ST
City State Zipcode
BELLINGHAM ma 20150000
| 1 General | 2 Deductions | 3 Orig Values | 4 Bill History | 5 Custom Fields | 6 Suppl Values | 7 Revised Values |
Meighborhood [ ‘Year Dropped 015
Zoning [
Square Fest  [1,905 Acres [[96200
Frontage Feet units [
Is this a Condo?  Yes & No
Edit Notes I Condo Owership% [
Small Business? T Yes * Mo
Summary Bill Code [ Multiple Bills? ¥ (o]
District Code L Toun of Bellirgham Issue Summary Bill? € Yes &
Tax Title? l_ In Deferral C MA C 18A @ No
Bankruptcy Filing Date Dissolution Date Parcel on Ebilling & Yeg CN

Exclude from CBR

5.4.

Interfaces/Imports

When accounts enroll in e-
billing {(via a 3' party provider),
this flag gets set to Yes.

Subsequent to the initial enrollment, prepare a daily balance file and submit it to Unibank. This works the same as
the creation of the Unibank Daily Balance File.

Interfaces{Imports >

Treasury Receipt Code Upload
Treasury Receipt Code Conversion - Unified Comm.

Create Unibank Daily Balance File

Create Bill Trust Daily Balance File
I Create UniBank Ebilling Daily Balance File I

Actigs

1 Eo List

=

Create UniBank Ebilling Daily Balance File

RE Bill Year
PP Bl Year

Craste ULl 38

B [ Checkinincluse Al Vears
BG5S [ Checktoinclude all Years

& 1Fie

Include Real Estate / Personal Property Years

 saparate Flle(s)

(Gmave B ear arvl Checkbes Hank to axekaks from Selection)

Include Motor Excise Years

<
H
g
H
i
g
1

th”w
EEEEEEHERH
b ik i
T

[ Cneckto include Al Years and all commitments (Creats oulputas 1 File)

Create output fie as...

& 1File
& 1File
& 1File
& 1File
& 1Fle
& 1File
& 1Fie

& 1Fle

 Saparats Fileis) deve Commt# orvd Saq bk o sebect o Commes far this Year)

 Separaie Fileis)
© Saparate Fileis)
 Gaparate Fileis)
" Beparate Fllejs)
 Baparat File(s)
© Separate File(s)
 Saparate Fileis)
 Gaparate Fileis)
" Beparate Fllejs)

Include Misc Billing Years

Year Cyule

Mise Bil

oo [T [ checktoinclude Al Years

4 Creste Dy Bolance Fie

e B Year K2ycle and Chachiax bisrk o sechade from Seisction)

6. HELP REFERENCE LIBRARY

6.1.

New or Updated Documentation

Not applicable for this software update.

[ADM-AUC-RC-8276]
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