REVENUE COLLECTIONS

RELEASE NOTES - JUNE 2019

This document explains new product enhancements added to the ADMINS Unified Community for Windows
(AUC) REVENUE COLLECTIONS system.
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ADMINS Unified Community Release Notes — Version 19.2
Revenue Collections June 2019

1. PAYMENTS

ADMINS incorporated additional checks during the [Post Lockbox] step.

1.1. Lockbox Processing [Enhancement]

Process Lockbox Payments
Collections
Description Date Start End Success
PERITERD ’ B iy Riestart Lockhox: Upload 13-Feb-2015 14:10:48,03 14:19:48,03
Adjustments Bill Payment Upload Lockbox
Refunds N Detail Payment Maintain Lockhowx Batch Dates
Lockbo:x: Edit Reports
Uncollectables > Treasury Receipts s e e
e vieceint: i Process Lockbox Payments
If there is a problem during the posting step, and the process is unable Process Lackbox X
to complete the posting, the ‘[Restart Lockbox Upload]\ step will be

. , Error Posting Lockbox

disabled and a message will be displayed: &Y contact supporT

Please contact support@admins.com immediately; do not run the
posting again until ADMINS investigates and provides notification that
the issue is resolved.

[ADM-AUC-RC-8416]

1.1.1.  Error Checking Added on Report [Enhancement]

Error checking was added to the Upload Lockbox Error Report to identify any records with a missing
payment amount. The report will look like the example in Figure 1:

4201-RCREP: RCLKEXERR . REP Printed 09-Apr-2019 at 11:19:25 by ANTHER Page 1
Upload Lockbox Errer Report
Error List for

Receipt type Batchi Seqf Account #§ Year Batch Date Pay Date DepositDate Paid Error Message

20 Tangible Property RsSL1E 4 0330850501 201 O0l-Apr-2019 20-Mar-2019 01-Apr-2019 Payment Amcunt Missing

Total Tangible Property

Figure 1 Payment Amount Missing error message.

Request a corrected file from the lockbox company. Run the upload again with the new file.

[CRI-SUP-SAPLAUC-721]
1.2. Submit Batch Screen Changes [Enhancement]
A request was made to stop users from submitting batches for posting without entering a deposit date.
There are a number of ways to submit a batch and all have been enhanced to require the user to enter a
deposit date before submitting the batch for post. Receipt batches may be submitted via the Collections »

Payments P Submit Batch screen, allowing the selection of batches via a check box.

ADMINS updated the screen to include two new columns — one for Deposit Date and another for Message.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 2 of 21


mailto:support@admins.com

ADMINS Unified Community Release Notes — Version 19.2
Revenue Collections June 2019

HE |

e[l ] 4013-Submit Receipt Batches [theresa]
Fis Edt Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources EBudget Collections Tax Motor Exciss System  Favorites Help

1] Sla) e |ol] 2] o saf ] i

Submit Receipt Batches

Gato...

actions 1 Selctal | 2 Deselect 4| 3 Submit Betches |
[Sel 4 ser 5 Batch 6Enk | 7 Pay Date 5 Trx Dale Expected| Entered] &
B EE [CIT__|05-Apr—2019 [05-Apr—2019 100,00 100,00
I [THERESA 5a7e CIT_ |05-Aer—2019 [05-Apr—2019 500,00 500,00
[ [THERESA Ge77 CIT _[05-Apr-2019 [05-Apr—2019 150000 150000
I~ [THERESA EE] [CIT_ [05-Apr—2019 [05-Apr—2019 5000 5000
I [THERESA EEZE] [CIT _ |05-Apr—2019 [05-Apr—2019 100,00 100,00
|

| e

Ready |

Figure 2 Submit Receipt Batches before the software update — no columns for Deposit Date or Message

Submit Receipt Batches

Gota
Actions 1 Select Al 2 Deselect 8l = Sukunid Badohes
IDepnsit Date |MEssagE

Sel 4 User 5 Batch 6 Bink 7 Pay Date 8 Trx Date pected| Enter epozit Date Missinz
[0 [THERESA [Faa [BOR |08~ Jan—2019 [0B-Jan-2019 o0, 00 100, 00f-EFPOELL Uate Tlssing
[ [THERESA 745 (RE  [05-Jan—2019 [e—Jan—-2019 FG0 .00 500.0000eposit Date Missing
[ [THERESA ZE] BOA  [15-Jan-2013 [15-Jan-201 Fo0 00 1500 00k
THERESA 771 [BOA |05 Fpr—2015 [B1-Fpr—2019 Foo o0 soo.oofoeposit Date Missing
E'WME. EFE_|08-Jan-2015 p8-Jan-20150d—Apr—2019 | 50.00 50,0
01 HENDY 23 [CRE  [01-Apr—2013 01 Apr—2019 00,00 100,00
| | 5-Jan—2019
epozit Date Missing
—_— —_—

Figure 3 Submit Receipt Batches — After includes columns for Deposit Date and a Message

The new Deposit Date column allows the entry of a deposit date on batches without a date. Any dates
entered in the Deposit Date column will not be retained when exiting the screen. The date will be used
when clicking on [3 Submit Batches]. An information message in red is an alert that the Deposit Date is
Missing on batches.

Any new date entered in the Deposit Date column will be used for the batch when the [3 Submit Batches]
button is clicked. Exit the screen prior to clicking the [3 Submit Batches] button to revert the Deposit Date
to the original value (either blank or the date entered by the batch originator).

A B | Task 4014: Submit Batches x

If [Select All] is used to select all batches on the screen, Submit Balanced Receipts
and some are not ready, a report of the batches with errors | toti By ® Fund O Fund and Dept O Tt
will be produced and the batches with errors will not be Issue Submit Datch Report @ ves () No
submitted. If the “® Yes” is selected for the “Issue A _ _

. . un as (@ Preview O Print O PDF
Submit Batch Report” prompt, a list of the error-free, If Printing use Duplex @yes O No
balanced batches will be produced. These batches may Lookup Cancel | Clear All

then be posted.
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4 TedRE - SubmitBch_Error_THERESA[12]lis

Error Code Legend

- o X
File Edit Format Options
Courier New [ -] Bl7|um-] = EEEN=
4067-RCRECCLRERR RER Printed 15-May-2013 at 13:35:30 by THERESA Page 2 ~
Tawn of Admins
Submit Batch Error Report
Following batches have not been submitted for posting as They contain errors
Savon: 787 Cash Baper:
Owner: THERESA Cash Coin :
Bank : G0A  BANK OF AMIRICA 1 Cracis
ovnaz
J——
Tent  Tesr  Date  Code Accounté & Description Check:  Cash  Cash Back Check omer Lzzror Codels)
1243623 2019 17-ApE-2013 VERTI 2320-000-0000-000-00-00-43100 4500.00 .
2320-000-0000-000-00-00-10400 CASH, VERTICAL SIF IMPLEMENTA A
e

“+ Total Batch 787 Contains Errors

A-Batch out of Balance

E-Zupected Amounts not EIntered

C-Cash account not envered

D-Revenue zccount net entered

E-Cesh account invalid/inactive
F-Revenue sccount invalid/inactive
G-Deferred revenue account not entersd

H-Accounts receivable zccount net entered
I-Deferred revenue account invalid/inactive
J-Accounts receivable asccount invalid/inactive
K-CL account for treasury receipt not eatered
L-GL account for treasury receipt invalid/inactive

M-Fiscal period for cash account closed/invalid
or revenue sccount closed/invalid

or daferred revenue account closed/invalid

N-Fiscal peried I
O-Fiscal peried
g-Fiscel period for treasury receipt sccount closed/invalid
R-Bank missing ABAE on Collscticns Tab on Bank
5-Bank missing Bank Accounc on Collscticns Tab on Bank
T-Bank missing Bank Aecount Type on Collections Tab on Bank
U-Supervisor iz not set or Invalid

X-Supervisor has duplicate Batch®

Z-Batch missing Bank or Benk is Invalid

W-Deposit Date missing on batch

Two errors were found on this
B-Fiscal peried for accounts receivable account clossd/inval batch - error "A" for a Batch out of
Balance (entered not equal to
expected) and error "W" for a

missing Deposit Date

Figure 4 Submit Batch Error Report

[ADM-AUC-RC-8423]

1.3. Batch Query History Screen [Enhancement]

As many years of data accumulated, batch processing was taking too long. ADMINS created a new query
screen to expedite response time when running a Batch Query:

Queries >
Medule Maintenance >
Interfaces/Imports >
Site Specific b

Help Reference Library

Queries > Bill Locator
Bill Locator Module Maintenance ¥ Transactions
Transactions Interfaces/Imports ¥ Transaction Summary
Transaction Summary Site Specific > Bill Payment

Bill Payment

Dretail Payment

Account Status Code History
Tax Account Inquiry

Batch Query

Help Reference Library

Detail Payment
Account Status Code History
Tax Account Inguiry

Batch Query
Batch Query - History

Figure 5 Before & After — Collections P Queries P Batch Query & Batch Query — History

ADMINS will move all “old, posted” records dated 01-Jan-1900 to 31-Dec-2017 to this new history screen as
part of the June software update.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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== [AUC] 4392-Batch Query - History [theresa] - X
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise Misc Billing System Favorites  Help
B SE e+ = IS H
Batch Query - History
Goto.
Actions ‘ 2 Batcl 3 BatchOwner 4 Original Typ Trx Date Submit Date 5 PostDate | #Trx Expected Amt Entered Amt
1 Edit List m R [31-@T-Jan—200d [31-Jan—2004 [31-Tan—2004] 484742 [ &
0 £ PERI-Jan-2004 [31-Jan-2004 [S1-Jan-2004fF - ]
= &5 Sep-2013 P3-Sep-2013 [23-Sep—2015" 5
[0091709CF 2 R |17-l-Jan-2004 [31-Jan—2004 (31-Jan-2004f6s 7995 .00
[DT00BCF T R 06 [7-Sep-2009 [17-Sep-2009 |17-Gep—2009) 7306328
gig;gﬁigl %% - Jan-2006 [D5-Jan-2006 [05-Jan-2006F°- %
T oz o D=e-2003 [07-Jan—2010 [07-Jan-20 10 et —mmre o
OTOZLAMoE 7oz p2-Jan-2013 02-Jan-2013 [02-Jan-2012 G =6.00
[o1021aMH0g EEEZ’JE""EM" 06-Jan—2014 [06—Jar—2014J2. 74240200
Ziﬁiimi‘i gf% ~Jan-2014 [06-Jan-2014 [06-Jan-20 142 ;jggigg .
1-Tec-2013 [06-Jan-2014 [06-Jan-201dff— .
1-Dec-2013 DE-Jan-2014 (06-Jan-201d]
1-Tec—2013 06—Jar—2014 |06 Jan—2014)
— up

Figure 6 Old Batches are found in the Batch Query — History screen

1.4. Batch Query Screen [Enhancement]

June 2019

The
Batch Query-History
screen holds the old
batches available for
review.

The existing Batch Query screen will only show batches from 01-Jan-2018 through the current date
(making this screen much faster). ADMINS will move old batches at the end of each calendar year. For
example, on December 31, 2019, any batches older than December 31, 2018 will be moved to the history

screen.

A new column was added to the screen that shows the type of batch (Adjustment or Receipt). The image in
Figure 7 illustrates the features of the Batch Query Screen.

© Select a batch for posting or submitting by clicking on the batch number to activate the [1 Actions]

== [AUC] 4057-Batch Query [theresa]

BE SE e+ om

Goto.
= 5 Batch Report

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing
oA

Batch Query

- *x

System  Favorites Help

() All Batches @ In Process () Submitted () Posted

Actions

3 BatchOwner 4 Original

Typ Deposit Date Submit Date Post Date

#Trx Expected Amt Entered Amt  Locked

1 Actions A [p7-Fek—2019 ~
R
Goto Batch 3
Restore Batch A [l4-Feb—2019 T 5.00 5.00
Transfer To.. R
R [F5-Feb—2013 1% 212100
Print Edit List R |05-Apr—2013 [18-Apr—2013 1 222.00 222.00
Ao Mar—2019 T 50,00 50,00
r T 100,00 100,00
Submit this Batch A [02-Apr-2019
Post this Batch A Pe-fRpr-201d
R 33 5740976 87409,76
7 ANTHEA F E 500,00 500,00
781 ANTHER [ANTHER R [l5-Apr—2019 H 500,00 500,00
7EE THERESA THERESA &
783 LU THERESA R |[I7-Aer—2013 B 5000.00
754 LUB THERESA R |[I7-Apr—2013 7 500,00 £500.00
TRERESA 3 11 8500000 500000
786 THERESA THERESA R |[I7-Apr—=2019 7 4750.00

uP

Figure 7 Features of the Batch Query Screen

O Adjustment batches do not require a deposit date to post;

payment date when an adjustment batch is produced.

button.

© |f the Batch number
and Owner are
highlighted in RED the
batch is [ ¥z [:)/At0
post. The selected batch
may need a date added
for the deposit date, or

the expected and entered
amounts do not match.

© The Typ column
shows either “R” for a
Receipt batch or “A” for
an Adjustment batch
(new column).

the system sets the deposit date equal to the

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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File Edit Ledgers PurchaseOrders AccountsPayable Fixed Asseis Human Resources Budget Collections Tax Mtor Excise Misc Billing System Favarites Help
=== N S = O
Batch Query
&2 5 Batch Revort O All Batthes @ In Process O submitted O Posted
P Goto Batch
= 2B al | Typ DepositDate SubmitDate PostDate  #Trx Expected Amt EnteredAmt Locked
Restore Batch
54 Transfer To... f_[or-Fek-2019 ~
755 F
e Print Edit List =
757 Print Cover Sheet f_[[d-Feb-5015 5,00 5,00
7EE R [feFeb-5015 000,60 543 83
= Submit this Batch i
POt ThC Bateh R [f5Feb-2019 i3 212100
R [05-Apr—2019 [18-Apr—2019 T 527,00 93,00
25 Var—2013 T 50,00 50,00
[ N J K
. [ - T 100.00 10000
[AUC] 4057-Batch Query e X
P4045-Deposit Date must be entered on Batch before it can be ’ 1381.02 1381.02
1 oubmitted 39|  07409.76 | 6740976
3 500,00 500,00
3 500,00 500,00
oK 3 500000
7 500,00 500,00
|| | | 11 8500000 85000.00
| | | 7 4780.00
up

Figure 8 Deposit Date must be entered on batch before it can be submitted

Gato.
5 Batch Report

Batch Query

O All Batches @®In Process (O Submitted (O Posted

Actions ‘

Post Date

Locked

Restore Batch
Transfer To...

Print Edit List

3 BatchOwner 40rgnal | Typ Deposit Date  Submit Date #Trx Expected Amt Entered Amt
[FEFDY | I I [ 1] 100.00 | T00.00 |
[FTHER [A_[pzFer=2019 | [ 1 [
[FRTHER e
[ARTHER _ s | Tosk 4012: Post Receipts X

[FHTHER
[THERESA
[FHTHER
[AHTHER
[THEREGA

Post Receipts
Total By
Print Detail GL Report:

@ Fund O Fund and Dept O Todd
@Yes O No
@ Yes O No
A [ Print Batch Summary Report: @) ves O No

Print Summary GL Report

Run as @ preview O Print O PDF

It Printing use DUplex @ves (O No

Lkup EOF UP

Figure 9 Post a single batch from the Batch Query screen.

June 2019

Batches may be submitted or
posted from the Batch Query
screen if the batches are ready.
Prior to the software update, users
could submit a batch on this screen
for processing if the batch [ ERa:
[ZELY,. ADMINS corrected this.
Now if a batch is not ready, and
selected for submit, the system will
display the error message shown in
Figure 8. Go to either the Batch
Entry screen or the Submit Receipt
Batches screen (see Figure 3) to
enter the deposit date.

If the batch is ready to post, select
[1 Actions] P Post this Batch.
Make radio buttons selections as
preferred on the resulting Post
Receipts prompt. Click on [OK] to
complete the posting.

[ADM-AUC-RC-8426]

2. TREASURY RECEIPT b [X TR EXCEL® TRX] EDIT LIST
[ENHANCEMENT]

B ESE e + M

== [AUC] 4000- Cellection Batch Entry [theresa]

File Edit Ledgers Purchase Orders AccountsPayable Fied Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing

Ew Q= g

Collection Batch Entry

— [m] X

System  Favorites  Help

Profile not restricted

Goto.

Batch [Er Batch Type Edt Note Current Batch
P Bank oA ®Receipt [No text available
Pay-Trx Date 15-May-2013 O Adjustment Real Estate
Deposit Date 15-May-2019 O A0IS Tax Deferral
TR¥ [aEe7E9123 Motor Excise
1/40d Batch Persanal Property
Expected Entered Balance Tax Ttie
Cash(Coins) Treasury Receipts 2
2 Enter Receipts. CashiPaper)
Ch
3 Cover Sheet eck 250,00 250.00
Other
Total
4 Submi Batch otals 250,00 250,00
[Toe [Type [fear [Bil=/IR Code [Deseription Cash Check Other
1859981 |Tressury Receipts  [2019 E FENTAL-2& PERRL ST F 125,00 Edit
18596580 |Tressury Recsipts 2019 [9R FENTAL-26 PERRL ST F 126,00 Edit
XTR Excel Trx

Active

‘Il
\4

The Excel® version Treasury
Receipt Edit List “Note”
column was expanded to fit
the entire 40 characters as
entered in the note field. Run
the report from the Treasury
Receipts P Batch Entry b [X
TR Excel Trx] button.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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™ = TR_Excel 4077_THERESA[1]xml - Microsaft Excel - u] x
Home Insert Page Layout Formulas Data Review View @ @ ==
R6 - I -
A B c o E F G H I Jd K L M N o P
1 Batch# Trdf Year Pay Date TR Code Account# Account Description TR# Note Check# Cash Cash Back Check Other Total -
2 Mo 1,859,580 2019 15-May-2019 2R 6110-000-0000-000-00-00-48420 RENTAL- 26 PEARL ST FUNARI 456789123 The quick brown fox jumped over the lazy 0.00 000 12500 000 12500
3 f7e7 1,859,581 2019 15-May-2019 2R 6110-000-0000-000-00-00-48420 RENTAL- 26 PEARL ST FUNARI 456783123 A second note for the same code 0.00 000 12500 000 12500 =
& fro7 Total 0.00 0.00 250.00 0.00 250.00
2 Batch In Balance
(] Will Post
7
8
g v
W 4 » M| Rorectrexcel %] 14 (0|
Ready | | [FH|E 1003 (=) {] (+)

[BLG-SUP-SAPLAUC-1190]

3. MORTGAGE LENDERS P CREATE ESCROW DELINQUENCY FILE [FIX]

ADMINS provides a fixed field file of Real Estate Balances for Mortgage Lenders. This command is run
from the menu as shown in Figure 10 and may be run on demand. Prior to the software update, if a file name
contained spaces, the process would fail. ADMINS corrected this and now spaces are allowed in file names.
The file location is found in Collections » Module Maintenance P Module Control Table ) #4054:

Module Control Table

Required: As of Date if not Today [mmddyyyy] 15-MAY-2019

Seg#|Description |Answer Buttons A
[E=crow Delgl Folder Location for Escrow Delinguency File jd ¢+ vauc_devel opment Sadwhome\transFeridelq es 1 Edit
4055 [[UnibsnkFiServ] Folder Locstion for Daily Balance file Il vauc_development \adwhome \transfer
4056 [[Unibank/BillTrust /FiServ] MV Only — Exclude Bills reaching t |12
4057 T 5% [AUC] 4025-Module Control Table [theresa] X
4058 |[E
4059 |LE [Escrow Delq] Folder Location for Escrow Delinquency File
4063 |CU
064 [ty Enter Answer |d:\aucﬁdevelopment\admhome\lransiel‘\delq escrowl
4065 |CU
4066 LU
4067 LU
4062 |CU
:g?g E; Lookup Cancel Clear All
4071 [[Refunds] Interest Category For Refund Interest les
B " Task 4426: Create Escrow Delinquency File
Collections ) )
Create Escrow Delinquency File
Payments > This will create a fixed field file of Real Estate Balances
Adiustments N as of the Date entered.
1 The output file will goto MODCTR #4054
Refunds >
Required: Bill Year for RE
Uncollectables b
Treasury Receipts >
Municipal Lien Certificates >
Partial Payment Letters
Mortgage Lenders > Process Mortgage Payments
Tax Title Mortgage Payment Batch History Inquiry
Deferrals > Lookup

Create Escrow Delinquency File

Cancel Clear All

Figuhre 10 Create Escrow Delinquency File Command and Prompt

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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== 4« % |s 15-May-2019 Escrow Delinquency File Loc... |5|@|éj

Message v @
From: theresa@admins.com Sent: Wed 5/15/2019 5:01 PM
Teo: Theresa Campbell
Ca .
Subject: 15-May-2019 Escrow Delinquency File Lol SpaCE in file name

[ 1 2

Go to Folder d:\auc_development\admhome\transfer\delg escrow

To Transfer the following File
redelinquency20190515.zip

f . | Go tofolder d\@d:\auc_develo
L' Totransfer filer

ment'admhome\transfer\.del

fi escrowl

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

I:‘ Theresa Campbell DD Py

[ADM-AUC-RC-8428]

4. TAX TITLE BALANCE INQUIRY » FORM 410 [ENHANCEMENT]

Access the form by
selecting Collections » Tax

B Sg e+ PH Q@ FU g

Tax Title Balance Inguiry

Qe st Taking | Currert Owner L H } H
Goto 1 Parcel | IR Show Past Takings (OYes @No | HARTFORD AVE LTD REALTY TR Tltle Tax Tltle Balance
2 Ascourt 004 —0015 -0000 MIDIO DICARLO II - TR -
Actians 56wner | FIRRTFORD AVE LT REALTY TR 12 ELM STREET Inqu"‘y
4 Location| Fi68 HARTFORD ¥ BELLINGHAR . HA 02013-0000 '
Orig Taking Payment Date  Est. AddedFee  Est Balance
18-Jul-2011 2-Apr-2019 B7071.51 P - t th ft
Balances &Il Years Surmmary by Year Detail Transactions Trx Summary Attachments rl or O e SO Ware
B Description Charge, Deduction Interest| Net Bill] Faid| Refund| Adjust] Balance| Entry Pending| update, [Form 410] (the
[Ta 58805.01 58805.01 4751.74 54053,27 Up -
Hater L 3093,27 3093,27 267,07 282620 f h d h
e Hist List ator ot T | e 30 174,54 79,24 orm that pI‘OVI es the
1 h L 3020,00 3020,00 280,00 2740,00 H
e rim;fgg Fee 155,00 155.00 | 189.00 balance due fOI’ a glven
f-nand 40.00 40,00 10.00 30.00 -
Form 410 B Trterest T3067.62 T4712.36 | 37779.99 | 10762.19 T7017.80 parcel for a“ year‘s In TaX
it Lien Interest
h L Ints t H H
B o Title), was not showing the
[Certificate of Rede 120,00 120,00 120,00
parcel number on any of
the subsequent pages for
parcels that required more
than a single page for
Parcel Total 7855915 24712,36  103271,51 1620000 87071,51 b reporti ng

The Parcel number was
added to the header and
footer on all pages.

Figure 11 Printing a Form 410 from the Tax Title Balance Inquiry Screen

Town of Admins Page2of2

219 Lewis Wharf
Boston, MA 02001

617.494.5100
This calculation is through 02-Apr-2019. The per diem Balance Due $60,053.71
chargg on this tax due is 26.22 Interest as of 4/2/2019 $27,017.80
Total Amount Due $87.071.51

Sincerely,

Figure 12 Before—Form 410 Page 2 of 2 without a parcel number

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 21
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33
40

0.00
0.00

5.00
939.89

Demand
Tax Interest

0.00
0.00

0.00
0.00

0.00
0.00

5.00
939.89

P :
CPan:el # in footer at the bottom of each pagey arcel #0004 00150000

Town of Admins

Page 2 of 2

219 Lewis Wharf

Boston, MA 02001
617.494.5100

| Parcel # in header at th:@
Parcel #:0004 0015 0000

This calculation is through 08-Apr-2019. The per diem
charge on this tax due is 26.22.

Sincerely,

Balance Due $ 60,053.71
Interest as of 4/8/2019 $27,175.12
Total Amount Due $87,228.83

Figure 13 After—Form 410 Page 2 of 2 with a parcel number

5. REPORTS

[ADM-AUC-TT-3843]

ADMINS enhanced a report, reinstated the reports progress bar, and offers a tip on soliciting help from

support.

5.1. [1 Collections Reports]

ADMINS fixed an issue with the report of fully abated motor excise bills with outstanding balances.

5.1.1.

#4645 ME Bills Fully Abated with Outstanding Balances [Fix]

ADMINS corrected an error

Z= [AIC] 4960-Report Library Collections [theresa)

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets
BE SE ke o [ I

Report Library Collections

Gato

Huran Resources  Budget Collections Tax  Motor Excise  Misc Billing

System Favorites  Help

— [u] X

when running this report.
To run the report, select
Collections b Reports »

Report Name [iewr Report

Fun Time

Actions

lL_ast Run Date
[P5-Har—2013

[Collection Reports] »

@702 i1l Tuee — A of = Date Fur 1330075605
@705 Balances as of {Trial Balance’ Run
Report Categories 4708-Aged Recsivables Report Fun :
1 Collection Reports [4616-0utstanding Balance by Parcel for an Account Run #4645 ME BIIIS Fully
2T ction Report: I s . .
;EST;,‘;"ED;T: = [d5Z2-Motor Excise Dutstarding Balance Report Run Abated W|th Outstand"‘]g
47T IDefenal Reparts | (4533 Fotar Excise - 075 Balance — Tax anly Run
Fun_|0e-Apr—2013 |7 11575525 Balances The report may
4189-Eills Pd in Full u/ Unpaid Collector Fess T -
&3 Parcels Marked Barkrupten TP eh 2013 | 161510160 be run for a Slngle year or
[g740-3 Year Avermes Pagnents h
[d7d1i-Late Fagment List n f II y h pI
‘F -, ] or all years. The example
% 87 Task 4645: ME Bills Fully Shated with Outstanding Fees |n Figure 14 ShOWS a“
4642 Fes Paunent Sumnary ME Bills Fully Abated with Outstanding Fees
_____ ;;;.m Optional: Enter Bill YearD years'
Fwert Rep
Run as @ preview OPrint O PDF O Excel . g s .
W Printing use Duplex © ves O No This report will identify
Lookup Cancel Clear All
accounts that may have

been abated in full after the demand and/or warrant processes had already applied fees. The report was
updated on sites in April and is mentioned here to document the change.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Fil: Edit Format Options

Courier New <[ ] Blz|ufm-] =] ¢

- TedRE - Fulbbt 0SChg 4645 THERESA[6Llis

4645-RCHEFANCHG. REP Printed 04-Apr-z019 at 11:15:30 by THERESA Page 1
Town of Aduins
ME Bills Fully dbated with Dutstanding Fees

Te: Billg Ouner Neame Bill ut Date Dew Bal Varl Bal Va2 Bal Reg Bal
2018 01 004917-00  ENTERPRISE FMTRUST 816.25 0l-Tan-2018 10.00

=+ Total *** Year 2018 816.25 10.00
018 03 016621-00 BASIC SEALCOATING INC 9,38 9.38 01-Tan-201§ 10.00

*vF Total T¥ Year 2015 5.38 9.38 10.00
z01z 0l 002173-00 CAFRIER, HIDY L L105.00 105.00 01-Tan-2012 .00
z01z 02 015685-00 HILL, OWEW T 28.65 28.65 OL-Tan-zolz 5.00

*rT Total 77 Year 2012 133.65 133.65 10.00

#7% Grand Total ¥7%  §Bills: 4 959.28 959.28 20.00 10.00

Selection Legend:

Figure 14 ME Bills Fully Abated with Outstanding Fees

5.2.

ADMINS enhanced two transaction history reports.

5.2.1.

[Enhanc

ement]

[2 Transaction History Reports]

B Task 4636: Revenue Detail -

Optional: Enter Tax Year

Optional: Enter Bill Type

by Category, Vear, Type

Optional: Enter Bill Category
Optional: Enter up to 9 Receipti's

Optional: Enter up to 9 Transaction®'s

Revenue Detail by Category [By Year, Type)

Required: Enter Effective [Pay/Trx) Date Range From: ‘ugmzu]n

| To: (10012018

)

Edit 0 values:
Edit 0 values:
Edit 0 values:

Run a5 O preview O Print  OPDF @ Excel o
If Printing use Duplex @ ves (O No
Lookup Cancel Clear All
HEEN =
Home  Insert  Pagelayout  Formulas  Data  Review  View
u1 - b3
A B 3 ] E F o P [ R s
1 |8l Type Cateqory Bl PayDate  Daily Totals Advanced Paymen A ; Oth-Code Receipté Transactions UserBatch [Parcel
2 |TaxTte Tax 00412600 04-Sep-2018 63022 BTIER 1828508 090415TT 0084 0054 000D
3 |TaxTitle Tax 68023 000 B
4
5 [Tax Tte Tax Iterest 00412500 04-Sep-2015 000, 117 TIRR 0 1825604 090415TT 0064 0056 -0000
& |TaxTitle TaxInterest 000 i)
I il
8 |TaxTitle 2000 1
s
10 2000 700.00 0.00
11
12 Tax Tie: Tax 001188-00 13-5ep-2015 5418 000 i 0 1829737 TT091318 0003 0052 -0000
13 Tax Tiie Tax 00382100 14-Sep-2018 20207 000 e 0 1820760 TT091418 0085 0541 -0001
14 Tax Title Tax 736,25 000
18
=
30 Tax Tt Tax 00597800 19-Sep-2018 656.41 000, 41 TR 0 1830676 092015TT 0081 003 -0000
31 Tax Title Tax 65841 000 )
33 Tax Tite Tax interest 00597800 19-Sep-2015 59 TIPP 0 1830676 092015TT 0031 003 -0000
36 TaxTitle TaxInterest Bl
36 | Tax Title 2011 T
a1
38 2011 726.00 .00
30
40 RealEstale  Tax 006676-00 11-5ep-2015 0t 000 TRE 0 1829071 ADIOS1113 0098 0163 -0000
41 RealEstate  Tax 00150800 13-Sep-201 0.01 000 TR 0 1829763 REDS1313 0014 0092 -000D
42 RealEstate  Tax 002 LW z
3
44 |Real Estate 2012 002 0.00] £z
I3
4 MotorExcise  Tax 01544500 26-5ep-2015 4350 000 154 MEDP 0 1834418 LRCIIBSH4
47 Motor Excise  Tax 4350 000 )

June 2019

[ADM-AUC-RC-8413]

#4636 Revenue Detail by Category (By Year, By Type)

Run the report by selecting
Collections

P Reports

P Report Library

P [2 Transaction Reports P
#4636 Revenue Detail by
Category (By Year, By Type).

Select the ® Excel® radio
button in the “Run as”
selection.

ADMINS added a “Parcel”
column to the Revenue
Detail by Category (By
Year, By Type) report.

This is available only in the
Excel® version of the report,
due to page width
limitations.

[ADM-AUC-RC-8434]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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5.2.2.

June 2019

#4650 Lockbox Summary Report [Enhancement]

== [AUC] 4961-Report Library Transaction History [theresa]

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Meh Favorites Help

BESE W+ B O u
Report Library Transaction History
Goto.
Report  ~
Actions
Run
d&e31-Revenue Summary - by Category, Tupe. Date Run
[AE3z-Revenue Summary - by Tupe, Date, Category Run
[AE3s-Revenus Summary - by Categord, Vear. Tgpe Run
Report Categories [AF36—Fevenus Detail - by Catesory, Vear. Tupe Run
1 Collection Reports 4637 —Revenue Summary Category - By Tupe and Vear Run
3 Other Reports 4E80-Lockbox Batch Summary Report Sample Run
4TT/Deferral Reports. | [~—————==  —=======
[A098—Fosted Receipts - by Date, GL¥ Run
[4096-Posted Receipts - by Date. Batch#. Bill# Run
[dE27—Posted Receipts - by Date, Category Run

RCRPTLIBTRX

[E] P

ADMINS added totalling options to the Lockbox Batch Summary Report. Run the report by selecting
Collections P Reports P Report Library P [2 Transaction Reports] P #4650 Lockbox Summary Report.

® " Task 4650: Lockbox Batch Summary Report

Lockbox Batch Summary Report

Required: Enter Pay-Trx Date Range  From: | | To:
Run as @ preview O Print O PDF
If Printing usc Duplex @ Yes O No
Lookup Cancel Clear All

B Task 4850: Lockbox Batch Summary Report x

Lockbox Batch Summary Report

Required: Enter Pay-Trx Date Range From: ‘ugmgmg |Tu: |[|g1 52018 \

Total by @® Lockbox Type O Payment Date _
Run as @ preview O Print O PDF
If Printing use Duplex @ ves O No

Lookup Cancel Clear All

Figure 15 Before and After— Lockbox Summary Report prompt —added a “Total by” selection radio button

If Total by ® Lockbox Type is selected, all dates within the specified range for a lockbox type will be listed
and a total at the end of each lockbox type will be provided.

In the example in Figure 16 are multiple dates for a single lockbox type:

1650 FCLEBHIRN . REE Frinted 06-Jun-2015 et 17:08:53 by THERESL Fage 1
Town of Admins
Lockbox Batch Summary Report
Pay-Trx Dates From 09032018 To 09122018
Batch 4 Description Pay-Trx Date Deposit Date  Real Estate  Personal Propercy Votor Excise Other Total
LRC0S04424 BILL TRUST PAYMENTS  04-Sep-2012 04-Sep-2018 1,407.12 4,447.12
Total BILL TRUST PAYMENTS 1,407.12 4,447.12
DEEUTY (KELIEY & |04-Sep-2018
DEEUTY (KELLEY & 05-Sep-2018
DEEUTY (KELLEY = 06-Sep-2018
DEEUTY (KELIEY &  07-Sep-2018
DEBUTY (KELLEY & 10-Sep-2018 O
- DERUTY (KELLEY ¢ 11-Sep-2018 0
/ - DERUTY (KELLEY & 12-Sep-2018 0
Total MV - DEPUTY (KELIEY & 13,780.92 13,780.92
100.23 100.83
0.3 4023
82.50 82.50
224.16 22416
130.57
18423
30.00
1,226.94 .50
CITIZENS 61.67
cITIZENS e10.01 37.92
Total TEX - CITIZENS 2,038.95 130.57 381.98 2,551.50
LRCOS0S425 TAX - UNIBANK 969.55
1RC0209432 TAX - UNIBANK 542,08 e
Total TaX - UNIEANK 1,511.8 1,511.83
4 Grand Total ** 7,997.70 130.57 14,387.06 22,515.33

Figure 16 — Lockbox Summary Report with totals for each lockbox type

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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If Total by © Payment Date is selected, this will sort the report by payment date and give a lockbox type
total on change of date. The activity for the TAX-CITIZENS type is highlighted in Figure 17.

4650-RCLEBXTRN.REP Printed 07-Jun-2019 at 10:19:04 by THERESA Page 3
Town of Admins
Lockbox Batch Summary Report

Pay-Trx Dates From 07012018 to 06302019
Batch # Description Pay-Trx Date Deposit Date  Real Estate  Persomal Property Motor Excise other Total The Iegend at the
LRCOB02340 MV - DEFUTY (KELLEY & 08-Jul-201¢ 02-Bug-201% 1,285.98 1,265.88 bottom Of the Iast page
Total MV - DEBUTY (KELLEY & 1,265.99 1,265.99 Of the report Wi “
LRCO708242 MV - UNIBANK 09-7ul-201¢ 08-Jul-2018 2,452.10 2,452.10 Indlcate WhICh Way the
Total MV - UNIBANK 2,452.10 2,452.10 .
report was run; either

LRCO709244 TAX - CITIZENS 09-Jul-201e 09-Jul-2018 17,039.09 91.39 17,130.42
IRCO709245 IAX - CITIZENS 09-Jul-2018 09-Jul-2018 2,058.62 2,058.62 by Payl | Ient/TrX Date or
LRCO709246 TAX - CITIZENS 09-7ul-201¢ 08-Jul-2018 13,548.83 78,01 43,622.94
LRC709247 TRX - CITIZENS 09-Jul-2012 09-Jul-2018 2,395.74 2,395.74
IRCOT09248 TAX - CITIZENS 08-Jul-2018 09-Jul-2018 75.55 75.55 by Lockbox Type'
LRCO709249 TAX - CITIZENS 09-Jul-2012 09-Jul-2018 2,346.06 2,346.06
LRCO709250 TAX - CITIZENS 09-Jul-2012 09-Jul-2018 16,821.97 321.20 47,143.17
Total TAX - CITIZENS 115,544.16 426,60 4,741.80 120,772.56
LRCO708243 TAX - UNIBANK 09-Jul-201e 09-Jul-2018 5,712.04 912.39 6,624.43
Selection Legend:
Total TAX - UNIBANK 5,712.08 312.33 6,624.43
Total by Payment/Trx Date
LRCO710251 TaX - CITIZENS 10-Jul-2018 10-Jul-2018 1,459.73 1,459.73
LRCOT10252 TAX - CITIZENS 10-Jul-2012 10-Jul-2018 4,208.08 4,208.08
Selection Legend:
Total TAX - CITIZENS 5,667.81 5,667.61
Total by Lockbox Type

Figure 17 Lock Box summary report with Total by ® Payment Date selected

[BLG-SUP-SAPLAUC-1201]

5.3. Email Reports [Tip]

The support team frequently receives emails containing scanned images of ADMINS

reports (we love pictures!). Any ADMINS report may be emailed via the Reports »

Retrieve Output function. This saves time and paper (no need for printing) and ensures

accuracy when sending reports spanning multiple pages to support@admins.com. There

is a document, AP—850 | forgot to print my reports, that gives instructions on how to use
the Reports P Retrieve Output Files feature to email reports.

[ADM-AUC-DOC-166]

5.4. Progress Bar

ADMINS reinstated the progress
Building the Report bar feature that indicates a report

HEEEENNEEEEEEE is running.

[ADM-AUC-SY-8093]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 12 of 21


mailto:support@admins.com

ADMINS Unified Community

Release Notes — Version 19.2

Revenue Collections

6. QUERIES

June 2019

ADMINS changed the format for some reports generated from the query screens, corrected typographical
errors in the Statement of Account Report, and added informational messages on the Bill Locator screens.

6.1. Bill Payment Screen P Informational Views Reports [Enhancement]

2019 Real Estate Bill Payment Inquiry
Exm PR 00200 Year [019 X Search. Tendered  Cash Back Applied Total
actons 30wner | [INAPOLT MICHAEL J & MICHE n
4 Location| |5 GRANLTE ST
Saccount| [pO0Z 0002 0000
GParcel | PO0Z  -000Z 0000
Detai Pavment Transactions Q Trx Summary | |0 Attachments ZlLCs Y ParcelAcct Notes | T Bill Notes Tickler
7 Task 4655: Calendar Year Payments bl = Bmm" pmd";;
Calendar Year Payments
Required: Enter Calendar Year ]
|- = e
Required: Enter Email Address [supp ins.com | il
Optional: Enter Contact Name ‘ |
. 242433 2424,33 Bal
Run as: O Preview Only ® Preview then Email O Email Only
| mformational Views
Bill Detail
Pa Parcel Values.
Sales History
n Lookup Cancel Clear All e
Goto Batch —
Parcel Values
Calendar Year Paymerf*RE/PP
Calendar Year Payments-MV
CY DELINQ
PerDiem ,390 [.,89721 Amount Due
Payment Date [P0-Jun—2019 $242433
Allow Overpayment warnt 2 -
Retrieve Output Files
1 Select Module Revenue Collections
2 Select File
= Open X
T < AU RCMOD » Mis » Lis v @ Search Lis P
Organize » Mew folder * ™ 0
Hip Mame Da ™
Obj RESATXT 5/
i Calendar_PaymentNHERESA[2]. pdf B2 y
& This PC - - 2l Select a file
4| Calendar_Payment_THERESA[1].pdf 62 vien
[ Desktop _ray - [11p to preview.
Calendar_Payment_ME_THERESA[1].pdf b/
= Documents .
; Downloads - e
N 4 >
File name: || v| Report files: *_THERESA** ~
R LROP

Prior to the software
update, the reports
generated from the
Informational Views
Menu were not
available as PDF®
reports, requiring the
user to retrieve the
output files, convert to
PDF®, then print.
ADMINS made a change
that will save the reports
as PDF® files, allowing
the reports to be emailed
without requiring the
conversion.

[ADM-AUC-RC-8435]

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6.2. Bill Payment ) Detail Tab [Fix]

There is a [Stmt of Acct] button on the [Detail Payment] screen that emails and / or displays a Statement of
Account report that includes outstanding balances and in progress payments. ADMINS corrected
typographical errors on the text of the report.

2019 Real Estate Detail Payment Inquiry
Coto EEE- 0100700 Year FOI5 | Wseach. Tendered  Cash
sctions 3 Qwvner FLGER, APRIL EVE Cash-Coin

4 Location EBZ FARM ST Cash-Paper

ut| 0003 0003 -0000 Check
Stmt of Acct el | 0003 0003 —0000 Cther
———
part current outstand es etall Payment Transactions Q Trx Summary 0 Attachmerts IMLCs (5)
including current in-progress ;hxt djust
] g

&

STATEMENT OF ACCOUNT

Page 1
Printed: 17-Apr-2019
Your Payment Postmark

Due to late payment, there|are interest charges that your account(s) incurred
This balance must be paid upen receipt to avoid further interest and/or penalties.

Figure 18 Statement of Account typos fixed

[ADM-AUC-RC-8427]

6.3. Bill Locator Screen P New on-screen message [Enhancement]

The Bill Locator screen provides a rapid way to retrieve a bill and includes a Balance column. ADMINS
added a message to the screen as a reminder that the balance shown on this screen does not include interest
due. Select Collections P Queries » Bill Locator to view this change.

== [AUC] 4130-Bill Locator [theresa] — x
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help
B ESE me s+ EY =
Bill Locator New message
Gota.
Act BRY 9RT 2 Bl 3 Owner & Location 5 Account B Parcel Balance does not include interest due*
lons Year Type 7 DBA Name e o Er
| 1seka b [feal Estate 3484.02 3484.02
b [feal Estate 001036-00 503,63
[2017 |10 [peal Estate I 77H0.56
[5015 |10 [feal Estate [ 00103500 72505
=745 [10 [feal Estats, A01036-00
I T 268041 | 26w,
2018 [20 fotor Exciss 001036-0u 9.5 EER)
705 [20 [fotor Excises 001035-00 70.00 70.00
2014 [20 Motor Excise 001035-00 104,07 104,07
2013 [20 [Fotor Excise 001036-00 53.75 53.75
Total for this Bill| 196228.67 67d64.67 E5843.17
-- Added By Changed by up

Figure 19 The Bill Locator screen balance column does not include interest due — it shows a balance of $3484.02

Drill down to the bill using the [1 Select] button for complete information, including interest as of a specified
date.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 21



ADMINS Unified Community Release Notes — Version 19.2

Revenue Collections June 2019
E [AUC] 4132-Bill Payrment [theresa] — x
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources  Budget Collections  Tax  Motor Excise  Misc Billing  Systern Favorites  Help
B &g me+m EH Q =@ Fa
2019 Real Estate Bill Payment Inquiry
Gata.. 2 Bill# 01036-00 Year [013 ¥ Search Tendered Cash Back Applied Total
Actions 30wner | HARTFORD AVE LTD REALTY TR Cash-Cain
= 4 Location| MES HARTFORD AV Cash-Paper
SAccount| 0004 0015 -0000 Check
BParcel | 0004 -0015 0000 Other
Bill Pavment Detail Payment Trangactions @ Tra Summary 0 Aftachment (11 ZMLCs ' Parcel/Acct Motes T Bill Mates-Tickler
Mew Intrst] Met Bill Paid Refund| Adjustment Balance
‘Run Charges| Deductions| Abatemer
: i Tt 164,37 1906,38 1906,38
il Type oz 1742.01 102.23 1844 .24 1344 .24
Reprint Bill
Bill Totals 248402
Owner of Record
HARTFORD AVE LTD REALTY TR Hi 266'60 3?50’62 3750 '62
Parcel OuteB: MIDIO DICARLO IT - TR t
= 12 ELM STREET 12 ELM STREET Sales History
FRANKLIM, MA 02038-0000 FRANKLIN, MA 02038-0000 Tax Rates
Courter recei -
All Pending Pmis
Gata Batch Pending Adjusts
- Reports
Cancel Payme|
CY DELINGQ TAX TITLE 2010 .
FerDiem 1,34 [1.3364]  Amount Due
Payment Date d-Apr-2019 $ 3,750.62 _
Allow Overpayment
-- &dded ByfChanged by Lkup up

Figure 20JThe Bill Query screen shows the detail, including interest due

REPRINT DATE: 4/4/2019
Bill Number: 001036
PARCEL ID: 0004 /0015 / 0000
PRELIMINARY TAX
Billed Due by
11/2/2018
Q1 Due 8/1/18 $1,742.01 $1,742.01
Q2 Due 11/2/18 $1,742.01 $1,742.01
Fees $.00 $.00
No payments to date
Interest as of 4/4/19 $266.60
Pay this Amount $3,750.62
Due & Payable April 4,2019

The excerpt from a bill reprint in Figure 21 also shows
the interest due as of a specified date.

Bill reprints and information provided from the bill query
screen are the preferred method for providing responses
to inquiries. This screen (and bill reprint) will supply
complete information, in this example, the interest of
$266.50 added to the tax balance of $3,484.02 for a total
of $3,750.62.

Figure 21 Except from a bill reprint

[ADM-AUC-RC-8420]
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7. DISTRIBUTION LIST EMAILS [ENHANCEMENT]

Module Maintenance > ADMINS uses dozens of distribution lists to notify designated users of a

\ T TP variety of system events. The lists are set up in
Ermail Distribution Lists . e . .
the Module Maintenance P Email Distribution

Ermail Users .
Lists for each Module.
The Email List Name and
== + # |s NewVendor Added: 027768 AMAZON - Message (Plain Text) = | E e Description is now
e v @ included in the body of the
@ Extra line breaks in this message were removed. ema” to |dent|fy the 0r|gin
From: theresa@admins.com Sent:  Fri 4/5/2019 11:.06 AM Of the emall
To: support; Theresa Campbell; Theresa Campbell; campbellt189@gmail.com; Wendy Tarantola !
Co
Subject: New Vendor Added: 027768 AMAZON - _ Thls Wl“ help When users
. f Email sent via a = receive emails and are not
This Vendor was added on the fly by THERESAon 0  distribution list now shows sure where the email
to update any pertinent information for this which list is in use Originates or Why a
particular user is receiving
m— the email. In Figure 22, the
Email List: [VENDFLY] New Vendor created on the Fly Email Distribution List
named “VENDFLY” was
** Do not reply to this email message as it was system generated use_d by the SyStem to
via the ADMINS Unified Community (AUC) System ** nOtlfy users that a new
3 vendor was created. If the
distribution needs to
Figure 22 System generated email identifies the Email List [Name] & Description change, the list may be
edited.

Detailed instructions are available in the Help Reference Library for each
module, for example, RC-1850 Email Distribution Lists.

[ADM-AUC-SY-8102]

8. EXCEL® TEMPLATES [Fix]

ADMINS provides Excel® spreadsheets used for a variety of upload purposes. Prior to the software update,
when accessing a template, if a user tried to open a second copy of the template, the process terminated,
bringing the user to the support page.

THERESA's Support Help

Goto

Actions. Lozt 0/ on [17-Jun-2015 [15:25:49

~
Results.
v

-- Added 07-5ep-2009 By MUPDEV1 Changed 03-May-2019 by THERESA up

Figure 23 Before — if the template was already open, process brought the user to the support page

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 16 of 21
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e | fou already have the Template Open
@ Close Current Template to run this process again

This was corrected and users will
instead be informed that the template
is already open.

Figure 24 After — message instructing the user to close the open template prior to running the process again

Changes affected templates available by selecting Collections P Help Reference Library P Templates:

Collections Help Reference Library

RC-1220 Upload Treasury Receipt
Codes Template

RC-1220 Upload Treasury Receipt Codes Template

[TOC-SUP-SAPLAUC-2966]

9. INTERFACES/IMPORTS - Cranston, R [ENHANCEMENT]

Collections
Payments
Adjustments
Refunds
Uncollectables
Treasury Receipts

Municipal Lien Certificates
Partial Payment Letters
Deferrals

Reports

Tables

Queries

3
3
3
3
3
3
3

Inter

ces{Imports Treasury Recelpt Code Upload
Site Specific

Treasury Receipt Code Corversion - Urified Comm.

Help Refersnce Library Create Dally Balance File
Create Eill Trust Daly Balance File
Create UniBank Ebiling Daily Balance Fil

elnquent Accts
ort for Real Estate (Escrow)
Income Tax Offset Export

Export Tanglble Balances as of a date

highlighted below in Figure 25.

Error checking was added to two export tasks to halt the export if a file name is not
specified in the expected manner. The first task is Collections P Interfaces/Imports b
Export Payments for Delinquent Accounts. The second is Collections »
Interfaces/Imports P Export Tangible Balances as of a Date.

Figure 25 shows an example of a filename being used on the
prompt for exporting payments for delinquent accounts. In the
example, the filename “badfilename” is entered without any .txt or
.csv extension. The process requires that the filename be specified
correctly with a “.txt” extension as shown in the example below —
for example, “(ex:E:\accts_pay\taxcollection\paid_delq.txt)”

B Task 4484 Export Payments for Delinquent Accts

Export Payments for Delinquent Accts
Will create an export file of select Bill Types. Lists how
much was paid in Total and Paid in Interest

Required: Most Recent Tax Year to Include

Required: Enter Pay Date Range

=] icad: Eoi iad Bl T,

From: [p1012018
[

|To: [12312018 |

Required: Enter Filename [ex: E:\acds_paﬂlaxcnIleclin‘n\paid_delq.bd] Ihadﬁ'enamel

Run as @ preview O Print O PDF

ixed Leng orma

Lookup Cancel Clear All

Figure 25 Entering a filename without the required .txt extension
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The process now tests that the file name includes an Export Payments for Delinquent Accts X
appropriate file extension (either .txt or .csv). Entering the
filename without an extension will display the popup @R Eortfilename must have TXT or .CSV at end of Name
message advising that the export filename must have a .txt A
or .csv at the end of the name, and the export will be
terminated. Run the process again; all the previously
entered data will be retained. Correct the file name and
click on [OK].

M Task 4495: Export Tangible Balances as of a date [<]

Export Tangible Balances as of a date
Will create an export file with current balance and new
interest as of a date

Required: Bill Year 2018
Required: Enter up to 9 Bill Types Edit ||2 values: 30, 31,

ired ] 12.4DBon19
IRequired: Enter Filename [ex: EXaccts_payitaxcollection\CRANQTR_2015Q4.TXT) Id:\aucde
TIRCC LT Cov Tormar

viadmhomeltransferitangibles|

Run as  preview" Print  PDF
If Printing use Duplex & Yes " No

Lookup I 0K | Cancel I CIearAIIl

Export Tangible Balances as of a date
Will create an export file with current balance and new
interest as of a date

Figure 26 Entering a filename without an extension when Exporting Tangible Balances as of a date

Export Tangible Balances as of a date . -
After seeing the error message, run the process again. The
(@ Coeerame musthave Tl o SVt endof e prompt will retain much of the previously entered data, with the
Expor Teminaces exception of the interest date calculation. Add the date in the
“Calculate Interest Thru” field and a file extension on the
specified file name.

Required: Bill Year IW

Required: Enter up to 9 Bill Types Edit IZ values: 30, 31,

Required: Calculate Interest Thru (mmddyyyy) ||—

Required: Enter Filename [ex: Eaccts_payitaxcollectionfCRANQTR_2015Q4.TXT) !.1-- desAadmh \ fer| ibles.txt
Select output format: @ Fixed Length © CSY format

Run as  Preview? Print  PDF
If Printing use Duplex & Yeg ( No

Lookup I 0K I Cancel | CIearAIIl

Figure 27 The filename is entered correctly and the export will succeed

10. UniBank®MODULE MAINTENANCE

[ADM-AUC-RC-8417]

ADMINS provides an interface for UniBank® exports and imports. Several module control values were added
that control this interface. These values are only valid for sites that have set up a Secure File Transfer
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Protocol (sFTP) server for UniBank® files. If any customers of UniBank® and UniPay® need to deploy this
feature, please email ADMINS at support@admins.com for assistance.

10.1. Module Control #4064 UniBank® sFTP Extract Folder Location

UniBank® requires a specific location structure for folders; module control #4064 specifies the “main” path
to the sFTP server. For example, \\printsrv\unibank\extracts specifies the server name as “printsrv”, with a
folder or share name of “unibank”, followed by a folder named “extracts”.

= [4UC] 4025-Module Control Table [theresa] - X
File Edit Ledgers Purchase Orders AccountsPaysble Fixed Assets HumanResources Budget Collections Tax MotorExcise Misc Billing Systern Faworites Help

BB SE e+ PN Q@B FU N

Module Control Table

Goto Seq#|Description
Actions [UniBank] Include Zero Balance bills in Export Buttans ~

4064 |[UniBarkd FTP Extract Folder R S
4065 |[[UniBank] Transaction ID for Motor Excise
4066 |[UniBank] Transaction ID for Real Estate

4067 |[UniBank] Transaction ID for Perszonal Property
4068 |[UniBank] Transaction ID for Misc, Billing
4069 |[UniBank] # Days to keesp Import file Alive

SCatUst ACTIVE Lkup up

Each output module has a distinct transaction ID and must be stored in a separate folder location. The
following four module control values define transaction 1Ds (folder names) for each module. Each value is
appended to the end of the folder location defined in module control 4064 to make up the individual folders
as specified by UniBank®.

10.1.1. Module Control #4065 — Motor Excise

The fully qualified file name for the Motor Excise export will be:

\\printsrv\unibank\extracts\18527\MEImport_3_XP.TXT

Defined by the type
of bill

S~

\printsrviunibank\extracts\1 8527\MEImport 3 XP. TXT

Set in Module

Set by module control #
Control #4064

4069

Specifies that this
file is to be imported
by UniBank

Per UniBank, EXpire all

Defined in Module
Control #4064 previous files uploaded

10.1.2. Module Control #4066 — Real Estate
The fully qualified file name for the Real Estate export will be similar to the one illustrated in section 10.1.1:
\\printsrv\unibank\extracts\20243\REImport_3_XP.TXT
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10.1.3. Module Control #4067 — Personal Property

The fully qualified file name for the Personal Property export will be will be similar to the one illustrated in
section 10.1.1:
\\printsrv\unibank\extracts\20243\PPImport_3_XP.TXT

10.1.4. Module Control #4068 — Miscellaneous Billing

The fully qualified file name for the Motor Excise export will be will be similar to the one illustrated in
section 10.1.1:
\\printsrv\unibank\extracts\#\MBImport_3_XP.TXT

10.2. Module Control #4069 — Number of Days to Keep Import File Alive

The number of days will come from Module Control #4069. This is the number of days to keep the upload
file “alive” or available on UniBank® site if UniBank® does not receive a new file from AUC. If UniBank®
does not pickup an export from the AUC site — UniBank® will keep the current file available for up to three
(3) days. (Three days is the UniBank® recommended minimum.) This can be longer if sites anticipate that
there could be issues with UniBank® collecting the files from the Secure File Transfer Protocol (sFTP) server.

[Deﬂned by the type] [Set by module control ﬂ
of bill 4069
\ / 10.3. UniBank® File
[Module]import_#ddys_XP.TXT Naming Convention

UniBank® requires a specific naming
j convention for these files. The process

Specifies that this

Per UniBank, EXpire all

file is to be imported previous files uploaded

by UniBank

will copy the export file to the folder
\\printsrv\unibank\extracts\* as
defined in module control #4054-. For
sites that are creating a combined RE and PP file, the combined file will be created as specified in Module
Control # 4066, Real Estate. The [Module] will come from the selected output, for example, ME or RE or PP
(or in the case of the combined file, REPP). See the sample filenames in sections 10.1.1, 10.1.2, 10.1.3, and
10.1.4.

[ADM-AUC-RC-8414]

10.4. Module Control #4063

Value #4063 controls if Zero-Balance Bills are to be included in the UniBank® daily balance file. The
default value is “N”, meaning no zero balance bills will be included. Set the value to “Y” to include zero
balance bills. This ensures data accuracy if the data must be totally overwritten, such as during the initial
phase of implementation when invalid test data may be present on the UniBank® system.
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This module control value #4063 applies to any site that exports the daily balance files to UniBank®.

== (AUC] 4025-Module Cantrol Table [theresa] - x

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources  Budget Collections Tax  Motor Excise  MiscBilling  Systern  Favorites  Help

B GE me 0 EH Q @ FU S

Module Control Table

ot

T - - —— 1 Buttons ~

Actions I»’lut..: ]EUm.Bank] Include Zero Balance bills in Export ]N 1

s | ST o T o e T AT s T [l o A

4065 |[UniBank] Transaction 10 For Motor Excise 18527

9066 |[UniBank] Trancaction 10 for Feal Estats 0243

4067 |[UniBank] Transaction 1D for Fersonal Property G043

4068 |[UniBark] Transaction 10 for Misc, Billing

4065 |[UniBank] # Dags to kesp Inport file Alive 3

Status: Active Lkup up

Figure 28 New Module Control Value allowing zero balance bills in the UniBank® export

[ADM-AUC-RC-8419]
11. HELP REFERENCE LIBRARY

11.1. New or Updated Documents

e TEMPLATES RC-1220 Upload Treasury Receipt Codes Template [Updated]
e S|TE SPECIFIC RC-1740 Cranston, Rl Rossi Law Lockbox [Updated]
RC-1760 Cranston, Rl Leppizer & Laprocina Lockbox [Updated]
RC-1760 Cranston, Rl Tax Sale Process [Updated]
e OTHER RC-1815 Favorites Screen [Updated]
RC-1830 | forgot to print my reports [Updated]
e SYSTEM RC-1910 System Administration Kit [Updated]
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