Revenue Collections

Release Notes June 2024

This document explains new product enhancements added to the ADMINS Unified Community for Windows (AUC)
REVENUE COLLECTIONS system such as the Collections Posting Reports screen, the Batch Query and Batch Query History
screens, and the Statement of Account.
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ADMINS Unified Community

Release Notes — Version 24.2

Revenue Collections

1 Statement of Account

June 2024

This section describes how to print statements of accounts for multiple parcels or a single parcel, using the Report Library or
the Bill Query screen. The statements show the balance and interest due for each bill type and year. ADMINS corrected the
interest calculation for the statement of accounts. The difference between the Statement of Account from the report library

to the screen version is that printing from the scree
balances. The report from the report library will onl
the prompt.

n will print a statement of account even if there are no outstanding
y select accounts that have at least the minimum balance due entered on

To print statements of accounts for multiple parcels, from the menu, select:

Collections P Reports P Report Library P [1 Collections Reports]

Report Library Collections

Goto...

B Task 4567: Outstanding Statement of Account

Report Name [View

Actions.

Repart Statement Of Account

4702-Bill Tups - Az of a Date

B Required: Enter Bill Year Range

From Year: To Yeal:

4104-Real Estate Bills - As of a Date — By Parcel Tupe

Run

d705-Balances as of (Trial Balance)

Required: Enter Bill Type

Run

|Real Estate ‘

d706-Monthly Balances as of {(Trial Balance)

Run

4648-Projected Balances as of

Required: Enter As of date 23-FEB-2024

Run

d61d-Parcel Dutstanding Balance

Run

Enter Minimum Balance Due to select $x (1.00] [1gopn

2 TransSEEnsn Reports 4705-Aged Receivsbles Report

Run

3 Other Reports. d616-0utstanding Balance by Parcel for an Account [CRTD

Run

4 TT/ Deferral Reports. d165-Bill Tupe - Reverue Date Range Activity Summary

Run as @ ppf

Run

4T67-BL11 Tups - Reverue Date Range Activity Detail

Run

4647-Transaction History by Parcel

Run

[FaHB-Top Tamp. Lo 3

Lookup Cancel Clear All

4615-Credit. Bills with Prior Year Balances

Specify a Bill Year Range, Bill Type, and an “As of Date”, as

dedz2-Fee Pagnent Sunmary

4567-Outstanding Statenent of Account |

well as a minimum balance amount due.

[OBaE- el Treent Tax
oS o T )

o

Fr-E
I456?—Dutstanding Statement of Account F:_

4751-Bill Attachment Report |

Statements will be producedthat meet the specified criteria

suitable for mailing in a standard #10 window envelope.

Before the software update,
when interest was already paid
on an account, new interest
was being overstated.

This

The calculation was using the
due date instead of the last

ate pa
balance must

STATEMENT OF ACCOUNT
Fage

Printad:

28-Mar-2024

Your Payment Postmark:

interest

yment, there are charges that your account(s) incurred.
be paid upon receipt to avoid further interest and/or penalties.

28-Mar-2024

nterest/Fees Balance Bill Due

interest paid date.

FoEme

The “interest date”

changes when interest
is paid on a bill.

Y.
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This was only an issue on 2022 Real Estate Detail Payment Inquiry
overdue accounts that already — 3;3"; :w Year [0Z2 X Search Tendered  CashBack Applied Total
had some interest paid. e | | —
Stmt of Acct & Parcel | |
Bill Payment Detail Payment Transactions Q Trx Summary 0 Attachment (1) ZMLCs (8) Y ParcelAcct Notes T Bill Notes-Tickler
This was corrected and installed 8 | [9Aoin
on the affected sites in March RV N 2 R M P
of 2024 and is mentioned here I s
3 [Tax 1113.31 1113.31 1113.31
to document the correction.
[ [tormwster | 24,00 | [ | | =400 24,00 [ [ [ =H|
o |d_Ftormuater | 3.36 | | | | 3.36 | 3,36 | | | | ]
SR T enand [ 5.00 | [ | [ 5.00] [ [ [ 5.00 | I \P )
The screen balance and | Tos e
AiPesingmrie | CY DELING —
Statement of Account balance — ol s, M o 4 Bal
now match. e Rllow Overpayment Interest Date  03-Aug—2021
| Payment Date 28-Mar-2024|
Another option is to use the
Stmt of Acct .
button on the bill
query screen to produce a 2024 Real Estate Detail Payment Inquiry
. Goto FE Tl 0100200 Year [E0zd X Search... Tendered  Cash Back Applied Total
statement for a single parcel. - Souner [IVTRYCK, S0
ons 4Location |5 GRANITE ST
S Account| 0002 —0002 0000
. BParcel | D002 —0002 —0000
When the ?tatement IS run q Bill Payment Transactions. Q Trx Summary 0 Attachment (3) ZMLCs (4) Y Parcel/Acct Notes T Bill Notes-Tickler
from the bill query screen, all o ——
available years for the parcel Stmt of Acct
are included.
B | Task 4366: Statement of Account X
This prompt allows an email address and up to Statement of Account
four lines to comprise the body of the email. It Optional: Enter Email Address | |
can be immediately emailed or printed. Optional: Enter Emfl Notz 1| |
Optional: Enter Email Note 2 | |
Optional: Enter Email Note 3 | |
To just print the statement in house without Optional: Enter Email Nate 4 | |
emailing it, leave all the fields blank, select
Run as O preview O Print @ PDF
@ PDF’ and click on . If Printing use Duplex @ves (O No
Lookup Cancel Clear All

[ADM-AUC-RC-8645]
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1.1 New Format for Statement of Account [Enhancement]

STATEMENT OF ACCOUNT

28-Mar-2024

Before: The statement of account report

. Due to late payment, there are interest charges that your account(s] incurred.
format used to be a plaln PDF format This balance must be paid upon receipt to aveid further interest and/or penalties.
before the software update. :
28-Mar-2024
Type Yoar Billf Net Charged Interest/Fees Balance Bill Due How Due

$5,501.26

§101.64

Town of Admins Page 1 of 1
T STATEMENT OF ACCOUNT
— Printed: 5/2/2024
‘Your Payment Postmark:
Due to late payment, there are interest charges that your account (s) incurred.
After: the report is generated as a This balance must be paid upon receipt to aveid further interest and penalties .
Crystal Report with a format suitable Owner:
for postal mailing in a standard #10 e 25 FARMST
. 02-May-2024
enVE|0pe- The mun|C|p3| Seal and name Type Year Bill # Net Charged Interest/Fees Balance Bill Due Now Due
are at the top of the report Real Estate 2024 001005-00 10,682.69 280.53 8,356.22  01-Mov-2023 8,356.22
: Real Estate 2023 001005-00 10.124.28 386.85 312176  01-Feb-2023 312176
Real Estate 2022 001005-00 9,250,839 - - -
All of the data presented on the report
is the same, as well as the order of the
Real Estate 1934 14530700 2.699.87 17.08 - 31-Jul-1994
columns. Real Esmate 1993 05720400 258286 20.34 - 10-May-1933
Real Estate 1992 057403-00 2,524,680 = = 02-Dec-1991 =
lonce: | —_SILATZO8 \, pue — §11477.98
This is how it will appear; the report Pesse contact this ffice i yau have
can go over several pages if it has more Questions regarding this notice.
than 22 years of data for the Phone:  617.454.5100
e AICHAEL P Mail Payment To: Treasurer/Collector
account/parcel or if it shows more than IACKLYN N 219 LewisWhart
. ) Boston MA 02001
22 lines of different tax types. BELLINGHAM MA 02015-0000

[ADM-AUC-RC-8609]
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1.2 Produce the Statement of Account as a PDF from the Screen Only

To o

continue
to use the
PDF style
statement
of account \‘\"
set the value of module
control # 4033 to “P”.

The statements produced
from the report library
will always be in Crystal
Report format.

Collections » Module Maintenance » Module Control Table

== [AUC] 4025-Module Contrel Table

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tac MotorExcise MiscBilling System Favorites Help

hﬂéal«**m&g Q & @8

Module Control Table

[ Seq#|Description [Answer ]
Actions |4033 [Statement of Account, Produce FDF or Crystal Form [P/C] Ic

4057 [LTR] Supplenental Appropriation JE User to receive Batch
4038 [[TR IMPORT] Location of CSV Files for TR Import [0 “AUC_Dewel opnent \aduhone"F 1 LesT ol estUploa

Goto...

4040 [Trangfer Betoh to Supersisor duringats  =ixtch process L

When the software update is installed, the value will be set to “C” for statements
initiated from the detail query screen. The “superuser” on the site can set this value. It
will be in effect for all users that run the statements from the detail payment screen.

[ADM-AUC-RC-8661]

2 Adding a New Treasury Receipt Code [Enhancement]

ADMINS made it easier for users to add a New Treasury Receipt (TR) Code

To create a new receipt code, click on the | 14Add Code B [AUC] 4008-Treasury Receipt Codes X
button. Then, in the prompt that appears, type in the fiscal Add Treasury Receipt Code
year and a code name for the code. Required: Enter Fiscal Year

For instance, in the example, the year is 2024 and the new

TR code is CANNABIS.

Required: Enter Treasury Receipt Code | CANNABIS|

0K Cancel Clear All

Before the software update, the screen

would display the new code at the top of

the summary screen.

The Description, Revenue Account number,
categories, and column selections can be
maintained on the Treasury Receipt Code

Summary screen.

Accounts Payable Faced Assets  Human Resources Budget Collections Tar Mator Excise  MiscBilling System Favorites Help

w“ QK = 2
@ Receipt Codes @

Cash Account: =+ 2-000-D000-000-00-00- 10400
Overrie Cash Account:

liddCode  2DeeteCode || 3 Copy Code 2 Eak List SEmorlist | VewAccoumt  Vew TRMstory  Expor Codes

7

& Bescroton

FPING  CAPTTAL TRVEGTHENT FURD
TNV CAPLTAL TRVESTHENT FUND
i CAPITAL TFVESTHENT FUND
JERPTNV_ [CAPITAL TWVESTPERT FUND
FRPTH  CAPTTAL TIESTHENT FLRD

) 8

|
g

|y

After the software update, the display will
take the user directly to the detail screen for
the new code where they can fill in all the

data at once.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 23
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The new code will appear on the
Treasury Receipt Codes (detail)
screen where the details can be
entered.

© Eentera clear description in the
description box.

@ Choose if transactions with this
code will post to accounts
receivable, © allow changing the
default accountwhen entered, or
(4 2 require a line note.

© if this code usually has a certain
dollar value, enter that as the
default amount.

June 2024

== [AUC] 4168-Treasury Receipt Codes - Detail [theresa]

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBiling System Favorites Help

B EE& e s m Y Q

Goto...

Actions.

1 Summary

2 Edi List

3 Error List

Cash Account

Treasury Receipt Codes - Detall

Override Cash Account

###%-000-0000-000-00-00-10400

EANMABIS

6Do NotPost? [ Reqllme Note? []  Default

‘. 6Anow Override? Amount
Accounts Description Amount

1stbaoie 0000-000-0000-000-00-00-00000

1stCredit  [D0O00-000-0000-000-00-00-00000

2nd Debit  pO00-000-0000-000-00-00-00000

2nd Credit  pOO0-000-0000-000-00-00-00000

3rd Debit  0O0-000-0000-000-00-00-00000

3rd Credit  pO00-000-0000-000-00-00-00000

4th Debit  [p0G0-000-0G00-G00-00-00-00000

4th Credit  [0000-000-0000-000-00-00-00000

Create Supplement Appropriation JE
Mapped SA Account  0000-000-0000-000-00-00-00000

Note: Categories and Column number selection checkboxes are not available
on this screen. To set categories and select column numbers return to the
Summary screen (see hovertext).

Please see RC—1320 Treasury Receipts, RC-1340 Managing Treasury Receipt Codes [Add/Delete/Mass Change], RC-1350

Treasury Receipts Accounting Entries, and RC=1355 Supplemental Appropriations JE from Treasury Receipts in the Help

Reference Library for more information.

3 Posting Multiple Receipt Batches

Instead of posting batches individually, consider posting them all at once at the end of the day. The same reports will be
generated, and each batch in a posting report will start on a new page. To post batches together, from the menu, choose:

Collections P Payments (or Adjustments) P Post Batches

The screen will look like this:

Make selections using the checkboxes or the

Select All

top of the screen.

/. De-selectAll | pttons at the

[ADM-AUC-RC-8652]

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets

B S8 e > @

Goto

Actions.

Select Al

= &

Post Receipt Batches

Deselect Al

Post Batches

Human Resources  Budget Collections Tax MotorExcise  MiscBilling  System  Fa

[Sel

[THERESA

5 Batch
[0E292022CE

Expedied]

Entered|

1419

250,00

250,00

[THERESA

1427

2081.97

2081.97

~

Total Selected
2341,97)
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107 9-RCRE(

Three batches were posted;
with the GL Posting # 8902192.

[ADM-AUC-RC-8656]

4 Report # 4617 — Replica of # 4012 Receipt Posting

. . . . . == [AUC] 4961-R Lib: Tr ion Hi:
Sometimes, a site asks us to retrieve a #4012 receipt posting report e e e P nre et LSStk i femmee e Coriors T W

that is months old, but that report may not be in the archive. easrron S

Report Library Transaction History

Gato

ADMINS created Report #4617, Posted Receipts by GL Posting T — e
Number report, which is a replica of report #4012. e R Sovwara b Caresarae Toor- Tare —
Report Categories. [d636—Reverue Detail - by Category. Year. Type Run |0
[A637-Reverie Sunnary Category — By Tupe ard Year Run
To run the report, from the menu, select: = e
[d098-Fosted Receipts - by Date, GL# Run
[4096—Posted Receipts - by Date, Batch#, Bill# Run [
. . . [d527-Posted Receipts - by Date, Category Run
Collections P Reports P Report Library P [2 Transaction Reports] et e P

. . IlGlT-PDStEd Receipts by GL Posting # (same as 4012)|—*
Click on to see the following prompt: e Trareetiors — s I g

[4630-Posted Transactions - Refund History I | Run
|[g725-Pasted Transactions - Pagnents by Batch [ [ Run
[0776-FPoptad Traoeachions - Batch Selection L ! Ry

Bl =

B Task 4617: Posted Receipts by GL Posting # (same as 4012) X

Posted Receipts by GL Posting # [same as 4012)

Required: Enter GL Posting# [ggp2192

Looku
Total By ® Fund O Fund and Dept O Tl P
L] atch Numbers X
Run as O pPreview O Print @ PDF i i
s . 3 1 The prompt requires entering the GL Batch
2 1476 [}
Lookul 0K Cancel Clear All 8902192 1477 THERESA D2-May-2024 02-May-2024
L 8902192 1478 THERESA 02-May-202d4 02-May-2024 n u m be r.
8902185 REF1472 THERESA 10-May-2024 02-May-2024
8902168 1459 ANTHEA 12-Apr-2024 12-Apr-2024
2902162 1369 THERESA 11-Apr-2024 1l-Apr-2024
8902158 091523KR  WENDY 15-Sep-2023 11-Apr-2024
8902158 1364 WENDY 29-5ep-2023 11-Apr-2024
Pamia En s rh Choose to total the report by ® Fund, ® Fund
. B
8302156 REF1454  THERESA D1-fpn-20d 11-Aor-2024 and Dept, or @ Transaction #.
8902155 RVB1453 THERESA 31-Jan-2024 11-Apr-2024
8902153 R¥B1d52 THERESA 31-Jan-202d4 11-Apr-2024
8902151 1451 THERESA 11-Apr-202d 11-Apr-2024
8902149 1450 THERESA 11-Apr-2024 11-Apr-2024
2902147 1449 THERESA 11-Apr-2024 1l-Apr-2024
8902144 R¥B1dd7 THERESA 01-Feb-202d4 09-Apr-2024 ¥
Find | [Search | Cancel] | Help | [Eof
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The report will look like
this.

If the GL Batch included
multiple RC batches, the
report will include all the
RC batches from the
posting.

[ADM-AUC-RC-8657]

5 Posting Reports Query Screen # 4022 [Enhancement]

This screen allows users to find and view posting reports for batches that were processed in the past, by selecting the
GL Batch number or the User Batch number. The reports generated during a posting are frequently needed for
auditing and reconciliation and are available for different types of posting processes, such as receipt posting,
adjustment posting, lockbox posting, refund posting, tax taking posting, and reverse payment posting.

r This screen does not show that the batch was reversed on the original batch. To check if a batch was
(\{I reversed, look for a reversal batch called “REV” plus the original RC batch number.
Collections.
Payments >
Adjustments > [ TAUCT 4022-Collections Posting Reports [theresa]
Refunds > File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
Uncollectables > B &+ iz S
Treasury Receipts >
Municipal Lien Certificates > Collections Posting Reports

Module Maintenan Transactions.

Interfaces/Imports Transaction Summary

Partial Payment Letters Goto -
GL Batch#  [EEER Posted By on
Mertgage Lenders >
T Tt N Actons. Associated Collection B 1 Find by User Batch From 01-Jan-2023 to Today
P 2 Find by User Batch Before 01-Jan-2023
Deferrals >
3: Find by GL Batch#

Reports >
Tables > Seqe [pesciption Fiename [Buttons
Queries y Bill Locator 7

>

y

>

Site Specific Bill Payment

Help Reference Library DEialEa/ment
Account Status Code History 6 Add Attachment

Tax Account Inquiry
Batch Query

Batch Query - History

Batch Query - Deleted Batches

Collections Posting Reports.

Ty Receipt Hitory The Collections Posting Reports screen will look like this. To find the batch
e reports, click on the GL Batch # field and click to select one of the three
Motor Excise Bill Inquiry Options:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 23
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W Find by User Batch From 01-Jan-2023 to Today x
UserBatch GL-Batch# CurrentOuner OriginalOuner TrxDate Submitted Posted Tof
THERESA 0 ~
THERESA THE] 2
8902103 THERESA THERESA 29-Mar—-2024 29-Mar-2024 29-Mar-2024
8902101 THERESA THERESA 29-Mar-2024 29-Mar-2024 29-Mar-2024
8902099 THERESA THERESA 28-Mar-2024 28-Mar-2024 28-Mar-2024
8302097 THERESA THERESA 28-Mar-2024 28-Mar-2024 28-Mar-2024
8902095 THERESA THERESA 28-Mar—2024 28-Mar—202d 28-Mar-202d
8302031 ANTHEA ANTHER 31-Jan—2024 25-Mar—2024 25-Mar-2024
LRCO131161 8902091 ANTHEA ANTHER 31-Jan-2024 25-Mar-2024 25-Mar—-2024
LRCO131162 8902091 ANTHEA FNTHER 31=Jan-2024 26-Mar-2024 25-Mar-2024
1390 8902087 ANTHER ANTHER 14-Dec-2023 14-Dec-2023 21-Mar-2024
v
Find  Search |Cancel | Help  |Eof
7 Find by User Batch Before 01-Jan-2023 X
GL8atch# CurrentOuner Original Ouner Trxlate Submitted Posted Tof
| 8 ' Find by User Batch Before 01 ‘Jan-2023|
0K Find Search  Cancel Help Eof
B Find by GL Batch® X
GL-Batch# Description Posted by Posted On  Tof
8902093 Post Receipt — Summary by Category THERESA 28-Mar—2024 A
8902097 Post. Receipts THERESA 28-Mar-2024
8902097 Receipt Posting Summary Report THERESA 28-Mar—2024
8902097 Posting Report — Summary by GL# THERESA 28-Mar-2024
8902097 Posting Report — Detail by GL# THERESA 28-Mar—2024
8902095 Post. Receipts THERESA 28-Mar-2024
8902095 Receipt Posting Summary Report THERESA 28-Mar—2024
8902095 Posting Report — Summary by GL# THERESA 28-Mar-2024
2902095 Posting Report — Detail by GL# THERESA 28-Mar-2024
8902095 Post. Receipt — Sunmary by Category THERESA 28-Mar-2024
2902091 Post Receipts AMTHEA 25-Mar—2024
8902091 Posting Report — Summary by GL# ANTHEA 25-Mar—2024
8902091 Posting Report — Detail by GL# AMTHEA 25-Mar-2024
8902091 Post Recsipt — Sunmary by Category ANTHER 25-Mar—2024
2902087 Post Receipts AMTHEA 21-Mar—2024
8902087 Receipt Postimg Sunmary Report ANTHER 21-Mar—2024
2902087 Posting Report — Summary by GL# ANTHEA 21-Mar-2024
8902087 Posting Report — Detsil by GL# ANTHER 21-Mar—2024
2902087 Created Journal during Receipt Posting  ANTHEA 21-Mar-2024 v
Find Search | Cancel Help Eof

June 2024

Option 1: to find the user batches since January 1 of
the current year.

Option 2: to choose from the list of User Batch
numbers posted before January 1 of the prior year
(this will not have any records until batches are more
than a year old).

Option 3: to find the batch by GL Batch number.
Use the lookup by GL Batch number if, for
example, the finance office has referenced a GL
batch and asks for details.

Or, select the user batch in the Batch Query screen (as shown in section 1.1) or Batch Query History screen and navigate to
the Collections Posting Reports Screen using the [Actions] P Posting Reports feature.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 23
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After the software update, the following

. . [== [AUC] 4022-Collections Posting Reports [theresa] - X
processes will have the posting reports e fdt Ledgers Purchsse Ondes Accounts Payable Fxed Assets Homan Resources Budoet Caltons T Motor e Mie Bl Sytem Fvortes_ Help
. . . B G we s+ ¥ Q & g8 5
available via this method.
Collections Posting Reports
— 6L Batch PostedBy ANTHER On 25-tar-2024
. . From 4203-Post Lockbox
1. Receipt Posting (Payments & Treasury Associated Collection Batch#
Receipts LRCO131160 LRCO131161 LRCO131162
p
2. Adjustment Postings T ‘D:;:WF::%ms 5 — Elil’iiiig12,32;352923291 — qmi"vlw e
3. Lockbox Posting ﬁzz’;i:z:" B e |
4. Post Refunds . _
5. Scheduled Task Overnight RC Postings
Lkup up
6. Reverse Payment Batches
7. Original Tax Title Takin Reports will not be available to the screen until the final postin
g g
8. Subsequent Tax Title Taking step is complete. The last step in each posting process will save
reports to the Collections Posting Reports Screen.
Note: The reports will only be available to save in the — -
history screen if they are selected to be run during the Post Receipts
posting step by clicking “® Yes” when presented with el © Fund O Fund and Dept O Tot
hi t Print Detail GL Report #4099: @ ves O No
this prompt. Print Summary GL Report #4084 @ ves O No
(Posting procedures that do not use the prompt will automatically save all the Print Batch Summary Report #4079 @ Yes O No
reports in the history screen). N ——
Whenever possible the report numbers will be included on the prompt If rinting use Duplex © Yes O No
Lookup Cancel | Clear Al

as shown to help users consistently run the expected reports.

5.1 Reports Available by the Type of Posting

The sections below are examples of the reports that will be available on the screen, depending on the type of posting.

5.1.1 Tax Receipts Batches on the Collections Posting Reports Screen

[E= 1AUCT 022-Collections Posting Reports [theresa]

The TaX Receipts Batches (REI I\/IVI PP) Wi” File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites Help
have these reports saved: Cofneon &)@ 0 GH &

~ Collections Posting Reports

Goto GL Batch#

PostedBy THERESA On Q2 ba o0

- i From 4012-Post Receipts
#4012 Post Receipts o~ ) -
Associated Collection Batch# Multiple Receipt Batches Posted
1476 1477 1478 € from the Post Batches screen
— #4079 Receipt Posting Summary
L |Post Receipts [FectPst_d012_d6.pdr |
F [Receipt Postime Summarg Report [FectP=tEon 4079 46 par. I
[ Fosting Report — Summary by GL¥ RectPetGloun_d084_8902192_d6.pdf 7 View 8 Email
— #4084 Su mmary by GL# 4 Posting Report - Detail by GL# RectPstGL_d099_8302192_d6 .pok
5 Post. Receipt - Sunmary by Category RectPstCatSun_d665_46 , pof
~
. {Filename
— #4099 Detail by GL # —_— RectPst_d012_d6.pdf
RectPstSum_d4079_46 ,pdf

Ready ectPstGLSun_4084_8902192_46 ,pdf
— #4665 Summary by Category RectPstGL_d099_8902192_d6 .pdf
IRect.PstEar.Sum_d 665_46 , pdf

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 10 of 23
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5.1.2 Tax Adjustment Batches on the Collections Posting Reports Screen

The Tax Adjustment Batches will
have these reports saved (by
default — there is no prompt for
selecting reports for Adjustment
Batches):

— #4020 Post Adjustments

— #4084 Summary by GL
Number

— #4099 Detail by GL Number

5.1.3 Lockbox Batches

The Lockbox files can have
multiple batches within them for
the bill type (RE, MV, PP) and will
have these reports saved:

— #4012 Post Receipts

— #4084 Summary by GL #

— #4099 Detail by GL #

— #4665 Summary by Category

5.1.4 Refunds Postings

The posting reports are created in this step:

== [AUC] 4022-Collections Posting Reports

FllE  EOIL  LEAQErs FUMCNase Urders Accounts Fayabie  riced Assets

B ESE M+ +m & Q =\ &8

Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites  Help

Collections Posting Reports

Goto- GL Batch# Posted By THERESA 0n 09-Apr—2024
. From 4020-Post Adjustments

e A iated Collection Batch#

ssocia .

Tax Adjustment Batch (RE, PP, & MV)
1445
Seq |Description TFil [Buttons
1 Post. Adjustnent. 0 i
= pzzmgdgipﬁ: = Summary by GLF | iPst_4020_25 ,pdf T Semel
3 [Posting Report - Detail by GL# RectPstGLSum_4084_8902138_25 ,pdf
RectPstGL_4099_8902138_25,pdf

6 Add Attachment

Ready

== [AUC] 4022-Collections Posting Reports

Flle Edit Ledgers PurchaseOrders Accounts Payable Fuced Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help

B S E me + o B Q o=@ F AN

Collections Posting Reports

Goto

GL Batchi |

Posted By ANTH

Actions

Associated Collection Batch#
LRC0131160 LRCO131161 LRCO131162

“303-Post

P

Lockbox batches always start with “LRC"; and may
include multiple batches within a file

Seq# |Description Filename |Bumms |
I |Post Receipts RectPat_d01Z_26.pdf | |
2 Fosting Report - Summary by GL# RectPstGLSun_4084_8902140_26 . pdf — . .
H Posting Report - Detail by GL# RectPstGL_4099_8902140_26 . pof rilename
4 |Post Receipt - Summary by Category |FectP=tiat Sn_96E5_28 par ——RectPst_d4012_26.pdf

|

& Add Attachment

Ready

ectPstGLSum_4084_8902140_26 ,pdf
RectPstGL_4099_8902140_26 ,pdf
RectPstCatSum_4665_26,pdf

Run as ) preview O Print
If Printing use Duplex @) ves

B Task 4125: Post Refunds (to A/R and A/P)

Post Refunds [to A/R and &/P)

Required: Enter Refund Date [nmddyyyy] [04112024

Required: Assign Youcher Batch to

@® PDF
O No

Lookup

[THERESA | [Theresa
Cancel Clear All

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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The Refunds Posting will have
these reports saved:

#4125 Refunds Due Posting

#4128 Refund Posting to GL

#4129 Refund Vouchers (AP)

Goto...

Actions.

GL Batch#

—

Associated Collection Batch#

Collections Posting Reports

Posted By THERESA On 02-May-2024
From 4125-Post Refunds (to A/R and A/P)

Refund batches always

€

REF1472

Seq#

Description

Filename

start with "REF"

Fost Refunds {to A/R and A/F}

Refunds_Due_Post_4135_43.pdf

Refund Fosting

Refund_Posting GL_B902185_d3.pdf

Wouchers created during Refund Posting

Refund_Vouchers_d4129_43. pdf

AN

Ready

8 Add Attachment

|Filename
Refunds_Due_Post_4125_43 ,pdf
Refund_Posting GL_8902185_43, pdf

5.1.5 Scheduled Task Overnight RC Postings

There are no sites currently opting to implement this feature. If any sites choose to implement this feature, the reports
generated by the scheduled task posting will be saved in the query screen.

5.1.6 Reverse Payment Batches

The prompt displays the reports that are generated

when a payment is reversed, and it also lists the
report numbers on the prompt to help match them
and make sure that the right reports are chosen for

be produced:

Only the reports that are marked with the © Yes
radio button will be created, and they will be the only
ones that appear on the Collections Posting Reports

screen.

If the original batch was a lockbox batch that

Refund_Vouchers_4129_43,pdf

B " Task 4323: Post Reversal Payment Batch

Required: Enter GL Effective Date [nmddyyyy] [11-APR-2024

Print Detail GL Report #4326: @® Yes O No
Print Summary GL Report #4328: @® Yes O No
Print Batch Summary Report #4079: @® Yes O No
Run as @) ppF

Lookup Cancel Clear All

Post Reversal Payment Batch

contained multiple files, and therefore multiple
lockbox batch numbers, each must be reversed.

When the Yes radio buttons are
all selected, these reports are
saved:

#4079 Receipt Posting Summary

#4325 Reverse Batch Posting

#4326 Detail by GL #

#4328 Summary by GL #

For example, in section 5.1.3 above, three lockbox
batch numbers are shown: LRC0131160, LRC0131161,
& LRC0131162. Each must be reversed separately.

== [AUC] 4022-Collections Posting Reports

FlE EQm LeOgers FUPCNase URGErs  ACCOUME Payabie ried Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

BEE e sm @Y Q@

e

b a
L

Collections Posting Reports

Goto... GL Batch#

Actions

RVB14d6

=502142

Associated Collection Batch#

Posted By THERESA 0On 09-Apr-2024
From 4325-Post Reversal Payment Batch

Seq# [Description

ilename

T [Feceipt Posting Sunmary Report

8 Email

[Post Reversal Pagnert Batch

ectPstSum_d4079_27 .pdf

[Reverse Panent Datch Pastirg

everseBatchPost_4325_27 ,pdf

ST

[Reverse Panent Batch GL Sunnary Pastirg

‘everseBatch_PostGL_4326_8902142_27 ,pdf

6 Add Attachment

Ready

ReverseBatch_PostGLSum_4328_8902142_27 . pdf]|

[ADM-AUC-RC-8646]

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Release Notes — Version 24.2
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5.1.7 5939-Original Tax Taking Posting

The reports will be copied to the Collections Posting Reports screen during the posting step of the Original Tax Taking.

These are the reports that will be
saved from the Original Tax
Taking Posting:

— Tax Taking Posting CSV File

— #5932 Form 346 Recorded
Tax Takings

— #5940 Candidates Selected /
Deselected for Taking

— #5942 Original Tax Taking GL
Posting

June 2024

Tax Title is not associated with an RC batch, only with a GL Batch; select

option 3 when doing a lookup for the tax title reports

y 4 -

[E= [AUC] 2022-Collections Pasting Reports [theresa]
File Edit Ledgers PurchaseOrders AccountsPaysble Fifed Assets Human Resources BU

B S8 M+ +m Q =

Goto

Actions

Collections Tax Motor Excise Misc Billing  System Favorites Help

K
24

Collections Posting Reports

1: Find by User Batch From 01-Jan-2023 to Today
2: Find by User Batch Before 07-Jan-2023
3 Find by GL Batch®

GL Batch#

Posted By  THERESA On 02-May-2024
From 5339-Issue Form 346 / Post Taking

Associated CollectionBatch#

Description Filename Buttons

Tax Taking Posting OV File TT_PostTak_File_d4,csv

Form 346 — Recorded Tax Takings

8 Email

Fancildates Selected/Deselected For Takin]) |-l ax1 ak_Forn346_5932_d44,pdf

Griginal Tax Taking GL Posting tt_Sel_NotSel_5940_dd.pdf

riTax_GL_Post_5942_d4 ,pdf

6Add Attachment

5.1.8 5439-Subsequent Taking Posting

The reports will be copied to the Collections Posting Reports screen during the posting step of the Subsequent Tax Taking.
These are the reports that will be saved from the Original Tax Taking Posting:

The Subsequent Tax Taking
Posting will have these reports
saved:

— #5440 Subsequent GL
Posting

— #5441 Candidates Selected
/ Deselected for Taking

— #5444 Subsequent Tax
Taking GL Posting

Subsequent Tax Title Taking is not associated with an RC batch, only with
a GL Batch; select option 3 when doing a lookup for the tax title reports

== [AUC] 4022-Collections Posting Reports [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Hu

B Sg e +m Q = F L

Actions

Resources Budget Collecti

Tox MotorExcise Misc Billing System Favorites  Help

1: Find by User Batch From 01-Jan-2023 to Today
2: Find by User Batch Before 01-Jan-2023
Find by GL Batch#

Collections Posting Reports ‘

GLBatch# R

PostedBy THERESA On 02-May-2024
From 5439-Post Subsequent Taking
Associated Collection Batcl

Description |Filename [Buttons

[Eubfeeuent. Gl Posting Tox_GL_Post_5440_45 .pdf 7 View

[Subs=cuent Candidates Removed from Tax T|

8 Email

[Bubsecuent Taking Category Sunnary SubTak_Deselected_5441_45 . pdf

[SubT ak_PostSum_5444_45 , pdf

6 Add Aftachment

[ADM-AUC-RC-8646]

6 Batch Query & Batch Query History Screens [Enhancement]

The Batch Query and Batch Query History screen have the same appearance. How are they different?

Users can find batches by different criteria, like batch number, owner, transaction date, submit date, or posting date. The
Batch Query screen shows the current year's batches, while the Batch Query History screen shows batches with dates prior
to January 1. Users can also go to the Posting Reports screen from here.

[ADM-AUC-RC-8648]

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6.1 Batch Query Screen [Enhancement]

To access the Batch Query Screen (and view the posting reports for a given batch), from the menu, select:

6.1.1 Search for a Batch

Before the software update,
the screen could only be
sorted / searched by Batch,
Batch Owner, and Original
Batch Owner columns.

ADMINS added the ability
to search by:

1. Trx/Deposit Date
2. Submit date
3. Posting date

Collections P Queries P Batch Query

Good
news!
by Any of the Date Columns [Enhancement]
Batch Query
Goto... "
me 0 Batch Report 5 Trx Date 6 Submit Date 7 Post Date
Actions — — e
‘ 2 Batch 3 BatchOwner 4 Original Ty 5 Trx Date & Submit Date 7 Post Date
1actons | [ ECTC R SSILVA R [22-Mar—2023
004015 SEILVA SSILVA F [20-Jul-2020
0103Z2023ER [METORE ERIVARD R [04-Jan—2023 [06-Jan—2023 [05-Jan-2023
D10Z2023MH [METORE MHAHAR R [0d-Jan—2023 [06-Jan—2023 [05-Jan-2023
0103202375 [MGTOWE TGRIFFIN R [31-Dec—2022 [05-Jan—2023 [05-Jan-2023
D10ZZ3ME0L MGT OWE MERLUMELLE R [31-Dec—2022 [06-Jan—2023 [05-Jan-2023
O10Z2ZME0Z [MSTORE MERUMELLE R [03-Jan—2023 [05-Jan—2023 [05—Jan-2023
0103Z22MB03 ST OWE MERUMELLE F_03-Jan—2023 [05-Jan—2023 [05—Jan-2023

To search by any of the dates, first click on the button to activate the column. Then
type a date in the active column. The display will bring the closest date to the top of the
screen.

The first date column label (either [Trx Date] or [Deposit Date]) is determined by Module Control Sequence #4031.
The button label will change depending on the value set on site. If the value is T, the label will read “Trx Date”. If the
value is “D”, the label will be “Dep Date”. The Billing History Query screen column headers are controlled the same

way.

Sites usually do not change this value
once it is set up.

Only Super Users (Security o

Level 20 or above) have access
to edit this module control
value.

To see the value, from the menu,
select:

Collections » Module Maintenance P Module 057 |

Control Table

Seq#|Description
Date Used for Posting to Ledger - Transaction Date or Deposit

Seg#[Desciption . |answer [ [EditButton [
[Date Used for Posting to Ledger — Transaction Date or Deposit AN 1 Edit

4032 5=t Flag for Users Batches on Posting Selecton Soreen, i 7 m
4037 |[TR] Supplemental Appropriation JE User to receive Batch | Edit Button AY

\\\ :g:g 5 7 [AUC] 51-System Module Control [theresa] 1 Edit 2
4541 |4 Date Used for Posting to Ledger - Transaction Date or Deposit Date [T/D]
T

[E:
0
525 o] Enter Code [ |
[
C
[

4046
4050 |C7)
4054 |TH
4055 |C]

4056 I Lookup Cancel Clear All

=

4058 |[Bil1Trust] Open Balance File Name Prefix - SITE Nawe | O]

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 23
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6.1.2 General Ledger Posting Number on the Batch Query Screen

[Enhancement]

ES [AUC] 4057-Batch Query

Fie tdt Ledgers Purchase Urders Accounts Payable

Fixed Assets HumanResources Budget Collections Tax  Motor Excise  Misc Billing

System  Favorites Help

Once the batch has a GL Posting
number assigned, hover over the Post
Date to reveal the GL Posting number.

B ad

Goto

e e

0 Batch Report

Q & &

Batch Query
All Batches From 01-Jan-2023

@Al Batches O InPro

Actions. -

2Batc 3 BatchOwner

4 Orignal

Typ| 5 TocDate

6 Submt Date

[OI06Z3AML
010623AME
e
0T0EZ3E
0T0EZ3E

1 Actions

[0T0EZ3CHOL

0T0EZ3CITT

OT05Z3G0T

0FSZ3G02

[05—Tan-2023

7PostDate | RV #Tx Expected An

Hover over the posting
date to see the GL
Posting #

e

500.00

7 500,00 ~

[05—Tan-2023

7 1000.60

[05—Tan-2023

[06—Tan-2023

[i5-Tan2023

5.00

5] |
[[2-Jen—2023 | N[

139,30

[06—Tan-2023

[i5-Tan2023

5

R R

[05—Jan—2023 [12-Jar—2023 [I2])23 [ 2
[05-Tan-2023 |06 Jan-2023 De o2 dem > o =~a= T
0-Tec—202Z |05~ Jar 2023 o6 GL Posting # 474 -
Rt ia-Tiec—2020 6 1apn 2023 0EU23 |L2—Jan—2UZ5 1 |jar;

[ADM-AUC-RC-8659]

6.1.3 Access the Posting Reports Screen from the Batch Query Screen

Goto

0 Batch Report

Batch Query

All Batches From 01-Jan-2023

Actions

| 2 Batch Batc 4 Original TYp| STrxDate 8 Submit Date 7 Post Date
FNTHER R [Fi-Jan-2024 [P5-Mar—2024 |25 Har—202
o FITHER R |31 Jar 2024 [25 Mar 2024 |25 Har 202
FITHER R |51 Jar 2024 [25 Mar 2024 |25 Har 202
P - FITHER R [E0-Mar—2024 [P0 Mar—2024 [20-Mar—200
1Actions FHTHER R [19-F 22024 |14—F eh—2024 |L9—F eh—202
HER FHTHER A [11-Jar—2024
Print Edit List FER FNTHER F [03-Jan-2024
Print Cover Sheet HEA AHTHER A 03-Jan-202d [03-Jan-202d |03-Jan-202
FER FHNTHER R [P1-D=c—2023 [21-Dec—2023 [21-Tec—202
EEBERG el HER FNTHER R [14-Tlec-2023 |14-Dec-2023 [21-Har—202
Post this Batch FER FNTHER R [14-Tlec-2023 |14-Dec—2023 |14-Tec—202
- FER FITHER R |13 Dec 2023
FER ARTHER R [T7-Nov-2023
TG [rTHER FITHER A |08-Nov—2023

Posting Reports

Added the option to go to the Posting Reports
screen # 4022 from the [1 Actions] button (see
section 1 above.

This Posting Reports screen will only be
available if:

—  The batch has been posted (after the
June 2024 software update)

— The batch may be accessed by the user
doing the query by virtue of permissions
on the User Profile.

Contact support@admins.com for details
on how to make older reports (for batches
posted before the software update)
available.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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6.1.4 A Quick Way to “Goto...” the Batch History Query Screen

For your convenience, ADMINS added a

== [AUC] 4057-Batch Query [theresa) way to go to the Batch Query History
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources  Budget  Collection Screen from the Batch Query screen
B S8 me + o L= T .
using the [Goto...] button.
Batch Query
Gotq... Click on the [Goto...] button and choose
k 0 Batch Report All Batches From 01-Jan-2023 N [ ] ] N .
Batch Query History " from the list to
Actions . 5 4 Original Typ| 5T Date § Submit Date 7 Post Dat) access the Batch Query screen directly.
=
[LVA R [Ee-Mar—2023
[LVA R [20-Jul—2020 . .
T R T e e e There is a reciprocal branch on the Batch
Batch Entry EHER R [0d-Jan—2023 [05-Jan—2023 [05—Jan—2 Query History screen to return to the
v ETFFIN R [71-Tlec—2022 [05-Jan-2023 [05—Jarn—2
Batch Query History EONELLE R [31-Dec—2022 [05-Jan—2023 [05—Jar2 Batch Query screen.

[ADM-AUC-RC-8647]

6.2 Batch Query History Screen [Enhancement]

To access the Batch History Screen, from the menu, select:

Collections P Queries P Batch Query — History

6.2.1 Access the Posting Reports Screen from the Batch Query Screen

As batches of a certain age
Batch Query - History
are moved to the Batch o )
Hi h - Posted Batches prior to 01-Jan-2023
ry —Hmi r reen
_Que y Sto y scree ’t € Actons | 2 Batcl 3 BatchOwner 4 Original Typ| STrxDate | 6SubmitDate| | 7PostDate | #Trx Expected Amt Entered Amt
0 Post Reporiz i
. 2 I button will be TEdtLst FUFTEVZ JRUFDEVZ A_[p2-Tiec-2022 [5-Tec-2022 [05-Dec-2022 | 5 = =
. . 1237 MUFTEVZ [FUFDEVZ A [05-Tlec-2022 [06-Dec-2022 [05-Dec—2022 | & 0 Post Reports
available for batches with 105 16RHOUR |CHINTERS CHINTERS R [75-T=c-2016 [06-Tec—2015 [06-D=c-2016 | 9 5142.02 514202
10515A003_[SSILvA SEILvA A [P5-Dec201E [05-Tec-2018 [06-Dec-2018 | 4 1147 11.47
reports on the new # 4022 10515A005_[SSILvA SEILvA A [P5-Dec201E [05-Tec-2018 [06-Dec-2018 | 2 =10.02 -10.02
TZ51BREAD] [CWINTERS [ERIFTERS A |F5~Jan-2018 [75-]an-2018 [#5-Jan—2018 |2 ] -4.59

Posting Reports screen.
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6.2.2 Search for a Batch by Any of the Date Columns [Enhancement]

Before the software update, the
screen could only be sorted by
Batch, Batch Owner, and Original
Batch Owner columns.

The Batch Query History screen can
now be sorted and filtered on any of
the three date columns:

1. Trx/Deposit Date
2. Submit date

3. Posting date

Goto...

Actions

F= [AUC] 4392-Batch Query - History
Fiie  koit  Ledgers Purchase Urders  Accounts Payable Fixed Assets  Human Resources  Budget  Collections

B S & M« + w HE

=\ E

Posted Batches prior to 01-Jan-2023

Batch Query - History

| 2 Batch 3 BatchOwner 4 Original TY. 5 Trx Date & Submit Date 7 Post Date
e BETHS EETS s P XH e m
002 BETHS BETHS 5 Trx Date & Submit Date 7 Post Date
00241217 [ESZAMRETA ESZAMRETA ~Sep—201 —Sep—201 —Sep—201
003 BETHS BETHS R [EZ1-Jan—-2004 [31-Jan-2004 (31-Jan-2004
0091705CF 3 |CFEDDRAK CFEDORAK R |17-5ep-2009 |17-5ep-2009 17-5ep-2009
CinnerEd  lCcehnone =T o T P T e A Tt = S Taa

To search by date, first click on the button to activate the column. Then type a
date in the active column. The display will bring the closest date to the top of
the screen. The display will be sorted by the selected date column, with the

most recent dates at the top of the screen.

6.2.3 Hovertext on the Original Owner Column [Enhancement]

Goto

Batch Query - History

Posted Batches prior fo 01-Jan-2023

Actions

050520208 MHOHLAN ‘ESUUKLRL

[F_[05-Hew-2020 [06-]

031020BJS  MHOHLAN BSOOKLAL

F|10-Har—2020 [16-]

08172022CB MSTOWE B
08042022CE MSTOWE
MPAY 1115909 [CFEDORAK.

1 Edit List

Created on 17-Aug-2022 I

17-Jun—2022

low=2009 {30~

and the date the batch was created. If no
full owner name is show, the username is
not a current valid user of AUC

2 Batch 3 BatchOwner Typ| 5 TrxDate & Submit Date 7 Post Date #Trx Expected Amt Entered Amt
1 Edit List 01242022BR [MSTOWE & |247J5m72022 o7 Jaaaelo DT Tenoonoo | al A=l T2 I .
OTTEE022HE [H5TOHE. Bermadette Rivard g on-2022 [20-]
DLLEZ0ZZER ST OHE (Crested on 24-len 2022 o Hover text shows the original owner name
[OT1020228R [HSTOHE |[BRIVARD R [11-Jan-2022 [14- 9

MPAY 111809 [CFEDORAK |CFEDORAK

—
|R_[18—Haw—2003 [0-Hov—2009 [20-How—2003 |2 |

—
317.50 |

—
317.50 | |

[ADM-AUC-RC-8644]

To see the hover text, move your
cursor over the batch record you
want in the [4 Original] column.

The hover text will show the date
when the batch was created and
the full name of the user who

created it.

If there is no name shown the username does not exist in the AUC user profile database; the date the batch was created will

still be shown.

[ADM-AUC-RC-8648]
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6.2.4 General Ledger Posting Number on the Batch History Query Screen

== [AUC] 4392-Batch Query - History

Flle Edit Ledgers PurchaseOrders  Accounts Payable Fixed Assets Humen Resources Budget Collections Tax Motor Excise Misc Billing System _Favorites Help

B EGE me+m BT Q= & Hover over the posting
. date to see the GL
Batch Query - History .
o Posting #
Posted Batches prior to 01-Jan-2023 T
Actons ‘ 2Baich | [ 3 BatohOwner 40ronal | Typ| 5TrcDate | [6.5ubmtDate [ | 7Postbate | #Trx Efpected Amt Entefed Amt

Once the batch has a GL Posting

1 Edit List 00T [BETHS. [BETHS R_[31-Jan-2004 [31-Jan-200: W 16] 484742 983742~ 0 Post Reporis
: 002 [BETHS EETHS F_[71-Jan-2004 [31-1ean—2004L] poating 87213 851,42 585142
number aSS'gned, hOVer over the Post 00241317 [SZAMRETA  |EGeMRETA R I?E*Seﬁ*ZOlS [p3-Gep—201 éﬁ?:}xm mz\ J 000,00 i'momo
. 003 [BETHS EETHS F_[FI-Jan—2004 [71-Jan—2004 [s1-Jarn200d | _BY,  697.06 | | 697.06
Date to reveal the GL Post“’]g number. 009 L7090 3 [CFEDORAK [CFEDORAK. F_[17-Ser—2008 [17—Gep-2009 |17 -Sap-2008
CIO0ECF1  [CFEDCRAR [CFETORAR. F_[05-Tar—200% [06-Jan-200% [06-Jar-2005 7 Post Date #Trx E
GI0L10CF7 [CFEDGRAR CFETORAR F_[F0-Tec—2008 [7=1an-2010 [07-Jan-2010
CI0ZTHa] FRTHLAN FRORLAN R, [02an—2013 |02 122013 [02Jar 2013

\ZS=oep—2ULs < /

[ADM-AUC-RC-8659]

6.2.5 A Quick Way to “Goto...” the Batch Query Screen [Enhancement]

For your convenience,

ADMINS added a way to go == [AUC] 4392-Batch Query - History [theresa]
to the Batch Query Screen File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections

ég I«d--b»lﬂ'g Lﬂt: il

from the Batch Query

History screen using the .
[Goto...] button. Goto... ECLED (Gl = RIeke

Goto... .
= Posted Batches prior to 01-Jan-2023
Click on the [Goto...] button Actions
" " - év::-‘ 3 BatchOwner 4 Original Typ 5 Trx Date 6 Submit Date 7 Post Date
and choose "Batch Query
from the list that appears to BETHS 31-Jan—-2004 [31-Jan—-2004 [31-Jan—2004

31-Jan-2004 [31-Jan—2004 (31-Jan—-2004
23-Sep-2013 [23-Sep—-2013 (23-Sep-2013
31-Jan-2004 [31-Jan—2004 (31-Jan-2004

Batch Query L} CETHS

access the Batch Query 7 AR
screen directly. [ous [EETHS EETHS

F
F
F
F

There is a reciprocal branch on the Batch Query screen to get to the Batch Query
History screen.

[ADM-AUC-RC-8647]

7 Treasury Receipts — Added Field Logging [Enhancement]

ADMINS added field blogging to the Treasury Receipts (TR) code table.

View changes made to the Treasury Receipts code table by selecting:

Collections » Module Maintenance P Field Logging — Treasury Receipt Codes

Fueid Log:

Field Logging

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 18 of 23
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== [AUC] 4191-Field Logging - Treasury Receipt Codes

File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets

B SE M+ +om = T

Goto,

Human Resources  Budget Collections Tax Motor Excise Misc Billing System  Favorites  Help

Field Logging - Treasury Receipt Codes

[ Bill Year Code [111FRETME
Change Date Time  User Field From/To
1 Edi List 11-Jun-2024  14:56  LUANN 2nd Debit Anount 200,00 . .
150,00 As shown here, the user "LuAnn
Hetmtad 14585 LA ol Credit 20000 changed the amounts in four of the
—Jun— s al redit Amount o .
150,00 fields on June 11, 2024, at 14:56 PM.
The amounts before the change are
11-Jun-2024 14156  LUANN Zrd Debit Amount 300,00 .
350,00 shown on the top line, the current
amounts are in the second line.
11-Jun—-2024 14156  LUANN Zrd Credit Amount 300,00
350,00

7 Task 4192: Field Logging - Treasury Receipt Edit List

Field Logging - Treasury Receipt Edit List

Optional: Enter Bill Year D
Optional: Enter Treasury Receipt Code l:l

1 Edit List
Click on the
button to view a report of the

|To:‘

changes. All fields on the prompt

Optional: Enter Date Range From: ‘
Optional: Restrict to this User |

are optional; leave the fields blank
to view the report of all changes

Sort:

@® Bill YearfTR Code O Change User O Change Date

for TR Codes. W ining voc Dopex @vea (oo
Lookup Cancel Clear All
£ search
Here is an example of the edit list t —— . , e
when run as Excel: :um“

2nd Crodi Amount
¥ 2nd Debd Amount

[ADM-AUC-TR-101]

7.1 DPO1 “In Progress” Transactions in the GL Query Screens

Before the software update

H [== [AUC] 4006-Treasury Receipts
Treasury Recelpt (DP01) File [kmt L]Edgers Purchase Lr])r{njavs A(E’uuntspayab\e Fixed Assets Human Resources Budget Collections Tax Motor Excise MiscBilling System Favorites Help
transactions were not included B GE e \
in the GL work-in-progress Treasury Receipts
query screens. Now DP01 Goto. i 2.Edit ND-(E Tendered (Cash Back Applied Total
; . P psern e No text available -
Treasury Recelpt transaCtlonS 1-Bateh Pay-Trx Date 12-Jun-2024 E(Z:har':‘k — 1000,00 1000,00
. f -Hatc! Deposit Date oter ||
will be shown as work-in- e
progress In the querles- Year TrxDate Code Account Number Note Qty Amount Received
Pozd lz-Ton-2024 | [2000-000-0000-000-00-00-00000 [ T 3 Accept
. Accepted Receipts | S-Apoly TRé 6Add Batch Attachments 4-Copy Note
This sample shows a DP01 = | | "
Year [Trx Date Code |Account Number Note |Qty Amount|Pmt T Troe#|Cancel |Attach
transaction for account number 5024 |12 Jun-2024 [T00MISE __[0100-000-0000-000-00-00-45400 I | 100.00 Ehsv:ip 2576459 | CANCEL | _ATIACH
2024 [12-Jun-2024 [111IFREINE 27 L7—000-0000-000-00-00-43300 __ lach aucg 16354 T 500,00 [Check | 2575460 | CANCEL | ATTACH
0100-000-0000-000-00-00-48400. e ~ 4 - - ——— — S s

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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To view Work in Progress
Transactions, from the menu
select:

Ledgers P Queries P Review
Work in Progress Transactions

Ledgers
Account Maintenance >
Journal Entry Processing >
Posting Control >
Audit Overrides >
Queries > Aceount Balance Inquiry.
Reports > Account Balance Listing
OpenGov Dashboard > Chart of Accounts Inquiry
Vear-End Processing > Account Elements
Unpost Processing Transaction History
Module Maintenance > Journal History
Interfaces/Imports > Tansaction Detail History
Site Specific >

Review Work In Progress Transactions

Help Reference Library Unposted Transactions

GL Transaction Codes
Users Account Security Inquiry

Log of Deleted Journals

The Treasury Receipts will show
up in aggregate on the Account
Balace Inquiry Screen as well. To
access the screen, from the
menu, select:

Ledgers P Queries P Account
Balance Inquiry

Ledgers
Account Maintenance
Journal Entry Processing
Posting Control
Audit Overrides

Queries Account Balance Inquiy N
Reports Account Balance Listing
OpenGov Dashbeard Chart of Accounts Inquiry

Year-End Processing Account Elements

June 2024

[E= TAUCI 1720-Work in Progress Transactions [theresa]

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tex MtorExcise MiscBillng System Favorites Help
B SE W+« +m B OE L
All Trx Codes are DP Work in Progress Transactions
Goto... FY  Account Number
ctone 5 166-000-0000-006-00-00-45400 Type  Revenue Status Fotive
MISCELLANEOUS REVENUE sub-Type Posting Fund Status  fctive
View By Appropriation Appropriation Adj Encumbrance Debits Credits Remaining Balance
Actuals | [ I I 4530,75 | —4580,75
1 Account wip [ I | ] 500,00 | 600,00 | =106.00
2 Reference® frCoa Trc Date|User Batch Reference?] Ling oLy Amourt]Type Y Display - Entered By
[BPoL | 12-Jur 2024 T00.00 [cR__[THERESA
3T Date [0PO1 | 02-Fay-2024 T67Bazz | 280 10 500.00 ;R [THERESA
G 578423 | 20| 10 500,00 [IR___|THERESA
Goto S— mCod | _ N — _ _ _
1 —
GFo1 Amount|Type
oL 100,00 [CR
500,00 [CR
500.00 |DR
—_—

Enter the Fiscal Year and the account number. The Treasury Receipts will show up as
Transaction code DPO1.

[== 1AUC] 1125-Account Balance Inquiry - Period Breakdown [theresa]

Goto

Actions.

File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets

B S e &Y Q @ F 8 L

Account Balance Inquiry - Period Breakdown

FY

Account Number

Description

[0100-000-0000-000-00-00-48400

MISCELLAMEOUS REVEMLUE

Human Resources Budget Collections Tax Motor Excise  MiscBilling System Favorites  Help

Type Revenus
Sub Type Posting
Status Active
Fund Status  fictive

Last Trxin FY 11-fpr-2024

Actuals |

Work In Progress ||

Work In Progress

Adj Debits Credits ~ Remaining Balance
[ [ [ [ 498075 | 498075 | 1 TanHistory
[ [ [ 500,00 | 600,00 | —100.00) | 21In Process
| —5080.75 | 2SumAccis
{ 500.00 | £00.00 | -100,00)

Enter the Fiscal Year and the account number to view the transactions.

8 Login to the Training Area [Enhancement]

ADMINS provides a training area, which is a replica of the modules available on the live AUC application. (The data in the
training mode is refreshed on demand overnight by the superuser or on a regular basis, determined by each site.)
See SY-175 Copy Live to Training in the Help Reference Library for details.

[ADM-AUC-GL-8394]
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= ADMINS Unified Community - Please Sign In
File Edit Help

ADMINS changed the location
of the Training Mode option

to be above the Password
field, to help users select it
before entering the password.

To access the Training area,

- Before
Please Sign In:

Username THERESA
Password

Theresa

Training Mode

select the ® Yes option before

typing in the password. After
entering the password, you
cannot switch the radio button
for this session.

(The default is @ No; typing
the password and {Enter} will
go to Live).

Login Exit
Reset Password
Now
Please Sign In:
Lisername THERESA Theresa
raining Mode ® Mo (O Yes
Password I
Login Exit
Reset Password

To proceed to Training mode, click on . The
prompt will default to if the Training mode

radio button is ® Yes, and will go straight to training
by pressing {Enter} (without clicking on any button).

Press| Mo [tologin to live.

ADMING Unified Community - Please Sign In

You are about to enter TRAINING mode. do you wish to
continue?

[ADM-AUC-SY-8323]
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9 Email Address Checking

When a prompt requires an
Email or a button triggers a

[Enhancement]

prompt that requires for an
email address (which is

Ledgers Help Reference Library

Reference Card [View [Last Run Date_[Run Time.
. . [FL-100 Finamce User Help Documents Index Vie Email DA*Sep*ZOZZ ‘09:4715037
mandatory, not optional), it | LI ETNENAE ————
[EL-120 Account Elenents View Email Emall 4,46
will verify if it follows a valid : lw[

. Sending Reference via Email
email format. Optionats Enor Contact Name
Optional: Enter Note

Optional: Enter Not

equired: Enter Email Address

For example,
“xxx@cccc.domain”.

Laura_D

equired: Enter Email Address || aura

Here is an example of the

ncel Clear All
— T
[—260 Bark Table View | Emal |15~ Jul-2001 [14:05:46, 65 | |
[FL-265 Tnplenenting o Mev Bark Account Viewr | Emal |15 L] (2057000 Lecigers Help Reference Lirary [theress] X

error that will appear if an

View | _Emai_[I5-Feb)

View | _Emai_|15-Jul:
View | _Emai_|15-Jul:

invalid email address is

{nvalid Email address format someone@someplace.domain

ew | Emal[15-Jul

[FL=310 Upload Journal Entry

ew | Emal_[05-Dec]

d d . [FL-220 Aidd Attachnents to Onetine Journal Entries e | Emal_[15-Jul
etected: [FL-325 Reversing a Posted Journal Entry v |_Emal_[P1-Fu
[FL-330 How to Transfer a Journal Entry to another User e mail_[15-Jul-2021 ‘14:29:40.09‘ ‘ 41

———————— POSTING ————

Click on the

prompt and enter a valid
email address on the
Required field.

The system does not check if an Optional
field contains a valid email address. In this
example, there is no error message even
though the email address is invalid. No
email will be sent.

10 Site Specific — Cranston,

Invalid Email address format someone@someplace.domain

June 2024

B Task 4366: Statement of Account

o id

Gptional: En

ptional: Enter Email Address || aura P)
M | - |

Optional: Enter Email Note 3

T
Optional: Enter Email Note 2 ‘
Optional: Enter Email Note 4 ‘

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

Cancel

Lookup

Clear All

Rl [Enhancement]

At the customer request, ADMINS added a Parcel Address column to the following 3 Reports:

Law Office
Rl Housing
Over 65

[ADM-AUC-SY-8331]

[CRI-SUP-SAPLAUC-1200]
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11 Help Reference Library & ADMINS Website

This section lists the new and updated documents that are available in the Help Reference Library and the ADMINS website,
related to the topics of payments, reports, and posting reports. The documents were added to the Help Reference Library
and content to ADMINS.com:

11.1 New & Updated Documentation in the Help Reference Library

Payments RC-130 How to Find a Bill [Updated]

RC-145 Posted Reports Query Screen [New]
Reports RC—480 Statements of Accounts [Updated]
Treasury Receipts RC-1340 Managing Treasury Receipt Codes [Add/Delete/Mass Change] [Updated]

11.2 New Content on ADMINS.com

How to Add a New Treasury Receipt Code [New]
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