REVENUE COLLECTIONS

RELEASE NOTES — MARCH 2021

This document explains new product enhancements added to the ADMINS Unified Community for Windows (AUC)
REVENUE COLLECTIONS system.
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1. EXEMPT BILLS

The [Reprint Bill] and [Email Bill] buttons for exempt bills are no longer available on the Collections Payment or Detail
screens. No bill was ever produced; as such there are no transactions for the exempt bill, and nothing to print. Graying out
the buttons helps to reduce misunderstanding and reminds collections staff that there is nothing to print.

Collections P Queries P Bill Payment

== [AUC] 4132-Bill Payment [ == [AUC] 4134-Detail Payment [theresa]

-
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget f File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget /
B &8 e s & Q & &8 k. B &8 me s+ g Q = Lo ‘
o
2013 Real Estate Bill Payment < 2013 Real Estate Detail Payment *
|
e 261 | B 00 Year P01 [ XSearch. Fy e ETT I 0105700 Year [P013 | XSearch. P,
Actions 20wner | ROMAN CATHOLIC ARCHDIOCESE Actions 3Owner | ROMAN CATHOLIC ARCHDIOCESE 4
- 4 Location| [384 HARTFORD AV ct 4 Location| [284 HARTFORD AV [
5 Account| 0008 -0001 -0000 b SAccount! 0008 —0001 —-0000 4
Parcel — - i =
6 Parcel | 0008 0001 0000 P4 Stmt ofAcct 6Parcel 0008 0001 0000
= 0/'
Detail Payment Transactions Q Trx Summary 0At Bill Payment 1@ Transactions Q Trx Summary
Run Charges| D i New Intrst| Nn@[ |T'~l Description Charges| D ions| New Intrst| Net T
Bl T = \ (S 3
xpe a2 | CIED [ Tax Interes
) | [Tax F
Re 18 [ Reprnt B8l O ) Tax Trteres )
P ¥
-
Emai Bl @ L Email Bil
Bill Totals € (]
7
Owner of Record Current Owner p
ROMAN CATHOLIC ARCHDIOCESE ROMAN CATHOLIC ARCHDIOCESt o
Parcel QuizBal C/0 FATHER MULLEN C/0 Father Mullen 1
o 384 HARTFORD AV 334 HARTFORD AV ., F
Counter receipt L
) BELLINGHAM, MA 02019-0000 BELLINGHAM, MA 02013-0000 3
Counter receipt
f ¥
Goto Batch y Goto Batch
Cancel Payment r Cancel Payment
k o
See Notes-Tickler See Notes-Tickler
4
— Totals -
EXEMPT = L @MPT ) —————
PerDiem . b PerDiem
Payment Date o X Payment Date
Allow Overpaymi. i Allow Overpaymy
/ /
- 1
-- Added 18-Jun-2012 By GRACED Changed 12-Nov-2012 by CONVERT o -- Added 18-Jun-2012 By GRACED Changed 12-Nev-2012 by CONVERT

Collections P Payments P Reprint Bills In Batches (Real Estate)

If an exempt bill number is entered on the Reprint Bills In Batch (Real Estate) batch screen, this error message will appear:

File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

B &S S « = 8 Q =\ 2

nl

Real Estate Print Current Balance Bills by Batch
Ei Ln [rear [search | Bill=[Owner Location ~
1 [2013 | 001100-00 N E POWER CO HARTFORD AV
Ll R EE 3 Find Bil
= [oo00 000000-00
T o000 T Check Error X
5 [oo00 000000-00
6 |0000 QOO000-00
1 Clear Screen = [0000 000000—00
I 4 000000—00 0 E4084-Exemnpt bills cannot be reprinted
2 Print Bills 5 (o000 000000—-00
10 (0000 000000-00
11 [0000 000000-00
12 (0000 Q0000000 1
1210000 DRO0NO=00 |

[ADM-AUC-RC-8502]

—
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2. COPY TABLES TO NEW YEAR [Enhancement]

Sites that use the Miscellaneous Billing module sometimes opt to bill in advance. Billing in advance requires that the Copy
Tables to New Year step be run sooner than it might be for the Tax Billing modules. While there are three categories specific
to Miscellaneous Billing, there are three additional tables required for the billing process.

If any or all of the Miscellaneous Billing Tables (710 Service Type, 720 Bill Cycle, and 730 Bill Print Sequence Table) are
selected to be copied to the new year, the system will check the boxes and automatically select and copy 10 Bill Type, 20 Bill
Category, and 50 Forms Text and Parameters as well. This ensures that the Miscellaneous Billing process has the required
information.

Collections P Tables P Copy Tables to New Year

== [AUC] 4540-Copy Tables For New Year — X
Copy Tables For New Year
Goto... —
e Copy Inactive [Table Name
N Fi L
[ (® Yes ()No [Bill Type el
i LY | 2013 2021
1-Select Al ] Bill Category N e
s Descioct i u| [ o - 25 0ct 2020 ] \ 2021 [p022
= No [Forms Text and Parameteng | \\ 2021 joz2
] O Billing Setup Table @9-0ct—2020 r&\\ 2021 [2022
] | Yes @ No |AOS Billing Setup 13-Jun-2013 \ 2013 [2014
3-Copy Tables -
O 130 [® Yes (O No [Bill Print Sequence Table [29-0ct-2020 0001 Iono
0 140 [@ Yes () No |[Bill Run [29-0ct-2020 R
I 150 |® Yes (O MNo [Bill Genmeration Table Setup 29-0ct—2020 10 BI” Type
20 Bill Category
O 210 f®) Yes (ONo |Deduction Codes 29-0ct-2020 | 50 Forms Text and Parameters
- 310 |®) Yes (O No [Betterment. Accounting Rules 01-Mar-2021 tables are also reqUirEd by the
Miscellaneous Billing Process
] 410 J® Yes (ONo [Treasury Receipt Codes 29-0ct—-2020
H HIR huence 29-0ct—2020 2021 [2022
Miscellaneous Billing Tables 710, 720, and 730 s e
A AL SR AL e L ers 29-0ct-2020 2021 [2022
[ ]
] 605 D*s ®No [Tax Title Categories 02-Jul-2012 | 2012 [2013
— - - - —— 2021 [2022
= 710 | ) Yes @ No [Service Type
= . 2015 [2016
720 | DYes @No [Bill Cycle 2015 P16
730 | ) Yes @ No [Bill Print Sequence Table 2015|2016
[ | [ [ ©
uP
Q De-selecting 710, 720, or 730 will not automatically deselect 10, 20, and 50, as these tables are needed for

many purposes. For example, at the beginning of the fiscal year, the “Select All” button can be used to select
all the tables for copy, and then a few tables that are not needed may be de-selected one at a time.

[ADM-AUC-RC-8504]

2.1. #4416 Error Report [Fix]

During the Copy Tables to New Year process, an error report is produced that lists lines without accounts. The report was
listing incorrect line numbers for accounts in error. ADMINS corrected this and now lines with errors are correctly identified
by the line number.
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4 TedRE - BetActChk 4416 ANTHEA[1].lis

File Edit Format Options

=l

[Cuuner New

4416-RCCOPBETCHK. REP Printed 14-Jan-2021 at 10:40:22 by ANTHEA
City of ADMINS

Betterment Account Error Check

Page 1

& TedRE - BetActChk 4416 THERESA[1].lis

1000-000-0000-000-00-00-42090 7-Revenue-Early Pmt Principal
1000-000-0000-000-00-00-42091 Early Pmt Interest

9-Re

4416-RCCOPBETCHK.REP

Account Number Account Descriprtion Fie Edit Format Options
[Courier New S = Bls|ujm~] =| =) [E =[] 8
Project: 0002 Fhase II —
Year: 2020 Betterment k11s

Printed 14-Jan-2021 at 12:03:36 by THERESA
City of ADMINS
Betterment Account Error Check

Page 1

Account Number

Account Description Account Error

Project: 0204 TITLE-V

Year: 2020 Committed Interest

0000-000-0000-000-00-00-00000

Project: 0002
Year:

Phase II
Betterment

0000-000-0000-000-00-00-00000

23-Not Used
25-Not Used

1000~000 0000-000-00-00-42090

03-Revenue-Early Pmt Principal}l Account Does not Exist in Chart of Accounts
04-Revenue-Early Pmt Interest | Account Does not Exist in Chart of Accounts

0-00-42091
Project: TITLE-V
Year: Interest

0000-000-0000-000-00-00-00000
0000-000-0000-000-00-00-00000

Account Does not Exist in Chart of Accounts
Account Does not Exist in Chart of Accounts

19-Not Used
20-Not Used

Figure 1 Before and After — the correct line numbers are listed on the Error Check report

[ADM-AUC-RC-8501]

3. BETTERMENT ACCOUNTING RULES ERROR REPORT #5571

== [AUC] 5819-Betterment Accounting Rules F
Betterment Accounting Rule:
Goto.. ¢
Project#  P020-01 Bill Year 020 StartDate 01-May-2020 4
Description Sewer Betterment CiDesc Sewer Betterm:
APrncoal 8 Commeed it CTT Pricoal OTT Commitedy
5 Principal Sewer Betterment hd
2 1 Cash
-Detad 2 Revenue-Apportioned Principa! -000-0000-000-00-00-42073 P
3 Revenue-Early Pt Principal [B650-000-0000-000-00-00-42033 ]
el 4 Revenue-Early Prt nterest J5650-000-0000-000-00-00-42093 7
5 DefRevenue-Apportioned Prin  [B650-000-0000-000-00-00-26705 4
4-Copy Prj Year 6 Def Revenue-Unapportioned Prin  [E650-000-0000-000-00-00~26670 3
7 DefRevenueEarly Payoft [5650-000-0000-000-00-00-26705 p
EESeny Sk 8 AR- Apportioned Princiosl [BE50-000-0000-000-00-40~ 14800 ¥
9 AR-UnApportoned Prcpal mowomom 10-14800
10 AR - Early Payoft [6650-000-0000-000-00~ 10~ 14800
000-0000-000-00-00-00000
Edit Listing -0000-000-00-00-00000 -
—oooo 000430 G0-42073 P
Edit List Tax Taking
-oooo-ooo—oo 00-00000
it List =
Edit List Deferrals 00000 ¥ 4
Error Report [}
| i
Active j

ADMINS corrected an error — the report referenced the wrong line numbers when identifying missing accounts.
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5571-REBETACTERR.REP

REAL ESTAIE CI
17 Cash CI
18 Revenue Apportioned CI
21 Deferred Revenue Appor CI
24 A/R Apporticned CI

29 Revenue Write-off

Printed 01-Mar-Z0Z1 at 11:29:2Z3 by THERESA

City of ADMINS

Betterments Accounting Error Report

Page 7

Account Number

Description

Acet w/ Err

1000-000-0000-000-00-00-10400
1000-000-0000-000-00-00-42075
1000-000-0000-000-00-00-26710
1000-000-0000-000-00-34-14100
1000-000-0000-000-00-00-26750
1000-000-0000-000-00-00-12400
0000-000-0000-000-00-00-00000

Errors are noted with an asterisk *

BETTERMENT INTEREST
REV-COMMITTED INT
2014 COMMITTED INI-S!
DEF REVENUE-TAX LIENS
TAX LIENS A/R

DEF

TAX TITLE

[ Line numbers are shown in the first column I

1 Cash

5 Deferred Revenue
B A/R
13 Revenue Write-off

TAX TITLE CI
17 Cash CI
18 Revenue CI
21 Deferred Revenue CI
24 A/R CI

/ﬁoo-oao-oooo-aoo-ao-oo-mm
2 Revenue 0000-000-0000-000-00-00-00000

1000-000-0000-000-00-00-26710
1000-000-0000-000-00-33-14100
0000-000-0000-000-00-00-00000

1000-000-0000-000-00-00-10400
0000-000-0000-000-00-00-00000
1000-000-0000-000-00-00-26710
1000-000-0000-000-00-33-14100

CASH, GENERAL FUND

DEF

CASH, GENERAL FUND

DEF REV-COMMITTED INT
2013 COMMITTED INT-S!

REV-COMMITTED INTEREST
2013 COMMITTED INT-SEWER BETT

29 Revenue Write-off 0000-000-0000-000-00-00-00000

[ADM-AUC-RC-8501]

4. EMAIL DISTRIBUTION LISTS [Enhancement]

ADMINS provides system default distribution lists for the Revenue Collections Module. To add, remove, and view users on
the lists, go to:

Collections » Module Maintenance P Email Distribution Lists

Table 1 Revenue/Collections Email Distribution System Default Lists

Notifies recipients that:

Description

List Name Frequency

BROKENATT Broken Attachments List Weekly Some attachment files are missing. If user-supplied attachments
are missing it is usually due to an invalid location being used
when the attachments are made. The site system administrator
should provide guidance to the users. System-generated
attachments (check copies, tax forms) reported as missing
should be reviewed by ADMINS.

COLLECT Daily Email of Unposted Daily Collection batches are unposted

Collection Batch
DAILYBAL Collections Daily Balance Daily The location of the Daily Balance file for sending on to the 3rd
Location Email party payment processors (includes the counts of how many Real
Estate bills, etc., are selected)

RCGLREP Collections GL Reports Daily The revenue collections general ledger reports.

RCPRIBAL Balance Projection Report Weekly The balance projections are calculated and sent. (used in
selected sites)

RCREMTAX CRI - Remove Old Tax Year Annually Cranston, RI - The remove oldest year process was run and is

Processing complete. (sent to collections and finance).

RCREMTAXGL CRI - Remove Old Tax Years Annually Cranston, RI - The remove oldest year process was run. Reports

for Finance of balances for bills removed is sent to this list.

TRHISCHK TR Duplicate History Check Daily There are duplicate transactions in the Treasury Receipts batches

SWDONE Software Update Complete Quarterly The software update is completed on each site.

SYUPDTRAIN Submit Copy Live to Training | As needed The request to copy live to training was submitted and will be

in Batch run; also works to notify if the copy live to training was cancelled

and / or completed
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4.1. New Buttons on Screen

7 Add User-All Lists

& Remove User-All Lists
v ADMINS added three new buttons to the screen to help manage the lists.

9 Copy User-Same Lists

4.1.1. Add User — All Lists

= A user may need to receive
' e S e b WeRie e frens e all emails issued from the
system; typically, this would

e Edit Ledgers urchase ers Accounts Payable ed Assets
B ESE wWwe+m EH Q@ Fu

Email Distribution Lists

" 2
Sote be a “Super User” or a local
Distribution Code FPCHKEST | ccounts Pagable Check Burstirg System Default Distribution List ..
Actens system administrator.
[User Hame [Full Name [Email Address [status ~
[OPTEVE updevd [Antheal [support@adnins ,con Active
Attt ErTY Ferdy Tarantala Ferduadn Lrs -con Jictive
To add the user at once to all
2 Remeve Emai .. - .
existing email lists, click the
e [ ¥ & Active Email Addresses X 7Add User-AllLists
4 Remove: List User Description Enadl Tof [Add User-
—— e Mike Tuthill nikeladning .con A .
———— moee LuAnn Maore luanni@adnins .con All LlStS] button. Select the
e iER, R S
L) . Inc, it SuppPoT Ll 1NS ,COR H H
MLPTEV2 ADMING. Inc. (Lufn) suppoTtinning .con user from the pick list.
———— mPDEV3 ADMTNS, Trc. CPaull supportiadnine ,con
& Send Test Emai L e MPDEVS [THERESA CAHPEELL] supportdadning ,con
MUPIEVE MUPDEVE suppOrt Bach1ns | con
MUPDEV? MPDEV? [Hendyl supportiadnine ,con
I i AL Psul Pedro pul Bade s .con i
7 Add User-Al Lists ‘ PALL_ADMIN Paul Pedro paul @adeins .con This feature does not offer
1"} PEDRD_ADMIN Paul Pedro - Adeinistrator paul Badwins .con .
—— PRINTSERVICE Bill Printing Service billprinting@service.con
8 Romove User-AlLnts: FLMPLESTILSKIN Stilskin, Rumple rumplest.ilskinfadnins .com the [Add New Emall
I fTcAThore Theresa Testing an Enail only Address  theressdadming.cos dd .
y I test testing testBadnins.con
¥ Oapyr Uner-Sums Lisis TEST2 test 2 test2adnins .con A ress] Optlon'
(L test user 1 TESTUSRIBAIMING .COM
e Theresa . co hal
I [ 0K |\ Find | Scarch |Cancel Help Eaf
I { _— | IS

4.1.2. Remove a Name from All Email Lists

To remove a user from all

1]

Email Distribution Lists email distribution lists (for
Goto.. . .
e I Distribution Code RFEATCCEN | Fredit Card Batches not Completed by Due System Default Distribution List example: due to termination
[User Hame TFull Hame [Email Address [tatus [~ of employment), click on
Emmr_a DFINS TRALNING ACCOUNT #4 eresafatnins con JActive
FPLESTILGKIN Stilskin. Funple [Funplesti [skinBadnins .con ctive 8 Remove User-All Lists.
1 Aad Emed THERESA Theresa [theresaladnins .con JActive [8 Remove
ZE— [RERDY Hendy Tarantola HendyBadnins .com fctive — -
User All Lists].

S : B [AUC] 20-Email Distribution Lists [theresa] X
— Delete User From All Distribution Lists . .
¢ Remove Lst - ) This will remove the
|— Required: Enter Username RUMPLESTILSKIN \ [rumplestilskin@admins.com .
- — username from the email

. distribution lists only; it will

6SendTestEmal | T ok 1 | cancel | Clearau not remove or inactivate the
—

user’s AUC credentials.

7 At llaer £ Linte

8 Remove User-All Lists
" UCoy Vsertane LR
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Copy a User to The Same Lists as an Existing User

]

Email Distribution Lists

& Remove User-All Lists

= 2

Goto
P ‘ Distribution Code FFERTCLEN | Fredit Card Batches not Completed by Due System Default Distribution List
%u Name l;m Name- [Email Address [Status ~
I 11 Davis [padnins .con tive
[DAGFTRN [Dagfinn Saether [dagFinnBadnins .con Fctive
1/Aad Emak AL Faul Pedro JpaulBadnins.con Fctive
[THERESA [fheresa theresaadnins , con Pctive
2 WENDY Werdy Tarantola Hendyiadains . con Fetive
JAcd New List
® ' [AUC] 20-Email Distribution Lists [theresa]
4 Remove List
Copy New User to Lists of Current User
SEdrList Required: Enter FROM Username [ Bill Davis
Required: Enter TO Usemame  [LUANN | ‘Lutnn Maore
& Send Test Emai
7 Add User-Al Lists. -
Lookup |\ OK & Cancel Clear All

—_—
9 Copy User-Same Lists

Email Distribution Lists

5. HELP REFERENCE LIBRARY

The following new or updated documents added to the Help Reference Library:

‘ Distribution Code FFBATCCEN | Eredit Card Batches not Completed by Due

£4 System Default Distribution List

HENDY

[Rendy Tarantola

[Hendy@adnirs .con

Fﬂ Name Full Name [Email Adaress ~
0 Iu‘m Tawis [padnins .com

[DAGETE, [Dagfinn Sacther [dagf i nnBacmins ,com
LA WuArn Hoore [lusnn@adnirs .con

Pren [Pacl Pedro paul Badnins ,con

[THERESA [Theresa [theresa@adnins .com

5.1. New or Updated Documents

e SYSTEM

SY-150 Email Distribution Lists
SY-170 System Administration Kit

March 2021

If a user, LUAnN, is replacing another
user, BD, the new user LUAnn may be
added to all the lists on which BD is
currently included. Click

9 Copy User-Same Lists
—} [9 Copy User-Same

Lists].

Do this first before removing BD from
all lists.

The existing user is the FROM
username and the new user is the TO
username.

Use this to add a new hire to all

lists to which current department
members belong.

[ADM-AUC-SY-8176] & [ADM-AUC-SY-8181]

[Updated]
[Updated]

—
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