REVENUE COLLECTIONS

RELEASE NOTES — SEPTEMBER 2015

This document explains new product enhancements added to the ADMINS Unified Community for Windows
REVENUE COLLECTIONS system and installed on your site in September 2015.
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ADMINS Unified Community Release Notes — Version 6.2
Revenue Collections September 2015

1. BILL PAYMENT

When looking up a bill, the messages for Payment Pending activity from the Bill Payment and Adjustment entry
screens are now displayed in bold red font.

2016 Real Estate Bill Payment

=1 W 0 100200 Year [O16 ¥ Search.. |
3 Oweniet IMAPOLI MICHREL J & MICHE
4 Location GRAMITE ST
5 Account 002 =002 =000
B Parcel 002 —00oZ2 =000

Bill Baymernt | Detail Payment | Transactions | @ Trx Summar

Charge  Deduction Abatement Interest

O AT T T T T T e T T S N N I T A S PN

CY DELINQ
1 FerDiq ]
Payment Pending by MUPDEVA I-!uma—b Payment Pending by WENDY
Allow
igure 1 Betore Figure 2 After

[ADM-AUC-RC-8295]

2. TREASURY RECEIPTS

2.1. TR# Added to the Batch Screen

To allow for more efficient data entry of treasury receipts, a new field was added to the Collection Batch Entry
screen for Receipt Batches. The field is called “TR#” and allows up to 20 alpha-numeric characters to be entered.
Once a batch is established with a TR#, this number will be applied to all entries within the batch. See section 2.2 if
you apply the TR # into notes fields.

Collection Batch Entry
Batch Batch Type Eciit Mote

Batch Er Batch Type Edit hiote: |
Bank [EOA @ Receipt Mo text available Bank [Eon # Receipt o iext availahle
Pay-Trx Date 12-Aug-2015  Adjustment Pay-Trx Date 12-Aug-2015 © Adjustment
Deposit Date = A0S 7 AIOIS
Figure 3 Before

TR# EETM 234567 89ABCDEFG

In this example, the TR# has been specified as “BETA123456789ABDEFG”. All of the receipts within the batch will
be stamped with the transaction number. Three receipts are entered in this batch:

Collection Batch Entry

Tra# Type Year Bill# /TR Code Description Cash Check Other

5305028 Treassury Receipts 2016 ALCOHOL ALCOHOLIC BEVERAGE L 55,00 Edit
5305027 Treasury Receipts 2016 2R RENMTAL-26 PEARL ST F 250,00 Edit
5305026 Tressury Receipts 2016 ACADSUMMER ACADEMIC SUMMER SUPP 750,00 Edit

The code “ALCOHOL” is used in the transaction and will affect the accounts shown below:
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Revenue Collections

Accounts Description A
1st Dehit 1000-000-0000-000-00—00- 10400 CASH, UMRESTRICTED CHECKIMG
1stCredit  [1000-000-0000-000-00-00-44 100 SELECTMEM-ALCOHOLIC BEVERAGE LICENS

Once posted to the subsidiary ledger, the TR #s are visible using the Drill Down button from the Work in Progress
Transactions screen:

[=[AUC] 4089-Treasury Receipt History by Trx# [theresa]
Fle Edk Ledgers FurchaseOrders Accounts Payable FixedAscets HumanResouces Budget Colections Tax MotorExcss MiscBling System
D@ B ||~ |m] 25| Q| @
Treasury Receipt History by Tnd#
goto.
gitin Transaction# Page
‘E[auc] 1120 work n Progress Transactions [theresa] " e st
P Bt Ladows Foced Agests Budget Colesions Tac Mot Exesh MGcBNg System D o
Solg| B we|e ||| &) o m| o
N . Vear 2Baich 3Recept 4Poy Date | scose | N |
Al Trx Codes are DP Work in Progress Transactions
acto. r Year Account Number Pay Date Code  Batch Payment HHansmn
o BB (0050000000 —00-00-0—A 105 e Reverue s fotive 2016 1000-000-0000-000-00-00-44100 12-Aug-2015 ALCOHOL 392 55,00
SELECTMEN-ALCOHOLIC BEVERFRE LICENSES SubTywe Posting Funi Siatus it 16
Viow By #eprearision oropriionAd__ Encunerance pebts creses Femaring Baence R R A R A A A A N A R A N R N A N RN N A NN R NN A R NN NN AN RN AN RS
Actuals | r [ [
wn =0 G
r r r ] r ) ; Total Record(s) 1 Total for this Code 55,00
gfckwences | | Codo TaDate  UserBoich Rett  Lie  GLY fupount Type  Entered By B Changs Disply Coimn
P01 122015 saEes 40 M0 85.00 (R THERESA info Cash  Check 55,00 Other K TR BETA123456789ABCIEF
| Checks  Cards  ExpDate 0000 Re =
< A 0nwDewn | ) >

When selecting the Excel button from the Treasury Receipt History screen, the TR # will be shown on the output:

Treasury Receipt History by TR#
Goto,
Act
s ’ TRy Page
o
el
2Batch | 3-Receipt | 4-Pay Date | 5Code | 6-Trx Number | >
Year Account Number Pay Date Code  Batch Payment imt Transaction Note
2016 6110-000-0000-000-00-00-43420 12-Aug-2015 2R 35 250,00
2016 2940-000-0000-000-00-00-43300 12-Aug-2015 RCADSUM 392 790.00 test of TR # being spplisd
2016 1000-000-0000-000-00-00-44100 12-Aug-2015 ALCOHOL 352 55,00
A B € [ E F G H 1 1 K L
1 Year Code Pay Date Deposit Date Trx_#  Account Number Account_Description User_Batch Pay_Amount Trx_Note User  Bank Category 1 g TR#
2 2016 2R 12-Aug-2015 12-Aug-2015 5,305,027 6110-000-0000-000-00-00-48420 RENTAL- 26 PEARL ST FUNARI "392 250.00 THERESA BOA BETA123456789ABCDE
3 2016 ACADSUMMER 12-Aug-2015 12-Aug-2015 5,305,026 2940-000-0000-000-00-00-433000 THER STATE REVENUE 392 750.00 test of TR # being applied THERESA BOA BETA123456789ABCDE
4 2016 ALCOHOL  12-Aug-2015 12-Aug-2015 5,305,028 1000-000-0000-000-00-00-44 100 SELECTMEN-ALCOHOLIC BEVERAGE LICENSE392 55.00 THERESA BOA BETA123456789ABCDE
5 # Records 3 1,055.00

Once the transactions are posted in the General Ledger, the TR # is available as a selection on the Display button:

[Em[AUC] 1110-Transaction Histary [theresa] [H[=] E3
Fle Edt Ledgers Purchase Ord Ficed Assats Budget Colections Tax MaotorExcke MecBling System Hep
BB S| we|o|w]| ¥ 2 @ w
All Trx Co Transaction History
Goto.
" o | Type Reverue PO Balances
i FY  Account Number SubType  Posting PO Balance as OF
[1505-000-0000-000-00-00—44 100 Status Active
6 Oril Down SELECTMEN-ALCOHOLIC BEVERAGE LICENSES Fund Status  fActive
¢ Excel
2 Posting# 3 User Batch 4 Referenced § Trx Date
Tre Date Reference# Line GL# TrCode UserBat#  Posting® Amount T Display - TRE ]
[l2-Pug-2015 = 5305028 45 | 10  DPOL 392 | 8846293 55.00 (R | BETA123456709ABCIEF G

The Excel generated from the General Ledger Transaction History screen will display the TR# column:

A B G D E E: ] H T J K L Z] T 0 F (=] > 1 =
1 Trx Date Year Account Description Ref # Line GLLn Code Sub User Batch Posting # Post Date Approp/Open Approp Adj Encumbrances Debit Credit@irR# JrnType
2 12-Aug-2015 2016 1000-000-0000-000-00-00-44100  SELECTMEN-ALCOHOLIC BEVERAGE LIC 5305028 45 10 DPO %92 8,848,293 12-Aug-2015 0.00 0.00 000 000  55.0088ETA123456789 4BCDEF
0.00 0.00 0.00 0.00 55.01

[ADM-AUC-RC-8291]
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2.2. Using Notes Field to Apply TR #s

Some sites are accustomed to entering the TR # into the Note Field and then applying the contents of the edit note

to each record in the batch using the &2 T&2_| hutton. Sites may now instead use the TR # on the batch screen
instead of entering an Edit Note and applying it.

File Edit

cE[AUC] 4006-Treasury Receipts [theresa]
Ledgers  Purchase Orders  Accounts Paeb

5] & vl +[] ) 2

<3

a| il

Treasury Receipts
Goto...
= 2-Edit Note Tendered  Cash Back Applied Total
Username THERESA ABC-123 Cash-Coin 7 . -
Actions Batch 3953 e [AUC] 4006-Treasury Receipts
1.Betch Pay-Trx Date 12-Aug-2015 Check 1000.00 1000.00
_ Deposit Date Other .
Enter Receipts le'l Place TR# at Beqinning of Al Notes?
Year TrxDate Code Account Number Note ‘W "
016 [T2-Aug-2015 [ [0006-000-0000-000-00-00-00000 [
Accepted Receip I —— Yes
2016 12-Aug-2015 ADDLSEMER 6X0-000-0000-000-00-00-48323 3 800,00 Check 5305031 CANCEL
2016 12-Aug-2015 25IHARTF-A GSRP-000-0000-000-00-00-48562 1 100.00 Check 5305030 CANCEL
2016 12-Aug-2015 1SNMATNFIR GSR000-0000-000-00-00-48508 1 100,00 Check 5305029 CANCEL

Goo... Tendered  Cash Back Applied Total
) Username THERESA
i Batch 393
1-Betch Pay-Trx Date 12-Aug-2015 1000.00 1000.00
- Deposit Date 12-Aug-2015
Enter Receipts
\Year Trx Date Code Account Number Gty Amount Recefved
016 [T2-Aug 2015 | [P050-006-0000-000-00—-00-00000 [l
Accepted Receipts 5-Apply TRE 4-Copy Note
2016 12-PAug-2015 ADDLSEWER 6270-000-0000-000-00-00-48323 800,00 Check 5305031 CANCEL
2016 12-Aug-2015 251HARTF-A 6580-000-0000-000-00-00-48562 100,00 Check 5305030 CANCEL
2016 12-Aug-2015 1SHMAINFIR 6580-000-0000-000-00-00-48508 100,00 Check 5305029 CANCEL

Figure 5 Using an Edit Note as a Transaction Number

This number would appear in the Display column as a note. Now that the TR # is an option, sites may want to use
the TR # and use the notes field for other purposes specific to a given transaction.

Total Recordis) 1 Total for this Code 100, 00

g-Batch Info Caszh Check 100,00 Other Code@g TR# Z77-95
Chieck# Card# Explate 0000 Receipt F72.3 Mote: ABC-123

Figure 6 Both TR# and Note appear in Treasury Receipt History screen

When posted to the GL, the transaction history screen will show both the TR# and the notes field.

All Trx Co Transaction History All Trx Ca Transaction History
e Fevere QPO Bances: QPO Belarces
SubTyme  Postirg PO Balance as 01 ¥ Accoun Numbes PO Beterce s 0F
0000 000-00-00-#3323 Status fctive I 2703000000 -000-00-00 432
PULASKE ADIL SEER EXT GIFTS FundStatus At ive Il PULASKT ADIL SEMER EXT GIFTS
i
(i
== | _ zPosung | 3 User Bstch | 4 Reteranced | TixDse | i j 3romegs | Juser Buen | 4 Retersnces | giecous |
hetorances Line GL# TrxCods UserBats  Postings Amount Type Display - TR# Pfernces Lie Gle TrxCose UserBas  Pestngs Amount Type [
s35031 45 10 TROL 393 BRI 800.00 (R Zzz-%87 SWE03 45 10 P01 E 800,00 (R ABC-123

Figure 7 Display TR # selected Figure 8 Display Notes selected
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2.3. Applying a Transaction Number to a Posted Batch

A new process is available to apply a transaction number to a posted Treasury Receipts batch. To access this
function, select CollectionsP Treasury ReceiptsPApply TR# to Posted Batches. There is a new document in the
Collections Help Reference Library that describes how to use this feature.

Collections Help Reference Library

Reference Card

=====-== TREASURY RECEIPTS --------
Treasury Receipts

TR - Process Flow for Depts
Treasury Receipt Codes - Add. Delete Codes
Treasury Receipts Accounting Entries
Import Treasury Receipts

Apply TR# to Posted Batches 1

[ADM-AUC-RC-8291]
2.4. Treasury Receipt History Print List

To run this report, select Collections P Treasury ReceiptsP Treasury Receipt History Print List.

Optional: Enter Bill Year 2015
Optional: Enter Treasury Receipt Code Edit |n values:

Optional: Post Date Range (mmddyyyy) Fom: [ Te[
Optional: Deposit Date Range [mmddyyyy) Fom: [ Te[

Optional: Enter up to 9 User Batches Edit ||n values: N AdmReport
Optional: Include only Batches by this user [ [ <I_r_deptcodel>:
Optional: Enter up to 9 Department Edit_[[0values: -
Optional: Enter up to 8 Bank Codes Edit _|[0values:
Print Report as: @ Detail © Summary
Sort Report By: " Batch " Department © Deposit Date  Treasury Receipt C Payment Date |
Optional: Enter Pay-Tr< Date Range (mmddyyyy) From: | To: [ |
4 3
Runas & Preview ¢ Print  PDF £ Excel _I

If Printing use Duplex & Yes  No
Lookup 0K Cancel Clear All Cancel |
Figure 9 Before

When running the list, this prompt would appear. This has been corrected.

Figure 10 After
[ADM-AUC-RC-8293]
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ADMINS Unified Community Release Notes — Version 6.2
Revenue Collections September 2015

3. PARTIAL PAYMENT LETTERS

A year field is now required in the Partial Payment Letters selection prompt. The year will default to the value in
module control 4009, Billling Year.

System Module Control

Seq# Description Angwer

Billing Year (RE/PP/MV) 2015 1 Edit |

To create Partial Payment Letters, select CollectionsPPartial Payment Letters to display the steps menu.

Partial Payment Letters

Description Date Start
Restart Process
P Select Bills for Letters

Maodify Selected Bills
Exiit List
Erint Letters

When clicking on “Select Bills for Letters” the prompt will appear. The default year may be typed over with a prior
year when needed. This allows municipalities to issue partial payment letters for prior year bills.

: Task 4762: Select Bills for Letters =
Select Bills for Letters

Required: Bill Type @ Real Estate ¢ Personal Property

Required: Enter Pay Date Range From: | To: |

Enter Minimum Balance Due to select $x [1.00) |1

Run as & Preview ¢ Print “ PDF

If Printing use Duplex & Yes ¢ No
| 0K Cancel Clear All

Figure 11 Before

[N Task 4762: Select Bills for Letters
Select Bills for Letters
Required: Bill Year 2015] I
equired: Bill Type * Real Estate © Personal Property
Required: Enter Pay Date Range From: [ To: |

Enter Minimum Balance Due to select $x [1.00] ‘5[||]|]

Runas @ Preview © Print  PDF
If Printing use Duplex & Yes ( No

Lookup | 0K | Ccancel Clear All

Figure 12 After

[ADM-AUC-RC-8287]
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4. REPORTS

4.1. Retrieve Output Files Email Option Added

Prior to the software update, the Retrieve Output Files function offered options to:

View a Report Save & View a Report as a PDF
Print a Report Download a Report
1 eectivosiie | EEH Recounts Pausble _iSdecimociie | EEMl Reverue Collections
I 2 Select File. AP_Irwalid FY_ANTHEAC1].lis 2 Select File PartialPay Edit_THERESAL4).lis
3 view Report 5 Saverview POF 8 Downioad Report 3 View Report | 4 Email Repart FOF &
Figure 13 Before Figure 14 After

Now existing reports may be emailed as a PDF file to anyone with a valid email address (within the system or
external to the system). To use this feature, select Reports P Retrieve Output Files from the menu.

OTHER
I forgot to print my reports,, .

See the instructions in the Help Reference Library titled:

Click on Email Report and fill in the blanks (only the email address is required; the four notes fields are optional):

[N Task 360: Email Reports ]
Email Reports

Required: Enter Email Address |suppon@admins.com

Optional: Enter Note 1 [This note field is optional and will appear in the body of the email sent]
Optional: Enter Note 2 |

Optional: Enter Note 3 |

Optional: Enter Note 4 |

g N
Lookup | Cancel | CIBarAIIl

In the example above, the report will be sent as a pdf file to the email address support@admins.com. A message
will appear confirming that the report was emailed. The body of the email message will include the text “Please
find attached the report requested to be emailed” followed by any optional note text entered by the user.

In addition, the body of the email will include the complimentary close “Thank you” and the name of the user
sending the report as specified in the User Profile table in the AUC system. Finally, there will be a message
instructing the recipient not to reply to the message as it was automatically genrated from the system.
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Retrieve Output file E3
'0' Repart has been Emailed

September 2015
From: aucdev@admins.com Sent:  Tue 8/11/2015 12:51 PM
To: support
Cc
Subject: sending Report from AUC
1 Message | " PartialPay_Edit_ THERESA[1].PDF (6 KE)
lix]

Please find attached the report requested to be emailed

This note field is optional and will appear in the body of the email sent.

Thank you
Theresa Campbell

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

Figure 15 Example of email with an attached report

If you wish to print a retrieved report, you may do so by first clicking and then selecting

File| Print from the menu. This allows you to preview and confirm that you have selected the correct report

prior to printing.

4.2. Default Report Format

[ADM-AUC-SY-7966]

The default format for reports generated from commands is now PDF. This will make it easier for users to email

reports and allow for printing to any available printer.

5. INTERFACES/IMPORTS

5.1. Create Daily Delinquent List

Interfaces/Imports Treasury Receipt Code Upload
Treasury Receipk Code Conversion - Unified Comnm.

Create Unibank Daily Balance File
Create Bl Trust Daily Balance File
Create UniBank Ebiling Daily Balance File

ﬁ Create Daily Delinquent Lisk

[ADM-AUC-FM-8115]

To comply with MGL Chapter 40 Section 57, module control # 4088
was added to specify a delinquency cut off period. Prior to this, all
delinquent accounts were included on the Daily Delinquent List.
Now only accounts delinquent for the specified number of months
will be listed.

Seq®  Description

[ViewPoint] Minimum Balance for Delinguent Accounts
[ViewPoint] Bill Tumes to Check RE PP ME & FE #FP #ME

[ViewPoint] # Monthz prior to Today for Cut-0OfF

100,00
RE #PP #ME

Answer

[PEA-AUC-RC-1]
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5.2. Create UniBank Ebilling Daily Balance File

When uploading a motor vehicle commitment, a commitment with a sequence number of “0” (zero) was not
loading. This was corrected. To access this feature, select CollectionsPInterfaces/ImportsPCreate UniBank
Ebilling Daily Balance File.

Create UniBank Ebilling Daily Balance File

Include Real Estate / Personal Property Years

—_— RE Bill Year BE [ cneckio include Al Years ey B Year ol Chiscibax blank 10 exchase ram Sessction)
Collections FP Bl Year BOIS [ Checkio include all Years
Payments Create output file ac. 1 File & Saparate Fite(s)
Adjustments
Refunds [ -
Inclucle Motor Excise Years [ Checkio Inciude All Years and all commiments. (Create output as 1 File)

Uncallectables

Treasury Receipts Year Commmt# Seqi  Create output file as...

Cash Book 1 BoLE 7 [~ & 1File " Separate Flle{s) Desve Commts and Sef bank to sesct sl Com
2 @5 B3 [ ©1Fie ~ Su b . .
= s - Now commitments with
Partial Payment Letters 4 s =] & 1File .
[T » s o a sequence # of zero will
Q [
Tax Title 3 == - -
T s B | Separats F et
Deferrals 3 8 D00 o [~ & 1Fie  Saparate File(s) |oad properly‘
Reparts 3 9 poog 3}  Saparate Fite(s)
Tables 3 | wpd o & 1 File © Separats File(s)
Queries 3 .
Module Maintenance » Include Misc Billing Years
Interfaces/Imparts » Treasury Receipt Code Upload Year Cycle
Treasury Receipt Code Convetsion - Unified Comem, Wise Bill ] ™ Check o mclude Al Years [eave Bl Year i ycie and Checkbor bisrk to exchude from Seisction)

Create Unibank Daily Balancs File

4 Craste Dady Balarce Fils
Create Bill Trust Daily Balance File

Create UniBank Ebiling Daily Balance File

[PEA-SUP-SAPLAUC-288]

6. HELP REFERENCE LIBRARY

6.1. New or Updated Documentation
The following new or updated documentation was added to the Help Reference Library.

e TREASURY RECEIPTS Apply TR #s to Posted Batches
e OTHER I forgot to print my reports...
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