REVENUE COLLECTIONS

RELEASE NOTES — SEPTEMBER 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 19.3

Revenue Collections

1. PAYMENTS

September 2019

ADMINS added an error message to prevent removing batches that are not empty, added the ability to transfer
batches of any type to another user, and added a process to remove unused batches en masse.

1.1. Error Message when Removing a Batch with Transactions

[Enhancement]

A batch may be deleted by clicking Actions P Remove Batch. The system will not allow a batch
to be removed if there are transactions in the batch — even if the transactions net to zero.
See also section 7.1 Batch Query — Deleted Batches.

An error message will
appear when attempting
to delete a batch that

contains transactions.

Click on [OK], select the
transactions with the
[Edit] button, and use the

‘ [1 Clear Amounts] or

[Cancel Payment] button

to remove the

transactions.

Select Actions » Remove

Batch again once all

transactions are deleted

File Edit Ledgers PurchaseOrders AccountsPayable Fired Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
B ESE me+m g Q = @&
Collection Batch Entry (il et ez e
o Batch o7 Batch Type Edt Note Current Batch
Adtions Bank BOA OReceipt No text available Entered not equal Expected
Pay.Trx Date B~ Jun—2019 @® Adjustment Real Estate
Deposit Date BE-Jun-2019 OAOIS Tax Deferral
Motor Excise 1
 Aod Batch . Personal Property
xpected Entered Balance Tax Ttie
2 enter st Remove Batch Treasury Receipts
nter Adjust
Inactivate Record 25,00 ~25.00
-25.00 25.00
Edit List
& Submt Batch TR Edit List
Batch List
Cover Sheet [Vear [Bill=/TR Code _ [Description [ Payment Chara Ref
[E016 000007 -00 | | Edit
N\ i
| [AUC] 4000-Collection Batch Entry X
Quick List
7 Edit List
g P4003-Can only delete Unused Batch !
9 Batch Listing I oK & I
0 Goto Last Beh ‘ ‘ ‘
Active Lkup

from the batch.

[ADM-AUC-RC-8440]

1.2. Transfer Batches of Any Type [Enhancement]

Collections
Payments Batch Entry
Adjustments Bill Payment
Refunds Detail Payment

Uncollectables Treasury Receipts

fieztirficcenty Process Lockbox Payments

woow v v v

Municipal Lien Certificates Lockbox Batch History Inquiry

Partial Payment Letters

Mortgage Lenders Receipt Edit List

Tax Title Submit Batches

Deferrals Restore Batches

Reports Post Batches

Tables Transfer {unsubmitted) Batches ALL TYPES

Collections
Payments 2
Adjustments > Batch Entry
Refunds v Adjustment Entry
Uncollectables > Transfer Entry
Treasury Receipts >
A N Credit Balance Redistribution (Q2 - Q4)

Partial Payment Letters Edit List

Mortgage Lenders Submit Batches

Tax Title > Restore Submitted Adjustments
Deferrals > Post Batches

[Hpein ’ Delete Adjustment Entries
Tables >

Transfer (unsubmitted) Batches ALL TYPES

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Release Notes — Version 19.3
Revenue Collections September 2019

ADMINS added the ability to transfer any type of revenue collections batch. Select either Collections »
Payments P Transfer (unsubmitted) Batches ALL TYPES or either Collections P Adjustments P Transfer
(unsubmitted) Batches ALL TYPES. The new Select Batches to Transfer screen components are described in
the table below. The data may be sorted either by Batch Number (the default sort order) or by User by
clicking a column header to activate the column.

Component How Used
[1 Select All] This button will select all batches for transfer — placing a M checkbox in all records
in the Sel column

[2 Deselect All] This button will remove all checks from the [J boxes in the Sel column

Sel M or [ to select a batch to transfer, check the box;
to deselect a batch to transfer, uncheck the box

[4 Batch] The batch number to be transferred
[5 User] The user who currently owns the batch (not necessarily the originator of the batch)
Status The batches must be In Process and not Submitted or Posted to appear in the screen

for selection

Trx Date The transaction date as entered on the batch
Rec The number of transaction within the Receipt batch
Adj The number of transactions in the Adjustment batch
TR The number of transactions in the Treasury Receipt (departmental turnover) batch
[3 Transfer Once selections are made, click on this button to initiate the transfer
Batches]
= (AU 455 Select Bt o Tarter AL TVPES) erre] - x

File Edit Ledgers PurchaseOrders AccountsPayable Fived Assets HumanResources Budget Collections Tsx MotorExcise MiscBilling System Favorites Help

B ESE me s I =

Select Batches to Transfer (ALL TYPES)

Goto

P 1 Select All 2 Deselect All I 3 Transfer Batches I
4 Batch 5 User [status [Trc Date: Rec  [Adj [TR [Bank Batch Total] &
O i " iz [FLLY_BANK 700,00
] 5 User ] E [BANK OF AMERTCA 1 100,00
O | rerrocess R B |CHARLES RIVER BAMK 500,00
TS AN [r-Process 08-Jan-2013 1 |CHARLES RIVER BANC 50.00
EE] FNTHER [[nFrocsss 15-Jan-2019 [E [BANK OF AMERICA 1 150000
0|75t FERDT [[r—Frocess 10-Jan-2019 T [CHARLES RIVER BATK 5
0|52 THERESA [rFrocess 07-Feh-2019 [110 [CHARLES RIVER BAMK 6992.41
0|57 THEREGA [r-Process 1d-Fek-2019 T [CHARLES RIVER BANK 5.00
] RNTHER [[r-Process Z2-Feb-2019 |1 [BANK_OF AMERTCA 1 89263
0|70 THEREGA [[r—Frocess F5-Feb-2019 |16 [EATK_OF AMERTCA 1 711,00
0 [7&s COANN [rFrocess 15-Mar-2019 T |CHARLES RIVER EAMK 222.00
Ready up

Figure 1 The new Select Batches to Transfer (ALL TYPES) screen
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ADMINS Unified Community

Release Notes — Version 19.3

Revenue Collections

September 2019

In the example in Figure 2, four batches are selected for transfer to user Theresa:

o Select Batches to Transfer (ALL TYPES)
oto
1 Select All 2 Deselect All 3 Transfer Batches
Actions
Sel 4 Batcl 5 User Status [Trx Date Rec  |Adj [R
[0B06 14TRAN [HENDT [[nFrocess 06-Aug—2014 |2 ]
744 [CRMH [[nFrocess 08-Jan—2019 E 1 ]
e AT e Fromees TS i 7 Task 4466 Process Batch Transfers b
0 [ [COAHN [[nFrocess 08-Jan—2019 R Process Batch Transfers
O [r4e [RHTHER [n-Process 15-Jan-2019 2
JHERITY [n-Process 10~ Jan-2019 1 I Required: Enter Transfer TO User [[JITa= 39 | |Thm.,,;a
N [THERESA [[nFrocess 07-Fsb=2019 110 i
0[5 [THERESA [[nFrocess 14-Feb—2019 T i
0 [ [FTHER [T Frocess [E2-Feb-2019 [1 i
0K Cancel Clear All
Ready

Figure 2 Before transferring the batches

T R T —— T = Email will be sent to the:

©

[7] wendy Tarantola

Transfer process run by THERESA

| @ = -
Message
From: Wendy@admins.com
To: Theresa Campbell
cc
Subject The Following Receipt Batches have been transferred

The following Receipt Batches have been transferred

User Batch Total Entered From

080614TRAN 700.00 WENDY
744 100.00 LUANN
745 500.00 LUANN
751 .53 WENDY

*x¥please DO NOT Respond to this Message as it was System_Generated#

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

e user performing the transfer,

e user receiving the batch

e original owner of the batch
The email will show the User Batch
] number, Total Dollars Entered, the
g “From” user (if there are multiple
raEse batches originally owned by different
users, the email will come From the
first batch owner in the list), and the

“To” user for each of the transferred

batches. See Figure 3 for an example.

Figure 3 Sample of Email sent when transferring collections batches

Once the transfer is complete, the system will display the Collection Batch Entry screen.

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

File Edit Ledgers PurchaseOrders AccountsPayable

B SE e Q @ Fu

Fixed Assets

Humen Resources  Budget Collections Tax  Motor Excise  Misc Billng  System  Favorites  Help

Collection Batch Entry

- a X

Profile not restricted

Goto

Real Estate 2
Tax Deferral

Wotor Excise

Personal Property

4 Submit Batch

Batch Batch Type Edit lole
Bank @ Receipt No text available
Actons Pay-Trx Date O Adjustment
Deposit Date Oaors
TR
1 Add Batcn
Expected Entered Balance
Cash(Coins) 700.00 700.00
2 Enter Receipts Cash(Paper)
3Cc Sheet Check
over Sheel Star
Totals 700,00 700,00

Tax Title
Treasury Receipts.

Active

[ADM-AUC-RC-8422]
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ADMINS Unified Community Release Notes — Version 19.3
Revenue Collections September 2019

1.3. Bulk Remove Unused Batches [Enhancement]

ADMINS added a feature to remove

Bamored Lntsad BE Batchas unused collections batches en-masse.
- Batches created seven or more days
iesf’r'f‘;:’" - ago will be available to delete with
€813 €p Frocess -
T RN this process. To access the s'geps menu
Modify selected batches for removing unused collections
Edit List batches, click on: Collections »

Payments P Remove Unused RC Batches. The
command is also available under the Collections p
Treasury Receipts menu.

1.3.1. Restart Step Process

The first step on the menu restarts the process; click on the ® Yes radio button and then click on [OK] to

== [AUC] 4583-Retheresa] restart.
File Edit LedgountsPayable Fixed Assets Human Resources Budget Collections  Tax
B2 SE = I
B Task 4584: Restart Step Process X
Removed Unused RC Batches Restart Step Process
Goto... w Date Start Are you sure? O No ® Yes

Actions

Restart Step Process

Lookup Cancel Clear All

RCREMBAT-

1.3.2. Select Unused RC Batches

Removed Unused RC Batches B Task 4385: Select unused RC batches *

Select unused RC batches

Description Date Start End Success that were created 7 or more days ago

=P —2019 13:21339,59 13;21:42,53

unused RU baiches

Run as @ preview O Print - OPDF O Excel
If Printing use Duplex @vyes (O No

Lookup I 0K ;I Cancel Clear All
RCREMBAT-Single User

Running the [Select Unused RC Batches] will produce a report similar to the one shown in Figure 4.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 30



ADMINS Unified Community Release Notes — Version 19.3
Revenue Collections September 2019

& TedRE - RC_RemovelnusedBatches Edit THERESA[2].lis - O X

File Edit Format Options

[ Courer New = [e < Bl7|ujm~] =] =z
[

4588-RCREF:RCREMBATEDT .REP Printed 11-5ep-2019 at 15:28:31 by THERESA Page 1
Town of Admins
Edit List
Batch Trx Date Batch Owner Entry Owner Entry Date Entered Amt Batch Status
Batch Selected to be Removed
814 R 23-Jul-2019 DIMOND DIMOND 23-Jul-2019 Unused
755 R 11-Feb-2013 THERESA THERESA 11-Feb-2018 Unused
&07 L 28-Jun-2019 THERESR THERESA 28-Jun-2019 TUnused
808 R 28-Jun-2019 THERESA THERESA 28-Jun-2019 Unused
737 R 18-Dec-2018 WENDY WENDY 18-Dec-2018 Unused
758 R 25-Feb-201% WENDY WENDY 25-Feb-2019 TUnused
&0d s 27-Jun-2019% WENDY WENDY 27-Jun-2019 TUnused

Total 4Batches 7

Selection Legend:

Include: Only batches selected to be removed

Figure 4 Report of unused batches created more than seven days ago available for removal

Review the report; if any batches need to be excluded, click on the [Modify Selected Batches] button:

1.3.3. Modify Selected Batches

Removed Unused RC Batches
€l Description Date Start End Success
. Restart Step Process 23-Sep-2019 11:12:13.,49 11112116.,43
Select unused B tches | 03-Sep-2019 11:48:14,01 11:48:19,09
'Mn.difv se]ected batche_s —Sep-2019 11:48:27 .66 11:48:28.05
|
Remove selected RC batches
RCREMBAT-Single User up
Meodify selected batches
Goto...
Artinna v
Sel 4 Batch Type | 6 Pav Date 7 BatchOwner 8 Entry Owner  ||Entry Date Entered Amt|Batch Status ~
1 Steps R~ [16-Tlec—2018 |[HEMDY WERDT 16-Tec—2018 Urused
755 R [11-Feb—2015 [THERESA THERESA 11Feb 2015 Urused
759 R [25Fek—2013 [HENDY WERDY 25-Feh-2015 Unused
B0d A [27-Jun—2013 [HENDY WERDY 27-Jum-2013 Unused
B A [25-Jun—2015 [THERESA THERESA 28-Jum-2013 Unused
2 Select All ElE] A [28-Jun—2019 [THERESA THERESA 28-Jun-2013 Unosed
514 R [23-J01-2013 [DIMOND DIMOND 23-Ju1-2019 Unused
3 DeSelect All
v
Ready

Figure 5 The Modify Selected Batches Screen

There are three buttons available on the screen.

Button Description/How Used

[1 Steps] This button returns the display to the steps menu

[2 Select All] Select all batches with this button; then clear any checkboxes for batches that
should not be removed

[3 DeSelect All] Remove all the checkmarks [ from the Sel column using this button

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 6 of 30
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There are nine columns on the screen, described in the table below:
Column Label How Used

Sel M Click in the box to select the batch for removal; O clear the box if the batch
should not be removed.

[4 Batch] By default, the data is sorted by batch number.
Type The batch type — R for Receipt, A for Adjustment
[6 Pay Date] The batch was assigned a pay date when it was created; the data may be sorted

by pay date by clicking on this button

[7 BatchOwner] The current owner of the batch is shown in this column — the data may be sorted
by owner by clicking on this button

[8 Entry Owner] The originator of the batch — the data may be sorted by entry owner by clicking on
this button

Entry Date The date the batch was created

Entered Amount The dollar amount entered on the batch screen

Batch Status By definition, only batches with a status of Unused should appear on this screen

1.3.4.  Edit List

B Task 4388 Edit List *
Removed Unused RC Batches
Edit List
Description Date Start
Restart Step Process 93-Sep-2013 11:12:13,49 | | Include @ A O only Batch lected O Batches not selected
Select unused RC batches 23-Sep-2019 11:48:14,01
Moditgaeleciad o 23-Gep-2013 11:48:27 66

*H”" s @ Preview O Print O PDF O Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

Edit List |

RCREMBAT-Single User

Removd

Click on [Edit List] to view or print a list of the batches with information about which were selected. The
default selection for the edit list is to show

@ All batches; both selected and not selected for removal. Two more options are available:
© Only Batches selected will produce an edit list of only those batches selected for removal;

© Batches not selected will list only the batches not selected for removal.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 7 of 30
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@ 39~ ® RC_RemoveUnusedBatches_Edit_THERESA[3]xml - Microsoft Excel - o X
b TedRE - RC_RemovelnusedBatches_Edit THERESA[4is - 0o x v@ =@ %

Home  Insert  Pagelayout  Formulas  Data  Review  View

File Edit Formst Options

— 26 - = =
urer New + s
Courer Nev -] -] Bl7|u[m A B T 2 £ 5 S H =
Page 1 1 Batch Type Trx-Date Batch-Owner Entry-Owner Entry-Date Entered-Amt Batch-Status ||
2 Batch Selected to be Removed
3
i ———— 4756 R 2112019 THERESA  THERESA  2/11/2019 Unused
5 807 A 6/28/2019 THERESA THERESA 6/28/2019 Unused
6 808 A 6/28/2019 THERESA THERESA 6/28/2019 Unused
7 137 R 12/18/2018 WENDY WENDY 12/18/2018 Unused
8 759 R 2/25/2019 WENDY WENDY 2/25/2019 Unused =
9 804 A 6/27/2019 WENDY WENDY 6/27/2019 Unused
10
11 Total #Batches 6

13 Batch not selected

B 33-Jel-zois pimonn e Feaul-anis vnuaed 15 [814 R 7/23/2019 DIMOND DIMOND 7/23/2019 Unused |
Total #Batches 1 16
17 Total #Batches 1
18 A
H_€» 1] Rorembatedt /T3 4 Il Ll

tehes Ready | [Eom s O o)

Figure 6 The Edit List shows the batches to be selected for removal, and those not selected

1.3.5. Remove Selected RC Batches

Removed Unused RC Batches B Task 4389: Remove selected RC batches *
R | d RC batch

Description Date Start End Success

Restart Step Process 23-5Sep—2019 11:12:13,49 11:12:16.43
Select unused RC batches 23-Sep-2019 11:48:14,01/ 11:48:19,09

Modify selected batches 23-Sep-2019 11:48:27 66| 11:48:28,05 Run as @ preview O Print - O PDF O Excel

FTaI soer-2019) 11:56333,02 11:56:35,08 If Printing use Duplex @vyes O No
Remove selected RC batches Lookup — T

The last button in the steps menu will remove the selected batches. An list of the removed batches will be
created; it is available to Run as Preview/Print/PDF® or Excel® format. Preview/Print/PDF® format is
shown in Figure 7.

&% TedRE - RC_RemoveUnusedBatches_Edit THERESA[S].lis — O >
File Edit Format Options
|C0urierNew j |9 j B 7/ U|m~ := = == &
| ~
4539-RCREF :RCREMBATEST.REP Printed 11-5ep-2019 at 17:28:07 by THERESR Page 1
Town of Admins

Remove selected RC batches
Batch Type Trx Date Batch Owner Entry Owner Entry Date Entered AEmt Batch Status
Batches Removed
755 R 11-Fek-201% THERESR THERESR 11-Fek-2019 Unused
207 s 28-Jun-2019% THERESR THERESR 28-Jun-2019 Unused
208 L 28-Jun-2019% THERESR THERESR 28-Jun-2019 Unuszed
737 R 18-Dec-2018 WENDY WENDY 18-Dec-2018 Unuzed
759 R 25-Febk-2019 WENDY WENDY 25-Feb-2019 Unuzed
204 I 27-Jun-201% WENDY WENDY 27-Jun-201%9 Unused
Total #Batches &

W

Figure 7 Remove Selected RC Batches Report

[ADM-AUC-RC-8444]
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ADMINS Unified Community

Release Notes — Version 19.3

Revenue Collections

2. ADJUSTMENTS & TRANSFERS [Enhancement]

September 2019

Users sometimes accidentally duplicate an adjustment or transfer. To prevent this duplication, ADMINS

Collection Batch Entry Profile not restricted
Soto Batch Batch Type £t Note
Actions Bank [E0A Receipt [No text available Posted on 268-Jun-2019
. Pay-Trx Date E7-Jun-2019 en Real Estate 1
Deposit Date E7-Jun-2013 Tax Deferral
Motor Excise
1Add Batch

Personal Property
Expected Entered Balance Tax Title
Treasury Receipts

i Ta or Payment -7207 68 ~7207 68
From or Charge
Refund
Totals 7207 .68 -7207 .68
Toe 5 [fear [Bil*/TR Code  [Description Fayment Charas Refund )
oL Estate 018 [po10zi-00 7207 68 = |
1859588
Active Liup up

Figure 8 Existing Transaction in an Adjustment batch for Bill #001021-00

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

B SE me+m Q =B &8

Adjustment Entry
Geto-.. Batch g0z TrxMumber [ Note |
. Type 00 Year 0000 Code Date
Owmer of Record
SAdd by BilF | Q00000-00
Clear Fitter 6 Add by Owner
Restrict Add Type | |7 Add by Location
10 8 Add by Account - -
Restrict Add Year || 8Add by Parcel - -
£o18
Cur Int Date Net Billed Paid  CurBalance AdjustChg Adjust Pay  Adjusted Balance

[AUC] 4028-Adjustment Entry

Prior Adjustment for this bill exists. Do you wish to cancel this Add?

See TnedNumber 1839388
Clear Al

3 Quick List
4 Goto Batch Ves No
Info Views

Bill Total v

|

-- Added By Changed 28-Jun-2019 by THERESA Lkup up

Figure 9 Pop up when an adjustment for the bill exists

added error checking to
notify the user with a
message if there is work in
progress on an adjustment
batch. If an adjustment or
transfer exists for a given
Bill, the message will be
displayed, reference the
transaction number of the
other adjustment, and
offer the user the option to
cancel the transaction.

[ADM-AUC-RC-8433]
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3. REFUNDS [Fix]

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collectior

s ns Tax MotorExcise Misc Billing System
B G e »m B B S
Process Refunds Due

— Deseription Date Start End  Success

23-Jul-2019 12:19:52.53 12:19:52.53
24-Jul-2019 13:19:26.45 13:20:16.71

Restart Process

Actions.

24-Jul-2019 13:20:38,49 13:20:39.88
Edt List 24-Jul-2019, 13:20:46.07 13:20:d6.92
g Jul-2013 13:21:00,25 13:21:03.15

| Post Refunds (to A/R aniNP‘y IM’?O” L3:23:1E 20

Favorites  Help

RCREFDUE-Al Users uP

3

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

Access the Refunds menu by

Post Refunds (to /R and AP

Required: Enter Refund Date (mmddyyyy)

Required: Assign Youcher Batch to ‘THERESAﬁADMIN

| [Theresa Campbell - seconds

clicking on

Collections » Refunds ) un o0 @ FicgEHO B OPDF
It Printing use DUPlEX @ Yes O No

Process Refunds Due. =

o5 ] | concer

Clear All

Post Refunds Due

e
" Posting Terminated
Make another selection if
the user is inactive or invalid.

O User THERESA_ADMIN is inactive or invali
Choose another userto receive batc

_/17

Figure 10 Error checking on the Post Refunds step

4. TREASURY RECEIPTS

ADMINS made changes to the Treasury Receipts (TR) process:

September 2019

ADMINS added error
checking to the Post
Refunds process.

Before the software
update, an invalid
username could be
assigned to the voucher
batch, resulting in a blank
department code on the
batch. ADMINS would
have to fix the batch
before it could be
processed.

Now, if an entered
username is inactive or
invalid, a message will be
displayed. Click on [OK]
to return to the steps
menu.

Run the step again to
select a valid, active user
from the lookup.

[ADM-AUC-RC-8439]

a. Updated the template used for importing Treasury Receipts — see section 4.3 for details.

b. Optionally require notes— see section 4.2. Specific to each TR code. To ensure that users enter a
note on a TR entry —each TR code may require notes to be entered by the user. This will allow the
codes that are self-explanatory to not require notes. But codes where multiple receipts can be
applied to the same code can require a note to be entered to give more details.

c. Expanded the notes field — prior to this update, a maximum of 40 characters could be entered for
the note. This has been expanded to 80 characters. Examples are shown in sections 4.4 and 4.6.1.

d. Attachments option added - see sections 4.5 and 4.6. Now, to make researching a lot easier,

backup documentation can be scanned and attached to each treasury receipt.

e. Corrected a truncation issue on the Submit Batch Error report. See section 4.7 for details.

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

Page 10 of 30



ADMINS Unified Community Release Notes — Version 19.3

Revenue Collections September 2019

4.1. Treasury Receipt Codes—Summary Screen

== [AUC] 4008-Treasury Receipt Codes [theresa) — %

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

B SE W+ i QK2 = OE U

Treasury Receipt Codes

Goto....

Cash Account: B520-000-0000-000-00-00-10400
Override Cash Account:

o 1 Add Cn-deo 2 Delete Cn-d° 3 Edit List o 9 Error List e\!iew Accnun”iew TR Histn° Export Codes

Categories Columns Add

4 Year 5 Code & Description 7 Revenue Account# Cat1 Catz Act| A
“ 2 Detail T11FREIME |111 FIRE REIMB 1000-000—0000-000—00-00-43236

2020 1250EPOTRE |125 DEPOT ST PLANNING BD  [6580-000-0000-000-00-00-43655
2020 15HMAINFIR |15 NO MAIN ST - FIRE REVIEGSS0-000-0000-000-00-00-43508
2020 1EOHIGHCON |160 HIGH 5T - COM COMM REVERE0-000-0000-000-00-00-435%2
2020 160HIGHDPW |160 HIGH ST - DPW REVIEW &6550-000-0000-000-00-00-43623
2020 LBOHIGHPE 160 HIGH ST - PLANMIMNG BOABSE0-000-0000-000-00-00-48531
2020 160HIGHRR |10 HIGH ST = TPW ROAD INSE5S0-000-0000-000-00-00-436232
1B0HIGHSS  [1G047" T RLESEO-000- D000 S8

Actions

o o R
] I o O
dOOom o O =
I O

:IDEIEIDEID-‘|

| o o o

LA —u PEHRL o1 vVl el W]
(i,

|

-- Added 05-Jul-2019 By THERESA Changed 30-Aug-2019 by THERESA Active Lkup up

The buttons on the screen are described in the table below.

Letter Button Description

a [1 Add Code] Add a new treasury receipt code — the fiscal year and new code are
required:

B 7 [AUC] 4009-Treasury Receipt Codes [theresa] e

Add Treasury Receipt Code

Required: Enter Fiscal Year D
Required: Enter Treasury Receipt Code I:I

Lookup Cancel Clear All

b [2 Delete Code] Delete the selected code — the system will prompt for a
confirmation:

[AUC] 4009-Treasury Receipt Codes

o Do you really want to remove code 1618169 M for 2021 7

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 11 of 30
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c [3 Edit List] Produce an edit list of the Treasury Receipt codes. If no filtering is
used, all codes for all years will be listed.
8 Task 4402: Treasury Receipt Code Edit List 'Y
Treasury Receipt Code Table
Optional: Enter Fiscal Year D
Optional: Enter up to 9 Departments Edit 0 values:
Optional: Enter Fund Edit 0 values:
Sontiticportbhs @® Code O Department®? O Fund O Account#t O Category 1 O Category 2
Run as @ preview O Print - OPDF O Excel
If Printing use Duplex @ ves (ONo
Lookup Cancel Clear All
d [4 Error List] Produce a list of treasury receipt codes with errors.
B Task 4404: Treasury Codes Error List X

Treasury Codes Error

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

Lookup

Optional: Enter Bill Y¥ear |2g021

O PDF

List

(® Excel
) No

Cancel Clear all

The error list will show the year, code, code description, account
number, the account description, and the error code. The report

shows an error code legend at the bottom describing the error codes
and the action to take to resolve the error.

A B C D E F
1 Year Code Description Account Number Description Error Code
2 2021 12STEP 0000-000-0000-000-00-00-00000 il
3 2021 1R 26 PEARL ST RENTAL-METR 0000-000-0000-000-00-00-00000 1
4 "2021 41600 0000-000-0000-000-00-00-00000 1
5 2021 ATL FENCE ATLANTIC FENCE SUPPLY 6580-000-0000-000-00-00-48659 4
6 2021 EXPVENADJ EXPENSE (VENDOR ADJUST/REF/REIM  0000-000-0000-000-00-00-00000 i
7 2021 PEARLEPA PEARL ST MILL BROWNFIELD EPA GRT  0000-000-0000-000-00-00-00000 1
8 '2021 PLANAPPFEEPLANNING BOARD APPLICATION FEED  0000-000-0000-000-00-00-00000 “
9 2021 REEDRENT M.J. REED RENTAL 0000-000-0000-000-00-00-00000 1
10 2021 RELEAF MASS RE-LEAF TREE GRANT 0000-000-0000-000-00-00-00000 1
11 2021 SETB-GRANTSETB (POL EMERG TRN GR) 0000-000-0000-000-00-00-00000 1
12
13 Error Code Legend: Action:
14
15 1 Warning: Account# is blank on TR code  Update account# on TR code, as needed
16 2 Warning: Status is not Active on TR code  Click Actions > Activate record on TR Code
7 3 Error: Bill Category is invalid. Contact ADMINS Support for assistance.
18 4 Account number not a valid GL account#  Update Chart of Accounts ~ OR ~ change acct# on TR Code

[View Account]
primary account.

Displays the Account Balance Inquiry screen for the selected code’s

Account
Goto

Type
Sub Type
Status

Reverve

Balance Inquiry - Period Breakdown
Posting

Active

s Account Number Description Fund Status  Active
| FER [1000-006-0000-000-00-00- 43236 141F REIMBURSEMENTS Last Trxin FY
Adj Debits Credits. Remaining Balance
Actuals [ [ [ [ [
Work In Progress | J ] [ [
Kl L L Ll i L L L L L L L L L Ll S,

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

Page 12 of 30



ADMINS Unified Community Release Notes — Version 19.3

Revenue Collections September 2019
f [View TR History]  Displays the treasury receipt history for the selected code and fiscal
year.

Treasury Receipt History

Goto,

Ackans ‘ Year EEEW Code [ITIFFETFE 111 FIRE RETMB Page
scarLe
0-Excel

e 2-Batch 3 Receipt 4-Pay Date 5-Code €T Number -TRé

[Pay Date T [Account Number Batch] Payment Hote, [Ftach
[03-52p-2013 1859683 [1000-000-0000-000-00-00-43236 819 50,00 |required note ATTACH
[30-Aug-2013 1859681 [1000-000-0000-000-00-00-43236 918 47,50 [Ganple Lire note that holds o naxi | ATTACH

Total Record(s) 2 Total for this Year & Code 97,50

& Batch info Cash  Check §0.00 Other Code CK TR®  #Attachmments More

Check#  Card#  Explate 0000 Receipt d63d6 Note: recuired note

Ready

g [Export Codes] The export may be limited to a single fiscal year, or codes for all
fiscal years will be included on the spreadsheet.

B Task 4413: Export Treasury Receipt Codes X

Export Treasury Receipt Codes

Optional: Enter Fiscal Year I:I

Run as @) Excel

Lookup Cancel Clear All

The [Export Codes] button produces an Excel® spreadsheet. The
“Note?” Column was inserted before the first category column. A
“Y” in this column indicates that each time the code is used, a note
must be supplied. See section 4.2 for details.

B2 - Jf- | 111FREIMB

A B (& D E G f
1 |Year Code Description GLPost? OvrRide? Note? Categ_#1 Caf
2 [2020 [111FREIMB _111 FIRE REIMB Y Y Y f
3 2020 125DEPOTPB 125 DEPOT ST PLANNING BD Y Y N
4 2020 15NMAINFIR 15 NO MAIN ST - FIRE REVIEW Y Y Y
5 (2020 160HIGHCON 160 HIGH ST - CON COMM REVIEW Y Y N f
9 |2020 | 160H ICON_[1160 HIGH ST - CON COMM REV v v ‘
4 4 » ¥ | Redepcodexp ¥J
Ready

/
h [8 Detail] Displays the detail screen for the selected TR code — see section 4.2.

4.2. Treasury Receipt Codes Table—Detail Screen — Require Line Note?

To require that notes be entered on treasury receipts, the Treasury Receipt Codes table includes a “Require
Line Note? M” optional checkbox.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 13 of 30
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Treasury Receipt Codes
Goto...
Actions Cash Account 2 #%—000-0000-000-00-00-10400
Override Cash Account
Year Eozo Do Not Post? [~ Default
Code [BEIFZSI0N [111 FIRE REIMB Allow Override? [V Amount
| -- Added 06-Jun-2019 By P Changed 30-Aug-2019 by MUPDEYS | Lkup ’ﬁ

Treasury Receipt Codes

Goto...

R Cash Account B530-000-0000-000-00-00- 10400
Override Cash Account
Year 2020 Do Not Post?  [] equire Line Note? Default
Code |[EEITZSEN [111 FIRE REIME Allow Override? Check this box 1o Amount
require user to
enter a line note on
Dept receipt screen.

Figure 11 Before & After

If the code has the Require Line Note? M Box checked, a line note is required each time the code is used. In
the example, the 111FREIMB Require Line Note? M Box was checked. Any time the code is used, a line note
(maximum of eighty characters) will be required.

4.2.1. Treasury Receipt Code Edit List

A B ) Q AJ AK AL AM The edit list includes the
1 Year Code Override Department [Entry User Entry Date Change User Change Date new column. On the
2 2020 111FREIMB Y THERESA 7/5/2019  COPYTABLES 7/5/2019 ® . .
3 :2020 125DEPOTPB Y THERESA 7/5/2019 COPYTABLES 7/5/2019 Excel_ V_erSIOn’ the line
4 2020 15NMAINFIR Y THERESA 7/5/2019  ANTHEA 8/27/2019 note indicator shows
5 2020 160HIGHCON Y THERESA 7/5/2019  COPYTABLES 7/5/2019 before the Entry User
6 2020 160HIGHDPW Y THERESA 7/5/2019  THERESA 7/5/2019
column.
Figure 12 Before & After
A B P Q AJ AK AL AM AN

1 Year Code Override Degartment [LineNote Entry User Entry Date Change User Change Date

2 2020 111FREIMB Y Y THERESA 7/5/2019  THERESA 8/30/2019

3 2020 125DEPOTPB Y THERESA 7/5/2019  COPYTABLES 7/5/2019

4 2020 15NMAINFIR Y Y THERESA 7/5/2019  ANTHEA 8/27/2019

5 2020 160HIGHCON Y THERESA 7/5/2019 COPYTABLES 7/5/2019

6 2020 160HIGHDPW Y THERESA 7/5/2019 THERESA 7/5/2019
4402-RCDEPCODEDT .REF Printed 30-Aug-2019 at 15:06:32 by THERESA Page 1

Town of Rdmins
Treasury Receipt Code Edit List

Sorted By: TR Code l
FY Code Description Default Account Number & Description :E;m:niiﬁ Def Amt Department
:E:Z 111FREIMB 111 FIRE REIMB 1st Credit: 1000-000-0000-000-00-00-43236 111F REIMBURSEMENTS — R f 000 - ;::: ;:::Z
2020 125DEPOTPB 125 DEPOT ST PLANNING BD 1st Credic: 6580-000-0000-000-00-00-48655 125 DEPOT ST PLANNT - 000 b 4 s
2020 1SNMAINFIR 15 NO MARIN ST - FIRE REVIEW 1st Credit: 6€580-000-0000-000-00-00-48508 15 NORTH MAIN ST - - — — - - — 000 ¥ ¥ 2
2020 160HIGHCON 160 HIGH ST - CON COMM REVI lst Credit: €580-000-0000-000-00-00-485982 160 HIGH ST -Ccowc = === - - - 000 b4 A
2020 160HIGHDPW 160 HIGH ST - DPW REVIEW & 1st Credit: 6580-000-0000-000-00-00-48623 160 HIGH ST - DFWR = === - - - 000 Y S
2020 160HIGHPE 160 HIGH ST - PLANNING BOAR lst Credit: 6580-000-0000-000-00-00-48591 160 HIGH 5T - PLANN @~ - - - - - — 000 b 4 s

Figure 13 Treasury Receipt Code Edit List — Print/Preview/PDF® output format

In the Print/Preview/PDF® format, the new “Line Note” column is the third to last column on the report —
before “Stat” and “Chg User”.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 14 of 30
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4.3. Importing Treasury Receipt Codes [NEW TEMPLATE!!]

If uploading Treasury

Treasury Receipt Code Upload Receipt codes, get the new
Goto... _—
Qiﬁi”ﬂ“g” Date Start tem Iate
femE I Email Template to User | P
Upload Treasury Receipt Codes before
attempting to
upload new
RCCODUPLOAD-Single User Up

codes.

The template now includes a new column for the field to mark the code as requiring a note “Y” or not “N”.
Blank values will be set to “N”.

A B [ D E F
Allow User
Override of Require User
this account to enter a Line

on the Note on the
Depatment Post to the deptartment department
Code General Ledger receipt screen receipt screen
(Max 10 [Y/N?] Blank  [Y/N]? Blank [Y/N]? Blank
Bill Year characters values will be values will be values will be
1 | (#5H REQUIRED) REQUIRED) Description (Max 40 characters) setto N. setto N. setto N. Ca:
2 BILYER DEPCOD GENDES PGLCBX OVRCBX REQCBX 1TE
3 .
4

Figure 14 Upload Treasury Receipt Codes Template Change

4.4. Entering Treasury Receipts with Line Notes Required [Enhancement]

When entering a treasury receipt, if the code requires a Note to be entered, the screen will indicate so with a

* Note Required * message in red above the line note field. The note field holds a maximum of eighty

characters; the entire eighty characters will not be visible due to screen size limits; scrolling is available to
view the entire

Treasury Receipts H
y Recelp note. If a note is
2-Edit Note Tendered Cash Back Applied Total -
P Usemame THERESA No text available Cash-Coin req U I red y the [3
Batch 818 Cash-Paper
et PayTrxDate  30-ug-2019 Check 2475.00 25.00 25.00 Accept] button
- DepositDate  30-Aug-2013 Other .
Enter Receipts will not be
Year TrxDate Code Account Humber Note * Note Required * Qty Amount Received CI |Ckab|e unt' I
[2020 [30-Aug—2019 [L1IFREIME  [L000-000-0000—-000-00-00-43236 Banple lire mote that holds |1 .
Sample line note that holds a maximum of eighty characters the note IS
Accepted Receipts 5-Apply TR# 4-Copy Note
entered.

Before note is entered

I 3-Accept | : After note is entered )

Figure 15 Treasury Receipt entry screen with a code that requires a line note

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 15 of 30
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Treasury Receipts
Goto.. 2-Edit Mote Tendered  Cash Back Applied Total
X Username THERESA No text available Cagh-Coin
Actions Batch 818 Cash-Paper
P Pay-Trx Date 20-Aug-2019 Check 2000, 00 500,00 GO0, 00
- Deposit Date  30-Aug-2019 Other
Enter Receipts
Year TrxDate Code Account Number Note Qty Amount Received
2020 Bo-Aug—2019 | OGO-000—0000-000—00—00-00000 [ | 3-Accept
Accepted Receipts 5-Apply TR# 4-Copy Note
Year |Trx Date Code Account Number ‘Note |Qty Amount|Pmt Typ Tre=|Cancel Attach
2020 [30-Aug-2019 [WSTRAFFIC |5RE0-000-0000-000-00-00-48515 Sample line note |1 427,50 [Check 18559682 | CANCEL | ATTACH
2020 [30-Aug-2019 [111FREIME  [1000-000-0000-000-00-00-43236 [Sample line note §I 47 .50 [Check 18556581 | CANCEL | ATTACH
2020 [30-Aug-2019 [ABANDON  [5140-000-0000-000—-00-00-25200 Sample line note that holds a maximurm of eighty charactersi39580 | CANCEL | ATTACH
up

Figure 16 To view the full line note, click in the field to reveal the hover text

To copy a note from one line to the next, use the [4-Copy Note] button.

4.5. Attaching One or More Files to a Treasury Receipt [Enhancement]

In addition to expanding the Notes field, attachments may now be included on any treasury receipt. Once a
receipt is entered and accepted, the new [ATTACH] button will be available. Clicking on [ATTACH] will
display the new Attach Documents to Departmental Receipt Screen. Up to 200 attachments are allowed for
each receipt.

Attach Documents to Treasury Receipt

Goto...
e Year 2020  Tr-Date  03-Sep-2019 Code 111FREIME 111 FIRE REIME

Account 1000-000-0000-000-00-00-43236
Line Note reimbursenent. 12 mill lane

Seq® [Description Filename Buttons ~
Ceiplle st Tale 16955_20161 101123543 _00190807 144933 o0 Wiew& i &Memm
° 0 Entry o 6Add Attachment

Ready EOF UP

Actions

Figure 17 The [6 Add Attachment] Button Allows Supporting Documents to be Attached

This screen is captive to the specific receipt that was selected when the [ATTACH] button was clicked on the
Treasury Receipt Entry screen. Moving to another receipt requires returning to the [0 Entry] screen and
selecting the receipt, then clicking on the [ATTACH] button. All buttons on this screen are described below;
the letters in the first column correspond to the letters in Figure 17:

Key Button Label How Used
a [0 Entry] To return to the treasury receipt entry screen

b [6 Add Attachment]  Add an attachment to a treasury receipt. The file to be attached should be
located on a network drive that is always available; consult the local system
administrator.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 16 of 30



ADMINS Unified Community
Revenue Collections

Release Notes — Version 19.3
September 2019

Key Button Label How Used

C [7 View] To view existing attachments, in whatever format is associated with the file
type (for example, .cSV will open in Excel®, PDF® will open in Adobe
Acrobat®)

d [8 Email] To email an existing attachment, with notes, to any email address; a copy of
the email will be sent to the person initiating the email if they have an email
set up on their user profile

e [9 Remove] To remove attachments that were added in error or are no longer needed

4.6. Treasury Receipt History [Enhancement] The treasury Receipt

History screen shows

Treasury Receipt History by Batch

Total Record(s) 3

Total for this Batch 400, 00

the notes for 1.) each

Goto. .
o ‘ transaction (hover
ons Batch Page
=i over the note to see
0-Excel
(s the full note); 2.) an
1-Year 2-Batch 3-Receipt 4-Pay Date 5-Code 6-Trx Number T-TR#
[ATTACH] button on
[vear Pay Date Trx#lh:munt Number Payment Amt|(Transactions Note |Attach . .
(2020 [111FREIME  [30-Aug-2019 [1859681 |10007000700007000700700743236 47,50 [Sample line note that holds a m | ATTACH
(2020 [ABAMDON [20-Aug-2019 1859680 [3140-000-0000-000-00-00-25200 25.00 Mote required ATTACH eaCh Ilne to dlsplay
(2020 [WSTRAFFIC [30-Aug-2019 [1859682 [E580-000-0000-000-00-00-48515 427 .50 [Sample line note that holds a m | ATTACK the attachments

screen, and 3.) shows
the number of

&-Batch Info Cash Check 47,50 Other Code CK TR# 8675309 #Attachrments 1
Check# Card# Explate 0000 Receipt 46339 Mote:; Sample line note that holds attachments in the
Y screen note area at the
4.6.1. Treasury Receipt History P [0 Excel] bottom of the screen.

To view the full text of the notes, select the [0 Excel] button. This button creates a quick list of the
transactions in the batch and includes any notes.

6
7

3 [2020 ABANDON 30-Aug-2019 30-Aug-2019 1,859,680 5140-000-0000-000-00-00-25200 ABANDONED PROPERTY/UNCLAIMED B8
4 2020 WSTRAFFIC 30-Aug-2019 30-Aug-2018 1,859,682 6580-000-0000-000-00-00-48515 W/ S (SHOPPES @ BELLINGHAM) TRAFFIC RE 'B18.

25.00 Note required

# Records 3 500.00

(3] Microsoft Excel - TR_History_ByBatch THERESA[!]xml - O X
N27 - %
A B c b E F G H I J K L ) N o

1 Year Code Pay Date  Deposit Date Trx #  Account Humber Account User Batch Pay Amount Trx Note
2 2020 111FREMB  30-Aug-2019 30-Aug2019 1839681 1 111F s 318, 47.50 Sample line note that holds a maximum of eighty characters  THERESA BOA

427.50 Sample line note that holds a maximum of eighty characters

User  Bank Cateqory 1 Cateqory 2 TR#

-
"857530:
67530

"8575308

v
[

THERESA BOA
THERESA BOA

8
H v W] Rchisexcel batch /#J L

Ready |

[EEm 1 o

U

»
(+)

4.6.2.

Treasury Receipt History Attachments Screen [Enhancement]

This screen is specific to the receipt that was selected when the [ATTACH] button was clicked on the
Treasury Receipt History screen. Moving to another receipt requires returning to the [0 History] screen,
selecting the receipt, then clicking on the [ATTACH] button. All buttons on this screen are described below;
the letters in the first column correspond to the letters in Figure 18.
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Treasury Receipt Attachments

Goti
- Year 2020 Tre-Date  30-Aug-2019 Code WSTRAFFIC W 5 {SHOPEBELL )TRAFFIC

Account 65830-000-0000-000-00-00-48515
Line Mote Sample line note that holds a maximum of eighty characters

Seq# |Description Filename Buttons ~
Corrected and omitted =zample 1099 1099MizcCorrectAndOni tted , pdf 7 View & a Emai& 9 Remove
- i

Tax delinguent list Tax_Delinguent .csv

Actions

© 0 History ©  siddattachment

Ready

Figure 18 The Treasury Receipt Attachments History screen

Key Button Label How Used
a [0 History] To return to the treasury receipt entry screen

b [6 Add Attachment]  Add an attachment to a treasury receipt. The file to be attached should be
located on a network drive that is always available; consult the local system
administrator.

C [7 View] To view existing attachments, in whatever format is associated with the file
type (for example, .cSV will open in Excel®, PDF® will open in Adobe
Acrobat® )

d [8 Email] To email an existing attachment, with notes, to any email address; a copy of

the email will be sent to the person initiating the email if they have an email
set up on their user profile

e [9 Remove] To remove attachments that were added in error or are no longer needed

[BLG-SUP-SAPLAUC-1215]

4.7. Submit Batch Error Report [Fix]

When processing treasury receipts, if
there are errors in the batch, a report of
the errors is produced, with an error
code column and legend describing the
error. The Code column holds the
Treasury Receipt Departmental Code,
containing up to ten characters of data.
Prior to the software update, the column
was limited to five places.

Figure 19 Before - the Code column displayed five characters
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ADMINS increased the size of the column to accommodate the entire code. This matters if there are multiple
codes with the same first five characters, as shown in Figure 19; the codes are not differentiated on the
report.

= -] B|s|ufm~

160HICHRR

160HIGHSS

Figure 20 After - the Code column displays the entire code

Displaying the full ten characters as shown in Figure 20 clearly identifies which codes have an error.

[ADM-AUC-RC-8437]

5. REPORTS

ADMINS now allows the Balances as of (Trial Balance) report to be run for multiple bill years and enhanced
the refund history report to provide more complete information regarding refunds.

5.1. Collection Reports P #4705 Balance as of (Trial Balance)

[Enhancement]
ADMINS added the option to run the report Repor Libary Colectrs
for multiple years. Enter the same year in -
the “FROM” and “TO” Bill Year Range fields sy ———
to run the report R SRR TTINLALGIITE iy
for a single year. it e e o
If the report is run ?‘?.'.?le
foryears 2016 —  [mimm e o il S
2018, all of the o —

Run 35 & Preview O Print

2016 data will be i
shown, followed
by a total, then the 2017 data with a total, and

the 2018 data with a total.

NOTE: While the report runs faster now for a single year, running the
report for multiple years will take more time than when running it for a
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single year.
) - |= BalanceAsOf_10_06302019_4705_THERESA[4]xml - Microsoft Excel — O *
Home Insert Page Layout Formulas Data Review View @ @ o B ER
us1 - L Some Columns Hidden M
E F G | J K L ] N o P [+ 5 T |
ptegory Description Charges Abatements Deductions Adj-Oth Deferrals TaxTaking Refunds Payments Balance Bankruptcy Bal GL Balance =
Tax 52.88 2437 -48.74 25.32 3.19 3.19
Advertising Fee 51.1 51.1 -102.02
Posting Motices 40.00 40.00 -80.00
Demand 5.00 5.00 -10.00
Ad Prep Fee 10.00 10.00 -20.00
0 7.68 -18.57 -0.40 0.41 0.41
Total Bill Year: 2016 2 136.06 21733 2492 360 360
Tax 144,066.53 1,053.85 6,515.13 -18,848.75 §0,170.12  70,507.94 70,507.94
Water Lien 5,096.82 453.00 -453.00 165363 344319 3,44319
Sewer Lien 3,026.27 382785 284348 2,543,438
Trash Lien 218, 255.00 -255.00 935.00 1,284.00 1,284.00
Demand . 10.00 -15.00 30.00 110.00 110.00
5 1,585.54 -2,635.51 452875 33483 33483
ITotal Bill Year: 2017 E? 1,063.85 8,822.67 -22,208.36 68,101.29 78,323.24 78,323.24 =
Tax 807 44554 547.20 10,795.55 7,597.03 -7,587.03 5565,821.90 330,181.99 543.50 330,181.99
Water Lien 43,04875 1,141.04 -1,141.04 25501.03 16,147.72 16,147.72
Water Ln CI 6,068.36 159.73 -158.73 361582 244844 2,445 44
Sewer Lien 20,258.00 1,055.29 -1,055.29 10,801.78  §,356.22 9,356.22
Sewer Ln Cl 2,802,385 241.05 -241.05 1,43483 145775 1,467.76
Trash Lien 23,097.0% 555.00 -555.00 1778677 531032 531032
Title 5 Bett 1,336.30 1,336.30
Thle 5 Bett CI 761.69 720.87 40.82 40.82
ADS Tax 812082 812082 812082
ADS CPA
Demand 875.00 15.00 -15.00 175.00 700.00 700.00
Tax Interest 16,992.66 §95.41 -595.41 16,504.57 87.99 87.99
W’ i 00 50.00 L 4
Total Bill Year: 201 8'80 647.20 10,795.55 11,459.55 -11,459.55 645,652.87 373,862.18 543.90 373,862.158
b M| Rctrnhis_bycat_asof %3 - 4 [ 1l
. || tome >

Figure 21 Balance as of a date (Trial Balance) run for multiple years, summary option chosen

[ADM-AUC-RC-8445]

5.2. Transaction Reports P #4690 Posted Transactions — Refund History

File Edit

Goto

Actions

Report Categories
1 Collecti

4 TT / Deferral Reports

ol

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

=

T
o

In

Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources  Budget Collections Tax Mot

BRE S a8 me»m &

m]

Faverites  Help

Report Library Transaction History

463 1-Revenus

Sumnary - by Category. Tupe. Date

Report | A

Run

Run

[4632-Revenus

Samnary - by Tupe. Date, Catezory

Run

[4633-Revenus

Samnary - by Category, Vear. Tups

Run

[4636—Reyvenus

Tetail - by Category, Vear, Ture

Run

4637 -Revenus

Stmnary Category - By Tups ard Vear

Run

[4098-Posted Receipts - by Date. GL#

Run

[4096-Fosted Receipts — by Date. Batch#. Bill#

Run

[4527-Fosted Receipts — by Date. Category

Run

= fiome

=

Run

a0
(de90-Posted Transactions - Refund History [

Run

Run

4726-Posted Tranzactions — Batch Selection

Run.

147 105

s — by Deposid

—_—

RCRPTLIBTRX

X

Data provided on the report
may be used to query the
General Ledger transactions
related to the refund. Select
Collections P Reportsh
Report Library

[2 Transaction Reports] to
run the report.

The system will display the
prompt shown in Figure 22.
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W Task 4690: Posted Transactions - Refund History

Refund Transaction History

Required: Enter Bill Type ‘Real Estate

Required: Enter Effective [Pay/Tr<] Date Range From: ‘|]3|]1 2018 |Tu: ‘I]33I]2I]1B
Optional: Enter Bill Category Edit ‘I] values:

Print Report as: O Summary ® Detail

Run as O) preview O Prict OPDF @ Excef
If Printing use Duplex @ vyes O No

Lookup Cancel Clear All

Figure 22 Refund Transaction History Report options prompt

September 2019

Bill Type and Effective Date
Range are required fields. Up to
nine optional Bill Category
selections may be entered directly
or selected from the lookup. The
columns on the report are
described in the table below.

Header _ Description/How Used |

Bill Category Bill Category (10=Real Estate, 20=Motor Excise, 30=Personal Property, etc.,)

Pay-Date Date the refund

Year Fiscal Year of the refund

Bill # The bill number affected by the refund

Trans # The transaction number assigned by the system when the refund is created

AP Batch The accounts payable batch number (1] containing the voucher

Voucher # The voucher number used to pay the refund

Vendor # / Remi The vendor number and remit number used on the voucher

Vendor Name The vendor name used on the voucher and subsequent check

Voucher Date The date of the voucher used to pay the refund

Check Amount The dollar amount of the refund

Category Tax, interest, fees, etc., - there may be an amount for multiple lines

Voucher-Status The status of the voucher used to pay the refund. (e.g., Closed, Open, In
Progress....)

The report example as run to Excel® is shown below. The report includes a total by © batch number.
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& =9~ |= RefTrnHis_4690_THERESA[3]xml - Microsoft Exce
Home Insert Page Layout Formulas Data Review Wiew
P50 - F
A B C D E F G H | J K L W
1 Type Pay-Date Year Bill-# Trans-# AP-Batch Voucher# Vendor#/Remit Vendor-Hame VoucherDate Check-Amt Category Voucher-Status
2 fin 31192018 2018 001983-00 1,771,329 REF15157 421,723 026835-1 32018 49.87 Tax Closed
3 49.87 Bill-Total
4
s Mo 219/2018 2018 002156-00 1,771,330 REF15157 421,724 026837-1 w2018 260.91 Tax Closed
] 860.91 Bill-Total
T
g Mo 2192018 2018 002584-00 1,771,331 REF15157 421,725 026832-1 w2018 254.04 Tax Closed
9 B854.04 Bill-Total
10
11 Fo 3192018 2018 002735-00 1,771,332 REF15157 421,726 026835-1 IW20E 19,384.88 Tax Closed
12 19,384.59 Bill-Total
13
14 o 31902018 2018 005531-00 1,771,333 REF15157 421,727 026840-01 Y2018 18.37 Tax Closed
15 18.37 Bill-Total
16
17 Mo 3/18/2018 2018 005703-00 1,771,334 REF15157 421,728 026841-01 3M9z018 380.56 Tax Closed
18 360.56 Bill-Total
19
20 Mo, 9/2018 2018 006503-00 1771,335 REF15157 421,729 026842-1 32018 1,118.00 Tax Closed
21 1,116.00 Bill-Total
22
23 10 31192018 2018 007077-00 1,771,336 REF15157 421,730 026843-01 3Mw2018 1,572.42 Tax Closed
24 1,672.42 Bill-Total
25 —_—
26 Mo 2192018 2018 007105-00 1,771,337 REF15157 421,731 026844-1 w2018 1,282.78 Tax Closed
27 1,282.78 Bill-Total
28
25 Mo 2019/2018 2018 007128-00 1,771,338 REF15157 421,732 026845-01 2018 1,508.28 Tax Closed
30 1,508.38 Bill-Total
3
3z Mo 31912018 2018 007549-00 1,771,339 REF15157 421,733 026845-01 Y2018 2,068.32 Tax Closed
33 2,066.32 Bill-Total
34
35 0 31912018 2018 007706-00 1,771,340 REF15157 421,734 026847-01 Y208 1,762.03 Tax Closed
36 1,762.03 Bill-Total
37
38 o 31192018 2018 007755-00 1771341 REF15157 421,735 026843-1 32018 2,268.43 Tax Closed
39 2,269.43 Bill-Total
40 | |
41 33,126.00 Total Batch: REFE56
42 | |
43 33,126.00 Total Bill Year: 2018
44
45 33,126.00 Grant-Total
45
47  Selection Criteria:
42 Bill Type: 10
49 Pay Dates: 03012018 to 03302018

Figure 23 Report as run to Excel®

Voucher #421730 highlighted in Figure 23 illustrates the queries described in section 5.2.1.

5.2.1. Using Data in the Report as a Basis for Transaction Queries

Using the data available on the report, acquire information using the Ledgers » Queries » Transaction
History screen. In the example shown in Figure 24, the AP Batch @ number is used on the [User Batch] tab
to find the general ledger transactions related to the refund batch of accounts payable vouchers.
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== [AUC] 1110-Transaction History [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise

B S e BN

Misc Billing  System  Favorites Help

x

Select [3 User Batch] and
enter the AP Batch number;

in this example, REF151157.

Voucher #421730 is
highlighted in Figure 24.

Al Trx Co Transaction History
Goto.
fEnTs Type RAsset 0 PO Balances.
FY  AccountNumber Sub-Type Posting K PO Balance as Of
ERER) [0 100-000-0000-000-00-00-10400 Status Active
6 Drill Down CRSH, UNRESRTICTED,. TRASH Fund Status  Active
7 Acct Bal Inquiry
8 Excal

9 Excel by Date. Acco 2 Postina# m 4 Reference#® STrx Date:
[Tox Date Reference#| Line| _ GL¥| TCode] _ User Bat#| Posting# Amount]Type | Display - Vendor
[01-Jul-2019 1 1 1] GLa2 8869700 8269700 69650174 BB
[01-Jul-2019 1 1 1] G2z BE6I702 869702 £96501.74 (BB
[01-Jul-2013 1 1 1] GL2Z 563706 EEEERE 636501,74 [BB
[01-Jul-2019 1 1 1] GL22 BEEIT1E BBEI7 16 696501, 74 [BB
[01-Jul-2019 1 1 1] GLeZ BBE9732 8869732 696501.74 [BB
[01-Jul-2019 1 1 1] GL23 BBE3701 B8B69701 -696501.74 [BB
[01-Jul-2019 1 1 1] GLa3 BEEI709 BEEI705 -696501.74 (BB
[01-Jul-2013 1 1 1] GL23 | r—
e} T T TTEosT = [AUC 1170-Transaction Histdly [theresa] — X

File Edit Ledgers PurchasefPrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
Ready B ESg e gm EY Q= EL g
B Transaction History
Goto.

Actions User Batch# FY  Reference## Posting#
2018 421723 8064143
6 Drill Down
7 Acct Bal Inauiry
8 Excel
8 Excel By Date 1 Account 2 Posting®

4 Reference# 5 Trx Date.

[T Date [Account Number Lng|  GE[ Tyee] Amount[Type Display - Addtional Ref# Info
[15-Har—2018 [1000-000-0000-000-00-00-10400 1 1] APOL 45,57 [[R__| VO#d21725-IGAFINANCE -
[15-Har-2018 [1000-000-0000-000-06-00-10460 T 1| AFOL 850.91 [(R__| VO#d21724-DGAF INANCE-
[19-Har-2018 [1000-000-0000-000-00-00-10400 T 1] APoL 854,04 [C(R__| VO#421725-DGHFINANGE-
[15-Mar—2018 [1000-000-0000-000-00-00-10400 T 1] APo1 19384.89 [CR__ | VO#421726-D#F INANGE—
[19-Mar-2018 [1000-000-0000-000-00-00-10400 L 1] AFoL 18.37 [CR__| VO#d21727-DGAFINANCE-
[15-Har—2018 [1000-000-0000-000-00-00-10400 T 1] APoL 350,56 [[R__| VOed21728-IGAF TNANCE -
[15-Har—2018 [1000-000-0000-000—00-00-104060 T 1| AFoL 1116.00 [[R__| VOR42 1725~ DGAF INAHCE -
[15-Har-2018 [1000-000-0000-000-06-00-10400 T 1| APOL 1572.42 [CR__ | VOR4R1730-DGHF INANCE -
[19-Mar-2018 [1000-000-0000-000-00-00-10400 T 1] APo1 1282.78 [CR__ | VOW421731-DGHF INANCE
[19-Mar-2018 [1000-000-0000-000-00-00-10400 L 1] AFoL 1508.38 [CR | VO#421732-DaAF LINANCE-

Type Asset Sub-Type: Control Status: Active Fund Status: Active

Lkup

Figure 24 Using the AP Batch number on the Transaction History screen

Similarly, the RC Batch number © “REF656” shown on the total section of the report may be entered as the
user batch on the transaction history screen to find the revenue collections and receivable transactions:

== [AUC] 1110-Transaction History [theresa] - X
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Rescurces Budget Collections Tax  Metor Excise  Misc Billing  System  Faveorites  Help
B EE e > ES Q@ FU
All Trx Co Transaction History
Goto
— User Batch# FY Reference# Posting#
2 2018 192300 2864045
8 Drill Down
7 Acct Bal Inguiry
8 Excel
8 Excel By Date 1Account 2 Postina# 4 Reference#t 5 Trx Date
[Tre Date |Account Number Lineg| GL= Type Amount|Type Display - Transaction Desc
19-Mar-2018 |1000-000-0000-000-00-00-265100 24 1| RCOB 33126,00 CR  [Revenue Refund
19-Mar-2018 |1000-000-0000-000-00-35-12200 2d 1| RCOA 33126,00 [DR  [Revenus Refund
Type: Liability Sub-Type: Posting Status: Active Fund Status: Active Lkup up

6. TABLES

[ADM-AUC-RC-8441]

ADMINS expanded the offerings on the Bill Category Groups table; that change is also incorporated into the
[Groups] tab of the Bill Category Table. This will facilitate printing a “totals by receivable type” on the
MLCs. See sections 6.1and 6.2 of this document for details. In addition, ADMINS added a new screen to
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allow sites to enter holidays each year that may impact the calculation of interest on receivables such as Real
Estate, Tangible Property, etc. See section 6.3 of this document for details.

6.1. Bill Category Table [Enhancement]

Bill Category Groups Bill Category Groups
Goto. o,
Actions Tyve [l Real Estats e | Type [l Real Estate
Descripti CreNBITipe St A Eues:rlmlon [Group Troe 0

1 nsaCote [599 o Grour [@Charge __ OPayment_[pctive 1asacose | (o0 Jlo broe r;’ Chae ';:";ﬂ'm“"l OIE Pone
001 _[r=x [® Charge COPayment__[Active 2 = J chosgl -J_z-menl ive
ooz _|cPA [® Charge. OPayment__ [Active oz PR zyment () Tolal ctive

010 [Other Tax ~ant_() Total Pctive

ot Lt P10 [ther Tax [@Charge _ OPayment _|Active 2emus o @ .
oT5_Seusr [@Charge  Opayment _[petive 720 prstricterplemneal Tolal i
020 _|District/Supplemental [@Charge  OPayment _ |pctive T et e ﬁfmm Fetive
[030_[Betternents/Licns [@Charge O Payment _|ctive B M—‘@ S Pament [OTol Petive
[040_[onnitted Tnterest [@Charge  CPayment _|pctive Eonnitted Tnterast 3 Chargt” () Payment [ (ool Ftive
(043 _[Revised/Onitted/supplenental CPA Charge Payment __[Tractiv Fevi ced/0n  ttod /Supelenental CFR n Tractive
050 |Interest [® Charge OPayment  [Active Interest. Charge fctive
[080 [Charges and Fees [® Charge OPayment__[Active [Fharges and Fees Charge Ptive
[70_Pdiustnents [@/Charge_ OPayment _|Active Fidiustaents ) Charge Petive |
[0B0_[fbatenents/Exenptions [® Charge CPayment__[Active FbatEnEnt s /EAem P LOnE ) Chaige v
110 [r=x [O Charge Payment __ |Active T [ Chatge pictive
20 _|cPA [0 Charge Payment __|Active LFR JChonge pictive
[[50_|petternents/Liens [O Charge Payment__|fctive [Bettarnerts/Liens () Charge tive
140 [Fonnitted Interest O Charge Paymen__[fctive Pomitied Inborest ) Charge petive
[T50 [Trberest O Charge Payment __[Astive forest ==
160 [oharges and Fees [ Charge Payment __|Active E::::i;f fees :E:V:
[[70_[djustments [O Gharge Payment __[fotive FbatonenieEomptions Y
[[50_|batenents /Exanptions O Charge Payment __[fctive Fagnents. Pctive
190 [Paunents IO Charge Payment  [Active Sewer Pagnerts Charge @ Payment L L) Tolall Pctive
155 [Seuer Pagnents [O Charge Payment __|fotive TOTAL LFPALD TARES <FER BIE) S Chatgs O Payment [@Tolal . Pctive

v v
- Added By Cha Status: Record Active up — Added By € Status: Record Actve ue

Figure 25 The Bill Category Group Table — Before and After

Categories may now be added and designated as Group Type “Total”. The MLC is designed to print the
“Total” groups in a new section on the MLC. Sites choosing not to use the “MLC Total Group” may safely
ignore the column and the MLC printing will not be affected.

6.2. Bill Category Table [Groups] Tab [Enhancement]

= 1516} 2004-B38 Category [1bares] - 8 x

Fie ESt Ledges PurchaseOrders AceantsPayable Human e

Budge Colections Tas Monarbcise Sytem Fuortes Help

BB me [N ¥
Bill Category Uan Calngares 5-14 Bill Category o Clegories 84
Beliement Catsgories 16-25 can - elermat Calagrries
e ‘Year Type Descrigtion 1o g
P [ i o — pren 10 Feal Estate
S— — S— — Catnares 1 Acemminn sasociions 3 a StCatosry famG
P ye— | Catenory & Descrption T Catogory Groun _ MLC Charge Grown_WLC Payment Group WLE TotalGrous
o i rases B BT i ot fa [0 Purerts 0T o
SaseTis b o <anmyne B Trowe
4t Ctsry [ o st camoary T
5 % i o
7 Detete Troe. 5 7 Giate Trme B oo
 Dee Caeory d 57 8 Cete Catesor =
7 s e 5
Craran e 7 Cuaranorer
5 o
comyparen oo Da v 3
Cooy B Froe Cooy BATvoe
5 g
atdLa 00 scatat
i B
$EATne ki 084 Tven Tain ]
B
© e Pt e D Excel Post Order
P Exmi Al At U Excel Account Rule I
i
i o
i o
Treeed %
] . ] 5 ettarnarts/
% Droaed Bottormers. T1 7 ooon ttmd Tnces |13 [lttornera Lians | » 1 et ¥
Act w satne

Figure 26 The Bill Category Table [Group] tab — Before and After
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6.3. Maintain Holiday Calendar File

Collections

Payments

e X Access the Calendar to Input Holidays for each Active Bill
Refunds > Year.

Uncollectables
Treasury Receipts
Municipal Lien Certificates
Partial Payment Letters

Mortgage Lenders >
Tax Title >
s ’ = 1aUC) 2975-Mainta ndar File [theresa] - X
Reports > File Edit Ledgers s AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System Favorites Help
Tables > Bill Type B &8 & LI
Queries > Bill Categor A ) :

ger Maintain Holiday Calendar File
Module Maintenance > Bill Category Groups o
Interfaces/Imports > Treasury Receipt Codes

Actons Vear

Site Specific > Treasury Receipt Code Category Table
Help Reference Library Uiy Lt 1At Vear

Attorney Table

2B Fle Holiday Description Holiday Description

Update Account Status Codes on Bills
Denial Code Table

Bill Run

Tax Title Codes

Forms Text and Parameters

3View Fie

MLC Form Table
Account Status Codes
Maintain Holidsy Calendar File -- Added By Changed by Status: Code Inactive TOF UP

6.3.1.  Click on [1 Add Year] 1.Click the [1 Add Year]
button to add holidays in

— the new year to be used in
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise  MiscBilling System  Favorites  Help | the DCS rout|ne Of the
B S me s ¥ B OE L .
collections module.
Maintain Holiday Calendar File

2.Click [Yes] to continue

fer 22 3.Enter the desired year in
the “Enter Bill Year” field.

R
2 Buid File

Holiday Description Holiday Description R
01-Jan-2020 fiew Tear’s Day T1-Hov-2020 eteran's Day [ ]
3 View Fle 30~ Jan-2020 Martin Lather King ZEHow—2020 [Tharksgiving Dag 4 CI ICk on OK
17-Feb-2020 President”s Day 25-Dec—2020 Christmas Day M
‘ If a year is entered that
04-1ul-2020 [[ndependence Dag . .
already exists in the table, a
07-Sep-2020 Labor Day !
14-0ct-2020 [olunbus Day message box Wl” pop up
T —— 87 [AUC] 4975-Maintsin Holiday Calendar Fie [theresa] X (AUC] 2875 Miaintain Holiday Calendar Fle. 5
Add Year |
Required: Enter Bill Year | p
0 PES0-OK to continue? / |
P2331-Record already exists
el o v
No h 4
Lookup I 0Kk I Cancel Clear All

2 °

- Added 01-Aug-2019 By PAUL Changed 02-Aug-2019 by THERESA Status: Code Active

Figure 27 The Maintain Holiday Calendar File If needed, go to the existing
record and make changes.

There are three ways to bring up the screen to edit an existing year:
1. Enter the desired year in the Year field
2. Use {Page Up} | {Page Down} to scroll through the file, or
3. Use the black arrow keys to page through the file to find the year to be edited.
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Enter the holiday dates and descriptions for the year in the grid. Up to 20 holidays may be entered per year.
When finished, build the file to commit the changes for the year just entered. Dates must be entered in the
format MMDDYYYY, for example, 08152019 for 15 August 2019. The descriptions are optional. To copy
descriptions from the prior year, position the cursor in the field and click on {CTRL|C}.

6.3.3.

Click on the [2 Build File] Button

Clicking on the [2 Build File] button will add the records to the Holidays_cri.txt file to be included in the list
of non-business days for calculating interest on late payments.

6.3.4.

Click on the [3 View File] Button

&% TedRE - holidays_AUC.bdt

File Edit Format Options

|C0urierNew j|11 j B|/|U|m~ ﬂﬁfﬁg EEEE @
h Holiday Calendar

!

! This file must be assigned to the logical ADM CAL HOLIDAYS
!

!

2015-01-01 ! New Year's Day
201%-01-21 ! Martin Luther Eing
201%-05-27 ! Memorial Day
2015-07-04 ! Independence Day
201%-08-12 ! Victory Day
2015-05-02 ! Labor Day
2015-10-14 ! Columbus Day
2015-11-11 ! Veteran's Day
201%-11-28 ! Thanksgiving Day
2019-12-25 ! Christmas Day

!

2020-01-01 ! New Year's Day
2020-01-20 ! Martin Luther Eing
2020-02-17 ! President's Day
2020-05-25 ! Memorial Day
2020-07-04 ! Independence Day
2020-08-10 ! Victory Day
2020-05-07 ! Labor Day
2020-10-14 ! Columbus Day
2020-11-11 ! Veteran's Day
2020-11-26& ! Thanksgiving Day
2020-12-25 ! Christmas Day

!

!

Figure 28 Sample text file created by the Maintain Holidays screen

6.4. Adding a New Bank Account [Enhancement]

Maintain Bank Codes
Goto.

Bank (FEMll Name EASTERN BANK FOR A/P ABA# [BBE8-7777-9

Actions,

ABAMumerator  B3-173
ABA Denominator [[13

1-Add Bank

57 Add Bank
2-Edit List
3-Bank Search Bank Code
Bank Name |NEVVEA3TERNBANKCODE

Cancel

Status: Bank Active

Verify the entries in
the file. If changes are
needed, return to the
screen for that year;
make the changes and
click the [2 Build File]
button to commit the
changes.

The dates will be
presented in
YYYY-MM-DD format
as shown in the sample
in Figure 28.

Some sites retain their
current bank but need to use
a new account number.

ADMINS advises following
the procedure described
here to create a new bank
code for the new account.
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This will delineate between the two bank accounts for audit purposes.

6.4.1.

Create A New Bank Account Code

Create a new bank account code following the instructions in RC-1510 Implementing a New Bank Account.

D

It will be easier to replicate the data if the new bank account code immediately follows
the old bank account code alphabetically, for example, if the current bank code is EAST,
the new bank coded could be EASU, ensuring that the new code will be just after the

old. (Bank codes are limited to four alphanumeric characters).

6.4.2.

Copy the Data from the Old to the New

Take a screen shot of the old bank code record and replicate the entries manually.

= HummnResources Budget Collections Tax Motor Excise Misc Bilin

l 0ld Bank '
Book SN ERSTERT B R A

taccouts Payate £ dccounis Pavabie ATH | E Human Rescurces Hunen Ressurces ACH 7-Cotections

G Accourts

=000 0-00-00- 10400 Summarze Fosting @ No (O)es

nnnnnnnn

Status: Benk Actve Lkup

Maintain Bank Codes
s A RIS
2 Bank
ST
260t Lnt
coum
S-Bara Search stste [ 2o Coae [{5060-0000

— 5 =
[—— or P ——
Maintain Bank Codes
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Figure 29 Old bank code and new bank code

Save time using {CTRL| C} on each field to copy the data from the old bank code
to the new bank code. Using this timesaver will only work if the new code is the
next record. {CTRL| C} copies whatever is in the same field on the prior record

into the current record.

VAN

Be sure to edit the field labeled Bank Account # to use the new account number.

There is a [5 Copy] button on the

6.4.3. Populate the Reconciliation Layout Table
Bank Reconciliation Setup
oo Bank: EAST] File Download Layout for Accounts Payable

Bank Reconciliation Setup screen

i gty oo b pt BRI o kvt i to allow copying the setup from
Full File Path & Name [l]:\RUE,l]svslupment\sdmh eFilesToTestUploads \LongFileXds
o e : === w0 Orvoo an old account to a new account.
e ‘ ‘ Start on the old bank code screen
oI and select [5 Copy]. Select the
: - new bank and click on [OK].
reciabinied @ ok ] concel | | clearan
o Tate R T ]
Szwtvglssuedﬂ Fﬁ Az [© D2 O Bank Total TT |
janz ank Tota| Bank Description 5t of
e : ] If the Bank Account number on
e — this screen is entered as a literal,
‘ PAYR PAYROLL - CITIZENS BANK A . . . .
I first note the characteristics
4 Find | |Search | Cancel Eof
Ready Lkup up
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(start, end, zero fill, and justification), and then remove the literal entry. Replace it with field #34 Bank
Account, available from the lookup by using [3 Add Item] to add a field. Use the same values for start, end,
zero fill, and justification.

6.4.4. Ask ADMINS to Set the Beginning Check Number & Refresh
Training

The check number can only be set by ADMINS staff. When setup is complete, notify ADMINS and ask that
LIVE be copied to training so that the reconciliation file may be tested with the bank using the new account
number.

6.4.5. Inactivate the Old Code When New Bank is LIVE

When the new bank code is ready for use, inactivate the old code following the steps in RC-1510
Implementing a New Bank Account.

[ADM-AUC-DOC-169]

7. QUERIES [Enhancement]

ADMINS added a method for keeping track of deleted Revenue Collections batches.

7.1. Batch Query — Deleted Batches

== [AUC] 4000-Collection Batch Entry [theresa]
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections

BEE e B = U
Collection Batch Entry
ot Batch B Batch Type Edit Hoke
Bank RB OReceipt MV Waivers.
Actions PayTrx Date Ae-iag-2013 @ Adjustment | Abatement
Deposit Date O aois atemen
Add Batch

Collections

Tables

Remove Batch

Inactivate Record

Expected Entered Balaj

|

Edit List

Queries Bill Locator

TR Edit List
Batch List
er Sheet

Module Maintenance Transactions

FEEVERY S

Interfaces/Imports Transaction Summary

Fo Tpansaumr‘s‘ [AUC] 4000-Collection Batch Entry

— Site Specific Bill Payment
e P4004-Ok to Delete? — Help Reference Library Detail Payment
Een — Account Status Code History
7EdtList e ] No —— Tax Account Inquiry

— T Batch Query
Batch Query - History
Active Batch Cuery - Deleted Batches

Figure 30 Removing / Deleting a Batch

All transactions must be deleted from the batch before the batch may be removed. In the example shown,
batch # 798 is removed. The batch now appears in the Batch Query — Deleted Batches screen.
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== [AUC] 4393-Batch Query - Deleted Batches [theresa] - m] x

B SE e+

Goto.

Actions.

File Edit Ledgers Purchase Orders Accounts Payable

Fixed Assets
= 2o

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

Batch Query - Deleted Batches

Ready

T T T T % Del User S Pav.Trs Date | & Deposit Date [Bank [TVPe

INTHEA 111 10-TJul-2019 |04 ;33 ;00,00 [RNTHEA 10-Jul-2019 [11-Jul-2019 [EAST [Receipts
BHTHER 512 10-Jul-2019 |17 ;1332 52 [ANTHEA 10-Jul-2019 CRE  [Receipts
HERESA 795 18-Jul-2019 |10:06:53 .53 [THERESA 16-May-2019 ICRE  |Adjustments
HERESH 782 18-Jul-2012 |10:15:03.75 [THERESA 17-Apr-2013 [B0A  |Receipts
HERESA (780 18—-Jul-2019 |10+17 ¢35, 15 [THERESA 16-Apr—-2019 |17-Apr-2019 [CRE Receipts

Figure 31 The new Batch Query — Deleted Batches screen

The Batch Query — Deleted Batches screen displays the following information; the data may be sorted by
any column header that is shown in bold:

Header Description/How Used

[1 Username]

The User that originated the batch

[2 Batch] # The number of the batch

[3 Del Date] The date the batch was deleted
Time The time the batch was deleted
[4 Del User] The user that deleted the batch

[5 Pay-Trx Date]

[6 Deposit Date]

The payment transaction date entered on the Collection Batch Entry screen

The voucher number used to pay the refund

Bank The Bank entered on the Collection Batch Entry screen

Type The type of batch — either Receipts, Adjustments

[ADM-AUC-RC-8415]

8. SITE SPECIFIC » Cranston, Rl Statement of Account [Enhancement]

Per the customer’s request, the statement of account was changed to reflect Bill Due dates in the following
manner.

For fully paid bills, the Bill Due column will show the first bill due date

e If nothing is paid the Bill Due date will show the July 15™ due date

o If one quarter paid, the Bill Due date will show the October 15" due date
e If half paid the Bill Due date will show the January 15" due date

e If three quarters paid, the Bill Due date will show the April 15" due date
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o If there is a balance on any year, the first quarter bill date with a balance due will be shown in the
Bill Due column — for example, if the tax payer had paid quarters one and two, and partially paid
quarter three, the quarter three bill date will be shown as the Bill Due date

o [f there is a balance for all four quarters, the Bill Due column will show the bill due date for Q1 in

each bill year

STATEMENT OF ACCOUNT
Page 1
10-sep-2019 Using the sample in the Figure
Your Payment Postmark:
32, there are no payments yet
Ue to late payment, there are interest charges that your account(s) incurred. made for lines 1 and 2, and the
barce: 1! Bill Due date is shown as the
Type Year Bill# Net Charged Interest/Fees Balance Bill Due Now Due Quarter 1 Due Date (15-Ju|-
1 Estate 2019 0420711001 $62.44 $2,341.30 15-Jul-2019 2019). For years 2010 through
ier 2019 3%20211301 . 59..}7 £344.21 lS*J\fl*ZOlQ M .
2015 0420711001 Peasiis 1€ qm a0 2018, the bills are fully paid, so
Fawe ol et aTe iy the Quarter 1 date for each bill
Tearare Z015 Zorearasor feaer T i
élESti‘ N 2015 202637%501 T1549.0{ lE*JI&l*ZOl? year IS ShOWn.
5014 5036373501 “aecs L8 Jui 501
5013 5003013000 Taelic L8 3ui5013
5015 5003013000 TR L6-Jul 5015
5013 5003013000 1512011
2010 2003012001 1s-gul-2010
$2,685.51
Pl?ass ?Dnt:}ct this office if you have any questions regarding this notice.
Mail To: Tax Collections Dept
869 Park Avenue
Figure 32 Bill Due Dates on the Statement of Account Report
[CRI-SUP-SAPLAUC-783]
9.1. New or Updated Documents
e PAYMENTS RC-275 Bulk Remove Unused Batches [New]
o TAXTITLE RC-460 Town Possession [New]
e TREASURY RECEIPTS RC-1320 Treasury Receipt Codes [Updated]
e TABLES RC-1510 Implementing a New Bank Account [Updated]
e SITE SPECIFIC RC-1722 Cranston, Rl Holidays Table [New]
e OTHER RC-1835 Training Mode [New]
e SYSTEM RC-1910 System Administration Kit [Updated]
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