REVENUE COLLECTIONS

RELEASE NOTES - SEPTEMBER 2020

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

munity

Release Notes — Version 20.3

Revenue Collections

September 2020

1. BILL PAYMENT SCREEN -> Reports [Enhancement]

ADMINS added two new options under the [Reports]
button on the Bill Payment screen. Access the bill

Collections
Payments \ Batch Entry
Adjustments > Bill Payment
Queries > Bill Locator
Module Maintenance > Transactions

Interfaces/Imports

Site Specific

Transaction Summary

> Bill Payment

or

payment screen in multiple ways; two are shown here:

Collections P Payments P Bill payment

Collections P Queries P Bill Payment

The new reports are a “History List” and a “Summary List”. The data on the reports is shown for the
currently selected bill. These reports are available for Real Estate, Motor Excise, and Personal
Property/Tangible tax transactions; see the September 2020 Release notes for Real Estate, Personal

Property and Motor Excise Tax for report samples of each tax type.

== [AUC] 4132-Bill Payment [theresa) — m] P ¢
File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B S8 we»m Ey Q m@FUu
2021 Real Estate Bill Payment Inquiry
o BT 0 10020 Year P021 X Search Tendered  Cash Back Applied Total
Actions 30wner | [DINAPOLT MICHAEL J & MICHE i
4 Location B GRANITE ST Cash-Paper
SAccount 0002 -0002 -0000
6Parcel 0002 -0002 -0000
Detai Payment Transactions Q Trx Summary 0 Attachment (7) ZMLCs Y ParcelAcct Notes | T Bill Notes-Tickler (3)
8 Aply 9 Aplat
Run Charges| D New Intrst| Net Bill| Paid| Refund B Pending|
01 1178.85 12,41 1191.26 100,00 1091.26
BeType @ 1178.65 1178.65 1178.65
03 127237 1272.,37 1272,37
RoprtBd |l fos 1272.38 1272.,38 272,38
Emai Bil
Bill Totals 4902 .45 12,41 4914.86 100,00 4814 .86 4814.86 Bal
Owner of Record Current Owner Informational Views
DINAPOLI MICHAEL J & MICHE DMYTRYCK, SARA Bil Detail
ParcatOx ! 8 GRANITE ST 36 GRANITE ST Parcel Values
BELLINGHAM, MA 02019-0000 HOPKINTON, MA 01748-0000 Sales History
Counter receipt Tax anr
Goto Batch I
Cancel Payment
See Notes-Tickler Sales Histgry
Parcel Valfes
CY +PY DELQ
PerDiem .41 [.4138] Amount Due Calendar ear Payments-RE/PP
Payment Date [02-Sep-2020  $1,091.26 Calendagliear Payments-MV
Allow Overpayment M & a
History List
-- Added By Ch d b, :
S Summary List

Figure 1 Bill Payment Inquiry screen with new Reports = History List, Summary List

[ADM-AUC-RC-8488]
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ADMINS Unified Community

Release Notes — Version 20.3

Revenue Collections

2. LOCKBOX PAYMENTS [Enhancement]

Collections P Payments P Process Lockbox Payments

September 2020

Collections Many sites process lockbox files for uploading payments. Files are provided by
:ZT:::M various sources and are sometimes sent with other files that are not intended
-o for upload but rather are descriptive or instructive.

Uncollectables

v v v v

Treasury Receipts

Process Lockbox Payments

Process Lockbox Payments

Date Start End
08-Sep-2020 11:38:28.35 11:38:28,35

Description Success

Restart Lockbg

UDIoad Lockbox

Process Lock Box or Clearing House
Payment Upload

Required: LockBox Upload Method TXCZ ‘ ‘HE]PP CITIZENS BANK
Enter Lock Box Date [MMDDYYYY) 17-SEP-2020
Required: Enter Upload Filename [FILENAME.DAT) - - - - -

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

O PDF
O No

Lookup OK Cancel

Clear All

Upload Lockbox

. D:AAUC_Development\admhome!\FilesToTestUploads\textfile.pdf
' File selected for Upload is not of a type that can be uploaded
Make sure the file is a .CSV, .TXT or other text file
Upload Terminated

ADMINS added error
checking on file type
and now provides an
informative error
message if the file type
is one that cannot be
uploaded, such as .pdf,
xls, or xml.

The first line of the error message will identify the file that was specified for upload.

[ADM-AUC-RC-8493]
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ADMINS Unified Community

Release Notes — Version 20.3

Revenue Collections

3. TREASURY RECEIPT CODES [Enhancement]

September 2020

ADMINS added two options for the data entry of new codes to make it easier to reference a similar code.

3.1. Copy Code Button

Collections P Treasury Receipts P Treasury Receipt Codes P [3 Copy Code]

ADMINS added a button to create a new code based on a similar code. Position the cursor on the code to

be copied from and click on | 2 Copy Code

Z= [AUC] 4009-Treasury Receipt Codes [theresa] - a X

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

B SE e »m & QN & F 48

Treasury Receipt Codes
Goto.
Actions Cash Account: #x%-000-0000-000-00-00~-10400
Override Cash Account:
1Add Code 3 copy Code List 9 Error List View Accol |naC'.iVe accounts on TR
codes are identified by the
S Code 6 Descriotion 7 Revenue Accounts cay highlighting. Hover text |5

[AFGIFTS |ANDERSON ATHLETIC FIELD cl{%—wo—oooo—ooo—oowo—aazoo advises how to resolve.

RAFGIFTS2

FAFMTSC L P
8 Detai [RAFRENT 4 ( popppop

o —JPBANDONED PROP-UNCL 1TM  penvALRECEPTS ENSNENERS

[ASCREF 3 BANDONED PROPERTY-STATE Inactive Account. To use, go to the DpoppoQo

JIRSCREF 4 A i Ogpoppp

reerceT{OR00P_INGURANCE RETMB  Chartaf & s this R e n Ap s

ETIREE HEALTH INS 50%
57 Copy Code 799STHMNFR % The system will prompt for the Year and the New Code. Click on
y [OK]. The system will branch to the Treasury Receipt Codes Detail
ear . . .
screen (Figure 2), with the new code displayed. Make any changes,
Code  [80DSTHMNFR] | checking that the accounts exist and are active in the Fiscal Year for
Cancel which the code is created.

Z= [AUC] 4009-Treasury Receipt Codes [theresa] - [m] X

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

B SE e+ EY QN B EFLD N
Treasury Receipt Codes

Cash Account
Override Cash Account

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

Do Not Post? Require Line Note? []  Default

i
S00STHMN

Code & Fopy of 7995THHNFR Allow Override? Amount 270,00
Ve Accounts Description Amount
e, 1stDebit  E520-000-0000-000-00-00-10400 CASH, TOWN ENGINEERING SERVICES 270,00

1stCredit  E580-000-0000-000-00-00-48607 \ 799 SOUTH MAIN ST FIRE REVIEW 270,00
bl 2nd Debit  [5000-000-0000-000-00-00-00000 —

2nd Credit  [5000-000-0000-000-00-00-00000

The new code will have a description
3rd Debit [0000-000-0000-000-00-00-00000 "Copy of OLDCODE" -it may be over-
3rd Credit  5000-000-0000-000-00-00-00000 :
o written - make any other changes to
4th Debit  [5000-000-0000-000-00-00-00000 accounts and settings.
4th Credit  [0000-000-0000-000-00-00-00000 J

Ready

Q)

Copied codes will not
highlight inactive
account numbers in
reverse video. If copying
codes with inactive
accounts, go to the
chart of accounts screen
to activate the accounts
to be used.

Figure 2 The new code is displayed on the Treasury Receipt Code detail screen to allow immediate review/edits

[ADM-AUC-TR-94]
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ADMINS Unified Community Release Notes — Version 20.3
Revenue Collections September 2020

3.2. Screen Displays the New Code Below the “Original” Code

Start by positioning the cursor on the code to be used as a prototype for the new code. In the illustration in
Figure 2, 251HARTF-B is the original code. Enter the new code as 251HARTF-C, which will be the next code
in the file as the file is sorted by code in alphabetical order.

Treasury Receipt Codes
Goto..
P Cash Account: %% ~000-0000-000-00-00-10400
ons Override Ca nt:
1Add Code 2 Delete Code 3 Edit List 9 Error List View Account | View TR History | Export Codes
Categories. _____Columns___ Add
4 Year 5 Code 6 Description 7 Revenue Account# Cat 1 Cat2 1 2 3 4 |5 [6[Ad|a
2021 1SHMAINFIR [15 NO MAIN ST - FIRE REVIE6580-000-0000-000-00-00-48508 oppppp
2021 160HIGHCON [160 HIGH ST - CON COMM REVE580-000-0000-000-00-00-48532 opoppppp
2021 160HIGHDPK (160 HIGH ST - DPW REVIEW 26580-000-0000-000-00-00-48622 Oopoppppg
2021 160HIGHFE (160 HIG = === oppppp
2021 160HIGHRR |160 HIGm ¥ | [AUC] 4009-Treasury Receipt Codes [theresa] X ODpooopo
2021 160HIGHSS 160 HIG 1 oppppp
Boo1  [161e165 M [161 & 1 ~dd Treasury Receipt Code 9 Doppopp
2021 176MECENGR [176 MECH Required: Enter Fiscal Year 2021 oppppop
2021 [179VMECHFIR [179 MEC . . oppppo
i i 56 penrl] Required: Enter Treasury Receipt Code |G S Spapaa)apn)
2021 [POWILLFIRE [20 WILL opppppQg
2021 21410 MASS TE Oopopppp
P021 P1ESITE [21E SIT opopppp
2021 [249AHTFDAV [249A HA opoppoppg
2021 [2d9BFITUP |ULTA BES Opoppopp
Looku, 0K Cancel Clear All
2021 [P49BHTFDAY [249B HRI P m Ooppppp
2021 Rdki L1 [24 WILLIAMS WAY LOT 1 - PL6‘590—000—0000-0$-00—00—49564 opoppopp
2021 Rkl L2 [24 WILLIAMS WAY LOT 2 - PLESS0-000-0000-00p-00-00-48665 oppppp
2021 [251HARTF-A [251 HARTFORD AVE (A} FIRE [6580-000-0000-08-00-00-48562
@ Detai 2 251 FARTFORD AVE (B) S —
[COA EARMARK GRANT 25 Treasury Receipt Codes
ICOA EARMARK GRANT 25) Goto
2021 [2703C0R ICOA EARMARK GRANT 25| o
2021 [2736GRANT  [PROJECT HERE SLBSTAN| Act Cash Account: *x%2—000-0000-000-00-00-10400
E0Z1 R [RENTAL-26 PEARL ST F - Override Cash Account:
1Add Code 2 Delete Code 3 Edit List 9 Error List View Account | View

7 Revenue Account#
(B) FIRE £580-000-0000-000-00-00

i BN e e y 00
2021 2702C0A ICOA EARMARK GRANT 25K DES |2701*000*0000*000*00*00*43300
2021 2703C0A C0R_EARMARK_GRANT 25K DES [2701-000-0000-000-00-00-43300

Figure 3 Improved screen management when adding a new code

When the new code is created, the screen will be positioned with code 251HARTF-B at the top of the
screen, and the new code below it, ready for data entry. This feature works best if the new code follows the
“model” code in the sort sequence.

When entering a new code, the screen will always be sorted alphabetically by code within the fiscal year
entered on the prompt.

[ADM-AUC-TR-94]

4. MUNICIPAL LIENS CERTIFICATES [Enhancement]

ADMINS made two changes to this screen.
1. The “Attorney Required” note was changed to include both Printing and Posting

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 5 of 11



ADMINS Unified Community Release Notes — Version 20.3
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2. Anytime the “calculate interest thru” date is changed, a process will run to find any new payments
and recalculate interest (as it does when printing).

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
B ESE we»m Y Q@FU N
MLC Entry
o Certificate # 21005
9009 -001A -0000 r .
Attorney Required before Printing/Posting
Actions
Current Owner
SHORT, DONALD P & MARYLYN R 00000-0000
398 HARTFORD AVENUE
SoddNew BELLINGHAM, MA 02019-0000
7 Delete
8Edt List
9 Print MLC
= Location HARTFORD AV late Interest thru 0-Sep-2020 1-Sep-2020
e 1Bills 2 Other Accts 3 Tax Ttle erments.
2021 2020 2019 Bill Year 2021
R# Category Exempt Interest AsOf 001155-00 001155-00 01155-00 R/E Tax
1 Tax 65,67 1 66.05 [ A CPA Surcharge
1 Tax Interest [30-Sep-2020 1.46 ' Total
2 Tax 65.67 ' 66.05
2 Tax Interest [30-Sep-2020 Area 129,373 sq ft
3 Tax -24,34 127,53 61,48 Value Bill Year 2021
3 Tax Interest [30-Sep-2020 10.37 14,34 Land Value 5,700
4 Tax |_~ -24.35 127,53 # 61.48 Improvement Value
4 Tax Interest [30-Sep-2020 5,92 12,22 Other Value
Total Value 5,700
Book/Page 5639/127
Use Codes Res/Undevelopab
v
PerDiem ,03 Totals 84,11 271.35 281,62
I ‘ I DELINQUENT Bill Amount 637,08
Lkup

A progress bar will be displayed during the recalculation:

§ Rebuild MLC Payments and Interest = O X
File Help

Starting step 12 A
Starting step 13 v
ANERNRNENNNNE NN NN NN NN NNNNNNENNRNERERE

[CRI-SUP-SAPLAUC-901]

5. QUICK REPORT SELECTOR [Enhancement]

The Quick Report/Task Selector button is in the toolbar on all AUC screens. This feature allows a user to
run any report in AUC quickly from any module instead of going to the report library for each module. Read
SY-117 Quick Report Selector in the Help Reference Library for details on how to use this feature.

(@] Bl | el % ol = pEA

[ADM-AUC-DOC-183]
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ADMINS Unified Community

Release Notes — Version 20.3

Revenue Collections

September 2020

6. CHANGE / SET AUC PASSWORDS [Enhancement]

ADMINS added a [Reset Password] button on the login screen that allows users to reset their own AUC
passwords. The feature requires an email address on the user profile for the user account.

Please Sign In:

E=Se

& Ve Username [THERESA_ADMIN Theresa Canpbell - 5

3 3 Password

u 2

T 3 -

! Mod:

¥ ¥ Login Exit raining *

MPORTANT lll “* our prndllﬂi L “art Info | F tetter

Training M
Login  Exit Usieing Mede
Reset Password
CORTANT NE VS~ P war

Please Sign In:

Username  THERESA_ADMIN
Password

Theresa Campbell - s

*our products =t Info

Figure 4 Before and After — the new Reset Password button on the Iogln screen

Please Sign In:

Username
Password

THERESA_ADMIN

Login Exit

| Reset Pz

swordx

IMPORTANT NEWS  About our products Support Info

Theresa Canpbell - s

Training Mode

E-newsletter

ATTENTION! ADMINS Unified Community - Please Signlo

— 1

A Quarterly software upd
click on the links below to

on

o You have elected to Reset your iasswurd do youwant to C

June 3
AP TRE BU N
PO PP MB
HR T FA

Use this feature if the password is
forgotten.

1. Click the |_Reset Password | tton

to initiate setting a new password.

2. Click [Yes] to the “You have

elected to Reset your
password do you want to
Continue?” prompt.

tinue?

Send Password Reset Email

3. Click [OK] to
the popup
showing where

Email has been sent to
campbelit189@gmail.com

the email has
been sent.

User Profile Screen

Goto,

Actons L
Name

HERESA_ADMIN

fiheresa Canpbell - secondary adein accou

3PO/AP 4 Human Resources S Budget

The email will be sent to the email

Entered 30~ Jul-2014 THERESA
23-Jun-2020 THERESA
LastLoge 23— Jun-2020 11:45:45.37 Live

6 Colections 7 Misc Biling

¥ Login Hist

address on the contact tab of the
user profile table. The prompt will

G 2 Account Securtty

fcampbel1t189@gmail .con )

X Send Test Emai

Use Alternate Emall

mail Address
Alternate’

OYes @Mo

show which email address will be
used. Check the email account for
the new password for AUC.

Background Color  [LTGHT STEEL BLUE Resel Default Color ~ (J Yes

8434 User 9 Change Password 0 Meny Listing for User

Status: Active

® Mo

Likup

Figure 5 Set up email addresses for AUC users

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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M AUC Password Reset - campbelli % | 4 - = £
&« O £ hitps://mail.google.com/mail/u/0/ ® = @ = @ &

= M| Gmail Q,  Search mail - @ @ °

<« o o & = 0 € [+ ]

| compose

O inbox AUC Password Reset I lnbexx ! | If the email is not in the Inbox, check

% Stared om s AMOzmmnessg) A 4 the Junk or Spam folder. Mark the

R tome + - M Spam @) - campbeinissagme | x| +|  email as “Not spam” or “Not Junk” x
A temporary velcome661 & © B htps/mailgoogiecomy ry ® = 2
password will be sent

lemporary Password exactly as displayed
to the email address = M Gmail
Please log into AUC using this temporary password

and you will be asked fo change it

Mest F compose
B¢ Startameeting

Messages that have been in Spam more than 30 days will be
E  Joinameeting ** Do not reply to this email message as it was system generated

automatically deleted.
via the ADMINS Unified Community (AUC) System ** SRCre o
Chat B Trash elete all spam messages now
18 + v W Categories aucdev 9:11 AM
& Social ¢ AUC Password Reset
- « Reply ®» Forward © updates 2062

You have been assigned a temporary password welco.

Figure 6 Sample email sent with temporary password

If the email is not found in the
oo Please Sign In: . .
f“‘ Q"“ Username THERESA_ADMIN Theresa Canpbell - s Inbox' CheCk the Spam Or Junk
assword  EEEEE ;
y : Password folder. Use the password in the
B Piase Bt Pishoid Wh A email exactly as shown (case
en entering the - .
New Password e0000c0csccscsststee new paSSWOrd, the Sensltlve) The System W|”
Confirm Password |

Leseseed \ characters will be immediately prompt for a new
Cancel
@lﬂl e masked and the password.
A Quarterly software update was installed on your site. PQ 'ength may |00k
click on the links below to review the different from what ||

is typed. Click on Type a new password and confirm

[OK] J the new password.
Figure 7 Entering a new password
- User Frofile Login History The super-user on the site
s e o —— i may view the User Profile b
T T T T T T L) [Y Login History] tab to see
B 33 19524557 e Rt Pasavore s logon and password reset
T2 oo Foiest ot Patauoed Toset activity.
5 Live
5 ;:: Requested Password Reset

ADMINS Unified Community - Please Sign In

If the user profile does not have an email set up, the system will . —t .
. . . assword cannot be reset as your user profile doesnt have an email

display this message. Contact the super user on your site or [ Rt

ADMINS to add an email address to the user profile. Contact Support to reset your password and update your email address

If no email should be associated with the username, contact

support@admins.com to reset the password.

[ADM-AUC-SY-8130]
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ADMINS Unified Community

Release Notes — Version 20.3

Revenue Collections

September 2020

6.1. New Message on Password Errors [Enhancement]

ADMINS changed the invalid password message to reflect the availability of the [Reset Password] button
and to let users know that they may try again after five minutes.

ADMINS Unified Community - Please Sign In

<

Incorrect Password entered more than 3 times
Close the screen, wait 5 mins and try logging in again

If that doesnt work, use the Reset Password button to
password

change your

x

Figure 9 New Incorrect Password message

[ADM-AUC-SY-8159]

7. LOGIN SCREEN SUPPORT INFO TAB [Enhancement]

Many users only use this screen to log in — but there are other features available. Click on the [Support
Info] tab. There are 3 buttons on this screen to easily join a Go To Meeting, access the ADMINS website or

email ADMINS support.

7.1. [Join Go To Meeting]

== ADMINS Unified Community - Please Sign In

File Edit Help

Please Sign In:
\E2 Og,

@

Reset Password

&,

mresa

%

Username [THERESA
rd

nE ¢
G

<
ALN

Login Exit

IMPORTANT NEWS  About our produs
Support

E-newsletter

The first button, [Join Go To
Meeting], brings up the
GoToMeeting website, to allow
joining a GoToMeeting from the
AUC server. Enter the nine-digit
meeting number to

Click the Button to start u

Join Go To Meeti

ADMINS Website

Send E-Mail to Support
To

to meet on GoToMeeting?

connect to

anonli

8. enter the GoToMeeting

be joined to
the meeting.

== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Release Notes — Version 20.3
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7.2. [ADMINS Website]

The second button will bring up the ADMINS website home screen. Access news, release notes,
webinars, and selected help documents here.

Please Sign In:
os28o,
g X Username  THERESH Theresa
3 < Password
y :
¥ ol 5 = Training Mode
- o
o O =m0 - @ Gl = aowns e e
IMPORTANT NEWS  About our products  Support 1nfo e — =
Support v
Ao . . . .
AumE Home bt Coomcile  Whenrhew Poass Meee | 2
Click the Button to start uour brovser =

Join Go To Meeting

ADMINS Website

Send E-Mail to Support

IDEAS, RELATIONSHIPS, RESULTS

o

7.3. [Send E-Mail to Support]

The third button opens the ADMINS “Contact Us” page to instantly send an email to ADMINS support.
Every page on the website has the button to allow emailing support instantly.

Please Sign In:
E2 80,
& ¥e Username THEFESA Theresa
N < Password G
M z
¥ ¥ — = Training Mode
Sasst Pesmeard == nitps//adminscom/cc © ~ @ & | B Contact Us | ADMINS, Inc
TMPORTANT NEWS  About our products” upport i I .
Support
ADMINS . at  ContactUs New P e 2
Click the Button to start your browser =
Join Go To Meeting - r
" = - A - < |
ADMINS Website
— — Use this button to send
Send E-Malil to Support L. o support@admins.com
. - Hi! Let us know how we can help and L a quick email from the
we'll respond shortly. For the best 6 AUC server
response, include a phone number in : . =
the message. T W
P o
Name* - e
o ocerment o i A
A simple, quick form R iR °
Email* o v
will pop up -- be sure to —
include a phone
number and email
address so that we
may reply {f
(== 1

[ADM-AUC-SY-8154]
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8. SITE SPECIFIC

ADMINS added section 2.3 of the RC~1775 Cranston, Rl Remove Old Tax Year Process document to explain
the impact on Daily Balance Exports.

[CRI-SUP-SAPLAUC-871]

8.1. Lockbox Uploads (Rossi and L&L)

Some law offices supply .CSV files of lockbox payments. If during the creation of these .CSV files, the file is
opened and saved in Excel®, any leading zero is stripped from the date field, which caused an abnormal
termination of the upload. With the software update, ADMINS added error handling to identify and repair
date fields that were stripped of a leading zero, so the process now uploads these files properly.

[ADM-AUC-RC-8494]

9. REFERENCE LIBRARY

In addition to the following new or updated documents added to the Help Reference Library, the “SYSTEM”
sections of each library were standardized for the help documents that are not specific to the module. See
the “SYSTEM” bullet below for an example.

9.1. New or Updated Documents

* TOP LEVEL------ RC-100 Revenue Collections Help Documents Index [Updated]
e SITE SPECIFIC RC-1750 Cranston, Rl Tax Account Status [Updated]
RC-1775 Cranston, Rl Remove Old Tax Year Process [Updated]
e SYSTEM SY-117 Quick Report Selector [New]
SY-145 Reset Password [New]
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