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This document explains new product enhancements added to the ADMINS Unified Community for Windows (AUC) 
REVENUE COLLECTIONS system. 
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1 Reversing a Posted Batch [Enhancement] 
This is to be used in the rare case when an error is made and a batch is either duplicated when it is posted or 
if the data entered into the batch was incorrect and the entire batch has to be reversed. 
 
This feature will reverse an entire tax payment batch, an entire lockbox batch, or an entire Treasury Receipt 
batch. For complete instructions on reversing a posted batch, please read RC-205 Reversing a Posted Batch 
in the Revenue Collections Help Reference Library. The whole batch will be reversed. If individual Bills need 

modification, manual adjustments will need to be processed. 

[ADM-AUC-RC-8602] 

2 Batch Query Screens [Enhancement] 
There are two 
Batch Query 
screens 
available in 
AUC for 
collections 
batches.  

To remind users what data is shown 
on each screen, ADMINS added some 
text to the top of the screens. 

The Batch Query screen holds the current data since the date shown, and 
includes all batches, whether In Progress, Submitted, or Posted. 

 
 
The Batch Query – History screen holds only Posted batches prior to the stated 
date. 

 
 

[ADM-AUC-RC-8601] 

2.1 New Reversal Flag Column on Batch Query Screen  

 

The RV column was added to the 
Batch Query screen to alert the 
user that a batch had been 
reversed. Hover over the RV 
column for the selected batch to 
view the details. 
 
Please read RC-205 Reversing a 
Posted Batch in the Revenue 
Collections Help Reference Library. 
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[ADM-AUC-RC-8607] 

3 Transfer Empty Batches [Enhancement] 
ADMINS clients asked for a way to transfer empty revenue collections batches. This is helpful to sites that assign 
batch numbers rather than allowing the system to assign them. If a batch owner is unavailable for any reason, 
the empty batches they own can be transferred to another user.  
 
To transfer an empty batch, from the menu, select: 

Collections  Payments  Transfer (Unsubmitted) Batches 

 

 

 
To include the empty batches in the selection screen, click on 
the  Yes radio button. 

 
Select the batches to be transferred by clicking on the checkbox . The user initiating the transfer will see this prompt; the 
batch(es) can be transferred to any user; if unsure of the username, select it from the lookup; if desired, click on the  Yes 
radio button to have an email sent listing the batches being transferred: 
 

 

The transfer of 
empty batches 
applies only to 
this process and does not 
apply to the transfer of 
batches on the Batch 
Query screen. 

Figure 1 Transferring Empty batches 
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Figure 2 Email sent to the original owner(s) of the batch(es) and to the user initiating the transfer 

 
Once the batches are 
transferred to the new 
owner, they will be available 
as an “In Progress” batch on 
the batch entry screen. 
 
Click in the batch field and 

use the  button to view all 
the batches in progress and 
find the desired batch. 
 

 

 

[ADM-AUC-RC-8599] 

4 Reports  
ADMINS enhanced the GL posting report output file names, provides a method to produce Outstanding Statements of 
Account in batch, fixed an issue with the Form 410 when run from the report library instead of the Tax Title Inquiry screen, 
and suppresses “No Records Selected” output for site-specific reports. 

4.1 GL Posting # Added to Report Names [Enhancement] 

Users sometimes need to retrieve a report from a Collections batch posting. To make it easier to find the correct 
report to retrieve, ADMINS added the GL Posting number to the two GL posting reports (Detail & Summary. 
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Select the  Yes radio button to 
produce the GL Reports. If the reports 
are not produced in the posting step, 
they cannot be retrieved. 

 

 

4.1.1 Report #4099 Posting Report – Detail by GL # 

 

4.1.2 Report #4084 – Posting Report – Summary by GL # 

 

[ADM-AUC-RC-8600] 

4.2 Report #5914 Form 410 [Fix] 

Form 410 as available from the report library was not running properly prior to the update. This was corrected. To access the 
report this way, from the menu, select: 

Collections  Reports  Report Library  [4 TT Deferral Reports]  #5914 Tax Taking Form 410 
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The form 410 button from the TT 
balance inquiry screen will attach 
a PDF copy of the form to the TT 
account whereas the one run 
from the library will not attach a 
PDF copy of the form to the Tax 
Title account. 
 

 

When the report is run from the 
report library, select the Required 
Parcel # from the lookup and click 

on . Enter the Calculate 
Interest Thru date by entering it 
in MMDDYYYY format or select it 

from the . 

 
 

A Form 410 for a specific parcel is 
available on the Tax Title Balance 
Inquiry Screen.  
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When run from this screen, the 
system will attach a PDF copy of 
the Form 410 to the Tax Title 
Balance Inquiry Attachments 
screen. 

 

The form 410 created via this 
method can be viewed or emailed 
from the Attachments tab. 

 
Figure 3 Sample Form 410 shows the amounts in Tax Title 

ADM-AUC-TT-3896] 
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4.3 “No Records Selected” Reports are Suppressed [Enhancement] 

Many sites have “Site-Specific” reports to be displayed during a receipt posting that are relevant to one type of receipt, such 
as a motor vehicle excise payment, but are not germane to a treasury receipt batch posting. ADMINS now suppresses these 
site-specific reports if there are “No Records Selected”.  

[ADM-AUC-RC-8604] 

5 Report # 4567 Outstanding Statements of Account (Batch) 
Statements of Account are available from the Bill Inquiry  Detail Payment screen for a single parcel. A site asked 
ADMINS to produce the statement of account for all accounts, in all years, with an outstanding balance. These 
reports are suitable for mass mailing. The reports are produced separately for each of the tax types.  

 

To produce this report en masse for all accounts with an outstanding balance, this report can now be run from the Report 
Library. To access the report, from the menu, select:  

Collections  Report  Report Library  Collections Reports  #4567 Outstanding Statement of Account 

 

All fields are required. The report is produced as a PDF.  
 
1. Bill Year range is required.  To select a single year, enter 

the same year in the “From” and “To” fields. To capture 

data for all years, enter 0001 and 9999 for “From” and 

“To” fields. 

 

2. Bill Type is required–e.g.,10 is the type for Real Estate, 

select the type from the . 

 

3. Interest as of Date – interest will be calculated though 

this date. 

 

4. The Minimum Balance on the Bill for the report must 

be a positive number. 
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At left is a sample of the statement of account that will 
be produced for a single parcel.  
 
It is for a single year and bill type, Real Estate, and 
meets the minimum balance due. The Interest and 
Fees are shown as of the date supplied in the prompt. 

 

The sample at left shows that Motor Excise bills will 
print one bill per page, per year, per account number. 
So if a given owner has five outstanding Motor Excise 
bills, for years 2018-2023, a separate statement will be 
produced for each. 
 
 
 
Below is a sample Personal Property bill, with multiple 
bill years outstanding. Depending on the number of 
years outstanding, the bills may print over two pages 
with the grand total on the last page. 
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[ADM-AUC-RC-8603] 

6 Site Specific Cranston RI – Bill Locator Screen [Enhancement] 
The Bill Locator screen now has a button that will allow locating a bill by [U Current Owner]. This is in addition to the pre-
existing search on Owner (original), that was renamed [3 Orig Owner] to provide a visible distinction between the two 
options. 

 

Figure 4 Before – the owner button was labelled [3 Owner]; there was no Current Owner option 

 

Figure 5 New button for sorting & searching by [U Current Owner]; [3 Owner] button relabeled as [3 Orig Owner] 

 

Figure 6 Above shows the difference on bill #6827 – the original and current owner names differ 

[CRI-ADD-TAX-3] 
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7 Help Reference Library & ADMINS Website  
Added the following new or updated documents to the Help Reference Library and content to ADMINS.com: 

7.1 New & Updated Documentation in the Help Reference Library 

Payments RC–120 How to Enter Bill Payments [Updated] 
 RC–130 How to Find a Bill [Updated] 
 RC–205 Reverse a Posted Batch [New] 
Deferrals RC–520 Deferral Processing [Updated] 
Refunds RC–910 Refunds [Updated] 

7.2 New Content on ADMINS.com 

MLC Entry [New] 

7.3 Access Videos & Quick Tips from the AUC Login Screen 

 

Click on the link to go to the Video Launchpad on 
the ADMINS website. 
 
The website direct address is above. The link on 
the AUC home page shown at left  is a quick option 
if the site allows direct access from the AUC server. 

https://youtu.be/cgKQef2g2_g
https://admins.com/videos-%26-quick-tips
https://admins.com/
https://admins.com/
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We are adding content all the time so check back 
often; we also send out a “Featured Video of the 
Month” email. 

 

[ADM-AUC-SY-8305] 

 
 

8 Using GoToResolve 

AUC support staff will use 
a new tool called 
“GoToResolve” to allow 
users to share their 
screens more easily.  
 

We will telephone you first to review the 
problem. Then we will send an e-mail with 
a link to click on. 
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Clicking on the link will open a browser 
window that looks like this.  
 
Click on the accept button to begin. 

 

A browser window with instructions opens. 

Click on the  button. 
 
During the support session you may be 
asked to provide additional access. The 
support team member will walk you 
through that process if we need to control 
your screen instead of just view it. 
 
Click on end session when finished. 

 

[ADM-ADM-ADM-6500] 

 


