REAL ESTATE TAX BILLING
RELEASE NOTES - JUNE 2019

This document explains new product enhancements added to the ADMINS Unified Community for Windows REAL
ESTATE TAX system.
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1. QUERIES D Bill Locator Screen P Balance W/O Interest Message
[Enhancement]

The Bill Locator

== [AUIC] 4130-Bill Lacator [theresa] _ X <
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  Systen  Favorites Help screen prOVIdeS a
B &S e+ 8 - | A rapld Way to
Bill Locator New message retrieve a bill and
o = includes a Balance
GRY  |9RT 2 Bl 3 Owner 4 Location 5Account 6 Parcel Balance does not include interest due*
Actions Year Tupe 7 DBA Name ille il arance Column ADM'NS
D [Real Estate 344,02 3484 ,02
I 1 Select !ﬂ Real Estate 001036-00 BE23.63 added a message to
2017 |10 Feal Estate O01036-00 TTE0.56
|2016 10 Feal Estate l [ [N the ?Creen asa
5 [10 [peal Estats EAIEEO0 | — reminder that the
balance shown on
o [ B | 280,31 | w6 this screen does not
015 [B0 potar Excize [ 35,54 35,54 . |
[E01E [P0 [Fotor Excise D01036-00 70,00 70,00 include interest due.
[E014 [F0 [Fotor Excise T01036-00 104,07 104,07
[P013 [20 [FHotor Excise 001036-00 53,75 53,75 SEIeCt Collections }
Total for this Bill| 196228,67 67464,67 65843,17
Queries P Bill
Locator to view this
-~ Added By Changed by il
change.

Figure 1 The Bill Locator screen balance column does not include interest due

Drill down to the bill using the [1 Select] button for complete information, including interest as of a specified date.
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IE [AUC] 4132-Bill Payment [theresa] — X
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources  Budget Collections  Tax  Motor Excise  Misc Billing  Systern Favorites  Help
B &S i+« = {4 Qo= o u A
2019 Real Estate Bill Payment Inguiry
D 2 Bille 0010365-00 Year [019 ¥ Search Tendered Cash Back Applied Total
P 3Owner  HARTFORD AVE LTD REALTY TR Cash-Cain
- 4 Location HES HARTFORD AV Cash-Paper
&acoount.  [0004 -0015 —0000 Check
GParcel | 0004 0015 0000 Other
Bill Payment Detail Payment Tranzactions @ Trx Summaty 0 Attachment (1) ZMLCs ' Parcelitcct Notes T Bill Motes-Tickler
Mewy Intrst Met Bill Paid Refund| Adjustment Balance
|Run Charges Deductions|  Abatemet|
I e 164,37 1906,38 1906 ,38
Bl Type I 174501 102,23 1844 .24 1844 ,24
Reprint Bill

Bill Totals 348402

QOwner of Record
HARTFORD AVE LTD REALTY TR H 266.60 3730.62 3750.,62
varc ouenal] || MIDIO DICARLO TT — TR !
4 12 ELM STREET 12 ELM STREET Sales History
N | FremcLIN, M 0203E-0000 FRANKLIN, MA 02038-0000 T Rstes
Counter recei
Al Pending Pmts
Goto Batch Pending Adjusts

Reports

Cancel Paymer|

CYDELING  |TAXTITLE 2010 PerDiem 1,34 [1,33641 Amount Due

Payment Date [Dd-Apr-2019 $ 3.750.62 _
Allowe Overpayment

--Added By Qhanged by Lkup up
|

Figure 2 Ihe Bill Query screen shows the detail, including interest due

* REPRINT DATE: 4/42019 The excerpt from a bill reprint in Figure 3 also shows the
ill Number: 001036 interest as of a date.
PARCEL ID: 0004 / 0015 / 0000
PRELIMINARY TAX i i i i i i

Billed Due by Bill reprints and information provided from the bill query
e e screen are the preferred method for providing responses
Q2 Due 117218 sL74201 ’“:”;-33] to inquiries. In this example, the interest of $266.50
No payments to date added to the tax balance of $3,484.02 for a total of
Interest as of 4/4/19 $266.60
Pay this Amount $3,750.62 $3'750'62'
Due & Payable April 4,2019

Figure 3 Excerpt from a bill reprint

[ADM-AUC-RC-8420]
2. REPORTS
ADMINS reinstated the reports progress bar, offers a tip on soliciting help from support and enhanced a report.

2.1. Progress Bar

ADMINS reinstated the progress bar

Building the Report feature that indicates a report is running.
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[ADM-AUC-SY-8093]
2.2. Email Reports [Tip]

The support team frequently receives emails containing scanned images of ADMINS reports
(we love pictures!). Any ADMINS report may be emailed via the Reports P Retrieve Output
function. This saves time and paper (no need for printing) and ensures accuracy when
sending reports spanning multiple pages to support@admins.com. There is a document,
RE-720 | forgot to print my reports, that gives instructions on how to use the Reports
Retrieve Output Files feature to email reports.

[ADM-AUC-DOC-166]

2.3. #4650 Lockbox Summary Report [Enhancement]

= [AUC] 4961-Report Library Transaction History [theresal - O X
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Moh Favorites Help
BB SGE e+ = I
Report Library Transaction History
Goto...
i [View Report A
LD 6.3 - by Tups, Date Run
[4631-Revenus Sunnarg - by Categorg. lyps. Date Run
4632 Reverue Gunnaty - by Tupe, Date, Category Run
(4633 Reverue Sunnary - by Category. Vear. Tupe Run
Report Categories (4635 Reverue Detail - by Categary. Vear, Tups Run

[4637—Revenue Sunnary Category - By Tgpe and Year Run

1 Collection Reporis.

S Omer REDors 4650 Lockbox Batch Summary Report Sample_|_Run
4 TT / Deferral Reports. I —
|409E5-Fosted Receipts - by Date, GL® Aun
|4096—Posted Receipts - bu Date, Batchw, Bill# Run
4527-Fosted Receipts - by Date, Catezory Run
RCRPTLIETRX

ADMINS added totalling options to the Lockbox Batch Summary Report. Run the report by selecting Collections »
Reports P Report Library P [2 Transaction Reports] P #4650 Lockbox Summary Report.

B Task 4850: Lockbox Batch Summary Report X
W Task 4650: Lockbox Batch Summary Report x Lockbox Batch Summary Report
Lockbox Batch Summary Report Required: Enter Pay-Trx Date Range  From: 9012018 | To:[0g152018 |
Required: Enter Pay-Trx Date Range From: H |Tu:| Total by @® Lockbax Type O Payment Date <—
Run as @ preview O Print O PDF Run 28 @ preview O Print O PDF
If Printing use Duplex @ ves O No It Printing use Duplex @ yes O No
Lookup Cancel | Clear All Lookup Cancel | Clear All

Figure 4 Before and After— Lockbox Summary Report prompt —added a “Total by” selection radio button

If Total by ® Lockbox Type is selected, all dates within the specified range for a lockbox type will be listed and a
total at the end of each lockbox type will be provided.

In the example in Figure 5 are multiple dates for a single lockbox type:
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1250 RCLEBKIRN . REE Brinted 06-Jun-2013 av 17:08:53 by THERES Page 1
Town of Adming
Lockbox Batch Surmary Report

Pay-Trx Dates From 09032018 to 09122018

Batch 4 Description Bay-Trx Date Deposit Date  Real Estate  Bersonal Property Motor Excise other Total
LRC0904424 BILL TRUST BAYMENTS  04-Sep-2018 04-Sep-2018 1,447.12 1,447.12
Total BILL TRUST EBRYMENTS 1,447.12 2,447.12

- DERUTY (KELIEY =

4473 MV - DERUTY (RELLEY & 11-Sep-2018 51
LRCLO04473 MV - DEFUTY (KELIEY & '12-Sep-2018 0O 1,441.37
Total MV - DEPUTY (KELIEY & 13,780.92 13,780.92

LRC0903423 MV - UNIBRNK 03-Sep-2018 100.83
LRC0304425 MV - UNIBANK 04-Sep- o 40.e3
LRC090433 MV - UNIBRNK 09-Sep-2018 0 82.50
Total MV - UNIBANK 224.16 224,16
LRC0904426 TAX - CITIZENS 130.57 130.57
184.89

30.00

1,228.84 1,286.44

TEX - CITIZENS 6167

0912435 TAX - CITIZENS £10.01 e47.93
Total TBX - CITIZENS 2,038.95 130.57 381.98 2,551.50
LRCO305428 TAX - UNIBANK 05-Sep-2018  05-Sep-2018 989.55 368,55
LAC0202432 TAX - UNIBANK 03-Sep-2018  03-Sep-2018 542.08 542,08
Total TEX - UNIEANK 1,511.63 1,511.63

#+ Grand Total *+ 7,997.70 130.57 14,387.06 22,515.33

Figure 5 — Lockbox Summary Report with totals for each lockbox type

If Total by ® Payment Date is selected, this will sort the report by payment date and give a
lockbox type total on change of date. The activity for the TAX-CITIZENS type is
highlighted in Figure 6.

4650-RCLEBXTRN.REP Printed 07-Jun-2019 at 10:19:04 by THERESA Page 3
Town of Admins
Lockbox Batch Summary Report

Pay-Trx Dates From 07012018 to 06302019
oo s Serimiin | Faroes owe bemeis sewe | meat mevew | perawmei pewmersy | vewar reeiee - P The legend at the
IACOACESAD W - DRRCTY (LISY & 05-3u1-2010 02-hug-2018 i bottom of the last page
ok 7 DRSCEE (LS ¢ of the report will
e - indicate which way the

Total MV - UNIBANK 2,452.10 2,452.10 . h
report was run; either

LRCO709244 TAX - CITIZENS 09-Jul-201e 09-Jul-2018 17,039.09 91.39 17,130.42
IRCO709245 IAX - CITIZENS 09-Jul-2018 09-Jul-2018 2,058.62 2,058.62 by Payl | Ient/TrX Date or
LRCO709246 TAX - CITIZENS 09-7ul-201¢ 08-Jul-2018 13,548.83 78,01 43,622.94
LRC709247 TRX - CITIZENS 09-Jul-2012 09-Jul-2018 2,395.74 2,395.74
IRCOT09248 TAX - CITIZENS 08-Jul-2018 09-Jul-2018 75.55 75.55 by LOCkbOX Type'
LRCO709249 TAX - CITIZENS 09-Jul-2012 09-Jul-2018 2,346.06 2,346.06
LRCO709250 TAX - CITIZENS 09-Jul-2012 09-Jul-2018 16,821.97 321.20 47,143.17

Total TAX - CITIZENS 115,544.16 426,60 4,741.80 120,772.56
LRCO708243 TAX - UNIBANK 09-Jul-201e 09-Jul-2018 5,712.04 912.39 6,624.43

Selection Legend:
Total TAX - UNIBANK 5,712.08 312.33 6,624.43

Total by Payment/Trx Date

LRCO710251 TAX - CITIZENS
LRC0710252 TAX - CITIZENS

10-Jul-2018
10-Jul-2018

Selection Legend:
Total TAX - CITIZENS 5,667.81 5,667.81

Total by Lockbox Type

Figure 6 Lock Box summary report with Total by ® Payment Date selected

[BLG-SUP-SAPLAUC-1201]

3. DISTRIBUTION LIST EMAILS [Enhancement]

Module Maintenance > ADMINS uses dozens of distribution lists to notify designated users of a
\ T variety of system events. The lists are set up in the
Ernail Distribution Lists . . . . .
Module Maintenance » Email Distribution Lists for
each Module.

Ermail Users
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The Email List Name and

= = o @ |+ NewVendor Added: 027768 AMAZON - Message (Plain Text) =[5 Description is now
Message v @ included in the body of the
@ Extra line breaks in this message were removed. emall to Identlfy the O”gm
From: theresa@admins.com Sent: Fri 4/5/2019 11:.06 AM Of the emal I .
To: support; Theresa Campbell; Theresa Campbell; campbellt189@gmail.com; Wendy Tarantola ThIS Wl” help When users
(e .. -
Subject:  New Vendor Added: 027768 AMAZON . are receiving emails but are

3l

[ 5.5 .3 Email sent via a not sure where the email

This Vendor was added on the fly by THERESAon 0 distribution list now shows Originates or Why a

to update any pertinent information for this which list is in use particular user is reCEiVing
the email. In Figure 7, the
Email Distribution List
Email List: [VENDFLY] New Vendor created on the Fly named “VENDFLY” was

used by the system to

notify users that a new
** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System ** Vendor was Created'

»

Figure 7 System generated email identifies the Email List [Name] & Description

If the distribution needs to change, the list may be edited. Detailed instructions are available in the Help Reference
Library for each module, for example, RE=740 Email Distribution Lists.

[ADM-AUC-SY-8102]

4. EXCEL® TEMPLATES [Fix]

ADMINS provides Excel® spreadsheets used for a variety of upload purposes. Prior to the software update, when
accessing a template, if a user tried to open a second copy of the template, the process terminated, bringing the user
to the support page.

THERESA's Support Help

Goto

Actions. Lozt 0/ on [17-Jun-2015 [15:25:49

~
Results.

v

-- Added 07-5ep-2009 By MUPDEV1 Changed 03-May-2019 by THERESA up

Figure 8 Before — if the template was already open, process brought the user to the support page

: f

& Vou already have the Template Open This was corrected and users will

\ vy ' Close Current Ternplate to run this process again !nStead be informed that the template
— is already open.

Figure 9 After — message instructing the user to close the open template prior to running the process again
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Changes affected these templates available by selecting Tax P Help Reference Library » Billing:

Property Tax Help Reference Library

RE-350 Q1 Tax Balancing Template

Reference Card

(Wi ewr

bt RE-370 Q2 Balancing Template

RE-350 01 Tax Balancing Template

Wigw

RE-260 01 Balancing Instructions

Wigw

Emai RE-390 Q3 Balancing Template

RE-370 02 Balancing Template

Wigw

RE-220 L2 Balancing Instructions

Wiew

Email

RE-290 W2 Balahcing Template

View

RE-400 L3 Balancing Instructions

Wignwe

Email

———————— BETTERMENTS ———————

Figure 10 Real Estate Balancing Templates

June 2019

Other templates affected by this change are available by selecting Tax P Help Reference Library P Templates:

Propetty Tax Help Reference Library

[Reference card

ieinr

Send

———————— TEMFLATES ———————

RE-E50 Upload Feal Estate Sales History Template

iew

RE-655 Upload Liens Template

RE-855 Upload Liens Template

Wiew

Figure 11

RE-650 Upload Real Estate Sales History Template

[TOC-SUP-SAPLAUC-2966]

5. HELP REFERENCE LIBRARY

5.1. New or Updated Documents

e BILLING RE—350 Q1 Tax Balancing Template [Updated]
RE—370 Q2 Balancing Template [Updated]
RE—390 Q3 Balancing Template [Updated]
e TEMPLATES RE—650 Upload Real Estate Sales History Template [Updated]
RE—-655 Upload Liens Template [Updated]
e OTHER RE-715 Favorites Screen [Updated]
RE=720 | forgot to print my reports [Updated]
e SYSTEM RE-770 System Administration Kit [Updated]
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