TAX
UPLOAD LIENS

This document describes how to upload water, sewer, electric and other liens into the AUC Tax Billing
system from a spreadsheet. This process may be used in lieu of, or in addition to, the manual lien entry.
The upload process uses a comma-delimited (CSV) file generated from an Excel spreadsheet template
supplied by ADMINS. This document assumes a reasonable working knowledge of Microsoft Excel.

NOTE

@ This document describes how to IMPORT the data into the AUC Tax module. It
does not intend to illustrate how to EXPORT the data from your water, sewer,
electric, trash or other lien management system. You may need to contact the
Vendor supplying that software for additional information.
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1. GETTING STARTED

1.1. EMAIL THE TEMPLATE

ADMINS has created an Excel template file that you will populate with lien data to upload, and has set up
a mechanism for you to obtain it by email. To get the template, follow these steps:

[ Tax Motor Excise Other System  Help a. From the AUC menu, click Tax » Liens » Upload Liens.
Maintenance r The steps menu will display.
Billing L4
Deductions L
Sales History L4
Better ments 4
3 Upload Liens
gzi{:nrglst/‘suppl Billing : y=—
o . EditList
—— b. Click the step labeled “Email Template to User”.
I Email Template to User I

aestart Upload Process
Aszociated Lien Categoties
Upload Lien C5Y file
Print Werification Repotis
Create Liens in Lien Entry File

Email Template to User
Required: Enter Username [mary@admins.com
c. Send the template to yourself. You
may click the LOOKUP button and
Lookup | [ 0K | _Cancel | Clearal select your name from a list of

choices.

Email Upload Template [EX

'l) Email sent ko MARY

A

Click OK to complete the process.

Cc:
Subject: [AUC] Lien Upload Templata You should now have the template in your email

I Message 7 RealEstate_Liens_Layoutxls (17 KB) Inbox. It will be sent as a Microsoft Excel file
named RealEstate_Liens_Layout.xls. See the
APPENDIX for a sample of the file.

File Attachment Included

Open the Email and save the template

** Do not reply to this email message as it was system generated attachment to a location of your choice on your
via the ADMINS Unified Community (AUC) System ** computer. You can give it any name you want

when you save it.
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1.2. GENERATE LIEN DATA

You should now generate the EXPORT of lien data from the water, sewer, electric, trash or other
department. You will use this data to populate the template spreadsheet.

2. RESTART THE LIEN UPLOAD PROCESS

Choosing this option will clear out any work files you may have previously created. You can select this
process at any time if you want to start over.

Cescription
Email Template to Lzer

1 Restart Upload Process I

Upload Lien C5Y file
Print Werification Repotis
Create Liens in Lien Entry File

M Task 5151: Restart Upload Process .
Restart Upload Process Click OK to restart, or cancel to

Restart Steps Process? & §5s = No leave any work files in place.

Lookup | 0K I Cancel Clear All

3. USING THE TEMPLATE

ADMINS created the template because of the fact that there is no standard export layout from the various
departments that generate liens. You can, of course, enter the data into the spreadsheet manually, but it is
assumed that you receive some sort of electronic transmission, most likely an Excel spreadsheet. You
may need to massage the data in the files you receive to match the layout required by AUC.

The first two rows of the template are locked. You cannot
change anything in those rows.

3.1. TEMPLATE COLUMNS

1. There are 24 columns on the template, which provides for a water, sewer, electric, trash and one
“other” lien. The first four columns contain information about the parcel:

a. Parcel number: use the slash “/” character as a delimiter, e.g. 123/002/015A. Be sure to
enter any leading zeroes in any component. For example, if the parcel number is
011/002, DO NOT enter 11/2.

b. Name of person or company to be billed.

c. Service address. This may or may not be the billing address.

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Revised Dec2019[AED] Page 4 of 13



0 ADMINS Unified Community Liens

Real Estate Tax Upload lien records

d.

Collector fee: the amount of any fees charged by the Collector for any of the liens. The
column is formatted for two decimal points, so if you enter 100, it will display as 100.00.

2. The remaining columns provide for specific information for each of the other liens:

a.

13

Lien date. Is required. Enter in format MM/DD/YYYY. The system will check for date
errors within plus or minus 365 days of the upload date. In other words, the upload
process will reject a date that is more than a year in the past or a year in the future.
Account number. Is optional. This is alphanumeric.

Lien amount. Required if there is a lien date. Formatted for two decimal points.
Committed interest for the lien. Optional. Formatted for two decimal points.

3. Here are some tips that may be helpful in populating the template:

a.

b.

You can upload a separate file for each type of lien — that is, you can run the upload
process for each type of lien. This is helpful if you receive a lien file from several
different sources. Alternatively, you can put the data into a single file, using cut and
paste if necessary.

To put multiple liens for a parcel in the same upload file, you can either enter the parcel
number once and enter each lien in its proper column; or enter the parcel number for each
lien.

Example: Parcel 123/456 has both a water lien and a sewer lien. They can be entered in either of two

ways:

Parcel Water lien Sewer lien
123/456 100.00 150.00
OR

123/456 100.00

123/456 150.00

4. There may also be cases where there are two liens for the same property — for example a multi-
family that has one parcel number but multiple water accounts. In this case you can either list the
parcel number twice with different account numbers, or use the “other lien” column for the
second lien.

TIME SAVING TIP

If you are moving data from a spreadsheet to the AUC template, it is helpful to use the
Window » Arrange » Horizontal feature of Excel. This allows you to see the 2
spreadsheets in the same window and organize the data accordingly.

Arrange
Window | Help

Arrange Windows @

Pew Window

() Yertical
arrange... () Cascade
[[] windows of active warkbook
- sid i ith ¢

I Ok ][ Cancel ]
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5. Once you have completed the changes, save the AUC template as a CSV file.

3.2. CREATE THE CSV FILE

To save the Excel spreadsheet as a CSV file:
e Click File » Save As
e Choose CSV in the “Save as Type” window

Upload lien records

o Choose a location on your computer, supply a file name and then click OK. The file name is
your choice. If you upload a separate file for each lien type, you may want to use a haming

convention such as Liens_Water_2012.csv.

@ You can save the file to any location you want, but in the next step — uploading the file — the system
will automatically start looking in the location specified by item 5100 in the Module Control Table.

TTa= T T TI LTI T S=TT- T T L= T T T - AT 1T T DT
[aplels] Licn Upload Import Directory z 1 hadmhomehtransfer
Il:'h’\ fat RS L DC D11 T i ] i ]

% 7. admhome", Transfer

File Edit “iew Faworites Tools Help

Qeack * @ v (¥ | P search | * Folgef® | [
Address |5 2 vadmhome\Transfar

Folders X | Mame

| EERELiens_upload_2012.csv
(D chuck —I i sylvia_sllocations_Uploa. ..

You may be prompted with one or both of the following messages, to which you should respond with the

circled answer:

Microsoft Excel

The selected file bype does not support workbooks that contain multiple sheets,

! + To save only the active sheet, click OK,

+ 7o save all shests, sawe them individuslly usig adiEEerant File name For sach, or chooss a file ype that supparts multiple shests.
) N

SalesHistary _July2011.csv may contain Features that are not compatible with CS¥ {Comma delimited), Do you want to keep the workbook in this
format?

Microsoft Excel

\E) « To keep this Format, which leaves out any incompatible Features, click Yes,
« To preserve the features, click Mo, Then save a copy in the latest Excel format,

* To see what might be lost, click Help,
Yes | Ho Help
—
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3.3. CONFIRM THE CSV FORMAT

Before trying to upload the file, confirm that it is properly formatted by opening the file with NOTEPAD.
To do so:

e Locate the .CSV file on your hard drive.
¢ Right click on the File and choose Open With » Notepad

Address | C\ADMHOMENTransfer I Beo
E——— x| Marne Size | Type ~
irstax 1_2010.dat 287 KB DAT File
AUCCOLL - -
- [ [ aPv_ipg 10KE IPEG Imag
=) AlCDocs [E|PO_Seal jpg 10KB JPEG Imag
L AUCTEST ] schoolBlanksignLines. jog 15 KB JFEG Imag
T Backup_zip =] TowrBlankSignLines. ]pg 2 KB IPEG Imag
=3 blat =V | 21 KB Microsoft ¢
3 cvmod @RELlens upload 2012 21 KB Microsoft ¢
& logeverts BPEA_2012_1_RE_pscr 102KB Microsoft
= logfatal HCDPY of FEAT(APChECk en With | Microsoft Office Excel
F|PEA_APChecks . rpt =
i ! = AdmTrans
= E - |#)PEA_PCLrpE U Scan for threats. . B hotopad
© ReconFiie [#|PEA_PP_RILL rpt — epa
il iDSCD::?e %PEA RE_BILL.rpt P winzip Choose Program...
TEINENET adppayirmport bt FE  TERL DO
= Eocrmug| aeking | Bl sT s Send To ' I T . SN

The file will display in the Notepad editor.

rParcel,owner, address, Method, . . sy s v essrrss

KPARNUM SNDNAM LOlADDR BILMTH, CFEE, WLENDAT WACCT WAMT , WIAMT , SLEMDAT,, SACCT, SAMT, STAMT, TLENDAT , TACCT, TAMT, TIAMT , H
005 /045 DELGRECO ROBERT S TRUSTEE 3 MARKET =T, 1,,,,,,,,,,,,,,8/1/2011 005 -045, 100 6?,,,,,

elel} ,/lOBA,AMIRO LINDA L,108 RUSSELL STalyssnnnssrnnnasasL/2011,005 -109a, " 2,224.29 -

005 #1016, ALLEM JOSEPH R & PAMELA E, 8 BUFORD RO, L, ,4ss00035030s .8/ 2001, 005 “116,F07. 3, 44,

015 AUl2, PATERMO WIMCENT & DOMMA M, 536 GRAND REGEMCY BLWD,L,,,.51510035190 8712011, 015 -012, 747,09, ,,,,
018  A020,WALENTI WIMCEMZO & LISA 8,15 CRAME AVE,L,,,,:50000009.8/L/2011,018 -020,"2,987.61",,,,,

024 S054,BURKETT THOMAS C & JUDITH E,11 HOOWER AWE,L,,,.sss0r500000 8/L72001,024 054, 26,2, ,,,,

033 FO734,BONFIGLIO PETER J & RHOMDA L,2 MADDABOMN PL,L, .y 4ssssasasss8/L/2001,033 -073A, 596,95, ,,,,

033 S503,LEQ MANCY, 5B ELGIMWOOD RD,L,, .. ssss0s000..8/1/2011, 033 -503,684.3,,,,,

036 A515, APPLEY CHARLES,13 BOURBOM ST — UNIT 52,1, ,,550000002048/1/2001,036 -515, "1, 045, 59", ,,,,

036 A548, PELLETIER LORRAINE 4,19 BOURBOM ST — UNMIT 85,1, ., 00000s9505s,8/L 20011, 036 -548,702.809,,,,,

038 A037,CRISTOFORO JOANNE M, 13 MT PLEASANT oR, 1,,,,,,,,,,,,,,8X112011 038 -037,"2,872.02",,,..

045 ;0158 KRAICA M & CAPORALE M, 84 PINE ST 1,,,,,,,,,,,,,,8X1X2011 045 -(l5g, 145, 19,,,,,

fa¥. = i ) [T ¥ (]l I A hLIT. hll'l LT L bl B a el e LY. =4 o ] "‘1 C

Scroll all the way to the bottom of the file.

15 287, WALSH Wi T II §
116 /051, VALENTINE DONAL If you have rows at the bottom that look

001,/013, BERRY AMY, 65 GLENM
001,040, LOCKHARD AARON, 50 like this then you should remove them. If

LL SEAN & A

they are not removed, the upload will not
| complete successfully.

Once you have built your CSV file then you are ready to proceed.
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4. ASSOCIATED LIEN CATEGORIES

As previously indicated, the spreadsheet template has separate columns for each type of lien. To ensure
that these integrate properly with the system, verify that each type of lien is associated with a category in
the Billing Category table.

You may only need to go into this
table the very first time you run

Diescription
Email Template to User this process. Once the records
Restart Uplaad Process are established here then you do
Azzociated Lien Categories — .
Uplozd Lien C= file not need to perform this step
Prirt “/erification Reports each time.

Creste Liens in Lien Entry: File

Upload Type Associated Category

Collectar Fea FZ Collector Fess M Real Estate Categories

Ca Description

Wiater Lien
Wifater Lien Committed Interest e

ter Lien

itted Interest

Luxury Tax on High Value Homes

3
Sewer Lien ﬁ Sewer Lien d Unused Charge
Sewer Lien Committed Interest ﬁ Sewer Committed Interest 5 Hater Lien
5 Mater Committed Interest
Electric Lien 3 Electric Lien 7 Sewer Lien
Electric Lien Committed Interest 10 Electric Committed Interest S Sewer Committed Interest
9 Electric Lien
Trash Lien IH Trash Lien 10 Electric Committed Interest
Trash Lien Committed Interest 12 Trash Committed Interest 11 Trash Lien
12 Trash Committed Interest
. X 12 Other Lien
Other L!en . IE Other L_Len. 14 Other Committed Interest
COther Lien Committed Interest IH Other Committed Interest 15 Title Ga

15 Betterment 1 Committed Interest

& Be sure every lien on this screen is associated with a Billing Category, even if you are not actually using it.
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5. UPLOAD THE CSV FILE

Real Estate Tax

Upload lien records

You are now ready to load the file. To begin, click the button labeled “Upload Lien CSV File”.

T oo

Email Template to User

Restart Upload Process

Aszocigted Lien Categories

Upload Lien C5Y file

Print Werification Feporis

Create Liens im Lien Entry File

Upload Lien CSY file

Required: Enter Bill Year h == Select File to Load x
Enter Upload Filename ‘ T <« admhome > Transfer » v @ | Search Transfer P
peiadiiigiion ®Temp Spreadsh O CUSI Intert Organize v New folder ==~ TH e
RUN 3 @ PreviewO Print O POF L?s ~ Name Date modified Ty
If Printing use Duplex @ ves (O No Lis [Z}] RealEstate-Liens.csv 1 Mi
@ A Rep ) ME_Delinquent.csv 1 Mi
- « I This PC &) PP_Delinquent.csv 12 Mi
L] taxdeling.csv 1 Mi
M Desidop - ME,Bani,Expnrt,szm.z.p 1 Wi
] CrEmEns . ME_TaxBills_201901 zip 1 Wi
. . . . . & Downloads &L UploadTRCodes2020.c5v Mi
With your cursor in the filename field, click B Music Y - v
the LOOKUP button. A standard Windows e rame oot 7] [aures v
dialog box appears allowing you to locate b=
your file. When you find the file you want to ceneel
load, click the Open button. As noted above,
the system will start looking in the directory
specified in the Module Control Table.
You will be returned to the parameter window, where your selected file name and path will appear.
]
Upload Lien CSY file
Required: Enter Bill Year
Enter Upload Filename | D:3AUC_DEVELOPMENTVADMHOMESTRANSFERYREALESTATE-LIENS.CSY
Upload file From (® Template Spreadsheet O CUSI Interface
Run as @ preview O Print O PDF
If Printing use Duplex @ vyes () No
Lookup OK Cancel Clear All
Click OK and the upload process will begin.
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5.1.

ERROR CHECKING

1. File Name. There is a limit of 80 characters for the total length of the Drive + folder tree + file

name.

Please be sure to see that your file name is not truncated here. If it is, you will need to

move it to a different location with a shorter path name.

2. The system checks the upload file for errors and will not upload it if any errors exist.

Upload Liens ]

i Errors found in upload file
\4) Mo records were loaded

3. The errors will be numbered and described on the report that is produced automatically with the

upload

process. The possible errors, which will be identified on the report, are:

A portion of the parcel number is blank

A parcel number is invalid — either because it does not exist or because it
does not contain enough segments

Owner name is blank

Address is blank

Collector fee is non-numeric

Collector fee less than zero

Collector fee or lien not associated with a Bill Category (see Section 4)
Lien dates cannot be blank if there is a lien amount

A lien date is invalid

A lien date is more than a year ahead or behind today’s date

Liens cannot be less than zero

Lien and interest amounts must be numeric

The lien already exists in the posted liens file. This prevents you from
uploading the same lien twice.

Correct all errors in spreadsheet, export to .CS5V file, and restart upload process.

———r———T———=T

Upload Liens Error Report

Parcel Location

oos /045 3 MARKET 5T
Error: 87 Electric Lien already in Lien Posted File

oos A1004 108 RUISELL &T
Error: 81 Water Lien already in Lien Posted File

Error: 53 Sewer Lien already in Lien Posted File

Error: 87 Electric Lien already in Lien Posted File
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4. As mentioned above, you can run this process multiple times for different lien types. If you
upload a second file (or try the same file again after correcting errors) without either completing
the process or restarting it, you will get the following message:

Upload Liens [ %] ) ) .
Click YES to continue uploading the
Work file already has uploaded transactions

9 . . .
*~‘./ Click YES to discard transactions and cantinue Upload designated file. 'ThIS has the same X

Click MO to cancel Upload and keep current transactions effect as restarting the process, and will
discard any previous uploads. Click NO
to cancel the upload.

5.2. EDIT LIST

When the upload is successful, the system will automatically print a detailed edit list, showing the amount
of the lien and committed interest for each parcel:

Tplcad Li=sne Edit Liat
Eill Year: 2012
ool -004A 114 BIRCH ST C'NEILL SEARN & CATHLEEN
Committed
Lien Type Account# Lien Date Amount Intersat
Water: £24742 0l-Aug-2011 283.20 11.71
Sewsr: £24742 0l-Aug-2011 214.7% .15
477.9%9 Z0.88
Torale Amount Intereat Total With totals by lien and a grand total
----------------------------------------------------------- at the end.
Collector 100,00 140,00
Water: 248,459,681 20,495,732 288, 955,34
Sewsr: 268 ,771.549 23,278,584 292 ,050.43
Electric: 63, 5817.38 £3,917.36
E81,248.5& 43, 774,57 625,023.13
Total # Lisn Records loaded a2g

You have the option of running this report again, and you can choose preview or PDF output.

Description B Task 5153; Print Verification Reports
Email Template to User

Restart Upload Process
Aszocigted Lien Categories i
Upload Lien CS file Run as ¢ Preview (¢ Print oF

Print “erification Reports —# If Printing use Duplex & Yes  No

Create Liens in Lien Entry File
Lookup | 0K I Cancel

Print Verification Reports
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5.3. POST LIENS TO LIEN ENTRY FILE

Once you are satisfied that the liens are correct, the next step is to create them in the lien entry file. This
process makes the liens available for billing.

M Task 5154: Create Liens in Lien Entry File

Cescription
Email Template to User Create Liens
Restart Upload Process
Azzocisted Lien Categories Run as &  Print  PDF

Upload Lien C=4 file
Print “'erification Reports
Create Liens in Lien Ertry File — Lookup | 0K I Cancel Cle|

If Printing use Duplex & Yes  No

The system will check to make sure this is what you want to do:

Create Liens in Entry File [ %]

9 Press OK to Create Liens
h‘./ Press Cancel to Exit \Without Posting

Ok Cancel

|Ia}{ Motor Excise  Systern  Faworites  Help
Maintenance
Billing
Deductions
Sales History
Betterments

After you have posted them, you can view the individual
liens in the Lien Entry screen

able

Upload Liens
Lien Entry T_
Edit: List

The posted liens are automatically flagged as Submitted for Billing, which means you cannot make any

changes in the Lien Entry Screen. To make changes, click the Restore button. You can then change the
amount, add a category or delete a category. Click Submit to make the lien available for billing again.

add/Omit/Suppl Billing
Demands

TR

b
b
b
b
b
b
b
b
Y

Lien Entry
Gata...
Actions Parcel Yol —00dA Submitted for
= Bill Type Real Estate Billing
TaxYear P12 |
1 Add Parcel
2 Edit List Location 114 BIRCH 5T
3 Restore City  PEABODY State  MA Zip  01960-0000
Current Owner  0°MEIL SEAM M & CATHLEEN M
Category Lien Date Moates LieniFee Amount
E Hater Lien 1-Fug—2011 Water Lien Acct# 624742 0o FEdtHEEE 263,20
E Water Committe O1-Aug-2011 Mater Lien Acct# 624742 .. 11,71
ﬁ Sewer Lien 1-Aug-2011 Sewer Lien Acct® 624742 v 214,79
m Sewer Committe 01-Aug-2011 Sewer Lien Acct# 624742 .. 9,15
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6. APPENDIX — LIEN LAYOUT FILE

Real Estate Tax

The top two rows are locked — you cannot change anything in them.

Upload lien records

Name Box E [ o] E F G _H
Wintar L iy Histr
. Livmrtad
Favs! Livfeir A Waerlin Wbl btess
FRRRER IS Az Lizrsros AoiFess Fas H- FET 2w Hosoeewd Arwwaw Aowwsy
XPARNUM SHDNAM LO1ADDR CFEE WLENDAT  WACCT WAMT WIAMT
| il K L I M [u] P (] &l g T
FES - ﬁ?ﬁﬁ";‘?fﬁ'? Edariain £ fan . . Efm?.-??insr? Trssts £ s If.j_\'f:u’?;sv?
e b A PY P ELdavire Liecire Liomariiad st Simwitas
ANy Sl SEperliawr et MYy L Ligwr Arwarest A YYY | Tresliar Trashilien dnferest
# FEE Do PR IES Aot L b FAE e JUBRTIFY At A #E FE5 L Ao g a Aara
SLEMDAT  SACCT SAMT SIAMT ELEMDAT EACCT EAMT EIAMT TLENDAT  TACCT TAMT TIAMT
i} L W #
et e Elfaar Lree?
n Lamnvitas
ATy e Liae Wl dateest
L TOS Dl A s wi® A e A
OILENDAT O1ACCT O1AMT ONAMT
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