O ADMINS Unified Community RC-480 Tax Title Account Statements
Tax Title 26 August 2022

Use this process to produce statements suitable for mailing in a window envelope to the current owners of a
parcel in Tax Title. The process has a customizable letter, allows selecting from all parcels with outstanding
balances, prints the statements, and optionally attaches a PDF® copy of each to the Tax Title parcel.
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1 TAX TITLE ACCOUNT STATEMENTS PROCESS

To begin, from the menu, select:

Collections P Tax Title P Tax Title Account Statements

= [AUC] 11421-Tax Title Account Statements x
" The steps menu will guide
Tax Title Account Statements the “single user” process,
Description Date Start End Success meaning that if the user
Restart P .
= “Jane” begins the process,
Tax Title Account Statement Form Text 02-Mar-2022 17 :19:10,52 17:19:10,52 only “Jane” will be able to
Select Parcels with Outstanding Balances 01-Mar—2022 12:43:07 45 12:43:11,45 complete the process.
Edit Work File 01-Mar-2022 15:51:34,93 15:51:35,21
Account Statement Edit List 01-Mar-2022 15:51:53,53 15:51:53,53 Th ” . . h
Print Account Statements 02-Mar—2022 09:31:25,15 09:31:32,12 is allows sites wit
Aftach Account Statements multiple staff members to
each run the process
TTACCSTMT-Single User up independently.
1.1 Restart Process
The first step is labelled Restart Process ; use this step to discard any work in process

and begin again. The default radio button is set to “® No”; be sure to select the “® Yes” radio button to clear the
Date, Start, End, and Success indicators from the steps to start from scratch.

B Task 11422 Restart Process X

Restart Process

Are you sure? @ Mo O Yes

Lookup Cancel Clear All

1.2 Tax Title Account Statement Form Text

Edit the text that will appear on the statements using this step. There are 20 fields, each 60 characters, to enter for
the “body” of the letter to be sent to each owner. In addition, there are five fields that will print as a “closing” at
the bottom of each letter. Click on the Tax Title Account Statement Form Text button to access the screen:
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[E= [AUC] 11420-Tax Title Account Statement Form Text|

There are three “tokens”

Tax Title Account Statement Form Text

o used to customize the text
Actors | Form TTACCSTMT  Tax Title Account Statement in the body Of the Ietter SO
Statement Header Collections -= Module Control -= Module Control for Form 410 th at ea c h State me nt Ca n
VSEDIE Feeount is in rd a 1ien agairst our | 5600Line 1 Toun of Aduine have au nique ”Original
2 EdiList roperty has been recorded at the Morfpllk Count Peszistig of 5601Line2
= — Billel(orizinal date Line3 219 Leuis Hharf - N oUA : ”
Felloriginal FY uear ke LEXEJ%&H 503 7T 001 Use the (Original Date)and Date”, Orlglnal Bill Year ,
", T 5604 Line 5 617,494,510 (Original FY Year) and (Original Bill “ e o q ”
locount, gear after wear, if taxes are net satisfied in full | SOUSLMED Year) tokens in the text - the system and Orlglnal Flscal Year
. The Town will pursue all available remedies to seek 5606 Line 7 N
will replace the text on each .
gl Zﬂ:; :.;r,m eeie infu- in cenonieens with fessachnetls 2:22 tl!ii statement with the data specific to referenced * n the bOdy Of
5609 Line 10 the parcel h
the letter.
5610 Middle of Letter Town of Admins

5613 Town Seal D:4ALC_Development hadnhone \auc\FORMS Reports

Use the tokens by entering

Tokens that can be used in Text (Orlglnal Date) (Orlglnal
,
Statement Footer (Original Date) - Original Taking Date FY Yea r) or (Origina| Bill
If your tax title account is in litigation. addition| (Ong“'lal FYYear) - Onglnal Taklng Flscal Year * B
prterest and Feos nay be oued. inelusing redenetion | (o rining) Bill Year) - Original Taking Bill Year Year) *use parenthesis to
5 tell the process to

substitute the value.

-~ Added By Changed D4-Mar-2022 by ANTHEA.

Figure 1 The Tax Title Account Statement Form Text screen

The (Original Date) means original tax taking date. (Original FY Year) is the fiscal year that the original taking was
done. The (Original Bill Year) token is the bill year for which the original taking was done.

In addition to the data entered on the form above, the statements also use data supplied in module control.

Collections - Module Control = Module Control for Form 410

5600Line 1 Town of Adwins
5601 Line 2

5602 Line3 219 Lewis Wharf
5603 Line 4 Baoston, MA 02001
5604 Line5 £17.494.5100

5605 Line 6
Collections 5606 Line 7
; 5607 Line 8 These values appear
Payments 5608 Line 9
Adjustments » §609 Line 10 on the letter and are
D —
5610 Middls of Lefter Taun of Adnins taken from module
Reports >
Tables 5 5613 Town Seal D3A\AUC_Developnent \adnhanshauc\FOR] control values
Queries. >
Module Maintenance > Medule Centrol Table
Interfaces/Imports \ Meadule Control for Form 410 Tokens that can be used in Text
S ’ Field Logging - Bill Category Table (Original Date) - Original Taking Date
Help Reference Library Field Logging - Bill Type Table (Original FY Year) - Original Taking Fiscal Year

(Original Bill Year) - Original Taking Bill Year

To make changes to the information listed on the screen, from the menu, select:
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Collections P Module Maintenance » Module Control

System Module Control

Seq#|Description 1 Answer Edit Button ~
WHeader Information Line #1 Town of Adnins 1 Edit

5601 Header Information Line #2

5602 [Header Information Line #3 219 Lewiz Whart

5603 [Header Information Line #4 Boston, MA 02001

5604 Header Information Line #5 617,459 5100

BE05 [Header Information Line #65
BE0E [Header Information Line #7
5607 [Header Information Line #3
5602 [Header Information Line #9
5609 |Header Information Line #10
5510 [Form 410 Information {(Middle of Letter) Town of Adnins

5513 [Town Seal D :%AUC_Devel opment Yadmhome Sauc "WFORMS \Report

Figure 2 Module Control Values used on the Statement

1.3 Select Parcels with Outstanding Balances

Run the Select Parcels with Outstanding Balances step; the system will present this prompt; enter a dollar
amount to include parcels with balances over the entered amount. Enter .01 to capture all of the parcels with
outstanding balances in a work file.

B Task 11423: Select Parcels with Outstanding Balances *

Select Parcels with Outstanding Balances

Include Parcels with Balances over $x [enter .01 for all] |1 00.00

Run as O preview O Prilt. - OPDF @ Excel
I Printing use Duplex @ ves (O No

Lookup Cancel Clear All

The edit list below will be displayed as part of the selection step.

H - AccountStatement_11426_ LUANN[1]xml - Excel
File Home  Insert Page Layout  Formulas Data  Review  View  Q Tell me what you want to do... Theresa Campbell £, Share
G27 - b4 ke
A B o3 D E F G H -
1 Original Attorney
2 |Parcel Location Owner-at-Taking Current-Owner Taking-Date Balance Code
3 | 0003-0003-0000 101172021 1,742.14
4 10004-0014-0000 101172021 14,749.19
5 |0004-0015-0000 T718/2011 22200
6 |0004-0033-0000 71112001 2,7169.66
7 | 0004-043B-0000 3 210/30/1992 1,965.32
12 |0009-0078-0000 8/25/2021 3,691.71
13 /0009-0110-0000 1 .9/15/2021 640.89
14 /0012-0019-0000 ! 19/15/2021 805.71 CITY
15 | 0014-090A-0000 6/10/1998 3,831.23
g 0029287/ 0000 91512021 26469
Ttaccstmtedt ® [l »
o i = 1 + 138%

Figure 3 Edit list run as Excel®
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1.1.1 Rerun the Selection Step

Account Statement Selection

|®|

Process already has Parcels selected
" Click YES to Continue with current selection
Click NO to discard and select Parcels again

Yes | Mo |

menu.

1.4 Edit Work File

The

Edit Work File

26 August 2022

Change the criteria for the minimum balance amount
and run the step again; the system will display this
message:

Click [Yes] — to continue with the currently selected

parcels (will not select anything new). No edit list will
be produced, and the system will return to the steps

Click [No] —to discard what is already selected and run

the process again. A new edit list will be produced.

button displays the multi-record selection screen. Sort the data by
clicking on any of the three column header buttons: [5 Parcel], [6 Location], or [7 Current Owner]. Select the
parcels that will receive a statement here. Note that the balance displayed does not include new interest.

If most parcels should receive a statement, use the [2 Select All] button first and then deselect records by clicking
the Sel box [ to remove the checkmark for that record.

If most parcels should not receive a statement, click on [3 Deselect All] and then check M the boxes for the few
that will receive a statement.

Additional information on a parcel is available via hover text on the Current Owner field.

Ba\an(é

Traz.a) A HHOIney

Attorney column will show
the code if the account is in
litigation and assigned to an
attorney

980, 7 | d|

== [AUC] 11425-Edit Work File)
Edit Work File
Goto ance does not include New Inter:
Actions 5 Parcel Location 7 Current Owner
FLGER, APRTL EWE
—0003 —0000 KSR REAL ESTATE LLC 14749,19
—_ — IBARBARA L DICARLO LIVIMG TRUST 222,00
1 Steps. goLs o0e0 COMPTON, PALL R 776956
-0015 —0000 HOLDEN, ALERANDER E + WELER B 196532
——— _0033 _0000 FOUR MIMETY FIYE ASSOCIATES 1448,49
EOHRRA, MELVIN € + JOWEL G 020,59
-043B =0000 3£51.71
3 Deselect Al =UTI0 =000 FEARL 51 640,89
0013 0000 125 FARH ST Hover on an B05.71
) RENE) =0000 RAY AV 3831,23
HEDL= 0I5 W, 0056 0000 [F ARROAHERAD RO owher to see more T6875.56
N0tz 0000 JRPLE ST A K 161216
W24 0000 |5 VVOMHE RO information 921161
Y ooon |12 Weeh 5T TG
oze ool 0000 |2z WRRTFORD AV ONTEIRI TTICFECE
SEEE] —-0069 \ =-0000 126 JEANMINE RD GUERTIN. DOMALD E + DEBRA A
p023 0215 N.0000 _ [109 PATRICIA IR
023 0245 W00 |60 HETHERSFIELD RD EAL 8 CAROLERLE.
R B WETHERSFIELD RO Original Taking Date 12-May-2021
A = ] N i ETSFLIT. J65TH B & JAHELLE
% PHILIP E
EPHEN W
. TANCE T
Make selections - to send an account i
statement for the parcel, check the box. To |[mwEnwws |
MILY TRUST
exclude the parcel, clear the checkbox. THUR F
R
R
Ready

Figure 4 The Edit Work File screen with three sort options and hovertext on the owner

When the selections are made, return to the steps menu using the [1 Steps] button.

——
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1.5 Edit List

This Account Statement Edit List is displayed as part of the selection and is also available from the
edit work file screen and on the step menu. Run as Preview/Print/PDF® or in Excel® format. The edit list should be
run after making any selections within the Edit Work File screen, to provide a list of the currently selected parcels

to receive statements. This is a required step and must be run before the print step will become available

B Task 11426: Account Statement Edit List X

Tax Title Account Statement Edit List

Run as @) preview O Printk - O PDF O Excel
It Printing use Duplex @ ves (O Mo

Lookup Cancel Clear All

& AccountStatement_11426_MUPDEV5[4].pdf jer 0C 62-6 - o

426-TTACCSTMTEDT . REP Printed 26-Aug-2022 at 13:26:15 by MUPDEVS

Figure 5 The edit list run as Preview (locations and names intentionally obscured)

1.6 Print Account Statements

1 Task 11427; Print Account Statements x The Print Account Statements step prompt
Print Account Statements requires entering an Interest Date in the format
Required: Calculate Interest Thru mmddyyyy] [ | MMDDYYY- new interest on balances will be
calculated through to this date. If desired, select the
G date from the [Lookup]. This date will appear on the
Lookup Cancel Clear Al statement below the grid.

Statements can span over pages if the parcel’s original taking was many years ago. The grid below the “body” of
the letter will show the Year of taking, the Bill #, the charge Category/Description, the Amount, any
Abatements/Exemptions, Adjustments, Paid Amounts, Refunded Amounts, and a Balance.

If the charge is fully paid then it does not appear, only those transactions that have a balance will be shown. If
there is a charge that is a credit - it will be included to show the correct balance

The numbers on the sample in section 1.1.2 correspond to the numbers in this document to show where the data
on the form is coming from. Data not marked is hardcoded on the forms.
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1.1.2 Sample Statement

Parcel: 0004 0014 0000

I
ADMINGS
I

Page 1of1

Town of Admins

219 Lewis Whart
Boston, MA 02001

617.4945100

KOSAREALESTATE LLC
50 ADAMS 5T
MEDWAY CA 93921-7274

TAX TITLE ACCOUNT STATEMENT

To Whom it May Concern:

This office wishes toinform youthat your Real Estate accountisina "Tax Title" status, and a
lien against your property has beenrecorded at the Norfolk County Registry of Deeds for
unpaid Real Estate Tax Bills on 01-Oct-2021 forFY 2022 unpaidtaxes. Subsequent
outstandingtax years can be certified to the tax title account, year after year, if taxes are not
satisfiedin full The Town will pursue all available remedies to seek payment if not paid in full
in accordance with Massachusetts General Law.

The amount necessary to redeem the property known as PARCEL 0004 0014 0000 with an

address of 462 HARTFORD AV in the Town of Admins is as follows:

[Year Bill¥  CategorylDescripton Amount Abate/Exm Adjust Faid Refund
2020 001035-00 Tax 6.815.12 0.00 0.00 0.00 0.00
2020 UGTUSE- 00 BNETENG FEE 20700 o [l [Se[s] [sle]s]
2020 001035-00 Demand 500 000 0.00 0.0d 0.0d
2020 001035-00 Advertising Brep Fee 10.00 000 0.00 0.0d 0.00
2020 001035-00 Instrument of Taking Pre 10.00 0.00 0.00 0.00 0.00
200G TR0 ent of Taking R e 1600 [WAn4] (e} [4el4] [4el4]
2000500 rest B4TEY [} (R[] [H[s] [ER]s]

This calculationis through 30-Mar-2022.
The perdiemcharge on this tax dueis 3.04.

if your taxtitle accountisin Iitigati_on. additionalinterest and fees

may be owed, including redemption

Balance Due

NewInterest
Total Amount Due

5,938.12

547.29

7,483.41

Page 1of 1

The interest rate for the calculation is found on the Bill Type Table; Tax Title is type “70”.

== [AUC] 4005-Bill Type

Goto

Actions,

[l0 Real Estate 14| 365,00 RE
|15 Tax Teferral 08 | 35,00 R
[P0 [Foter Evciee 1z [ Se5.00 FE
AT [0 [Personal Property 14 | 365,00 PP
[0 [ter iilitg
LR 50 [Sewer Utility

3E4

Year

Collections P Tables P Bill Type

Bill Type

[Tvpe [Description

Int Rate| Days in¥r|  Min. Balance|

Ovr Pay]

Refund Intpodu\u\vm\

60 [Trash Ukility

T —T

|Type |Description

) o ]

| Int Rat:l Days in rri

T

| e 3eE.00]

&

HE

70 [Tax Titls
o d i Ees T

MB

[T [Taters I

ME

55 [Fisc Billing |
= G

—— ey

I[E=

MB

A|HDDDHDDDDHHHH

26 August 2022

1.These values are

taken from module
control as shown on
Figure 2.

2.The parcel number
is printed at the top of
each page.

3.The address is for
the current owner of
the parcel

4.The “body” text as
entered in Figure 1.

5.The “closing” text
as entered in Figure 1.

6.The date as entered
on the prompt for
interest calculation.

7.New interest is
calculated and added
to the balance due to
provide a total
amount due.

——
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1.7 Attachment Step

The final step in the process, Attach Account Statements must be run; once this step is complete,
the menu steps will be reset, and all work files will be
removed. There is an option to not attach the account
statements to the Tax Title parcel; click on the step to
see this prompt.

B Task 1142%: Attach Account Statements X
Attach Account Statements

Attach Account Statement to Parcel @) ves (O No

The default the first time this step runs is ® Yes which
Lookup Cancel | | Clear Al will attach the statement to the parcel in The Tax Title
Balance Inquiry screen.

On completion of the steps, the menu will be Tax Title Account Statements
reset and |OOk ||ke thlS Description Date Start End Success
Restart Process
Tax Title Account Statement Form Text

1 .1 .3 Select Yes to Attach Select Parcels with Uutstatu‘]mu Balances

If ® Yes is selected the first time the step is
run, that will continue to be the default for
the user running the step.

Collections P Tax Title P Tax Title Balance Inquiry P [Attachments]

Tax Title Attachments

Quwiner at Takin Current Owner
oo g | I

0004 -0014  -0000

0004 -0014  -0000 [V ViEW] or [Z Email]
the attachments
from this screen.

Actiops.

Orig Taking PaymentDate Est AddedFee  EstBalance
01-0ct-2021  03-Mar-2022

Balances All Years | | Summary by Year Detail Transactions Tox Summary

Seq#[Desaiption Filename [Buttons
1 [Final Motice on 16-Sep-2021 [Finnot_202000103500, pdF

2 [Instrument of Taking on 15-Sep-2021 [[netak_202000103500, pdF

T Hist List = JAcoount. Statenent Frinted 02-Mar-2022  |AS_000400140000_20220302161434 FIF
ST ﬂ:c\:\unt Statement Printed 03-Mar—2022 [AS_000400140000_20220303121155, POF V View Z Email
i i i i

Thdd Atiach
e | | | |

Figure 6 Statements are available in the Tax Title Balance Inquiry Screen Attachments tab

1.1.4 Select No to Attach

If ® No is selected, the system will display this message, clear the steps screen, and remove all work files. This
message will be displayed:

B Task 1142%: Attach Account Statements > Attach Account Statements *
Attach Account Statements

Attach Account Statement to Parcel Oes @ No [ ) Ez:;t::_é::;:;:eatatemantsW|H NOT be attached to the Parcel

Lookup Cancel Clear All
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2 Individual Tax Title Statements
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Collections . . . ..
e— , With the June 2022 software update, the statement is now available for printing from
Adjustments > the Tax Title Balance Inquiry screen for a specific parcel in Tax Title with a balance due.
Refunds y
Uncollectables y . . .
Treasury Receipts , Only parcels with a balance due will have the button available to produce a statement,
Municipal Lien Cettificates > as only records with a balance are shown on the statement.
Partial Payment Letters
Mortgage Lenders >
TEutite > B s TEE Click the [Acct Statement] button to produce a statement
Deferrals » Subsequent Tax Taking for the current parcel
Reports ] Reverse Tax Taking
Tables » Disclaim Tax Taking
Queries > Town Possession - Clear Tax Title Charge Balances The system will provide the option to attach a copy of the
‘”'t”i“'”;’:‘"te':”“ | T Tite Account Update statement to the parcel, available for viewing or emailing
nterfaces/Imports Tax Title Bala | 5
—— ol L from the [Attachments] tab.
Collections P Tax Title P Tax Title Balance Inquiry P [Acct Statement]
T-Tax Title B l Parcet 0003 0003 0000 e rqwn:y,:;v:
Tax Title Balance Inquiry — — —_— 219 Lews Whart
Lo » TR S Past Takings () Ves (8N e
2accoum D003 0003 000 TTAtiormey
e 3 Owner
(Orig Taking Payment Date  Est. Added Fee Est Balance
01-0ct-2021  7-Rer-2022 189774
Y TAX TITLE ACCOUNT STATEMENT
i || B | m e am ' e o Vitom R ay Gancem:
Surmary List fivertisirg Prep Fa 10,00 - mj 0 This office wishes 10 inform you that your Real Estate account is in a “Tax Tie” status, and 3
A T Y : B e et & e e
—_ = Semetie el @i e : S s Yok ot o o st o Yo e st
Parcal OutsSal Frreificats ST e TG G ;ﬂ;;{mdm(& with Massachusetts General Law. The onginal bill year for this taking was
Acct Statement | The amount necessary lo redeem the property known as PARCEL with an
‘ L ol Laokup Cancel Clear All address of e Town of Admine 1 33 fobous
-
Tax Title Balance Inquiry _— — T SO0 AR T i o
— prer———— e T
wes || Aot o1z Tamney cniv Yy s, st i
?z":“:‘:::g] P:::tj;zg Est. Added Fee Est Bakan E\ala ce DUE‘ ‘>
| };I:(nplmn mc_:'z: md/m, Indered]| : : ?: Refund] Acyus] ima Poge a1
|Pdvertisine fee B . E.?
= = i ¢
i P\si'u-:”:.ed ?a; RE T 1%
e ) e T — —
ﬁ;{ § If there is no balance due, the Acct ||
Statement button is grayed out 1
Parcel Total a313.44 ! ! 313,44 ’-313.’II\I ! : !

—
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