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Accounts Receivable Version 10.4

The following changes apply to Munis Accounts Receivable programs.

Accounts Receivable Charge Codes

When you select the Use for Citizen Self Service Convenience Fee check box for a charge
code, that charge code is only available in Citizen Self Service as the Convenience Fee charge
code for credit cards and eChecks and is not available on the Other Options page for
miscellaneous payments.

0o

,,,,,,

Charge Codes - Munis

MISC RECEDTS
Actvity PRIN - PRINCIFAL o | | Pavment &
Grow g
Use for project sccourting hopoe 1| B
Description 1 CREDIT CARD CONVENIZNCE FET Vendor code Admmni i aden
Descry 2 oo
- Tag troe e
Short description | CC CONV T Srinstion month o [PESpryv————
For Credit Card P
Avadable for Ctaen Self Service
Calctabion code 2 FIXED AMOUNT FROM CHARGE COOE Use for Citizen Se¥f Service convenisnce fee Charge code dats {ver Admeastraton
prosinaey 2.000000 Ctizen Sef Service reference 1 label
CREDIT CARD CONVENIENCE FeE Fou 10
Mamum Amount 0.00 ) 2
Ctizen Swf Sarvice reference 2 lobe
ks Amowt e Calculation method Flat rate s
Subject to so'es tax
Payments
Sl . o
erernbuest.cy For ECheck Payments @l Enatied
g Cart
K [ = Charge code ECHECK | atidute
Oocumeats
t I Foeo i%
o8 y er Calculation method Flat rate Asimal Uconses
Emess Liconses
mat comeats
. " The Credit charge code is not available
Miscellaneous Receipts ge Vome
as itis selected to use for convenience
Shop for items
fees. Citizen Sof Soreice
Please complete your payment
_ —
Perpe i Busmans Lxooses
L) $800 £ reuad Annous ety
+ $500 Add 1o Ca
Genecat Biang
$500 Add 1o Can
500 Add fo Cart SN i
WN PENS 5300 Add 10 Cart Moo | mergency Noquests
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Account Receivables Settings, Accounts Receivable User

Preferences
The Bill Inquiry Display tab in Accounts Receivable Settings provides check boxes for items to
display on the Single Bill View screen in Bill Inquiry for all users. The Bill Inquiry Display tab is
Accounts Receivable User Preferences allows you to determine which items to display when
you view the Single Bill View screen in Bill Inquiry.

oo Accounts Receivable Settings - Munis

Cat Specific
4

v | Dapt Specific

Accaunts Receivable Settings - Hunis
Site Options | Bdl Presentation Order | Paymenis | Accounting Oplions | Refunds | Reversals = Other Options | Bl Inquiry Display
7| Bill date Accounts Receivable User Preferences - Munis
+ | Due date
| Interest date
— Brivers G [Dlate -, Tt fils i Ward ~
/| Penalty date ) @ Beoe . L e m g e
= L - aC POF B: Email

Billed Search Add  Updsie Frint Excel c
| Adjustments b | | v [ Preview B Schedule
| Abatements : . : : e —
< Abatements/Adjustments User Preferences - Muns

Paid Curment user
+| Discounts User code |brand|e |Mame | Brian Randle
- Refunds i fault Receipt Options | Bil Inquiry Disp!
/| Write-cffs General Options | Default Receipt Dptions quiry ay

Payments,/ Credits Display Columns
+ | Total unpasd System Default
| Interest held * | User Default
| Interest paid + Bill date

Interest dus | Due date
+| Tetal due < Interest date
+ | Mext interest Penalty date

+| Billed

| Adjustments

<| Abatements
Abatements/Adjustrnents

< Paid
Duscounts
Refunds
‘Write-offs

| Payments/Credits

| Total unpad
Interest held
Interest paid

< Interest due

| Total due
Mext interest

HERES > | M| Q| = | aachments (o)

Munis Major Enhancements, Revenues Version 10.4-10.5
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Bill Inquiry
Bill Inquiry is modified to display the Bill Inquiry Search screen as the program opens. Search
options on the screen include:
e Bill
Customer
Parcel
Property ID
Tax Owner
Statement
Utility Account (accesses the Utility Account search screen)
Motor Vehicle
Parking Ticket

Bill Inquiry Search

aill Property 1D P

v  Customar Tax Owner

¥  Parcel = More... ¥

Tax Titdle

Statement

Bill Find
YEar Categary Bill Number Bill Type

— L [

Uility Account

Malor Vehicle

Parking Ticket

Quick Entry

Bill Mame Scan Bill

Property 1D Sreferences

Parcel ID

Town/Prec
Customer 1D

Location | | I

Oniginal Qwner

Special Condrtion Codes | -

Other options include Quick Entry, Scan Bill, and Preferences (Accounts Receivable User
Preferences).

Munis Major Enhancements, Revenues Version 10.4-10.5
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Once the records are found, the program opens the Single Bill View screen for specific records
or the Account View screen with a list of records for the account.

Bill Inquiry: Single Bill View - Munis

Single View Bill provides
information for one bill

Attachments

> Bl Ity Single Bl

Ve Cotegory  Womber Ctoner 0] 7] () viewsils Bill Inquiry: Account View - Munis
FRITZ, MICHAEL

1 COLE HaRN ORIVE W T 7 -

= e

95 2 omr, T, e Jepiciiiutnd R L
[ Especial conditions/otes ] :
| 5 view prier unpaid bils | |07
i S customer 0] w7 g ez e,
Prop Loc [ 1 COLE HAAN DRIVE
O | 'YARMOUTH, ME 040%
I E— 2078783998
Installments  Charges | Mistory | Events | Audits
Instalment  BllDate  DueDate  InterestDate | Biled Adjustments  Abatements Paid
106/27/2013 07/27/2013 07/28/2013 2500.00 750.00 0.00 |
4 10/02/2013 000 0.00 000 of vear cat Bil Reference. Bl Date DusDate InterestDate  Billed Adjustments. Abatements Paid Pmt/crd Unpaid Interest Paid Interest Due Total Due .
2009 1 10177 04/16/12 187 04/16/2012  05/16/2012  05/31/2012 20.00 0.00 0.00 50.00 20.00 0.00 0.00 0.00 0.00
s 1 OT SIS GaENR  osEMI OSAVIR 10000 a0 o 0 s000 ssu0 ) 00 ss0n
‘ 008 1 10180 06/22/12 187 06/22/2012  07/22/2012  08/06/2012 100.00 0.00 0.00 110.00 110.00 10.00 0.00 0.00 10.00
= Bl Dete | Due Date | anerest Onte | Biled Adjustments e e 2009 1 10187 01/02/13 187 01/02/2013  02/01/2013  02/16/2013 §00.00 0.00 0.00 0.00 0.00 600.00 0.00 0.00 600.00.
- - o - J e 0 owoevnw v o esens s om0 o om om s ™ w0 su0
WE 1 s OVBATIS  OUORANID  CHOVNI GRS 10000 om0 o om oo 12000 w0 00 120000
K ﬂ < Jl‘““ ] > T >| T Q [E s (0) 008 1 10197 01/08/13 187 0L/0B/2013  02/07/2013  02/22/2013 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2009 20 1000001 1 COLE HAAN DRIV 02/15/2013  02/15/2013  03/18/2013 4250.00 0.00 0.00 571.39 57139 3678.61 22861 9.07 3687.68
) UNECHSR - P AT OV W 0 om0 o s sm s ™ w0 su0
2009 55 100247 JAN: 6700134/CCC 01/3/2012  0U/31/2012  03/01/2012 35.00 0.00 0.00 10.00 10.00 25.00 0.00 564 30864
w0 1 omewane oo owvmi oS 5000 00 o0 8500 ss00 500 000 000 500
w010 1 10173 02/20/12 187 02/20/2012  03/21/2012  04/05/2012 100.00 0.00 0.00 100.00 100.00 0.00 0.00 0.00 0.00
2010 1 24112101 02/20/12 187 02/20/2012  03/21/2012  04/05/2012 100.00 0.00 100.00 100.00 0.00 0.00 0.00 0.00
010 20 1000001 1 COLE HAAN DRIV 04/01/2010  04/01/2010  05/01/2010 1550.00 0.00 0.00 0.00 0.00 1550.00 0.00 479.01 2029.01
210 35 1000001 1 COLE AN DRI OYOUZDI0  CHDVANI0  GS/OV2010 15000 a0 o0 15363 15000 00 1y 000 om0
Account View pmwdeg alist of all bills 010 55 100251 FES: 6700138/TAX 0L/OY/2011  0LOV/2011  01/3V/2011 3500 000 0.0 35.00 3500 0.00 (1] 0.00 000
related to the customer. LITE 10200 ON/OB/L3 187 OLOB/2013  OXOF/013  02/22/2013 519 .00 000 50.00 5000 481 000 0.00 481
01 1 10204 01/14/11 187 01142011 02/13/2011  02/28/2011 500.00 0.00 0.00 500.00 500.00 0.00 0.00 0.00 0.00
w1 20 4 1 COLE HAAN DRIV 04/0U/2011  04/01/2011  05/00/2011 4700.00 32000 0.00 0.00 0.00 5020.00 0.00 1049.36 6069.38
Year Cat Bl Reference Bil date Due date Interest date Biled. Adjustments. Abatements Paid Pmt/Crd Penalty date Interest paid Interest due Total due r
Tatal 80281.83 146455.00 0.00 3655.66. 3622.03 223114.80 27851 12153.34 234003.14 J

Munis Major Enhancements, Revenues Version 10.4-10.5
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Miscellaneous Cash Payments Import
When the miscellaneous payment import file contains a
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line type of "G", the program allows

you to override the default general ledger accounts on the charge code and use what is
specified in the import file.

Miscellaneous Cash Payments

File Edit Format View Help

Import - Munis

Miscellaneous Cash Payments
Import file

Execute this report |Now

Import criteria

h281389232813l: RITZ, MICHAEL
MseeeRBEE18Y

DVITAL 8@eee020008<--REF1--><--REF2-->

DBBRE2e00e

Entry date | Today 09/26/2013 @
Clerk brandle

Department |BLDG - BUILDING

Batch number 455

Depasit

Fiscal year |Prior year A 2013

GL effective date | Current year/pericd - 09/26/2013

GL year/period 014| | 3| |seP |

Misc loc/dept | Rum:l inia

Import path |d:\home\brandleV'10.4_FOmportimport_armsimpt.0 14-| Bill Information

Receipts - Munis

. Tt file E_IJ Ot word = Misc Info  Miss Rept Find 4
= POE = B Emall L] Attachments {75 v  DupRcpt  View Audit

Print Excel oM

v edule v | Cash Find

Source

Effective date

“Year/bill L 2013] _W23|"2E|13
Fayments imported 1 Cat/type | 02| |Ms- Entry date/time | 05/26/2013 0B:58:34 |
Payments processed 1 Activity FRAYMENT v Clerk brandle |
Error count o Receipt 2044 Department BLDG BUILDING
Batch total 200.00 Amount 200.00 Misc department
Batch 455 Source Miscellaneous Payment Import > |
Deposit no. | Clear date | (@ Web Transactios
Customer no. 187 |...| FRITZ, MICHAEL Paid by CID 187)... | B |
Prop 1D Paid by reference FRITZ, MICHAEL
Journal Information Payment method |1 - CHECK - E|
Receipts reflects the GL Post date I Creckrumber | _______|
accounts used in the Vearfperiodfjournal] 2014) | 3] [ | & stotws___________________________|
Miscellaneous Cash payment Cash account 1000 1010 | Batch status|Released = ||| Posted Reversed
Import file. Resson | |
Charge Allacation | GL Allocation
ine | Org obj Praj Interest Principal Adjustment 3
L |
| I | < J1of2 [ > oI [Q] =] Atacments o)

Munis Major Enhancements, Revenues Version 10.4-10.5
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Over-Short Adjustment Process

The Special Condition list includes the Include if in Selected Set and Exclude if in Selected Set
options. Select Include if in Selected Set to include the special condition codes that are
available when you click Selected. Select Exclude if in Selected Set to exclude those same
special condition codes.

Over-Short Adjustment Process - Munis

Crmr-Short Adjustment Process

Scheduling

Execute this report |Nuw - |

Selection Criteria

Customer nurnber | BL category code
Bill year range o to 9999 MV cycle/comm range o] to 999
Include bills with | - B days late range 1 o 9999
to | 'B account status |
AR category range |,1 - GENERAL BILLING .
ti lEJ - UB SERVICES - ELECTRIC ¥
AR Code | -
Bill number range o to 999999959
Write-off bill balances between [ -1.00 and 1.00|
Only write-off charge [ || | Only if it iz the last charge due

|| Exclude bills that have no payment activity

. Exclude if in selected sst
|__ Print the charge detail
|51}ecia| condition codes | . f" _ Include if in selected set
Departmient |PW - PUBLIC WORKS Eal
Write-off reason |

Attach special condibon |

Bakch number 456

R
Effective date | Teday T || OI6/2013
GL effective date | Current date * || 062013 |
GL year/ period | 014 3| SEP

Results
Records selected a

Records printed a
Records posted a

Munis Major Enhancements, Revenues Version 10.4-10.5
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Payment Entry
The following changes apply to the Payment Entry program.

Miscellaneous Cash Receipts

When the Print GL Accounts check box is selected on the Completing Receipt screen, the
program includes the project string and the project description when printing miscellaneous
cash receipts and printing validations.

s Completing Receipt 2046

TCM

Aachments |§

Paymsnt Entry - Mynis > Bill nformation > » Completing Recsipt 2046
Complete Receipt MISCELLANEQUS PAYMENT RECPT#: 2046
|+ Last receipt for customer HUNIS
Payment method [1 - eHECK - e e
Check/reference = [123456] |
Add'| b ref
paymerk T | | DATE: 09/26/13 TIME: 09:35
Recespt opbion [3 - INDIV B SUMMARY ) CLERE: brandle DEPT:
Receipt copies 13 CUSTOMER$: ©
Indv. receipt format |RCTMS40 - RECEIPT-MS-40WIDE | COMMENT :
Print displ -
rimEr \Cspay J CHG: T5TO7 TESTING 0722 3000.00
| W printGlaccounts | e
Validate REVEHUE ;
Effactive date oor26/2013  |[i3) 1 1000 T80 TSTOT 25E50,00
CEvEees | TECHHOLOGY SOFTWARE
Total this receipt [ | I5TOT=F = =
Total for customer [ | TESTING 0722
REF1: REFZ:
Reference [ | 2 1000 4500 450,00
Paid by customer & n] - TAX REVEHUE
Paid by reference |CUSTOMER REF1: FEFZ:
Total remitted | 3,000.00 | ChIH:
1000 1010 3000,00
Change due [ 00| CASH
Enber HNEF chack data b e
- S AMOUNT PAID: 3000.00
BEAID BY: CUSTOMER
EAYHMENT METH: CHECK
123458
HEFERENCE :
BMT TENWDERED: 3000.00
BMT APPLIED: 3000.00
CHANGE : .00

Munis Major Enhancements, Revenues Version 10.4-10.5
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Special Conditions

When the Override Special Conditions Preventing Payment check box is selected on the
Account Receivables Roles screen of Roles and the Maintain Special Condition Codes list
option selected is Yes or Add/Update Only, the Payment Entry program allows you to override
the special conditions preventing payment completion.

Accounts Receivable Roles

Role ID  [BRANDLE Special Condition Codes

Description Private Role for Brisn Randle
Rale is active

Depusit numbers on payment batches
in AR customers

aintain bill audit history

SN/FIDs Full -

) View customer dates of birth

Release batch status

Batch posting permission level

Code couEc

Description COLLECTION AGENCY

'™ short description COLLECT

Severity Critical -

e Applies to

Bankruptey
#3d/update only
fes

Proof totals viewing permigfion

Fayment plan
* Neither

Calculste interest and penalty

Bills with the COLLEC Special Condition
Print new bills

Code can accept payments when the
Override Special Conditions Preventing
Payment check box is selected in Accounts
Receivable Roles

AR eade access Full =) 2

I | € [1efy 5 |

Omit from tax lien/deed/sale process
Automatically display

Enable viewing in Citizen Self Service
Display customer instructions through Citizen Self Service
Customer Instructions.

L"i‘lnﬁl \L" bl &i\ Attachments (0)

Special Conditions/Notes

When you click the Assign to Bill List button on the main screen of Special Conditions/Notes,
the program displays the Select List of Bills for Adding Special Condition screen where you
can assign a special condition code to multiple bills.

Munis Major Enhancements, Revenues Version 10.4-10.5
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Special Conditions/Notes - Munis

ssian to Bll st

Special Conditic

By brandle On01/23/2012 |

Start date 01/23/2012
End date 01/23/2015

Condition code COLLEC - COLLECTION AGENCY

Customer number. 1]um SMITH, BILL

Bill category U] - t s for A sl Condition

Bill year 0 =

Bill number ° Status A | | +/| attach by category, year, and bill
Property ID Freq code || stert date |08/26/2013 | Attach by customer number
parcel 1D Amount | End date |08/26/2016 | Attach by property ID

Attach by parcel ID

THIS CUSTOMER HAS MULTIPLE BILLS AND HAS GONE TO COLLECTION.
Customer number range af to | 999999999
| Year range af to | 9999
— AR cateégory range 01 - GENERAL BILLING & MISC CASH ~ bto |63 - UB SERVICES - ELECTRIC
K| < Jrerr L Ala =
Bill number range o to | 999399933
Property ID range | to
Parcel ID range | to

Animal Licenses Version 10.4

The following change applies to Munis Animal License programs.

Print Notices

When the Include Scanline check box is selected in the Output Options group on the Print
Animal License Notices screen, a scan line is printed that can be read by the Payment Entry or
Bill Inquiry programs through use of a handheld scanner.

Munis Major Enhancements, Revenues Version 10.4-10.5
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.
(—|
Print
w

o Text file nil O Ward

PDF
=]

Collection year

Effective date

Customer ID range a to 999599999
License # range a to 99999359

Tag type |ALL - |

Tag & range o to 990999509
Animal type AL -
Charge range | v to |

Print Animal License Notices - Munis

= Include nactive licenses
= Include unpaid licenses onty
= Include hcenses with

tput opbons
Qrder by
Records per form

|Zip code

Form code |

= Update notice dates
- Export as XML file

= Indude scanline

Records selected |
Records printed |

Munis Major Enhancements, Revenues Version 10.4-10.5
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Central Property Version 10.4

The following changes apply to Munis Central Property programs.

Location Master and Property Master
When you click the Quick Find button on the main screen, define the field values, and click

Accept, the program displays a browse screen for the selected records.

Location Master - Munis

o
)
o %
'o.o'o
P

tyler
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S ovosity s Location Master - Munis
Parcel
Location ID
Sequence
Location no | [=] Property address Record ID |
Street ID Paceal [osed] B ] Out of local area
Pre-die L_J Location 10 | (=] Primary address
Name Sequence
Street type |
Post-Dir |
Unit type |
— Location no | Location status |
Unit | —— T
a— Street1D | - X, ¥ Coordinates, |
Zip code )
Pre-dir | |sss, |
Municipality | | I Lok,
Name GIS Reference
State |
= Streettype | = Altemate 1D
(Tt Post-Dir | | Description
(=) A B
K| < fooro L2 A QNE ) sachel type | 7

18 Prmary Property Adde
058 Yes Yes No

Out of Area

LocNe  Suffx  PreDw  Street1D

Street Type

1 COLE HAAN DRIVE

» frof2

Location Masters

Post D Unit Type Loc unt Street Sort

COLE HAAN DRIVE M 1

Munis Major Enhancements, Revenues Version 10.4-10.5
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Property Master
When you click the Split Property button on the Sub-Addresses screen of Property Master, the
Move from Originating Property Master group includes the Applications, Inspections,
Complaints/Violations, Dept/Board Reviews, and Businesses check boxes.

Property Master Sub-Addresses

Updaie

= > Preparty Master Sub-Addresses
Parcel 0010020000002 23 BAY AVE

Location Seq Referance 1 Referance 2 Building Use

28 Maple Drive NORTH 2
1 UNDEFINED 1 1

Split Property

Location seq

2| ..

Location 28 Maple Drive NORTH
| NC
XY Coordinates| .00000000000000000000 |
| -00000000000000000000 |
GIS D | | Parcel| 0010020000002 |sea| 2
Alternate 1D | | To
Parcel 10 |

Description |

Owner 6l | 0

| TALLMADGE, LALIRA

Tenant . [&
a l Created  [09/26/2013 [[i5]
jaor
L J |_| Move other sub-addresses to new property master
Occupancy it
Reason for vacancy| .- [+ Motas ) Buildings
T i
5 | Beafdistricts of| Parking
Tenant | = | % ] septic
Flaor |¥| Hazards ] signs
Occupancy limit |¥" Hames + Wells
Reason for vacancy
Keys | |
Communta [
[ ¥ Complaints/Viclations
|+ Dept/Board Reviews
| ) Businesses
& Occupants | (@ Text Hide Locations |
K| £ |[1ef2 EAE = Attachmants (o)
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When you click the Split Multiples button on the Sub-Addresses screen of Property Master, the
Multiple Property screen allows you to enter the From and To properties and to select the
individual items to copy or move.

Property Master Sub-Addresses

Browse - late € w 0 Unit

” > Prope
[Parcel | 0010020000002

Location Seq Reference 1 Reference 2 Building Use
28 Maple Drive NORTH 2
1 UNDEFINED 1 1

Multiple Property Split

Sub-address
Location seq 2|

Location |za Maple Drive NORTH
NC

X/¥ Coordinates|

GIS 1D |
Alternate 1D Farcel| 0010020000002

Description
l— Created 09/26/2013

TALLMADGE, LAURA

Tenant J eee =  |sea Location New Parcel ID Mote At Geo Rstr Hazd Name IDs Bldg Buff Park Seot Sign Wel Appl Insp Viol Dept Bus
Floar | | 1|1 UNDEFINED 1 | le:] O O O O O OO OO0 O OO wmed O O O O
Oceupency imit | 2| 28 Maple Drive NORTH | ] O OO0 4dooooooooao u o oo
Reason for vacancy | |] O OOD4Ooooooooaoaoao ugud oo
Ko | L | ] O OoODb4uooooooooaoao o o oo
Tenant I (&) — | | U oo d oo oo obob ooy I N [ W |
L O [ |
Hoor | Imtal | I S [ N N [ O [ N u o o
Ocoupancy limit = vacant
Reason for vacancy = Child eccupants
Keys l ] Deleaded
Comments | J
L |
| |
(& Occupants | (& Text Hide Locations |
LK <Jia BERO

Munis Major Enhancements, Revenues Version 10.4-10.5
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When you click the Merge button on the Property Master screen, the Merge Property screen
allows you to merge multiple properties.

oo

Hafmie

Property Master - Munis

Underground utils

Delate -. @ Tt file E! Q1 werd Bubfering Wel
POF 1 Email Attachments Maplink w Zept
e Fret Exnel Ll ments [ Mapkn mpoe Gae/Dist
EIJIJnhc-:'te w E Armvier i Schedule ! Alerts w Parking = More... ¥ Signs
= Pariodic Insps
Names
Parcel | 0010020000002 i 41 Subdivision | l. =3 Audit History
: Field &
At parcel| 272729763000015120 | | b
Other Modul
Owner 66| ... o] | = Lot/ Section/Phaze | | | e
J ' Mass Assign
TALLMADGE, LALRA |Pmp manager | B6 | ... | = -
Location |23 BAY BVE =3 | TRLLMADGE, LAURA
MUNIS ME 0 e
Between
and
Loc desc
Seq Location 3
Use/Misc | Legal | Dimensions
e 0 23 BAY AVE
Use/group | | e |
Use memo -
Zone code | Parcel 10|
Zone reference owner 66 | ane | 0

| TALLMADGE, LAURA
[ Text . [ Restrictions Jl [ Hazards Created  [05/26/2013 sl
K ]l € [1ef2 || Py | conv from originating property masters

- || Motes | Buildings
|| Artachments | Buffering
|| Geafdistricts _| Parking
|| Restrictions L| Sepbic
|| Hazards L| Signs
|| Names | Wells

|| Additional IDs

Move from originating property masters

|| Sub-addresses

|| Applications

|| Inspections

|| Complaints/Vielations
|| Dept/Board Reviews
|| Businesses

Munis Major Enhancements, Revenues Version 10.4-10.5
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General Billing Enhancements Version 10.4

The following changes apply to Munis General Billing programs.

Invoice Entry and Proof

The Release button is available on the main screen of Invoice Entry and Proof, specifically for

users that are submitting workflow approval invoices in a batch.

= os
Hame

Batch 224
Invoice count 1
Amaount total 500.00

Default invoice date 09/24/2013

GL effective date | 09/24/2013
Year/period 2013 1 u
Fayment terms MONTHLY

Invoice Messages

Invoice message 1 - AR MESSAGE CODE -
Invoice message text
AR MESSAGE CODE -

Inveoice Entry and Proof - Munis

Add Batch LETEEY

|
¥  \iew Batch Output Post

¥ Alerts ¥ Resume

Munis {ghinvent)

Current bateh successfully released into workflow.

Ok

Munis Major Enhancements, Revenues Version 10.4-10.5
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Recurring Invoices

When the Project Accounting Invoice check box is selected on the Recurring Invoice tab and
the invoices are generated through Generate Invoice, the project string from the recurring
invoice is transferred to the invoice account record in Invoice Entry and Proof.

0 Recurring Invoices - Munis
|} Home

Recurring Invoices - Munis

Recurring Invoice  Inveice Detail | Inwoice History

Customer 187|... = FRITZ, MICHA - (7] . . .
' : : : o - Recurring Invoices - Munis
Address | o o) Ho
Total invoi ce
AR code |GB - GENERAL BILLING
Invoice prefic | 241126 ||| Project Accounting invaice
Contract | || (22
Contract amount 0.00| ForfLoc St
Recurring Invoice | Invosce Detall | Inwoice History
Billed amaunt | 0.00|
Customer PO | |
Drscount code | ] king 1
Discount percent| 0| Charge code RENTF - RENTAL OF FACILITIES ~ | RENTAL OF FACILITIES E
Drepartment Qty 1.00 UoM  [EACH |
Cash account 1000 ... |1010 Price 100.000000 |
Parcel | Dusc amt _aol
Bill amt 100.00
Recurrence pattem |

Recipient |0
carch by recurrence

) weekly Dot
(&) Monthly
) Yearly

I Custam

Pro Project Account

Org by Praj Description Total Amt 1
Monthly
1000 4200 BILING 0000
'®) Recur the |Second = week of every |3 » |monthi; ||H.|nl — e — —- = 55.00]
" Recur every| = |manth(s) on day

Recurrence details

Start date | IE End date| |E Last date in{ |

Allocation 100.00|

|€£ | £ [oeofo [RE

€ ¢ |1ef1 5 | AMtachments {0)

Munis Major Enhancements, Revenues Version 10.4-10.5
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Permits and Code Enforcement Version 10.4

The following changes apply to Munis Permits and Code Enforcement programs.

Permit and Code Enforcement Menu
The Permits and Code Enforcement menu is restructured. The following list includes programs
that moved from one menu to another menu:
e The Citizen Request Settings option moved from Processing to Setup >
Inspections/Violations.

e The Blanket Bonds and Bond Processing options are located in the Bonds submenu
and the Permitting submenu under Processing.

e The Assign Citizen Requests option moved to the Inspections/Violations submenu
under Processing.

e The Change Parcel ID - Restricted option, relabeled as Application Parcel Update
(which allows you to change the parcel ID on a Permit Application), moved from its own
menu to the Permitting submenu under Processing.

e The Business Accounts and Customers options moved from the Reports menu to the
Processing menu.

Munis Major Enhancements, Revenues Version 10.4-10.5
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4 permits and Code Enforcement
Setup
4 Processing

Permitti

. tyler

L) technologies

9
Inspections/Violations
Department/Board Review Entry

Customers

Department/Board Review Entry
Expire Applications

Permit Alerts

Application Denials

Location Master

Property Master

Property Import

Change Property 1D
4 Reports

Billing
Pron:\
Business Acco

Bond
Invoice Generation

Property

Blanket Bonds

Location Master
Property Master
Bonds Property Import
Change Property ID

Permitting

Application Entry
Miscellaneous Permit Entry
Expire Applications

Permit Alerts

Inspections/Violations
Inspection Entry
Inspection Results

Billing
Invoice Generation

Complaint/Violation Entry

Assign Citizen Requests
Complaint/Violation Citation Export

Application Parcel Update
Blanket Bonds

Bond Processing
Application Denials

Bill Inquiry

Bond Processing

Permitting

Collections/Billin
Vacant Buildings Rep
Contractors Report
Inactivity Report
Contractors Report
Inspection Report
Periodic Inspections Report
Certificate of Inspection Notices
Complaint/Violations Report
Complaint/Violation Notices
Department/Board Review Report
Vacant Buildings Report
Project Tracking Report
Customer Invoice Report
Bill Inquiry
Business Accounts
Customers
Permits Workflow Administration
Site Specific Processing
Site Specific Processing

Inspections/vlolation\
Department/Board Review Report

Permitting
Application Status Report
Application Status Overview
Permits Issued Analysis Report

Collections/Billing
Unpaid Fees Report
Collected Payments Report
Customer Invoice Report

Inspections/Violations

Inspection Report

Periodic Inspections Report
Certificate of Inspection Notices
Complaints/Violations Report
Complaint/Violation Notices

Permits Issued Analysis Overview
Project Tracking Report
Inactivity Report

Application Entry, Department/Board Review Entry, Inspection

Entry

When you click the Quick Find button on the main screen and complete the required fields, the
program displays a browse screen for the selected records.
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Application B

Application Entry - Munis

Attachments [§ Maglink

Hatify i

w  Quick Find

Collect

= More.. ¥
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Application

Subdivision
Let
| |Proposed use

Proposed zone

Proposed fsod zane |

Location desc

Application date
Actual end date
Estim start/end

Status code

Application
Status [ [
Department |
Project/Activity| =
Deseription 1|
Description 2 |
Applicant |
Estimated cost Fees effective | ‘
Location | |
Property/Use  Legal Desc | Dates/Mise | Project Tracking | permits | user pefined | | St ) | | Jo=l
uUnit - | |
Farcel . Seq [
L I L | parcel |z9ag| | sea | | [=) Primary address.
Location 1D Record 1D
! R — | L | municipality ™
Location | | | asplication status -
Municpality = [ | | pepzrment e
Subdivision - | B Project/Activity -
I | Owner |
Lot/Section/Phase | | | Contractor |
Applications
[ prior
Ref Project/Activity Location Lot no. Subdivision Municipalsty Owner .
LK1 4 134 NEW AMUSEMENT SOCTAL REC 1 COLE HAAN DRIVE MUNIS FRITZ, MICHAEL
138 NEW DUPLEX 1 COLE HAAN DRIVE MUNIS FRITZ, MICHAEL
139 NEW SHED 1 COLE HAAN DRIVE MUNIS FRITZ, MICHAEL
! viv]
[E=NEAEE| J -l BN F
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Inspection Entry

The Mass Schedule button in Inspection Entry displays a screen where you can enter a single
requested date, scheduled date/time, inspector, and comment to be applied to each
unscheduled inspection. The Mass Schedule Inspections screen presents a browse screen
that allows you to select multiple inspections to be included in the scheduling update.

Inspection Entry - Munis

. Diebate o L m Q1 Word .= » v Scheduling  Mass Schedule 4
TCM :

B Email Mtachments (§3 Maphnk v Results
d  Update _ = Ezeel

@ Schedule Natify I Mers W Field Sheet
= -

Inspection 1D | 452 Source  |AFP viclstion ref | | [
Originating dept |BLOG - BUILDING - Application ref |32 =
Parez| |a9s99 |- Seq of Project/Activity |NEW OTHER SHELTER

Location ID | |-
[FRrTz, MichagL Mass Schedule Inspections

Location 1 COLE HAAN DRIVE BLDG 1
|HUN]5 HE 04096

Municipality |x |.... | Munzs TOWN
Main | Fees | Regq/Misc

Inspects ing
Inspection type|1041 | ... |ELECTRIC ROUGH =1 Requested date | ) || override requested date

Active Scheduled date | |E || owerride scheduled date
Trade type | |= | Time preference | | || override scheduled time
Level | o + Required to clase Inspector | || || owerride inspectar
Requested on | st N comment | | s+ || Override comment
Priority |
Scheduled for | at || Notes
Inspector | Lans) |
Permit | |= |
Pernit Aumber IMIJ LTIPLE
Contractor | 0. =

Comment code | |

[ Checkiist || (& Text || &5 Special Canditions || &5 Complaints/Violations | (& Compl/Viol Codes | (@ Building Systems = |
K| € |1ef2 L» [ M| Q| E Attachments {0)

Munis Major Enhancements, Revenues Version 10.4-10.5
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Munis Field Inspector Phone Application

The Munis Field Inspector phone application is available from the Microsoft Windows 8 App
Store. This mobile application allows you to complete a field inspection checklist, as well as
manage property photographs and inspection notes, while on-site at an inspection location.
When you complete the inspection checklist, enter the Pass or Fail indicator, and finalize the
inspection, the data automatically transfers to your organization’s Munis database. If you do
not have internet access at the time the inspection is completed, the data is stored until
internet access is available.

Note: This app requires a valid login to your Munis database. Once you have downloaded the
app, contact osdba@tylertech.com for connectivity assistance.

iInspections checklist

:-Zr_'u_.:_||| Electric

_ 10578 UNPERFORMEL
(O 06/11/2013 09:30 AM
Fire Inspection
KARATHANASOPOULOS GEORGIOS E
)3 TREET

. 10579 COMPLETE & UPLOADED
(O 06/11/2013 09:35 AM
Rough Electric
POULOS GEORGIOS E

Please refer to the Munis Field Inspector Application — Windows 8 Phones document in the
Munis KnowledgeBase for more information about the application.

Munis Major Enhancements, Revenues Version 10.4-10.5
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Munis Field Inspector Tablet Application

Munis Field Inspector is available from the Microsoft Windows 8 App Store. This mobile
application allows you to complete a field inspection checklist, as well as manage property
photographs and inspection notes, while on-site at an inspection location. When you complete
the inspection checklist, enter the Pass or Fail indicator, and finalize the inspection, the data
automatically transfers to your organization’s Munis database. If you do not have internet
access at the time the inspection is completed, the data is stored until internet access is
available.

Note: This app requires a valid login to your Munis database. Once you have downloaded the
app, contact osdba@tylertech.com for connectivity assistance.

tomorrow thursday may 16

® F'ou}vﬁﬂ(‘j'ation - 10414

checklist

Please refer to the Munis Field Inspector Application — Windows 8 Tablet document in the
Munis KnowledgeBase for more information about the application.

Munis Major Enhancements, Revenues Version 10.4-10.5
Page 26


http://muniskb.tylertech.com/DocumentViewer.aspx?doc=f7Ew4Wyzlz4tO07lOYZ2Hg==&

o tyler

System Administration - Revenue Roles Version

10.4

Module

Field Name

Description

General Billing

View Others Invoices

When the View Other's Invoices
check box is selected, you can
review all invoices; when the check
box is cleared, other invoices are
not displayed.

Modify Others’ Invoices

When the Modify Other's Invoices
check box is selected, you can
update the Proof Header and add,
delete, and update invoice lines in
the Proof Detail; when the check
box is cleared, you do not have
access to other invoices.

Permits and Code Enforcement

Add Permit Applications
Update Permit Applications
Delete Permit Applications

These three check boxes replace the
single Maintain Permit Applications
check box available in previous
Munis versions. These check boxes
assign permissions according to the
specific actions of adding, updating,
or deleting applications.

The default value for these check
boxes is not selected (No). For
existing records, the value for the
Update Permit Applications check
box is assigned according to the
value of the previous Maintain Permit
Applications check box.

Munis Major Enhancements, Revenues Version 10.4-10.5
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Tyler Notify Version 10.4

Munis is integrated with Tyler Notify to provide automated electronic notifications through
telephone calls or emails. This feature requires that you purchase and install Tyler Notify.
Once installed, the connection to Tyler Notify must be configured by entering the Tyler Notify
base URL and Tyler Notify Munis Integration URL on the Application Integration screen of the
Munis Site Settings program. Templates and message content for programs enabled to use
Tyler Notify are maintained by system administrators.

"y Complaint/Violation Entry - Munis

Delete - Text file m Q@ Word < Nots v Audt Quick Find Violation Cose 4
. :
v B L por & email 1@ |~ amaces Maplink v  Add Complainant 311 Commant
oM .

Pret ool
v B preview @ Schedule [ | Alerts Vv Maintain Codes = More... v

The following Munis Revenues programs are enhanced with Tyler Notify in version 10.4:
e Business Licenses
o Inactivate Expired Licenses
e Permits and Code Enforcement
o Complaint/Violation Entry
o Complaint/Violation Notices
o Inspection Entry

When you click the Notify button in the Tools group of a program, the Notification screen
displays. The Notification screen provides a predefined template and the notification methods
to send the message. If the customer record has a telephone number and an email address,
the customer receives the notification by email and by telephone.

Munis Major Enhancements, Revenues Version 10.4-10.5
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- Complaint/Violation Notifications

Template

| = | Deseriplion:

Motification methods
= Email
Fhone

Contacts
Motify  Type Key Full Name Phone No / Email Address 1 Address 2

Reazan Type  Key Full Name Phone No / Email address 1 Address 2

Utility Billing — CIS Version 10.4

The following changes apply to Munis Utility Billing — CIS programs.

Delinquent Notices, Cutoff Process

The Delinquent Notices and Cutoff Process programs provide the option for sending
delinquent notices to the tenant's owner account. In the Delinquent Notices program, the
Owner Responsible for Tenant-occupied check box is available.

Munis Major Enhancements, Revenues Version 10.4-10.5
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Delinguent Notices - Munis

| o Textfile :] Word

Deling: ces - Munis
R
- Bill due dat
Execute this report Late by ill due date
Days late

Category 60 - Services, General v

Bill due date from| |15 to |
Process by Account/CID

Days late from 1 to 999
Delinquent dates

Past due amounts
Notice date 12/02/2008

Interest date 12/02/2008 Include interest in minimum/calculations.
Last payment date|12/02/2008 Minimum balance 10.00
Shutoff date 12/02/2008 Minimum by A
Qutput type -
Format Final
Inactive
Sequence Account - Shutoff
Alternate send to A Current CIDs
Alternate delivery method Past CIDs

[ Owner responsible for tenant-occupied |

Notify flagged accounts

Motice type 30
Projected fee

Include meter information

Interest specia condition Jlndusions T include chargeooodes

Freeze interest Bill run l_l From To
Commit 777772
code ] L
Start Account [ | to|zzzzzzzzzzzzzzzzzzzz | | | |
End Acct Type [ i to|zz
District L e to|ZZ
ROUTE to|zzzEZZ

Average payment plan accounts only

Processing Notices generated 0
| | | |

When you select this check box, access to the Alternate Send To list is restricted. In addition,
this check box, if selected, causes one of the following outcomes for the XML file generated:

¢ |If the delinquent customer does not have an owner on the account, or the customer is
the actual owner on the account, the program generates the new XML fields, but does
not include values for them.

e If the delinquent customer does have an owner on the account and the owner does not
live in the defined city, the program generates the new XML fields, indicating that the
owner does not live in the city and providing the owner’s contact information.

¢ |If the delinquent customer does have an owner on the account and the owner lives in
the defined city, the program generates the new XML fields, indicating that the owner
does live in the city and providing the owner’s account and contact information.

Munis Major Enhancements, Revenues Version 10.4-10.5
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The Cutoff Process program includes the Owner Responsible for Tenant-occupied check box.

uﬁ

Current Find Set
Add special conditions
General -
ool |
Bill due date - y
Initial
L Jewe ]
09/24/2013
Days late 1|t | 9999 Account/CID balance
Cutoff notice type
Include charge codes
Create additional deposits Bill run Commit From To
Use subject to fee codes ROUTE to |zz7277 7777727
Fee year 2012
v L2022 Account \ |t | Jil I J
Fee charge code
° Account type to [zz
Caleulation code | 00
L% District | e to |2z |
Fee amount/% :000000 | owner responsible for tenant-occupied_|
General ledger posting Move to final bill
Effective date|09/24/2013 Move to final bill First -
Year 2014 Include all services second .
Service stop date
Period 03| sep v [ R -
Service status after final A
Reference Fourth -
Service orders Report options
Include all metered services on one service order if multiples exist Create event history records
Type | TOFF - Turn off M| notify flagged accounts
Reasan code | SRKN _ BROKEN METER - Include report for total due by age group
Include next payment plan amount
Depas | - J
Sequence Account -
Assigned t | - J
Output 1-Allaccounts v
Commenl it
| ‘ Print user defined field 0
l ‘
Records se\acted‘ 0 |M[nrds ﬂaggedl \

Cutoff Process - Munis ||

If selected, this check box restricts the Fee Charge Code value to calc code 60—Flat Amount

and when the process completes, one of the following results:

e The program generates a cutoff notice for the owner's account (not the tenant’s) if the

owner's account is also in the defined city.

e |If the owner’s account is not in the defined city, the program clears the tenant account

from the cutoff process records.

e |If the CID is the owner on the account, then the program results are standard cutoff

process results with no changes.

For delinquent notice processing, event history records are created for owner accounts, and
for cutoff processing, event history records are created for the owner and tenant accounts, as

appropriate.
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Lien Delinquent Bills
The Lien Delinquent Bills program includes the Assign Volume and Page Per Bill check box
processing option. This option assigns the volume and page numbers to liens.

Lien Delinquent Bills - Munis

{§8 Maplink v | Generate
te | w [ Preview p Schedule ! Alerts ¥ | FlagTo Lien
Output

Processing options

Execute method | |
Type(s) Services - General Assessments
Services - Electric Installments
Bill due date i to 1
Select last bill Days past due
District L] t L
Include previously liened bills Assign volume and page per bill
CID selection - Volume
Minimum delinquent amt Starting Page #
Calc interest date 1 Update AR,GL Liens per page |
GL effective date 1 Use delinguent-te name
. Send notice to lien-to
Pasting year
R l—l Alternate send to -

Period [

Motify flagged accounts
Reference

Include

Reason code Include telephone

Include SSN

Include driver's license number
From To From To Collection charge cod
| | J-- | J-- | J-- | |
| [ J | J | J | J e
| [ J | J | J | J e
| [ J | J | J | J e
| Jo- |- |- |- Jos
pmoe;;mg| ‘Tnta\ records

Using a single volume number, a starting page number, and a standard number of liens per
page, the program assigns these values to all the liens processed. The Microsoft Word and
Microsoft Excel output files include the volume and page values.

When the event history type code is TDT—Transfer Delinquent to Tax, the Account Event
History program includes the Volume and Page boxes and creates an event history record for
each amount per lien bill.
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o Text file v
A PDF Attachments nk v | History
v [ Preview ¥ | Misc Charge

Output Menu

Account | |

Event type I_I

Effective date 1 Sequence \_I
Customer | | = Address #
Reference

o

S0 sequence

Service order

Run/Commit
AR category
Year Bill = - Multiple bills
Charge code
Meter manufacturer .. Meter# | | =
Quantity Amount | | Receipt \ \ =
Reason | Volume \ \ Page | ||
Action
Form used
Comment(s) | \
| |
| |
Crested by Entered [ |Time |

Attachments (0)

K¢ Jesto BEICE

Account Event History - Munis

Return

MapLink
Munis MapLink for Utility Billing—CIS includes the Utility Accounts, Utility Meters, and Utility
Service Orders on the Detail Items list for the active set of records.

e W T 9

Quick Zoom

e

Location 4
Distance Area  Layers Background

identify Buffer Polygon Search

r o)

Lsunch Muris SetDefaults  Clear St Return

Query Geographic Toaols Application
- | 8407
< 1019
0 ' e
i | 111837 1009
Query Resulls _‘_’
- | = 8
P &
Active Set | g‘\ | 22CC
208
Details: T T = @
| o | 100828
Clear 0 [
D Asset Information ; l
D Business Accounts |
v 110083

I:‘ Complaints/Violations
I:‘ Inspections 1
] D Permits | |
D Projects \ |
Utility Accounts
Utility Meters

&

Utility Service Orders l \
D Work Orders }

WES190th 54
2 sCg 7

=
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When you select one of these options, MapLink adds the details to the list of parcel information

for the active set.

27

Location
e “/ OBJECTID 110033 . -r‘ 6 ()
[y /lunis Locations PIN 0326058022 om | Lsunch Munis SetDefaults Clesr Sef  Retumn
Query MINGR aozz Application
JURIS wo
SOURCE  KCA
111837 1008
ADDRESS 14020 NE 180TH ST e
Query Results . =5 o
MU 14020 = b @ sasg
Active Set Zee |,
PREFIX NE o |
Details: Utility Accounts NAME 180TH 922E4 ~
2 irermfe] cofoctod 100828 1110432
3 jtem(s) selected Utiity Meters TR & | |
Parcels Utility Service Orders | SYFF™%
ZIPCODE 98072 . T
Select All ] T 'f_’%
¢ | %
| Parcels [FID: 27] [ ] | . it
Remove \ \l NE 19[Ith St
e
2c0
K
P
8410 NE 190”] St
+* I24B25CH
S Zv |

Selecting one of these options provides the applicable details for the parcel. For example,
when you click Utility Accounts, MapLink displays the account linked to the parcel.

GIS Key

Account

Location

Type

District

Vi g Location

SAP10 | SAP10

101 RS NE MY OTHER STREEET ADDRESS DR SW 22 RESIDENTL XXX

dentfy Buffer Pol E Munis Locations

Query

Query Results

Active Set

Details:

" Utility Accounts

3 item(s) selected ”
e - Utility Meters

Parcels

Select Al

Utility Service Orders

(>

Parcels [FID: 27]

Remove

5410

2C0

LRE

Clicking the Key hyperlink opens the Utilities program with the associated account as the

active record.
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If you select Utility Meters, MapLink provides a list of meters for the parcel and the Key
hyperlink opens the Meter Inventory program with the selected meter as the active record.

If you select Utility Service Orders, MapLink provides a list of service orders attached to the
parcel and when you click the Key hyperlink for a specific service order, the Munis Service
Order/Print program opens with the selected service order as the active record.

The Launch Munis ribbon option includes the Utility Accounts, Utility Meters, and Utility Service
Orders options, which provide direct access to the selected programs in Munis. When the
Munis program opens, the MapLink active set is also the selected active set for the Munis

program.
7] Munis Maplink
Welcome, meliring

ME E & Pl & 9 0

Layers Background Quick Zoom | LaunchMunis SetDefaults Clear Set Retun

C ‘/. d o an;ﬁm

Identify Buffer Polygon Search Distance  Area
Query Geographic Tools
5 Complaint/Violation Entry
&
o
Click on any ribbon tool to begin. 1 . Locatipn Master
Proje
Prope: Master
M Utility Accounts
2
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Rate Masters

Minimum Usage

The Rate Masters program includes the Minimum Billed Usage box, which defines a minimum
usage value. This minimum usage value becomes the billed usage whenever actual usage is
less than the defined value. During the billing process the Minimum Billed Usage value is
evaluated against the actual usage. If the actual usage falls below the minimum, the billed
usage is set to the defined minimum usage.

Rates - Munis

v Audit Rate Table

v @ Y B Browse — = W o Textfie El O3 Word <

€ ndvanced Globa = L poF " @ Email

hments [§3 Maplink v | History
Acasy n Excel CM Retum
v [ Preview B Schedule Notify ! Alerts ¥ | Copy/Delete

Actions Output Office Tools Menu Return

Rates - Munis

Charge code
Rate code
Effective date Calc code

General | Average/Surcharge | Demand | Drought

Summary code I - I uom UOM desc
Service type I - I Base/flat
Charge type | | Prorate l - ]
Rate effective | - Discount Taxable
Use drought rates Charge amount min Max
Bsed on other . Other s per
Method l - J‘“‘ Per Ayerage payment plan
Exclude high/low Usage high warning %
Usage low warning %
I—
Default Default bill cycle l - J
Seaszonal minimum Default deposit l M J
Previous compares Deposit rate code l - J
UOM allowance I—I
High usage for zero average
Exclude from winter avg cale Estimate maximum
Prorate averages Fuel adjustment
|Minimum billed usage ‘ || Tax credit factor
Acreage exponent | |
Rate 1 Rate 2 Round usage down
Usage 1 Usage 2 Default for 50
Default for final { - ]
Percent Cycle method -
Qualify method wo.  Order
IK ] < Josfo BEINE

The Calculate Charges and Bill Adjustments programs are updated so that when billed usage
is determined, the usage minimum from the Rate Masters program is evaluated against the
actual usage and replaces the actual usage as the billed usage when it is less. The
comparison of actual usage to a usage minimum only occurs when there is a minimum usage
value defined in the Rates Master program.

The UB Original Bill Inquiry program includes the Billed Usage column in the Detail table. In
addition, Account Customer Inquiry, Consumption History/Inquiry, Account History/Inquiry
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Report programs display both billed and actual usage. Each will display the minimum usage as
the billed usage whenever actual usage is less.

Winter Quarter Calculations

For winter quarter sewer calculations, the Rate Masters program includes the W-Lesser--
Current or Avg w/Min field value option for the Use Usage/Average list on the
Average/Surcharge tab. This calculation is based on the lesser of the current or average usage
from the prior fiscal year if the account has more than three nonzero usages.

Rates - Munis

m

B Email

Output

Rates - Munis

Charge code E2S5R SEWER RESIDENTIAL
Rate code STHD STANDARD RATE CODE

Effective date 01/01/2005 Calc code 62 I =« [STANDARD RATE TABLE

General | Average/Surcharge

Compare dates (A) Compare dates (B)
Evaluation |01/13 |to|03/13 Evaluation |00/00 |to|00/00
Adjustment|03/13  |to|04/13 Adjustment|00/00  |to|00/00

Rate type  |A - USE COMPARE DATES (A) |
Number of perieds in average 1
Maximum number of estimates 0

|| Include zeros in average
|| Ineligible if previous is an estimate
|_| Ineligible if current is an estimate

|U5e usage/average b

|| Use default usage f A - AVERAGE USAGE
Usage type to average | g - | OWEST HISTORY USAGE
Percent to increase aver g . EXCESS USE
- GREATER -- CURRENT OR AVERAGE

- LESSER -- CURRENT OR AVERAGE

Minimum average usage

- LOWEST PREV EVAL PERIOD A/B

E
G
L
M - MEDIAN OR CURRENT USAGE
p
w

- LESSER -- CURRENT OR AVG W/MIN

[Lof1 |

For correct processing, the Minimum Number of Reads value on the Site Options 2 tab in the
Settings program tab must be three (3) and the Include Zeros in Average check box on the
Average/Surcharge tab in the Rate Masters program must be cleared.
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Settings, Current Read/Consumption, Calculate Charges

The Site Option 1 tab in the Settings program contains the Require Reason Code for
Update/Delete in Current Read/Consumption and Require Reason Code for Update/Delete in
Calculate Charges check boxes.

oo Settings -

= @31 Word ) { History

B Email o =plink v | Billing Cycles Parcel Mask

Schedula M Alerts v  Subject-to Chas/Credits  Daling Notice XML Text
Output Office Menu

Settings - Munis

Site Info | Site Options 1 | Site Options 2 | Site Options 3 | Assessment Options

Process by Account/CID -

Parcel number mask
Parcel using location

Estimate/Average by |Account/CID -
Update general ledger (GL)
Budget plan Apply credits by Account -
Use backflow inspector codes at the device level Calculate late on Current bill -
Calculate interest up to special condition start date =
Deposits through misc receipts —
Exclude charge option in billing Prorate from | Initial/final only M J
Meter estimate warning Prorate zero days as 1
Cumulative flat inventory required =
:
Meter inventory B} —
Require meter size Process option  |Utility lien -
Store rate step detail information Debit tax receivable
Prompt for calc-all upon completion of generate charges Annualized billing
R.Equ!re reason code for update/delete in Current Read/Consumption Start date 01/01/2011
Require reason code for update/delete in Calculate charges l—l
Start new customer at tier 1
Last meter # 0
Next bill 2 1073 Deposit maximum .00
Next abatement # 1 EUSP credits
Transfer run TR State account  |123456
Default vacant cid o Misc codes |10°.quEE | | tO |10°.quEE |
Bill to |cusToMER |
Mail to |cusToMER |
Delinguent to |cusToMER |
Lien to |CUSTOMER v

If you select either or both of these check boxes, users must enter a reason code when
updating or deleting data in the respective program. To use this functionality, you must also
create the following Ultility Billing miscellaneous codes:

e Calculate Charges Reasons Codes for the code type CCR
e Current Read/Cons Reason Codes for the code type CRC

Transfer Delinquent to Tax

The Transfer Delinquent to Tax program provides an option to create an export file that groups
amounts by parcel or parcel/charge code if you enter a value in the Flat File Name box.

To create a summary report by parcel, select Summary by Parcel as the Report Option format.
In the Processing Options group, enter a value for the Flat File Name box and press Tab. The
program displays a File Name message; click Yes and the screen refreshes to complete the
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Path box with the path to your spool directory and to include the Export check boxes. Select
the Export Amounts by Parcel check box and click Accept to complete the process.

Canfirm
Transfer Delinquent to Tax - Munis
Selection criteria

Execute this process Format:

Detail by bill

[now

-J |l

to zzzZ Base minimum on: Sort by:
. Route/Book:
Charge code Detail ute/Boo
Account Account
to zezzzz Minimum delinquent amount o1 o Percel
Bill due date 03/01/2013 . District
to |os/132013 :

District

Transfer to bill year

2006
De not build installment detail  ~
09/24/2013 |
09/24/2013 ]

2014

Subtotal by summary code
Transfer bill installment| Use delinquent-to name
Interest date /| Update UB,AR,GL
Effective date

Posting year
Munis (uttdevy)

Period 03] see
Afile name has been entered.
Reference Refl This process will create an exporfie

Transfer Delinquent to Tax - Munis

Category w1 categories -l
rouTE Summny by parceleharge code

Processing options

Transfer to bill year

Transfer bill installment|Do not build installment detail  + | [ | Use delinquent-to name

Interest date
Effective date
Posting year
Period
Reference
Reason code

Flat file name

2006

Subtotal by summary code

05/24/2013  |[35]
09/24/2013
2014
ser

Refl

ERR

] Update UB,AR,GL

| 1] Export amounts by parcel

L] Export amounts by parcel/charge code

[z

CLERICAL ERROR

= |

Path

|d:\home\melfring\v10.4_FO\spooliparexp

Reason code ERR \ «.|  CLERICAL ERROR and set UB balances to $0.00
but will not update tax readfds.

|Flal file name ParExp l >

Path

Resul

Processing | |Total records | of

To create a summary report by parcel and charge code, in Report Options, select Summary by
Parcel/Charge Code and then follow the same procedure as for the Parcel report, selecting the
Export Amounts by Parcel/Charge Code check box in the Processing Options group.

L
Qutput. office

pecial con

Report options.

Execute this process \ ‘ ‘ Format:

Category a1 categories -l o[ |- Detail by bil )
to 2222 Base minimum on: Sort by:

Charge code - Detail Route/Book

Account Account

v zzzzzz | Minimum delinquent amount oy o Parcel

Bill due date 01/01/2013 1 District
to 09/24/2013 1

ot e =

Transfer bill installment|Do not build installment detail  ~
Interest date 09/24/2013 1
09/24/2013 1

Transfer to bill year Subtotal by summary code

Use delinguent-to name
7 Update UB,AR,GL
Munis (uttxlev,
Effective date g )

Afile name has been entered.
This process will create an expdft file

Posting year

Period 03 SEP and set UB balances to $0.
Reference Refl but will not update tax peords.

This process can not ¥ reversed.
Reason code ERR i CLERICAL ERROR B e e o G e e T P
[Fiat file name ParExp ;
ot ‘ [ ves | mo |

Processing [otal records| of

Transfer Delinquent to Tax - Munis

Menu | Return

Processing opti

Transfer to bill year
Transfer
Interest date
Effective date
Pasting year
Period
Reference
Reason code

Flat file name.

nstallment|Do not build installment detail ~ | [ Use delinquent-to name

2005 Subtotal by summary code
092472015 |5
05/24/2013

2014]

] Update UB,AR,GL

[ Export amounts by parcel

[] Export amounts by parcel/charge code

CLERICAL ERROR

Path

[8:\home\melfring\v10.4_FO\spool\Parexp
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Workflow System Information, Workflow Business Rules

The Workflow System Information Maintenance program (a restricted-access program)
includes the Allow Step Level Entry check box on the Process Code tab. If this check box is
selected and the Workflow Process Access list in the Munis System Roles program is set to

Full, the Workflow Business Rules program accommodates two steps of approvers for the UTB
- UB Bill Adjustment business rule.

oo Business Rules - Munis

| Text file @1 word
=
A PDF B Emai
Print
licate v [ Preview

Output

Approvals | pre-Approvals

Business rule setup

Process |UTB | ... UB Bill adjustment Other Options /| Deliver immediately Rule ID 146

Department | - | Catchall rule |

The two-step process sends an email notification to the first-level approver, and then after the
first-level approver approves the workflow item, it sends a follow-up email to the second
approver indicating that the second-level approval is now required. Once the second level
approval is complete, the second-level approver can post the adjustment.
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Citizen Self Service Version 10.4

The Munis Self Service programs available for the Revenues product are included in Citizen
Self Service (CSS). The following changes apply to Munis Citizen Self Service programs.

Permits and Inspections

View Plan Reviews

When the Allow Plan Reviews to be Viewed check box is selected on the Citizen
Administration Permits and Inspections Settings page, the Permits and Inspections Detail page
provides the View Plan Reviews option that accesses the Plan Reviews page.

&
o tyler

Permits and Inspections Home
Settings

Administration

Contact telephane [po7-ss5-8282 x

5 tyler

Contact email :csm'nth@tylar com

Complete one or more of the following fields to search for
permits and inspectians

Query text Permits and Inspections Home
Application reference 134 9 Parmits | 13 Inspections
Citizen Self Service
Status ACTIVE / NEW
Global bill display name [Permits and Inspections ] ProjectiActivity NEW AMUSEMENT SOCIAL REC —
— L 1 COLE HAAN DRIVE .
&) Allow Inquiries? ocation MUNIS Business Licenses
&l Allow editing of contractor information in permits Owner FRITZ, MICHAEL

Email Announcements
—_— - . Parcel ID 9999
[ Limit Permit lssuing to Associated Cantractars?

View Application Information General Billing
1 Limit Inspection Scheduling 10 Associatled Contractors?
Permits (9 found) Motor Vehicles
Wl Permit Type Status Total Fees Balance Due
Access to citizen information - Non-Emergency Requests
| Pay BLDG EST ISSUED $15.00 $750 Details Alert
coo REVIEWING $0.00 000 Details Aert ———an D

Wl Pay ELECTRIC ISSUED §25.00 52500 Delails et Parking Tickels
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On the Plan Reviews page, the Return to View Permits and Inspections option returns you to
the previous page. The View All Comments option displays the Plan Reviews Comments page
where detailed plan review information is available. The View Comments option displays
comments for a single plan review.

Permits and Inspections Home
Plan Reviews 1o view permif inspections]

Citizen Sell Service

Status ACTIVE f NEW
Project/Activity NEW AMUSEMENT SOCIAL REC
Locati 1 COLE HAAN DRIVE
ocation MUNIS
Owner FRITZ, MICHAEL
Pareel ID 9999 . .
Permits and Inspections Home
Plan Review Comments Retum 10 view plan reviews
(Citizen Self Sarvice
Plan Reviews Status ACTIVE / NEW
Department Review Cycle ewer Status Compicted
. 4 e ProjectActivity NEW AMUSEMENT SOCIAL REC ]
BUILDING 1 John s 712602013 O e
Location MUNIS Busmess Licenses.
Owner FRITZ. MICHAEL
Email Announcemen s
Parcel ID 9999
General Biling
Plan Review Comments
Motor Vehicles
Department Comploted Comment
UILDING 1262013 ‘ALl plan reviews must be compleled by the end of the month] Non Emergency Requests

Issue Lower Level Permits

When the Lower Level Issue Required check box in the Munis Permit Types program is
selected, the “Requires that lower level permits be issued prior to making payment” message
in Citizen Self Service specifies lower level permits must be issued prior to permit fees being
collected online.
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Permit Types - Munis

Delete

Permit code |pooL Level ]
Description |poot | Fee use Al fees uced .| Permits and Inspections ]
Short description |POOL Stop fee recalc W] Application reference 143 2 Permits | 1 Inspection
Citizen Self S
Issuing department |BLOG | BULDING Days to expire | s e e
Status ACTIVE | NEW
Status |active M Max days to review | 7 —
—— . g e nimal Licenses
Permit cotegory [0~ GTHER - Nomber cbmorths | 0 ProjectiActivty i
Prefiu/Next number |0 20037214 Max months edension | 0 Location :\AESILSE HAAN DRIVE Business Licenses
Required licenses | | Collect fees prior to issue |Na
. FRITZ. MK
Form eode |omRs - oieR peRMIT 21 - Colectin cashiering ~ |ves Owmer RITZ MICHAEL Emai Announcements
Contractor role POOL |« PDOLCONTRACTOR Parcel ID 9999
Report summary 1 ‘ Workflaw required View Application Information  View lssue Alerts General Billing
Report summary 2  llow issue online
| Permits (2 found) Mator Vehicles
Viork Order Activity Jue
Viork Order Template - vl Permit Type Status Total Fees Balance Due
Nen Emergency Requests
#eay CONCRETE REVIEWING 51500 $1500 Detls
Description Fen Basis Fee Rate Vihich Sq Feet Stat Desc cooL R . 500 Do . T
|root Square Feet Per fing Impervious Surt
Parking Tickets
Inspectidys (1 found)
J spection Type  OwneriContractor  Scheduled  Result Fee Balance Due mits and
[ZFess | 3 Inspections Pay FINAL# FRITZ MICHAEL $0.00 §000 Delails  Schedule Accounts
= | Altachments (0
TIK) T FIETEN ) o . i J—
Requires lower level permits fo be issued prior to making payments. m
Application Details
selert Permitsinspections you would lis to pay now, then click *Pay
. Saarch Results
* Indicales pending web payments exist that arg not reflected in the Payments/Cradits amount at this time,
Addtional payments cannot be made untl pending paments have been pracessed —
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Utility Billing

As Of Dates
On the Manage Bills or Bills Details pages in CSS-Utility Billing, the As Of date box
recalculates the amount due for outstanding charges according to the interest rate applied.

When you position your cursor in the As Of date box, the program displays a calendar.
Navigate to the accrual date for which to see the changes in interest and penalties. When you
click the new date, the program recalculates the Balance Due amounts for the individual bills
and updates the Total Due amount.

MAUREEN BISHOP-ELFRING ~

Home Utility Billing
Manage Bills Account Summary
Servics dress 23 BAY AVE

ccor
s

As of 100032013

Before payment of newer bils

Outstanding Bills Utility Billin
Bill BillDate | Manage Bills
B 1088 7152008
. Service Address 3 BAY AVE
I 1088 8152009 pccount Number 00Ot i
W 1 anso0  Asof 11292018 %

Parking Tickets. 1156 1015/200]
sw| Su Mo Tu We Th Fr Sa finclude
Permits and Inspections W 1186 1115200 1 2 Home Utility Billing
B 215 12520 Bl BillDate | 3 4 5| 6 7 8 s9fs Manage Bills Account Summary
Personal Property
o ou e @ e s (O N T —
Real Estate 17)| 18] 1s)) 201 21 22 23 - Service Address 23 BAY AVE
@ 1 ool W 1058 wisews | 24 3 2] 7 u[ ] we . 201001
as ke I 1303 152008 B 121 9152005 1012005 $49.59 1172902013
M 1332 4152006 5112006 $63.80 514916
L of newer bils will be accepted, all past-dus bils must be includsd, starting with the oldest
Accounts M 1362 6152006 6112006 $63.80 $148.19 Show Past Bills ¥
Bill Date Pay B) Char Balance Di
M 1391 GA52006 112006 56380 S14724 e el araes aneetue
¥ 1088 71572005 8172005 $5432 514084 Bil Details
B 1420 1012006 121172006 $1.32400 $1.32400
o T ¥ 1098 8/1572005 91172005 $59.06 $151.79
@ 127 9452008 107472005 $4959 312782
¥ 1156 107152005 11172005 6380 516165
52 1186 1171572005 121172005 $63.80 $160.70 Bill Details
@ 125 12150008 1172008 $63.80 515473 Bill Details
72 1244 1/15/2006 21112008 $59.06 $14233 Bill Details
Real Estate
¥ 1214 2152006 3112006 6380 515287 Bill Details
Tax Rollof
B 103 3152006 412006 $6380 515190 Bl Detals
Accounts ¥ 162 SHS2006 61172006 $6380 514998 Bil Details
Manage Bills & 139 61512006 71122006 56380 514903 Bil Details
Account Summary & 1420 10172006 121172006 $1,32400 5132400 Bil Detais
Automatic Pavments v 1049 20282007 311572007 54435 54435 Bill Details
Service Requests & 1007 352007 41512007 536454 536454 Bill Details
O 1056 73122007 /1572007 $100.00 521338 Bil Details
—————»  Total Due: $3740.56
ow, then click “Fay

Using the As Of box to refresh bill amounts according to specified dates allows you to see how
much interest, penalties, and so on, would accrue if you postpone paying the bill. There are no
permanent changes as a result of using this recalculation feature.
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Service Requests

CSS - Utility Billing, in conjunction with the Munis Citizen Request Settings and Assign Citizen
Requests programs, accepts and processes nonemergency service requests for utility billing
accounts. Using Citizen Request Settings from the Munis Utility Billing menu, you can define
the service types that are accepted through CSS-Utility Billing.

o Citizen Requests Settings

o Text file El 4
N | I'®
M

PDF B Email

Pr Excel
v E Previe B Schedule
Output Office

Confirm
Citizen Requests Settings - Munis
Default Codes | Contact Info | Email Settings

Status

Initial request status Init «oo |Initial =
In-progress request status InPr ... |In Progres Eﬂ‘
Completed request status |Comp |... |Completed =

When service requests are made using CSS, the Assign Citizen Requests program receives
the requests and provides direct access to Munis programs that manage service request

processing. To display service request details, double-click the request item or select a Utility
Billing option from the ribbon.

Assign Citizen Requests - Munis

Find Dept Apply to 5O P
PDF B2 Email v | Auto-refresh off View Recent

elete o Text file ‘
155 = . E
uplicat

Create SO = More... ¥

Office Men|

Close Request
Complatz 50

Create Pending

Utilities
New Citizen Self-Service Requests

Scheduler Central
Location Entry Date 8] ECCOUNT CID -

Reguest & Category Description

2 Service read Please reread meter. 30 Bay Avenue Munis 0%/09/2013

1| | (3

Request detail

Please reread meter. =
Request desc

Contact |Haro\d smith
Email |MELFRING@TYLERTECH.CUM |@J
Phone |5535-555-5555 |

On-going

+/| First report

Status Initial

Service order information

sov | |
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Once the service request set up is complete in CSS Administration, the Utility Billing menu in
CSS-Utility Billing includes the Service Requests item.

Personal Property
Real Estale

Tax Relief

Accounts

| Service Requeslts |

Contact Us

The main Service Requests page provides three options:

e Search for Existing Requests
e Request Service for Linked Account
e Request Service

User Hame

Home Utility Billing

Service Requests Request Service for Linked Account | Request Service

Citizen Self Service

. . | Search existing requests
Animal License

Complete the service field value to schedule service for your account. Important! Use this option only for requests that do not

i ion!
PiisiisaallEnen require emergency attention!

Request ID * || |

Email Announcements

Daytime Phone * | |

General Billing
arc|

Motor Vehicle
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The Search Existing Requests option provides searching for existing service requests by the
request ID number and requestor’s telephone number.

Animal License
Business License

Email Announcements
General Billing

Motor Vehicle
Non-Emergency Requests
Miscellaneous Services
Parking Tickets

Permits and Inspections
Personal Property

Real Estate

Tax Relief

Accounts.

Utility Billing

Service Requests

Search existing requests

Complete the service field value to schedule service for|
qui al |

RequestID *

Daytime Phone *

555-555-5555

Selecting Request Service displays a Step 1 page that provides the Name, Address, Phone,

Home

Citizen Self Service

Animal License

Business License

Email Announcements

General Billing

Motor Vehicle

Non-Emergency Requests

Miscellaneous Services

Parking Tickets

Permits and Inspections

Personal Property

Request Service for Linked Account | Request Service

Utility Billing
Request Status Details
Request ID: 3

Date Submitted

Status

Service Request Date
Name

Daytime Phone
Address

E-mail

Service Location

Type of Request
Details of Request
On-Going Request
First Time Requested

Link URL

IP Address

10/3/2013
Initial
10/3/2013

Bill Smith
555-555-5555

18 Beach Street Munis
Meter maintenance

Routine maintenance

No

Yes

it dovmss tylerech comv104melfing

id=IXs2K0BpJF4=&

Senice Requests

and Email fields. Only the Name and Phone values are required, but to receive an email
confirmation for the request, you must complete the Email box.

Selecting Service Request for Linked Account provides a Step 1 page that includes available
linked accounts to which you can associate the service request. When you select an account,

the customer details are completed according to that account.
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Home Utility Billing
Service Requests
Citizen Self Service

Step 1 of 4: Enter contact information Step 1234
Animal License This form is not for reporting emergencies
User Name -
Business License Name | tyler
Address ] technologe:
Email Announcements
Gity
General Billing
State =1 -
) L | ome Utility Billing
Motor Vehicle zip [ — Search Requests Link to Account
Citizen Self Service
Non-Emergency Requests Phone # Step 1 of 4: Select the account for this request Step1234
Pt nimrallllicases This form is not for reporfing emergencies
X X E-mail (4 fink will be e-msied to you fo check
Miscellaneous Services on the status of this servics request) L]
e Select Linked Account Customer ID
Parking Tickets ® 003003
Email Announcements
Permits and Inspections. c oo1008
General Billing o 001001

Personal Property

Motor Vehicle

Real Estate

Non-Emergency Requests
Tax Reliel

Miscellaneous Services
Utility Billing

Parking Tickets

Permits and Inspections

Personal Property

Real Estate

Tax Relief

The process for completing a service request includes four steps, after which the program
displays an on-screen confirmation and also sends a confirming email message.

Utility Billing
Service Requests
Step 1 of 4: Enter contact information Step 123 4
This form is not for reporting emergencies.
Name * [Bin Smitn |
Address Utility Billing
5 Service Requests
City
Step 2 of 4: Enter request details Step1234
State
Zip Type of request * Meler maintenance Billing
‘Select request date * 1032013 Service Requests
Phone *
Routine Maintenance | Step 3 of 4: Enter Service location information Step 123 4
E-mail ( link vill be e- e -
on the status of this seniq|  Describe request and any e
further location information * Streat number Ut ty BI"Ing
Service Requests
Street name *
Ongoing request OvYes ®No UNRUADL type 1 sppteatie) Step 4 of 4: Confirm request details Step1234
First ime you have .
reported this request ©ves ONo CityfTown *
Name Bill Smith = ATH
Utility Billing
Service Request Date 10/3/2013 Request Confirmation
Daytime Phone 555-555-5655
E.mail «ff Your request has been successfully entered into our system. @
Contact Address Your Reqest ID is: 4 Please make a note if it
Service Location 15 Beach Street Munis Use this ID whenever you conlact us with regards fo your request.
Type of Request Meter maintenance A confirmation message will be sent to the e-mail address that you provided
Itwill contain a link that you can use to check the status of your request.
Request Details Routine Maintenance
On-going Request No
First Time Reported Yes

Type the following validation
code into the box provided *

= N BT
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Account Summary

The Account Details page in CSS-Utility Billing is relabeled Account Summary. This updated
page includes the Your Current Balance and About Your Payments groups. The Your Current
Balance group displays the current amount due and provides the Pay Now option to initiate a
payment to the specified bill.

User Name

Home Utility Billing

Account Summary «—— Manage Bills

Citizen Self Service

| Link to Account | Request Change of Address | Service Requests

Animal License
Billing Account

Business License Service Address 16 BEACH AVE
Account Number 003003

Email Announcements

General Billing Your Current Balance #———o—n—

Amount Due Now $52,849.63 Pay Now

Payment Due Date 415/2007

Motor Vehicle

Non-Emergency Requests
About Your Payments 4———

Miscellaneous Services No payment activity found

Parking Tickets
Permits and Inspections Customer Information
Name STARBUCKS
Personal Property 16 BEACH AVE
Address MUNIS
Real Estate Customer ID 64

Request Change of Address
Tax Relief
Services

Utility Billing Service Code Start Date Stop Date Status Consumption History
ELECTRICITY COMMERCIAL ELECTC 3/8/2006 ACTIVE
Al

View Consumption

The About Your Payments group displays the last posted payment, provided this amount is
greater than zero. A maximum of five payment activity records are available and each row has
a Details link that displays the Payments and Adjustment page for the bill.

The Account Summary page also provides the Link to Account, Sign Up for Automatic
Payments, Request Changes of Address, and Service Request option. These options are
available according to the CSS Administration setup for Utility Billing.

Manage Bills
The CSS Administration—Ultility Billing page includes the Require Full Payment of Past-Due
Bills, Oldest First setting. When this setting is enabled, the Utility Bills Manage Bills page
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automatically selects outstanding bills for payments, beginning with the oldest bills.

User Hame

Home Utility Billing
Manage Bills «——— Account Summary
Citizen Self Service
. B Service Address 16 BEACH AVE
Animal License
Account Number 003003
Business License As of 10/03/2013

Email Announcements
Before payment of newer bills will be accepted, all past-due bills must be included, starting with the oldest.

General Billing Outstanding Bills Show Past Bills ¥
Bill Bill Date Pay By Charges Balance Due
Motor Vehicle —
1090 7/15/2005 8/1/2005 $1,295.36 $3,202.84 Bill Details
Non-E! R ts
SRS v 1119 8/15/2005 9/1/2005 $1,260.61 $3,097.64 Bill Details
Miscellaneous Services 1148 9/15/2005 10/1/2005 $1,32310 $3,231.62 Bill Details
Parking Tickets ¥ 1178 10/15/2005 11/1/2005 $1,079.21 $2,619.43 Bill Details
Permits and Inspections 1207 11/15/2005 12/1/2005 $1,094.83 §2,641.15 Bill Details
1236 12/15/2005 11172006 $1,093.82 $3,020.96 Bill Details
Personal Property
1266 1/15/2006 21172006 $1,184.83 52,822 04 Bill Details
Real Estate
1295 2/15/2006 31172006 $1,187.93 52,813.02 Bill Details
Tax Relief
1324 3/15/2006 4/1/2006 $1,188.96 $2,797.28 Bill Details
1354 4/15/2006 5/1/2006 $1,186.47 $2,773.87 Bill Details
Automatic Payments

The Utility Billing Automatic Payments page displays existing automatic payment details for the
specified utility billing account. To update this information, use the Copy Current EFT
Information option, which copies the existing data and presents it in edit ode. This allows you
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to update only those values that require changes.

Utility Billing

Automatic Payments

You are already signed up for Automatic Payments. You can make changes to your
automatic payments by completing the form below.
If you would like to discontinue automatic payments, please contact us.

Service Address 23 BAY AVE
Account Number 001001

Current Automatic Payment (EFT) information

Bank name BANK OF AMERICA
Routing number 111000025
Account number 508-666-8568
Account type Checking

Preferred draft day 15

Your name RIZZ 0, FRANK

Copy current EFT information

Bank name *

Routing number *

If the Allow Users to Specify a Preferred Draft Day permission is enabled in CSS
Administration for Utility Billing, the Preferred Monthly Draft Day list is included on the
Automatic Payments page. Use this list to identify the day of the month that the electronic
funds transfer should occur.

Current Automatic Payment (EFT) information
Bank name BANK OF AMERICA
Routing number 111000025

Account number 085-558-3888
Account type Checking

Preferred draft day 15

Your name RIZZ0, FRANK

Note: Automatic payments are applicable to linked accounts only.
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Munis Revenues10.5

This document provides an overview of the major Revenues enhancements for Munis® Version
10.5 Early Adoption. Revenues programs include Citizen Self Service (CSS) and central
programs.

The Munis Revenues product contains General Revenues and Property Revenues:

e General Revenues includes Accounts Receivable, Animal Licenses, General Billing,
Maine Vehicle Registration, Parking Tickets, Slip Reservations, Vehicle Stickers, and
Virginia State Income Tax.

e Property Revenues includes Accounts Receivable, Business Licenses, Central
Property, Permits and Code Enforcements, Property Tax Billing, and Utility Billing.

e Revenues central programs include Customer Central, Property Central, UB Central,
Contractor Central, and Permit Central.
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Accounts Receivable 10.5

The following changes apply to Munis Accounts Receivable programs.

Accounts Receivable Charge Codes

The Mass Activate and Mass Inactivate buttons activate or inactivate all charge codes in the
current active set. Once you click Mass Activate or Mass Inactivate, the program displays a
confirmation message for you to activate or inactivate the group of charge

codes.

Y ) Charge Codes - Munis

Delete - et File 1 Wi Audit View Audit P Munis (archgmnt)
v B, i kv .
Prnt Exoel " ; Hass Activate . Y Are you sure you wish to activate all charges in the current find sst?
BB ouckicate v [l Preview [} ul ! Mlerts ¥ Mass Inactivate
Actions Output Off »
Yes Mo |
Year| 2014 Code|COPIES  |Categery|2 - MISC CASH RECEIPTS
HMunis {archgmnt)
General | Accounts
o —r—— P Erm—Tr——— ! Are you sure you wish to inactivate all charges i the current find set?
AR code MISL || CITY CLERK MISC RECEIPTS
Activity PRIN - PRINCIPAL » || Foyment arder 1 Yes || Mo |
Group Use far prepayments/deposits
Use for praject accounting
Description 1 | FIRST COPIES OF VITAL RECORDS
F Vendor code 0f...
Description 2
Tag type

Short description |1 COPY
ou Expiration month

T Y - :.cilabie for Citizen Self Service

Calculation code 2|... FIXED AMOUNT FROM CHARGE CODE Use for Citizen Self Service convenience fee
Amount 12.000000 Citizen Self Service reference 1 label
Mimmum Amount D.DGI

T Citizen Self Service reference 2 label

Maximum Amount 0.00|

Subject to sales tax

Sales tax charge

Available for AP Remittance

K| € [17ef73 YoM Q) = | stachments (o)

The Microsoft® Excel export includes the following General Ledger accounts: Abatement,
Accounts Receivable, Cash, Deferred Revenue, Deposit, Discount, Exemption, Interest
Revenue, Liability, Over Short, and Revenues lines 1 to 5.

Accounts Receivable Settings

The When Posting Over/Short Write-Offs Against Charge Codes that Use the Cash Accounting
Method, Post to the Revenue and Deferred Revenue Accounts in Addition to the Over/Short
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and Accounts Receivable Accounts check box is available.

Accounts Receivable Settings - Munis

Cat Specific

Dapt Spacific

Actounts Receivable Settings - Munis

Site Options | Bill Presentation Order | Payments | Accounting Options | Refunds | Reversals | Other Optisns | Bill Inguiry Display

when pasting over/shart write-offs against charge codes that use the eash
accounting method, post to the revenue and deferred revenue accounts in
addition to the over/short and aceounts receivable accounts?

Over = AR | owr Shi Short =  Owr Sht AR
Revenue| Dref Rev Dref Rev |Revenue

For a positrve balance bill, reduce the deferred revenue account instead
of pesting to the aver/shert account

Y = Def Rev ] AR M = Owr Sht AR

For & mon-tax receivable bill with a eredit balance, post to the deferred
revenue and revenue accounts in addibon to posting to the accounts
recesvable account and to the aver/short account

Y= AR | Owr Sht M= AR Ovr Sht
Revenue | Def Rev

Caszh Accounting Discount Dplions

Past to the deferred revenue and revenue aceounts in addition ta pasting
to the discount and accounts receivable accounts?

¥ = Discount| AR W = Descount] AR
Def Rev | Revenue

When the check box is selected and you post the Over/Short Adjustment batch, the Revenue
and Deferred Revenue accounts are included with the Over/Short and Accounts Receivable

accounts if the Accounts Receivable Code uses the Cash accounting method.
CEE

Accounts Receivable Codes - Munis

ble Cades - Munis

Code PP I
Description PERSOMAL PROPERTY |
| 01/16/20814 11:19  |MUNIS PG 5
Shart description PP brandle | PAYMENTS JOURMAL REPORT |arrctpst
AR category 25 - PERSOMNAL PROPERTY . CLERK: brandle
; ting information
YEAR PER ML
accounting metho © S SRC ACCOUNT ACCOUNT DESC T 0B DEBIT CREDIT
= /o] - EFF DATE  JNL DESC REF 1 REF 2 REF 3 LTNE DESC
; ] |~ case || FFFDATE JNLDESC REF1 REF2  REF3 - MNEODEC
v wa 7 5
CRi 1000-1200 ACCOUNTS RECETVABLE 34.47
Mame oo 81/16/2014 cash recpt PP 2184 2018 PP TAX
address 123 MUNIS ST | CRW 10002850 OVER SHORT ADJUSTMENT 34.47
| 81/16/2614 cash recpt PP 2164 2018 PP TAX
CRW 1000-4500 TAX REVENUE 34.47
Clty/state/Zip  |MUNIS US J|12345-6789 1/16/2014 cash recpt PP 2104 2010 PP TAX
Teiephone CRW 1000-2800 DEFERRED REV 34.47
K< DRI 1/16/2014 cash recpt PP 21684 2018 PP TAX
LN L I et R
2014/7 20148116 WRITEOFFS JOURNAL 2014/87/6 TOTAL 68.94 68.34
2014 7 &
CRW 10003910 REVENUE CONTROL 34.47
01/16/2014
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The Prorate Partial Payments By list is available on the Payments tab of the Category Specific

screen for categories other than Category 2 (miscellaneous cash receipts) and Category 45

(payment plans).
o0

Category Specific Options

- Delete
Global v

/ =
Add  Update Print . 3l Aftachments
evi Schedule

EE Duplicate

Actions Output Office Menu | Return

AR category|20 - REAL ESTATE |

Forms | Payments | Discounts | Penalty | Audit | Reversals

Payment Processing Options

Apply lockbox payments to the property code

Prorate partial payments by lCharge *— Charge
| Activity priarity
Payment Posting Options
Use Liability
GL Consolidationll\lo ACCOUNT CONSOLIDATION - ]
Update GL [YES -

EFT Parameters

Mame | |

Bank I - ]

Account | |

| K || € [3of18 Y =

The list includes Charge or Activity Priority options that provide the following results:
e When you select the Charge option, partial payments prorate according to a predefined
formula, with all fees and interest paid first.

e When you select the Activity Priority option, the total bill balance divides into three
sections: principal-based charges, fees, and interest charges. Calculations determine
how much of the total bill each section represents.

Note: This was previously a setting within the Tax Settings program in the Property Tax
module.
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Customers

When the Confidential check box is selected for a customer on the Other tab in Customers, the
Customers, Bill Inquiry, and Payment Entry programs display "Confidential" in bold letters for
records related to the customer if the Restrict to ‘Public Access’ Use Only check box is not

selected on the Munis System Roles screen.
(72 3V

Customers - Munis

Aernate Find ~ Credit Score |
v  Statemant EFT

1 Aletts v View Audit

*++ CONFIDENTIAL =**

Customer 10 187 | u / Active Last changed by brandle

Created by department through module GB 12/23/2013 at 14:26
Person/Entity |P -Persan

Name |FRITZ, MICHAEL | THE SSN/FID |9599995999 |

Contact Information  Other | General Billing | Personal | Histary

Bill Inguiry: Single Bill View - Munis

Other
Custemer Class |R - RESIDENTIAL
Geo code |NE - NORTHERST
Customer Type |Tax - TaxES RECEIFTED
Employes * | Lo
Vendor & | |-
External ref |123456789 187| | 5 | view Bills
</ Resident Confidential - FRITZ, MICHAEL
1 COLE HAAN DRIVE
K <0 WE RIS | ¥ special Conditions/Notes | YARMOUTH, ME 04096
LIRS W2 AN LG
= \iew pr paid bills 207-878-3998
Froperty information
Due 01/13/2014 Parcel ID |
L |
Prop Loc |
|

Installments  Charges | History | Events | Audits

Instaliment  Bill Date  Due Date  Billed AbtAdj Faid unpaid Interest Paid Interest Due Total Due
1 07/02/2013 08/01/2013 18000.00 3.50 500.00 17503.50 0.00 0.00 17503.50
Instaliment Bill Date  Due Date  Billed Abt/ad Paid Ungaid Interest Paid Interest Due Total Due
Total 18000.00 3.50 500.00 17503.50 0.00 0.00 17503.50
I
K || € Jjrof2 BEAR RN I= Atachments (1)

When the Restrict to ‘Public Access’ Use Only check box is selected in the Munis System
group in Roles, the customer information is masked by asterisks as seen in the example
below. Reports and export files also contain asterisks for customer information when the
Restrict to ‘Public Access’ Use Only check box is selected.
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*=* CONFIDENTIAL ***

13?| =
suzzszzsxzEas CONFIDENTIAL *==ss=sssnass
R S ———

Number

Category
| 2009|/cB-cB

EEEITEEA TS EEAE R CER AL EE A EE S S LT
b ———
FXEITTLAXELALETALEES T8 SEXREXXHEE BREE

A e

Wiew Ball

Duwe 01/16/2014

Property Infarmation

! Alerts v

Crrig Bill
Fepring

Preferences

Disgnostics 4

Parcel ID |992.8 |
| | =w Bl
Prap Loc | |
! J
Installments | Charges | Histary | Events | Audits
Installment Bill Date Due Date Billed Abits Adj Paid Unpasd Interest Paid Interest Due Total Due r
1 04/16/2012 05/16/2012 20.00 0.00 70.00 0.00 0.00 0.00 0.00
Instaliment  Bill Date Due Date Billed Abt/ady Paid Unpasd Interest Paid Interest Due Total Due 7
Total 20.00 0.00 F0.00 0.00 0.00 0.00 0.00

Altachments (0)

K] < faofs L2 I A|Q)E

If your site uses the Tyler Cashiering module, the Payment Entry screen displays a message
indicating the record is confidential when you click the Alert button.

File View Process Options  Help
— - -
@Hnm. | Batches = Transactions 'Plym!ﬂlTyps PP Research (o] Regorts LG System Setup
RoaRRDga Ll KX @S 3 L3338 @2 %O 7| [] 4 Heme > PaymentTypes > PaymentEntry
Hevigation Bar ) TYLER CASHIERING VERSION 2.8
's y -
Real Estate Search 4%  Real Estate Help
i Bill
H
Fareel Customer Information Totals
=l Customer ID o
= Balance $11,003.73
Wame  FAITZ, MICHAEL Due naw $11,003.73
e Address 1 COLE HAAN DRIVE Payment amount 11,003.73
Search YARMOUTH, ME 04096
Pary Naw Add Another
= Permits / Inspections
-
L Seect  Yew  Item  Type Babrc=  Due  Payment
' Seect i ¥ ¥ w13 100 POOL-REVEW 1500 15.00 15.00 &
Q) Oesslect A
&
W5 Create Bach
: -+ Ealacce Due Payment
0L Bmwss Batches
mare... v
\
Payment Types

Brign Randle  Logout

Batch 203 - Finance Office L.

Batch Total  $0.00 (0 tranzachans)
Transaction Amount 0,00
Transaction | payment | Tender | Current

Trars  Paid By Amount

Batch created by Grian Randle on
1/16,/2014 at 1:30 PM.

Settings: Counter = 1/16/2074 = Off = Off = Sample Bank Account = =
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Payment Entry, Bill Inquiry

The Filter by Special Condition Codes list is available on the General Find screen of Payment
Entry and Bill Inquiry, allowing you to filter special condition codes on bills. Select from Exclude
if in Selected Set or Include if in Selected Set and then click the Selected button to identify the
special condition codes to exclude or include in the record search.

0% General Find

General Find

Bill Mame | Bill &
Prop 1D AR Cat 1

Parcel 1D Year
TownyPrec Bill Type

Customer &

Location | | | | | 1 |

IFiIter by special condition codes Include if in selected set celected l.'3ii

|| Alernate Parcel Find

Year

include or excy

Al |
1t Parce pand bills.

I Customer # Find

L | -
Include if in selected set -

[Fox omrer e ind ———————— Exclude if n selected st
Include if in selected set

|| Parcel 1D Find

|

|| Property I Find

[

| |
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Animal Licenses 10.5

The following change applies to Munis Animal License programs.

Animal License Settings
When you select the Restrict Customers to Those Created Through Animal Licenses check
box, only those customers who are created through the Animal License module are available

to the Animal Licenses program when searching names on the Find Names screen.
%0

Animal License Settings - Munis

Animal Licenses - Munis

Collection year | 2014
AR code AL - ANIMAL LICENSES
Default charge ANIMAL - ANIMAL LICENSES
City/ Town code
Next license # Find Names
Next incident # 1
Def license form MASTER - Notice/Statement
Validate parcel
+ Allow entry of expired rabics
+ Restrict customers to those created through Animal Licenses|

Search in my only

< Search in specific module only | Animal Licenses
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Business Licenses 10.5

The following changes apply to Munis Business License programs.

Business License Settings
The Self Service tab in Business License Settings contains the Business Contact Role
Exclusions group. When you click the Manage button, you can select a role for business

contacts to exclude in Citizen Self Service.

Business License Settings - Munis
Home:

Bill year| 2013 |

Main | Default Codes | Additional Defaults | Tax | Auditing | EFT | Self Service | User-Defined Labels

Buginess Contacts Role Exclusions

Online Applications
Role Deseription

Online application method |Permits and Code Enforcement = Role | Description 1
ROLE [ ] ROLE CODE FM

Default online applicant | LI |
|SMITH, BILL | /'

Default online role |DFLT ... DEFAULT ROLE CODE

Manage I

When the Role is selected for exclusion, the Business License Account Review page in Citizen
Self Service does not display the contact in the Contacts group.
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Q47 Business Contacts for Account 20070084

Home

Mame Rale Assac Phone Aty

FRITZ, MICHAEL ROLE CODE  BUSINESS OWNER 2078789998 Business Licenses tome
Account Review 1 License | Add New License | Retum to Accounts
Citzen SeIT Service

FRITZ, MICHAEL

Business contact

Animal Licenses

Role code ROLE |.. |ROLE CODE FM | Account ID 20070084
Name FRITZ, MICHAEL | Status ACTIVE
B s Liconses.
Association BUSINESS OWNER - DBA ERITZ. MICHAEL
Address ONE COLE HAAN DRIVE T T T Accounts
STE 100 | Location MUNIS ME 04096
Account Details
Zip/City/State | 04096 | e [ vARMOUTH [me | Business owner name FRITZ, MICHAEL
Primary phone | 2078789998 Agent operator name FRITZ, MICHAEL Owner information
4. phone
P Business contact name Filing

Fax

Business phone number 207-878-9998
Comment Bills
E-mail michael.fritz35@yahao.com |82 fernate phone number

T | Contact L
Website |2 ontact Us
BTt | MNew Search
Email Announcements
General Billing
Contacts Add New
No contacts were found for this account Wotor Vehicles

Non-Emergency Requests

D T i o o o i A e SR RIS

Central Property 10.5

The following changes apply to Munis Central Property programs.

Location Master
The Location Mass Assign screen in Location Master provides an option to update streets for

Location Master - Munis

< Delete BN g Textfile m o W
v S 4 por €
Excel

Print
v [§ Preview

Location Mass Assign

+/| Property address
Parcel 35999 ) Out of local area
Location 1D |72 ) Primary address
Sequence [
1 COLE HAAN DRIVE BLOG 1 Zip Codes  vn
FRITZ, MICHAEL \g\ Municipalities
= Street IDs
toctionne | Y| | . Location status [Ackive - ) 5 indude historical locations [Zip Codes
Street ID =) | X, ¥ Coordinates 43 ] Include non-property locations
Pre-dir 70.
Hame: COLE HAAN DRIVE BLDG 1 | GIS Reference
Street type Jass atternate 1D
Past-Dir ™ Description Additional office space outq UPEsted| |
Unit type \
Unit ] | |
Zip code 04096 | Building | 0]...
Municipality |M \ | MUMIS Reference 1 | |
State ME | Reference2 | |
(@ |
L“i, 1of1 L“i”& Iil Attachments (0)

Select Street IDs in the Type list and then process the record.
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atian Maste racen Mass Assign
Selection criteria

|street 1Ds -

Code |3 | -
< Include historical locations

Updated [ i

CLIPPER STREET

< Intlude non-praperty locations

*This selection will update street for all the Location Masters in the active seb.

Location Mass Assign

The result of the Mass Assign process is the Street ID and Name boxes display the updated

Street Code information.

Q%0

Q1 Werd

Email
Adiachmerts
& Schedule

Location Master - Munis

Guick Find Moy an

28 Proparty Move Subaddress

! flerts v Split Progerty  Field Audits

+ Property address Record ID 77 |
Parcel |99999 |# Out of local area
Location ID |72 +1 +| Primary address
Sequence | ol
1 CLIPPER STREET
FRITZ, MICHAEL
Location no 1| | Location status |Active - |
|5trlaet i) 3 | | @ Active X, ¥ Coordinates 43.78256300000000000000
Pra-dir J_ 70.1%009700000000000000
|Hal|'le CLIFPER STREET | GIS Reference |
Street type Alternate 1D |
Post-Dir Description Additional office space outside of the warehouse,
unit type
Unit
Zip code 04096 | - Building Bfann
Municipality |M | wes | |MUNIS | Reference 1
State |ME_ | Reference 2
[ Text
|L||i’|1 of 1 |¢||i,|ii‘ Attachments (0)
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Property Import

When the Special Condition Codes check box is selected, the import includes up to five special
condition codes with start and end dates that can be linked to the property and property owner.
The special condition codes must exist in Special Condition Codes prior to processing the
import file. The imported special condition codes display in Special Condition screen in
Property Master.

Al Property Import - Munis

Salect All
1
# Cloar Al

Import options

Execute this report |Naw * | ~ Import buildings
path and file na me | |.-|3I | Create new properties

o | Inactivate missing property masters
Field delimiter |# {comma) =

o] Print property listings
Property Updates | Balding Updates

o] Owner |+ Government owned |#] Underground utilities ] Lot acreage and square feet
+| Property manager |%| Rental property |+| Waterfront footage amount | Date the lot was created

o Location |+ Property use |of| Waterfront foatage type o 2 of spproved lots

] Location description %] Property use memo |+f] Impervious surface & Lot dimensions

1] Cross streets |+ Subdivision/section/phase |+ Base flood elevation 1] Corner lot

+| Property status | Lot number |#] Street front footage 1 ¥ Vacant lot

+f | Alternate parcel || Zane |+ Street front foatage 2 o Allowed percent of lot w/bldg
] Deed book/page | Zoming memo |%] Property setbacks | Exastang percent of lat w/bldg
11 Parent parcel |+ Read type |#] Property setback directions 1+ Flood zone

| Municipality code 1] Water type |w] Property reference 1 [\f Special condition cndesl

¥ Use default town code if blank? |v| Sewer type |#| Property Reference 2

o Inspection area |+ Natural gas type |»f| Property legal description

] Commission district
+| Census tract/Traffic zone

Taotal records pror:essed| 0| Properties updated 0|Properties created 0 |Properties inactwated| o

The Property Import program allows up to ten property owners and ten role codes to match the
property owners in the import file. The imported owner names and role codes display in the
Property Names screen of Property Master.

The Standard Property Import includes the primary location ZIP Code™, including the four-
digit +4 ZIP Codes, and the property's legal description.
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Permits and Code Enforcement 10.5

The following changes apply to Munis Permits and Code Enforcement programs.

Inspection Scheduling
The List View Schedule and Calendar View Schedule buttons replace the View Schedules
button.

Q%0 Inspection Scheduling
)
Delete W Text file B [~} Schedule  Calendar View Schedule
:' POF 0 (i v  Fleld Sheet List View Schedule
nt
v [B Preview a v Aop Profile
Tnspwcton Sc g
Type Requested Scheduled Time Inspetr Contractor -
ARBORIST INSPECTION |(07/31/2013 |08/01/2013 | |00:00 | [BR | .. | 177 ..
{ICOLEHMNDNNEBI.DGL'«MIS | '[SM!THCONI‘RAC'I'ORS |
I |
ARBORIST INSPECTION ||07/31/2013 | |08/01/2013 | |[00:00 | [BR | - | 177 ..
|1 COLE HAAN DRIVE BLDG 1, MUNIS | |SMITH CONTRACTORS |

| |
I | ‘ B :

1 | | |
[ |
I [ j ! Joel | s

1 | | |
i |
I | | ! | -

4 | | |
l |
I | e Ll ol |

[ J | J
l |
I [ = | i Jo | -

| | | |
l | -

When you click View List Schedule, the program displays the inspector's schedule in a list
format.
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- ﬂ ",
= Inspector's Inspection Schedule - John Hughes

Hame

| o Testhile ﬂé] Ot ward

POF [}

v  Show/Hide Cols

Fetrn

Application Entry - Muriny > * Tnspectors Inspaction Schedule - John Hughes
Scheduled Time  Location Municipslity Inspection Type  *
01/05/2013 11:28 25 EASTERNM AVE FIRE
02/26/2013 1 COLE HAAN DRIVE BLDG 1 MUNIS FIRE
071852013 & Maple Drive MUNIS FIRE
Q¥ . - ) g | 4 » f2e3

When you click Calendar View Schedule, the program displays the inspector's schedule in a

calendar format with tabs for Year, Month, Week, and Day.

Note: The Calendar View Schedule functionality will be available in a future release.

Permit and Code Enforcement Settings

The Reinspection Inspector Method list on the Inspections/Violation tab includes the following

options: Default Inspector from Inspection Type/Area and Inspector from Closed/Failed
Inspection. These options control how an inspector displays on a reinspection when an

inspection fails during Inspection Results processing.
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e Permits and Code Enforcement Settings - Munis
& |} Home

Prrmits and Code Erfarcement Settings - Munis

General / Property | Permit Applications | Inspections / Viclations | Deplt/Board Reviews

Inspechonsiolations

Meat Certificate of Inspection | 1
Seventy/Prionty label |5mﬂh' |
Iribal Complaint Source | |_ "El
[Reinspection inspector method] Inspector from closed/failed mspection bt
|« complainant names linked to CIDs \ Default inspector from inspection type/area

|+ Use system date for scheduling requests
| Add wiclation codes to inspection checklist tems

Inspector from closed/failed inspection

Inspection Shifts

Start End Units

Shift 1 [am ||Hnr1'.im; D&:00 12:00 4.00|
Shift 2|PM ||Ml.ernaon 13:00 17:00 4.00|
Shift 3-|LHI ||Lat|! Might 18:00 20:00 4.00 |

12.00 |Tnu|

Inspection Scheduling

Perform Inspection Scheduling in lMuHIS - Import

Last Scheduling Import: 01/13/2014 14:39 Success

The Inspector from Closed/Failed Inspection option uses the inspector on the record at the
time the inspection closes.

Munis Major Enhancements, Revenues Version 10.4-10.5
Page 66



= tyler

technologies

The Default Inspector from Inspection Type/Area option retrieves the inspector from Inspector
list based on the Reinspection type in the Inspection Types program.

Inspection Types - Munis

- [elate - oy Texck fils |-| & Word
. H

» = o B: email
el

Updste rin

-

Inspection Types - Munis

Level Code Descriphion Department Inspector Trade Type Status 3
0 Vi1l COMMERCIAL EQUIPMENT #1 CODE ME &
0 V112 COMMERCIAL EQUIPMENT #2 CODE MK A
0 V121 UNSANITARY CONDITIONS #1 CODE MY A
0 w122 UNSANITARY COMNDITIONS #£2 CODE MY ]
0 FOO1 FIRE FIRE IH &
0 HOO1 HEALTH INSPECTION HEALTH JH A
0 1001 ARBORIST INSPECTION A

Inspechon Type

Code 1001 Results:
Description FIORIST INSPECTION Pass result P ] s PASS
Short description ARBORIST | Fail result F |- FAIL
Status _»ﬂ-l:t‘l'\r! | |R.1|nsp¢|:hun 1001 | ... ARBORIST INSPECTION
Department PW - PLIBLIC WORKS - Actrve
Inspector EW - Ed Walsh - | | Require results pass/fail indicator
Contractor role | -] Use inspection scoring
Trade type | - | Minimum score 0|
Level 0 -
Generate a certificate of inspection Scheduling:
Generate viclation | Yes - Create violabion will default to ¥ - Require permit to be issued before scheduling
Fee code TREE - TREE INSPECTION - |E +| Wiew enline
Aetive | Sehedule anline
| Allow fee to be paid before results Minimum days ]
Require fee to be paid before scheduling Units required 1.00
Inmvosce inspection fees
& Inspectors || @ checkiist || @ Permit Types | EReinspection Fees |
| 1€ | < saafes L2 | N[ Q= | aeachmens (o)
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The Acreage, Gas Type, and Road Type check boxes are available on the Permit Applications
tab. When selected, these check boxes update the specified data for records in the Property
Master program when you close an application.

LT U
e Permits and Code Enforcement Settings - Munis

Clear App Lock  Create Codes

4

nk % | Claar Insp Lock

Next Application Reference | 152

Mext Permit Number | 12

Escrow in use

Pgint in time fees used

Usge plan review eyeles by reviewer

Electranic plan reviews in use

Primary contact required

Complete issued permits on closed applications
Delete uniszued permils on cosed applications
Default names on inspections

Limit permit types by project type

Limit inspection types by project type

Limit inspection types by permit btype Update Permit Types
Number of months for delete 24|
Contractor limit o
Default anline applicant ] P |

Full entry screen
Quick entry screen | When closing a permit application, update the property master from the permit application:

Use and use memo Acreage
Zone Gas type
Imperious surface Road type
Flood zone

Water type

Sewer type

When the permit application closes and the Project Type category is Construction, Demolition,
Planning/Zoning, Relocation, or Tank Removal, the following updates occur:

e The Impervious Surface option updates when the project category type is Construction,
Demolition, Planning/Zoning, Relocation, or Tank Removal.

e The Existing and Proposed Use, Flood Zone, and Memo options update when the
project type category Construction, Demolition, Planning/Zoning, Relocation, or Tank
Removal.

e The Water Type and Sewer Type options update when the project type category is
Construction or Planning/Zoning.

e The Acreage, Gas Type, and Road Type options update when the project type category
is Planning/Zoning.
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The Update Permit Types button on the Permit Applications tab creates inspection types in the
Allowable group in Permit Types by copying the inspection types in the Defaults group.
252

Permits and Code Enforcement Settings - Munis

Horme

Permit Types - Munis

eral / Property  Permit Applications  Ingpections / Viclations | Dept/Board Reviews
Hext Application Reference 152,

Hext Permit Number 1z
Permit code e Level al
Esorow in use. L
Point in time fees used Description |urLome peamT | Feeuse |l fees used -
Use plan review cycles by reviewer Short description | BUILDING P Stap fee recalc n |
Electronic plan reviews in use Issuing department |ELDG |.... BunpING Days o expire. | o
Primary contact required
. . Status [active - Max days to review al
Complete issued permits on closed applications L
. permits on closed app Permit category ( - Humber of months | al
7 Default names on inspections Prefix/Next number | | 0 Max months extension | a
Limit permit types by project type Required licenses | ] Collect fees prior to issue |No -

| Limit inspection types by project type

Form code |PLDGS - BUILDING PERMIT 45 - Collect in cashiering ~ [Yes -
J Limit inspection types by permit type Update Permit Types | = T

Contractor role oo GENERAL CONTRACTOR Lower level issue required
Humber of months for delete 24 Report summary 1 Workflow required
Contractar limit o Report summary 2 Allow issue onine

Default orline applicant o] | Work Order Activity

wiork Order Template

Adding a New Building | Clusing » Permit Applcation
Ful entry screen
Quick entry sereen | When closing a permit application, update the property master from the permit application:

Fee Basis wihich Sq Feet

BUILDING EMMATED COST “unknown Per Unit

Use and use memo Acreage
¥ | Zone Gas type
7] impervious surface Road type d
7| Flood zone Defaults Allowable
water type (Brems | Sepections ||| Strspmctions_ |
/| Sewer type I | € [2of2s > L2 Q ) = | attachments @)

When the Limit Inspections by Permit Type check box is selected and you create a new
inspection type, the Inspection Type program displays a confirmation message for you to add
the inspection type to existing permit types. If you click Yes, a new entry is made for each

selected permit type in the allowable inspection type list.
@00

Permits and Code Enforcement Settings - Munis

App Lock  Cre
v | Claar Ingp Lock

Field Audéts

Inspection Types - Munis

vielations 4
= - s Delete e @i Word

h - w & email
Mext Apphication Reference == Sear u Ercal Astachments
3 | S hedule
Wext Permit Number iz
Escrow in use Desorigtion Department Trade Type Status  *
Point in time fees used N
0 E001  Environmental Control BUILDING A
Use plan review cycles by reviewer
Electranic plan reviews in use 01011  FOOTING 1 BUILDING A
Primary contact required 01012 FOOTING #2 BUILDING Munis {piinspmt)
Complete issued permits on closed applications 01013 FOOTING 23 BUILDING ¥ » - ot e " . . R
! new inspection type &5 an allowable inspection type on existing project types or existing permit types
Delete unissued permits on closed applications D102l FOURDIION £1 e s
/ Default names on inspections
#:
Limit permit types by project type 01022  FOUNDATION #2 BUILDING e o
¥ Limit inspection types by project type b e b L L L% J
/_Limit inspection types by permit type 41—.
Humber of months for delete 24| Code E001 Results
Contractor limit o Description Environmental Control Pass result |
Default online applicant o). | Short description |Eaviron | Fail result |
Status Active | Reinspection |
[ Adkding a New Buikding | Clasing a Pemit fApplication Department LD Sl -
- Full entry screen Inspector - /| Require results pass/fail indicator
Quick entry screen | When closing a permit application, update the property master i{ Contractor role - Use inspection scoring
Trade bype - Minimum score 0
Use and use memo ol —
Zone o Level o
7 Impervious surface Rot Generate a certificate of inspection Scheduling:
Fload zone Generate violation |No - Require permit to be issued before scheduling
Water type Fee code V008 - YARD MAINTENANCE - & View online:
Sewer type Active /| Schedule online
Allow fee to be paid before results Minimum days o
Require fee to be paid before scheduling Units required 1.00
| Invosce inspection fees
& Inspectars || G Checkiis | @ Permit Types || @¥Reinspection Fees |
K| € f1ofss L2 Q| E | atschments (o)
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When the Limit Permit Types by Project Type check box is selected and you click the Update
Permit Types button, the Project Type program includes Permits in the Allowable group, where
the existing permit type is also in the Defaults group. When you add a new Permit Type, the
program displays a confirmation message for you to indicate the new permit type should be
added as an allowable permit type on existing project types.

Permits and Code Enforcement Settings - Munis

Permit Types - Munis

y | Permit Applications | Inspections / Violations | Dept/Board Reviews

Permit code Eny Level ]

Description ENVIRONMENTAL CONTROL

Shart description | ENVIRON |

Tssuing department BLDG BUILDING

Limit inspection types by permit type Update Permit Types orm cads

Mumber of months for delete 24|
Contractar limit of

Default online applicant of |

Werk Order Template

Description Fee Basis Fee Rate Which Sq Feet Stat Desc.

| @ Fees | @ inspections

LK < Jieft [>T

|| Q | = | Attachments (o)

When you use allowable inspection types, the main screen of Inspection Entry and the Add
Multiple screen (accessible through the Inspection Scheduling option) limit the inspection types
to only the allowable inspection types for the permit type. If the inspection is not linked to a
permit application, the Permit box is not available for entry.

When you select the Full Entry Screen option under Adding a New Building on the Permit
Applications tab of Permit and Code Enforcement Settings, the Application Entry program
opens the full Application Construction screen when you click Detail for an application with a
construction permit type. If you select Quick Entry, the Application Entry program provides a
portion of fields on the Application Construction screen when you click Detail.
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g Clear App Lodk
B2 Email « | Clear Insp Lock

B> Schedule Alerts ¥ | Fiekd Audits

Permits and Code Enforcement Settings - Munis

General / Property = Permit Applications  Inspections / Viclations | Dept/Board Reviews

Hext Apphication Reference 152
Hext Permit Number 12

< Escrow in use
Point in time fees used
Use plan review cycles by reviewer
Electronic plan reviews in use

+" Pnimary contact required
Complete issued permits on closed applications
Delete uniszued permite on dosed applications
Default names on inspections

< Limit permit types by project type

Limit inspection types by project type

Limit inspechion types by permit type Update Permit Types |

Humber of months far delete
L

Contractor limit

Default online applicant

when closing a permit application, update the property master from the permit application:

Use and use memo < Acreage
| Zone Gas type
o | Impervious surface < Road type

+'| Flood zone
‘Water type
| Sewer type

The following screen shot displays the Quick Entry and Full Entry screens:

Application Construction ( Quick Entry )|

Application Construction

Proposed use Stories 0|Footprint SF
I | J
Building dese | Height |ress ¢ |
Structure type 1 ~ [Total raoms, et SF
L Jrotal | L J
Structure type 2| ~ |Bedrooms |Finished sF || peelication (3= | [t ™ERDRIVE (59999 jseaa |0
Structure type 3| ~ |Baths .00 Unfinish SF | Usk. |waw Bulding J
sy ( « Jroal units |coroge s | | Buikting use I = | Footprint 57 ] Buiding desc
— e [pasement 57| | [ st tpes | + | GrosssF ] Garage 57 ]
wmiype | = - Structure type 2 | < | Nersk ] Basement S ]
severtse | = - 7] Update properd] Structure tyoe 3 | + | Finished SF ] Finished Bemt SF ]
style [ + | Unfinish SF ] Impervious surface o
Use memo J
| J Bulding type | GIS Building 1D ] Update property
Use memo it Building 1D
Use Code  Use Desc Business/Organization Name: Gce Limit Floor Square Feet Constr Rate | |
L Jo | J ] [ Constructn type | .
[ M | 1 | | Gccupancy aroup | -
| J Il J | J | Oceuponcy/Use | Dimensians/Units | Construction Detail | Health
1 Jo-l J L J | Proposed total occupancy limit |memol |
| o J J I Existing total occupancy limit | memo| |
Use Code  Use Desc Business/Organization Name. Oce Limit Floor Square Feet Constr Rate Factor
L B L I Il L Il 15 |
[ J=ui] I I Il L I 1B |
[ Jeui] L Il I L Il IE |
[ J==i] L Il I L Il ) |
L J==1l L Il Il L I ) |
&5 Text
£ | < |oofo ERE]
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Permit Types

The Permit Types Copy screen allows you to enter multiple lines of From Permit Type Codes,

To Permit Type Codes, To Permit Type Descriptions, To Permit Type Short Descriptions, and

To Departments. In addition to copying the master record, the Permit Types Copy screen also
retains the default fees, items/fixtures, default inspection types, and allowable inspection types
from the master record.

< oo ’ .
— Permit Types - Munis

[pemo Leve 0
Description DEMOLITION
short description :nmmau 040 Permit Types Copy
Issuing department BLDG |.. Bunome
Status |active
Permit category |0 - OTHER
Prefix/Next rumber D | 20034078
Required licenses | ] > Burit Types Copy
Form code [DEML - DEMOLITION PERMIT < |From Tvpe  Fram Type pescription From Dept Desc Ta Type CdTa Type Desc To Short Desc  To Dept To Dept Desc
Contractor role |pemo |.  DEMOLITION CONTRACTOR ool - B [l o JIE=T B [DEMOLITION _ |BLDG |- |BUILDING
Revort summary 1| , [ | | \ \ I Jo |
Report summary 2| |- | J Il J | Il e |
Work Order Activty | J 1=, J Il Ji L I 2
Viork Order Template | |
Fees
Description Fee Basis Fee Rate Which Sq Feet Stat Desc
| pemoLmon Statistic Per Unit DEMO COST
|ESFees || @ Inspections | | | i Inspections
LK < Jrofa Ly [N QLE J simchmens )
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Utility Billing — CIS 10.5

The following changes apply to Munis Utility Billing — CIS programs.

Account Customer Inquiry
The Account History and Events tabs are available.

Account Customer Inquiry - Munis

| o Text file Wort Audit History Contacts Search
.

4

v B L opoF Email Maplink v Utilities Bill Inquiry
Print E Attachments
v E Preview B Schedule 1 Alerts v Property Master Effective Date
Confirm Search Output Office ols Menu

Account Customer Inguiry - Munis

Account | | ‘ | Account start date
Parcel | | ‘ | Premise phone
Route District l_l Type I_I ‘ | Group billing I_I
Address: ‘ | | |
CID _
Last bill | ” |
Customer
Last payment | ” |
Name | |

| |

| |

) Bill due date | |
Relation

Projected penalty amount | | | ‘

[ |

Start date Stop date
Total due on | ”

[ Service Orders ” [ Contacts H [ Special Conditions “ (= Deposits “ (= Text ” [ Application Fees I
Summary | Account Balance | Account History | Events | Current Billed | Bills
Summary Code Total Deposit Total Current Total Delinquent  Total Int/Pen Total Bal

| K| € |oefe > | M| Q | = | Atachments (0)

The Events tab displays event history associated with the account/CID and offers filtering
capability. The Account History tab provides summary and detail transaction data, viewable by
AR category. The account history information is also available using the Account History
program.
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Summary | Account Balance | Account History | Events | Current Billed | Bills
Date Type Desc Reference Amount Year Bill # AR Cat 3
Summary | Account Balance | Account History | Events | Current Billed | Bills | Assessments
AR r.aleguryl -
Summary
Detail
Date Bill # PP  Service Seq Type Rate Curr Read Usage Billed Usage Check # Amount Interest
02/09/2011 Adj 6.79 0.0
07/31/2007 1058 Charge 34517 32.1
03/15/2007 Multiple Charge 10240.81 3344.5
02/28/2007 Penlty 50.00 0.0
10/16/2006 Payment -3631.84 0.0
10/01/2006 Multiple Charge 35680.37 6391.8
06/15/2006 Multiple Charge 5157.47 15914.5
05/15/2006 Multiple Charge 4932.91 1838.5
04/15/2006 Multiple Charge 5193.75 1984.5
— | |0arzsiz008 Adj 144.10 0.0
03/15/2006 Multiple Charge 5191.98 2004.3

Aging Report
The Include Charge Codes, Include Rate Codes, and Include Account Types groups define up
to five ranges of record sets for each category. These ranges provide expanded search criteria

for the report data.
l-lJ Hom ™ Aging Report - Munis «

Refurn

5 preview T
Output Menu | Return

Bill date 12/09/2013 1 to 01/08/2014 1

Account | [to |zzZZzzzzzzzzzzzzzZZZ |

Customer 0 to 9999999599
ROUTE to 277777
Include rate codes Include account types

From

Services - general Aging as of date 01/08/2014 | 4

Services - electric Activity through date 01/08/2014 | |

Assessments

Installments Minimum balance \—'UUI

Inactive only Calculate interest

actve only
Stopped accounts only Include all CIDs

Includ I t CID:
Zero balance neude only pas .

Credit balance Report type
Detail
Current Summary Include rate code

1-30 days late
31-60 days late
61-90 days late

‘Summary Options

Summary code/service/rate

Account type/summary code/service/rate
91-120 days late Service code/rate

121+ days late
i B

Account

Name

Location

Group/route 3
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If you select the Summary check box in the Report Type group, the Summary Options group is
accessible. Select one of these options to specify how the report summarizes amounts.
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Bank Billing Register/EFT

The Bank Billing Register/EFT program includes the Create Prenote Only File check box, the
Service Class Code list, and the Interest Effective Date box.

Bank Billing Register/EFT - Munis

W g Textfile = @3/ word Al i Custom Header <
. =

Return

sl v | B L opoF B Email fzplink v | Select  Generate
Print i L nis
v [ Preview edule ! Alerts v Flag EFT
Output Offi Menu

Bank Billing Register/EFT - Munis

Execute this report -

|MUNIS UTILTTY BILLING |Achunt number 654654654
|FLEI:T BANK |Compan5«I entry description
Transit number Transit number | 18227322 | |1 |
Taxpayer ID number
Company ID number TN \—/
ACH
Name ‘ ‘
Routing number 0 Check digit |_D|
Company ID number
Sequence batch number 1
Bill Include records previously processed.
Account Create offsetting entry.
Bill run I_I Use total due amount per account
Commitment Apply early payment discount
Automatically update prenote.
Days due from today I—I to I—I Create separ\;tepluckb:x.fexport files

Include CID draft day from to Create prenote only file
Service class code a -
Interest effective date
Export file name Total records exported 1]

Export path name | |

Append today's date to export file name.

Lockbox file name

Lockbox path name | |

Append today's date to lockbox file name.

The Create Prenote Only File check box in the EFT Options group allows you to create an EFT
prenote outside of the bill run process.

The Service Class Code list determines the service charge code (200 mixed debit and credits
or 225 debits only) that is supplied in the output file. If you select the Create Offsetting Entry
check box, this list is not accessible.

The Interest Effective Date specifies a date for calculating interest of past due bills. When you
enter a value in the Interest Effective Date box, the program uses this date when calculating
the interest for a bill and adds the amount to the EFT. If this box is blank, no interest is
calculated for the transaction.
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Calculate Budget, Average Payment Plan
The Include Flat Services and Include Sales Tax Services check boxes cause budget and

Define  Flag APP
Select  Process

Number of periods to average | 12
Humber of periods ta bill 12
Use to calculate average All account histary -

Calculate Budget

Customer type o te |22
District o te |ZZ
Charge code . te |zzZzZZ
Rate code .t |ZZZZ

Total records selected

Percent by which to increase budget

Number of periods to bill

In the Calculate Budget program, these check boxes are used for initial enrollment into
budget/payment plans. They are only accessible when the value of the Process By list in the
Settings program is Account. In the Average Payment Plan Processing program, these fields
are used with the annual recalculation/amortization process.

When you select the Include Flat Services check box, the program includes all regular flat
services containing calculation code 69 and sets the budget amount to equal the base/flat
amount from the current rate. For the Include Sales Tax Services check box, after budget
amounts have been calculated for all other services, the program determines if any sales tax
services exist on the account. If tax services exist, the program selects the budget amount
from all dependency services associated with the sales tax charge code that are identified as
being on a budget/payment plan, and accumulates a total. The total budget amount is then
used to calculate a sales tax budget amount using the applicable sales tax rate. All
dependency services should also be enrolled in the budget/payment plan, as any that are not
are excluded from the calculated sales tax budget amount.

For Average Payment Plan Processing, these check boxes, if selected, direct the program to
use the same functionality as described for the Calculate Budget process during the annual
recalculation/amortization process.
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Cutoff Process

In the Actions to Process group, the Apply Charges Now or Later option is available. When you
select Later, customers can apply fees to the account after a service has been completed. In
this case, the fees are not posted.

Cutoff Process - Munis | |

| Text file [} N Audit Define Report Output
e |
=

Excel

A PDF B2 Email i nk v | Generate  Retzin Lines
Print 3

v B 1 Alerts v Flag Cutoff More.. ¥

Confirm Output Off Return

Refum

Cutoff Process - Munis

Processing options Actions to process

Execute this process l—'J
Cutoff fee based on Current Find Set *) Now Later

+/| Apply charges

| Create service orders

Service category M Add special conditions
Cutoff by Bill due date h

Due dates | | 1 t0| | 1 +/| Initial cutoff selection

Cutoff date 01/08/2014 1 = Include miscellaneous charges
Days late 1to 9999 Include interest in minimum/calculations
Cutoff notice type Minimum balance .00 |Minimum by Account/CID balance -
Create additional deposits Bill run I_I Commit From To
+'| Use subject to fee codes ROUTE to ZZZZZ7
Fee year Iﬂl Account | | to | | | ” |
Fee charge code I—I Account type to |ZZ
Calculation code lﬂ/ District o |zz
Fee amount/% l—UUDUUDI Owner responsible for tenant-occupied l—"—I
Effective date|01/08/2014 i Move to final bill First -
Vear 2014 Include all services second .
Period |_0||7—/JAN Service stop date l—l ! Third -

Service status after final -
Reference Fourth -

Include all metered services on one service order if multiples exist Create event history records
Type {TOFF - Turn off - ] Include report for total due by age group
Reason code - Include next payment plan amount

Output 1 - All accounts
| Print user defined field 0
|
Records selected 0 |Records flagged ) |

-

Assigned to

Comment

Department { . } Sequence fccount  ~ |
l J
\
\
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When you choose to apply charges later, use the Previously Selected option on the Menu
group of the ribbon to process these charges.

Cutoff Process - Munis

B Textfie @3 word N Define Report Qutput
.

= . poF B Email N

Print Excel Attachments

E2 puplicate | v [ Preview Sched

Actions Output Office

5% Maplink ¥  Generate  Retamin Lines

! Alerts ¥ Flag Cutoff = More... ¥

Add Spec Cond
Cutoff Process - Munis

Processing options Actions to process
Print SO
Execute this process - < Apply charges
——————— a Line Raset
Cutoff fee based on Current Find Set Now Later

/| Create service orders Export

Service category General - Add special conditions Previously Selected

Cutoff by IBiII due date - ]

Process

Due fat [ | |

Apply Cutoff Fees - Munis

B g Textfile El Q= Wor Notes v Audi Define  Process 4
v | = POF .
Print Exce Attachments Retum
EB ouplicate | v [ Preview edule ! Alerts ¥ | Flag

Actions Output Office pols Menu Return

Fee Service category IGenemI - J Effective date|01/09/2(| |
C20e ¢ toff date |p1/08/2014 15 to [a1/09/2014) % | vear 2014
Fee 50 Type I - J Period 7

50 Reason I - J Reference

I;

Include only completed service orders

Records selected Records flagged

Delinquent Notices

When the Process Postal Certification check box is selected in the Settings program, the
program uses postal certification processing when importing and exporting files. In this case,
the default value of the Sequence list is Postal Certification and Export Postal and Import
Postal options are available in the Menu group of the ribbon.

Delinquent Notices - Munis|

Delinquent Netices - Munis|

. ) i due date
Late by Days late

Bil due date from

r—— Tl Bl due date
12/02/2008 e C L Days e

|sccount/ciD

Interest date  |12/02/2008 Bl due date from
Last payment date 12/02/2008
Shutoff date 12/02/2008 »

12/02/2008

|12/022008 |

date|12/02/2008

|12/02/2008 |

= )| £ cumrent c1Ds
L] past c10s
| Ouner responsible for tenant-sccupied
Notice type 30
Brojected fee

L] Include meter information

ROUTE | to 222222

Processing| Notices generated|
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After the Select step is complete, click Export Postal to export a flat file to the spool directory.
Enter a file name in the Export File Name box in the Postal Certification group and click Accept
to create the file. Once the file is stored on the spool directory, the program displays a query
box that provides the option to send the file to your PC. Click Yes; the program displays the file
path. Update the file to include the output sequence order for the XML file. Once the file is
updated, click Import Postal from the Menu group of the ribbon to import the updated file back
into the Munis database. The program automatically resorts the bills.

If you are using postal certification processing and you select an output option prior to updating
the postal file, the program displays a reminder.

Transfer Delinquent to Tax

The Transfer Delinquent to Tax program includes the Reverse option. When you select
Reverse, the program displays the Reverse screen, where you can define the original
processing date range for which the bills were transferred to Tax.

Transfer Delinquent to Tax - Munis

Transfer Delinquent to Tax - Reverse

Processing Total recards

When you generate the reversal, use the Flag to Levy option to identify each account to which
the reversal applies. Click Process to complete the reversal.

For completed reversals, Account Customer Inquiry includes the amounts that are once again
included on the utility bill.
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Tyler Notify 10.5

Munis is integrated with Tyler Notify to provide automated electronic notifications through
telephone calls or emails. If your organization has installed and configured Tyler Notify, the
Notify option is available in in the Tools group of the Munis ribbon.

The Property Master program is integrated with Tyler Notify.

Property Master - Munis

Delete o Text fils u: & Word e w A Quick Find  Buffering
: B Email A Motify ﬁ Maplink ¥  Bldgs/Ocrup  Sephic
L. mends.
BB Cuplicate t Preview W Schedule 1 Mlerts w  Parking = More... ¥
tions Output Offica T Man
Parcel 95093 |sas #1 Subdivisian | | =
At parcel | | |
Owiner 187 ... | ®o = Lot/ Section/Phase | | |
FRITZ, MICHAEL | Prop manager | Dl =
Lacation |1 COLE HAAN DRIVE BLDG 1 || = | |
MUNIZ ME 04096
Insp area |EQ - ECONOMIC OPFORTUNITY * |
Between . -
Commission district |
and
Census tract L
|
Loc desc
Traffic zone
Status | Active -
Parent parcel |5998 |
Vacant lot Rental
Comner lot Gowt owned
Use/Misc | Legal | Dimensions
Use/graup |REs  |... RESIDENTIAL LAND | Water type |CITY - CITY |
Use memos | | Sewer I:-pp:l.CITY - CImY |
zas type | GAS - GAS |
Zone code |R1 - SINGLE FAMILY RESIDENTIAL M=l r
— Road type |PAVE - PAVED ¥ J
Zone reference | :
Underground utils |
2 Text 2 Restrictions || [ Hazards & sub-addresses Names Additional IDs
I It It J
@ viclations ||  History | B 1nspections || (Zspecial Conditions
K| € [[rof2 > [ M |Q | = Attachments (1)

When you click the Notify button in the Tools group on the ribbon, the Notification Recipients
screen displays where you can select the type of contact for the notification: Property Owner,
Property Manager, or Property Names.
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Notification Recipients &

Select the type of contacts to use for notifications.
| Property owner

Property manager
__| Property names

Accept || Cance!

The Property Notifications screen provides a predefined template and the notification methods
to send the message. If the customer record has a telephone number and an email address,
select the Email and Phone check boxes and the customer will receive the notification by email
and by telephone.

Property Notifications

Template

| - | Descripbon:

Motification methods

Emiail

= Phone

Contacts

Motify  Type  Key Full Mame Phane Mo / Email Address 1 Address 2

Reason Type  Key Full Name Phone No / Email Address 1 Address 2
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System Administration - Revenue Roles 10.5

Module Field Name

Description

Permits and Code Enforcement

The Permits and Code Enforcement Roles
screen is reorganized to include the Permit
Applications/Contractors,
Inspections/Violations, and
Collections/Others tabs, in addition to the
Property Role Permissions tab.

The Permit Applications/Contractors tab
includes the Add Plan Reviews, Update
Plan Reviews, Delete Plan Reviews, Access
Electronic Plan Reviews, Start Electronic
Plan Reviews, Add Plan Reviews to
Application with ePlans, Update Plan
Reviews on Application with ePlans, and
Delete Plan Reviews from Application with
ePlans check boxes for use with electronic
plan review software.

Note: These permissions are intended for
future functionality.
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Citizen Self Service 10.5

The Munis Self Service programs available for the Revenues product are included in Citizen
Self Service (CSS). The following changes apply to Munis Citizen Self Service programs.

Business Licenses
When you click Accounts in the Business License module, the Add New button is available in

the Contacts group to add new contacts. The Modify button on the Contacts Detail page allows
you to update contact information.

Business Licenses
Account Review 1 License | Add New License | Retum 1o Accounts
FRITZ, MICHAEL
Account ID 20070099
Status ACTIVE
DBA FRITZ, MICHAEL
Location 1 COLE HAAN DRIVE BLDG 1
MUNIS ME 04056 Business Licenses Home

Business owner name FRITZ, MICHAEL Contact Details Retum to Account Reries
Agent operator name FRITZ, MICHAEL R
Business contact name Hame * [ R —
Business phane number 207-676-9898 Role * Select contact role
Abternate phone number Association [ Mo contact association |
Fax number ‘ |
Email Address ‘ |
Website

City/State/Zip

Modify Cancel ‘ | |

Primary Phone ] g
Contacts Ahernate Phone || -
No contacts were found for this accaunt p, — N

ol ContactUs
WWM{W Email
‘ | New Search
Website [ ]
Email Announcement ts
Comment [ ]
* indicates required feld A
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Utility Billing
When the Activate Automatic Account Payments and the Update Munis EFT When Users
Modify Automatic Payment Settings check boxes are selected in CSS administration for Utility
Billing, the Discontinue Automatic Payments option is available on the Automatic Payments
page in CCS - Utility Billing.

MAUREEN BISHOP-ELFRING ~

Utility Billing Home

Automatic Payments

- - Citizen Self Service
You are already signed up for Automatic Payments. You can make changes to your

automatic payments by completing the form below
If you would like to discontinue automatic payments, please click here.|

Animal License

Service Addres: Utility Bi"ing Business License
AccountNumbg Automatic Payments
Email Announcements
Current Automal Review
i . : . General Billing
Bank name Please confirm you want to discontinue this automatic payment
Routing number| Motor Vehicle
Account numbet Service Address 16 BEACH AVE U _I_ B_"_
A t Account Number 003003 ti Ity_ ! Ing
ccount type Automatic Payments
Your name
Current Automatic Payment (EFT) information Confirmation
Bank name BANK OF AMERICA
Routing number 111000025 Jl:g;:;zgu Your request to discontinue making automatic payments from your bank account has been successfully
Bank name * | Account number 111111111111
You could now...
. Account type Checking
Routing number) = Manage your bills
9 digits Your name STARBUCKS = View your account summary
= Make changes to your Automatic Payments
Bank telephone
"J i Discontinue Payment

When you select this option, CSS displays the automatic payment details for review, along with
the Discontinue Payment button. When you click Discontinue Payment, the program displays a
confirmation page and removes the EFT information for the account from Munis.
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