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Munis Revenues

This document provides an overview of the major Revenues enhancements for Munis® Version
10.2. 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,
Contract Central, and Permit Central.

Please refer to the Version 10.2 Munis Release Notes on the Munis Knowledgebase
(http://muniskb.tylertech.com/search.aspx) for information regarding state-specific updates and
all other changes not covered in this document.
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Accounts Receivable

The following changes apply to Munis Accounts Receivable programs.

Accounts Receivable Settings, Customers

The Format Customer Phone and Fax Numbers check box is available on the Site Options tab
of the Accounts Receivable Settings program. This check box, if selected, causes the
Customers program to open the Telephone Number Entry or Fax Number Entry dialog boxes
when you access the Telephone Number or Fax Number boxes on the Contact Information
tab. The Telephone Number Entry and Fax Number Entry dialog boxes ensure that numbers

are formatted correctly.

b, Db ? Accounts Receivable Settings - Munis

Ganaral Options

Mext customer number | 190
Mext cash receipt batch | 325|
Mext cash receipt number | 1855
Update Cash Flow module from Payments Joumal
Consolidate cash account General Ledger entries from Payments Joumal
Set General Ledger effective date equal to receipt posting date
Restrict changes to Customers by department
Audit Customer Reconds
Allow customer's special conditions and notes by Accounts Receivable category
Sean line format | 1 - MUNIS STANDARD

Municipal code L

Format customer name
Format name all in CAPS

Last name delimiter

M1/ suffix delimter

Fermat customer phone and fax numbers I

Payment Entry

Miscellaneous Cash Receipts

In the Roles program, the Accounts Receivable permission for Access to GL Accounts on
Miscellaneous Payments has three options: Allow, Allow Non-Cash Accounts Only, and
Disallow.

e Allow permission provides access to the Cash Account and General Ledger accounts
for updates.

e Allow Non-Cash Accounts Only provides access to the General Ledger Accounts for
updates.

e Disallow does not provide access to the Cash Account or General Ledger Accounts for
updates.

The button for the Number of Charges box in the Totals group of the miscellaneous cash
receipt indicates the number of charges on the current receipts. When you click the button, the
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program displays the Charges on Current Receipt screen where you can view or delete
charges from the current batch without canceling the entire transaction.

Y @& Miscellaneous Receipts
Home:

i - Munis > >
Payment Detai Charge Detail

Receipt 1960 Project Accounting receipt Charge code VITAL WITAL RECORDS SEARCH
Loc/dept Diescription |
Customer 0. Quantity 2,00
Faid by |CUSTOMER | Price 12.00
Comment | Charge amount 24.00
Cash account | 1000 e 1010 | CASH

GL Payment Allocation

Seq Org Olbj Proj Acck Desc Ref 1 Ref 2 Amount Description E
1 1000 | ...] 4200 GB REVENUE 24.00
-

Total allscatad 2-1..EIEI|

| Number of charges | 1 |E |
Charge amount 24.00 Recept charge total 30.00|
Sales tax amt .00 Receipt sales tax 0.00

Total amount 24.00| Receswpt tota 30.00

Batch Information

Batch # 330 Department W Batch Total

Deposit Current Receipt 0.00 Receipt Count 0

Payment Batch Release Options

The Batch Posting Permission Level list in Roles - Accounts Receivable determines if your
payment batch status is Released or In Review. Batches that have In Review status are not
able to be posted in Payments Journal. If your batch posting permission level is Released, you
can change other users’ pending batches from In Review to Released by clicking Output-Rel.

If your Accounts Receivable batch posting permission is In Review, the program displays the

following when you click Output-Rel.
Change Batch Status

! ) Submit this batch for review?

| Yes I Ne

Click Yes and the Batch Status changes to In Review in the Payment Entry program.
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Payment Entry - Munis

Resume Output-Rel

¥  Lockup Batch Deposit Rpt

Payment En
Entry Dake 07/25/2012

Clerk brandle

Receipt Opbion 0 - NO RECEIFTS -
Department _P‘W | == PUBLIC WORKS

Batch Number | 323

Creposit Number

Interest Effective Date |D7/25/2012
Year/Pariod 2009 1 | UL

Receipt Number |

Number of Receipts 3|
Ameunt Tetal 429.00
Eatch status In Reviaw ud

validation Options

Auto Validate
Bank Code -
Bank Acct |

|1D‘l |

If your Accounts Receivable batch posting permission is Released, the batch status in
Payment Entry changes to Released when you click Output-Rel.

@ Payment Entry - Munis

@ Ebmowse ' @ t P f 73 B word Mot v [ Resume Output-Rel
Q advanced ¥ w L E E tta ¥ Maglnk v  Lockup Batch  Deposit Rpt

Add  Updaie

A Alerts v View-fev Settlement
] Return

Payment En
Entry Dake 07/25/2012

Clerk brandle

Receipt Opbion D - NO RECEIFTS -
Drepartmant _P’W J PUBLIC WORKS

Batch Number L 323

Deposit Number
Interast Effective Date |D7/25/2012
Year/Period 2009 1 JuL

Receipt Number
Numbser of Receipts 3

Amount Total 429.00

Batch status Released .

Validation Options
Auto Validate
Bank Code -

Bank Acct |

1of1 1

Payment Methods

Payment Methods allows the addition of user-defined payment types, such as Money Order or
Debit Card. The payment method identifier must be a nonnumeric character (for example, a
symbol or alpha character). The original nine payment methods cannot be updated or

removed.
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Payment Methods - Munis

= & email Attachmants
Add Update -

[ Browse ¥ Delete Py = Text file E7 word
|+ =
v v | A sor
it

nt -
v B Preview @) schedule
o office

Fayment Method

Payment method |4

Description |MONEY CROER
Shart description  |MO

+ Bctive

Cash Account

|2000 | ETIL I P | | ... casH

Payment Entry Processing

Open cash draveer
Reference required

M || 4 |100f12 | » | M| 4| E] | amachmants (o)

A user-defined payment method can be made inactive, but cannot be removed. If you attempt
to delete a user-defined payment method that has been used in a payment transaction, the

following message displays.
arwebimp

Existing histoncal data with references to this tender method
_ prohibit its deletion, However, it con be deactivated to
! ) prevent future use.

e

Would you like to make this payment type inactive?

Yes | No

Munis® Major Enhancements, Version 10.2 Revenues Page 8
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Business Licenses

The following changes apply to Munis Business Licenses programs.

Business Types

The following check boxes are available for Licenses on the Self-Service tab in Business
Types for use in Citizens Self Service (CSS):

Allow Renewals Online

Allow Estimated Receipts Online

Allow Deduction Entry Online

Allow License Quantity/Amount Entry Online

Only the options for which check boxes are selected are included in Citizen Self Service.

Business Types - Muni:

¥ Delete E ] Text file L word [ w B Audi Estimate Chas

al w A i j Attachments 14 Ma
w [ Preview A Alerts W
Toals

Business bype

Category |CCON |...  |CONTRACTORS

Type TORY |..| |DRYWALL

NAICS/SIC |2238310 |... |Drywall and Insulation Contractors

Wext detail ref no Bond/insurance required

Description codes

AR code | * || Desceode 1 |-l |
Cycle code | & - ANNUAL - Desc pode 2| || |
Renewal frequency| A - Annual - Dese code 3| 1= || |
Installment billing | No - Desc code 4| 1= | |
Stabus | Active - e code 5 | | |

Statistica/Other | Defaults/Issuance | Discount/Penalty Codes | Form Codes = Self-Service

Allow applications online
" Allow renewals online
Allow estimated recsipte online

Allow deduction entry online

Allow license quantity/ameunt entry online

(FcCharges || (& Requirements |

The Allow License Quantity/Amount Entry Online check box on the Self-Service tab in
Business Types allows customers to enter a quantity/statistic amount when adding a new
license using Citizen Self Service. The Allow Charge Quantity/Amount Entry Online check box
on the Charges screen allows customers to enter the quantity amount when filing a license in
Citizen Self Service.
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Charges

> Charges

Charge code QUANT1 .|  QUANTITY - PERCENTAGE CALC CODE
Ares GEQ - BL GEQ CODE v
Prorate method | N - None -

Charge applies to 2l filings - |

Receipts entry onder

|\" Allow charge gquanbity/amount entry online |

W e o

L A&
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Central Property

The following changes apply to Munis Central Property programs.

Property Master

The Special Conditions button opens the Special Conditions/Notes program, allowing you to
add or maintain special conditions for Property Master records.

D@ Property Master - Munig
Home:
® Heons — B, Text fila E3 word v [ t Blégs/Occup  Septic
L el il < |5 -

Maplink v Parking wisll
Search Add  Updain Print Exral

[g Duplicats  w [ Proview adule L A Marts ¥ Bufforing E mere... v

Parcel 9999 | e 1 | Subdivision

Alt parcel |
Owner 187 | . |_tl = | Lot/Section/Phase | |
FRITZ, MICHAEL |Prop manager 0 =
Lction 1 S AR [c |
r Insp area EQ - ECONOMIC OPPORTUNITY |
Beies J Commission district | J s
& J Census tract | |
Loc dese | Traffic zone | J e

Status Active v

Parent parcel

Vacant lat Rental
+| Corner lot Govt owned

Use/Misc | Legal | Dimensicns.
Use/group RES |RESIDENTIAL LAND Water type | CITY - CITY -
Use mema Sewer type | CITY - CITY -

r ! Gas type | GAS - GAS -
Zone code R1 - SF RES - | Y

h ) Road type | PAVE - PAVED -
Zone reference | L —
Underground utils |
=5 Text [ Restrictions || (= Hazards | (B 5ub-addrs I[BSDcud Conditons T
M| 4 [10f2 bl W[ G [ Atachments (0)
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General Billing Enhancements

The following changes apply to Munis General Billing programs.

General Billing Settings
General Billing Settings includes a Validate Parcel ID setting for Central Property.
When Central Property is selected, the Parcel field help button in Invoice Entry and Proof,
Invoice Inquiry, and Invoices allows you to search for Parcel IDs. If No Validation is selected,
you can enter a Parcel ID, but the Parcel ID field help button is inactive for searches.

3 General Billing Settings - Munis

wnarsl Biling
Numbering

Next invoice number | 12001 |
Next batch number | 201 |
|
Default invoice message code 1 - AR MESSAGE CODE v
Invoice format Standard v

| Print address on invoices
Payment terms ‘HONTHLV

30|Days from bill date to due date

Interest date method *) Grace period Specific day
15 |Days grace from due date to interest date

[Stotemeres ———— ]

Default statement message code | 100 - PAYMENT DUE UPON REC  ~ |

__| Pnnt address on statements
| Print statements in detail
Statement description AR Code/Charge Descnption )

||| Miscellaneous

Cash account posting method Detail *) Summary
Interest method | 02 - MONTHLY INTEREST ~

| Use general billing account numbers
| Update General Ledger

Validate parcel ID ‘ Central property -Aj

| No validation -
Name |CITY OF A :CCM"‘ property :
Bank | €T - CImIBANK - al

Account 3242342341

Munis® Major Enhancements, Version 10.2 Revenues Page 12
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Loans
The Loans program allows you to define values for loan terms, associate the loan with a
customer, and generate invoices for the periods of the generated amortization schedule.

a L y
'h=_, — Loans - Munis

@ EHowee F ¥ Delete 1=P =] Text file E Eif word . Hoke v B Aodit erinds
O ndva al w = POF =) Email o Artachements (75 Maplink v Croate Inveices
Uipdate . . M o e

Print. Expel T
3 B w [ Proview Schedule
sarch Actions Output Office Took

Search el

ad W

Loan:

Lot nformetion
Loan Id | Beginning balance
Customer & | Interest rate

Loan type -

Interest only periods

Period type -
Description “ | Number of periods
Payment amaunt
71 AR Code - |
status L - Principal charge - |

Interest charge |

Start date

Next invoice date

Amartization Schadula

a

Period Due Date Begin Balance Paymant Principal Interast End Balance Prin Paid Int Paid Invoioe
Achons

b Activ

H | 4 |pofO L » | M| |GE Attachments (0)

Once the Activate button is clicked, updates to the loan are not permitted.

I Activate

Create Invoices generates the invoices for the amortization schedule. Invoices are created by
an automatic process using Munis Scheduler or a selective process using the Selection
Criteria values. In either case, only periods requiring invoice creation will generate invoices.
When the records are selected, clicking Generate sends the records to Invoice Entry and Proof

to be posted.
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Create Invoices

> Creste Invoices

Execute invoice CI’EEDO[\I - I

Selection Criteria

Create invoices for
The current loan
The current find set

A new search
Customer |h:|
Irutial balance |h:|

Loan rate |h:|

The Loan Report produces a list of loans with the following items: Borrower, Original Loan
Date, Original Loan Amount, Principal Paid, Interest Paid, Current Loan Balance, Paid
Through Date, Maturity Date, Billed Amount, Current Amount Due, Past Due Amount, Total
Amount Due, Last Payment Date, Next Due Date, and Interest Paid Year-to-Date (calendar

Loan Report

. E B Tt file EE B word
Pt Exesl

Loan 1D | l:ll to | 999999999|
Custormer ID | J.E?l to | 1a?|
AR Code | G5 - GENERAL BILLING - |

Loan Status | - |

Report Opbions
Sart by

= Customner ID
Customer Mams

¥ Indude detail

Records selected F
Records printed [1]
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Permits and Code Enforcement

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

Application Entry, Project Types

An Overview button is available in the Application Entry and Project Types programs.

The Application Entry Overview screen shows some basic information about the permit
application, a progress area that shows counts of items on the applications, and a list of Permit
Application programs that contain multiple items:

Prerequisites Approved
Restrictions/Hazards Cleared

Plan Reviews Completed
Department/Board Reviews Completed
Permits Issued/Completed

Inspections Completed

Permit Fees Paid

Miscellaneous Charges Paid
Application Escrow Balance

Click Overview in the Menu group to access the Application Entry Overview screen.
Application Entry - Muni:

¥ Dalete E &, Text fila 3 word Nt v B audit Detail Clase/Deny

"
[ Email Attachments [T Maglink v Overview  Warkflow
i TCI eh
v [ praw &) schadula Hetify A slarts v Coleet B Mo w
- Offic e =

|= Crwner

I I S| [
Department . Contractor |
Project/Activity - Business |
Description 1 |S:nus code |
Description 2 |S:nu5 memo|
Applicant

Assigned to

Estimated cost | Fees effective E— l

L Perrmit | |

Munis® Major Enhancements, Version 10.2 Revenues Page 15



Application

Application Reference |101 Location 1 COLE HAAN DRIVE

MUNIS ME 04096
|| Department PUBLIC WORKS

Project Descripbion  |NEW DUPLEX Parcel 1D 9999
Description of Waork | Subdivision |

| owner / spplicant [FRITZ, MICHAEL

Prerequisites Approved :|2
Restra/Hazards Cleared HE

Plan Reviews Completed :|0

Permits lssued/Completed  :|0
Inspections Completed HL |13 || Estimated cost 0]

o
o
o

Drept/Board Rvws Completed @ |0 of
o
o
o Received 03/19/2012
o

Permit Fees Paid |0

Miscellanecus Charges Fasd: (0 Assigned to

Application Escrow Balance: |

R e P )

The Project Types Overview screen has basic information about the project type, counts of
items on the project, and a list for each counted item.

The following sections provide item counts:

Total number of default prerequisites

Total number of default permits

Total number of default inspections

Total number of default department/board reviews
Total number of default plan reviews

Total number of default GIS query layers

The following buttons are available in the Project/Application Type Overview, allowing access
to the default records for each button:
e Prerequisites
Permits
Inspections
Dept/Board of Reviews
Plan Reviews
GIS Layers

The following buttons estimate the permit fees for the project type and list the Application
reference numbers where the project type is used:

e Estimate Fees

e List Usage

The following buttons provide views of the associated programs:
e View Prerequisite
e View Permit
e View Inspection
e View Dept/Board Master

Click Overview in the Menu group to access the Project Types Overview screen.

Munis® Major Enhancements, Version 10.2 Revenues Page 16
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Project Types - Munig

] T file g 5 word Mat v [ Copy Project  Estimate Fees
M roF L

Ewm 4
v B Praview [&] Schedule Matif List Usags

[
(& Email Attachmants » o

Project Types - Muris

Project Type Category Responsible Degartment Initial Status  Online 5t Buffering Parking Septic well E
NEW SINGLE FAMILY DETACHED COMSTRUCTION  BUILDING NEW A ¥ Y ¥ ¥

NEW SINGLE FAMILY ATTACHED COMSTRUCTION BUILDING NEW M ¥ ¥ ' ¥

NEW 3 OR 4 FAMILY COMSTRUCTION BUILDING MEW L] ¥ Y ¥ ¥

NEW 5 OR MORE FAMILY COMSTRUCTION BUILDING NEW N ¥ Y ¥ ¥

NEW TRANSIENT ACCOMODATIONS COMSTRUCTION  BUILDING NEW N Y ¥ ¥ ¥

NEW OTHER SHELTER CONSTRUCTION BUILDING NEW U ¥ ¥ ¥ ¥

NEW AMUSEMENT SOCIAL REC CONSTRUCTION BUILDING NEW N ¥ T ¥

[eroject
Code 8101
Description NEW SINGLE FAMILY DETACHED | Initial status N e |NEW |»‘d|v=

Project/Application Type Overview - Muni

— . | o8 W A f{

> Broject/ A

Default Precequisites :|2 || s Precequisites || reject Type | NEW SINGLE FAMILY DETACHED | /| Allow access to buffering
Default Permits i|9 ||B§"Perm.u | | Department |BUILDING | ¢ Bllow access to parking
Default Inspections i1z ||b§"]nspectmns | | Categary |CONSTRUCTION | ¢ allow access to septic
Default Dept/Board Reviews: |1 ||b§'neph'5nand. Reviews | | Status | | ¢ allow access to wells
Default Plan Reviews t1 |||§P|an Reviews | | Class of work |MEW | Warranty expiration date required
Default GIS Query Layers :|n ||ﬁ'GIS Layers | | Project Group | | Project uses point in time faes
Initial Status _NEW |
| Esumate Fees || ordinance ref
| List Usage |
Default Prerequisites
Level  Prerequisite Dest Status Departs Tty pl R Rww D _Permit Type  Insp Type =

Application Entry, Project Tracking Report
The Project Tracking tab in Application Entry allows you to measure the process time for
applications and inspections.

Munis® Major Enhancements, Version 10.2 Revenues Page 17
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Application Entry - Munis

Datail ClasafDany

Attachments {14 daplink ¥ Overview  workflow

Dalots = Tt Rla B ] waoed
éi‘ 3 [=] emait -
Frint o™

POF
Exenl
v B Preview [B) Schedule Notify A Alerts v Coliect B More.. v
Tosls Menu

Application

Application 101 |+ Owner | 187 | .o | (=2
Status & ] ACTIVE | lFR.[T. MICHAEL
Departmant FW - PUBLIC WORKS d Centractor |
Project/ Activity 5103 - NEW DURLEX » | Active Business |
Description 1 |5:a‘tus code | N = NEW |
Description 2 |Status mernn|
Applicant - _

. Assigned to |
Estimated cost 0| Fees effective 03/1%/2012

Permit |MULT[PLE |

Froperty/Use | Non-Conforming | Dates/Misc | Preject Tracking | permits | User Defined

Application
Initial receive date | 03/19/2012 Betual end delel Duration 134

Average review time 00

Inspaction

Average onsits time -00|

When you create a Project Tracking Report, it provides the results of project tracking by project
type in Application Entry.

Project Tracking Report - Munis

E B Taxt fils M

Print

PDF

w [ Preview

Selection oitena

Exzcute thes neport | Now -
Originating department | v
Project actvity | -
Project ending date range | Today - [ days
|08/01/2012 to |08/01/2012 |

Report options

* Summary | Detail

Selected | D |Printed af

Permit and Code Enforcement Settings

The Delete Unissued Permits on Closed Applications check box is available in Permits and
Code Enforcement Settings on the Permit Applications tab. When an application is closed, all
unissued permits are deleted for statuses other than Complete.

Munis® Major Enhancements, Version 10.2 Revenues Page 18
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Permits and Code Enforcement Settings - Munis|

Clear App Lock  Create
Claae Tnsp Lack
A Alorts v Fald Audits
Permits and Code Enforcement Settings - Munis

General { Property = Permit ions / Violations

pl Reviews
Next Application Reference | 105
Mext Parmit Number | 3

+ Escrow in use
+ Point in time fees used
¥ Use plan review cycles by reviewer

+/ Complete issued permits on closed applications
 Delets unissued parmite on closed applications
Contractor limit 0
Cefault online applicant of...| | |

Permit Appl

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

Use and use memo
Zone

Impervicus surface
Fload zone

Water type

Sewer type

Munis® Major Enhancements, Version 10.2 Revenues Page 19
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Utility Billing - CIS

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

Account Mailing Labels

The Output Type option provides the following choices when you are creating labels for a
defined run/commitment: Mailing Labels for All Accounts in the Run and Flat File for Accounts
in the Run with Metered Services.

Account Mailing Labels - Munis File Edit Tools Help ":::'. munis
E B3 |+ b B0 = S el (i3 LS

Fere Account Mailing Labels - Munis
Generate Select run and commit only

Run | v

Commit | =

OQutput type
Mailing labels for all accounts in the run
Flat file for accounts in the run with metered services
Unread accounts only

Select ranges only

From To

Account ‘ H }

Account type zz

District ZZ

ROUTE ZZZTI7

Read seqence o 9999599
Charge code ZZZTZ7
Rate code ZZZZ

Include active accounts only

Label format | M|

Sort sequence Name Zip code

Label count 0

When you select the Flat File option, only accounts in the run that have at least one metered
service are selected. The file may contain account, name, mailing address, and first metered
service meter number, based on form definition. If you select this option, the Unread Accounts
Only check box is available.

When you select the Mailing Labels output type, the program prints labels for all accounts in
the run/commitment.

Adjustment Report

The Adjustment Report is available on the Inquiries and Reports > Assessment Reports menu.

Munis® Major Enhancements, Version 10.2 Revenues Page 20
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This report identifies difference amounts for completed bill adjustments using data from bill
adjustment tables.

H Adjustment Report - Munis File Edit Tocls Help ":_. munis
BE NEE EEE o pe | nEEE NEEN| 00| -
Defina: Adjustment Report - Munis
Select
Execute this report { - J
Posted date to
Update date to
Charge code to
User ID to
Adjustments between and

Increase minimum

Decrease minimum

Bill run ... | Commit
Reason

Report options
Detail report selection
Summary report selection
Include billed usage instead of actual usage

Records found

The program selects adjustments according to Account or Account/CID setting in the Settings
program. The order is by descending dates from the most recent update.

The report includes the updated date, posted date, user ID, and reason code for each charge
amount. If multiple adjustments were made to the same bill, the report lists each one
individually, grouping the adjustments by account or account/CID, bill number, and descending
adjustment date.

If you select the Summary Report Section check box, the report includes a summary section at
the end of the report. This section summarizes amounts and consumption by charge code/rate
code, user id, reason code, and run/commit.

Cutoff Process
The Actions to Process group provides individual actions for the cutoff process:

e Apply Charges — Only creates the cutoff charges
e Create Service Orders — Only creates the service orders
e Add Special Conditions — Only allows special conditions to be added.

If you do not select one of these check boxes to define the action to process, the program
displays a “No actions defined to process” message.
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Cutoff Process - Munis File Edit Toals Help "E::'. munis

oc | BeEE FaE BEEE EEE IEEN | EE -

Cutoff Process - Munis

Processing options

Execute this process Now - Apply charges

| Creaty i rd
Cutoff fee based on Current Find Set 5 reste service orders

Add special conditions

| Initial cuteff selection

Service category Electric -
Cutoff by Bill due date -

Due dates |o1/0172010 | - to |07/01/2012 | 7 Include miscellanesus charges

Cutoff date 07/24/2012 1 +| Include interest in minimum/calculations
Days late 0| ta o Minimum balance .01 |by Account/CID balance -
Include charge codes

Commitl—l From To
to [zzzzzz zzzzzz

Jto | |1 | |

Creste additional deposits Bill run

Use subject to fee codes ROUTE

Fes year 2012
Y l—/ Account |
Fee charge code
Account type

to |ZZ
Calculation code oo
I—/ District to |ZZ
Fes amount/% -000000
General ledger posting Move o fnal bl

Effective date|07/24/2012 1 || Move to final bill First -

Year 2012 Include all services Second .
Service stop date 07/24/2012 1
Period 1z JUN Third -
Service status after final S - SHUT-OFF  ~
Reference
Fourth -

Report optiors
|| 1nclude all metered services on one service order if multiples exist || Create event history records
Type ITOFF - Turn off - ] | Notify flagged accounts Options |
Reason code I BRKN - BROKEN METER - J [ Tndlude report for total due by age group
Sequence {Account - J

Department I x J

' Output | 1- All accounts 7
Assigned to A J

Print user defined field ]
Comment | |
| |
Records selected 0 |Records flagged o

In the Report Options group, the Notify Flagged Accounts check box allows you to
automatically notify holders of accounts selected on the Flag Cutoff screen.

When select this check box, the Options button is available. When you click Options,
the Automatic Cutoff Notifications dialog box allows you to select the template and notification
type — phone or email.

[ rserwes oo [

Template

LB Cut-off Motices H Description: UB Cut-off Motices

Notification methods
Email
[ Phone

[ OK ] [ Cancel
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Note: This feature is only available if your organization has implemented Tyler Notify.
Templates and message content are maintained in the Tyler Notify Settings program.

Delinquent Notices

The XML output includes delivery information to support email or fax delivery of delinquent
notices. If the value of the Delivery Method list in the UB Customers program is Email or Print
and Email, the XML file includes the delivery method and email address information. If the

value of the Delivery Method list is Fax, the XML file includes the delivery method and Fax
number from the customer file.

UB Customers - Munis File Edit Tools Help % munis
- E

e |FMEc HaE EEEE EEEE NEE EEc o |-

UB Customers - Munis

Acoount information

Account ‘ U = Customer Address:
Account start date Account stop date

Relation bt Billable customer =1

Customer start date Customer stop date

Customer ID | Address # I

Premise phone # ‘ |

Customer Information | Billing Decuments | Alt Billing Addr | Billing Doc Copy | Related Accounts | User Defined

Billing preferences

Delivery method Held bill =]  Internal bill [=| Eligible for daily base usage =]
Group billing Print Primary account ‘ ‘ wee Primary CID
Annual billing status || Fax ;JDailw’annua\ last calculated

Email

Print and email

!

Balance -] Dep:

Accountl

J=)

The Alternate Delivery Method check box in the Output group of the Delinquent Notices

program, if selected, causes the program to overwrite the selected customer delivery methods
and print notices for all customers.

Delinquent Notices - Munis File Edit Tools Help ":::'. munis
. o
G FeE PR cBE: | =cEBE ME- |+ 00| -
Define Delinguent Netices - Munis
- Procsssing aptions
Flag Accounts Execute this report - Late by Bill due date
Summary Output Days late
Catego! - .
Message gory Bill due date fmml ‘ 1 m\ ‘ 1
Create Spec Cond Process by Account/CID
Days late from | \ tu‘ \
Reprint
i Del it dates
Omit Accounts Past due amounts
Terminate APP Notice date :
Include Chg Codes
Interest date 1 Include interest in minimum/calculations.
Last payment date T Minimum balance
Shutoff date 1 Minimum by -
ouput |
Output type -
Final
Format
Inactive
Sequence M Shutoff
Alternate send to I - ] Current CIDs
- Alternate delivery methed | Past CIDs
Notice type
Projected fee
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Mass-Add Service

The Mass-Add Service program is available on the Special Processing > Critical Services
menu.

' -
UB Mass Add Service - Munis File Edit Tecls Help st MuUnis

p oEE e c- B BEEE NERS 0|
Befine: UB Mass Add Service - Munis

Select Services
Create Services Service code

Reverse Services
Rate code

Start date DptIDHI - J

Start date

Stop date option | - J

Stop date

Factor typs I - J

Factor | |

Bill cycle |—/

Service code

Rate code

Sequence

Service stop date

Customer type I - J
Bill cycle

ROUTE

Type I v J

District | - ]
ROUTE

Results

Selsctad
New services created

This program adds multiple services based on the presence of another service code on the
account or on other user-defined criteria such as district, rate code (must exist for service
code), service sequence, route range, and account user-defined fields. If a present service
code is defined, the Stop Date box is available so that only services with stop date after ‘X' are
reviewed for adding the new service.

Once you define the service, use the Select Services option to find the services matching the
criteria, select an output option to create a report of the selected services to verify the services
included, and then use the Create Services option to complete the process. The Results group
indicates the number of services created.

Selected | 2 |

MNew services created | 2|
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Service Orders/Print

For service orders with the status of Completed, the Reopen SO option is available. This
allows you to reopen completed service orders by resetting the value of the Status list to
Entered.

Service Orders / Print - Munis File Edit Tools Help ,_ munis

Sequence
Scheduler Central

Exchange Import Reference 5| s .
eq 001 Entered 03/29/2003, By munis
Complete (gar2s/2007 | |
Type | TOFF - TURN OFF METER M| Status [ C - COMPLETED - l
Reason | OFF - SHUT OFF M| = Default route |nn4 \ Seq | snn|
Cancel SO = .
g Account |001004 |o) 2 District M Type |R
EriEny Parcel 001005000000 | Requested at
Misc Charges Location |17 BAY AVE | scheduled at
Print Options
Global Delete Prop desc ‘ ‘ Completed 01/20/2011 by
Utilities Primary svc WAT100 1| WATER 1" (- Meter/Read Reason | -
Inquiry Read meter/item BAD 6428029 Create miscellaneous charges
History =
e Install date 03/07/2006 # Dials 4 Start time [ Browse WO
Reassign Other meter End time Add WO
Customer 59|.. |[Z  CHEN, JULIE Recorded by
IB“‘Notes ]
Approved by | | 3
Department { - J
Assigned to { - J
Priority { - J -
Comments |Total Amount Dus:  1,654.98 |
| Add/Remove Services || [ Special Conditions || & Contacts J
Service Seq | Description Mfg Meter/Ttem # Install Dt Dials Reading Oth Mfg Oth Mtr #

When you select Reopen SO, the program provides a message indicating any secondary
actions that may need to be reversed manually. For example, for the Turn Off Meter service,
the program displays this message.

Service Orders

Service type "TOFF' may have had secondary actions when service order
was completed. Secondary actions may have involved turning off the meter.
The "Turn On Meter' application can be used to restore the meter.

! ‘ Please be aware that any secondary actions must be reversed manually.

Reopening the service order will set the status to 'Entered’. Continue with
reopening the service order?

| Yes “ No |

Click Yes to reset the status to Entered. If your organization uses workflow, the approval
process restarts.

Settings

The Discount group, which contained the Early Payment Discount and Days Prior to Due
boxes, is not available on the Site Options 1 tab in the Settings program. Discount terms are
defined in the Accounts Receivable Settings program according to AR category.
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In the Electronic Funds Transfer group on the Site Info tab, the Account Type list indicates
whether an organization's EFT bank account is a savings or checking account.

@@
Home

Settings - Muni

Messages

v | Billing Cycles

N Retumn
A Alerts v | Subject-to Chgs/Credits Deling Notice XML Text

M Retumn

Site Infe | site Options 1 | Site Options 2 | Site Options 3 | Assessment Options

Utility

Name |MUNIS UTILTIY BILLING |
Address 1 |370 US RTE 1 |
Address 2 ‘

City FALMOUTH State ME | Zip code |04105

Structure Label i

ize Delim
Seg 1 ACCOUNT
Seg 2
Seg 3
Seg 4

Auto add account numbers

0

Group label

ROUTE
(o o
Account/CID =
Lo

+| Include credits across categories on multi-category bills

Electronic funds transfer

Default positions
Print cat 60 bills by

New customer days

HEEE
L

Increment segment 0 Bank {FLT - FLEET BANK - I
Next account number ‘ | Account 654654654
|Accﬂunt type Checking - |

Map UB account number to parcel

\_UI thru

Print EFT bills last
+| Use multiple banks

Service orders

Position range from

A

Locatien validation { Property file default & validation - I | Service order prompts
Create service arder when application fees paid
Print service number

MNAICS/SIC Approve when deposit paid

Use NAICS/SIC codes
Link NAICS/SIC to BL

Require user initials for completed by

Final read { Prompt for acticn on each service order

Connect/Install | Prompt for action on each service order

|

{ 4

Integration { None hd I
l

- J Import

Schedule in M5 EXCHANGE

Programs evaluate this value when creating the EFT data file and creating an off-setting
deposit record. Savings account types are indicated as 32 and checking accounts indicated as
22.
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Tyler Notify

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.

E B Text file @ Word > ‘obe v D audn Query Name  Taxes %
PDF — Email - Attachments [ Maplink v  Personal Prop  Paymaent History X

o TCM
v [ Preview (@) schedule Notify A Alerts v LUcenses E More... v
Off c Ma

Output Returr

The following Munis Revenues programs are enhanced with Tyler Notify:
e Accounts Receivable
o Customers
o Receipt Inquiry
e Business Licenses
o Business Accounts
o Delinquent Report
e Permits and Code Enforcement
o Application Entry
e Property Tax
o Parcels
o Personal Property
e Utility Billing — CIS
o Cutoff Process
o Lien Delinquent Bills

When the Notify button is clicked in a program, the Notification screen opens allowing you to
select 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.
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technologies

Customer Notifications

Template

| v |  Descripbion:

Motificabion methods
= Emal

= Phone

Notify  Type Key Full Name Phone Mo / Email Address 1 Agdress 2

I Rejected contads

Reason Type  Key Full Name Phone No / Email Address 1 Address 2
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Munis Centrals Programs

The following changes apply to Munis Centrals programs.

Customer Central
The Contractor button links contractor records in Customer Centrals to Contractor Central. The

button is only available if the department of the created customer record is Permits.
]

Customer Central

Customers Welcome, Brian Randle

ViewMaintain

CHASE ELECTRICCCO - 15

B seconcary rams Crealeamodue._Pemis
L - Address 56 CHASE TERRACI . R
MUNS US 12345 Phone  207-256-6085

.
Item Type Reference Issue Date  Due Date Billed Fees Interest Paid Total Due
200955100248 | BUSINESS LICENSES Litense 10 | 20070081 02012012 020172012 300 0.00 000 35.00 0.00 ﬂ

TowlCue 0.00

v [l Account Summary

Time frame | 30 Days v, [l #ccruing Interest Cument

Mo recent activity found Transaction Amount Due
BUSINESS LICENSES 000

Recent Activity

The Items pane on the Detail page of Customer Central allows you to filter the item by Types.
If you have restrictive Accounts Receivable Code Access permissions, you are not able to see

all Item Types.
it

Customer Cent

) [— Welcome, Brian Ry

CHASE ELECTRICCO - 15

B Secondary name Crealed module Permits

i Address 56 CHASE TERRACE
MUNIS US 12345

ltems A

Typa X

Prone  207-256-6866

ftem Type Reference Issue Date  DueDate  Billed Fees Interest Paid Total Due
| BUSINESS LICENSES

|20:r.|-:5-|ww BUSINESS LICENSES  License 1D : 20070061 02012012 02012012 3500 000 0.00 35,00 0.00 o

ot e 020

Recent Activity v

Time frame | 30 Days ¥ I Accrung Interest Current

Utility Billing records are accessed through the Reference field on the Items pane in Customer
Central. The Customer program redirects you to Utility Billing Central.
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technologies

@ Customer Central

Customers Welcome, Brian Randle

agm o

Emel Emsl Moes Reum
To Search

THOMPSONCORY - 152 ViewMaintain
[& secondary name Created module Utiity Biling
[ Address 400 MAINE
FALMOUTH ME 04105

Phane

n

Tipe | Al v

ftem Type Reference lssug Date  DueDate  Billed Fees Interest Paid Total Due ‘

2007-60-1043  UB SERVICES - GENERA | Account BC122 073172006 03/30/2006 1447 000 000 100.00 1447 a

Toaove 147 [l

UB Central

The UB Central Account Overview pane provides status, activity balance, and billing details. It
also includes a Bill Comparison graph that compares the current bill to the previous month’s
bill and the bill for the same month last year. A detail box for charges, payments, and bill
provides additional information for selected items. The options in the Actions group allow you

to view bills in Munis and in Tyler Content Manager.
1] Utility Billing Central

Utility Billing Welcome, Maureen Elfring

Add Serice  Moveln  Add Misc Add
Move Oul  Cherge  Service Order

Actions

7-11 CORPORATION 24 BAY AVE MUNIS, US 12345
Account# 002002 District M Premises Phone

ClD# 62 Parcel ID 001057000000 Customer Phone
Account Type COMMERCIAL Lot# Customer Email
Relation ‘Owner Unit/Apt
S
Account Overview v
Status Activity Balances Last Bill Actions
Account Start Date o Outstanding Number View Last Bill ?” Munis
03/08/2008 TSRS 1018 View Last Bill in TCM
’ $20,268.46 Madity Last Bill
Account Status Bills Date WMake Payment
Active Charges e Delinquent 311572007
—— $20,268.46 | amun Open Senvice Orders
Bill Gomparison All Events v a - . $1,369.92 85 FINAL BILL
Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun ul Services Amount Due
48 SHUT OFF
Al ¥ | Last Payment
Details July, 2012 $20 268 46 Date
s .
No payments found. Not Avallable
Charges Amoumr
BEluly, 2011 Events Not Available
W June, 2012
Huly, 2012
v

K€ 13141516 ... » )| Retumioseach
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Munis Self Service

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.

Citizen Administration

Credit Card Service and eCheck Service payment settings are available on the Bill Categories
group in Payments Administration and only contain the names of the currently selected credit
cards and eCheck providers.

Bill Categories

Description Web Payments CC Service eCheck Senvice

AMIMAL LICENSES Enabled SimPay SimPay edi
BUSINESS LICENSES Enabled SimPay SimPay edit
GEMERAL BILLING & MISC CASH Enabled SimPay SimPay B
MOTOR VEHICLE Enabled SimPay SimPay edit
OTHER SERVICES (MISC RECEIPTS) Enabled gimPay SimPay edit
PARKING TICKETS Enabled SimPay SimPay adil
PERMITS INSPECTIONS Enabled simPay SimPay -1 1]
FERSOMAL PROFERTY Enabled SimPay SimFay edil
REAL ESTATE Enabled SimPay SimPay edit
TAXLIEM Disabled MA A adit
LB ASSESSMENTS Enabled M& A il
L8 SERVICES - GENERAL Enabled SimPay SimPay edit

The columns are only available if the Shopping Cart is disabled.

Home > Administration = Citizen Adminstration = Payments

Shopping Cart Settings

ill Cateqorie:

Use Shopping Cart for all bill types

Business Licenses

The quantity/statistic amounts are available to citizens when adding a new license in Citizens
Self Service. Quantity-based charge calculations typically consist of a rate multiplied by count.
In Munis, the quantity amount is entered either directly on the license charge or as a license
guantity/statistic amount.

The Allow License Quantity/Amount Entry Online check box must be selected on the Charges
screen in Business Types.

Munis® Major Enhancements, Version 10.2 Revenues Page 31



. tyler

l. technologies
o Munis Self Services MICHAEL FRITZ | Home | My Account | Log Out % MUNIs

Home Add New B ne icen
Citizen Self Service Home > Cézen Seif Service > Business Licenses » Add New License
Animal Licenses Apply for new Business License
Business Licenses Step 2 of 3: License information Step 123
Accounts
Contact Us Selected Account )

Account ID 20070089
Email
Announcements Account Owner MICHAEL FRITZ
General Billing Account DBA MICHAEL FRITZ
Motor Vehicle Taxes

Enter License information
Non-Emergency
Requests. Business category / type * CONTRACTORS /DRYWALL E]
Other Services [7] Business is seasonal
Parking Tickets Quantity statistics amount 0 STATISTICS CODE 1
Permits and General statistics amount 1 0 STATISTICS CODE 1
Inspections

General statistics amount 2 0 STATISTICS CODE 2

Personal Propery
Taxes General statistics amount 3 0 STATISTICS CODE 3
Real Estate Property
Taxes Requirements
TaxRellet No requirements were found for this business type
ww Bilis Add new Bond, Insurance, or Cartification

Bonds, Insurance, and Certifications

No bonds, insurance, or certifications were entered
=
* indicates required field

The quantity charge amount is available for customers to update the filing for a license

._5-5\ Munis Self Services MICHAEL FRITZ | Home | My Account | Log Out " MUNIs
Home ceipts and Ded il
Ciizen Self Senice Home = Citizen Self Service = Business Licenses » Enter receipts
Animal Licensas

- Account 20070089
Business Licenses

Category CONTRACTORS

Accaunts
Filing Type pRIMALL
Accaunt Details Cyche ANNUAL
Bills Month 1
Contact Us Year 2011
Emall
Amouncements SATISTICSCODEL I
General Billing Quantity 2500 racalculate
Motor Vehicle Taxes
Mon-Emergency I
None Y oo |

The Allow Charge Quantity/Amount Entry Online check box must be selected on the Charges
screen of Business Types.
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Available Web Parts

Munis web parts are applicable if your organization uses Tyler Dashboard. The following table
provides a description of web parts currently available for Munis Revenues products.

Web Part

| Description

Revenues

Accounts Receivable

AR Collections

| Displays the total collected amount by date range.

Business Licenses

Business Licenses

| Displays Business Licenses through the specified date.

Permits and Code Enforcement

Inspector Schedule Routing -
ESRI

Provides the location of the scheduled inspection through
MapLink.

Inspector Schedule Routing -
Bing

Provides the location of the scheduled inspection through
Bing Maps.

Open Violations

Displays views of open violations by the number of days
open:

All Open Violations

0 to 30 Days

31 to 60 Days

61 to 90 Days

e Over 90 Days

Permits Issued

Displays permits that are issued through the specified date.

Permits Pending

Displays permits that are pending.

Resolved Violations

Displays resolved violations from the specified date.

Scheduled Inspections

Displays inspections that are scheduled.

Property Tax

Tax Exemptions

Displays tax exemptions for Real Estate or Personal
Property.

Tax Valuations

Displays tax valuations for Real Estate and Personal
Property.

Unposted Tax Transactions

Displays unposted tax transactions using filter criteria by:
e Transaction Type

Owner Name

Category

Bill

Entry Date

Amount

System Administration

Audit Central

Displays a list of all of the changes made for the application,
user ID, action, file, or field that you indicate on the Filter
lists.

Program Activity Log

Displays information about programs that have completed
running or that are currently running in Munis.
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Web Part

Description

System Error Log Viewer

Displays system errors for Munis programs by user ID.

Tyler Dashboard

E-mail Settings

Configures the settings for sending e-mails from Web parts
that have the e-mail button enabled, such as Exception
Viewer or Workflow Manager.

My Favorites

Creates links to frequently used Web sites, Tyler Dashboard
views, or programs.

Munis Workflow

My Workflow

Displays the number of workflow approvals, notifications, and
alerts currently pending.

My Work Detail Classic

Displays a list of your pending approvals, notifications, or
alerts.

Workflow Manager

Displays a list of workflow items by process or approver
compared to a specified date
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