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Munis Revenues

This document provides an overview of the major Revenues enhancements for Munis® Version
10.4. 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.

Please refer to the Version 10.4 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 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.

e

Charge Codes - Munis

vear| 2013 ced
Genery "
AR cote s [ep—
actey PRIN - PRINCIPAL .
e e for preveymentTTD Payment Settings -
Use for project accourting Global roppeg Cart | 58
Description 1 CREDIT CARD CONVENIENCE FET Vendor code Admmny aton
Description 2
Tag troe
Short descriotion|CC COMY FE Expration momeh T B, e e 00 Admausts atom
Avadable for Ctaen Seif Servce
Calcataton code 2 FIXED AMOUNT FROM CHARGE COOE Use for Citizen Se¥f Service converusrce fee Charge code it Iver Admmestraton
Amoint 2.000000 Ctizen Sef Service reference 1 label
i et — (CREOIT CARD COMVENENCE ree Fou 200
. Ainoust e Ctizen Soif Sarvice reforance 2 label Calculation method Flat ate
simam Amo e
Subpect to soies tav.
Sales tax charge Paymonta
. For E.Check Payments ¥/ Enatied
Shagping Cat
K . — Charge code ECHECK | abdate
(e ety
t l Foeo %
4 y er Calculation method Flat rate Anamal Licenses
Brsumess L conse:
[ ] o] —
ot amears
Miscellaneous Receipts The Credit charge code is not available Sl
Shop for ltems as itis selected to use for convenience
fees. Citiron Sof Sorvice
Please complete your payment
Anensl Licamaes
LARGE T-SHIR $10.00 Add 10 Cant Dusiswss | ooty
$200 Add to Cart Etad Announcemesty
$500 Add to Cant
Gomnved ol Bilng
$500 Add 1o Car
TOWN HAT 500 Add fa Cart i
TOWN PENS $300 Add 10 Cant oo | mergency Hequesta
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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.

Accounts Recelvable Settings - Munis

= v Audit Cat Specific 4
e Attachments {55 v  Dept Specific
TCM
f Alerts W

Display Columns
< Bill date
+ | Due date
: l:terlm dote Dielete B g et file g @ Werd = v
" nalty date =' n—] N I'® i=E , N
Billed ot POF e B Email T Attachments  [§3
7| Adjustmants v [ Preview @ Schedule tif | Alerts W
+| Abatements o R
/| Abatements/Adjustments = e
Paid Current usar
+| Diseounts User code |brandle |Mame | Brian Randle
+| Refunds z 5 3
| Write=offs General Options | Default Receipt Options Bl Inguiry Display
Payments/Credits Display Colwmins,
| Total unpaid System Default
+ | Interest held * | User Default
+| Interest paid +| Bill date
Interest due | Due date
+| Total due +| Interest date
| Mext interest Penalty date
+| Billed
| Adjustments
| Abatements
Abatements/Adjustments
| Paid
Duscounts
Refunds
Write-offs

| Payments/Credits

| Tetal unpaid
Interest held
Interest paid

+| Interest due

| Total dus
Hext interest

‘E"L”l of 1 |L||i"i"i Amtachments (0)

Munis Major Enhancements, Version 10.4 Revenues Page 6



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

o Bill Inquiry Search

aill Property 1D

4

v Customer Tax Owiner

¥ Parcel = More... ¥

Tao: Title
Statement

Year Categary Bill Number Bill Type Utility Account

— L [

Mator Vehicls

Parking Ticket

Quick Entry
Bill Name Scan Bl

Property ID Prefarences

Parcel ID

Town/Prec
Customer 1D

Location | | I

Original Crwmer

Special Condition Codes | -

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

: Single Bill View - Munis

Single View Bill provides
information for one bill

origsi Diprests (8

Attschmerts Reprnt

Herts v Preerences

Bill Inquiry: Account View - Munis

Category _ Humber Customer 0|
2013 pr FRITZ, MICHAEL
1 COLE HAN DRIVE

3| view Bls

AR 2 Owner: FRITZ, MICHAEL o
[ E5pecis Coniton/otes |
| 5 view prier unpsid bils [ i
o P e cutomer o] 197 5 T, WL
Prop Loz [ 1 COLE HARN DRIVE
| 'YARMOUTH, ME 04036
| I E— 207-78-3998
Tnstalments  Charges | Hitory | Events | fudits [
Intolment BilDate  DueDate nteretDate | Bied Adustments | Abatements  paid | special Conditons/otes || Due 1070972013
106/27/2013 07/27/2013 07/28/2013 250000 750,00 0.00 [ Account Bills
4 10/02/2013 0.00 0.00 0.00 0 Year cat Bl Reference. Bl Date DusDate InterestDate  Biled Adjustments Abatements Paid Pmi/Crd Unpaid Interest Paid Interest Due Total Due -
000 1 10177 04/16/12 187 04/16/2012  05/16/2012  05/31/2012 20.00 0.00 0.00 50.00 2000 0.00 0.00 0.00 0.00
W 1 TBOMIENIS  owIEWR  OSIE0R  0SHVR 100000 ) ) ET) s000 550,00 000 00 95000
‘ 009 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 Date | Dus Date. | anerest Dota | Bided adjustments e rad 000 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 o WM 1 WGIOUOMIIY  OUDYNI OO Q2w s ) o o 0 s00 000 w0 s00
009 1 10193 01/08/13 187 01/08/2013  02/07/2013  02/22/2013 1200.00 0.00 0.00 0.00 0.00 1200.00 0.00 0.00 1200.00
K< LA E— W9 1 INTOUOIIIS  OUDSI  OZOIOI 022013 000 00 o 000 000 000 000 000 000
2009 20 1000001 1 COLE HAAN DRIV 02/15/2013 02152013 03/18/2013 425000 0.00 0.00 57139 57139 3678.61 22861 .07 3687.68
2009 50 1 ME-CULBR - P-A 03/13/2012  04/12/2012  04/12/2012 10.00 0.00 0.00 5.00 5.00 5.00 0.00 0.00 5.00
2009 55 100247 JAN: 6700134/CCC 01/31/2012  0L/31/2012  03/01/2012 35.00 0.00 0.00 10.00 10.00 25.00 0.00 564 30.64
WO 1 OIS o2OML 0N O4ON012 s1.00 0.0 oo 8500 8500 500 000 000 500
w00 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 0.00 100.00 100.00 0.00 0.00 0.00 0.00
0 20 1000001 1COLE HAMN DRIV O40V2010  OXDI0I0  O/01/2010 155000 ) ) 000 000 155000 000 na w0
000 25 1000001 1 COLE HAAN DRIV 04/01/2010  04/01/2010  05/01/2010 150.00 0.00 0.00 15363 150.00 0.00 a3y 0.00 0.00
Account View provides a list of all bills W0 55 100251 FEB: 6700138/TAX 0L/01/2011  OL/0/2011  OL/31/2011 35.00 0.00 0.00 35.00 35.00 0.00 000 0.00 0.00
related 1o the customer. W11 1K0OYBAIIE  OUOMI3  0Z07ANS 0220 59 000 050 5000 000 81 000 000 a1
FL I 10204 01/14/11 187 01/14/2011 02132011 02/28/2011 500.00 0.00 0.00 500.00 500.00 0.00 0.00 0.00 0.00
a w0 4 1.COLE HAAN DRIV O4OU2011  0K/DI/2011  OS/OV2011 000 32000 aon 000 000 512040 000 104038 c038
Year  Cat Bl Referance Bl date Duedate Interestcate  Billed Adjustments  dbatements Faid pmtfcrd Penaiy date  Inerestpaid  Interestdue  Total due -
Total 8028183 146455.00 0.00 3655.66 3622.03 223114.80 27851 12153.34 234003.14 J
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Miscellaneous Cash Payments Import
When the miscellaneous payment import file contains a 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 Import - Munis

Miscellaneous Cash Payments
Import file

File Edit Format View Help
h281389232813FRIT2, MICHAEL 1
MseeepBRB1EY

DVITAL 920eee2e008<--REFL1--»><--REF2-->

Execute this report |Now

Impart criteria

Entry date | Today 09/26/2013 BoepoR260eD
Cierk brandle
Department |BLDG - BUILDING
Batch number 455 Receipts - Munis
Deposit
Fiscal year |Priar year - 2013 B Testfile m Cif Word 4 Misc Tnfo  Misc Rept Find 4
—_— . = R 1 - < (38 . Ve A
GL effective date  |Current year/period v | |09/26/2013 — Searth R . o et {5 Y | DupRopk i fuskl
- | v [ Preview dule | v | Cash Find
GL year/ period 2014 3| |SEP - T =
Misc loc/dept l —
Import path (31 \homelbrandieW10.4_FOumportumport_armsmet.o14 (R A (7
T — | ) Efecive date  [0/24/A02
Payments imported 1 Cat/type 02| |mMs- Entry date/time | 05/26/2013 08:58:34 |
Fayments processed 1 Activity | PAYMENT b oice Clerk brandle |
Error count 0 Receipt 2044 u Department BLDG BUILDING
Batch total 200.00 Amount 200.00 Misc department
Bateh 455 Source Miscellanecus Payment Import - |
Deposit no. | Clear date | & Web Transactios
Customer/Property
Customer no, 187 ... FRITZ, MICHAEL Faid by CID 187).. | @@ |
Prop ID | Paid by reference FRITZ, MICHAEL
Journal Information Payment method |1 - CHECK =
. Post dat Check number
Receipts reflects the GL N I —_—
- eariperioafjourral|_2014] | 3 s ——— |
accounts used in the eeriperadoume
; Cash t 1000 1010 -
Miscellaneous Cash payment ash accoun | Batch status | Released ||| Posted Reversed
Import file. Reason | |
Charge Allocation | GL Allocation
ine _  Org Obj Praj Interest Principal Adjustment 3
1000 4500 .00 200.00 .00
L J
K| € |1ef1 L3 [ X[ Q | E| Atachments(0)
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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 number [ BL category code
Bill year range o to 9999 MV cycle/comm range ooo to 999
Include bills with | - B days late range 1 o 999
to | 'B account status |
AR category range |,1 - GENERAL BILLING .
ti I'EJ- - UB SERVICES - ELECTRIC ¥
AR Code | -
Bill number range ] to 999999959
Write-off bill balances between [ -1.00 and 1.00
Only write-off charge [ | | Only if it is the last charge due

|% Exclude bills that have no payment activity
Exclude if in selected sat

| | Print the charge detail
|51>ecia| condition codes | B f" i Include if in selected set
Department |PW - PUBLIC WORKS Eal

Write-off reason | |

Attach special condibon |

Bakch number 456

|
Effective date | Today * || 0%/26/2013
GL effective date | Current date * || 0362013 |

GL year/ period | 2014|| 3| SEP

Records selected a
Records printed o
Records posted a
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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.

Payrssnt Entry - Mignis > Bill

Complete Receapt

Payment method
Check/reference =
Add'| payment ref
Recespt opbion
Recespt copees

Indv. receipt format

Printer

Effective date

Tatal this receipt
Total for customer
Reference

Paid by customer &
Paid by reference
Total remitted

Change due

Infermatian >

|# Last receipt for customer
[1 - cHECK

> Completing Recsipt 2046

||

(123458

[3 - INDIV B SUMMARY

1S

|RCTMS40 - RECEIFT-MS-40WIDE Eal

|display

M|

| ¥ Print GL accounts
validate

09/26/2013  |[35]

|CUSTOMER

Completing Receipt 2046

TCM

Apachments |5

HISCELLANEQUS PRYMENWT RECPT#: Z046
HUWIS

370 U.5. Route 1

Yarmouth HA 04103

DATE: 08/26/13
CLERK: brandle
CUSTOMER#: 0

TIME: 09:35
DEPT:

| 3,000.00|

| 00|
Enter NSF check data

COMMENT :
CHG: TSTO07 TESTING 0722 3000.00
REVERUE:
1 1000 Tes0  TISTOT 255000
TECHHOLOGY SOFTWARE
IST07-F - =
TESTING 0722
REF1: REFZ:
2 1000 4500 450.00
TAX REVENUE
REF1: REFZ:
ChSH:
1000 1010 3000.00
ChSH
BMOUNT PAID: 3000.00
ERID BY: CUSTOMER
PRYMENT METH: CHECE
123458
REFERENCE:
AMI TENDERELD: 3000.00
BMT AFPLIED: 3000.00
CHANGE : 00

Munis Major Enhancements, Version 10.4 Revenues
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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

Rolein  |sRANDLE Special Condition Codes - Munis
Des(r(p‘.lnanriuL! Role for Brian Randle

ole i3 active

" tings
[+ Maintain AR customers
[+) Maintain bill audit history

Deposit numbers on payment batches| Not required

Release batch status

Batch posting permission level All

View customer SSN/FIDs Full b

) View customer dates of birth Rersarsals permission Alew | code coLLEC

[ View customer driver's licenses [Maintain special condition cades Description COLLECTION AGENCY |
¥ View customer EFT accounts Access to others’ batches Cash receipts & refun

) Short description COLLECT
[+] view/maintain special condition notes L

Actess to customer credit s View and adjust .
|1 Process lockbox payment files (TER AT EEEE | severity Critical |
" Pl v pepon B T
|| Restrict to entry of misc cash receipts only ” Apglies to

! Adjust partial payments = Bankruptey
hceess GL sccounts on miscellansaus payments Allow - Add/update only Payment plan
(] Allow posting of receipt batches feg = Neither

L) Override special conditions preventing payment)

¥| Calculate interest and penalty Bills with the COLLEC Special Condition
< Prink new bills Code can accept payments when the

¥ Print delinquent bills/notices ‘Override Special Conditions Preventing
Exclude from U8 autaff process Payment check box is selected in Accounts
Receivable Roles.

Omit from tax lien/deed/sale process
¥ Automatically display

Enable viewing in Citizen Self Service

Display customer instructions through Citizen Self Service
Customer Instructions

K| € o L2 N Q| E | Aachmens )

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.

oo

Special Conditions/Notes - Munis

Assign to Bl List
4
v  Purge
! Alerts v
[P

By brandle On|01/23/2012 |

Condition Settings . Select List of Bills for Adding Special Condition

Start date 01/23/2012

End date 01/23/2015

Condition code COLLEC - COLLECTION AGENCY v

Customer number. 1]um SMITH, BILL

Bill categary o - |

Bill year o Special Condition Assignment

gill number — r status |4 || SPecial condition | - | /| Attach by categary, year, and bill

Property 1D Freq code Start date |08/26/2013 | Attach by custemer number
| End date |09/28/2016 | Attach by property ID

Parcel ID Amount

Attach by parcel ID

Selection Criberia
THIS CUSTOMER HAS MULTIPLE BILLS AND HAS GONE TO COLLECTION.

Customer nurmber range a| to | 999959999
| ‘Year range a| to | 99559
L" < ||1 of 1 |‘LI|A"&| = AR category range 01 - GENERAL BILLING & MISC CASH ~ bto |63 - UB SERVICES - ELECTRIC Al |
Bill number range o to | 999959939
Property ID range to
Parcel ID range to
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Animal Licenses

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.

o Print Animal License Notices - Munis

-‘ o Text file ﬂ.%l S ward . - v A Deefine p

= L porF 5 stach t= [RE v | Solact
Print Excel A

Lh ™)
w s Preview ] Mot I Aleris W Alion
Dukpit offi nals M

Print Animal License Notices - Muni

Schedules

( -

Selecton ontena

Collection year

Effective date

Customer I[D range [ to 9995999999

License # range a to 99999359

Tag type | - |

Tag # range 0 to 99509950

Animal type |ALL -

Charge range | v to | ol

= Include mactive licenses
Include unpaid licenses only

= Include heenses with | - || - |

Order by | Zip code bl
Records per form

Form code | -

= Update notice dates
= Export as XML file

Records selected
Records printed
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Central Property

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

Location Master - Munis

- Property address
Parcel
Location 1D
Sequence
Location no | 5] Property address Record ID |
Sret. | | é Parcel [aseq] ] (] Out of local area
Pre-dic L] Location 1D 4 (=] Primary address
koord | Sequence
Street type |
Post-Dir |
Unit type |

— Location no | [ Location status | -
Unit —J L S

— Street 1D ] | & X, ¥ Coordinates |
Zip code )

T Pre-dir Jsas) J
Municipality foer S L%

Name GIS Reference

State 2

— Street type = Altemate 1D
BTt | Post-Dir o) Description

= Al N
K] < Josto > []Q e 1
2 oo
| Location Masters
e

Record 10 Parcel Seq Location 1D 1s Primary Property Adde Out of Area LocMo  Suffx  PreDw  Street1D Name Street Type  Post Dw  Unit Type Loc unat Street Sort
71 9999 058 Yes Yes no 1 (COLE HAAN DRIVE COLE HAAN DRIVE M 1
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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

CAs Updse

History

SpiR Proparty

Split Multiple

Parcel | 0010020000002 23 BAY AVE

Move Subaddress

XML Export

Location Seq Reference 1 Reference 2 Building Use

28 Maple Drive NORTH 2
1

1 UNDEFINED 1

Split Property

Location seq

2|
Location 28 Maple Drive NORTH
| ne
XY Coordinates| ,00000000000000000000 |

| -00000000000000000000 |
GISID | | Parcel| 0010020000002 |seq| 2
Alternate ID | | To
Parcel 1D | |
Owner 66 | 0

| TALLMADGE, LAURA

Crescription |

Tenant B =
Created  |09/26/2013 |[73)
Floor
| Move other sub-addresses to new property master
Occupancy limit
Reason for vacancy| | [+ Motes ¥ Buildings
i —— i
= ¥ Gea/districts 1 Parking
Tenant | I = | W ] Septic
Flaar || Hazards | Signs
Occuponcy lmit ¥ Names | Wells
v Addit; | 1Ds
Reason for vacancy . 1 Hens!
v Move from oniginating property master
avs
l ! v Applications
Comments | 7
| |+ Complaints/viclations
|+ Dept/Board Reviews
| |
& Dccupants | (@ Text Hide Locations |
LK ¢ o [ ] C [E] uachments (o)

Munis Major Enhancements, Version 10.4 Revenues Page 15



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 Uit

> Property Master Sub-Addresses
[Parcel | 0010020000002

Location Seq Reference 1 Reference 2 Building Use

28 Maple Drive NORTH 2
1 UNDEFINED 1 1

Multiple Property Split

Location seq 2

Location |za Maple Drive NORTH
NC

KI¥ Coordinates|
L
GIS 1D |

Aterrate 10 Parce s01z0z000052 |[ownar [ ) [ o

TALLMADGE, LAURA

Description ]
Created 09/26/2013

Tenant | = |ses  Location New Parcel ID Note Att Geo Rstr Hazd Name IDs Bldg Buff Park Sept Sign well Appl Insp Viol Dept Bus .
Floar | | 1)1 UNDEFINED 1 | el ] L O O O O OO OO O OO mvell J OO O
Oceupancy mit | 2|28 Mople Drive NORTH | | OO0OO0OO0OoOo 0O oo oo ogooao = (= (]
Reason for vacancy| ... | | N o o o RS o S o o o 0 o O
e . | L ] U uu U u o oy uy oy gy I T O R |
Tenant I () = | | O g ud o o oo g u o gl
 ——— L I I e N O N u o g
o - — = '
Occupancy limit - | vacant
Reason for vecancy | |... - | Child occupants
Keys [ | Deleaded
Comments | |
L |
| |
@ Occupants | G Text Hide Locations |
| K| € [10f2 EXE]R | = | Awachments (0)
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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.

Property Master - Munis
Home
iy Tt File ’ A Quick Find Buffering el
Attachments [§3 Maplink v Bldos/Occup  Septic Gea/Dist
! Alerts v Parking = More... ¥ Signs
8
Paricdic Insps
Hames
Parcel | 0010020000002 -~ 1 Subdivision | | =3 Audit Histary
Freld &
alt parcel| 2727297683000015120 | b
Other Modules
Owner 66)... LI = Let/Section/Phase | | |
- - . Mass Assign
TALLMADGE, LAURA |Prap manager | 66)... | B =l
Location |23 BAY BVE B | | TALLMADGE, LAURA |
MUNIS ME
Between
and
Loc desc

Seq Lacatian 3
Use/Misc | Legal | Dimensions r
e 0 23 BAY AVE
Use/group | | == |
Use memo =]
Zone code | Parcel 1D |
Zone reference Owner 55._"' [}
Underground utils | TALLMADGE, LAURA
[ Text . [ Restrictions Jl [ Hazards Crated  |09/26/2013 Ga]
K ]l € |[1of1 |l P9 Copy from originating property masters
- || Notes | Buddings

|| Artachments | Buffering

|| Gea/districts __| Parking

|| Restrictions __| Sephic

|| Hazards Ll Signs

|| Names | Walls

|| Additional IDs

riginaling pragerty mashers

|| sub-addresses

|| Applications

|| Inspections

|| Complaints/Vielations
|| Dept/Board Reviews
|| Businesses
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General Billing Enhancements

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.

¥ ou Inveoice Entry and Proof - Munis
¥

Harme

ER g Text file ﬂ = = Aded Batch  Release 4

= POE 3 ts [RE ¥ | Wiew Batch Output Post

¥ Alerts ¥ Resume

Clerk brandle

Batch 224 Munis {ghinvent)

Invoice count 1 Current batch successfully released into workflow.
Amount total 500.00

Default invoice date 09/24/2013 oK

GL effective date  |09/24/2013

Year/period 2013 1| JuL

Payment terms MONTHLY

Invoice Messages

Invoice message 1 - AR MESSAGE CODE -

Invoice message text
AR MESSAGE CODE -
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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.

Recurring Inveices - Munis

Customer 187)... = FRITZ, MICHA . . .
Recurring Invoices - Munis
Address | Ell

Total invoice

AR code |GB - GENERAL BILLING

241126| |+f| Praject Azcounting invaice
=

Invoice prefx |

Contract
Contract amount | 0.00| ForfLoc Recurting Imvoices - Munis
Recurring Inveies | Invoice Detail  Invaice Histary
Billed amount | 0.00
Customer PO | | Invoice detai
Descount code | Line 1|
Drscount percent| 00| Charge code RENTF - RENTAL OF FACILITIES * | RENTAL OF FACILITIES -
Department Qty 1.00| UM [EACH |
Cash account | 1000 |... |1010 Price 100.000000 |
Parcel Drsc amt 00|
Bill amt 100.00 |
Recipient o
= Det
() weekly = L -
=) Monthly
I Yearly
() Custom [Accoonts |
Pra Project Account Org Oby Praj Cescription Total Amt 3
e 4200 GENERAL BILLING REVENUE 100,00
e Recur the |Second v week of every |3 = | month: ||n.||u T 1008 = — = 35_0‘]']
~ Recur every | = |month(s) on day

Start date|

|E End date |

|@Laat date inf | J

100.00 |

I€ | £ |osfo > 1M

Allocation

Atachimants (0)

K | £ [tefl > |
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Permits and Code Enforcement

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.

4 permits and Code Enforcement
Setup
4 Processing

Permitting
Inspections/Violations

Department/Board Review Entry

Expire Applications
Permit Alerts
Application Denials

Location Master

Property Master

Property Import

Change Property 1D
4 Reports

Billin
Propzﬂ\
Business Accol

Customers

Department/Board Review Entry

Bond
lnvoim

Property

Bonds
Blanket Bonds

Location Master
Property Master
Property Import
Change Property ID

Permitting

Application Entry
Miscellaneous Permit Entry
Expire Applications

Permit Alerts

Inspections/Violations
Inspection Entry
Inspection Results
Complaint/Violation Entry

Billing
Invoice Generation

Assign Citizen Requests
Complaint/Violation Citation Export

Application Parcel Update
Blanket Bonds

Bond Processing
Application Denials

Bill Inquiry

Bond Processing

Permitting

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
8ill Inquiry
Business Accounts
Customers
Permits Workflow Administration
Site Specific Processing
Site Specific Processing

lnspections."vlolation\
Department/Board Review Report

Collections/Billin
Vacant Buildings Rep
Contractors Report
Inactivity Report

Permitting
Application Status Report
Application Status Overview
Permits Issued Analysis Report

Inspections/Violations

Inspection Report

Periodic Inspections Report
Certificate of Inspection Notices

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

Complaints/Violations Report
Complaint/Violation Notices

Permits Issued Analysis Overview
Project Tracking Report
Inactivity Report
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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.

Application Entry - Munis

Application

|
Status |
Department |
Project/Activity| L
Description 1 |
Description 2 |
Hevlcant L e Subdivision |
Ectimated cost | Fees effective | J |
— " Location | | Lot | |
Property/Use | Legal Desc | Dates/Misc | Project Tracking | Permits | User Defined | | e | L | I=l | [proposed use | )=l
- Unit feef | | Proposed zone | |
Parcel . Seq
X L I L earent |9999| | seq | | =] Primary address. Propoged flood zone| [
Location 10 | .. Record1D o
| Municipality J Location desc |
Location | | | replication srance - Application date |
Munisiplity w) | | | penzrtment e Actual end date o]
Subdivision . = Praject/activity e estim startfend | | =
[ | Owner | Status code |
Lot/Section/Phase | | | Contractor |

o Test file nj B Word
POF o

t Excel

[ Preview g

& Prior | - =
K] < Ret Project/Activity Lacation Lotne  Subdivison  Municipality Owner
LK< NEW AMUSEMENT SOCTAL REC 1 COLE HASN DRIVE MUNIS FRITZ, MICHAEL
138 NEW DUPLEX 1 COLE HAAN DRIVE HMUNIS FRITZ, MICHAEL
138 NEW SHED 1 COLE HAAN DRIVE MUNLS ERITZ, MICHAEL
. o 10f3
[EVEA | J | | 4
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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.
on

Home

Inspection Entry - Munis
E! @ Word ) Scheduling  Mass Schedule (g

o Attachments {5 Maphnk ¥  Results

Inspection 1D | 452 | Source  |APP Vislation ref | | | E
Qriginating dept |BLDG - BUILDING - Application ref |92 | | = |
Parcel |ga99 o= Project/Activity |NEW OTHER SHELTER

Location ID | |

|FreTz, Micrass Mass Schedule Inspections
Loestion 1 COLE HAAN DRIVE BLDG 1

|HUN]S ME 04096
Municipality [x | =+ || MUNIS TOWN

Main | Fees | Regq/Misc

Scheduled 3 S

Inspection type 1041 | .. |ELECTRIC ROUGH #1 Requested date || G5 || override requested date
Activa Scheduled date | |E |_| override scheduled date

Trade type | s | Time preference | | || owerride scheduled time

Level | 0 " Required to close Inspector | || | |_| owerride inspector

Requested on | at || comment | i w+||_| Override comment

Priarity |

Scheduled for | at | motes

Inspector | L) |

Permit | = |

Permit number |MIJ LTIPLE I

Contractor | 0] =

Comment code | |

[ Checkiist | (& Text || = Special Conditions || (5 Complaints/Violations | [ Compi/Vial Codes | (@ Building Systems = |
K| € |1ef2 L [ ]9 | = Attachments (1)
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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.

inspections checklist
Rough Electric

Fire Inspection
KARATHANASOPOULOS GEORGIOS E

o 10579 COMPLETE & UPLOADED
(O 06/11/2013 09:35 AM
Rough Electric

KARATHANASOPOULOS GEORGIOS E

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

today tomorrow thursday may 16

© foundation : 10414

This supection i schoduled for

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

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.
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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.

oL Complaint/Violation Entry - Munis

Debate W Textiile m Q@ Word BS t v Quick Find Violation Close | 4
1@ aimants Maplink v  Add Complainant 311 Commant

v B L por & Email

TCM

Prist Expel
v B preview @ Schedule Notify ! Merts v Maintsin Codes = More.. ¥

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.

Complaint/Violation Motifications

Template

| = | Deseription:

Notification methods

= Email
Phone

Contacts

Motify  Type Key Full Mame Phone No / Email Address 1 Address 2

Reason Type  Key Full Hame Phone No / Email Address 1 Address 2

Munis Major Enhancements, Version 10.4 Revenues Page 26



Utility Billing - CIS

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.

Delinquent Notices - Munis

Execute this report | Late by Bill due date
Days late
Category 60 - Services, General ~
Bill due date mel | tol |
Pracess by Account/CID
Days late from 1 to 999
L a——
:
Motice 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 -
Qutput type -
Format Final
Inactive
Sequence Account - Shutoff
Alternate send to - Current CIDs
Alternate delivery method Past CIDs
| Owner responsible for tenant-occupied |
Notify flagged accounts
Motice type 30
Projected fee
Include meter information
Include charge codes
Freeze interest Bill run From To
Commit zzzzzz
Coce —
Start Account | | to|zzzzzzzzzzzzzzzzzzzz | | | |
End Acct Type to|zZ
District to|ZZ
ROUTE to|ZZ72777
Average payment plan accounts only
Processing| |Motices generated| o
L

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:

e 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.
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The Cutoff Process program includes the Owner Responsible for Tenant-occupied check box.

Cutoff Process - Munis |

- g Tetfle ) @i word Repart Gutput
B L poF B Email Attac 52 maplink v | Generata  Retain Lines
Print Excel TCl
v [ preview Ep Schedule

v

- Apply charges
Current Find Set Creat
4dd special conditions
Service category General -
ool
Cutoff by Bill due date - B
Initial cutoff selection
Due dates to Includ ous charges
Cutoff date 09/24/2013 Include interest in minimum/calculations
Days late 2o | o999 Minimum balance .01 |Minimum by Account/CID balance  ~

Cutoff notice type

Create additional deposits Bill run Commit From To
Use subject to fee codes ROUTE to |zzzzez ZZZZZIZ
Fee year 2012
¥ L 202 Account \ | o | | I |
ee charge code
Account type to |ZZ
de o0
\—/ District | ... to |zz |
4 -boooe0 [T Owner responsible for tenant-ccupisd |
e e Mave to fnal bill
Effective date |09/24/2013 Move to final bill First -
Include all services
Year 2014 Second hd
I—I Service stop date
Period 03 SEP Third hd
Service status after final v L -J
Refe Fourth hd

ne service arder if multiples exist

Type |TOFF - Turn off v Noti ts
Reason code |BRKN - BROKEN METER - Inelude report for total due by age group
Inelude next payment plan amount
Department -
[ J Sequence Account -
Assigned to -
J Qutput 1-All ageounts  ~

[
Commen it | | brint user defined feld 0
| ‘

Records selected| 0|Records flagged | |

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

-_ o Text file @ word

v | B L poe [
Print
&

Processing options

Execute method L -
Type(s) Services - General Assessments
Services - Electric Installments
Bill due date 5 to 1
Select last bill Days past due
District L] e L
Include previously liened bills Assign volume and page per bill
CID selection - Volume
Minimum delinquent amt Starting Page #
Calc interest date 1 Update &R,GL Liens per page | |
GL effective date 1 Use delinquent-to name
: Send notice to lien-to
Posting year
\—I Alternate send to -

Period L

Notify flagged accounts
Reference

Include

Reason code Include telephone

Include SSN

Include driver's license number
From To From To Collection charge cod
| I I J- | J- | -
| [ J | J | J | | e
| [ J | J | J | |-
| [ J | J | J | |-
| Jo-| |- |- |- Jo
pmoe;;mg| ‘Tuta\ 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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Account Event History - Munis

Delete W Textfie El @3 'Word Notes Audit Report Options 4
. i .
B Email plink v | History
Excel

L POF
Refurn

v [Preview g Schedule Notify ! Alerts ¥ | Misc Charge
Menu Return

Qutput Offica

Account

Event type

| |
Effective date : Sequence |_|
Customer | | = Address #
Reference
Service order 50 sequence \_I

Run/Commit

03

AR category
Bill = - Multiple bills

Year

Charge code

L

[

L |
Meter manufacturer .. Meter £ o=
Quantity Amount \ | Receipt \ \ =
Reason |Vn\uma \ \ Page | ||
Action
Form used
Comment(s) [ |

| |

| |

‘T\me |

Created by Entered |
| I€ || € Joofo L2 LM Q|| E| attachments(0)

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 an;aljon . I i @ .

B 5 0

|dentify Buffer Polygon Search Distance Area Layers Background Quick Zoom = Lsunch Munis Set Defaulis Clesr Set  Return

Query Geographic Tools Application

111837 1009
L ]

Query Resulis

Active Set

Details:

100838

Clear

I:‘ Asset Information
D Business Accounts |
D Complaints/Violations
[] tnspections \ 1
| permits |
I:‘ Projects \ |
Utility Accounts %
Utility Meters

Utility Service Orders l \

w190 s
[ ] work orders } | Cg -

\ sl

_Woodinville-sh,
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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.

FID 27
Location OBJECTID 110033 . r 6 ﬂn
[PEET ] !unis Locations PIN 0226050022 om | LaunchMuris SetDefaulls ClearSet  Retum
Query MINDR o022 -
JURIS WO
SOURCE KCA
111837 1008
QUE[Y Results ADDRESS 14020 NE 180TH ST [}
822 a7
bs
HUM 14020 a _ =35 P
Active Set oo
PREFIX ME Fs
Details: e - P — +
- ility Accounts 100830 o
3 item(s) selected : \
- Utility Meters ST_TYPE ST | 8
Parcels Utility Service Orders | SUFFX 3
ZIPCODE 08072 . o
Select All — 110082 4,0.;,
v 7 3N
| Parcels [FID: 27] > ] | . N
Remove \ NE 19[|th St
[:18
22C0
a5 =
- .
8410 N.E 190”] Sl
+* 224B2ECH
3

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
e _/':" Location SAP10 | SAP10 101 RS NE MY OTHER STREEET ADDRESS DR SW 22 RESIDENTL XXX |
Munis Locations

Identify Buffer Paolygon =

Query

Query Results

Active Set

Details: " Utility Accounts

Utility Meters

| Parcels Utility Service Orders
Select Al
Parcels [FID:27] [ [
Remove \ .l NE 19["'“ Sf
ar
- 22C0 -
cerg 4 NE 19'

Clicking the Key hyperlink opens the Utilities program with the associated account as the
active record.

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.
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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.
- Munis Maplink

Welcome, melfring

; & C ! o3 [ )
Identify Buffer Polygon Search Distance Area Layers Background QuickZoom  LaunchMunis SetDefaulls Clear Set Return

-

Query Geographic Tools
E Complaint/Violation Entry '
§ Inspéction Entry F
Click on any ribbon tool to begin. 1961h Si g Locatibn Master
Proje
Propertly Master
" Utility Accounts
: Utility Meters
: Utility Service Orders
E Work Orders- Facilities
g | Work Orders- Fleet NE 180nd
$ Work Orders- MIS
g Work Orders- Pub. Work/General
3 Work Orders- Utilities z
Ve 190 St
WE 1901 51

NE 1360 py

NE {89in St

158th Ave NE
1420d Ave NE
1447d C1 NE

e
LT
1413t Ave NE

NE 18561 § o
Wioe NE13%% ¢

1451h Ava NE

“"00.1:,,,"

NE 135ih 5t

# NE 183 &y
Query Results |
_ % . ag
Active Set b g }"
B 1o, H

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.
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Rates - Munis

Rate Table

4
slink w | History
Return
B Schedule Alerts ¥ | Copy/Delete
Confirm Search Output Office Manu Raturn
Rates - Munis
Charge code
Rate code
Effective date Calc code
General | Average/Surcharge | Demand | Drought
General processing Additional
Summary code I A ] uoM UOM desc
Service type I hd ] Base/flat
Charge type | | Prorate { - ]
Rate effective | - | Discount Taxable
Use drought rates Charge amount min Max
Based on other - other = per
Method l - I# Per Average payment plan
Exclude high/low Usage high waming %
Usage low warning %
L
Default Default bill cycle l - ]
Seasonal minimum Default deposit l - ]
Previous compares Deposit rate code l - ]
UOM allowance
High usage for zero average
Exclude from winter avg calc Estimate maximum
Prorate averages Fuel adjustment
|Minimum billed usage | || Tax credit factor
Special processing Acreage exponent ‘ |
Rate 1 Rate 2 Round usage down
Usage 1 Usage 2 Default for SO
Default for final { - J
Percent Cycle method -
Qualify method ... Order
K] < Joefo BENNE

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
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
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from the prior fiscal year if the account has more than three nonzero usages.

Rates - Munis

Confirm

Rates - Munis

Charge code E25R SEWER. RESIDENTIAL
Rate code STND STANDARD RATE CODE

Effective date 01/01/2005 1= Calc code 62|...|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

Ratetype  |A - USE COMPARE DATES (A) ~
Mumber of perieds in average 1
Maximum number of estimates 0

|| Include zeres in average
|| Ineligible if previous is an estimate
|| Ineligible if current is an estimate

|U5e usage/average

|| Use default usage f A - AVERAGE USAGE

Usage type to average LOWEST HISTORY USAGE

Percent to increase aver EXCESS USE

Minimum average usageg GREATER -- CURRENT OR AVERAGE

MEDIAN OR CURRENT USAGE
LOWEST PREV EVAL PERIOD A/B

B-
E-
G-
L - LESSER -- CURRENT OR AVERAGE
M -
p-
W -

LESSER -- CURRENT OR AVG W/MIN

I€ | € [toft | > | 2

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 -

'- selata MW g Textfile El 03 Word b otes History
4 alv | B L ppF = ER Email A <
xoal c

Parcel Mask
Add  Update

Print N
v [ preview B Schedule Notify ! alerts W | Subject-to Chas/Credits Deling Notice XML Text

B3 buplicate

Actions Output Office Menu

Settings - Munis
Site Info | Site Options 1 | Site Options 2 | Site Options 3 | Assessment Options
Parcel number mask Process by Account/CID -
Parcel using locati .
arce! using focation 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 z
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
quu?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
Next bill 2 1073 Deposit maximum .00
MNext abatement # 1 EUSP credits
Transfer run TR State account |123456
Default vacant cid 0 Misc codes |10%FEE || to |10%FEE ..
Bill to |cusToMER |
Mail to |cusToMER |
Delinguent to [CUSTOMER - J
Lien to |cusToMER |

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 Utility 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
Path box with the path to your spool directory and to include the Export check boxes. Select
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the Export Amounts by Parcel check box and click Accept to complete the process.

Transfer Delinquent to Tax - Munis

] L5
& Email
-

Canfirm
Transfer Delinquent to Tax - Munis
Selection criteria

Execute this process [now

Category (21 categories -l Joee [ e

= Format:
Detail by bill

Roure Summary by parcel/harge code

o 7772 Base minimum on: Sort by:
5 Route/Book
Charge code Detail ute/Bool
Account Account

to zezzzz Minimum delinquent amount o1|| o Parcel
Bill due date 03/01/2013 : District

to  |03/13/2013 ]
District to z

Processing options

Transfer to bill year 2005 Subtotal by summary code

Transfer bill installment Do not build installment detzil v | [ ] Use delinquent-to name
Transfer to bill year 2006 Subtotal by summary code Interest date 09/24/2013  |[13 || Update UB,AR,GL
Transfer bill |De not build installment detail | Use delinquent-to name Effective date 03/24/2013 | /] Export amounts by parcel
Interest date 0/24/2013 | / Update UB,ARGL Posting year 2014 (| Export amounts by parcel/charge code
Effective date 09/24/2013 1 Period 03 SEP
Posting year 2014 Reference Ref1
9V l—/ Munis (uttxlevy)
Period 03 SEP Reason code ERR CLERICAL ERROR
A file name has been entered. — = ‘
Reference Reft This process wil create an exporpfe
Reason code ERR J..|  cLericaL ErrOR and set UB balances to $0.09 path [d:\hom e\melfring\10.4_FO\spool\parExp, I
[t fie name parexp | -
Path
R

Processing| [otal records | o|

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.

Transfer Delinquent to Tax - Munis

Confirm Menu | Return
Transfer Delinguant to Tax - Muis

[ew - ] |
i

Format:
Detail by bill

Execute this process

Category [an categories ]l ]
RouTe Summary by parcel/chorge code
to 2222 Base minimum on: Sort by:

* Detail Route/Bosk
Account Account

o |zzzzzz - " ) Parcel
Minimum delinquent amount 01 "
Bill due date 01/01/2013 i District Transfer to bill year 2006 Subtotal by summary code

o e/24r2013 " Transfer bill installment|Do not build installment detail ~ | ] Use delinquent-to name
. Interest dat 09/24/2013
District © - nters ate 24/ (/] update UB,AR,GL
Effective date 09/24/2013 [_] Export amounts by parcel
Processing options
Posting year 2014 ] Export amounts by parcel/charge code
Transfer to bill year 2006 Subtatal by summary code [zoa)
Period 03| sep
Transfer bill installment|Do not build installment detail ~ Use delinqunt-to name
Reference RefL
Interest date 09/24/2013 |5 /| Update UB,AR, GL

B Reason code ERR .|  CLERICALERROR
Effective date 09/24/2013 : Munis (uttrlewy)

Charge code

Processing options.

Flat file name. |Parexp |

Posting year 2014 A file name has been entered.
[Lzone] This process will create an expdit file | |[path [d:\home\melfring\v10.4_FO\spool\ParExp |
Period 03| sep and set UB balances to $0

Reference Ref1 but will not update tax pefards.

| This process can nof

Reason code ERR CLERICAL ERROR. D aT e e [ p——
[Fiat file name Parkxp |

p— ‘ [ v | o |
Processing| | otal records| of
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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.

o1 Business Rules - Munis

Deleta B o Textfile 4| Word U N Audit Mass Change Approvals
. -
[—]

Global w

A PDF B Email Attachments {55 Maplink w
Print Exeel CcM
EB Duplicate | v [ Preview B Schedule Natify ! Alers v

Output Office

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

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
o tyler

Permits and Inspections
Settings
Contact telephane [po7-s55-8282 ®
Contact email csmith@tyler. com
Complete one or more of the follawing fiekds fo search for
permits and inspections
Query text Permits and Inspections Home
Application reference 134 9 Parmits | 13 Inspactions
Citizen Self Service
Status ACTIVE / NEW
Global bill display name Permits and Inspections ] ProjectiActivity NEW AMUSEMENT SOCIAL REC Animal Licenses
_ ) 1 COLE HAAN DRIVE ) )
] Allow Inquiries? Location MUNIS Business Licenses
it [ jon a Cwner FRITZ, MICHAEL
] Allow editing of contractor information in permits P ——
— ~ ~ Parcel ID 9999
L] Limit Permit Issuing to Associated Contractors?
View Application Information [ View Plan Reviews General Billing
[ Limit Inspection Scheduling 1o Associated Contractors?
Parmits (3 found) Mator Vehicles
] Permit Type Status Total Fees Balance Due
Access to citizen information — e
o Pay BLDG EST ISSUED $15.00 $7.50 Details Abert
coo REVIEWING $0.00 000 Details Aert — LD
¥ Pay ELECTRIC ISSUED £25.00 $2500  Details At Parking Tickets
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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
Citizen Seil Service
Status ACTIVE / NEW
Project/Activity NEW AMUSEMENT SOCIAL REC
Location 1 COLE HAAN DRIVE
MUNIS
Owmner FRITZ, MICHAEL
Parcel ID 9999 . .
Permits and Inspections Home
View All Comments Plan Review Comments Retum to view plan reviews

Citizen Self Service

Plan Reviews.

Status ACTIVE / NEW
Department Review Cycle Status Completed "
o ! e ProjectActivity NEW AMUSEMENT SOCIAL REC e
BUILDING 1 Jahn 5 TrR62013 COLEEARRNVE ) )
Location MUNIS Business Licenses

Owner FRITZ, MICHAEL
Parcel ID 9999

Email Announcements

General Billing

Plan Review Comments

Motor Vehicles.
Department Completed Comment

UILDING 112672013 ‘All plan reviews must be completed 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.

) % ; ;
. Permit Types - Munis

Permit Types - Muria
[T

Permit code |pooL Level | 3
Description |poor Fee use |l foes used .|| Permits and |nspecti0ns —
Short description |P0OL Stop fee recale [n] Application reference 143 2 Permits | 1 Inspection
Issuing department | ELDG |.. BULDING Days to expire | 385 e —
Status. |active - Mexdaystorevien | 7 Status ACTIVE [ NEw —
" nimal Licenses
Permit category |0 - OTHER . Humber of months [ o ProjectActivity NEW POOL
N 1 COLE HAAN DRIVE
Prefix/Next namber [0 | 20037214, Max months extension | 0 Location Lot —
Required icenses | | Collect fees prior to issue |No
Form code |oTHER - OTHER PERMIT #1 -] Collest in cashiering | Yes Ovner FRITZ, WICHAEL Emall ARROURCEMANIS
Contractor role |PooL | POOL CONTRACTOR Parcel ID 9599
Report summary 1 | [ Workflow required View Application Information  View Issue Alerts General Billing
Report summary 2 | ™ | Hilew issus online
I— _—
Work Order Activity J.. Permits (2 found) Mator Vehicles
Work Order Template | 7] Parmit Typa Status Totalfees  Balance Due
Non-Emergency Requests
FlPay CONCRETE REVEWING 51500 $1500 Detals
Description Fee Basis Fee Rate Vihich Sq Feet Stat Desc
[l eool REVIEWING $1500 $1500 Detais At s
|poot Square Feet Per fing Impervious Sur
Parking Tickets
Inspectidps (1 found)
J spection Type  Owner/Contractor  Scheduled  Result Fee  Balance Due Permils and Inspections
Bress | Gimspections | F FINAL #1 FRITZ, MICHAEL 50.00 §0.00 Delails  Schedule Accounts
Kl ) | Q=) Ahnents (o) ) . Contact s
Requires lower level permits to be issued prior to making payments. =
ay
Application Details
salect Permitsinspactions you would like to pay now, then click ‘Pay*
Saarch Results
* Indicales panding web payments exist that are nol reflected in the Payments/Credits amount at his time.
‘Addiional payments cannot be made untl pending payments have been processed —
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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 -

Utility Billing

Manage Bills Account Summary
ervic

Service Address 23 BAY AVE

Account Number 001001

As of 100322013

Before payment of newer bills

owsandingBils | Utility Billin

Bill BillDate | Manage Bills Account Summary
M 1068 71572005
e Service Address 3 BAY AVE
MAUREEN BISHOP-ELFRING -
M 1098 BAS2008  Account Number 0001
Wi 127 91152005 As of 1/29201p x
1166 10/16200 :
G e o] SCTRUMeNOneverbiu S Me Tu We T FroSe bincuds
Outstanding Bills i) Home Utility Billing
@ s 12520 Bl BilDate | 3| 4| 5| 6 7 8 ofs Manage Bills Account Summary
Personal Property cit
@ ou v © e msas| R D m e
— | w1 2 2 2 3 - Service Address 23BAY AVE
@ e wispoosl 1098 ws005 | 2 > 3 A W W t Number 001001
Tax Relief Bus
I~ 1303 3152006) 4 127 91512005 101172005 $49.59 117292013
M 132 15200 5112006 6380 514916 e ——
Before payment of newer bills will be accepted, all pasi-due bils must be included, starting with the odest
Accouts =] 1362 51512006 6112006 36380 514819 General Billing Outstanding Bills Show Past Bills ¥
- Bill Bill Date Pay By Char, Balance D
LTS @ 1391 652006 2006 $63.80 14724 Motor Vehicle e il nes ance fue
& 1088 74572005 81172005 5432 14084 BillDetails
Account Summary M 1420 100172006 127172006 132400 §1,324.00

L IS Non-Emergency Requests
& 1088 ®152005 9172005 $59.06 $151.79 Bil Details

@ 1127 9452005 107472005 84959 12752 Bill Detaiis
& 115 10152005 11472005 6360 $161.65 Bill Details
2 1186 117152005 1212005 $63.80 $16070 BillDetails
B 1215 12152008 11172006 $63.80 $15473 Bil Details
1244 11572006 21172006 $59.06 514233 Bl Details
@ 1m 52006 31122006 $6380 $152.67 Bill Detaiis
2103 3152006 41122006 $6380 $151.90 Bill Details
@ 1R 4152006 5/12006 $6380 $15095 Bl Dotalls
& 1362 51572006 6/172006 $6380 $149.98 Bl Detalls
& 1391 6152006 71122006 $63.80 $149.03 Bill Details
@ 1420 1012006 1212006 $1,324.00 $1.324.00 Bill Details
@ 143 22872007 31572007 54435 54435 Bill Details

o 1007 3152007 41572007 $36454 36454 Bill Details

O 1056 73172007 81152007 $100.00 §213.38 Bil Details

——————»  Total Due: $3740.56

select bils you would like to pay now, then click "Pay”

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

Request Types

plink v
Exe: CM
B Schedule Alers v
Office
Citizen Requests Settings - Munis

Default Codes | Contact Info | Email Settings

Status

Initial request status Init ... |Initial =
In-progress request status InPr ... |In Progres Bﬂ‘
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.

¥ o Assign Citizen Requests - Munis

Find Dept Apply to SO P
v | Auto-refresh off View Recent
Create SO = More... ¥

Lz Close Request
Complets SO

Create Pending

Utilities
izen Self-
New Citizen Self-Service Requests Scheduler Central

Request # Category Description Location Entry Date T TCcount CID 3
2 Service read Please reread meter. 30 Bay Avenue Munis 09/09/2013
4 j ol
Request detail
-

Request desc Please reread meter.

Contact |Haru|d Smith

Email |MELFRING@TYLERTECH.CDM | =

Phone |555-555-5555 |

Qn-going
+/| First report

Status Initial
sos | | )
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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 Requests |

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 Name

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 1
TR T e require emergency attention!

Request ID * || |

Email Announcements

Daytime Phone * | |

General Billing

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.

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]
i ion!
e A require emergency attention!
Request ID *
Email Announcements . .
Daytime Phone * 5556556555 |  Home Utility Billing
General Billing Request Status Details Senvice Requests
e —
Motor Vehicle Request ID: 3
Animal License X
Date Submitted 101312013
Non-Emergency Requests §
Business License Status Initial
M = Service Request Date 10/3/2013
iscellaneous Services
Email Announcements Name Bill Smith
Parking Tickets Daytime Phone 555-555-5555
General Billing
Address
Permits and Inspections _
Motor Vehicle E-mail
B prares Service Location 18 Beach Street Munis
Lo 2N ot ) Type of Request Meter maintenance
Real Estate ) _ Details of Request Routine maintenance
Miscellaneous Services
On.Going Request No
Tax Relief
Parking Tickets First Time Requested Yes
Utility Billing htp://devmss tylertech com/v104/melfring
Permits and Inspections Link URL Citizens/UtiltyBi q aspx?
Accounts. id=IXs2K0BpJFd=&
Personal Property IP Address

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

tyler

technologle:

Home Utility Billing
Service Requests
Citizen Self Service

Step 1 of 4: Enter contact information Step 1234
Animal License This form i not for reporting emergencies

User Name
*
Business License Name | tyler
Address [ ] technologe:
Email Announcements
City
General Billing
State . .
o 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
Animal License This form is not for reporting emergencies.
. Email o se et tsyoutosresk [ |
Miscellaneous Services on the status of this servioe requesf)
[ | e Select Linked Account Customer ID
Parking Tickets ® 003003
Email Announcements
Permits and Inspections o 001008
General Billing o 001001

Personal Property

Motor Vehicle

Non-Emergency Requests
Tax Relief

Miscellaneous Services

Parking Tickets

Real Estate

Permits and Inspections

Personal Property

Real Estate
Request Service for Linked Account

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 1234
This form is not for reporiing emergencies.
Name * [Bill Smith |
Address Utility Billing

5 Service Requests
City

Step 2 of 4: Enter request details Step 1234

State
Zip Type of request * [Meter maintenance Ulilily Billing
Phone * Selact raquest data * 1032013 Service Requests

one

Routine Maintenance | Step 3 of 4: Enter Service location information Step 1234

E-mail (A link wil be o

on the status ofthis servigl  Describe request and any
further location information *

—— Utility Billing

Service Requests

Street name *
Ongoing request OYes ®No UnitApt type (rsppicaney | StEP 4 of 4: Confirm request details Step 123 4
First fime you have .
reported this request ®yes UNo City/Town *
Name Bill Smith . .
‘ Utility Billing
Service Request Date 10132013 Request Confirmation
Daytime Phone 555-555-5555
E.mail o Your request has been successfully entered into our system. @
Contact Address . Your Reqgest ID is: 4 Please make a note if it
Service Location 16 Beach Strect Munis Use this ID whenever you contact us with regards to your request.
Type of Request Meter maintenance A confirmation message will be sent to the e-mail address that you provided
Tt will 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 *

e —
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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

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

Citizen Self Service

Animal License
Billing Account

Business License Service Address 16 BEACH AVE

Account Number 003003
Email Announcements

General Billin
g Your Current Balance #——n—o

Amount Due Now $52,84963 Pay Now

Motor Vehicle
Payment Due Date 4/15/2007
Non-Emergency Requests
About Your Payments —————

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
A

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—Utility 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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with the oldest bills.

User Hame

automatically selects outstanding bills for payments, beginning

Home Utility Billing
Manage Bills «——— Account Summary
Citizen Self Service
5 - 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 715/2005 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 $1,323.10 $3,231.62 Bill Details
Parking Tickets ¥ 1178 10/15/2005 111172005 $1,079.21 $2,619.43 Bill Details
Permits and Inspections 1207 11/15/2005 121172005 $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 20172006 $1,184.83 $2,822.04 Bill Details
Real Estate
1295 2115/2006 3/1/2006 $1,187.93 $2,813.02 Bill Details
Tax Relief
1324 3115/2006 4/1/2006 $1,188.96 $2,797.28 Bill Details
1354 4115/2006 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

Y¥ou 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 308-686-5588
Account type Checking

Preferred draft day 15

Your name RIZZ0, 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 BAMNK OF AMERICA
Routing number 111000025

Account number 8838-585-0588
Account type Checking

Preferred draft day 15

Your name RIZZ0, FRANK

Note: Automatic payments are applicable to linked accounts only.
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