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Munis Revenues

This document provides an overview of the major Revenues enhancements for Munis® Version
10.5. 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 10.5 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.

Attachments, Tyler Content Manager

In the Tools group of the ribbon, the TCM [Iﬂ] button is removed and the Attachments [@]
button is the single option for attaching and storing documents in Munis.

To use either attachment process in Munis, you must ensure that in the Roles — Munis System
program, the View Attachments and Associated Documents check box is selected. This
permission makes the Attachments button accessible on the ribbon.

To use the standard Munis attachments screen and store documents on your Munis server, in
the TylerCM for Munis Settings program, select None from the Content Manager System list
and select Use Munis Server from the Munis Attachments Type list.

Content Manager for Munis Configuration - Munis

Content Management System lNunE - J

Munis Attachments Type [Use Munis Server b ]

Programs must be closed and re-opened for updated settings to take effect.
MOTE: Some settings require the GDC to be closed completely.

Advanced Settings

Select a Content Management System to display advanced settings.
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In this case, when you click Attachments in the ribbon, the program displays the standard
Munis Attachments screen, where you can attach new document files or maintain existing
attachments.

Employee Master - Munis

Last Name
4| [4s6-79-7209  |10mMES [

Status

[ || - acTive

preferred Name | |

Main | pates | Demographics | Address | Pi| o0

Employee Master Attachments

Employee Information
Job Class

Location

Group/BU

W - WEEKLY [

Project Account ‘ D

Pay Frequency

PL Date Added Time Added

Org/Obj/Proj 11135000 Employee Preferences Employees.xlsx 01/16/2014  11:00:01
SALARIES FUL

To use Tyler Content Manager to store and retrieve documents, in the TylerCM for Munis
Settings program, select Tyler Content Manager from the Content Manager System list and
select Use Content Management from the Munis Attachments type list.

Content Manager for Munis Configuration - Munis

Content Management System [Tyler Content Manager - I

Munis Attachments Type IUse Content Management A |

Programs must be closed and re-opened for updated settings to take effect.
MNOTE: Some settings require the GDC to be closed completely.

Tyler Content Manager
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In this case, when you click Attachments, Munis provides the Document Mappings box.

Double-click a document map type or highlight a document map and click View Documents to
open Tyler Content Manager.

Employee Master - Munis
ome

o Text file ate: Detail Org Chart

4

Returmn

= 4 eoF cv | Terminate Suparvisor

e v [ Preview rts v | Reporting Emps = More.. v
Confirm ctians Output Manu Return
Emplaye Master - Munis

Employee Identification

Document Mappings

Employee SSN Last Na “ I name Ml Suffix Status
4| |456-79-7209  |30MES | | Document Map Document Type 3 | [ || - acTIve -
L

Preferred Name Employee Attachments Employee Attachment

Criminal History Authorization Tyler Content Manager ‘
Criminal History Results T

Main | Dates | Demographics | Address

Employee Information

Employee Attachment
Job Class FACA

Employee Benefit (R)
Location a
Group/BU 0

[ View Documents || B Show
Pay Frequency W - WEEKLY

Project Account

il

Documents
Type Key1a Key2

Org/0bi/Proj 11235000 [ [s110 [
SALARIES FULL TIME - CHANGE

Department
Personnel Status |FT - FuLL TIME
Check Location = Related Documents
/| New Employee Type Key1a Key2

/| Substance Sereening Pool
State ID

[ Text [ Checklist

If your organization uses Tyler Content Manager and in the TylerCM for Munis Settings
program, the value of the Content Manager System list is Tyler Content Manager and the
value of the Munis Attachment Type list is Use Munis Server, when you click Attachments, the
Munis program displays the Document Mappings dialog box. When you double-click Generic
Attachment, Munis provides the standard Munis attachments screen.

Employee Master - Munis

Document Mappings

Employjee  SSN Last Name First Name
Document Map Title Document Type E

4| [4s6-79-7209 ||30MES Jlmm .|

Generic Attachment Attachment (no searchable metadata) ] ‘

Preferred Name |
Criminal History Authorization Employee Criminal History Authorization

Msin | Dates | Demographics | Address | Payrall | Mail Sort | Last Change | Benefit FTES | UserB| | coiminal History Results Employee Criminal History Results

Employee Information Employee Attachment Employee Attachment

Job Class FAC4 «- ACCOUNTANT IIT Employee Benefit (R) Employee Benefits

Location 135 |... FINANCE DEPARTMENT Employee Benef Employee Benefits

Group/BU 10 ... NON UNION Employee Certif

o] Employee Master Attachments

Pay Frequency [w - weexwy Employee Confi

Project Aczount ‘ | 2 view Docu

©Org/Obi/Proj 11135000 i 5110 Je) [ i

SALARIES FULL TIME - CHANGE

Department

Personnel Status [FT - FuLL TIME -2

Description File PL Date Added  TimeAdded

Employee Preferences Employees xlsx 01/16/2014  11:00:01

Check Location =i

/. New Employee

/| Substance Screening Pool

State 1D
EText | | Checklist
w& 1of1 ww@ﬁ Attachments (2)
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When you double-click a mapping, Munis opens Tyler Content Manager.

Employee Master - Munis

SSN Last Name First Name
4] [sse75:7208 |[rones [

araphics | Address | Payroll | Mail Sort | Last Change | Benefit FTEs | User

Criminal History Results

o tyler:

Project Account \

Bl & @ (9)

Org/Obj/Proj [11135000 = 5110 |z | ] " EZE
SALARIES FULL TIME - CHANGE x  Export Emal  Print Print Mulliple  Audi
Export
Department =
Documents
Personnel Status. [FT - FULL TIME =] Type [Key 14 Key2
Check Lacation =
| New Employee
/| Substance Screening Pool
State ID
B Text | |3 Cheekist
1€ ][ < [2oft Y [ M Q] E] Atachments (@)

Related Documents
Type  Key1a Key2

Employes Attachment Employee Attachment
Jabcl FAC4  |..| ACCOUNTANT I oy pley
Employee ) Employee Benefits
Location 135 |..| FINANCE DEPARTMENT
Employee Emplovee Benefits
Group/BU 10 ~.. NON UNION
Employee Tyler Content M
Pay Frequency [w - weekLy - vier Lontent Manager

If your organization does not use Tyler Content Manager, but the settings in the TylerCM for
Munis Settings program are set to Tyler Content Manager and Use Munis Server, when you
click Attachments, Munis provides the Document Mappings box with only the Generic

Attachment option available.

Document Mappings b3

Document Map Title

Document Type

Generic Attachment

Attachment (no searchable metadata) I

Employee Master Attachments

- Delete ] o Text fil= E‘ @7 word Notes
s Global v | = L poF = B Email Matify
Add  Update Excel Attachments

Print
Efouplicate | v [
Actions O

unis > Employas Master Attachments

Description File PL Date Added Time Added E

Employee Preferences Employees.xlsx 01/16/2014  11:00:01

Double-click this option, or highlight the option and click View Documents, to display the

standard Munis Attachments screen.

Once you open either Munis Attachments or Tyler Content Manager, the procedures for

managing attachments within those applications have not changed.

Note: If your organization uses Laserfiche®, the TCM button remains available and there are

no changes to the access or use of your content management system.
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Accounts Receivable

The following changes apply to Munis Accounts Receivable programs.

Accounts Receivable Charge Codes

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

¥ 017 Charge Codes - Munis

Munis (archgmnt)

-‘ Delete W Textfile Qi Word Audit View Audit P
1 4 cbal v | = L poF B Email o {8 Maplink v | Mass Activate Y
Add Update Exoal

Are you sure you wish to activate all charges in the current find set?

Prnt xom At s =
B oulicate v [ Preview §° Schedule t Alers ¥ | Mazs Inactivate
ens Output Office M "

| Yes No |

Year| 2014 Code COPIES Category |2 - MISC CASH RECEIPTS

Munis {archgmnt)

General | Accounts

_f Are you sure you wish to inactivate all charges i the current find set?

General Information Additional Attributes
AR code MISL | CITY CLERK MISC RECEIPTS
Activity PRIN - PRINCIPAL v | | Payment order 1 Yes || Mo |
Group Use for prepayments/deposits

: Use for project accounting
Description 1 | FIRST COPIES OF VITAL RECORDS

- 1 Vendor code 0)..
Description 2 —————

L 1 Tag type
Short description |1 COPY

o Expiration month

Rate Informatioa - | Bwailable for Citizen Sef Service
Calculation code 2 FIXED AMOUNT FROM CHARGE CODE - Use for Citizen Self Service convenience fee
Amount 12 DODDDG‘ Citizen Self Service reference 1 label
Mimmum Amount D.DG‘

T Citizen Self Service reference 2 label
Maximum Amaunt 0.00|

Subject to sales tax
Sales tax charge
Available for AP Remittance
|

K| € |17ef7s [ > [ [Q =]  Atachments (o)

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

Munis Revenues Major Enhancements, Version 10.5 Page 8
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Accounts Receivable Settings

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

Q%o Accounts Receivable Settings - Munis
"I Home

Cat Specific

1 Email Mot Dept Spacific

Attactments
1 Schedule

Site Options | Bill Presentation Order | Payments Accounting Options | Refunds | Reversals | Other Options | Bill Inquiry Display
Cazh Accounting Over/Short {Write—aff) Options
When posting aver/short write-offs against charge codes that use the cash

accownting method, post to the revenuwe and deferred revenue accounts in
addition to the over/short and accounts receivable acoounts?

Over = AR | Owr She Short =  Ovwr Sht | AR
Revenue| Def Rev Def Rev |Revenue

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

¥ = Def Rev I AR N = oOvwr Sht &R

For a non-tax receivable bill with a eredit balance, pest to the deferred
revenue and revenus accounts in additbon to posting to the accounts
recervable aceount and to the sver/shert account

¥ = AR | Owr Sht M= AR v Sht
Revenue | Def Rewv

Cazh Accounting Discount Dplions

Past to the deferred revenue and revenue accounts in eddition to posting
to the discount and accownts receivable accounts?

¥ = Discount| AR M = Descount]| AR
Def Rew | Revenue

When the check box is selected and you post an over/short adjustment batch, the Revenue
and Deferred Revenue accounts are included with the Over/Short and Accounts Receivable
accounts if the accounts receivable code uses the cash accounting method.

Qa0 Accounts Receivable Codes - Munis

Description PERSOMAL PROPERTY |
| @1/16/2014 11:19 |MuNIS |P& 5
Shart description PP brandle | PAYMENTS JOURNAL REPORT |arrctpst
AR category 25 - PERSONAL PROPERTY CLERK: brandle
ng information
S Camh YEAR PER ML
[accounting method © A SRC ACCOUNT ACCOUNT DESC T 08 DEBIT CREDIT
P —— Jon [t020 oA EFF DATE WL DESC REF 1 REF 2 REF 3 LINE DESC
| [ [ T
(s momason — I
CRH 1008-1200 ACCOUNTS RECETVABLE 34.47
Mame CITY OF Mt I 1/16/2014 cash recpt PP 2104 2010 PP TAX
Addeess 123 MUNES 57 | CRN 1863-2858 OVER SHORT ADIUSTMENT 34.47
| @1/16/2014 cash recpt PP 2104 2010 PP TAX
CRH 1008-4500 TAX REVENUE 34.47
Clry/state/zip | MuNIS us ||12345-6789 81/16/2014 cash recpt PP 2104 2010 PP TAX
Telephone CRH 1008-2800 DEFERRED REV 34.47
ARATD DRI 81/16/2014 cash recpt PP 2104 2010 PP TAX
L LS O O o A R
2014/7 26148116 WRITEOFFS JOURNAL 2014/87/6 TOTAL 68.94 68.94
2014 7 3
CRW 1008-3918 REVENUE CONTROL 34,47
a1/16/2814

Munis Revenues Major Enhancements, Version 10.5 Page 9



o tyler.

The Prorate Partial Payments By list is available on the Payments tab of the Category Specific
screen for categories other than Category 2 (miscellaneous cash receipts) and Category 45
(payment plans).

Category Specific Options

al | w

Update Print
EE Duplicate v é Previewr

Actions Qutput Office Menu | Return

AR category|20 - REAL ESTATE -

Forms | Payments | Discounts | Penalty | Audit | Reversals

Payment Processing Options

Apply lockbox payments to the property code

Prorate partial payments by Charge 1— Chorge
l | Activity priorty
Payment Posting Options
Use Liability
GL ConsolidationlNO ACCOUNT CONSOLIDATION - ]
Update GL IYES - |

EFT Parameters

MName | |

Bank l - ]
Account | |
LK < [eois BEIEE

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

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

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

Munis Revenues Major Enhancements, Version 10.5 Page 10



i tyler

nologies

Bill Refund Processing

When you click More in the Menu group and then click Mass Delete, the program provides the
option dialog box where you can choose to delete all records or delete only those records that
are not held.

0% 0 Bill Refund Processing - Munis
=] Home
W g Tet file E]] d= Word B notes v t Scroll Charges  Viaw All
= L poF & Email ! i v | Cutput-Rel Hiskory
P:—I [ proview = B Schaduls : 1 slarts v Mass Salect = More.. ¥ .
Confin Searc ctons Cutput TToe e Access Recs
8ill Refund Processing - Munis m
AR category & Cust = 1|... Addr= |_|J|
Year [/ Bill 2009 1019% Name 1 |SM[TH, BILL
Property code | | Name 2|
Reason |OF - OVERPAYMEN = | Addr 1 |100 MIDDLE ST
Last paymient date Addr 2 |
Adjustment date City MUNIS State  |US |
Refund created 03/18/2014 Hold Zip 12345
Interest expense 00| | = S5N

Choose an option

AP commient |68 J

) Delete all records
) Delete all records not held

Approval Status E Error
o “ Lo L | ek | cancel

approval Comment |

ove Reject Forward Hold | Approvers

Charge Code Balance Prin Pd Int Pd Prin Ref Int Ref

Total Refund: .00

IS | £ |1erss > A=)

nd record(s) for: brandle

Once you click OK, a confirmation message prompts you to click Yes, Delete to remove the
records.

Munis Revenues Major Enhancements, Version 10.5 Page 11
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Customers

When the Confidential check box is selected for a customer on the Other tab in Customers, the
Customers, Bill Inquiry, and Payment Entry programs display "Confidential” in bold letters for

records related to the customer. The Confidential message displays only if the Restrict to
‘Public Access’ Use Only check box is not selected on the Munis System Roles screen.

Customer [0

Person/Entity

Other
Customer Class
Geo code

Customer Type

Contact Information  Other

187 |«

|P-Persen =
|FRITZ, MICHAEL
|

lR - RESIDENTIAL
INE - NORTHEAST
ITM( - TAXES RECEIPTED

& Text file ‘. T word
B Email

Excel Atachments
& Schedule

- POF

" [ Preview

*++ CONFIDENTIAL ***

S Active

Created by department through module GB

—J

General Billing = Personal | History

Last changed by | brandle
13/23/2013

|l | THE SSN/FID | 999995999 |

B rotes v

Moty

at|14:26

Customers - Munis

Htermate Find  Credit Sco
HEL v  Statement EFT
1 Alerts v View Audit

Bill Inguiry: Single Bill View - Munis

Employee # [ -
Vendor & [ [
External ref 123456789 |
/| Resident FRITZ, MICHAEL
1 COLE HAAN DRIVE
K< faefr | dlQA|=] J YARMOUTH, ME 04096

Due 01/13/2014 Parcel ID

Prop Loc

tnstallments | Charges | History | Events | Audits

Installment  Bill Date Due Date  Billed

Property Information

207-878-9993

Abt/Ad) Ungaid

Interest Paid Interest Due Total Due
1 07/02/2013 08/01/2013 18000.00 3.50 500.00 17503.50 0.00 0.00 17503.50
Installment Bill Date Due Date Balled Abt/Ady Paid Unpasd Interest Paid Interest Due Total Due 1
Total 18000.00 3.50 S00.00 17503.50 0.00 0.00 17503.50
K| € [1of2 L2 | M) |= Atachments {0)

Munis Revenues Major Enhancements, Version 10.5
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When the Restrict to ‘Public Access’ Use Only check box is selected in the Munis System

group in Roles, the customer information is masked by asterisks. Reports and export files also
contain asterisks for customer information when the Restrict to ‘Public Access’ Use Only check

box is selected.

Q4 U Bill Inquiry: Single Bill View - Munis

Orig Bill Disgnostics a4
ias W Raprink
Feturn
! Alerts v Preferences

*** DONFIDENTIAL ***
lﬂ?|
rrxzrexsrezes CONFIDENTIAL ==*tsexsenes

A

Humber

Category
| 2009 | GB-cB 10177

[Customer [DI

e e e e o o o e e o

EEXETEAATEXAFEXALEE L TH EAXXEXXXES WHEE

SRS -

Due 01/16/2014

Property Information

Parcel ID 999.9

Frop Lot

Installments | Charges | History | Events | Audits

Installment Bill Date Due Date Billed Abtd i Paid Unpaid Interest Paid Interest Due Total Due
1 04/16/2012 05/16/2012 20.00 0.00 70.00 0.00 0.00 0.00 0.00
‘ -
Installment  Bill Date Cue Date Balled Abtiadi Paid Unpad Iriterest Paid Interest Due Total Due B
Totsl 20.00 0.00 70.00 0.00 0.00 0.00 0.00
K || € [1or2 L> [ M Q=] suschmens o

If your site uses Tyler Cashiering and you click the Alert button, the Payment Entry screen

displays a message indicating the record is confidential.

Fil View  Process Options  Help

e
— . =
@Hnme & | Batches == Transactions 0PlywlmlTypE PPy Research o] Reports LG System Setup
RBRLRERD S a "RO:E v PeS b il 3% ®® %D 7 [] W Home > PaymenTypes > PaymentEntry BrianRande  Lomaut
Navigation Bar L TYLER CASHIERING VERSION 2.8 Batch 203 - Finance Office 3
;‘ Batch Total 50,00 (0 wansactons)
EEEsteie Search ' Real Estate 20 | Transaction Amount 50,00
wEi Transaction | payment | Tender | Current
i Parcel
e Customer Information Totals Trans_Paid By amount
=l Customer 1D 187
is] Balance §11,003.73
Name  FRITZ, MICHAEL Due now $11,003.73
T Adfress  1COLE HAAN DRIVE Payment amount 11,003.73
Search YARMOUTH, ME 04096
Pay Now Add Another
—_—
s Permite / Inspections
-
LIEin scect  Yew  lem  Type Bonc:  Due  Poyment
V' Select M * M w13 ePocL POOL - REVIEW 1500 15.00 15.00 @
Q) Oescect 4
¥ et *
B) Create Batch == ConSTs,
select  rear Ttem Parcel Custamor et corfeorssl ] Dus  Payment
£4 Browse Batches
mace v
Batch created by Brian Randie on
1/16/2014 at 1:30 PM.
_—
Payment Types
Settings: Counter = 1/16/2014 = Off = Off = Sample Bank Account = =

Munis Revenues Major Enhancements, Version 10.5 Page 13
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Payment Entry, Bill Inquiry

The Filter by Special Condition Codes list is available on the General Find screen of Payment
Entry and Bill Inquiry. Use this list to filter special condition codes on bills based on the
Exclude if in Selected Set or Include if in Selected Set options. Once you choose an option,
click the Selected button to identify the special condition codes to exclude or include in the
record search.

0 General Find

Genaral Find

Bill Mame | Bill &

Prop 1D AR Cat |1_
Parcel 10 Year 2013
Town/Prec Bill Type L
Customer #

Location [ | || | | |

Filter by special condition codes Include if in selected set selected -.'31

I Alternate Parcel Find

Year

Alt Parcel |

| customer #Fpd |
L | -
Include if in selecked set -

[oxowsersrng — Exclude ifin selected set
Include if in selected st

|| Parcel 1D Find

I Property 1D Find

include or exclu
pand bills.

Munis Revenues Major Enhancements, Version 10.5 Page 14
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Animal Licenses

The following change applies to Munis Animal License programs.

Animal License Settings

When you select the Restrict Customers to Those Created Through Animal Licenses check
box, only those customer records that are created through Munis Animal Licenses are
available to the Animal Licenses program when searching names on the Find Names screen.

Animal License Settings - Munis

m omtiie |y G

Animal Licenses - Munis

Collection year 2014

AR code AL - ANIMAL LICENSES

Default charge ANIMAL - ANIMAL LICENSES

City/Town code

Next license &

Find Names

Mext incident # 1

Def license form MASTER - Notice/Statement
Validate parcel

< Allow entry of expired rabies certificates

< Restrict customers to those created through Animal Licenses|

Search active customers anly

Search in my only

+/ search in specific module only | Animal Licenses

Munis Revenues Major Enhancements, Version 10.5 Page 15
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Business Licenses

The following changes apply to Munis Business License programs.

Business License Settings

The Main tab in Business License Settings provides the Default Current Date for Receipts
Entry Effective Date check box in the Additional Settings group.

Note: The check box is only available for use when the Collect Payments in Receipts Entry
check box is not selected.

Business License Settings - Munis

c m & Text file ﬂ oW Trstalirments d
-A v = POF ~ @ Emall Mt ii +  Roguirsmants

Print

w E Preview i Schadule

Busiress License Settings - Munis

Bill year| 2014|

Main  Default Codes | Additbonal Defaults | Tax | Audibing | EFT | Self Service | User-Defined Labels

Next ID no 2014003 AR code BL - BUS, LIC |
Next detail ref no 6700183 Discount percent 10.DEIEI|
Hext license issue no 400014 Current cycle 1
L
Next bill no 100305 Process receipts Yas v |
Next adj ref no 200027 Unpaid balance check |AN BL Bills =
Mext C of O 1003 Unpaid threshold 0.00 |
Validate parcel ID Central property * | License output type |XML Export |
validate personal property No validation * | Bill output type XML Export - |
Calculate interest by year Filing history limit o)
Interest method 01 - DAILY INTEREST L
Max Aggr Int RE .00

Additional settings

Update GfL | Auto-display account in Receipts Entry

technologies

F/M audit comment reguired

+| Process tax

Collect payments in Receipts Entry
/' Default payment amount in Receipts Entry

< Maintain NAICS at the business level

+ Default current date for Receipts Entry effective date

DB& name required in Account Master
< SSN/FID required in Account Master

< Calculate charges for exempt license/tax
Send bills to printer
Override license bill delivery method

| Show contact phone in Business Account inguiry |+

Use extended scan line in Receipts Entry

Reasen code required for license print averride
Comment required for license print overnide

' Prevent inactvation of license/tax with unpasd balance

Single renewal print method Minimum entry screen =

Print leenses with unperformed inspechions Yes -
Recespts Entry penalty calculation method | Daily -
Recespts Entry late payment penalty basis | Het total plus |ate filing penalty

vaid balls with payments Warn -

Munis Revenues Major Enhancements, Version 10.5
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When the Default Current Date for Receipts Entry Effective Date check box is selected, the
Receipts Entry program uses the current date for the Effective Date, Discount/Penalty Date,
and Post Date instead of the most recent date that was entered. You can override the setting
in Receipts Entry by clicking the Define button and then updating the field values, or clicking
Alter Settings in the Menu group on the processing screen.

Receipts Entry Define Options

License Receipts Entry - Munis

Variance

Cycle code (12 - monTHLY
Manth [[1] aam
Categary [ReeT | Expires | Bill year | 2014 Business ID | = Cycle code [M - MONTHLY
Month | 1| Jan lcerse ref | = Qper CID |
|| Effective date 03/18/2014 Bl ne Category | Oper name
[| Discount/ Penalty date |03/18/2014 Post date |03/18/2014 | wvee [ oEA
rocessing oplions prov—
| Assess late filing penaity Charge code BLPEN .| BusinEss -
Charge Gross Receipts Taxable Sales License Amaount Discount Met due »
+f) Assess late payment penalty  Charge code LATE | |LATE P AcifEst Deshoctior Adiustment
| Calculate discount Default percent rate .00/ | Il Il Il |
- cale I [ |
| Il | I |
Ricals | bl | | | J
| Il | Il J
- cale I [ | 2
Nt tatal |
Late filing | Las | |
Late payment [ [ | |
Incidental charges [ =
Totals Original | |Adiusted | Dus|
[ Past Histor = special Conditions/Notes
K| < pefa A AjQlE=]

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

' Business License Settings - Munis
Home

Bill year| 2013|

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

Online Applications Business Contacts Role Exclusions

— . Role Description
Online application method |Permits and Code Enforcement = | Rola | Description 1 L
- ROLE [ee ] ROLE CODE FM
Default online applicant | o | | —
|5M1'I'H, BILL /'
Default online rale |DFLT ... DEFAULT ROLE CODE

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

Business Contacts for Account 20070084

Business Licenses Home
Account Review 1 License | Add New License | Ratumn 1o Accounts
Citizen Self Service
Business contact FRITZ, MICHAEL
Role code ROLE |.. |ROLE CODE FM | Account D 20070084 L
Name FRITZ, MICHAEL | Status ACTIVE
Busmess Licenses
Assaciation BUSINESS DWNER - DBA ERITZ. MICHAEL
Address ONE COLE HAAN DRIVE | 1 COLE HAAN DRIVE BLDG 1 Accounts
STE 100 | Location MUNIS ME 04095
Account Details
Zp/City/State | 04096 | .. [vaRmOUTH [me | Business owner name FRITZ, MICHAEL
Primary phone | 2076769998 Agent operator name FRITZ, MICHAEL Owmer information
Alt. ph
pnens Business contact name Filing
Fax
Business phone number 207-878-9998
Comment Bills.
E-mail michael.fritz35@yahoo.com |a2) fernate phone number
Website | Contact Us
BTt | New Search
Email Announcements
=
General Billing
Contacts Add New
No contacts were found for this account Mator Vehiclas

Non Emergency Requests

“WWW\?J—'VWMWW
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Central Property

The following changes apply to Munis Central Property programs.

Hyperlink Templates

The Hyperlink Templates program uses a code type, which is created in the Permits and Code
Enforcement Miscellaneous Codes program, to link a property record in Property Master to a
website address that contains the parcel ID or alternate parcel ID of the property record. You
may also use the Hyperlink Template to link the parcel to a website that allows you to access
the property data, but does not contain the parcel ID or alternate parcel ID in the URL.

Permits and Code Enforcement Miscellaneous Codes - Munis

Hyperlink Templates - Munis

(Code type PLNK - PROPERTY HYPERLINK

Code PROP

Description PROPERTY LINK

Short desc PROPERTY L

Audit information

Entered by brandle {on 01/14/2014 | at|10:05:51 |

Last changed by on | 15 at| |

— PROPERTY LINK
|10f3 | ‘ &
K < 22 ) > | >| I Q Applies to Alternate Parcel

Mop  Bafs v ausraGOrBan I VLS Redont 310 " TabE < e EheS e | L 4] Mrah Rerm et el S |

|

Link template

I € frofs .2 M| Q= | Atschments(0)

Click Instructions in the Menu group of Hyperlink Templates to display instructions for creating
the link template.

Link Template Instructions

Special instructons for creating th

The hyperlink template represzents a web address that can be launched from -
Propsrty Master.

You cam copy and paste an actual web address (url) inee the link template
field and replace tha porvicom of the address rvhart specifiss the parcel with
the appropriate Tags. For example, the tag [MunisParcelld] will substituce
the Farcel ID from the propercy priocr to using the link to navigate wo The
wab address.

The tags and a description of the data are:
Huni=Parcelld] = Farcel ID of the propsrcy
HunisfleernatePaccelld] - Aleernate Pazcel ID of the poopgscty

It is cricical to list the Tag as displayed abowe, including [ and | around
the tag.
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In the Menu group, click Test to test the Parcel ID or Alternate Parcel ID data. After the Parcel
ID or Alternate Parcel ID is entered, click the Accept button to test the hyperlink.

= ﬂ bl =
o Test Link Template

> Taat Link Templans

Tesk data

Parcel ID IQ?BB?

Alternate Parcel 1D Jlll:l-d |

If the test is successful, the URL of the website opens for that Parcel ID or Alternate Parcel ID
and the Hyperlink Templates program displays a confirmation message.

Location Subaddress Import

The Location Subaddress Import program creates new subaddress locations from a delimited
file. This program is used by new client sites to import subaddress information. The program is
not located within the Munis programs menu and must be run by a System Administrator.
Note: Primary locations should be imported using the Standard Property Import program.

o (7L< 31 .
e Location Subaddress Import - Munis
o

[ | @ Test file B
"

=

Print

w E P ina

A PDF

Location Subaddress Import - Munis

Processing options

Path and file name | |

Field delimrter |¢ leomma) -

v Create new locations
¥ Print listing of new ocations
Delete existing subaddress lacations

Total records processed |LD|:at|ons updated |LD|:atmns created |
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Property Import

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

screen accessed through the Property Master program.

Execute this report | Naw

Path and file name |

Field delimiter [¢ [eamima)

Property Updates

] Owner

| Property manager
o Location

| Location description
1] Cross streets

| Property status

| Alternate parcel

' Deed book/page
11 Parent parcel

| Municipality code

o Inspection area
11 Commission district
| Census tract/Traffic zone

o | Use default town code if blank? |« Sewer type

Banlding Updates

|+ Government owned
|»| Rental property
|+ Property uze

|%] Underground utilities

|»f| Watarfront footage amount
|of| Waterfront footage type
|+ Property use memo | Impervious surface

|+ Subdivision/section/phase [+ Base flood elevation

|% Lot number |»f| Street front footage 1

|| Zane || Street frant faotage 2

|»] Zoning memo |»f]| Property setbacks

|1 Read type |1 Property setback directions
|+ Water type || Property referance 1

|o| Property Reference 2

|+ Natural gas type |sf| Property legal description

Property Import - Munis

Select All

w  Cloar All

Imiport options
~ Import buildings
= | Create new properties
of | Inactivate missing property masters
] Print property listings

|1 Lot acreage and square feet
| Date the lot was created

o 2 of approved lots

W Lot dimensions

|1 Corner lot

¥ Vacant lot

+ Allowed percent of lot w/bldg
o Bwisting percent of lot wy/bldg
] Flood zone
[-r’ Special condition cndesl

Taotal records processed |

0| Propertbies updated nIPmpemes created

0 |Pra-pemes inaatwa.ted| o

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

Property Names screen of Property Master.

The Standard Property Import includes the primary location ZIP Code™, including the four-

digit +4 ZIP Codes, and the property's legal description.

Munis Revenues Major Enhancements, Version 10.5
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Property Master

When you click the Hyperlink buttons related to the Parcel or Alternate Parcel fields in the
Property Master program, the program displays the Hyperlink Options dialog box.

nologies

Property Master - Munis

{83 Maplink v Bldas/Oc

§ Alerts w Parking

Parcel |35993 | + | i |Fubdivision | =
2t parcel] 1104 | |
Dwener 187 ... | [i] = Lot/Section/Phaze |
FRITZ, MICHAEL Prop manager 0|. =
Lacation |1 TYLER DRIVE | = | |
VARMOUTH ME 04026 Insp area EOQ - ECONOMIC OPPORTUNITY v
Between .
Commission district Jass
and
Cenzus tract J =2
Loc desc | Traffie zene |
Status BAuctive v
Parent parcel ‘9999
Vacant lot Rental
Corner ot Gowt owned
Use/Misc | Legal | Dimensions
Use/group |RES | RESIDENTIAL LAND Water type |CITY - CITY -
Use meme Sewer type |CITY - CITY -
| Gas type  |GAS - GAS -
Zone code |R1 - SINGLE FAMILY RESIDENTIAL || 2
Road type |PAVE - PAVED -
Zone reference | |
Underground wutils | |
=5 Text I [ Restrictions Il (=5 Hazards || [ Sub-addresses J [ hames Il (= Additional IDs |
[ Vislations Il [ History I [ Inspestions || [ Specal Conditions |
I£ | £ Jjasf2 > ||| Q | F | Atachments (1)

Select an option on the Hyperlink Options dialog box and the Property Master program inserts
the Parcel ID or Alternate Parcel ID into the website address and launches that website.

Hyperlink Options EH

Select the tem to launch

L2 PROPERTY LIMK
L/ TEST HYPERLINK
. TEST PARCEL2

oK [ cancel |
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The Property Master program is integrated with Tyler Notify.

Property Master - Munis

< Dehetn B o Test ik m S word Quiick Find  Bulfering
d v = - o T

CF ~ @ Email otify ﬁi Maplink %  Bldgs/Ocoup  Se
Add  Updste Print
E Duplicabe E Preview = 1 Alerts W Parking = More... ¥
Parcel 95993 | P A Subdivisian | | (=
Al parcel | | |
Owiner 187|... | © = Lot/ Section/Fhase | || |
FRITZ, MICHAEL | Prop manager | I:I| . ~3
Lacation |1 COLE HAKN DRIVE BLDG 1 || = | |
MUNIS ME 04096
Insp area |ED - ECONOMIC OPPORTUNITY |
Between : I
Commission district |
and |
Census tract L | B
Loc d
eae | Traffic zone
Status |Active - |
Farent parcel |9955
‘Vacant lot Rental
Corner lot Govt owned
Use/Misc | Legal | Dimensions
Use/group [RES ... RESIDENTIAL LAND | Water type |CITY - CITY - |
Use memo | | Sewer E-ppElCITY - CITY =2
Gas type  |GAS - GAS -
Zone code |R1 - SINGLE FAMILY RESIDENTIAL | B\IR n .F‘AUE PAVED
— HD& Ype I - - J
Zone reference | '
Underground utils |
% Test 2 Restrictions % Hazards Sub-addresses Names Additisnal IDs
| | | J
S violations I [ History | [ Inspections | S special Conditions
| K || € refa L2 | A Q] [ | asackmenes (1)

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

Notification Recipients =

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

Property manager
__| Property names

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

Property Notifications

Template

l = | Descripbon:

Netification methods

Email
= Phone

Contacts

Motify  Type  Key Fuill Marrie Phane No / Email Address 1 Address 2

Reason Type  Key Full Name Phone No / Email Address 1 Address 2
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Permits and Code Enforcement

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

Inspection Scheduling

When you click the Add Multiple button, the program allows you to enter multiple inspections
on the Scheduling screen. This screen is available when you access Inspection Scheduling
through the Inspections folder button in Application Entry, Complaint/Violation Entry, or
Property Master, and the Inspections option in the Menu group in Business Accounts.

oa v

Inspection Scheduling - Permit Application: 101

[Dept Type Level us Scheduled Time Inspectar Performed Results. Balance Due

co: B S 9 | §os] | he] | | | .| | \ L 50|
BUILDING | Environ |contl=ctor | 177| |SH‘I1‘H “ccept (Enter) - e 2 ase
s . Add Multiple Inspections - Permit Application: 101
I f Hom

Text |

FRE | .. Foo1 | o] [prespos | |02/26/2013
FIRE || Fre | contractor | 15).. |CHASE ELECTRIC §
Comment | -
Text Type Deseription Q
BLDG |:| BUILDING |m:||Envimnmemal Control | 1
W 1001 | o |omswzna | |08i01/2013 BLDG  |...| BUILDING ||_'°2_1l:ll"c"-"'D‘“‘mN #1 L1
PUB WORK | arporIsT | contractar | 177| .. |SMITH CONTRACT|BLDG | .. | BUILDING ||ﬂ1:ll°“s ROUGH #1 L1
Comment | J===)| | |-
Text Joe| |
| | L el L
TN TN e ARG e OB || I Y |
|- el |
)= I L=
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Permit and Code Enforcement Settings

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

options: Default Inspector from Inspection Type/Area and Inspector from Closed/Failed
Inspection.

‘5-'" Permits and Code Enforcement Settings - Munis
il

Prrmits and Code Enforosment Settings - Munis

General / Property | Permit Applications | Inspections f Violations | Dept/Beard Reviews

InspechonsMolations

Mext Certificate of Inspection | 1

Seventy/Prionty label |5mnhl

Initial Complaint Source [ | If E|

|lh=ln:-pl:ctlun nspector m:thu-dllr-ip::tnr from closed/failed mspection -
|#| Complainant names linked to CIDs Default inspector from inspection type/area

|| Use system date for scheduling requests - ar f doaedffailed mapection
|%] Add viclation codes to inspection checklist tems

Inspection Shifts

Start End Units

Shift 1 [am || Merning D&:00 12:00 4.00|
Shift 2|PM ||Afl.=rnaon 13:00 17:00 4.00
Shift 3| || Late Night 18:00 20:00 4.00|

12.00 |TnLaI

Inspection Scheduling

Perform Inspection Scheduling in lMuHIS -

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

The Inspector from Closed/Failed Inspection option uses the inspector on the record at the
time the inspection closes.
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The Default Inspector from Inspection Type/Area option retrieves the inspector from Inspector
list based on the Reinspection type in the Inspection Types program.

o4 v

Add  Updste

Inspection Types - Munis

Inspecton Type

Delate

Level Code Descnphon Department Inspector Trade Type Stakus k"
0 vill COMMERCIAL EQUIPMENT #£1 CODE MK L
0 v112 COMMERCIAL EQUIPMENT =2 CODE ME &
0 V121 UNSANITARY CONDITIONS &1 CODE MY L
0 V122 UNSANITARY CONDITIONS #£2 CODE MY i
0 FOO1 FIRE FIRE IH o
0 HOO1 HEALTH INSPECTION HEALTH IH A
0 1001 ARBORIST INSPECTION A

Inspection Types - Munis

B Tt file y i Word

=] POF ~ i Email
Print Excel Afpchments
w E Preview @ Schedule

| Bllow fee to be paid before results

Invosce inspection fees

Code 1001 Results:
Description ARBORIST INSPECTION Pass result P |- PASS
Short description ARBORIST | Fail result F | = FaIL
Status |Active | | Reinspection 1001 |.. ARBORIST INSPECTION
Department PW - PLIBLIC WORKS - Actrve
Inspector EW - Ed Walsh - | + | Require results pass/fail indicator
Contractor role - Use inspection sconng
Trade tvpe | = | Mimmum score 0|
Lewvel o -
Generate a certificate of inspection Scheduling:

Generate violation | Yes - Create violation will default to ¥ b Require permit to be issued before scheduling
Fee code TREE - TREE INSPECTION - |§ +| Wiew online

Active +| Schedule anline

Reguire fee to be paid before scheduling

& Inspectors Il & Checklist I = Permit Types

Minimum days ]
Units required 1.00

i [ Reinspection Fees |

I | £ |saefsa | > | 2| Q [= | attachments (o)
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The Acreage, Gas Type, and Road Type check boxes are available on the Permit Applications
tab. When selected, these check boxes update the specified data for records in the Property
Master program when you close an application.

@$ U
e Permits and Code Enforcement Settings - Munis

Glear App Lock  Greste Codes

&% maplink v | Clear Incp Lock

! Alerks W Field Audis
Mani

General / Property cations  Inspections / Viclations = Deplt/Baand Reviews
General
Mext Application Reference | i52

Mext Permit Mumber | 12

Escrow in use

Point in time fees used

Use plan review cycles by reviewer

Electranic plan reviews in use

Primary contact required

Complete issued permits on closed applications
Delete unissued permits on dosed applications
Default names on inspections

Limit permit types by project type

Limit inspection types by project type

Limit inspection types by permit bype Update Permit Types
Number of monthe for delete 24|
Contractor limit o
Default anline applicant 0...

Adding o New Building | Closing a Permit Application

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

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

Water type

Sewer type

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

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

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

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

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

Permits and Code Enforcement Settings - Munis

Permit Types - Munis

@ Word v u Permit No

Pac e o .
o @ Boom - Delete W oTestfile (1
© i . v =L por o emall

General / Property  Permit Applications  Inspections / Violations = Dept/Board Reviews i v | sk Unagm
Search Upeste Prnt Bxu Attschments -

s | B owicate v [ preview W Schedule t Merts v | Estimate Fees

Hext Application Reference 152 <o Seare u a o

Hext Permit Number 12 T —

Permit code |eos Level | al

Escrow in use

Point i time Fees used Description |pumomc permrr | Fee use |2l fees used -
Use plan review cycles by reviewsr Short description |BUTLDING P Stop fee recale |
Y| Electronic plan revicws in vec Issuing department 810G | BUILDING Days te expire | 0|
Primary contact required 4
Complete issued permits on closed applications Status [active Max days to revew L 9
Delete unissued permits on dosed applieations Permit category | v Number of months | o
Default names on inspections prefix/Next number | | o Max months extension | a
Limit permit types by project type Required licenses | ] Callect fees prior to issue [N -
¥ Limit inspection types by project type
Form code |eLoss - surLoING PERMIT 28 - Collectin cashiering  [ves 3
Limit inspection types by permit type pdate Permit Types e
Contractor role e GENERAL CONTRACTOR Lower level issue required
Mumber of manths for delete, 24 Report summary L Workflow required
Contractor limit a Report summary 2 Allow issue online
Default online applicant of.. | Work Order Activity

Work Order Template

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

Fee Basis Which Sq Feet

*Unknown Per Unit

Use and use memo Acreage

zone Gas type |
| Impervious surface Road type

Fiood zone

Water type | EFees || S inspections

Sewer type

K| € ||1of2s M| Q| = | Atachments (0}

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

Permits and Code Enforcement Settings - Munis

App Lock  Crasts Codes

v | Clear Insp Lock

Inspection Types - Munis

3= £

General { Froperty  Permit Inspections / Violations | Depl

- o[ Qi Word =
v = eor ! @ Emai
Hext Application Reference 152 e 2 Aamerts
v i Preview e

Next Permit Humber 12,

Escrow in use

Description Department Trade Type Status

Inspectar

Point in time fees used

0 E001  Environmental Control BUILDING A
Use plan review cycles by reviewer
Electranic plan reviews in use 01011 FOOTING =1 BUILDING A
Primary contact required 01012 FOOTING 52 BUILDING Munis (piinspmt)
Complete issued permits on closed applications 01013 FOOTING 23 BUILDING

4dd new inspection type as an allowsble inspection type on existing project types or existing permit types?
Delete unissued permits on closed applications Y —— BUILDING
Defoult names on inspections
#

Lt permit types by project type 01022 FOUNDATION #2 BUILDING =

01023 FOUNDATION #3 BUILDING BN T

+/| Limit inspection types by project type
E— larspectienvype ]

Humber of months for delete 24 Code E001 Results:

Contractor limit O‘ Description Environmental Control Pass result |

Default online applicant o| [ Short description Environ | Fail result -
Status actve -] Reinspection |

Department BLDG - BUILDING -

Adding a New Buildin

Clasing a Permit Application

Full entry screen Inspectar L ol | Require results passifail indicstor
Quick entry screen | When closing a permit application, update the property master f{ Contractor role - Use inspection sconng
Trade type - Minimum score: 0
Use and use memo - L 0
| Zone Gad Lo 7“
| Impervious surface Ro Generste a certificate of inspection Stheduling:
/| Flood zane Generate violation |No - Require permit to be issued before schedubing
Water type Fee code WOO05 - YARD MAINTENANCE = < Wiew online
7| Sewer type Active o | Sthedule online
Allaw fee to be paid before results Minimum days af
Require fee to be paid before scheduling Units required Loo
Invoice inspection fees
& Inspectors || @ checklist || & Permit Types. || G Reinspection Fees |

I € Jrorea L2 ] Q] =] anachments (o)

Munis Revenues Major Enhancements, Version 10.5 Page 29



o tyler.

When the Limit Permit Types by Project Type check box is selected and you click the Update
Permit Types button, the Project Type program includes Permits in the Allowable group based
on the existing permit type in the Defaults group. When you add a new permit type, the
program displays a confirmation message. Click Yes to accept the permit type.

Permits and Code Enforcement Settings - Munis

Permit Types - Munis

Dept/Board Reviews

Hext Application Reference
Hext Permit Humber

Permit code
Description ENVIRONMENTAL CONTROL Fee use B - |

Env ] Level o

Short description  |[ENVIRON | Stop fee recalc N

Issuing department |BLOG BUILDING Days ta expire

Limit inspection types by permit type Update Permit Types o

Humber of months for delete 24|

Contractor limit of

Default online applicant al.. |

Desription Fee Basis Fee Rate Wihich S Feet Stat Desc.

Acreage

Gas type
Road type -

|@ress | @inspections ||| @ inspections
K| € Jaof2 > | M) Q) F | Adachments (o)

1.5

When you use allowable inspection types, the main screen of Inspection Entry and the Add
Multiple screen (accessible through the Inspection Scheduling option) limit the inspection types
to only the allowable inspection types for the permit type. If the inspection is not linked to a
permit application, the Permit box is not available for entry.
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When you select the Full Entry Screen option under Adding a New Building on the Permit
Applications tab, the Application Entry program displays the full Application Construction
screen when you click Detail for an application with a construction permit type. If you select
Quick Entry Screen, the Application Entry program provides a portion of fields on the
Application Construction screen when you click Detail for a construction permit type.

089 Permits and Code Enforcement Settings - Munis

Clear App Lock  Create Codes 4
HE ¥ | Clear Insp Lock

{ Alers v Field Audits

General / Property | Permit Applications | Inspections / Violations | Dept/Board Reviews

Hext Application Reference 152
Hext Permit Number 1z

| Escrow in use
Point in time fees used
Use plan review cycles by reviewer
| Electromic plan reviews in use
¥ Pnmary contact required
Complete issued parmits on closed applications
Delete unissued permits on dosed applications
< Default names on inspections
. Limit permit types by project type
¥ Limit inspection types by project type

< Limit inspechion types by permit type Update Permit Types
Humber of months for delete 24|
Contractos limit 0|
Default online applicant 0]...

Adding a New Buibding | Closing a Pernat Application

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

Use and use memo Acreage
<| Zone Gas type
+ | Impervious surface Road type
<| Flood zone

‘Water type
| Sewer type
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Permit Types

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

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

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

2 ©
Home ¢ Permit Types - Munis

W Textfile “ v Permit No ‘

v 2 Lo ) [ Maglek v | Lt Usage
Updote. it o
Boviate v [§ freview ule | Alerts v Estimate Fees

Permit code e | Leve [
Description [peMouTion . YT,

Short description | DEMOLITION Permit Types Copy
Issuing department BLOG |.. eunoms —

Status |active

Permit category |0 - OTHER

Prefix/Next number ‘D | 20034078

Required censes | | - =
Form code |DEML - DEMOLITION PERMIT « |From Type  From Type Description From Dept Desc ToType Cd To Type Desc To Short Desc  To Dept To Dept Desc

Contractor ke |DEMO |...  oemoioN conTRacToR - | BULDIHG | [ESZE| D O -

Report summary 1| |- || J | J | |

‘.

f=o|

Report mmary 2| | fon) J | J | | [
Joo) J | J ! | Jo)

Work Order Activty | |

Wark Order Tempiate | -

Description Fee Basis Fee Rate Which 5q Feet Stat Desc
|DE"0LFION Statistic Per Unit DEMO COST
|EBFees | @inspections ||| (Sinspections

K| ¢ Jeots Ly Q) G headmens(0)
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Utility Billing - CIS
The following changes apply to Munis Utility Billing — CIS programs.

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

Account Customer Inquiry - Munis

| o Text file E Wort Wdit History Contacts Search
.
=

A~ PDF B E fy aplink ¥ | Utilities Bill Inquiry
Print
t= v [ preview E Schedule 1 Alerts W Property Master  Effective Date

Confirm Actions Output ffice ols Menu

Billing address Additional info
| Account start date

Account Customer Inguiry - Munis

Account |

L

Parcel | I | Premise phone

Route District \_/ Type | | Group billing I_/

Address: | | | |
.= Last bil | I |

Customer \—/ Last payment | H |

Name ‘ |

Projected penalty amount

Start date Stop date | |
Total due on | H |

| |

| |

) Bill due date | |
Relation | ‘
| |

[ Service Orders H [ Contacts H [ Special Conditions ” [ Deposits ” [25 Text H [ Application Fees J
Summary | Account Balance | Account History | Events | Current Billed | Bills
Summary Code Total Deposit Total Current Total Delinguent Total Int/Pen Total Bal

[|_<][i]|n of 0 |mw&]5 Attachments (0)

The Events tab displays event history associated with the account/CID and offers filtering
capabilities. The Account History tab provides summary and detail transaction data, viewable
by AR category. The account history information is also available using the Account History
program.

Summary | Account Balance | Account History | Events | Current Billed | Bills
Date Type Desc Reference  Amount Year Bill # AR Cat 3
|
Summary | Account Balance Account History | Events | Current Billed | Bills | Assessments
AR mlegnryl - ]
Summary
Detail
Date Bill # PP | Service Seq Type Rate Curr Read Usage Billed Usage Check # Amount Interest
02/09/2011 Adj 6.79 0.0
07/31/2007 1058 Charge 345.17 32.1
03/15/2007 Multiple Charge 10240.81 3344.5
02/28/2007 Penlty 50.00 0.0
10/16/2006 Payment -3631.84 0.0
10/01/2006 Multiple Charge 35680.37 6391.8
06/15/2006 Multiple Charge 5157.47 1914.5
05/15/2006 Multiple Charge 4932.91 1838.5
04/15/2006 Multiple Charge 5193.75 1984.5°
03/28/2006 Adj 144.10 0.0
03/15/2006 Multiple Charge 5191.98 2004.3
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Aging Report
The Include Charge Codes, Include Rate Codes, and Include Account Types groups define up
to five ranges of record sets for each category. These ranges provide expanded search criteria
for the report data.

Aging Report - Munis

election criteria
Bill date 02/09/2014 ] to  |03/11/2014 ]

Account | [to  |zz222227227277272727 |
Customer \ 0| w | 999999999

ROUTE to ZZZIZIZ

Services - general Aging as of date 03/11/2014 | 1
Services - electric Activity through date 03/11/2014 |
Assessment ts o
Installments Minimum balance .00
Inactive only Calculate interest
Active only Acct/CID
Stopped accounts only Include all CIDs
Print Include only current CIDs
Include only past CID!
Zero balance netude enly pas .
Credit balance Report type
Detail
Current Summary Indlude rate code

1-30 days late
31-60 days late
61-90 days late
91-120 days late
121+ days late

Summary Options
Summary code/servicefrate
/summary code/service/rate

Name
Location

If you select the Summary check box in the Report Type group, the Summary Options group is
accessible. Select one of these options to specify how the report summarizes amounts.
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Assessments

The Assessments program allows the use of calc code 1 - Bill Amount Fixed when the GL
Update Method is Full Bill with Periodic Billing. To use this feature, the General Ledger Post

Default option on the Assessments tab in the Settings program must be set to Full Bill with
Periodic Billing.

o Settings - Munis|

v @ B - ..7 Delete B g Textfie El 05 W

al v | =k poF

val
Accept Cancel | Search Add  Update

Prnt
Ef puplicate |+  [fi Preview
Confirm Actions Qutput

Settings - Munis

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

|Genem| ledger post default Full bill with periodic billing - I

Assessmnt special condition

|| Pay assessments restriction

Mext petition # o

Water front foot

I_J thru
l_J thru

\
\
Sewer front foot ‘ l_J thru
\
\
\

Water capital facilities

Sewer capital facilities

I_J thru
I_J thru
l_J thru

Water installment

e EE

Sewer installment

You must also have defined a full bill process, including a bill run code for full assessment bills.
When settings are complete, the Assessments program accepts a value of 1-Bill Amount Fixed
from the Calculation Code list when the value of the GL Update Method list is Full Bill with
Periodic Billing.

L7

Assessments - Munis

Account |ZUl4'ElSlS |... (= Account start 03/12/2014| | Account stop 12/31/999%|
Billed cust ID 10| ... = LEWIS, MELISSA Customer start 03/12/2014| 4 Customer stop 12/31/999%| ¢

Charge code A1 ... Assessment - Water Main Sequence 1

Assessment account type [R - RESIDENTIAL = GL update method  |Full bill with periodic billing -]

General | Detail | Subject To | User Defined | Schedule

Calculation code |1 - BILL AMOUNT FIXED = | Total number bills 10
Assessment year 2013 Remaining number bills 10
Project/Contract Interest percent 0.0000

Calc method - Bill amount 1,000.00 | e

Front feet | 0.000| Acres | 0.000| | Principal amount 1,000.00 | =
Base rate 1,000.0000 |EA| Factor 1.00000 ||| Interest amount .00 | Ea

Units 0 Principal billed .Uﬂlﬁ
Original amount 10,000.00 |E Interest billed .nn'ﬁ
Down payment .00 |=m Class |_|

Deferred 0.00 |EE Connected |N_|

Assessment 10,000.00 Date paid
Unbilled balance 10,000.00 |E@ Full bill status Pending

Year | oz | 0|

1€ | € [1of2 > |2

The Schedule tab determines the appropriate schedule for the full bill assessment.
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General | Detail | Subject To | User Defined | Schedule

Unbilled balance
Mext due date Full bill unpaid interest

Left Balance Interest Principal Paymt Total -

9 9,000.00 .00 1,000.00 1,000.00
8 8,000.00 .00 1,000.00 1,000.00
7 7,000.00 .00 1,000.00 1,000.00
6 6,000.00 .00 1,000.00 1,000.00
5 5,000.00 .00 1,000.00 1,000.00
4 4,000.00 .00 1,000.00 1,000.00
3 3,000.00 .00 1,000.00 1,000.00
2 2,000.00 .00 1,000.00 1,000.00
1 1,000.00 .00 1,000.00 1,000.00
o .00 .00 1,000.00 1,000.00

For bill runs that are specifically used to create full assessment bills, the Generate Charges
program creates a full bill for the principal amount for an assessment with calculation code 1.
The program calculates the appropriate principal and interest amount to be billed when the first
and subsequent installment bills are created. If payments are made to a full bill prior to the
first/next installment bill, the assessment unbilled balance and principal/interest billed amounts
are updated.
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In Account Customer Inquiry, the program excludes the full bill balance from the Total Due
Amount in the Recent Activity Group and from the Summary, Account Balance, and Bills tabs.
The Assessments tab presents the original assessment amount, the total unbilled amount from
the full bill, and the total amount due for any unpaid installment bills. The tab also lists all billed
assessments with totals.

Account Customer Inquiry - Munis

otes v Audit History Contacts Search
] otify Maplink v | Utilities Bill Inquiry
Excel

rin
v [ preview B Schedule 1 Alerts v Property Master Effective Date
Output Office

-. o Text file E‘ :.'.'.'-:-:1

| v B L eoF

Billing address Additional info
Account | BCASMT1 | |1000 INDUSTRIAL waY | Account start date 03/02/2007
Parcel \ | \ | Premise phone
Route |85 District D1 | Type |C |FALMOUTH, MA 04105 | Group billing N
Address: 1000 INDUSTRIAL WAY 207 555 9874 [ |
FALMOUTH, ME 04105
Recent activity Alerts
CID
Last bill |07/31/2007 | 33930.22
Customer 133
Lest payment  |02/10/2007 || 16998.63 |
Name |REAPTIDE, LLC |

\ J

\ J

Bill due date 08/15/2007 \ |
Relation  |OWNER

Projected penalty amount | o.00f | |

Start date | 03/02/2007 Stop date 12/31/9999 ‘ |

Total dueon  |03/14/2014 | 74308.10 |
(& Service Orders H [ Contacts. “ [ Special Conditions Hﬁ"‘Depusits J“j‘Text H [& Application Fees J
Summary | Account Balance | Account History | Events | Current Billed | Bills | Assessments
Charge Original Amt Unbilled Prin Unbilled Int Unbilled Total Billed Bal Total Balance Remaining Bills *
ASSESSMENT 600000.00 583263.22 0.00 583263.22 74308.10 657571.32 0
ASSESSMENT 600000.00 566656.42 0.00 566656.42 74308.10 640964.52 24
ASSESSMENT 1500.00 1500.00 0.00 1500.00 74308.10 75808.10 20
Totals 1201500.00 1151419.64 222924.30 1374343.94
K | € [340f61 »iMQ = Attachments (0)

In Account History Inquiry/Report, the program excludes the full assessment bill from the
unpaid balance amount on the Detail and Summary screens.
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Bank Billing Register/EFT
The Bank Billing Register/EFT program includes the Create Prenote Only File check box, the
Service Class Code list, and the Interest Effective Date box.

Bank Billing Register/EFT - Munis

Notes W Audit Define  Custom Header
{82 Maplink v | Select  Generate

n xcel Adtac
ERouplicate . v [ Preview 5 Schedule ! Alerts W | Flag EFT

Confirm Search Actions Output

Add  Update
Menu

Bank Billing Register/EFT - Munis

Execute this report -
|MUNIS UTILTIY BILLING ‘Account number 654654654
|FLEEF BANK ‘Ccmpany entry description
Transit number Transit number 18227322 | |1 |
Taxpayer ID number
Company ID number TIN l—l
ACH
Name | |
Routing number o Check digit I_Dl
Company ID number
Sequence batch number 1
Bill Include records previously processed.
Account Create offsetting entry.
Bill run \_I Use total due amount per account
Commitment Apply early payment discount
Automnatically update prenote.
Days due fram today \—/ o I—I Create sapa:ateplnckh:xfexport files
Include CID draft day from to l_l Create prencte only file
Service class code 0 -
Interest effective date
\Quput |
Export file name Total records exported 1]
Export path name | ‘
Append today's date to export file name.
Lockbox file name
Lockbox path name | ‘
Append today's date to lockbox file name.

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

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

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

Average Payment Plan Processing - Munis

Define  Flaa PP g
Select  Process
Retun
Rate Adj
Menu Return

Humber of periods to average | 12
Number of periods to bill 12

Use to calculate average All account history -

Rounding \NGNE - J

Calculate Budget

Audit Define

Notes

notify (2 Maplink v | Process

e ’ ot frm— Reum
Commitment . B Preview S ! Alerts v | Reinstate

Customer type o to |ZZ
District o o |22

t
[2

Charge code .. to |zzZZZZ
Rate code . to

Total records selected

s
Charge code . Sequence

Number of perieds to average

usage
Budget amount

LJ

LJ

Percent by which to increase budget

Number of periods to bill

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

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

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

In the Actions to Process group, the Apply Charges Now or Later option is available. When you

select Later, you can apply fees to the account after a service has been completed. In this
case, the fees are not posted.

@80

Confirm
Cutoff Process - Munis
Processing options
Execute this process

Cutoff fee based on

Current Find Set
General -

Service category

o Text file [E

B Email

-
.
=

A PDF

X
Excel
Preview

Cutput

+| Apply charges
Later

© Now

/| Create service orders

Add special conditions

! Alerts v Flag Cutoff

Cutoff Proce
Define Report Output
Retzin Lines

nk v  Generate

= More... ¥

Return

cuteffby B duedate ]
Due dates ‘ | 1 t"| ‘ 1 /| Initial cutoff selection

Cutoff date 01/08/2014 1 =| Include miscellaneous charges

Days late 1to 3599 Include interest in minimum/calculations

a

ss - Munis ||

4

Minimum balance

.00 | Minimum by Account/CID balance -
Ingude charge codes

Cutoff notice type

Create additional deposits
| Use subject to fee codes

2014

Fee year

Calculation code 0o

Fee amount/%s

Fee charge code

.000000
e E e Move to final bill

Bill run Commit
ROUTE to
Account ‘ | to

From To

ZIZZIT

Account type

to
to

Owner responsible for tenant-occupied

District

!

Effective date |01/08/2014 1 Mave to final bill First -
Include all services
Year 2014 Second hd
. Service stop date 1 .
Period o7 JAN Third -
Service status after final -
Reference Fourth -

Report optons

Include all metered services on one service order if multiples exist Create event history records

Type {TOFF - Turn off - J Include report for total due by age group
Reason code { - J Include next payment plan amount
Department { - J Sequence Account -
Assignedto | - Output 1- All accounts =
Comment ‘ | Print user defined field 0

\

Records selected 0|Records flagged ) |
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technologies

When you chose to apply charges later, use the Previously Selected option on the Menu group
of the ribbon to process these charges.

Cutoff Process - Munis

B g Textfile g4 Werd Define Repart Output
: <
Global w | B L pOF B Email plink v | Generate  Retain Lines
Print Excal Atachme: Refurn
EE puplicat= | v [ Preview ed ! Alerts ¥ | Flag Cutoff | = More... ¥
Actions Output Tool 2dd Spac Cond Return

Cutoff Process - Munis

Processing options Actions to process

Process

Print SO
Execute this process +| Apply charges
—_— . Line Reset
Cutoff fee based on Current Find Set Mow Later
~ — /| Create service arders Export
Service category lGE”EE'I—‘J Add special conditions
Cutoff by IBiII due date - I

Apply Cutoff Fees - Munis

T Word

Define Process ‘

W g Textfile E
B e

oftify aplink v | Select
chments L Return
! Alerts v Flag

B2 Email

v [ preview

Output Menu

Fee

Fee Service category IGenamI - ] Effective date|01/09/2(]
Calel C otoff date [p1/09/2014 15 to (01/08/2014) | Year 2014
Fee 50 Type I 'J Peried a7
" |50 Reason I A ] Reference

Include only completed service orders

Records selected Records flagged

Delinquent Notices

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

Delinquent Notices - Munis|

Delinquent Notices - Munis|

due date
*) Days late

T Lsteby

Bil due date from o

120272008 |
Interest date | 12/02/2008__[33)
Last payment date 1210272008 [33]
a0 |[5)

12/02/2008

|1z/02r2008 |
XL Export -
e J Last payment date 12/02/2008
Shuofidite |smoz2008 |

ot Compemton <] |

= )| O current cios
L past cios

I wzz_ | J J

end 3 | acet e
it e 0E|u

ROUTE J to|zzzzz2
(| Average payment plan accounts only

Frocessing| | iotices generated|
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After the Select step is complete, click Export Postal to export a flat file to the spool directory.
Once the file is stored on the spool directory, the program displays a query box that provides

the option to send the file to your PC. When you click Yes, the program displays the file path.
Update the file to include the output sequence order for the XML file. Once the file is updated,
click Import Postal from the Menu group of the ribbon to import the updated file back into the

Munis database. The program automatically resorts the bills.

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

Service Order/Print

When you search for a service order using the account number and you do not enter a value in
the Primary Svc box, when you click the field help button in the Customer box, the program
displays an Options dialog box. Use the Select a Customer from this Account option to narrow
the search results to only customers associated with the specified account, or select Perform a
Customer Search option to display the Find Names customer search box, which you can use
to find any Munis customer.

Service Orders / Print - Munis

Service order

Approved by
Department
Assigned to

Priority

Comments

Service

Seq  Description

[~
J
|
|
|

{
{
L
{
|
\
|
|

Add/Remove Services | (= Special Conditions

Mfg Meter/Item *

[ Contacts

Install Dt Dials  Reading

I Search in specific madule only

Reference Seq Entered 02/13/201«
\—/ I—I Customer Name Start Date End Date
Type CON - CONNECT METER -

P { J ' SMITH, BILL 07/04/2003  07/04/2003
Reason |BRKN - BROKEN METER M| = 66 TALLMADGE, LAURA 07/05/2003 12/31/9999
Account |oo1001 [ oee = 84 RASHAD, JAMAL 07/04/2003 07/04/2003
Parcel 002002000000 0 RIZZO, FRANK 07/05/2003 12/31/9998

| Enter the UB account T =
Lacation 25 mav ave L EXCELSIOR PROPE AGERS 07/05/2003 12/31/9998
B — 186 SHERVIK, ARTHUR 01/01/2014 12/31/9998
Prap desc | 10 LEwts, MELISSA ovou2013 124319999
Primary sve L L *Service Not Selected L v—»’*uan(q
Tomt |
Read meteritem [Jortiens Z J
Install date
(+) Select a customer from this account
Other meter -
\—/ () perform a customer search
Customer ol...
oK
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For service assignees with a valid email address, use the Schedule button in the ribbon to
send appointment notifications to the assignees using email.

Service Orders / Print - Munis |

eeeeee Entered [02/13/2014 | J

» Appointment to Maintain Service Order

a
| | meffring@tylertech.com
Instal
Subject: |Maintain Service Order; Reference: 75; Sequence: 1; Account: 001001 |
Other meter -
Location: |Your Home |
Customer
Approved by | All day event
Department Start Time: |03112/2014 |62 | 15:00:00 |
Assigned to End Time: |03/12/2014 |6 | 17:00:00 |
Priority
Comments
[ Reminder: 15 minutes o
Show time as: Busy -

Add/Remave Sery |Maintain Service Order, Reference: 75; Sequence: 1; Account: 001001; Type: TEST; Reason: £5T|

When you enter an email address on the Appointment to Maintain Service Order screen, the
program verifies that the email address is valid. If you enter an email address that is not valid,
you cannot continue.
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Settings
The Prorate From list on the Site Options 1 tab of the Settings program includes the
Initial/Final/Stop Date.

o Settings - Munis

B Textfile E‘ 3 Word
B, L poF = B Email

Global w
Add  Update

- Print coel
EB ouplicate | w [ Preview B Schedule

Actions Output Offica ols Menu | Returnm

Settings - Munis

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

General
Parcel number mask Process by Account -

| Parcel using locati

] Parcel using location Estimate/Average by |Account/CID -

|_| Update general ledger (GL)

|+] Budget plan Apply credits by Account A

|_| Use backflow inspector codes at the device level Calculate late on Current bill -
|_| calculate interest up to special condition start date =

|+ Deposits through misc receipts

(] Exclude charge option in billing |Prorate from Ilnit\alfﬁnalf’stop date - ]

|_| Meter estimate warning Prorate zero 1 Cycle end date

|| cumulative flat inventory required ﬁ Previous read date
¥ Meter inventory Initial/final only
|_| Require meter size

|| store rate step detail information

|_| Prompt for calc-all upon completion of generate charges Annualized billing

|_| Require reason code for update/delete in Current Read/Consumption

Process optior]
[_| Debit tax Initial/final/stop date

Start date 07/01/2008 |5
|| Require reason code for update/delete in Calculate charges -
|| start new customer at tier 1

|_| Require miscellaneous call code for contact notes
Last meter # 0 Deposit maximum .00

Mext bill # 1073 EUSP credits

Next abatement # 1 State account

Transfer run TR Misc codes | U to ‘ I_J
Default vacant cid 0

Bill to |cusTomeErR |
Mail to |cusTomER -
Delinquent to ICUSTOMER - ]
Lien to |cusTomER -

This option accommodates flat charge proration by stop date for a regular (that is, nonfinal) bill
cycle. When you select this option, charge calculations prorate flat services that have been
stopped in the middle of a regular bill cycle.
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Transfer Delinquent to Tax

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

Transfer Delinquent to Tax - Munis

Category Al Categores - Sty by el Transfer Delinquent to Tax - Reverse
RoE Sammary by pueeldharge e
o |2z22 Base minimam on: Setby:
v -, e
o |mEEE Minlmum delinguent amaunt 0 Pareel
Bill due date Dutniet
o 01002014
Destnct to res to |OLOS2014 ‘_
= Al Categories .
Transher 1o bill year 2013 ‘Subtetal by summary code b0 |Z2222ITITIRIAIRITITIINLAIRITILLILITIRL,
Transter bill installment 0o not buld mstalment detal = Use deleguent-to name
Interest date 01/05/2014 o Update UBARGL
Effective date 01/09/2014 e 01/09/2014
Pasting year 014 014
Period 07 W a7 N
Reference
Reason code
iyt e name Total records ]
Futh
Procassing Tl recurde 0

When you generate the reversal, use the Flag to Levy option to identify each account to which
the reversal applies. When you click Process, the program completes the reversal.

For completed reversals, Account Customer Inquiry includes the amounts that are once again
included on the utility bill.
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Transfer Delinquent to Tax, Account Event History

The Transfer Delinquent to Tax program creates specific Account Event History records for
interest amounts included in the process. The Account Event History browse screen provides
the Charge Code, Amount, Reference, Bill Year, Bill Category, and Bill Number values. The
Reference field displays "Interest” for those records providing the interest amounts.

Account Event History - Munis

| o Textfie 3 T word

A PDF ~ B Email
E> Aftachments
v [& Preview B Schedule
Confirm Search Actions Cutput Office

Account Event History - Munis [Virtual Server v,10.4 UBCIS Aug 9 2013]

Event
Account |TvLeRz |
Event type TDT |.. TRANSFER DELINQUENT TO TAX

Effective date 02/21/2013 1 Sequence I_ZI

Customer | 210) ... | 2 | Address # 0|... IOHN ADAMS

Reference |INTE REST |

Service order S0 sequence I_I =

Run/Commit I_I

AR category 50| SERVICES

Year 2013 Bill s48| | 2 | Multiple bills

Charge code 8000 ... LIEN PRINCIPAL CHARGE CODE

Meter manufacturer Meter # | | E"

Quantity 0.00| Amount | 1010.00‘ Receipt =

Reason UBLI Volume ‘ | Page |

Report Options

4

tetum

nk v  History
Alerts v  Misc Charge

Menu Return

Action
Form used

Comment(s) |u/B sill LIEN

Created by |meagan.tou|ouse | Entered |02f21.-"2013

wliulﬁ of 16 |mwl&]® Attachments (0)

Time  |09:55:42
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Munis Centrals Programs

The following changes apply to Munis Centrals programs.

Property Central

The Available Panels group on the Settings screen includes the Parcel Websites option.
Prerequisites for using this pane include the creation of the hyperlink code in Permits and
Code Enforcement Miscellaneous Codes and the link to the parcel or alternate parcel through
the Hyperlink Templates program in Munis Central Property. Refer to the Central Property
section of this document for additional information.

Settings B
Application Settings
Available panels Loaded panels
Parcel Websites Left column | | More Information a

El Owmer Information
Farcel Information

E Periodic Inspections
Permit Applications
PP Information
Property Image
Festrictions
Sub-Addresses
Tax Values

When you click a link for a parcel of alternate parcel record, the program connects you to the
website address that contains the parcel ID or alternate parcel ID.

Parcel websites v

Type Descriptiorn
AltParcal PROPERTY LINK
AltParcel TEST HYPERLIN!
AltParcel TEST PARCELZ
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System Administration - Revenue Roles

Module Field Name

Description

Permits and Code Enforcement

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

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

Note: The default permission value for the

Add Plan Reviews, Update Plan Reviews,

and Delete Plan Reviews check boxes is a
cleared check box value and you will need
to select the check boxes.
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Citizen Self Service

Citizen Self Service (CSS) provides citizen access to Munis Revenues programs. The
following changes apply to the Munis Citizen Self Service programs.

Business Licenses
When you click Accounts in Munis Business Licenses, the Add New button allows you to
provide contact information. The Modify button on the Contacts Detail page allows you to
update contact information.

Business Licenses
Account Review 1 License | Add New License | Return to Accounts
FRITZ, MICHAEL
Account ID 20070099
Status. ACTIVE
DBA FRITZ, MICHAEL
Location 1 COLE HAAN DRIVE BLDG 1
. MIUKIS ME 04056 Business Licenses Home
Business owner name FRITZ, MICHAEL Contact Details Return 1o Account Revew
Agent operator name FRITZ, MICHAEL O
Business contact name Neme * [ i censes
Business phone number 207-578-9998 Role * Select conlact role v
Alarnats phons sumbar Association [ Mo contact association +|
Fax number | | ot
ceounts

Email Address
Website | | Account Details

City/StatefZip

Modify Cancel | | | ywner information
Primary Phone
Filing

Contacta Aternate Phone [ | o
No contacts were found for this account :

Fax

Contact Us
WMW‘W Email
| | New Search
Woebsite [ ]
Email Announcemen ts
Comment [ ]
Motor Vehicles.

* indicates roquired field
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The All Bills page displays bills associated with a specific account when you search business
license records on the Business Licenses Search page, click the Details option on the Search
Results screen, and then click the All Bills option in the Business Licenses menu.

ADMINISTRATOR ~

" tyler

Business Licenses

] - Home
Bill Detail

Cilizen Sell Service
View Bill
Bill Year 2011 Animal Licenses
Bill 100252

ot FRITE. MIGHAEL

Accounts

View paymentsfadjustments

Charge Description Amount View Bill
BLPEN BUSINESS LICENSE PENALTY $10.00
BUSLIC BUSINESS LICENSE $125.00
SUBTOTAL $135.00 tyler
Fees $10.00
Current Interest Due $0.82
Payments/Adjustments §4.28 . .
Business Licenses e
Total Unpaid Balance $13154 All Bills
TOTAL DUE $131.54 Citizen Seif Service
Account ID 20070084
DBA FRITZ, MICHAEL Animal Licenses
1 TYLER DRIVE
Locatior
2 Found shawing bills for years 1914 o 2114 only Accounts
Location Owner AccountID  CycleMonth/Year Category Type
Al Bills
1 COLE HAAN DRI FRITZ. P "
VE BLDG 1 MICHAEL 20070084 A 12012 CCON TDRY  Details Contact Us
:‘IgﬂlF HAAN DRI :ﬂF\lCITl‘i?AEL 20070084 A 132011 CCON TDRY  Details | Pay Bil Search Results

The bills that display on the All Bills page are available when your system administrator selects
the Apply Bill Year Search Range to the All Bills Page check box in the Business License
Administration page. When that check box is selected, the specified year range in the Bill Year
Search Range Calculation is applied to the content of the All Bills page, which displays the
year range above the available records.

Bill year | Required ~|Page order (0 %

Bill year search default () Collection year ® Currentyear ) None

) _ Current or collection year minus | 100 | to
Bill year search range calculation

0 e

T Current or collaction year plus
&1 Apply bill year search range to the Al Bills page
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Permits and Inspections

The Estimated Cost box on the Apply Online page of Permits and Inspections allows you to
enter an estimated cost as part of the permit application.

MICHAEL FRITZ ~

Permits and Inspections

i Home

Apply Online

Citizen Self Se
Step 4 of 5: Details of project/activity Step 123 45 fheen e
Department BUILDING Animal Licenses
Project CONSTRUCT POOL

Business Licenses
Describe location |[RECREATION CENTER |

Email Announcements

INSTALL OLYMPIC-SIZE POOL AT THE REC
Describe project/activity CENTER. EIGHT LANES, 25 YARD (4425 50 FT) General Billing
PLUS 15 FOOT DECK (5400 SQ FT).

Your role in project * [CONCRETE CONTRACTOR | Maotor Vehicles
Reason for applying | Non-Emergency Requesis
Estimated coat |453|HIEI| * I Miscellaneous Receipts

Proposed start date 04/30/2014
Parking Tickets

Proposed end date 05162014

Contact Us
Coniractor jor applicant i no contractor) *
Personal Propery

Name * FRITZ, MICHAEL

Address 1 COLE HAAN DRIVE FReal Estate
City YARMOUTH N
Staie ME

Zip 04096 Utility Billing

Phone * 207-878-9996

Fax

Email * michael fritz 35@yahoo.com

Additional information

Any additional informalion
you would like to provide
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Once the online application is processed, the estimated cost updates the application and
related permits which allows the correct fees to be paid.

Application Entry - Munis

B Text file Werd Dhekail Callect

_= L. POF B Email Matify Iii Maplink Overview  Close/Deny

Praril

w E Armvier B Schedule ! Alerts Quick Find = More... W
Application |154 + Owner | 187|... =3
Status |D |DN-IJNE |FRl'IZ. MICHAEL
Department |BLDG- - BUILDING b Contractor |
ijm;nnwnﬂpom o= CONSTRUCT POOL Betive Business |
Deseription 1 |IN5I'ALL OLYMPIC-SIZE POOL AT THE REC CENTER. EIGHT LANES, 25 |Sti‘tu5 code |ONEW - New Online Application v
Deseription 2 | YARD (4425 5Q FT) PLUS 15 FOOT DECK (5400 5Q FT). |status mema
Applicant |L'DNC - CONCRETE CONTRACTOR - |

Assigned to
Estimated cost | -ﬂss,l:lclol Fees effective 0271972014 1 @ L J |
Permit |
Property/Use | Legal Desc | Dates/Misc | Project Tracking | Permits | User Defined
Parcel |9‘3999 | | Seg | a |
Loestian 1 TYLER DRIVE E | Existing use RES |RESIDENT[|!L LAND
YARMOUTH ME 04056 ] zOMNing R1 - SINGLE FAMILY RESIDENTIAL L |@
Municipality | | =l 1 | memo
Subdivision 1
| | flond zone | |
Lot.i’Sel:tiuanhase| | | Proposed uss ! | |
Between | Eoning | 1=
and | mema
T
Location dese |F|.ECRE.I‘TION CENTER | flond zone | |
Impervious surface | 0|
(= Prerequisites | @ Hazard/Restr | (ENames || @ contractors || @ ecnds | Fsub-addrs || @ Text | @ Pian Reviews | =
& Buffering Il (& Parking [ Septic I = well | |E‘"Loca‘l|nm Il EFind Related "E"Find by Pareel |
[ Prior History || @ 1nspections Eviclations | (@ Dept/Board Reviews | (@ Open Items | G wWamnings || (@ Special Conditions |
I | £ Jrof2 | [ M| Q | E| Atachments o)
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Utility Billing
When the Activate Automatic Account Payments and the Update Munis EFT When Users
Modify Automatic Payment Settings check boxes are selected in CSS Administration for Ultility
Billing, the Discontinue Automatic Payments option is available on the Automatic Payments
page in CCS - Utility Billing.

Utility Billing Home

Automatic Payments

Citizen Self Servi
You are already signed up for Automatic Payments. You can make changes to your fizen Sell service

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

Animal Licenses

Service Address 16 BEACH AVE Business Licenses

Account Number 003003
Email Announcements

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

‘General Billing

Routing number 111000025 Motor Vehicles
Account number 111111111111

Account type Checki
Your name STARH Utlllty Bllllng
Automatic Payments
Review
Bank name * Please confirm you want to discontinue this automatic payment.
?gz‘;&g number * Service Address 16 BEACH AVE
Account Number 003003
Bank telephone *
Account number * Current Automatic Payment (H
Bank name BANK O Utlllty Bllllng

Account type * Routing number 1110000 Automatic Payments

Account number 1111111 Confi -
Preferred monthly draft day . onfirmation
Account type Checkin|
Your name * Your name STARB ﬁ l'l:ignqll;ggu Your request to discontinue making automatic payments from your bank account has been successfully

Your telephone number # You could now...

= View your account summary
= Make changes to your Automatic Payments.

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