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Important Concepts

Before examining the details of how to use the Avitar Tax Collect program, it is necessary to
explore several important definitions and concepts used throughout this manual.

Parcel Identifier, PID, or Map/Lot/Sub Lot

Both Avitar Assessing and Avitar Tax Collect maintain assessment and other parcel data based on
a unique parcel identifier assigned to each parcel. This identifier, often referred to as the PID, is
generated from the map, lot, and sub lot assigned to each parcel on your tax maps. The PID is an
eighteen character code, consisting of six characters each for the map, lot, and sub lot. For
example, the PID of the first parcel shown on tax map number seven would appear as follows:

000007 000001 000000

If this parcel was later subdivided in to three lots, the resulting PIDs might appear as follows,
depending on the nomenclature used in your community:

000007 000001 000000
000007 000001 00000A
000007 000001 00000B

In this example, PID 000007 000001 000000 would typically remain with the original “mother
lot”, and the new sub lots carved out of the original parcel would be numbered 000007 000001
00000A and 000007 000001 00000B. Throughout this document, the terms record, parcel iden-
tifier, PID, and map/lot/sub lot will be used interchangeably.

It 1s important to note that PIDs are created and modified in the Avitar Assessing program, not the
Avitar Tax Collect program. Tax Collect has many functions whereby changes to PIDs in Assess-
ing are imported to Tax Collect, but there is no PID naming or assignment done in Tax Collect to
ensure that PIDs maintained in Tax Collect correlate with those maintained in Assessing.

Custom PID Format

It is possibile to configure your system to display PIDs in a manner different from the standard six
character map, six character lot, and six character sublot. This is in response to the growing num-
ber of communities (predominantly towns that have had a remapping/renumbering project by Car-
tographic Associates) that have PIDs that do not conform to this standard. Previously, this could be
accommodated within the existing 18 character PID framework but it was not always clean.

The Custom PID function allows you to configure a PID mask that divides the 18 available char-
acters up into as many as six distinct sections of any length (e.g. six sections of three characters or
one section of ten characters and another of eight characters). Additionally, you can choose to
indicate a character that will separate each section and/or you can choose to suppress leading zeros
from each section.



Note that this function should only be enabled in consultation with Avitar Software Support and in
conjunction with your Assessing department. However, review the description below and please
contact us if you and your assessors are interested in implementing a Custom PID format.

By using the Custom PID Format option, you can choose to change the system format to an eight-
een character PID in a manner different from the standard six character map, six character lot, and
six character sublot format. For example, you could elect to choose six characters for the map,
three for the lot, three for the sublot, three for a building number, and three for a unit number.

Custom PID Mask -- Y ou must use the # symbol to indicate the placement of the indi-
vidual PID characters within the mask. Then use another character (for example a
space or a dash or a slash) to indicate the character you wish to use to separate the
component sections of the PID. However, you can only use one character as the sep-
arator character.

Custom PID Description -- Enter a brief description of the entire PID (e.g.
"Map/Lot/Sub/Bld/Unit"). This is the label that will appear on reports. It is best to use
a capital letter for the first letter of each component and then lower-case letters for the
rest. This will match the format of the rest of the program and the report heading will
look consistent.

Custom PID Section Names -- Y ou can choose to enter a description for each component
of the PID (e.g. "Map", "Lot", etc.). The Custom PID Section names are only visible
when you hover over the individual boxes throughout the program used to enter PID
values on which to search.

Suppress Leading Zeros -- Check this box to suppress the leading zeros in each section of
the customized PID (e.g. "1/2/3" instead of "000001/000002/000003").

Pad Separators with Spaces -- Check this option to add a space before and after each sep-
arator, making it easier to read in some instances (e.g. "1 /2 /3" instead of "1/2/3").

Invoice

An Invoice in Avitar Tax Collect is a specific bill. Each invoice is assigned a unique invoice num-
ber. For example, Invoice number “2009P01 001207 is a 2009 1st issue property tax bill
(“2009P017). The first four numbers indicate the levy year of the tax, and the letter following the
levy year designates the type of tax. For property tax invoices imported from Avitar Assessing, the
right six characters of the invoice number (in this case “001207”") indicate the page of the property
tax warrant on which the invoice appeared (in this case it is the seventh invoice on page twelve of
the warrant).

Other invoices may be supplemented directly into Avitar Tax Collect (as opposed to imported from
Assessing). For example the invoice number “2009T01 S00001”, indicates the bill is a 2009 Tim-
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ber Tax bill that was supplemented into Tax Collect (the S in the bill number “S00001” designates
the invoice was supplemented).

Note that the terms invoice and receivable are often used interchangeably throughout this doc-
umentation.

Current Owner vs. Billed Owner

In Avitar Tax Collect we refer to a Current Owner as the person who owns the property at the time the last
owner import from Assessing was completed. A Billed Owner is the person who owned the property at the time
the warrant was generated. For example, John Smith owned a parcel at the time the warrant was created. He
would be the Billed Owner. However, if the property sold a month later to Jane Doe, Jane Doe would be the
Current Owner and John Smith would be the Billed Owner. Note that the Billed Owner never changes, while
the Current Owner may change numerous times over the life of the invoice.

Receipt

A Receipt refers to the total amount of money paid by a single payer at one time. A receipt might
include just a single payment applied to one invoice or it might, for example in the case of a bank
payment, contain dozens of transactions that affect dozens of different, unrelated invoices. For
most purposes, you should create an individual receipt for each check you receive, whether the
check only reflects a partial payment on a single invoice or the check completely pays off multiple
invoices.

Refunds

Payables is a term used in Tax Collect in reference to a refund. When you assign a credit to Pay-
ables, you are refunding the customer.

Fiscal Year

Each municipality has a Fiscal Year, which may, or may not, follow the calendar year (i.e. January
Ist to December 31st). Some municipalities have alternate Fiscal Years, such as July 1st to June
30th. When Avitar Tax Collect is installed, your Fiscal Year is configured for your municipality.

Your Fiscal Year is a discreet accounting period that determines how your information on financial
reports are gathered. For example, if your Fiscal Year ends December 31st, your MS61 will be
accumulating data starting with January 1st until you close the fiscal period. Avitar Tax Collect has
a “hard” fiscal year end close, which means that before you can proceed into the next fiscal year,
you must close the current fiscal year (see Close Period). Closing the fiscal year captures the bal-
ances needed for your financial reports. For example, your ending balances from one year must
equal your beginning balance for the next year. As these figures must match, the system will not
allow you to go back into the closed year(s) to perform any work (e.g. process a returned check,
delete receipts, post payments).
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Current Year Database vs. Prior Year Database

The Current Year Database contains all the information that you have updated or modified in your
current fiscal year (see Fiscal Year). The Prior Year database contains information that has been
purged from your Current Y ear Database (see Purge Paid Invoices). In order to keep the tree view
in the Data Access Tabs to display current unpaid data, at the close of the fiscal year Avitar Tax
Collect will ask if you wish to purge your paid invoices. If you answer Yes, any paid invoice will
be moved from the Current Y ear database to the Prior Y ear database.

To view the Prior Year Database, click on the Prior Y ears toolbar button. Subsequently, to return
to the current year, click on the Current Y ear toolbar button.

Group of Record Sets

Throughout Avitar Tax Collect you will be creating and accessing groups of invoices or receipts referred to as
“record sets.” A record set simply indicates a group of invoices or receipts that match your search criteria and
were therefore selected from the database. The number of possible records in your record set ranges from zero to
all of the records in your database. For example, if you select a single invoice, your record set will consist of
one record. If you select a single owner, your record set may consist of several records if the selected owner
owns many parcels in town. Alternatively, if you use the Query tab to search for all invoices owned by Avitar
Associates, your record set will likely consist of zero records (see User Query).

When you create a record set by selecting particular records for access, Avitar Tax Collect will display the first
record (generally based on the first PID). If there are several records in your record set, you can navigate among
them using the Previous and Next buttons on the Toolbar. At all times, the record counter on the Data Display
Banner will indicate which record of your current record set is now displayed. Most of the time, the record
counter will say “Invoice 1 of 1" or “Receipt 1 of 17, indicating you only have one record in your record set
and it is currently displayed. As you press the Next button on the toolbar, you will notice the record counter
changes with the record to indicate your current position in the record set (e.g. “Invoice 2 of 5", “Invoice 3 of
5", or “Receipt 3 of 4”, etc.). Once you have viewed or edited the data in one particular record set, just create a
new record set by selecting different search criteria from any of the Data Access Tabs. Avitar Tax Collect will
continuously create new record sets based on the criteria you select, so do not get too preoccupied with the
concept of record sets. But you can use the record counter to determine how many invoices or receipts match
your current selection criteria.

Outstanding Balance Tool Tip

A Tool Tip is used to assist you in finding information without having to leave the current screen. The Out-
standing Balance Tool Tip will assist you in finding what is owed on a first issue billing when you have the
second issue invoice displayed. To see the Tool Tip, first find a taxpayer and select their second issue invoice.
While on the Details tab, on the bottom right side of the screen you will see a heading called Tax Rates. (If
your municipality has Taxable Districts the default display for this portion of the screen is “Taxable Districts” --
you will need to click on the “Show Tax Rates” icon next to the heading to display the Tax Rates.) At the bot-
tom of the Tax Rates column, you will see First Bill. This is the amount that was billed for the first issue. If you
hover over the First Bill, the tool tip will show what is still owed for that billing. This will eliminate having to
click on the 2009P01 invoice as well as the 2009P02 invoice.
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System Functions Available To You

This document describes every function of the Avitar Tax Collect system. You may not be able to access a par-
ticular function if you are not a member of the required user group.

Required Knowledge of Tax Collect Concepts

It is assumed that you are familiar with the many complicated concepts associated with the taxation and col-
lection of taxes in the State of New Hampshire. This document is not intended to serve as a substitute for or a
short cut to the process of accumulating this knowledge. Rather, it is intended to apply what you already know
to the proper use of the Avitar Tax Collect system.

Avitar Tax Collect Internet Kiosk

The Avitar Tax Collect Internet Kiosk provides a method by which you can easily make invoice
and transactional information maintained in the Avitar Tax Collect system available on the Internet.
Taxpayers, mortgagees, banks, and title companies can view invoice summaries and balances, pay
taxes (if enabled), download original invoices (if enabled), and receive paperless invoice noti-
fications (if enabled) at any time of day without having to contact you for information.

There are three options for deploying the Internet Kiosk:

o Limited: Invoice summary and balance only.

» Expanded: Invoice summary and balance, online payment capability.

o Comprehensive: Invoice summary and balance, online payment capability, downloadable
invoices, and paperless notification.

Y our interaction with your Tax Kiosk will generally fall into the following categories:

Updating Current Tax Information Online

Modifying Who and What Appears Online

Adding or Updating Tax Kiosk Messages

Generation, Upload, and Maintenance of Downloadable PDF Invoices and

Paperless Notification Settings.

o Downloading, Importing, and Applying Payments (If configured with Invoice Cloud’s
Cloud Pay)

See Features and Benefits for more details on the features and benefits of each option.
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Using the Avitar Tax Collect System

The Avitar Tax Collect System is setup to help you navigate logically through the screens and
menu choices.

Starting Avitar Tax Collect

5

Avitar Tax
Collect

Click on the Avitar Tax Collect desktop icon or select Tax Collect from the Avitar program group on your Win-
dows Start Menu. You will see what is referred to as the splash screen, visible while the program initially con-
nects to the database. You are then greeted with the main Avitar Tax Collect window. The program opens in
public access mode in which you will be able to view, but not edit, data.

Tax Collect Main Window

Avitar Tax Collect's main program window is designed to provide quick and easy access to your
data. The main window appears below and consists of five basic areas. The areas are labeled
below. It’s a good idea to remember these terms as they will be referred to throughout this doc-
ument.
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1. Menus
2. Toolbar

3. Data Access Tabs
4. Data Display Tabs
5. Status Bar

Note: The syntax used throughout this document to refer to items available on the menus is Menu
Name | Menu Item | Sub Menu Item. For example, the Deposit Summary report would appear as
Reports | Deposits | Deposit Summary. To generate the report, click on the Reports menu located
at the top of the main program window, then select the Deposits menu item which reveals the
Deposits sub menu. Lastly, select Deposit Summary.

Data Display Tabs

There are two Data Display Tabs: Receivables and Receipts. Each Data Display Tab displays its own Toolbar
items and Data Access Tabs, which will be described in detail under the Data Access Tab section.

15



The Receivables Data Display Tab displays information regarding individual invoices, both owed and paid
along with the billing information at the time the bill was generated. The Receipts Data Display Tab displays
information regarding receipts, such as whether they have been deposited or deleted.

Data Access Tabs - Receivables

The Receivables Data Access tabs provide you with several different ways in which you can
search, identify, and access records in your database. Y ou can visually search and select records
from the various tree view lists if you know the parcel’s PID, Owner, or Address. Y ou can also per-
form user defined queries in which you define the characteristics of the records you want to

review.

Tree View

A Tree View is how data is accessed and displayed on several of the Data Access Tabs. As an
item is selected, if there is additional information, it will be displayed below it. For example, John
Smith owns two parcels and each parcel has two invoices. By selecting the Current Owner Data
Access Tab, the tree view displays an alphabetical list which you can use to select the letter “S”.
This will expand the tree view to show a list of all current owners that have a last name beginning
with the letter “S”. You can scroll down until you find Smith, John and click on the tree view item.
You could also type Smith in the search box below the tree view and as you start typing the tree
view will advance to the first name with the letters you are typing. Click on the name in the tree
view to select. This will display the two PIDs for this owner. Select one of the PIDs to expand the
tree view to display the invoices. Click on the invoice to display the information.
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After you have looked up information and your tree view is expanded, it is helpful to collapse the
view back to its original state in order to make looking up the next invoice easier. A simple way to
collapse the tree view is to put your mouse onto any white area in the tree view and right click on
the mouse. This will bring you back to the original view. For example, if you are on the Current
Owner tab and you right click on a white space, your tree view will collapse so you can only see
the alphabet.

If there are invoices in the tree view that are for the same parcel yet listed under two different
names, it could be due to different spellings on the warrant, which may cause owners to exist in
multiple places. For example, assessing may have created a warrant with the name Smith, John and
then realized it should have been Smith Jr, John and they make the correction. When the next war-
rant is generated, the Billed Owner Data Access tab will show two entries, one for Smith, John and
one for Smith Jr, John. If you look under the Current Owner Data Access Tab, you will find only
Smith Jr, John with all the invoices. The reason the Billed Owner Data Access tab displays two
people is because that is exactly how the bills were created, so it will never change.

Current/Billed Owner Data Access Tabs

The Current and Billed Owner data access tabs enable you to select parcels by owner name. To do
so, click on the first letter of the last name. The letter level of the tree view will expand to reveal all
owners starting with that letter. Select the desired owner name by clicking on it in the tree view.

Multiple parcel record sets will be returned for owners with multiple parcels. Alternatively, you can
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type the first few letters of the owner’s name in the Find text box to jump automatically to the
appropriate section of the list. Select the parcel ID to display a list of invoices for that parcel.

PID Data Access Tab

The PID data access tab enables you to select parcels by Map and Lot. To do so, select the Map
number from the first level of the tree view. The Map number will expand to display the parcels
on that map. Choose the desired parcel by selecting its Lot and Sub Lot number. Alternatively,
enter the Map, Lot, and/or Sub Lot numbers in the search text boxes at the bottom of the tab and
press Go. If any match is found, the parcel will be displayed. You may press Clr (i.e. Clear) to
clear the search text boxes.

Address Data Access Tab

The Address data access tab enables you to select records by property location. To do so, select
the street name. The street name level of the tree view will expand to show the street numbers on
that particular street. Select the desired parcel by clicking on the appropriate street number in the
tree view. Alternatively, you can type the first few letters of the street name in the Find box
beneath the tree view to jump automatically to the appropriate section of the tree view. “N/A”
beneath a street name allows you to select parcels on the selected street for which no street number
was entered.

Query Data Access Tab

The Query data access tab allows you to execute a User Query in order to create a record set of par-
cels meeting specific user-defined criteria. For example, you could select all invoices on which the
bill amount was greater than $5,000.

User Query

The User Query Data Access Tab allows you to search for invoices that share common attributes.
To execute a User Query, you need to select a field, indicate the proper query operator, and finally
enter the appropriate query criteria. Each step within the process is outlined below.

User Query — Choose an Operator

Within the Oper column of your query field’s row, select an operator from the dropdown list of
available operators. The types of available operators depend on the type of data maintained in the
field you selected. The specific types of operators are outlined below.

Numeric Field Operators
Numeric fields (e.g. Billed Amount or Principal Paid) use the following operators to compare the
data in the field with your query criteria to determine whether a record should be included in your
record set:

e <Less Than

o <= Less Than or Equal To
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o« =Equal To
o >= Greater Than or Equal To

Alphanumeric Field Operators

Alphanumeric fields (e.g. owner name or address) use the following operators to compare the data
in the field with your query criteria to determine whether a record should be included in your
record set:

Like

The Like operator enables you to compare data in an alphanumeric field by entering the exact
value or a pattern you wish to match. For example, selecting Owner LIKE RANDALL would
return only parcels where the owner value is “RANDALL”. Or alternatively, you could use a wild-
card character (the percent symbol) to search for values that match a certain pattern. For example,
Owner LIKE RAN% would match all values beginning with the pattern RAN. Therefore, Owner
LIKE RAN% would match “RANDALL” and “RANFORD” but not “RASMUSSEN". Note:
Owner names are typically entered in the format “Last Name, First Name”, so it’s a good idea to
always include the percent symbol at the end of any owner name query to allow for different first
names and/or suffixes such as “Jr.” or “Sr.”

Not Like

The Not Like operator is the opposite of LIKE and can also be used with complete values or just
patterns with wildcards. Using the earlier example, Owner NOT LIKE RAN% would match
“RASMUSSEN” but not “RANDALL” or “RANFORD”.

User Query — Enter the Query Criteria

After selecting the field’s appropriate query operator in the Oper column, enter your query para-
meter in the column labeled Criteria. Remember to use the percent symbol for wildcard pattern
matching.

User Query — Execute the Query

After selecting all of your field operators and adding all of your criteria, press the Query button to
execute the query. Any matching parcels will be returned as your current record set. If no matches
were found, you will be told so in the message portion of the status bar. If your query could not be
executed for some reason you will get an error message. Y ou can add as many additional con-
ditions to your query as you have fields in the grid. Note, though, that all of the conditions will be
joined using the AND operator (as opposed to OR). Therefore, a parcel must match all of your cri-
teria to be included in your record set, so beyond several fields of criteria, you may find your quer-
ies don’t return any records. With the use of these operators and the selection of one or more fields
you can create almost any conditions in which to create a subset of records on which to review.
With enough planning and thought any record set can be created based on the parameters you
enter.
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Data Access Tabs - Receipts

The Receipts Data Access tabs provide you with a variety of ways in which you can search,
identify, and access receipts. You can visually search and select records from the various tree view

lists, or you can perform user defined queries in which you define the characteristics of the records
you want to review.

FRecent Receipts ] Recent Credits ] Payer ] Query ] LCreditors ]
Paver ]_D_uer_l,l ] LCreditors ] Fiecent Receipts Fiecent Credits
= e Payer Credit) &
ABBOTT, JEMMIFER GAMDALF, REVOCAR
@ ABD INVESTMENTS, YOUMG, JOHM b $500.00
g ‘sunouoris | Gk g gt
E EEEEE:ITEA;:;ILDEN MILLARD, ELIZABETH $9:EIEI
- y COULSOM, LORRAIM $13.28
@ ADAMS, KENNETH WASHINGTOM MUTL $2,015.00
ﬁ ADaMS KaRa DOVERMUEHLE MOF $3.164.00
h AaDREA LEIGH JOME! ‘WwELCOME, ROBERT  $505.00
ﬁ AGGREGATE IMDUS MaLOOF, EDWARD $332.25
ﬁ AHERM WILLIAK BERMARD, STEFPHER $30.40
1 . 1 CAMPBELL, WaRREF $0.60
E ELFEJS;E:DI-IHBTASEDT RESIDEMTIAL TITLE $87.00
- . c SESSLER Lawf OFFIC  $105.237
@ ALICBERNIER COME SESSLER Law/ OFFIC 38956
ﬁ ALl STATE ALPHALI PHEMI= TITLE SERMI $10.60
ﬁ ALLGEYER. MATTHE OCWwWEM LOAM SERY]  $114.43
@ AMERICA'S SERVICI HORIZOM SETTLEME  $1 35.84j
( h. LR Iniimindmi 9] nnnr}n (;\. Shuw Unass'gned
" Show Aszigned
| " Show Deleted

Payer/Creditors Data Access Tabs

The Payer and Creditors Data Access tabs display owners alphabetically by last name. Click on the
desired name in the tree view to display a list of receipts or credits. Select the receipt and the inform-
ation will display on the right side of the programs main screen.

Recent Receipts Data Access Tab

The Recent Receipts Data Access tab displays the most recent receipts you have entered. The tab
allows you to search by receipt or deposit number. Searching for a receipt number will go directly
to that receipt. A deposit number search will display the first receipt included in the selected
deposit. You will need to use the Previous & Next buttons on the toolbar to move forward and
back through the subset of receipts displayed.

Recent Credits Data Access Tab

The Recent Credits Data Access tab displays a list of recent over payments. The radio buttons
below the grid allow you to define what type of credits displays. For example, if you want to only
view deleted credits, click on the Show Deleted radio button.
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Displayed Receivables

Once you have used the different methods available on the Receivables Data Access Tabs to select
invoices, the receivables invoices themselves are displayed on the right side of the Receivables
Data Display Tab. When you are on the Receivable Data Display Tab, there are two tabs on the
right side of the screen, Details and Transactions, which will give you additional information.

Receivables — Details Tab
The Receivables Details tab will display the information of the bill at the time it was generated, such as
the assessment, tax rate, due date, and per diem.

Date: | 0941772009 | Property Tax | IMNVOICE 1 of 1
Invoice: 2009P01 060902 Bill Amount: $1.213.00
Owhner: SMITH, GEORGE E Frincipal: $1.313.00
FID: 000040 0000071 0ooo0o Int/Pen: $3I3ET
Location: 18 O55IPEE LAKE DRIVE Amount Due: $1.346.67
Detailz | Tranzactions I

' Cument Dwrier €1 Billed @iwrer D Date:  07/01/2009
SMITH, GEORGE E Interest Fate: 12%
TRUST OF 1929 Per Diem: 0437
1617 HIGHLAMD AVE Penalty: F0.00
Book: 1403
MHEW HYDE PARE, MY 11040 Page: 795
Exemptions & Credits Azzeszments T axable Districts {_‘_",’;a
1] Land: 70,100 All Districts: $39.00
1] CL Credit: 0 Ctr. Ozzipee: 100 %
1] Building: 101,300 W Dszsipee: 0
0 Azzessment 171,400 Dzzipes: 0%

E xempta: ] Met dzzmnt: 171 400

Acres: o418

Irreritry Prilky: 1]

Once a property tax invoice is displayed, the system will show the individual component tax rates (e.g.
County, School, Local, and State Ed), as well as the total tax rate. If your town has taxable districts, the
taxable district information will be displayed by default for each invoice. To see the tax rate information
you will need to press the Show Tax Rates icon to the right of the Taxable Districts label.

Notes regarding the Tax Rate display:

« Rates are only displayed for property tax bills.

« Rates are not displayed for supplemented tax bills.

o Parcels that fall within a taxable district will display the full rate for that district, even though
only a percentage of the parcel may fall within that district.

o Parcels that fall within three or more taxable districts will not display each individual rate as
there is not enough space for each individual component. Consequently, you will see the stand-
ard four components followed by a total district rate.

Receivables — Transactions Tab
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The Transactions tab will display information regarding payments, abatements, and/or penalties
that have been posted to the selected invoice. Transactions are displayed sequentially, from top to
bottom, based on when the transactions were processed.

Date: | 0941772009 | Property Tax | IMWOICE 1 of 1
Invoice: 2009P01 060902 Bill Arnount; $1.313.00
Owher: SMITH, GEORGE E Frincipal: $0.00
PIC: 000040 000007 000000 Int/Pen: $0.00
Location: 18 05SSIPEE LAKE DRIVE Amount Due: $0.00
Detailz  Tranzactions I
Tranh Datel Type |F|ec:ei|:ut | F'rinu:ipa' Intereatl F'enalt_l,l Balancel
0947409 1 2009001381 $1.313.00 3367 £ 0.00 $£0.00
Tranzaction Typez Penaly Types
Abaterment I:I E.1 Returm Check B.5 Mortgagee Motice
B.2 Late Papment E.6 Deed Motice
T |:| .2 Lien Motice E.7 Deed Execution
FPenalty I:I .4 Lien E=ecution E.8 Other Penalty
Displayed Receipts

Once you have used the different methods available on the Receipts Data Access Tabs to select receipts, the
receipts themselves are displayed on the right side of the Receipts Data Display Tab. The transactions grid
shows the details of each individual payment that was processed as part of the receipt, in the order in which it
was processed.
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Receivables

Baper | Query | Creditors | Payer: WHITE. BEULAH RECEIPT 1 of 1
Recent Receipts | Recent Credits Receipt #: 2009 0071363 Amount: $4.104.73
Payer | Amount & | Effective Date: 04/30,2003 Check: 837 BELULAH
MCDORMAND, DEF - $1,000.00 Posted Date: 0443042003 Deposit #2009 000214
GRIGAS, ROSEMAF $88.20 B
MESERVE, ALAN $207.00 LS
DO, CARDL $1.177.18
TIERMEY, HOLLIS ) $1.946.05 : o
HITE. CHERYL $5.595.00 Payment: [__] Cedt [_]

RE SUPPORT IRRE  $7.000.00 ‘warant | Principal Interest] Penaly] Balance] PID Yovner |
MCLEAN, MATTHEY,  $329.12 2006L01 $1.127.93 $401.06 $£10.00 %0.00 000003 000010 000000
WHITE, BELLA 2007001 $1.12050 $197.27 $10.00 $0.00 000003 000010 000000
b, LINDA F $220.20 2008P01  $50650 44946 $18.00 $0.00 000003 000010 000000
CUMIO, FRANK 5 $127.80 2008P02  $637.00 $27.02 $0.00 $0.00 000003 000010 000000

SHEA FaMILY TRLE $75.00
PRICE, JOSEPH D $432.95
CHISHOLM, MIKE $139.34

CHEEVER. JAMIS 74672
MILLER, WARREN | $50.00
MILI FR WARBEM | A3 AN
Receipt Mumber:

EDDSI Find... I
Deposzit Mumber;

EDDSI Find... I

Data Access Tabs — Set Tab Default

The Set Tab Default menu item allows you to set the Data Access tabs to specify which Data Dis-
play tab displays when the program opens. The system defaults to the Current Owner on the
Receivables Data Display Tab and Payer on Receipts Data Display Tab. If you prefer to look
information up by the PID Data Display tab, you can change the system to always open with the
PID tab displayed.

To change the setting, click on the Data Access Tab you want to set as the default setting (e.g. PID
Data Access Tab). Then, from the main menu, go to File | Set Tab Default. A message box will
display asking if you want to set the default to this setting. Click Yes to apply the change or No to
retain the default.

Toolbar

The Toolbar located at the top of the program’s main window provides a number of buttons cor-
responding to frequently performed tasks. Some of the Toolbar button options change from the
Receivables Data Display tab to the Receipts Data Display tab. Also, which toolbar buttons are
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enabled at any one time will depend on whether or not you have logged in to the database, and the
level of user access you were assigned.

of M) ] & m L s & o

Log Quk  Prior Years  Previous Mext Deposit Aszign IntfPen  Pavables Exik

Common Toolbar Buttons

The Receivables and the Receipts Data Display tabs each utilize a unique toolbar. However, there are items on
each toolbar that will display no matter which Data Display tab is currently active.

Log In/Log Out Button

The Avitar Tax Collect system does not require you to log in to the database when you start the program. In
this public access mode you are able to view most data, but the majority of the system’s functions are not access-
ible. To print reports or pay an invoice you will need to log in.

To log in press the Log In button on the program’s main toolbar. On the Login dialog box, enter your user name
and password in the appropriate text boxes. Keep in mind that passwords are case sensitive. Your user level
determines what functions you are able to access. User levels are explained in detail under the Maintain Users
section.

You can press the Log Off button to end your user session without closing the Avitar Tax Collect system. Log-
ging off is recommended when you are away from your computer. Alternatively, you can simply exit the pro-
gram.

Prior Years/Current Year Toolbar Button

The Prior Years/Current Year button on the program's main toolbar allows you to toggle back and forth between
the prior fiscal years’ data and the current fiscal year. When you first log on, the system defaults to your Current
Year database, so the toolbar button will display as Prior Years. When you press Prior Years, the programs main
screen displays in a different color scheme and the toolbar button now displays as Current Year. Data is moved

from the Current Year to the Prior Years database when you purge paid items (see Purge of Prior Years' History).

Previous/Next Button Toolbar Buttons

The Previous and Next buttons on the program’s main toolbar allow you to move back and forth between
records (either invoices or receipts) in the current record set.

Exit Toolbar Button

The Exit button on the program’s main toolbar allows you to close the program. You do not need to log off
prior to exiting the program.

24



Toolbar Buttons - Receivables

The Receivables Toolbar is located at the top of the program’s main window and displays when
you are on the Receivables Data Display Tab. The Log In, Prior Years, Previous, Next, and Exit
toolbar buttons are discussed in the section “Common Toolbar Buttons.”

o M) i 1. $ p: @ ®

Log Quk  Prior Years  Previous Mexk Pay Tokal Hiskorsy: Exit

Pay Toolbar Button

The Pay button on the Receivables toolbar opens the payment entry dialog box allowing you to
pay the invoice you have selected (see Pay an Invoice or Pay Multiple Invoices).

Total Toolbar Button

The Total button on the Receivables toolbar provides details of the total principal, interest, pen-
alties, and the daily per diem rate for the total outstanding taxes of the owner or PID currently dis-
played. The “Interest As Of” date allows you to get information for a date in the future. This is
frequently used when a mortgage company is looking for pay off figures for a closing.

The Total button also gives you the ability to select multiple invoices for an owner at once in order
to pay the total amount due. Y ou can select outstanding invoices for a single parcel or for a single
owner. Note, this process cannot be used to make partial payments on multiple invoices.

iz} Total Due for ACB AQUATICS LLC ]
By PID: DO0D24 0O7000 000000 By Current Dwhner: ACE AQLATICS LLC
W 2011P01 000704 | Property Tax Bill Amt: $2569.00 Oy =
Billed: ACE AQUATICS LLC Principal: $2,569.00
Current; ACE AQUATICS LLC Int/Pen: $0.00
Location: 5 MICHOLS RD Per Dienn: 30,8445 e
FIC: 0000239 000003 000000 Diwe Amt: $2.569.00
v 2010P02 000704 | Property Tax Bill At $3.117.00 ay
Billed: ACE AQUATICS LLC Principal: $3,111.00
Current: ACE AQUATICS LLC Int/Pen: $147.28
Location: 5 MICHOLS RD Per Dienn: $1.0228
FIC: 000024 007000 000000 Diue Amt; $3.258.28
¥ 2010P01 DODFO03 | Property Tax Bill Arnt: $2.023.00 Oy
Billed: ACB AQUATICS LLC Principal: $2.023.00
Current: ACE AQUATICS LLC Int/Pen: $2.30.83 LI
Unpaid: 3 lnwoicelz) & 2 Lien[z)
v Orly Display Unpaid Interest Az OF Il]5,.i'23j'2l]11 - I
Total For Selected:
Telllstaess Principal Due: $12.861.91 e |
i 't u Interest/Penalties Due: $1.36715 -
Hﬁ ii EH : g] Total Due: $14.229.06 il |
Per Diem: % 5.07EE Cloze I
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To pay all outstanding invoices for an owner, select the owner from the treeview. Once you have
selected the owner, click the Total button located on the toolbar, or right click on the owner name
within the treeview and select Total Due. Each outstanding invoice for this owner will display and
is automatically selected and included in the Total Due amount. If you do not want to include a spe-
cific invoice, simply uncheck the box next to the invoice. Once you have selected the invoices to
pay, click Pay Selected. A Receipt dialog box displays. Enter the Payer into the text box, select the
payment type radio button, and fill in the Check Number if payment is made by a check. Click Pay
to complete the process.

To pay all outstanding invoices for a specific Map/Lot, find the owner in the treeview, select the
Map/Lot, and click the Total button located on the toolbar, or right click on the Map/Lot within the
treeview and select Total Due. Follow the same instructions above to complete the process.

History Toolbar Button

The History button on the Receivables toolbar displays the billing history for the PID you have
selected (e.g. 2007L01, 2008P01, 2008P02), including the billed owner for each invoice.

Billed Oirer |'W'arrant | Eill .-“-‘-.m-:uunll Last Trans.| Tty F'ail:‘ Ealancel Al
SMITH, GEORGE E  2007P071 058507 $1.169.00  BA5/2007 $0.00 $ 000
SMITH, GEORGE E  2006P020584068 $1.274.00 114152008 $0.00 $ 000
SMITH, GEORGE E  2006P071 058405 $1.060.00 B/20/2006 $0.00 $ 000
SMITH, GEORGE E  2005P02053601 $956.00 11/28/2005 $0.00 $ 000
SMITH, GEORGE E  2005P071 058607 $1.185.00 FARS2005 $0.00 $ 000
SMITH, GEORGE E  2004P02062306 $1.308.00 117872004 $0.00 $ 000
SHMITH, GEORGE E  2004P071 062204 $959.00 B/28/2004 $0.00 $ 000
SMITH, GEORGE E  2003P02063207 $1.048.00 11/20/2003 $0.00 $ 000
SHMITH, GEORGE E  2003P07 059603 $94800  BABS2003 $0.00 $ 000
SMITH, GEORGE E  2002P02065702 $1.037.00 127252002 $0.00 $ 000
SHMITH, GEORGE E  2002P07 063002 $858.00  BA2/2002 $0.00 $ 000
SMITH, GEORGE E  2001PO2059307 $857.00  11/3/2001 $0.00 $ 000
SHMITH, GEORGE E  2001P07 052503 $859.00 B/842001 $0.00 $000—
SHMITH, GEORGE E  2000P0204 7506 $90000 114842000 $0.00 $ 000
SHWITH. GEORGE E  2000P07 047707 $815.00  BAGES2000 $0.00 % EI.EIEIj
Show [rvoices Grouped by Lewy Year... | Frirt Hiztam | Cloze |

If you do not want to see the detail of each billing, select the Show Invoices Grouped by Levy
Y ear button. This will display only the totals for each year (e.g. 2007, 2008).

Toolbar Buttons - Receipts

The Receipts toolbar buttons are located at the top of the program’s main window and displays when you are
on the Receipts Data Display Tab. Which toolbar buttons are enabled at any time will depend on whether or
not you have logged in to the database and the level of user access you were assigned. The Log In, Prior Years,
Previous, Next, and Exit toolbar buttons are discussed in the section “Common Toolbar Buttons.”

26



oF M) & 8 m & - ¢ o

Log Quk  Prior Years  Previous Mexk Deposit Assign IntfPen  Pavables Exik

Deposit Toolbar Button

The Deposit button on the Receipts toolbar displays payments you have posted to invoices but have not depos-
ited. It allows you to preview and complete the deposit process (see Creating a Deposit).

Assign Toolbar Button

The Assign button on the Receipts toolbar displays when you have selected a receipt with an unassigned credit.
Clicking the Assign toolbar button will allow you to assign the credit to an outstanding invoice (see Assigning
Credits).

Int/Pen Toolbar Button

The Int/Pen button on the Receipts toolbar displays when you have selected a receipt with an unassigned credit.
It allows you to assign a credit to interest and penalties (see Assign Credit to Int/Pen). This will only be
allowed if the amount is equal to or less than the amount of interest you are authorized to forgive (see Forgive
Interest).

Payables Toolbar Button

The Payables button on the Receipts toolbar displays when you have selected a receipt with an unassigned
credit. It allows you to assign a displayed credit to Payables creating a refund in the system (see Assign Credit
to Payables).

Printing
Virtually every report in Avitar Tax Collect will preview to the screen in the report viewer. At the
top of the report viewer window you will find the report preview toolbar.

The Print Setup option is available at the top of the report preview screen. If you want to select a
different printer, select Print Setup. Under Print Setup you have two choices, Printer Options and
Printer Preferred:

 Printer Options allows you the flexibility to direct a single report to a different printer at the
time of printing. For example, if there is a lengthy report running on the default printer you
could select a different printer to print the report. The temporary printer is for that specific
print job only, however, and will not change the default printer; if you printed another report
the printer to which that report was initially directed would again revert to the Windows sys-
tem default printer.

o Printer Preferred allows you to select a printer as the default printer for Avitar Tax Collect
on each specific workstation. When selected, this option sends all printing from the Avitar
Tax Collect program on that specific workstation to the Preferred Printer. However, it does
not change the Windows default printer. For example, a workstation used for posting pay-
ments and issuing receipts may use one printer and the same workstation uses another printer
for Microsoft Word document printing.
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The forward and back arrow icons allow you to sequentially move through the pages of the report
in preview mode. The first and last arrow icons enable you to immediately jump to the first or last
page of the current report in preview mode. The counter will indicate the number of the currently
displayed report page. If you decide you wish to print the report, click the Print Report icon. You
will be able to see which printer the report will be sent to and you can indicate the pages you wish
to print.

Print Setup

S & 100~ | 1 of2 P 4

Previewing and Printing Reports

The report preview toolbar enables you to view and print the current report. The forward and back
arrow icons allow you to sequentially move through the pages of the report in preview mode. The
first and last arrow icons enable you to immediately jump to the first or last page of the current
report in preview mode. The counter will indicate the number of the currently displayed report
page. If you decide you wish to print the report, click the Print Report icon. Y ou will be able to see
which printer the report will be sent to and you can indicate the pages you wish to print. If you
want to select a different printer, select Print Setup. Under Print Setup you have two choices,
Printer Options and Printer Preferred:

« Printer Options allows you the flexibility to direct a single report to a different printer at the
time of printing. For example, if there is a lengthy report running on the default printer you
could select a different printer to print the report. The temporary printer is for that specific
print job only, however, and will not change the default printer; if you printed another report
the printer to which that report was initially directed would again revert to the Windows sys-
tem default printer.

o Printer Preferred allows you to select a printer as the default printer for Avitar Tax Collect
on each specific workstation. When selected, this option sends all printing from the Avitar
Tax Collect program on that specific workstation to the Preferred Printer. However, it does
not change the Windows default printer. For example, a workstation used for posting pay-
ments and issuing receipts may use one printer and the same workstation uses another printer
for Microsoft Word document printing.

Depending upon your screen’s resolution, the report may or may not be legible when it is first dis-
played in the preview mode. Y ou can zoom in or out on the current report by selecting a new
zoom factor from the dropdown list of percentages. The report will always appear at 100% ini-
tially, however, it may be necessary to set the zoom factor to 150% or higher to actually read the
report in preview mode. Note that the zoom factor has no effect on the final print of the report, only
on the way in which it is displayed in preview mode. Also note that depending upon your
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resolution and system fonts, some labels or values may appear truncated in preview mode at higher
zoom factors. However, the report should be fine when printed — this is only a display issue with
some screen resolutions.

If you need to locate a specific record within the report, on the preview toolbar, click on the Search
Text icon (pictured with the binoculars). Type the name or value for which you are searching in
the search text box and click on the Find Next button. Avitar Tax Collect will search the report for
the string entered in the text box. Any matches will be highlighted with a red rectangle in the pre-
view window. To keep searching, just continue pressing the Find Next button. If the text is not
found, you will receive a message indicating no results were found.

Once you have previewed or printed a report, you can close the report preview window by click-
ing on the standard close button (pictured with an “X”’) in the control box in the upper right corner
of the report form.

Exporting Reports

In addition to printing reports, you have the ability of exporting most all of the reports in Avitar
Tax Collect to a number of standard file formats. Y our options range from distributable report
formats like Adobe PDF files and HTML files, to formats like Microsoft Excel or delimited text
files that allow you to share data with other applications.

| & &z =] 4 4 t of1 by || 04

To export a report select the envelope icon on the toolbar and you will see all of the afore-
mentioned options. Please note that some reports may produce unexpected results when exported
to certain formats and it may take a bit of trial and error with different export types to get just the
type of format that is most useful to you.

Print Setup

The File | Print Setup menu item allows you to select the printer and printer settings to be used by
the program.
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Paying Invoice(s)

In Avitar Tax Collect you can pay an individual invoice or pay multiple invoices with one check. It
is advisable when paying multiple invoices with one check to enter all of the payments as one
receipt. By entering the payment as one receipt, if the check is returned, all the payments can be

easily reversed. If you entered each payment as its own receipt, and the check was returned, you
would have to reverse each payment separately.

Pay an Invoice

To Pay an invoice, you must be on the Receivables Data Display Tab. Using one of the Data
Access Tabs search and select the invoice you wish to pay. Change the Interest Date to reflect the
postmark date, if applicable (see Change Interest Rate). On the Toolbar, click the Pay button. The
Pay Invoice dialog box displays. If you do not accept Electronic tender types, you will not see the
Electronic radio button. To enable the Electronic tender type, see Rates, Fees, Deposit Tab.

Pay Invoice 2009P02 000802 I

—Receipt
Payer: |TD BANE.

Payment D ate: I gaMmzsz2mn . = I

" Elechronic " Cash % Check

Check Murmber: l 9251 2548
Total Receipt Amount: l 03,27

—Invoice

Payment On This lnvoice: I 90327

Frincipal: $879.00
Fenalty: F0.00
|rterest: I 24 27

Total Due: % 90327
Balance: % 0.00

Cancel |

The Receipt section of the Pay Invoice dialog box is used to enter the information regarding the
payment received. This tells the system who paid the bill, on what date, with what tender type, and
the total amount received.

The Payer text box defaults to the property owner, however, if a mortgage company is submitting

the payment, you should change this to reflect who actually is paying this invoice. The Payment
Date text box is populated with the date you selected, or if you did not change the interest date on
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the program's main screen, the system will default to the current date. If you need to change this
date click on the dropdown arrow to display the month date picker and select the date.

With the EFT payment option enabled, you will have to select a tender type radio button (Elec-
tronic, Cash, Check) when you pay an invoice. When you select Electronic as the tender type, a
dropdown text box displays allowing you to select the type of Electronic payment you received.
By selecting the type of electronic payment used, the system captures the information and adds a
total at the end of the deposit report summarizing the amounts by each electronic tender type. This
is useful when balancing with credit card companies. If the EFT payment option is not enabled,
you will only see the Cash and Check payment options.

The Invoice section of the Pay Invoice dialog box is used to enter the information regarding the bill
you are paying. This information is automatically populated based on the invoice selected and the
information you entered in the Receipt section.

The date you selected as the Payment Date is used to calculate, and populate, the interest text box.
Y ou can change the interest amount by typing the amount you wish to charge in the text box, how-
ever, any interest you change is audited and recorded on the Uncollected Interest report. The Pay-
ment On This Invoice text box allows you to pay a portion of the payment received to this invoice
and the rest to another invoice (seePay Multiple Invoices). After all information is correct, click the
Pay button to apply the payment.

The system will prompt you to print a receipt. The default methodology for printing receipts at the
time of payment is intended to be a quick method of providing the customer the basic details of
their payment. As such, the emphasis, at the time of payment, is on speed and efficiency. However,
we recognize some users mail receipts more frequently and would like the opportunity to select or
enter the address the first time when the receipt prints. For these users, there's an option with which
you have the additional flexibility to select or enter the appropriate mailing address for a receipt at
the time it is originally printed. To enable the address prompt on the receipt upon payment, nav-
igate to Utilities | Town Settings | Miscellaneous check the box "Receipts: Print Address Input
After Payment" and save your changes. If this is not enabled, the above address behavior will
remain unchanged — there are no extra message boxes or options, just a simple click and print and
the receipt is in the customer’s hand.

If you do not want to print a receipt, click the Cancel button on the Print dialog box. Otherwise,
click OK to send the information to the printer.

3

Video - Paying Individual Invoice

J
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https://www.youtube.com/watch?v=jj4pwDgoATc
https://www.youtube.com/watch?v=jj4pwDgoATc

Pay Multiple Invoices

There are two options when paying multiple invoices. The first option is used to pay in full all
selected outstanding invoices for a single parcel or for a single owner. The second process is used
to make partial payments on multiple invoices.

To pay all outstanding invoices for an owner (the first option), select the owner from the treeview.
Once you have selected the owner, click the Total button located on the toolbar, or right click on
the owner name within the treeview and select Total Due.

Each outstanding invoice for this owner will display and is automatically selected and included in
the Total Due amount. If you do not want to include a specific invoice, simply uncheck the box
next to the invoice. Once you have selected the invoices to pay, click Pay Selected. A Receipt dia-
log box displays. Enter the Payer into the text box, select the payment type radio button, and fill in
the Check Number if payment is made by a check. Click Pay to complete the process.

iz} Total Due for ACB AQUATICS LLC |
By PID; 000024 007000 DOO0OO iy Current Dwner: ACE AQUATICS LLC
[¥ 2011P01 0DDOF04 | Property Tax Bill &rnt: $2.569.00 O, =
Billed: ACE AQUATICS LLC Principal: $2 565.00
Current; ACB AQUATICS LLC |mt/Pen: $0.00
Location: 5MICHOLS RD Fer Diem:; $0.8446 e
PID: 000023 000003 000000 Diue dmt; $2.569.00
v 2010P02 000704 | Property Tax Bill &t $3.111.00 Gy,
Billed: ACE AQUATICS LLC Principal: $3.111.00
Current: ACE AQ0UATICS LLC IntfPen: $147.28
Location: 5MICHOLS RO Per Diem: $1.0228
PID: 000024 007000 000000 Due dmt; $3.268.28
v 2010P01 DOOF03 | Property Tax Bill &mt: $2.023.00 O,
Billed: ACE AQUATICS LLC Principal: $2.023.00
Current: ACE AQUATICS LLC |rt/Pem: $230.83 LI
Unpaid: 3 Inwvoice(z] & 2 Lien(z)

v Oy Display Urpaid Interest Az OF  |05/23/2011 -
Total For Selected:

11l atanzsl Principal Due: $12,861.91 Pay Selected.. |

L K m Interast/Panalties D $1.367.15 .
!IH iJ EH : H Tatal Due: $14.229.06 Bt |
Per Diem $ 5.0766 [ Eiose |

To pay all outstanding invoices for a specific Map/Lot, find the owner in the treeview, select the
Map/Lot, and click the Total button located on the toolbar, or right click on the Map/Lot within the
treeview and select Total Due. Follow the same instructions above to complete the process.

To Pay to make partial payments on multiple invoices (the second option), you must be on the
Receivables Data Display Tab. Using one of the Data Access Tabs search and select the first
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invoice you wish to pay. Change the Interest Date to reflect the postmark date, if applicable (see
Changing Interest Date). On the Toolbar, click the Pay button to display the dialog box.

Pay Invoice 2009P01 001407

—Receipt
Payer: |TD BANE

Payment O ate: I nangszmo = I

{~ Elechonic " Cash * Check

Check Mumber: I 123
Total Receipt Amount: I 5,000.00

— Imvoice

FPaprnent On This [nvoice; I 2.104.74

Frincipal; $1.939.00
Fenalty: F0.00
|Hterest; I 165,74

Total Due: $2.104.74
Balance: £ 0.00

LCancel |

The Receipt section of the Pay Invoice dialog box is used to enter the information regarding the
payment received. The Payer text box defaults to the property owner, however, if a mortgage com-
pany is submitting the payment, you should change this to reflect who is paying. The Payment
Date text box is populated with the date you selected above, or if you did not change the interest
date on the programs main screen, the system will default to the current date. If you need to change
this date, click on the down arrow to display the month date picker and select the date.

With the EFT payment option enabled, you will have to select a tender type radio button (Elec-
tronic, Cash, Check) when you pay an invoice. When you select Electronic as the tender type, a
dropdown text box displays allowing you to select the type of Electronic payment you received.
By selecting the type of electronic payment used, the system captures the information and adds a
total at the end of the deposit report summarizing the amounts by each electronic tender type. This
is useful when balancing with credit card companies. If the EFT payment option is not enabled,
you will only see the Cash and Check payment options. The Total Receipt Amount is the total
amount received (usually the check amount). For example, a bank sends you a check for $5,000.00
to pay off two invoices, each owing $2,500.00. The Total Receipt Amount would be $5,000.00.

The Invoice section of the Pay Invoice dialog box is used to enter the information regarding the cur-

rent bill you are paying and is automatically populated based on the invoice and the information
you entered in the Receipt section. For example, the date you selected as the Payment Date is used
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to calculate, and populate, the interest text box. Y ou can change the interest amount by typing the
amount you wish to charge into the text box, however, any interest you change is audited and recor-
ded on the Uncollected Interest report.

The Payment On This Invoice text box allows you to pay a portion of the payment received to this
invoice and the rest to another invoice(s). After all information is correct for this payment, click the
Pay button to pay this invoice. As you are paying multiple invoices, a dialog box will display in the
upper-right hand corner of your program's main screen showing the balance remaining for this
receipt. For example, assume a customer pays you $5,000.00 to pay for his three properties. The
total receipt amount is for $5,000.00 and the first invoice paid was for $2,276.08. The remaining
receipt balance to be used to pay for the other two properties is $2,723.92.

Payer: TD BAMK NORTH
Balance: % 2.723.92

Assign Credit

There are two options at this point: Assign or Credit. Selecting Credit means you have no more
invoices to pay and the customer has overpaid you. Selecting Assign allows you to keep posting
the remaining receipt balance to other outstanding invoices. To pay another invoice, leave the

green box in the upper corner of the screen while you search and select the next invoice. With the
next invoice selected, click the Assign button. This will display the Pay Invoice box. Note, the pay-
ment dialog box does not allow you to edit the top section, as this is a continuation of a previously
created receipt. Update the Payment On This Invoice amount and/or the Interest text boxes if neces-
sary. Then select Pay. If you have applied all the money received, a Print box displays allowing
you the option of printing a receipt. If you have an amount still not applied, the Remaining Receipt
Balance box will display. Continue this process until the balance of the receipt has either been
assigned to invoices or assigned to a credit.

-

Video - Paying Multiple Invoices

:b-g

Only List Unpaid
Only List Unpaid is a function to assist you in viewing only unpaid invoices in the Data Access Tab tree
views. This feature will assist you in searching and paying multiple tax bills quickly.

OMLY LIST UMNPAID CAPS ML M 1:40 P

When you log into Avitar Tax Collect, you are viewing all invoices, whether paid or unpaid. To activate this
function double click on the ONLY LIST UNPAID cell on the Status Bar. This will turn the letters in the cell
black indicating the function is active. To inactivate this function, double click the cell again and the letters in
the cell will now be gray.
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https://www.youtube.com/watch?v=FWNQZaBA4Sc
https://www.youtube.com/watch?v=FWNQZaBA4Sc

Changing Interest Date

New Hampshire Revised Statutes Annotated (RSA) states the payment is considered received by the post
marked date shown on the envelope. Therefore, in order to calculate the interest due, you need to change the
interest date to reflect the correct postmark date. On the right side of the Receivables Data Display tab you will
see a Date field, which defaults to today's date. To change this field, click in the date field. This will display a
calendar. Choose the posting date by clicking on a date and then selecting Update. Your program's main screen
will now display the new date and the field is now red to remind you that you are not on the current date. After
you are done with this transaction, remember to change the date back to the current date.

Refer to RSA 80:55 Timely Mailing

Edit Payer/Check Number

Prior to deposit, you can change the Payer and/or Payment Type on a receipt up until the time that the receipt
has been deposited. This can be helpful when you notice at the end of the day, that the name on one of the
checks does not match the name that appears on the Deposit preview report. To edit either the Payer or the Pay-
ment Type, search and select the receipt using the Receipts data display tabs. From the Receipts main menu,
select Receipt | Edit Payer/Check Number and make any necessary changes.

i} Edit Receipt 2010 000001 -10] x|

Y'ou can edit the Payer and Payment Type on a Receipt up
until the time that the Receipt iz deposited.

Payer. |TD BANK

" Electronic " Cash {* Check

Check Mumber: I 123

Cancel

Process Pre-Payments

The Process Pre-Payment menu item allows you to post a pre-payment for a specific parcel. A pre-
payment is maintained as a credit for posting to a future invoice. To process a pre-payment, you
must be on the Receipts tab of the application's main window. From the main menu select
Receipts | Process Pre-Payment. The Process Pre-Payments box will display.

35


http://www.gencourt.state.nh.us/rsa/html/v/80/80-55.htm

Process Pre-Payment 3

— Receipt

Payer: [TD BANK il
Map: | 109 Lae [ 131 Sub | el
[ ate: Im

i~ Electranic i~ Cash * Check

Check Murnber: I 125
Pre-Favment &mount; I RO0.00

LCancel |

Enter the Payer name in the text box or click on the ellipsis button to search by Current or Billed
Owner. Next enter the Map/Lot/Sub into the appropriate text boxes or click on the ellipsis button to
search by PID. It is possible to process a pre-payment without a Map/Lot/Sub associated with it,
however, if a PID is not entered, the system will not be able to automatically search for an invoice
at the time of assignment. The Date field defaults to your system date. To change the date, you can
type in the text box field or click on the down arrow to access the month date picker.

Next select one of the tender type radio buttons. With the EFT payment option enabled, you will
have to select a tender type radio button (Electronic, Cash, Check) when you pay an invoice.
When you select Electronic as the tender type, a dropdown text box displays allowing you to select
the type of Electronic payment you received. If the EFT payment option is not enabled, you will
only see the Cash and Check payment options. Enter the amount of the prepayment. Once all the
information is complete, click the Pre-Pay button.

Print Receipts as Paid

In Avitar Tax Collect, the system defaults to prompt you to print a receipt after each receipt has been posted. To
turn this function off, and subsequently back on, from the Receipts main menu select Receipts | Print Receipts as
Paid. This will turn the function off. To turm it back on, follow the same procedure. If a check mark is visible
next to Print Receipts as Paid on the drop down menu, the receipts will automatically be printed.

Reprint Current Receipt

The Reprint Current Receipt menu item allows you to reprint a displayed receipt. In order to reprint
a receipt, you must search and select the receipt you wish to reprint from the Receipts Data Access

Tabs. Once the receipt is selected, from the main menu select Receipt | Reprint Current Receipt.
When reprinting receipts you have the ability to select or enter the appropriate mailing address for a
receipt.
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(%) Select Mailing Address o[ ()

The document pou're about to print can include a zingle mailing address =0 pou can ?
fold the document and ingert it in an envelope, However, there iz more than a single
mailing addrezz azzociated with the document. Chooze the address to be included from
the lizt of available addreszes below and press Use Selected, manually enter a new
address, or press No Address to skip,

f* Mailing Address Option # 1 el
1138 ELM STREET IMNC

PO BOX 173

MAMCHESTER. WH 03101

(" Enter a Hew Mailing Address:
|'|'|38 ELM STREET IMC

-

Cancel Mo Address | Usze Selected ‘

Whether or not the receipt contains zero, one, or many distinct current owner addresses, with a
reprint you will be prompted with the Select Mailing Address dialog box. In it, you will be able to
choose from every distinct current owner address included on any and all invoices included on the
receipt. Additionally, you will have the option to enter a new mailing address. The name for the
new mailing address will default to the receipt payer name which you can choose to use or type
over to enter a different recipient. So, for example, if a bank paid five different invoices for five dif-
ferent parcels, each with its own distinct current owner address, during a reprint you could choose
to include any of those five addresses on the receipt or you could choose to manually enter the mail-
ing address for the bank. If the address is unknown or you do not wish to include any of the pos-
sible options on the reprinted receipt, select No Address.

Note that whether you are opting to include an address on a receipt from one of the available dis-

tinct current owner addresses or you are choosing to manually enter a different address the
address for the receipt will not be saved.
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Creating a Deposit

The Deposit function in Avitar Tax Collect is used to balance and finalize the receipts posted in the
system. The system can be configured to prepare one deposit for each individual user or one
deposit for multiple users (see Rates, Fees, Deposit Tab). The Deposit dialog box will display
depending on this setting. For example, if the system is preparing a single deposit for multiple
users, the Deposit dialog box will show every payment posted by each user. Alternatively, if the
system is preparing a single deposit for a single user, only the payments posted by that user will be
displayed.

To create a deposit, you must be on the Receipts Data Display tab of the applications main menu.
On the toolbar select the Deposit icon, which will display the Prepare Deposit window.

o o
Fieceipt Paver |F|ecei|3t IEheck | Daten:i .ﬁ.mounl!
RATND, RICHERD 2005001931 CasH £/7/2003 $75.20
RAYMOND, BRIAN 2009001930 2541 8/7/2003 $124.29
TD BAMK NORTH 2009001929 829362932 8/7/2003 $ 264057
PERN&W, STEPHEN G, 2009001928 652 8/7/2003 $75.20
PERKING. M HELEN 2003001927 784 B/7/2003 $ 37.60
CITIZENS BANK 2003001926 937283723 8/7/2003 $ 351 66
NORTOM, ROBERT 2003001925 548 8/6/2003 $145.70
NICHOLS. KEITH R 2003001924 CASH 8/6/2003 $10810
LACLAIR, DAVID D 2003001923 87542 8/7/2003 $ 200.00
LACLAIR JR, REGINALD 2009001922 843 £/3/2003 $ 67415
LABRECOLE, RITA 2009001921 CasH £/4/2003 $ 65.80
LABRECOUE, MARLENE J 2009001920 364 8/6/2003 $ 626,68
FRAMKLIN SEVINGS BANK 2009001919 548215673 £/10/2009 $20,000.00
CARLSOM, WESLEY D 2009001918 CasH £/10/2009 $812
CARLSON, WESLEY D 2003001917 512 £/10/2009 $733.34
CAPOBIANCD, MICHAEL A& 2003001916 4812 £/10/2009 $ 84,60

. Drate: FE#"IW_EUE Print Presigw. |

i Cash $25722 (4] —
- B $2570179  (12] Zepost.. |
Total: $ 25.959.01 Close |

In the single deposit for multiple users scenario, every payment entered in the system is displayed,
including the receipt number, type of payment, the payment date, and the amount of each receipt. If
the list is longer then will fit in the box, use the scroll bar to the right to view the items not dis-
played.

The lower section of the deposit dialog box will display differently depending on the options you
have chosen (see Rates, Fees, Deposit Tab). The above deposit screen shot is if you do not accept
Electronic payments, so the totals displayed are what you have collected in cash and checks, as
well as the total number of checks, which is displayed in parentheses. If your totals in the deposit
dialog box do not match what you actually collected, select the Print Preview button. This will
produce an exact report of the deposit that you can print to compare each receipt to assist in finding
the error. To correct an error or to exit the Deposit dialog box, click the Close button.
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If you have chosen to accept Electronic Payments (EFT), you have the option to Include EFT Pay-
ments in Deposit Total (see Rates, Fees, Deposit Tab).

i Prepore DepositforaviTaDMIN =T
Feceipt Payer | Fieceipt I Check | Datec‘ .-'-‘-.mounl!
HAMBURG, GLEMM [ 2010000013 EFTMSA 3/19/2010 $ 6081
FOLEY, EDMUND § 2010000012 EFTIMC 3M19/2010 $1,388.63
TD BAME 2010000011 525894563 3419/2010 $1.930.03
ELLIOTT,JOHNF 2010000010 412 3119/2010 $1.111.73
PAREMTS, FLOREMCE E 2010000009 258 3M19/2010 $79.26
POMEROY LIMITED PARTHERS 2010000008 74265 3M19/2010 $10.86
FIMARD, SEAN 2010000007 CASH 3Ma/2010 $ 710.43
FRAMKLIN SAVINGS BANE 2010000006 8537456 3119/2010 $611.65
JOHMSON, TERRI L 2010000005  CASH 3M19/2010 $ B53.66
JOHMSOM, KEVIN 2010000004  EFTIMC 3/19/2010 $ 357.23
MICKERSON, MARK EDWARD 2010000003 CaSH 31a/2010 $1,518.06
BARKALOW JULIE L 2010000002  EFTIAMEX 3419/2010 $793.79
TD BAME. 2010000000 123 3M8/2010 $ 5,000.00

Otker Deposits: 4 0.00 Wim Dthers. |
_ Date: WE/19/2010 =
¢ Electronic; $260046 (4] Erint Preview... |
< Casfi $298215 (3 ,
- Deposit... |
R Checks: $8.74354 (&)
Total: $14.326.15 Sl |

By selecting to include the EFT Payments in Deposit Total, the amounts you have collected will be
added to your checks and cash. For example, if you collect $8743.54 in Checks, $2982.15 in
Cash, and $2600.46 in EFT, your deposit total for the day will show as $14326.15. Select this
option if you want your total deposit to reflect all the transaction you processed during the day, not
just what you are actually taking to the bank.

If you do not check the box Include EFT Payments in Deposit Total, the EFT payments will still
be itemized on the deposit report, but will not be included in the overall deposit total.
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_iBix
Receipt Payer |F|ecei|:ut I Check. | Dated Amnunll
HatBURG, GLEMM D 2010000032 EFTRISA 3192010 $e0.81
FOLEY. EDMUMD 5 2010000012 EFTIMC 3192010 $1.288.63
TD BAME. 2010000011 E2HB34563 3192010 $1,930.03
ELLIOTT. JOHM F 2010 0000710 412 319/2M0 $£1.111.73
PAREMTS, FLOREMCE E 2010 000003 286 3192010 7926
POMERDOY LIMITED PARTHERSE 2010 DOO00S Fa265 319/20M0 $10.86
FIMNARD, SEAM 2010 000007 CASH 3192010 F710.43
FRAMELIN SAVINGS BAME 2010 000006 8597456 319/2M0 $611.66
JOHMSOM, TERRI L 2010 000005 CASH 3192010 $ B53.66
JOHMSOM, KEVIM 20710 000004 EFTIMC 319/2M0 $ 35723
MICKERSOM, MARK ED'WwWARD 2010 000003 Ca5H 3132010 £1.618.06
BaREALOW, JULIE L 2010 000002 EFTIAMES 3192010 $793.79
TD BAME, 2010 000001 123 af1as2010 $ 5.000.00

Other Deposits; $0.00 s |
Date: |E£1 9/2010 :"]
£ @ Electionic; $2E00.46 (4 Erint Preview... |
=t Cash: $288215 (3 :
i . Deposit. .. |
‘." Checks: $8.74354 [E]
Total Cash/Checks: $11.725.69 2o |

Using the example above, the deposit total would equal $11,725.69, which is the total of the Cash
and Checks only. Y ou will want to select this option if you want the deposit total to match what is
actually being taken to the bank.

Once you are ready to finalize the deposit, make sure the Date text box has the date you are mak-
ing the deposit. The Date field defaults to your system date. To change the date, type in the text
box field or click on the down arrow to access the month date picker. To finalize the Deposit,
select the Deposit button. Each finalized deposit will be assigned a unique deposit number based
on the fiscal year and a sequential number. For example, if you are making your tenth deposit for
the fiscal year 2009, the system will name the deposit “2009000010.”

Once you select Deposit, the deposit report displays, or if you are utilizing the Avitar Tax Collect
Deposit Slip feature (see Deposit Slip Report), the deposit slip will display first and then the
deposit report. At this point, you can print or export the document (see Printing). The first page of
the deposit report gives the total received by invoice year and type, broken down by Principal,
Interest, and Penalties collected. If you are using EFT, you will also see a totals summarizing the
amounts by each electronic tender type. This is useful when balancing with credit card companies.
The second page gives the detail on each receipt. At the bottom of the first page on each deposit
report are signature and date lines for the person submitting the deposit (usually the Tax Collector)
and a line for the person receiving the report (usually the Treasurer). If the Treasurer is not the per-
son receiving the report, you have the option of entering text to specify what you want the sig-
nature line to read. (See Rates, Fees, Deposit Tab)
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Video - Create Deposit
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https://www.youtube.com/watch?v=Qd6u1S2aa9o
https://www.youtube.com/watch?v=Qd6u1S2aa9o

Deleting Receipt

In the Avitar Tax Collect system there are two functions available that you can use to correct errors
or delete a receipt: Delete Receipt and Delete Transaction from Receipt. Depending on the reason
you need to delete the receipt will determine which item you need to choose. The delete receipt
functions are used to reverse a bad check, to fix an amount entered incorrectly, as well as to correct
a misapplied payment. The Delete Transaction from Receipt will remove the payment from an
invoice and leave it as a credit.

Delete Receipt

The Delete Receipt function is commonly used for the following situations:

o To reverse a returned payment
o To fix an amount entered incorrectly
o To correct a misapplied payment

A receipt can be deleted before or after you have finalized the deposit. However, if you delete the
transaction after you have finalized the deposit, Avitar Collect will audit this transaction by adding
the transaction to the Deleted Receipts Report. Also, once it is deleted, the deposit will be updated
showing the reversed amount with a strike through mark on the transaction.

To delete a receipt, use the Receipts Data Access Tabs, look up and select the receipt you want to
delete. Once you have selected the receipt, from the main menu, select Receipt | Delete Receipt.
The Delete Receipt dialog box displays.

Delete Receipt

Fayer: BETTEMCOURT, ROMNALD
Feceipt #2010 000018
Amount: § 2806.00

Receipt should be deleted due to;

f* [ata Entry Error
" Returmed Check

E =planation:

Pozted to wrong account.

LCancel || Delete Receipt I

There are two radio buttons to choose from, Data Entry Error and Returned Check. Both selections
require you to enter an explanation into the text box on why you are deleting the receipt (e.g. Insuf-
ficient Funds, Account Closed). This explanation will print on the Deleted Receipt report.
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The Returned Check option will reverse a payment and allow you to assign a returned check fee to
the owner's account. If the receipt was deposited, you will be prompted to reprint the deposit
affected by this transaction. The deposit will show the original receipt with a strike mark through
the amount and a note stating VOIDED-RC. This indicates the check was voided due to a returned
check. To complete the process, click Delete Receipt and reprint the deposit when prompted.

The Data Entry Error option is typically used when you make the deposit at the bank and the bank
then states the written amount on a check was incorrect and they are going to adjust your deposit
amount for that transaction. For example, a customer pays their bill for $2,500.00, which you
deposit. The bank subsequently sends you a statement saying the written amount was for
$2,005.00 and they will adjust your deposit by $495.00. In order to correct the actual amount of
the receipt, you have to delete the receipt with the wrong amount, reenter the payment correctly,
and then assigning that receipt to the original deposit.

Note, we suggest you reprint the original receipt before deleting it, so you will have all the inform-
ation you will need in order to reenter the transaction.

After you have deleted the receipt, you will need to reenter the payment correctly using the original
transaction date and the new/correct payment amount. Once you have entered the payment, you
need to assign the new receipt back to the original deposit.

Assign Receipt to Deposit

The Assign Receipt to Deposit function allows you to assign a newly created receipt to a pre-
viously made deposit. This is usually used when you need to delete a receipt that was posted for
the wrong amount and the error wasn't found until after the deposit was made. For example, per-
haps you posted a payment in the amount of $550.00 but the bank only gave you credit for
$500.50. The Avitar Tax Collect system will not allow you to adjust a receipt amount. Y ou must
reprint the current receipt (see Reprint Current Receipt) and then delete the receipt (see Delete
Receipt). The next step is to post the payment with the correct amount using the original payment
date (if you do not use the same payment date, you may not be allowed to assign the receipt back
to the original deposit.), check number, and payer.

Once the payment has been entered correctly, you can assign the receipt to the original deposit by
selecting Receipts from the main menu and clicking on Assign Receipt to Deposit from the drop
down menu. The Assign Deposit for Receipt box displays showing you all the deposits available
for you to assign this receipt to. Select the deposit in the grid and select Assign. The last step is to
reprint the deposit (see Deposit Report).

Delete Transaction from Receipt

The Delete Transaction from Receipt menu item allows you to delete a single payment transaction
from a multiple payment receipt without having to delete the entire receipt. It is also used if a pay-
ment was posted to a wrong invoice. By deleting a transaction from a receipt, you create a credit
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that can be assigned, either to another receivable (see Assign Credit to Receivables) or it can be
assigned to payables (see Assign Credit to Payables).

To delete a transaction from a receipt, use the Receipts Data Access Tabs, look up and select the
receipt. From the main menu, select Receipt | Delete Transaction from Receipt. The Delete
Transaction From Receipt dialog box displays listing all the invoices paid on this receipt.

Delete Transaction From Receipt _

Thiz funchion allows wou to delete a zingle payment tranzaction from a receipk without
having to delete the entire receipt. The amount of the deleted payment will appear az a
new credit on the receipt or be added to any exizting credit on the reciept.

Payer: WITHAM. SUSAN D

Fieceipt #: 2003 001262 Amount: $4.110.00
Effective Date: 07062009 Check: 1501
Pasted Date: 07 072009 Deposit #: 2009 0007 27

Fosted By: pamh

‘W arrant Frincipal Interest Fenalt|  Balance| PID/owner

$0.00 §0.00 001830 000034 000000
2003Pm $ 204.00 $0.00 $0.00 $ 0.00 001830 000034 0000T 1
2009Pm $ 166.00 $0.00 $0.00 $ 0.00 001830 000034 0000T 4
2009Pm $ 260.00 $0.00 $0.00 $ 0,00 001230 000034 000075
2003P01 $ 203.00 $0.00 $0.00 $ 0.00 001830 000034 0000T 7
2003FPm $184.00 $0.00 $0.00 $ 0.00 001230 000034 000710
2009Pm $177.00 $0.00 $0.00 $ 0.00 001830 000034 000712

$291600  $0.00

Cancel Delete Tranzaction

Select the payment to be deleted by highlighting the transaction in the grid and click the Delete
Transaction button. A dialog box will display asking you to confirm the deletion of the transaction.
Select Yes if you wish to continue or No to end this process. If you had previously deposited this
receipt, deleting it will affect the deposit, therefore, the program will prompt you to reprint the
deposit. You will need to give a copy of the deposit to your treasurer/bookkeeper to show the
adjustment.The credit you create will need to have a PID associated with it in order for it to be
reflected on the owner’s account.

44



Assigning Credits

In Avitar Tax Collect, a credit is created when an invoice is over paid or an owner makes pre-
payments. A credit will not be automatically assigned to an invoice, as the system needs you to
verify where the credit belongs.

Associate Credit with PID

The Associate Credit with PID function will link credits with specific map/lots. Note, this function
does not automatically apply a credit to a specific invoice, it is only a reference to where/who the
credit belongs to. This function is commonly used when a bank sends in multiple mortgage pay-
ments and one of the payments is for an invoice that is already paid. The system does not know
which customer overpaid, so it will leave the credit without an association to anyone. Having the
credit associated with a PID will assist you in finding an invoice that matches the PID when you
are ready to assign the credit to a receivable. It is also used in conjunction to the Delete Transaction
from Receipt process where a credit is created and needs to be associated with a specific PID
(Associate Credit with PID).

To Associate a Credit with a PID, use the Receipts Data Access Tabs to search and select the
credit. From the main menu select Receipt | Associate Credit with PID. The Associate Credit
with PID dialog box displays. If you know the PID, you can type it into the Map, Lot, and Sub
text boxes and click OK. Otherwise, you can use the tree view to browse for the PID or by Current
Owner Name. Once you have made your selection, select OK.

Assign Credit to Payables

The Assign Credit to Payables function is used to create a refund in the system. If you are refund-
ing a property owner, it is recommended that you print an activity report before assigning the
credit. This can be used to as backup paperwork for your finance office.

To Assign Credit to Payables, use the Receipts Data Access Tabs to search for and select the credit
you wish to refund. Then click on the Payables toolbar button. The Payables Check Number dia-
log box displays. This box allows you to type in the refund check number your town used to
refund the credit. If you do not know the check at this time, you can enter any pertinent inform-
ation in the text box provided and then return at a later time after you have this information. Once
you have entered the information click OK to process the refund.

If you did not enter the check number at the time of the assignment and now wish to update the
information, search and select the original receipt from the Receipts Data Access Tabs. Then click
on the Payables toolbar button. An Edit Payables Check Number dialog box displays asking if you
want to edit the check number. Select Yes. Enter the refund check number in the text box, and
click OK.

45



Assign Credit to Receivables

The Assign Credit to Receivables function allows you to assign a credit to an outstanding invoice.
If you want to assign all or most of the credits to the warrant you just imported, you should follow
the procedures for Assigning Credits to Warrant.

To Assign a Credit to a Receivables, search and select the credit using the Receipts Data Access
Tabs. Press the Assign toolbar button. The system will search for any unpaid invoice if the credit
was associated with a PID (see Associate Credit with PID). If an unpaid invoice is found matching
that PID, it will take you directly to that invoice. An Assign Credit dialog box displays in the upper
right hand corner of the program. If the unpaid invoice on the screen is where you want the credit
to be applied, click Assign. Otherwise, choose another invoice by searching and select an invoice
from the Receivables Data Access Tabs. Once you click the Assign button, the Assign Credit to
Invoice dialog box displays. The system will default to the original payment information, but you
can change the Interest As Of Date, Payment On This Invoice, and Interest text box. Once all the
information is correct, press Pay.

Assign Credit to Int/Pen

RSA 80:57 states that an overpayment of $5.00 or less does not have to be refunded to the tax-
payer. Therefore, when a payment is being posted and it overpays the invoice by $5.00 or less, the
Avitar Tax Collect system will ask if you want to assign the overpayment to interest and penalties.
You would select Yes to assign it or No to leave it as a credit. The Assign Credit to Int/Pen toolbar
button is used after you have created the credit and now decided to assign it to interest and pen-
alties.

To Assign Credit to Int/Pen, search and select the credit using the Receipts Data Access Tabs.

Select the Int/Pen toolbar button to display the Assign to Interest/Penalties dialog box. Click Yes to
assign the credit or click No to cancel the procedure.
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Post-It Notes

The Avitar Tax Collect system provides Post-It functionality whereby you can add notes or remind-
ers to specific types of records within the database. You can use Post-Its to simply maintain addi-
tional details about a record, or you can create them such that the system will remind you when
specific reminder dates pass. Post-Its can be added to a parcel or a receipt.

Add Parcel Post-It

The Add a Parcel Post-It function allows you to add a note or reminder to a specific parcel. To add
a Parcel Post-It, search and select the parcel using the Receivables Data Access Tabs. With the par-
cel selected, choose Edit Invoice | Add Parcel Post-It.

Edit Parcel Post-Its For 00183C mzsm 3

I~ SetReminder  Reminder Date: [02/13/2003 -] ol =

[ Flash Thiz Meszage Whenever The Parcel 1z Digplayed. Ak Faf 7
Hew Delets LCancel 6]

You will see the Edit Post-Its dialog box, where you have several options. For each Post-It you can
select whether you want to be reminded on a certain date. For example, if a customer has made
monthly payment arrangements to avoid being deeded, you can set the reminder for the payment
date, which will assist you in making sure the payment plan is being followed. To be reminded,
check the Set Reminder check box and then select the Reminder Date. Additionally, if you wish
to be explicitly reminded of the Post-It whenever the record is displayed on the screen check the
Flash This Message check box. You might use the Flash option to add a Parcel Post-It to remind
you that the customer has an outstanding returned check that must be paid. In the future, any time
this parcel is selected by any user, the Post-It will automatically be displayed. You can add mul-
tiple Post-Its to a single record by pressing the New button. To move among multiple Post-Its on a
single parcel, use the left and right arrow buttons within the Post-It dialog box. To delete a Post-It,
display the note to be deleted (using the left and right arrow buttons if multiple Post-Its exist on a
parcel) and then press the Delete button.
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Add Receipt Post-It

The Add Receipt Post-It function allows you to add a note or reminder to a specific receipt. To
add a Receipt Post-It, search and select the receipt using the Receipts Data Access Tabs. With the
receipt selected, choose Edit Invoice | Add Receipt Post-It. (For additional Post-It features, see
Add Parcel Post-It.)

Viewing Post-Its

Once you have added a Post-It to a particular parcel or receipt, the Post-It icon appears on the record as a little
yellow piece of paper. To view the Post-It, simply click on the Post-It icon. The system will automatically dis-
play Post-Its that were created with the Flash This Message option. When a Flash Post-It is displayed you can
press the Don't Remind Me button once you have acknowledged the Post-It. It will continue to flash in sub-
sequent sessions until you either delete the Post-It or remove the Flash Option.

Post-It Reminders

Each time you or any other user logs into the system, the system will check the database for any
Post-Its with Reminder dates equal or prior to the current system date. If the system identifies one
or more parcels with applicable Reminder dates, you will be notified immediately after logging in
that you have reminders and you will be prompted whether or not you wish to view them. If you
answer No you can proceed as usual. If you answer Yes, the system will query the database for all
parcels with applicable Reminder dates and display them in your current record set. Keep in mind
when searching a parcel's Post-Its for the Reminder in question that the Reminder Post-It might not
be the first Post-It displayed in the Post-It dialog box. Y ou may have to scroll through multiple
Post-Its to find the one in question. You will continually be notified of Post-Its with applicable
Reminder Dates with each subsequent log in until such time as you either uncheck the “Set
Reminder” checkbox on all of the applicable Post-Its, change the Reminder Dates to sometime in
the future on all of the applicable Post-Its, or simply delete the applicable Post-Its.
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Abatements

Abatements are generated in the Assessing office and are a reduction in a taxpayer's amount owed.
In Avitar Tax Collect you have two options for posting an abatement and it's important to under-
stand the fundamental difference between the two types of abatements. An Ending Balance Abate-
ment will automatically abate the entire remaining principal amount of the bill. A Beginning
Balance abatement is used to enter a partial abatement.

Refer to RSA 76:16 Abatements

Abatement - Beginning Balance

Beginning balance abatement is used to enter a partial abatement to an invoice. When you enter a
Beginning Balance abatement, you are telling the system that the billed amount should be reduced
and any previously posted late payments should be charged interest based on the lowered principal
amount. With this in mind, if any late payments, posted within this fiscal year, had been made prior
to the posting of the Beginning Balance abatement, they were charged too much interest. As such,
when you post a Beginning Balance abatement, Avitar Tax Collect will look to see if late pay-
ments were made within this fiscal year. If there were, the payments are recalculated and adjusted
to reflect interest charged on the adjusted principal amount. This will show the payment with more
principal and less interest paid. However, if there were no late payments, the system will lower the
principal amount owed and calculate interest on this amount going forward.

Posting a Beginning Balance abatement could also create a credit. If the property owner paid his
bill and was granted an abatement, the property owner is due a refund for the amount of the abate-
ment. Some tax collectors will not post a refund abatement in the system, however, as long as the
payment was made within the current fiscal year, Avitar Tax Collect will allow you to post the
abatement and then process the overpayment as a refund (see Assign Credit to Payables).

To process a Beginning Balance abatement, search and select the invoice using the Receivables

Data Access Tabs. Once the Invoice is selected choose Abate | Beginning Balance. The Abate
Beginning Balance dialog box displays.
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Billed Mamne: BAKER, ARLEME

Warrant: 2007L07 -50001

Tranzaction [ ate: |EIE!.-’14.-’2EIDE| *I

6 Effective D ate: /01,2009

Abate Amount: I Q.00

Select the transaction date and enter the amount of the abatement in the text box provided. The
Reference Number text box is optional and is used to enter a unique number for each abatement.
Once the information is complete, click the Abate button. If the abatement affected a previous
deposit(s), after posting the abatement, the system will display an Affected Deposit dialog box
prompting you to reprint the deposit(s). A copy of this updated deposit should also be given to the
Treasurer/Bookkeeper.

Abatement - Ending Balance

The Ending Balance abatement is used to eliminate the total principal amount owed on an invoice.
To process an Ending Balance abatement, search and select the invoice using the Receivables Data
Access Tabs. Once the Invoice is selected, choose Abate | Ending Balance. The Abate Ending
Balance dialog box is displayed.

Billzd Mame: GLOWER SR, ALLAN W

Warrant:  2009P07 002006

6 Effective D ate: 021442009
Ahate Amolnt: $1.841.00

Feference Mumber: |

LCancel |

As you selected to process and Ending Balance Abatement, the system defaults the abatement
amount to the principal amount owed on this invoice. The only information you can enter in this
dialog box is the Reference Number. This is an optional field and is used to enter a unique number
for each abatement. Once the information is complete, select Abate. If a penalty had been posted
to the invoice, a dialog box will display asking whether you wish to wipe out the penalty with the
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abatement. If you select Yes, the system will show an abatement for the principal and penalty
amount. However, if you select No, the system will leave the penalty to be paid but the principal
amount will be gone. If you do not want to leave the penalty as owed and do not want to abate it,
you can delete the penalty prior to posting the abatement (see Delete Penalty).

Note, with Ending Balance Abatements it is not necessary (and in fact it's impossible) to abate
interest — when you abate the entire outstanding bill amount the interest will disappear as well.

Delete Abatement

The Delete Abatement function allows you to delete an abatement that was posted in the current
fiscal year. This means that if you posted an abatement in the prior fiscal year, you will not be
allowed to delete it in your current fiscal year.

To Delete an Abatement, search and select the invoice using the Receivables Data Access Tabs.
Once you have selected the invoice choose Abate | Delete Abatement. The Delete Abatement dia-
log box displays. Click the Delete button to finish the process.

Refund Abatement

Abatement Refunds are used in some towns to process an abatement on an invoice paid in a prior
fiscal year. Note, if you are processing an Abatement Refund to an invoice that was paid in the cur-
rent fiscal year, you will not follow this process -- you will post a beginning balance abatement and
assign the subsequent credit to payables. If you are unsure on whether you should use this process,
call Avitar.

To post an Abatement Refund, go to your Prior Y ears database and select the invoice for the prop-
erty you want to abate (i.e. 2007P02). From the Main Menu, select Abate | Refund Abatement.
Enter the abatement amount, reference number (if applicable), and the refund check number. Once
the information is complete, click Create. This will now create an abatement and a refund on the
current Monthly Balance, Collection Year to Date, and MS-61. To print an abatement report show-
ing this transaction, you must go to your Current Y ear database. If you have posted an Abatement
Refund and need to delete it, you need to go to the Prior Years database and select the invoice to
which you posted the Abatement Refund. From the Main Menu, select Abate | Delete
Abatement. When the Delete Abatement dialog box displays, click Delete.

Abatements Report

The Abatements Report is a compilation of the abatements posted during this fiscal year. The
report can be viewed and printed for a specific date range or for the complete year. You have the
option of including the deleted abatements in this report. To include the deleted abatements, on the
Abatements Report dialog box, click the Include Deleted Abatements check box. The original
abatement will show on the report as it was posted and a subsequent posting will show the
reversal. Both entries will have a line through them indicating they have been deleted. Also, if you
use the Abatement Refund process (see Refund Abatement), they will display on the bottom of the
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Abatement report as a separate entry and total. This report should be used for your monthly and
yearly balancing.

To view and print the Abatements Report, from the main menu select Reports | Abatements. The

Abatements Report dialog box displays.

iz Abatements Report N x|

Ahbatements Within:

Beginning Date: |§f/01/2010 =)

Ending Date: (0141172011 =]

[T Include Deleted &Abatements

LCloze i

Select the date range for the report. If you want the report to display the deleted abatements, select

the Include Deleted Abatements check box. To see the report, click View. (For information on
Printing and /or Exporting see Printing or Exporting Reports.)
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The Warrant Process

The Avitar Tax Collect system offers a full range of Warrant capabilities. Its full integration with
the Avitar Assessing system simplifies the process of owner updates and tax warrant importation.
The warrant process begins with the import of a warrant, assigning credit to the warrant, printing
bills, and ends with an export file for the Real Estate Services. There is also the Supplemental war-
rants process, which includes, but is not limited to, Timber Tax, Current Use Change Tax, and
Gravel Tax.

Import Warrant

The Import Warrant function is used to import warrants from the Avitar Assessing and Utility
Billing systems. The options for Utility Billing will only be available if the Avitar Utility Billing
program is installed or if other arrangements have been made to import a third party product. A war-
rant cannot be imported until it has been formalized in the Assessing system or exported in the Util-
ity Billing system. Before importing any warrant, it is a good idea to create a backup of the Tax
Collect database in the event a problem with the warrant is subsequently identified (see Backup
Database).

To Import a Warrant from the main menu choose Ultilities | Import Warrant. Select the appro-
priate warrant and select Next.

Imporkt Warrant

Type of W arrant to Irnport:

* Property Tax
 Sewer Tax

£ Wwiater Tax

| Close I MNest > |

If the selected warrant type is found a totals dialog box will display showing pertinent data to be
verified to the printed warrant from the Selectmen. The totals on this page and the totals from the
warrant must match exactly. If all your totals match, enter the Bill Due Date for your bills and
select Import. A dialog box will display verifying the bill due date. If it is correct, select Yes to
continue, otherwise select No to change the date.

53



If your municipality has Districts defined in Assessing, a Defined Taxable Districts dialog box dis-
plays. This box is designed to verify that the Districts configured in Assessing are the same as
those configured in the Avitar Tax Collect System. If they match, select Continue. (Note that the
most important factor is the Districts are in the identical sequence and named similarly — they do
not have to be named identically in order to proceed.) If they do not match, you need to close the
process and update the Districts before proceeding (see Districts/Precincts Tab).

3

Video - Import Warrant

> -

Assign Credits to Warrant Function

The Assign Credits to Warrant function enables you to review and assign all of your outstanding
credits in a single dialog box, without the need to flip back and forth between the Receipts and the
Receivables tabs as you would do when assigning a single credit.

To Assign Credits to Warrant choose Utilities | Assign Credits To Warrant. As the dialog box
loads, it will display all of the outstanding credits down the left side of the window.

Assign Credits To Warrant

Thiz function allows you to glabally aszign outstanding credits ba the correzponding invoices for a selected warrant. Tao beqgin,
zelect the warrant ko which the creditz will be azzigned. The system will attermpt to locate the most likely invoice for each credit,
baszed on PID and Payer. I pou wizh to azzign the credit to that invoice, check the corezponding check box for that credit. 1f
wou wizh to zelect a different invoice, press the coresponding Locate Bill buttor. Onece pou have selected the credits to be
aszzighned, print a report of the assignments prior to assigning the credits,

“wharrant Ta which Credits Wil Be Applied: LI
I CREDITS BY PAYER — BILLS
[~ COOPER. THERESA M =
Feceipt #: 2009 003165 Credit: $26.00 L
Effective: 11/30/2009 Check: 0000005325
Paosted: 11/30/2009 Deposit: 2009 000156

FID: 000205 000018 Q00000
[T CODFPER. THERESA M

Receipt #: 2009 004009 Credit; $75.00
Effective: 12/07/2003 Check: 00000055929
Posted: 1241042009 Crepozit, 2009 000173

PID: 000205 000018 000000
[T COOPER. THERESA M

Receipt #: 2009 0040287 Credit: $50.00

Effective: 12/14/2009 Check: 0000005536

FPosted: 12/14/2009 Deposit: 2009 000181
PID: 000205 000078 000000 =

Frint Aszignments | Lizzign Credits... | - Aezigned Credits Cloze I

When Assigning Credits to Warrant, you can change the sort order by which the credits are dis-
played. They can be sorted by Payer Name, PID, or by Receipt Number. The system defaults to
displaying them alphabetically by Payer Name. To change the sort order, click on the heading
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Credits By Payer. This will display the Credit Sort Order dialog box. Click on the radio button
next to the option you want and select OK. The credits will now display in the order you reques-
ted.

Use the scroll bar on the right to see the entire list. Initially, the credits are not matched or assigned
to any invoices. To begin the process, select the warrant to which you want to assign the credits
using the Warrant To Which Credits Will Be Applied drop down box. Generally this will be the
warrant that you just imported and for which you are preparing to print tax bills. However, it could
be any warrant in the database. Once you have selected the warrant, the system will review each
outstanding credit and attempt to locate the most likely invoice on that warrant to which the credit
should be applied. This decision will be made based on the way in which your database has been
configured, but typically it will first try to match the PID that may have been associated with the
credit to the PID of an invoice on the warrant. If no possible match is made for a credit based on
PID, it will then attempt to match invoices by comparing the payer name from the credit with the
owner name on the invoice. Regardless of the method used, if the system makes a potential match
for a credit it will display the corresponding invoice information to the right of the credit
information. If no possible match can be identified, it will indicate "No Unpaid Invoice Found."

Once the system has suggested possible invoice matches for your outstanding credits, it is up to
you to scroll through the list of possible matches to finalize or revise any credit assignments. Note
that the system will make suggestions and make it easier for you to assign the credits, but the final
decision is still up to you. Use the scroll bar to review the list of credits and possible assignments.
If the system has suggested a possible credit/invoice match with which you agree, use the check
box to the left of the credit payer's name to indicate that you wish to assign the credit to the dis-
played invoice.
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Thiz function allows pou to globally azsign outstanding credits o the cormesponding invoices for a selected warrant. To begin,
zelect the warrant to which the creditz will be azsigned. The system will atternpt ta locate the ozt likely invaoice for each credit,
bagzed on PID and Payer. |f you wish to aszign the credit to that invoice, check the conmesponding check box for that credit, [f
vou wish to select a different invoice, press the comesponding Locate Bill buttorn. Once vou have selected the credits to be
assigned, print a report of the azsighiments prior to azzighning the credits,
wiarrant To which Credits Will Be Applied: | 2009P01 - Property T ax LI
I CREDITS r BILLS
¥ ALLGEYER. MATTHEW! ALLGEYER. MATTHEW A=
Fieceipt #: 2005 001238 Credit.  $1.403.00 Eill At $1.043.00 —
Effective; 0B/15/2009 Check: 5206 J 2003P07 000305 Frincipal: $1.043.00
Posted: 0B/15/2003 Depozit: 2009 000103 Z930UEEN STREET Int/Fen: F0.00
FIDy: - 000810 000099 000000 Ciue Amt: $1.043.00
[T BENOIT. PETER D BENOIT. FETER D Q |
Fieceipt #; 2005 001343 Credit; $2.350.15% Eill &mt; $2.137.00
Effective; 0B/22/2009 Check; 401538 2003P07 001507 Frincipal; F2137.00
Posted: 0B/22/2003 Deposit: 2009 000117 38 GAGE IntiPen; 32459
FID: - 001830 000035 000000 Crue Amt: $ 216153
[T BERMARD, STEPHEN BERNARD. STEFHEN D @ |
Fieceipt #: 2003 001352 Credit: $50.00 & LORI S Bill Arnt: $ 549.00
Effective; 0&/23/2009 Check: 1148 2003P07 -50017 Frincipal: $ 549,00
Posted: 0B/23/2003 Deposit: 2009 000117 J5NORTH MaIN STREET Int/Pen: $7.22
FIC: 00183C 000118 000000 00183C 000118 Doaooa Diue Amt; $ 55622 LI
Print A gzzignments | Agzign Credits... | . Agzigned Credits Cloze I

If the system has suggested a possible credit/invoice match with which you disagree, you can
simply leave the corresponding check box unchecked and the credit will not be assigned to any
credit. Alternatively, you can use the Locate Bill button to the far right of each credit to select the
correct invoice for the credit.

Once you have manually located an invoice for the credit, make sure to check the corresponding
check box to indicate you wish to assign the credit to the bill you just found. Finally, if the system
has not suggested a possible credit/invoice match you can also use the Locate Bill button to the far
right of each credit to select the correct invoice for a credit.

When you check the credit assignment check box, the system will calculate the payment that will
be made to the invoice. Typically, you will be using this function to assign credits prior to printing
bills so there will not be any interest due on the invoices. However, if you are using this function
after the due date of the selected warrant has passed, the system will calculate any interest due
based on the effective date of the credit. Thus, if the credit was received last year and you are just
assigning it today, three weeks after the due date of the invoice, the system will not charge any
interest during the assignment of the credit since you have had the tax payer's money since long
before the bill due date. To see the interest date used by the system, hold your cursor over the
Interest/Penalties amount for the invoice.

Once you have reviewed the credit/invoice assignments and indicated the credits you wish to
assign using the corresponding checkbox you must next print a report of the matches using the
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Print Assignments button. After you have printed the assignment report, press the Assign Cred-
its button to assign the selected credits to the corresponding invoices.

There are a few additional items worth noting for the Assign Credits To Warrant function:

o The system will prevent you from assigning more than one credit to a single invoice at one
time. For example, imagine a tax payer who makes weekly prepayments of $50.00 for 12
weeks prior to the issuance of the property tax warrant. By the time the tax bill is impor-
ted, the tax payer will have 12 outstanding credits, each in the amount of $50.00. If these
credits are all to be assigned to a single property tax invoice, you will need to either do it
manually (see Assign Credit to Receivables) or you will need to use the Assign Credits To
Warrant function recursively to assign the subsequent credits. In any event, the system
will warn you when you are assigning more than one credit to a single invoice and prevent
you from doing so.

» You can only assign outstanding credits to a single warrant at a time, but you can recurs-
ively use the Assign Credits To Warrant function. For example, if you import a water and
a sewer warrant at the same time, you will have to select one of the warrants first. Then
indicate the credits you wish to assign, print the assignments, and assign the credits. Once
you are done with the first warrant, the system will refresh the list of outstanding credits
and if there are any remaining you can immediately select the second warrant and proceed
with assigning the remaining credits.

« You cannot save the credit assignment selections you have made without actually assign-
ing them. That is, if you start the process, select a warrant, carefully review the credit
assignments, and then somebody comes to the window to pay their taxes and you close out
of the Assign Credits To Warrant function, you will need to restart the process again. The
system will warn you when you are about to discard any assignment information.

o The function is not available in towns in which discounts are given for early payment. In
this situation, credits must be assigned manually as there are a number of other factors
involved when discounts are provided (see Assign Credit to Receivables).

Print Tax Bills

The Print Tax Bill function will assist you in printing tax bills. There are many options in printing
bills, as well as the format of the bill itself. You can choose from the traditional 3 part bill form,
where the bottom third is removed and retained at the town office before mailing the other two
thirds to the taxpayer. The taxpayer would then keep the middle portion for his or her records and
return the top portion with the payment. The alternate tax bill format was designed to be sent to the
taxpayer and they return the bottom third with the payment (see Tax Bill Setup). If you elect to use
the alternate tax bill format, you must make certain to either print a duplicate set of bills (the entire
page) to retain for your records, or you should export a copy of the bills to PDF format for
reference.

To Print Tax bills, choose Utilities | Print Tax Bills. A warning dialog box may display if you
have unassigned credits. If you are not sure if the credits need to be assigned, select No to review
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the credits and if need be, assign the credits (see Assign Credits to Warrant Function). If you are
satisfied the credits should not be assigned select Yes to continue.

_ioix

wharrant To Print:

2005 - Property Tax

&% Print &1 [rvoices
= Only Frint SUPPLEMEMT Irvoice Mumbers:

from I
i} I

£ Only Print SUPPLEMEMNT Irvoices Dated:

from II:IE.r'1 a/200< "I
to IEIEI.f'1 EH2DDE]~'

¥ Include Invoices 'With Zero Due Smount

¥ Include Exempt Invoices

LCloze Mext =

The Tax Bill Setup dialog box displays with many options. The first step is to select the Warrant to
Print by using the dropdown box. Once the Warrant is selected, the program provides you with the
flexibility to print all invoices or to only print supplemental invoices. When selecting to print only
supplemental invoices you may choose between printing the bills by Invoice Numbers or by the
invoice date by selecting the appropriate radio button.

There are two additional check boxes at the bottom of the window. The first, Include Invoices
With Zero Due Amounts, is used to send or exclude bills with a zero due amount. For example, if
you choose not to send these bills, anyone one who had a credit assigned that paid off their entire
bill, will not receive a bill. The next check box, Include Exempt Invoices, allows you to print bills
for properties that are exempt (e.g. municipal buildings, schools, churches). A check mark in the
box means you have selected this option, if you do not want these options click in the box to delete
the check. Once your selections are complete, select Next and a dialog box displays telling you the
number of tax bills to be printed. Click Yes to display the Tax Bill Setup dialog box.
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& Tax Bill Setup -- Warrant 2009P02 I =10 =|

Feturn Address Tax Collector & Office Hours
|TOWN OF ANYTOWN |JAMNE DOE
|FD BOx 100 [ b onday-Friday
{1 Maln 5T {3:00am to 4:00pm
[N TON fMH  f03333 Phare: |F03-203-1000
{Temp - Retum Service Requested W arrant Mumber: |2_ of |2—

Mezzage 1

|See back of bill for impartant tax infarmation.

Mezzage 2

|F|:|r azzezsment questions, pleaze call the assessing office at BO3-303-1001 )

Cloze Hest »

Depending on the tax bill format you selected, the Tax Bill Setup screen will display slightly dif-
ferent. The traditional bill format offers two message text boxes that can be used for important

information you want your tax payers to know, or they can be left blank.

The alternate bill format has more room for messages, so the message text boxes are removed and

an Include Custom Message link has been added, which gives you additional formatting option.

59



& Tax Bill Setup — Warrant 2009P02 =|0O] x|

FRetun Address Tax Collector & Office Hours
[TOWN OF ANYTOWN JJANE DOE
(PO BOX 100 |Monday-Friday
{1 MAIN ST 18:00am to 4:00pm
[ANYTOWN [NH  |03333 Phone: |603-303-1000
|Tem|:| - Retumn Serace Reguested Wharrant Mumber: |2 of |2
Include Custom i "

Close Mext >

The Return Address and Tax Collector & Office Hours fields are populated from the Town Set-
tings table (see Town Settings). However, if you need to change or update any of the information
you can type the changes into the text boxes without having to exit the process.

The Warrant Number text boxes will default to the number of this billing for the warrant you
select. For example, if you selected to print your 2009P02 warrant, the text boxes would default to
2 of 2. If this information is incorrect, type in the correct information in the text boxes. Select Next
to continue.

The Tax Bill Setup dialog box will display.
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i5) Tax Bill Setup -- Warrant 2011P01 x|

[ndizate which unpaid amounts, iF any, from other warrants vou wizh to include on theze invoices.

" Do nat include any Other Due &mounts.

o~ [nciude Other Due Amaunts for all currently unpaid balances on invoices due
prior to the due date for 2001 1P01.

- [rizlude Other Diue Amountz for all currently unpaid balances on invoices due
prior to the zpecified date:

Specified Date: | 0542342011 ;l

[~ Filter Wamants...
Set W arrant Filker...

[nterest on Other Due Amounts:

{~ Do nat include Interest on Other Due Amounts.

% |nclude Interest an Other Due &mounts calculated az of the due date for 200171P01.

Cloze Memt »

This screen will allow you to designate which unpaid amounts, if any, from other warrants you
wish to include as “Other Due” amounts on the tax bill. Some of our towns bill for Water and
Sewer in the Collect system, however, they do not want to include them in the “Other Due”
amount section on their property bills. In order to accommodate all our clients, we offer the fol-
lowing options:

Indicate which unpaid warrant to include in the Other Due Amounts:

e Do not include any Other Due Amounts -- This option will eliminate other due amounts
from printing on the bills.

o Include Other Due Amounts for all currently unpaid balance on invoices due prior to the due date for the
2011P01 (or the bills you have selected to print) -- Selecting this option will include Other Due
Amounts which will be overdue as of the due date of the bills you are printing. For example,
you have a timber tax bill with a due date of June 15th and the 2011P01, which you are
about to print, have a due date of July 1st. Using this selection, the timber tax bill would be
included as an Other Due Amount. If the timber tax had a due date of July 15th, it would not
have been included.

o Include Other Due Amounts for all currently unpaid balance on invoices due prior to the specified date -

This option offers more flexibility, as it will allow you to specify the cut off date for which
you do not want to include invoices as Other Due Amounts. Using the timber tax example
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with a due date of June 15th, if you want to include other unpaid invoices, but not the timber
tax, you could select this option and set the date to June 14th. Then all outstanding invoices
due on or before June 14th will be included, but not the timber tax.

e Filter Warrants -- This check box is used in conjunction to the last two due date options and
allows you the option of selecting the warrants you want included. For instance, you might
want to include every warrant except the Water/Sewer bills. Select Filter Warrant and check
each warrant you want included.

Interest on Other Due Amounts:

e Do not include Interest on Other Due Amounts-- If you decide to include Other Due
Amounts, you can now select to not include interest to the due date of the billing. In the
past, the Other Due Amounts included interest to the due date of the bills you were printing.
For example, you are printing your 2011P01 with a due date of July 1, 2011 and several tax-
payers have outstanding 2010L01 invoices. Typically, the Other Due Amounts for 2010L01
invoices would include interest calculated to July 1, 2011. Selecting this option would only
print the principal amount owed for the lien.

e Include Interest on Other Due Amounts calculated as of the due date for 2011P01 (or the
bills you have selected to print) -- This option is how the system has worked in the past,
which means any Other Due Amounts will be shown with interest through the due date of
the bill you are printing. The drawback to this is that taxpayers who pay prior to the due
date of the current bill will actually overpay if they include the exact Other Due Amount
indicated on the bill, as this amount includes interest up to the due date. There's no perfect
solution, which is why the Other Due Amounts message indicates the taxpayer should call
for proper payment amount.

Once you have made your Other Due Amount preferences, they will be saved. So, as long as your
selections are still valid, you will be able to skip past this section the next time you create bills.
However, if you selected an option with a date, you will need to change the date each time you pro-
cess bills. Click Next to advance to the second Tax Bill Setup screen.
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i Tax Bill Setup -- Warrant 2013P01 '

Select Tax Bills To Be Printed:
@ Print All Bills

(" Print By Billed Name:

[ 139 HIGH STREET, LLC
ABBE. JEFFREY L
ABBOTT. JENMNIFER R
ACHORM. MARION
ADAME, KENMNETH
ADAME, MATTHEW
ADAMSE, MATTHEWY
ADAMSE, THOMAS
AGGREGATE INDUSTRIES
AHERM, PALUL J
ANEWORTH, SCOTT K
ANEWORTH. SCOTT K

2013F01000707
2013Fa1000102
2013F01000103
2013P01000104
2013P01000105
2013P01000106
2013Fa1000107
2013F01000201
2013P0t000zn2
2013P01000203
2013P01000204
2013F01000205

" Print By Bill Count: from hill I 1 to

(" Generate PDF Invoices for Tax Kiosk:

1487

|

ILucatiDn: ChUsers\pwoolseyhDeskioppdf taxhills

SortBy: @ Mame  PID  ( Zip

Print Date: IDBﬂ E/2013 vl

Export.. < Back

Close

W=

There are three print options:

o The Print All Bills radio button allows you the ability to print all the bills for the selected

warrant.

o The Print By Billed Name radio button allows you to print bills for an individual or group
of owners. This selection is commonly used when you have a printer error and you need to

reprint a group of bills. Select an owner from the grid by clicking on the owner name. If
you only need to print this bill, that is all you have to do. If you need to print a group of

bills, highlight the first record to be printed and while holding down the shift key, scroll to

the last record you wish to print and select it.

o The Print By Bill Count radio button allows you to print a range of bills by entering the
appropriate page range, keeping in mind that each bill is a page.

« The Generate PDF Invoices for Tax Kiosk radio button (only visible as part of the Com-
prehensive Tax Kiosk configuration) allows you to create PDFs of your tax bills that will

be uploaded to the Tax Kiosk. This process should be completed at the time you are print-

ing tax bills. (See Creating PDF Invoices for Paperless Notification )

The next option is the Sort By, which will tell the system in what order you want the bills to print

(Name, PID, Zip). Finally, use the month date picker to update the Print Date text box. The date
you select is the date that will print on the tax bills.
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If you are using an outside agency to print your tax bills, select Export. The Browse for Folder dia-
log box displays. Use this dialog box to tell the system where you want the file to be saved. We
recommend your desktop, as it is easy to find the files. The export will create a file on your desktop
that is named TAXxxxxPOx.TXT (e.g. TAX2009P02.TXT for the 2009 2nd issue billing). This
file will need to be sent to the outside printing agency.

If you print your bills in house, select Print. After confirming the Print Date, the first Bill image
will display. Note, when printing tax bills within the Tax Collect system, traditional paper invoices
will not be generated for parcels on which the taxpayer has opted-in for Paperless Notification.
You can click on the right arrow to advance through the bill file to display each individual bill and
the left arrow to go back. Make sure all the information is correct and then click on the printer icon
to print the bills.

Display of "Current Use Credit" on Tax Bills

To eliminate confusion among tax payers regarding the "Current Use Credit" displayed on tax bills
we have removed it as a separate line item displayed in the assessment information. Instead of dis-
playing "Land Value", "Current Use Credit", and "Building Value" on the tax bill, the bill will just
display "Taxable Land Value" and "Building Value." The single "Taxable Land Value" is equal
to the "Land Value" minus any "Current Use Credit" -- shown as a single number rather than two.
If a parcel has current use, the bill will display a message indicating "**Taxable Land Value
Includes Current Use**" so that tax payers will know their assessments still reflect their current use
assessments.

Note: If you want to print the tax bills with the separate "Current Use Credit" line item (however
confusing it may be to your taxpayers) you can configure your system to do so. To configure it to
print the old way, select Utilities | Town Settings. Click on the Miscellaneous Tab and then
check the "Display Current Use Credit as separate assessment on Property Tax Bill" box on the
Tax Bill Setup tab.

| ==

Video - Creating a PDF File of Tax Bills

Real Estate Services

The Real Estate Services function allows you to export your tax warrant information and sub-
sequently import payments back into the system from various Real Estate Service companies.

Export Invoices

The Export Invoice function allows you to export your billing information to a file that can be sent
to the Real Estate Tax Services. This function can be used to export information on a specific war-
rant, usually created at time of billing, or to export your unpaid invoice amounts for all warrants.
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https://www.youtube.com/watch?v=JuBOv9s9yaA
https://www.youtube.com/watch?v=JuBOv9s9yaA

To Export Invoices, choose Utilities | Real Estate Services | Export Invoices. The Export Real
Estate Services Data dialog box displays.

‘Q’ Export Real Estate Services Data EI
Warant: L"-.LL ]'

[~ Filter Warmrants...
SetWarant Filter. .

[+ Only Export Unpaid Invoices

Ewport Location; e\

Browse. ..

LCloze Export. ..

The Warrant drop-down box allows you to select the warrant you wish to export. If you select
ALL, you will only be able to import payment back from the file if the warrants all have the same
due date. The ALL selection is commonly used by Real Estate Services to gather information on
all your unpaid Invoices.

The Filter Warrants check box will enable the Set Warrant Filter link allowing you the option of
selecting individual warrants that you want to include in the file.

The system defaults to Only Export Unpaid Invoices by automatically putting a check in the check
box. If you want to export all Invoices, click in the check box to deselect.

The Export Location tells the system where you want the file to be saved. Select Browse to locate
the destination. The system defaults to the “a” drive, as many of the services in the past have sent a
floppy disk. However, more of the Tax Services now want the file through email, so you will need
to save the file to a convenient location for attachment in an email. We recommend saving the file
to your desktop. Once you have completed your selections, click Export. The following message
box displays:

Export Complete x|

* The system successfully exported 5,365 records
\1!1) ko \1de01users\ppowersi Deskiopitratts bk,

ou should provide both the Erekts bxt file and the
treadme. bxk file ko wour Real Estate Tax service.
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The export creates two files. The tretts.txt file contains the billing information and the treadme.txt
contains documentation on reading the file for the Real Estate Tax Services. Note: Y ou must
email, or send, both files.

Process Payments

The Import Payments function is used to import payments from a file that you received from the
Real Estate Tax Services. When the payments are applied through the Real Estate Service process,
an individual receipt will be created for each payment. For example, if TD Bank pays five invoices
with one check, you will have five individual receipts, each with any corresponding overpayment
amount maintained individually. Also, it is recommended that you do not have an open deposit, as
the import will post payments to that deposit. Also, before importing payments, create a backup
(see Backup Database).

The first step to Processing Payments is to save the file the Real Estate Service has sent you to your
desktop (if the file already exists on your desktop, you should delete it before beginning this pro-
cess).

To import the payments choose Utilities | Real Estate Services | Process Payments. The Real
Estate Services Process Payments function has three tabs that reflect the sequence of tasks asso-
ciated with the process: Import Payments, Edit Imported Payments, and then Apply Payments.

Import Payments:

The Import Payments tab is used to locate and import the payments from the Tax Services. Select
Browse to change the default import location, which is the A:\ drive to a different location. If you
saved the file to your desktop, you will need to select Desktop from the Browse for Folder dialog
box. Once you have located the file select Import Payments. The system will begin the import
process. When the import is complete, an Import Complete dialog box will display stating how
many payments were imported. This should match what the Tax Service sent you.

Import Real Estate Services Payments

| Edit Imparted Payments I Apply Payments |

Thiz allows wou to impart payments received electronically from a Beal Estate
Tax Service. Begin by identifying the import folder in which the tretts bt file
you received fron the Real Eztate Tax Service iz located. Once you impark
the payment information pou will have the opportunity bo review and edit the
payments prior to applying them to the zelected invoices.

Import Location: a:y

Browsze. . Import Payments. .. |

LCloze |
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Edit Imported Payments:

The Edit Imported Payments tab is used to print the bank report to reconcile with the report from
the Tax Service and to make corrections if necessary. Once you have imported the payments,
select the Edit Imported Payments tab, where you will see an alphabetical tree view, which you
can browse through looking at individual payments.

I:E? Process Real Estate Service Payments El

Import Payments  Edit Imparted Paymants | Apply Payments I
Select Papment to Edit:
L A Bank: BAC T SERVICES CORP P
EIQ '.-1-.'\
- @ ABEOTT,JAMES 4 Irwenice; 201 0P02 000201
N =R (1 0P02 000201
P h AIMSLEY, KYLE & DOwrer: ABEOTT, JAMES & 5y
b B FIC: 000262 00001E Q00000
g C |
- Dwe Date: 04/22/2011
ill Arnount: Jials
JF Bill & t $1.592.00
E G *Due Amourt $160823  AsOR [os/2372011 =)
=1 H
S Faprnent: $1.532.52
E J LI Balance: F15.31
Prifnt W arningz Print Beport LCloze

To make sure the payments imported correctly, click Print Bank Report. Compare this to the Tax
Services information, making sure the total amounts match. If you need to a payment, find the
owner in the treeview and select the payment you wish to edit. This will display the payment
information.
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x
Import Payments  Edit Imparted Paymants I Apply Payments I
Select Papment to Edit:
- 09 = Bank: BAC TAx SERVICES CORP >
EIQ '.-1-.'\
Eh [Foice; 2071 0P02 000201
. Oumer: ABBOTT, JAMES & ey
i B FIC: 000262 00001E Q00000
Q C 10
- Dwe Date: 04/22/2011
B F Bill Arnourt: $1.552.00
E G “Due Amaunt: $160823  AsOR [os/2372011 =)
=1 H
S Faprnent: $1.532.52
E J LI Balance: F15.31
Prifnt W arningz Print Beport | LCloze

There are three options available when editing a payment, each is associated with one of the icons.
You can hover your pointer over each icon for a tooltip until you are familiar with each icon's
function. The three functions are: delete payer from the batch; assign payment to a different
invoice; or assign payment to a credit.

Delete Payer from the Batch -- This deletes the entire payment from the current batch
process. For example, if there are problems with a check from one bank you may
wish to return the check to the bank and remove all of those payments from the pay-
ment batch. We recommend you print the payment report before proceeding with this
selection so you will know how the bank meant to apply the payment.

Assign Payment to a Different Invoice -- This allows you to browse through a
treeview and select a different invoice for payment. For instance, the bank may incor-
rectly associate the payment with the wrong owner or parcel and you want to assign
the payment to the correct person. Select the payment, click the icon, find the correct
invoice to which the payment should be applied, and press Select.

Assign the Payment to a Credit -- This selection allows you to remove the application
of the selected payment from the specified invoice and instead maintain the amount as
a credit. Once you have made the changes, you should print the bank report, which
will show the updated information.

Apply Payments:
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The Apply Payments tab is used to finalize the import process and post the payments to the appro-
priate invoices. The Effective Date For Payments is the date on which you want the payments to
be posted. For example, if the due date is July 1st and you received the disk on July 2nd with a
post mark of July 1st, you would select July 1st as the Effective Date. If you selected July 2nd the
system would calculate and apply interest for each payment received. The effective date is very
important as you can not apply a payment to an invoice that has already been paid with a date after
your effective date.

lg' Process Real Estate Service Payments ﬁl

Imipart F'a_l,lmentsl Edit Imported Payments | £

Once pou have impaorted and made any neceszsary changes vou should print
the payments report prior bo applving the paymentz, The report will indicate
ary invoices to which payments have already been pozted with an effective
date after the Effective Date you have indicated below,

Effective Date For Payments: IDE£23£2EI11 "I

Apply Payments. ..

Prift W arningz | Print Bepaort | Cloze

To verify, select Print Warnings. If there are warnings, verify the dates you are using before con-
tinuing. If there are no warnings, select Apply Payments. The system will apply the payments to
the selected invoices. After the payments are posted you should make a deposit to complete the pro-
cess (See Creating a Deposit).

Supplemental Warrant

The Supplemental Warrant function is used to manually enter a warrant, such as Timber, Gravel,
Current Use Change Tax, and an individual Property bill.

To add a Supplemental Warrant, choose Utilities | Supplemental Warrant. The Add Sup-
plemental Bill dialog box displays.
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Add Supplemental Bill i

[elete W arrant..

e . S - New Wwanant. ..

Map:l Lat: I Sub: I

|ntereszt Percent: I Amont; I
Bill Drue Crate:; II:I4.-"IB,-'2I:|‘II:| vI Aores I
Fef Mo I

Property Location:

|

Dwrer: |

Dwrer: I

Addrezs: |
Address | Close
City/State/Zip: | [ Add

The Warrant dropdown box displays a list of warrants available in the system. You can select a
warrant from this list or select New Warrant to add a warrant. When adding a New Warrant, select
the warrant type, (e.g. Gravel Yield Tax, Timber Yield Tax, etc.) and designate the year of the tax.
Select Add Warrant, which will bring you back to the Add Supplemental Bill dialog box with the
new warrant.

Type in the Map, Lot, and Sublot, tabbing after each field. If the Map/Lot/Sub exists in the data-
base, all the pertinent information on the parcel will display. If the Map/Lot/Sub is not accurate, the
owner information will be blank. Most of the time you should have an owner display, but if you do
not and the information is correct, you can manually enter all the missing owner information in the
appropriate text boxes. However, manually adding the information is not recommended.

The Interest Percent text box will default to the interest rate for the warrant you selected. For
example, if you selected a Timber Tax warrant type, the interest will default to eighteen. If the
interest rate is incorrect, type the correct rate into the text box. The Bill Due Date text box is used
to tell the system when the bill is due before interest starts accruing.

Next, enter the amount of the bill into the Amount text box. The Acres text box is populated based

on the owner information for that Map/Parcel/Sub and the Ref No is used to enter a unique number
for each supplemental bill. Review the information entered for accuracy and select Add.
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Add Supplemental Bill N

Delete \Warrant...

Wwiarant: |2010T01 — Timber Tax | New Warant...

hd ap: |1'IB Lat; IE? Sub: I

Interest Percent: I 14 Amount: B35.00
Eill Due D ate: ||:|4,.-"| 2/2010 vI A m
Ref Mo I

Property Location: |1 293 YILLAGE ROAD
Ownerl: [SMITH, DIAME

Clwner?: I

Address: |C/0 TOM SMITH

Address: [PO B0 200 Cloze
City/State/Zip: |SILVER LAKE W {03875 e

A message box will display stating the Supplement was successfully added and it will ask if you
wish to maintain owner information for entering another invoice. Select Yes if you have another
supplement to add for this owner, or No to enter the next supplement. If you are done, select
Close.

Note, if you had the Owner or PID selected before entering the Supplemental Warrant process, in
order to see the invoice in the tree views on the program's main screen you will need to Refresh
List. To refresh the list, choose File | Refresh List.

Delete Supplement

The Delete Supplement function is used to delete a supplemental warrant that was entered incorrectly. To delete
a supplement, search and select the supplement to delete using the Receivables Data Access Tabs. With the sup-
plement selected, choose Edit Invoice | Delete Supplement. You will be asked to verify that you want to delete
the supplement. The system will not allow you to delete the supplement if any transactions have been posted to
this invoice or if the invoice was supplemented in a previous month. Also, if you are using the ADS Profund
integration you will need to notify your bookkeeper or treasurer of the deleted supplement as they will need to
make a manual journal entry correction on the ADS side.

Supplements Report

The Supplements Report will produce a list of supplemental warrants entered into the system for this fiscal year.
There are several options when creating the report. For example, you can create a report for a single warrant
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type, such as 2009 Timber Tax and restrict it to only those supplemented for a certain date range. This assists in
comparing what was entered into the Avitar Tax Collect system versus the warrant from the assessors.

To produce a Supplements Report choose Reports | Supplements. The Supplements Report dialog box displays.

'@ Supplements Report___ RI=I}

W amant:

& |ncluded Supplements Supplemented:

between |D1 012009 'I
and IDSH 72004 'I

= Include Supplement Mumbers:

from I
o I

 Include &1l Supplements For ' amant(s]

LClogze | Wiew

Select an individual warrant or use the default All Warrants to see every supplement for the current fiscal year.
There are three radio buttons to narrow the search criteria:

Included Supplements Supplemented s
This option allows you to choose a specific date range for the report.

Include Supplement Numbers:
This option allows you to choose specific supplements based on the unique supplement number created by the
system at the time the supplement was created.

Include All Supplements for Warrant(s):
This option allows you to choose all supplements for the specified warrant you selected.

Once you have selected one of the above options, click View. The report displays on the screen.

Change Due Date

The Change Due Date function allows for the adjustment of the due date of a supplemental warrant, which was
entered incorrectly. Note: The due date cannot be changed after a payment has been posted.

To Change Due Date, search and select the supplement using the Receivables Data Access Tabs. With the sup-

plement selected choose Edit Invoice | Change Due Date. The Change Due Date dialog box displays. Change
the due date and select Update. A message box displays asking you to confirm the date change.
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Refresh Lists

Refresh Lists is used to update values previously displayed in the Data Access Tab tree view after a change has
been made to the database. For example, in order to display a supplemental warrant you just added to the sys-
tem, you will need to Refresh Lists before looking up the invoice. This will repopulate the data displayed in the
tree view based on the most recent changes. To Refresh List, choose File | Refresh Lists.

Add Additional Owners/Mail To

The Additional Owners/Mail To feature allows you to send copies of notices and tax bills to mul-
tiple parties. You have the ability to distinguish between an Additional Owner (i.e. someone with a
distinct ownership interest) and an Additional Mailto (e.g. someone wishing to receive a duplicate
copy of a bill or notice). This is commonly used when there are several owners on a parcel and
each has a separate mailing address. Once you have designated who is an additional owner in the
system, all owners (both the first owner of record and any additional) will receive copies of each
notice (e.g. tax bill, lien notice, deed notice, etc.), as well as be included on all reports recorded at
the Registry of Deeds. The software will automatically print duplicate copies of the following mail-
ings in the event that an Additional Mail To is attached:

« Reminder Notice

o Delinquent Tax Notice
 Delinquent Utility Notice
o Lien Notice

o Tax Deed Notice

o Tax Bills

The duplicate copies of the bills and notices listed above will be addressed to the additional party
and clearly marked with a water marked “Duplicate”. Note: The duplicate copies will not divide
the bill into equal parts to be paid by the taxpayer and any Additional Mail To recipients. It will
only send a duplicate of the original bill to each Additional Mail To recipient.

To add an Additional Owner, or designate an existing Mailto as an Additional Owner, from the
main menu select Edit Invoice | Add Additional Owner/Mailto. If the parcel has an existing
Additional Mailto that needs to be changed to an Additional Owner, select their name and click
Modify. Select This recipient has an Ownership Interest in this parcel checkbox and click
Save.

To add a new owner to the parcel, from the main menu select Edit Invoice | Add Additional
Owner/Mailto. Select Create New. Check to see if the owner already exists in the system by click-
ing on the Existing Owners/Mailtos icon located at the top of the screen. In the Find box start typ-
ing the owner’s last name to advance through the list. If the owner is in the list, click on their name
and click Select. If the owner is not in the list, select Cancel to enter the owner’s information in the
text boxes. Once you have added/selected the owner, select This recipient has an Ownership
Interest in this parcel checkbox and click Save.
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Note, that a parcel can have Additional Owners and Additional Mailtos. Y ou will add all of them
to the system the same way, e.g Edit Invoice | Add Additional Owner/Mailto, except when you
want to designate them as an Additional Owner, you will select This recipient has an Ownership
Interest in this parcel checkbox.

If this parcel has an existing Additional Mail To recipient, it will be displayed. To delete or edit an
existing Additional Mail To select Modify. Make the change in the text boxes and click Save. If
you do not want this recipient select Delete. To add an Additional Mail To select Create New,
enter the information in the text boxes, and click Save. The recipient will be displayed.

To assist you with finding Additional Owners/Mailto, you can select Edit Invoice | Find Addi-
tional Owner/Mailto. If you want to find a specific invoice for an owner, type the owner’s last
name into the Find text box and select the Find button to execute the query. Any matching invoices
will be returned as your current record set. Use the Next or Previous buttons on the toolbar to man-
euver through the invoices until you have found the one you are looking for. You can also select
View to display a report of all additional owners and which parcels they are attached to.
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Get Appraisal Owners

The Get Appraisal Owners function is used in conjunction with the Avitar Assessing software and
allows you to update the Avitar Tax Collect system with the changes made in assessing. This func-
tion is usually run monthly after any deed changes are made in Assessing. There are two times a
year you do not want to Get Appraisal Owners, after you have sent your lien and deed notices.
Once you send these notices, owner changes cannot be made because the owner you sent the
notice to must be the owner you lien and/or deed.

To Get Appraisal Owners choose Utilities | Get Appraisal Owners. The Import Owners dialog
box displays with two options, Only For Owners That Have Been Edited by Assessing and For
All Owners Maintained In Assessing.

_ioix

Impart Dwner Infarmation from Azsessing:

% Only For Dwners That Have Been Edited by Assessing
= For All Dwners Maintained In Assessing

[~ Wernify Billing Histarp For &1 mvoices

Cloze

The first option tells the system to look for only the owners that have had changes made in Assess-
ing (e.g. ownership and/or name changes; updated addresses). The second option tells the system
to check every owner in assessing and compare it with the owners in collect and update the inform-
ation that has changed. The Verify Billing History For All Owners check box under the second
option tells the system that you want to compare every owner and billing file in Tax Collect with
every owner in Assessing. (Note: The Verify Billing History process can take a while to run.)
Select one of the options and select Import. Once the import is complete a message will display stat-
ing the import was successful. When you click OK, another message will display asking if you
want to generate a report of the changes. If you do not print the report at this time, you will not be
able to reproduce it later.

Note that the Get Appraisal Owners function only updates the Current Owner on each invoice —
the Billed Owner on an invoice remains unchanged for the entire life of the invoice. Also, depend-
ing on the information you maintain in collect such as Additional Mail To’s, Mortgagees, Bank-
ruptcies, Paperless Invoices, the import process will identify parcels which changes were made to
and provide a report showing the changes. However, the following reports will only display if
changes were made in assessing to an owner and/or parcel. Note if you do not generate any of the
following reports at the time of the import, you will not be able to reproduce them later. We recom-
mend printing or exporting each report.
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o Paperless: When you start the import process, the system will prompt you to connect to the
Tax Kiosk in order to verify if any of the parcels that had changes made in assessing also are
utilizing Paperless Notification. Note a message will only display if you offer Paperless Noti-
fication to your tax payers. If the system finds a parcel designated as a Paperless Notification
and changes were made to owners and/or address information, you will be prompted to print
the Paperless Invoice Parcels report. Y ou must review and change, if necessary, any parcel
listed on the report to prevent them from continuing to be notified when they are no longer
associated with the parcel’s current owner. (see Suppress/Display Parcels)

o Additional Mail To: The import process will determine if changes were made to owners
and/or address information for parcels that have Additional Mail To recipients. If changes
were made, the Additional Mail To recipients must be reviewed and changed, if necessary,
to prevent them from continuing to be notified when they are no longer associated with the
parcel’s current owner.

o Mortgagees: The import process will determine if changes were made to owners and/or
address information for parcels that have Mortgagees. The Mortgagees must be reviewed
and changed if necessary to prevent them from continuing to be notified when they are no
longer associated with the parcel’s current owner.

o Report of Changes: The system will create a report of imported owner/address changes.
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Customize Notices

You may customize the notices that you typically send to taxpayers to allow you more flexibility.
There are four formatting options: Header Options; Digital Signatures; Fold Hash Marks; Custom
Messages. When you implement the formatting options available in the system it will apply to the
following notices:

o Reminder of Unpaid Taxes
» Delinquent Tax Notice
 Delinquent Utility Notice

o Lien Notice

o Mortgagee Lien Notice

o Deed Notice

o Activity Report

Header Options

You may select any one of three various configurations for the header portion of notices. Left Return Address
Labels, Right Office Information Labels, Center All Labels, and Use Custom Image. To change the settings
choose Utilities | Town Settings | Miscellaneous | Notice Format | Header. You have the following three
options:

o Left Return Address Labels, Right Office Information Labels -- You can choose this option so that your
return address information will appear in the upper left corner of each notice, suitable for use with a
#10 double window envelope. The office information (i.e. location, phone number, hours) will appear
in the upper right comer of the notice.

o Center All Labels -- You can choose this option to center all information (i.e. office information and
address) in the notice header.

o Use Custom Image -- You can choose this option if you wish to add a custom image or letterhead to
the header of each notice. You should use a JPG image that is approximately four times as wide as it is
high (e.g. 2500 X 10000 pixels) to avoid it being stretched. For more information on using a Custom
Image contact Avitar.

Digital Signatures

You can add an image of your scanned signature that will appear on the signature line of every notice. This
will save you from having to autograph an entire stack of notices prior to mailing. For information on how to
add a digital signature contact Avitar.

Fold Hash Marks

You have the option to add fold hash marks to notices. The fold hash marks appear as two small dotted lines
on either side of the top third of the notice. By folding along the hash marks you can more easily fold notices
so that they fit correctly in the envelope. To enable or change the hash marks settings choose Utilities | Town
Settings | Miscellaneous | Notice Format | Fold Hash Marks. To enable, check the Print Fold Hash Marks on
Notices check box. The default value is 4800 -- the distance (measured in some obscure printer units) from the
top of the page where the hash marks will appear. Invariably, you will have to print a sample notice and adjust
the default value up or down to accommodate your specific printer.
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Custom Messages

When printing the notices, you have the option of adding a custom message to the text that already appears on
each notice. To do so, click on the Include Custom Message link on the setup dialog box for any notice.
Using the custom message dialog box, enter any message, as well as the font size and the alignment for the
message. Select Save and print the notice. You will notice the custom message appears following the standard
text of each notice.

Note: Each notice has its own unique custom message that will remain in effect until you edit or remove it.
Once a notice has a custom message, the Include Custom Message link will instead appear as Update Custom
Message. To edit the message, simply click on the link and edit. To remove an existing custom message, click
on the Update Custom Message link, highlight and delete the existing message, and press Save.
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Reminder Notice

The Reminder notice may be used to remind taxpayers of unpaid taxes prior to sending the Delin-
quent Notice with all of its threatening language of the liening and deeding processes. Some Col-
lectors will use this function between the first and second billings to remind delinquent taxpayers
that interest is accumulating on the unpaid first bill.

To send Reminder Notices choose Utilities | Reminder Notice. The Reminder of Unpaid Taxes dia-
log box displays.

i Reminder of Unpaid Taxes x|

Include Recordz Due On Or Before: I.-"22.-"2|:|1 1] ;l
Omit Records Due On Or Befare: |01 /01 /2007 [ m

Interest D ate:; | 1242142010 _;I

=l

b

Include Custom Message. .

[~ Filter W amants...

Setwanant Filker...

Frint Lizt Print Wotices Cloze

The Include Records Due On Or Before tells the system what records should be included in the
notice. This date should reflect any due dates of supplements you want included. For example, if
you created a Timber Tax supplement that was due on 01/15/2010, you would need to Include
Records Due On Or Before 01/15/2010. The Interest Date will display the total interest owed
based on the date you enter. To include a custom message to the notice, select the Include Custom
Message link (See Customize Notices). Note, you can send the reminder notice to everyone for
any unpaid warrant, or you can select specific warrants by selecting the Filter Warrants checkbox.
The Filter Warrants option allows you more flexibility when running the notices. Some tax col-
lectors like to print a Reminder Notice for only the current year taxes. For instance, this process
could be used in September to send a Reminder notice for only the 2010P01 delinquent bills.

To filter the warrants, select the Filter Warrants check box on the dialog box. Click on the Set War-

rant Filter link to choose the warrants you want to include. You can select the individual check
boxes of the specific warrants, or you can use the links at the bottom of the Warrant Filter dialog
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box to select entire categories of warrants. Once you set a Warrant Filter, it will remain available
until you close the application.

Once you have made your selections, click Print List to view and/or print a recipient report. Then
select Print Notices to view and/or print the notices.
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Bankruptcy Flag

Due to court rulings, an owner who has filed for bankruptcy must have additional information sent with the
delinquent and lien notices. Avitar decided not to add wording to our letters, as some of our clients want to
include the additional wording on every letter, others only want the wording on the notices affected by bank-
ruptcy, and some want to use customized wording their own town attorneys have recommended. In order to
comply with the court decision, you have several options. The first option is to add the new wording as a cus-
tom message to every notice. Note, depending on how much information you are adding, this may make the
notices print on two pages. The second option is to add a custom message stating “If in Bankruptcy, see back of
notice for important information.” Then photocopy the wording onto the back of each notice. The final option
would be to enclose a separate notice with the bankruptcy wording in with the Avitar notice. This would allow
you to send it to everyone or just the owners in bankruptcy.

Although we decided not to change the wording, we wanted to assist you in knowing who had filed for bank-
ruptey, so we added the ability to place a flag on parcels for which the owner is presently involved in bank-
ruptey proceedings. To flag an owner as bankrupt, locate the parcel in question and select an invoice. Then go
to Edit Invoice | Parcel Bankruptcy. The Parcel Bankruptcy dialog box displays. To place a bankruptcy flag on
this owner, click the Owner Has Filed For Bankruptcy check box. If you know the bankruptcy filing date,
uncheck the Not Known check box to enable the month date picker. Select the date and click OK. Once a par-
cel has been flagged when you select an invoice on which the Bankruptcy Indicator has been set you will
notice a red gavel icon next to the PID, also shown in red. Hover your mouse pointer over the icon to display
the filing date. Prior to sending out notices or executing deeds, you should consult the report of parcels on
which the Bankruptcy Indicator has been set so you can be aware of parcels that may need to be treated dif-
ferently. To print the report, go to Reports | Parcels | Bankruptcies.
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Delinquent Notices

The Delinquent Notice is used to notify any property owner of delinquent tax and/or utility bills.
Y ou can print Delinquent Tax Notices, which can include outstanding utility bills, or you can print
Delinquent Utility Notices as a separate notice.

Delinquent Tax Notice

The Delinquent Tax Notice, formally called the Barrington Notice, must be mailed within 90 days of the final
bill due date per RSA 76:11-b. It is a notice to every delinquent taxpayer, listing all outstanding invoices,
including interest and/or penalties.

To produce the Delinquent Tax Notice choose Utilities | Delinquent Tax Notice. The Delinquent Tax Notice
dialog box displays.

i Delinguent Tax Motice 1 x|

Include Fiecords Dug On Or Befors: |[fl419/2010

JEid [

Orrit Reconds Due On Or Before: |12£3'I 42007

lai

Mailing Diate: | 01/20/2010

Lien Metice Diate: |03/01/2010

L f L

Deeding Date: |05/25/2010

Deeding ' arrank: IEDD?L [e.g. ""2000L")

|Ipdate Custom Messane...

[ Filter " arrants. .
Set Wwarrant Filker..

Frirt Lizt Print Motices Cloze

Fill in the following information:

o Include Records Due On Or Before: This date tells the system what records should be included in this
notice. The date should reflect the due date of the final bill of the year. For example, if your fall bills
were due January Sth, you would want the date 01/05/xxxx. Be sure to include any supplemental war-
rants that may have been issued with a due date after your fall billing.

e Omit Records Due On Or Before: This date is not used often. Therefore, it is grayed out making the
field inactive. However, there are reasons when it is necessary to enable this function. For example, if
you sent your delinquent notices already, but they did not include some supplemental warrants and
now you need to send them a delinquent notice. If you follow the same procedure and change only the
Include Records Due On or Before date, you will get all the notices that you already sent. To limit the
criteria, you need to click in the Omit Records Due On Or Before check box to enable the date field.
Then enter the due date from the last time you ran this process.
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o Mailing Date: This date will print on the notice and should reflect the date you are planning on mail-
ing them.

o Lien Notice Date: This is the date you plan on mailing your certified lien notices to the taxpayer. By
informing the taxpayer of this date, they can avoid the additional lien notice charges.

o Deeding Date: This is the date you are planning on executing your deeds.

The Deeding Warrant text box is used to enter the levy year of the warrant you will be deeding this year. For
example, in fiscal year 2009, you will be deeding you 2006 liens, so the Deeding Warrant will be 2006L.

Once you have filled in all the fields, you can customize your notice by selecting the Include Customize Mes-
sage link (see Custom Messages) or use the default notice provided. Note, you can send the delinquent notice to
everyone for any unpaid warrant, or you can select specific warrants by selecting the Filter Warrants checkbox.
The Filter Warrants option allows you more flexibility when running the notices. Some tax collectors like to
print a delinquent notice for their unpaid utility warrants separate from all other the unpaid tax warrants.

To filter the warrants, select the Filter Warrants check box on the dialog box. Click on the Set Warrant Filter
link to choose the warrants you want to include. You can select the individual check boxes of the specific war-
rants, or you can use the links at the bottom of the Warrant Filter dialog box to select entire categories of war-
rants. Once you set a Warrant Filter, it will remain available until you close the application.

Once you have made your selections, click Print List to review a report of everyone who will be receiving the
notice, as well as what is owed as of the lien notice date. As long as everything looks correct, select Print
Notices. You will be prompted to verify the deeding date and questioned if you would like to indicate the time
of day by which payments must be paid. If you answer Yes, you will be asked to enter the time of day in the
text box. This will tell the taxpayer they need to be at your office before this time or the extra charges, due to
the lien process will be added to their account. After entering the time, the first notice will display. Look very
carefully at all the dates and times on the notice to verify you have the correct information and print the notices
(see Printing).

Delinquent Utility Notice

The Delinquent Utility Notice will provide a Delinquent Water/Sewer Notice, designed like the Delinquent
Tax Notice, to every property owner who owes water/sewer bills. This option should only be used if you are
not already including the outstanding utility bills with the delinquent tax notices.

To process the Delinquent Utility Notices choose Utilities | Delinquent Utility Notice. The Delinquent Utility
Notice dialog box will display.
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Include Records Due On Or Before: IE.-"I 142009 - I

Include Calculated Interest in Due Amounts: [

Calculate Intergst Az OF: I 094542007 "I

Azsign Late Penalties: v

Azzign Penalties to 'warrant: I2I:|I:|SWD1 "I
Late Penalty AmaoLint: I 16.00

tailing [ ate: |D2.-'1 2/2009 = I
|hclude Motice Mezzages:

v " _quarterdy bill: DO NOT reflect previous balances..."

¥ "..gquestions regarding uzage should be directed to the %/ ater & Sewer Department at.."*

Phone Mumber: |53E|-?'1 a0

Include Cuztom Meszage...

Print List Frint Motices | LCloze |

Fill in the following information:

e Include Records Due On Or Before: This date tells the system what records should be included in this
notice. The date should reflect the due date of the final bill of the year. For example, if your fall bills
were due January 5th, you would want the date 01/05/xxxx. Be sure to include any supplemental war-
rants that may have been issued with a due date after your quarterly billing.

e Mailing Date: This date will print on the notice and should reflect the date you are planning on mail-
ing them.

The Include Calculated Interest in Due Amounts check box is used if you charge interest on delinquent utility
bills. If you do, check this box and select the date you want the interest calculated to. This will display on the
notice.

The Assign Late Penalties check box is used to post a penalty to every invoice meeting the criteria selected. For
example, when you select Assign Late Penalties, the Assign Penalties to Warrant and Late Penalty Amount text
boxes are enabled. Using the drop down menu, select the warrant that should receive a penalty. Then enter the
amount of the penalty.

Under the section Include Notice Message there are two options. Each option will add a message to the notice.
To select the message, click in the check box.

“...quarterly bills DO NOT reflect previous balances...”.

“...questions regarding usage should be directed to the Water & Sewer Department at...”. When you select this

message, the Phone Number text box is enabled allowing you to type in the phone number the customer should
call if they have questions regarding the usage.

Once you have filled in all the fields, you can customize your notice by selecting the Include Customize Mes-
sage link (see Custom Messages) or use the default notice provided. Select Print List to review a report of every-
one who will be receiving the notice, as well as what is owed as of the lien notice date. As long as everything
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looks correct, select Print Notices. The first notice will be displayed. Look very carefully at all the dates and
times on the notice to verify you have the correct information and print the notices (see Printing).
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Tax Lien Process

The Tax Lien Process is used to notify delinquent taxpayers that if their taxes are not paid by a cer-
tain date, a Tax Lien will be recorded at the Registry of Deeds. Taxes subject to the Lien process
are:

« Betterment/Special Assessments

o Current Use Change Taxes

o Excavation Taxes (excavated materials)
o Property Taxes

o Resident Taxes

o Sewer Rents

o Water Rents

o Yield Taxes

Lien Notice

RSA 80:60 states, “The collector shall give notice of the impending lien at least 30 days prior to the execution
of said lien. Notice shall be sent by certified or registered mail return receipt requested, to the last known post
office address of the current owner, if known, or of the person against whom the tax was assessed. The notice
shall state the name of the current owner, if known, or the person against whom the tax was assessed, the
description of the property as committed to the tax collector, the date and time on which the last payment shall
be accepted, and the amount of the tax, interest, and costs to the date of executing the tax lien. The returned
receipt or the returned unclaimed notice shall be prima facie evidence that the collector has complied with the
notice requirements of this section.”

Before you begin the Tax Lien Notice process, there are a few things you should do. The first is to import any
change of ownership or address changes from Assessing (see Get Appraisal Owners). After you send the lien
notices, do not import changes from Assessing until after the lien execution, as the person you send the notice
to must be the person you lien. The next step is to create a backup (see Backup Database). If a problem arises
during the lien process, we can restore your data from this backup.

To create the lien notices choose Utilities | Lien Notice. The Lien Notice dialog box displays. Note: The dates
displayed are the dates you entered the last time you created a new group.
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LIEN NOTICE

Include Records Due On Or Betare: I.-’31 42003 b I
Omit Recordz Due On Or Before: ||j1 J01/2007 - I '

Warrant “rear of lnvoices: |aMY -
Lien Execution D ate: W
FEES
Firgt Parcel Cost: IW
Each Additiohal Parcel Cost: 200

[MOTE: Exizting group containg 952 records created on 03/26/2009]

Create New Group Edit Eisting Group Cloze

Fill in the information as follows:

o Include Records Due On Or Before: This date tells the system what records should be included in this
notice. The date should reflect the due date of the final bill of the year. For example, if your fall bills
were due January Sth, you would want the date 01/05/xxxx. Be sure to include any supplemental war-
rants that may have been issued with a due date after your fall billing.

e Omit Records Due On Or Before: This date is not used often, therefore, it is grayed out making the
field inactive. If you have any questions regarding this option, call Avitar.

o Warrant Year of Invoicess This should be the levy year you want to lien. The system defaults to All,
but if do not want to include past years invoice that have not been liened, you should select only the
year in which you wish to lien. For example, if you wish to lien all 2008 warrants, you would select
2008 from the drop down menu.

o Lien Execution Date? This is the date on which you intend to execute the lien, which must be at least
30 days from the lien notice being mailed.

o Fees: Put in appropriate fees from the latest Fee Schedule issued by the NHTCA. If you do not have
the fee schedule and wish to obtain the most up to date amounts, go to the NH Tax Collector’s website
at nhtaxcollectors.com.

Once the information is complete, select Create New Group. Note, if you created a group previously and posted
expenses, you can select Edit Existing Group to reprint notices. After answering several questions, the Lien
Notice dialog box displays. Select the mail date and then Print Lien List. Review the list to verify all the inform-
ation is correct.
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Uncheck ary recards inthe first column to remoyve that record File Created: 09/18/2009
from the list of parcels for Lien Matice. Interest Az OF Lien Execution Date: 12/01/2009
M| Dwaner |'W'anant |F'ID | Tarl Tatal DuE:I E swpenze Al
vl (114 LEAYITT ROAD HOMINEE TRUST 2009P0M000101 000053 000053 000000 $255.00 $28583  $180—
18 MFR, LLC 2003P01000102  OO004Y 000064 DOOOO0  $2.446.00 $2587.04  $180
18 MPR, LLC 2005071000001 000047 000064 DO0O00 477460 478960 $0.0
18 MFR, LLC 200902000001 000047 0000D&4 DOOODOD  $669.00  $669.00 30.0
195 STATE STREET CORPORATION — 2009PC01000103 000007 000028 000000 $72.00 $3362 $180
15T COMGREGTHL CHURCH 200502000002 000050 000026 000000 $232.40  $251.40 $180
15T COMGREGTHL CHURCH 200902000003 000050 000026 000000 $100.40  $101.40 30.0
15T COMGREGTHL CHURCH 200902000004 000050 000026 DOOOOD— $102.80  $102.80 30.0
15T COMGREGTHL CHURCH 200502000005 000050 000028 Q00000 $75.00 $77.00 $2.0
15T COMGREGTHL CHURCH 200502000006 000050 000029 Q00000 488,20 $90.20 $2.0
15T COMGREGTHL CHURCH 2003P01000107 000050 000033 000000 $141.00  $150.09 320
|7|| 15T FAMGRFEETHI THIIRCH 2009Pmm Flﬂl'l'?‘lﬂ‘l TINANS0 NO0n34 nnnnn 925 00 4973 RA 'tjll
4 »
l:' Firat Parcel For Dwner D Additional Parcel for Dwner l:' Additional lnvoice for Parcel
b ail D ate: IDEJZE;‘QDDS 'I Print Lien List | Post Expenzes | Frint Lien Motices |
Update Custom Message... Frint Labels | Frint Certified Eorms | Cloze |

Adjust fees if necessary. Adjusting fees may be necessary for several reasons, but the most common is when the
same ownership in property was entered, but the names were input slightly different (e.g. middle initial, period,
etc.). This would create two records for this individual, showing cost of $18.00 for each parcel. You would need
to make the second parcel a fee of $2.00. To change the fee, click on the fee to be changed in the grid and type
the new fee. Reprint the list when changes are complete and keep with your copy of the Lien Notices. Should
you choose to exit the Lien Notice procedure, your dates will be saved automatically. When you decide to go
back into the process, simply choose Edit Existing Group.

After printing the list and updating any cost, select Post Expenses to place the appropriate costs on each
account notified. The Expenses must be posted before you are allowed to print the notice.

You can create a message to be included on the lien notice by selecting the Include Custom Message (see Cus-
tom Messages). Once you are sure everything is correct, select Print Lien Notices. After the letters display on the
screen, verify all the dates are correct and print the notices (see Printing). Make a copy of each letter to keep for
your records. If you wish to use the system to print your Certified Forms, select Print Certified Forms and fill in
the appropriate fees. Otherwise, you can select Print Labels.

Lien Execute

RSA 80:61 states, “An affidavit of the execution of the tax lien to the municipality, county or state shall be
delivered to the municipality by the tax collector on the day following the last date for payment of taxes as
stated in the notice given in RSA 80:60. The collector shall execute to the municipality, county or state only a
100 percent common and undivided interest in the property and no portion thereof shall be executed in sev-
eralty by metes and bounds; provided, however, that where distinct interests in the property have been sep-
arately assessed pursuant to RSA 75:2, the tax lien executed to the municipality, county, or state shall be for
100 percent of the separate distinct interest upon which the taxes have not been fully paid.”

The Lien Execute procedure is used to lien all unpaid receivables that were noticed through the Lien Notice pro-

cess. As such, the Lien Notice process must be completed before attempting to execute the lien (see Lien
Notice) or this process will not find any records eligible for the Lien Execution.
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Before you begin the Lien Execute process, make sure you have posted all payments and created the deposit in
the system. Next, create a backup (see Backup Database). If a problem arises during the lien execute process, we
can restore your data from this backup.

To execute the lien choose Utilities | Lien Execute. The Lien Execute dialog box displays. Note: The dates dis-
played are the dates you entered the last time you created a new group.

LIEN EXECUTION
*Mew Lien wanant vear: IW

*ERAMPLE: An Enty of "2000" Produces a Hew Lien
“Wiarrant of 20000071

Interest Az OF: | 09.18/2003 =

FEES

First Farcel Cost: I 18.60

Each Additional Farcel Cost: a.00

[MOTE: Exigting group containg 200 records created on 05/07 /2009]

Create Mew Group Edit Exizting Group Cloge

Fill in the information as follows:

o New Lien Warrant Year: Enter the year you want displayed for this lien. The New Hampshire Tax Col-
lectors Association recommends this be the levy year you are liening. For example, if you are liening
unpaid 2008 taxes, you would enter 2008 in the text box. Once the lien is executed, the invoices will
display as 2008L.

o Interest As Of: The date entered in this field should be the execution date. Interest owed will be com-
puted to this date.

o Fees: Put in appropriate fees from the latest Fee Schedule issued by the NHTCA. If you do not have
the fee schedule and wish to obtain the most up to date amounts, go to the NH Tax Collector’s website
at nhtaxcollectors.com.

Once the information is complete, select Create New Group. Note, if you created a group previously and posted
expenses, you can select Edit Existing Group to reprint notices. After answering several questions, the Lien
Execute dialog box displays.
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nicheck any records in the first column to remove that record File Created: 02/10/2005
from the list of parzels for Lien Execution, IntFrest Az OF Lien Execution Date: 037272005
A Dwiner | armant |FID i Tad Total Dugf Expenzes] «
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Print Liern Lizt Ewecute Liens | |
I e |

By default, all of the records are selected to be included in the execution. If you do not want to include a record
in the execution process, click in the Y/N check box. This will remove the check next to their name.

Select Print Lien List for review. Adjust fees if necessary. Adjusting fees may be necessary for several reasons,
but the most common is when the same ownership in property was entered, but the names were input slightly
different (e.g. middle initial, period, etc.). This would create two records for this individual, showing cost of
$18.50 for each parcel. You would need to make the second parcel a fee of $8.00. To change the fee click on
the fee to be changed in the grid and type the new fee. Reprint the list when changes are complete. Should you
choose to exit the Lien Execute procedure, your dates will be saved automatically. When you decide to go back
into the process, simply choose Edit Existing Group.

After printing the list and updating any cost, select Execute Liens. Once the lien is executed, select Print
Registry Report. Use the month date picker to select the Date Notice of Impending Lien Sent. In the Lien Exe-
cution Time text box, enter the time you are executing the lien. There are two reports available and both should
be printed.

e Summary: The Summary report is sent to the Registry of Deeds to record the lien.

o Detailss The Details report is kept by the Collector and will list the details of what is being liened,
such as Property, Timber, Current Use, etc.

Once you have printed the reports, click Close. This will bring you back to the main screen. The final step in
the Lien Execute process is to create a deposit (see Creating a Deposit). There will be an open deposit in the
amount of your Lien Execution, as every unpaid invoice will be paid in order to create the lien.

Title Search Import/Export

The Title Search Import/Export function allows you to export lien execution information to simplify the process
by which you have an outside title search company perform your mortgagee searches. This function enables
you to export a file (similar to the Real Estate Services file) for a selected warrant that can then be sent to a title
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search company. The file includes all relevant information about the selected invoices, including deed book and
page where available. The title search company can simply use this file to gather the information needed to per-
form the search. Alternatively, the search company can edit the file, filling in the appropriate search and notice
fees and return the modified file to you. Upon receiving the file, you can import the fee information back into
your system. Prior to the assignment of penalties, you will be able to review and modify the fee amounts repor-
ted back by the title search company. Note, if your researcher only wants a printed report, the Print option will
generate a printed report. (See Mortgagee Search Report.)

To export a file choose Utilities | Title Search Import/Export. While on the Export tab, use the drop down box
to select the warrant to be exported.

i Title Search Export x|

Export | Impart |

The Amount Due exported to the LIEM Mortgagee Search includes the Principal, Previous Penalties, and
interest az of the LIEK DATE.

Select \Warrant:
2009L01 - Lien |

% Lien Mortgagee Search
" Deed Marttgages Search

Deed Drate: ||:|'| 152011 'I

E sport Destination:

Print E=part

Cloze

Select the radio button next to the Lien Mortgagee Search or the Deed Mortgagee Search. If you select the Deed
Mortgagee Search the date text box is enabled. This is the deed date.

Next, select a location to which the export file will be saved by clicking on the ellipsis and selecting the des-
tination. If your researcher would like the file through email, save the file to a convenient location, such as your
desktop. Once you have selected the destination, click OK. Finish the process by selecting Export.

The export creates two files. The LienMortgageeSearch file contains the property information and the readMe-
LienMortgageeSearch file contains documentation on reading the file for your Researcher. Note: You must
email, or send, both files.

Once the Researcher has returned the file with the updated costs, you can import and post fees by clicking on
the Import tab. You will need to specify the location of the file by selecting Import File. After locating the file,
the Title Search Import screen displays the data.

Select Print to display the report. Compare this report to the Researchers information, if everything is correct,
select Import Penalties to complete the process.

91



Mortgagee Search Report

The Mortgagee Search report will give your researcher the information they will need to research the registry of
deeds. The report can be run for both the liening and deeding process. To print the report, go to Utilities | Title
Search Import/Export. While on the Export tab, select the warrant using the dropdown box. Then click on the
radio button designating whether you are generating the report for the lien or deed mortgagee search. If you are
producing the deed mortgagee search report, once you select the corresponding radio button, a date field will
display. Use the date picker to enter your deed date. Once you have made your selections click Print to display
the report.

Mortgagee Lien Notice

RSA 80:65 states, “The municipality, county or state as lienholder, within 45 days from the date of execution of
the lien, shall identify and notify all persons holding mortgages upon such property as recorded in the office of

the register of deeds...”

The Mortgagee Lien Notices process involves a search of the registry of deeds, which includes a fee and noti-
fication of all mortgagees recorded at the registry. Also, it includes a fee for the accounts with mortgagees
attached to them. Some Collector's use the program to maintain the mortgagees and produce the mortgagee
notices. Other Collector's have an outside agency that searches and produces the notices for them and then there
are those who choose to do some of the process through the system and some outside. Depending on which pro-
cess you use will determine the steps to take during this procedure.

To produce the Mortgagee Lien Notices choose Utilities | Mortgagee Lien Notice. The Mortgagee Lien Notice
dialog box displays.

Wwiarrant : |EDDBLD1 vl

Fees Tospply Todaw: € Bath Search & Notice Costs
" Search Cost Oy
" Maotice Cost Oy

FEES

Mortgagee Search Cost; I 0.00
“tortgages Maotice Cost; I 16.00  [per Haotice]

“MOTE: The Mortgagee Hotice Cost iz calculated bazed on the total
rumber of Mortgagees on a parcel. For example, a parcel with no
tdortgagees would be azzeszed the Mortgagee Search Cost but o
tartgages Hatice Costs, and a parcel with three Maortgagees would be
azzeszed the Mortgagee Search Cost az well az three Mortgagee
Motice Costs.

Hedt » | | Lloze I

Select the Warrant from the drop down text box. There are three radio buttons for applying fees. It is your
choice on whether you select to apply both the Search & Notice Costs in one procedure, or by posting the
Search Cost Only and subsequently posting the Notice Cost Only in a separate run. Below is a description of
the three radio buttons.

The first radio button, Both Search & Notice Costs, is used when you want to post all the expenses (Search and
Notice Costs) all at once, in one step.
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The second radio button, Search Cost Only, allows you to post the Search Cost to every liened account for the
selected warrant. If you select this option, you should post the search costs at the time you are sending the
information to your researcher.

The third radio button, Notice Cost Only, is used if you previously posted the Search Cost and now need to
charge the Notice Cost and produce the Mortgagee Notices.

Once you have selected the Fees To Apply Today, enter the Cost associated with this process per RSA 80:67.
The latest fee schedule is available by going to the NH Tax Collectors website at http://nhtaxcollectors.com and
selecting Tax Lien Procedure Schedule of Fees and Costs. Once the information is entered select Next to display
the Mortgagee Lien Notice dialog box. The radio button you selected above determined how the Mortgagee
Lien Notice screen displayed. If you are only posting Search costs, the options will be limited to Print Mort-
gagee List and Post Expenses. If you selected either Both Search & Notice Cost or Notice Cost Only, you will
have all the options available.

Mortgagee Lien Motice

2008L07 Inwoices selected for Mortgagee Lien Hotice
Invoice | [ |PID |Martaagess]Lien Amount] Expenses] |
2008001000001 18 MPR, LLC Q00047 0000&4 Q00000 2 $7.92315 $4z. 00—
2008101000002 455 ROUTE 16 OSSIPEE, LLC 000042 000062 Q00000 2 32467712 $42.00
2008L01000003 ABBOTT, REMEE J 000043 000044 Q00000 1] $24E6.E1 $10.00
2008L01000004 AESOLUTE ROOFIMG, LLC 000034 000012 000000 ] $314.82 £10.00
2008001000005 ACE AQUATICS LLC 000029 000003 Q00000 0 4498575 $10.00
2008101000008 AlKEMS, FLOREMCE 000006 000015 Q00000 0 $430.07 £10.00
2008L01000007 AIKENS, FLOREMCE 000006 000016 N00000 1] 46357 £10.00
2008001000008 ALLEM, MARK 000073 0000718 Q00000 0 $1.999.11 $10.00
2008001000009 AMMELLS, SWALLIAR A 000019 000029 Q00000 0 $300.05 £10.00
2008L01000010 AMDERSON, PALIL & 000004 0001 34 Q00000 1 $3.702.46 $26.00
2008001000017 AMDERSOM, PALL & 000006 Q00007 Q00000 1 $3576.70 $26.00
2008101000012 AMTHOMY, JEMI-SUE 000007 000016 Q00017 0 $461.80 1 D.Dﬂj
|:| FParcel Has Mo Mortgagees |:| Parcel Has Mortgagee(s)
Lewy Year: |2DEIB MHotice b ailing Drate: IDEIH /2008 > I
Frint Mortgages List | Post Expenzes | Frint Mortgagee Motices |

Include Custorn Message.. Frint Standard Labels | Print Certified Forms | | LCloze I

Select the date on which you plan to mail the notices. This is important, as the postmark date is utilized when
proving you have met the requirements of the law. Select Print Mortgagee List to display a listing of each mort-
gagee receiving a notice. Verify this report for accuracy with the report sent by your researcher. If it is correct,
print the report (see Printing) and select Post Expenses. The system will post all related expenses to each parcel.
Note, the Expenses must be posted before you are allowed to print the notices.

You can create a custom message to be included on the mortgagee notice by selecting Include Custom Message
(see Custom Messages). After posting the expenses, select Print Mortgagee Notices. The first letter will display
on the screen, verify all the dates are correct and print the notices (see Printing). Make a copy of each letter to
keep for your records. If you wish to use the system to print your Certified Forms, select Print Certified Forms
and fill in the appropriate fees. Otherwise, you can select Print Standard Labels. The Print Standard Labels
option can be selected before expenses are posted in order to allow you to prepare your certified forms before
printing the letters.
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Edit Book & Page

The Edit Book & Page function allows you to record the book & page number of the executed
lien, which was recorded at the Registry of Deeds. Once the information is added to an invoice,
and the invoice is paid, the Lien Redemption Report will reflect the Book & Page.

re "y

Edit Book & Page

Enter the coresponding Baaok, & Page for 2001 3007000045

' Original Deed Lien Recarding | Lien Fedemption

Fage: (0358

Cancel | ok

To Edit Book & Page, using the Receivables data access tabs, search and select the liened invoice.
Choose Edit Invoice | Edit Book & Page. The Edit Book & Page dialog box displays. Enter the
information into the text boxes and press OK.

Lien Redemption Report

RSA 80:70 states, “When full redemption is made, the tax collector shall within 30 days after redemption notify
the register of deeds of the act, giving the name of the person redeeming, the date when redemption was made,
the date of the execution of the tax lien and a brief description of the real estate in question, together with the
name of the person or persons against whom the tax was levied.”

The Lien Redemptions Report is used to meet the requirements of RSA 80:70. It may be printed for a specific

lien warrant, or for all lien warrants, by date range. To run the Lien Redemptions Report choose Reports | Lien
Redemptions. The Lien Redemptions dialog box displays.
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=0

wharrant vear; I.-'-‘-.LL 'i
Beginning D ate; IEI1 ANS2mao *i

Ending D ate; II:IE.-"'I a/2mo *i

[T Include Deeded Properties

YWwhen Y alues Differ Lizt "Redeemed By'' as:

% Owner of Parcel at Time of Lies
" Current Owrer of Parcel

= Paver of Final Lien Balance

Cloze

Fill in the information as follows:

e Warrant Year: Using the Warrant Year drop down box, select the lien warrant to restrict the report or
leave as ALL.

o Beginning Date: Usually, this is the day after the ending date from last time the report was run.
Example: If, in February, you ran the report 01/01/2009 to 01/31/2009, in March, your beginning date
would be 02/01/2009.

o Ending Date: This is the date the system should include records posted up to. It is advised that you
allow sufficient time for checks to clear the bank before releasing a lien. Many Collectors use a two
week period, so using the example above, you would not run the report for the month of February until
March 14t and the ending date would be 02/28/2009.

o Include Deeded Properties: This check box is used to release the liens on the properties that were
deeded to the Town through the tax deeding process. Click in the check box to select this option.

There are three option to choose from under the section When Values Differ List “Redeemed By” as; Owner of
Parcel at Time of Lien, Current Owner of Parcel, Payer of Final Lien Balance. Note, the Payer of Final Lien Bal-
ance will display the Payer you entered when making the final payment for that lien. For example, a property is
owned by Smith, John and Citizens Bank sent a check to pay off the lien. If you enter Citizens Bank as the
Payer at the time of the payment, Citizens Bank will display as the Redeemed By on the Redemption Report. If
you leave the payer as Smith, John, he will display as the Redeemed By. Select the radio button next to the
option you wish to use.

Once you are sure everything is correct, select View. The report will display. Verify the information and print
the report (see Printing). Make a copy the report for your records.
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Mortgagees

The Mortgagees process allows you to create and assign mortgage holders to specific properties to
be used during the liening and deeding procedures. The Maintain Mortgagees function allows you
to create, delete and modify the mortgagees in Tax Collect. The Assign Mortgagee function will
allow you to assign a mortgagee you created through Maintain Mortgagees to a property.

Maintain Mortgagees

Maintain Mortgagees allows you to create, edit, and delete mortgage holders for the purpose of notification of a
lien execution or an impending tax deeding. This function does not assign a mortgagee to a particular parcel, it
maintains the list from which you can choose from when assigning a mortgagee to a parcel (see Assign Mort-

gagee).

To Maintain Mortgagees choose Utilities | Maintain Mortgagees (or from the main menu select Mortgagee | All
Mortgagees). The Mortgagees dialog box displays showing all the mortgagees currently in the system.

Note: The Delete and Purge buttons are only available when an invoice or PID has not been selected.

Mortgagees

A LMDIMNG CORFORATICH
ABM AMRO MORTGAGE GROUP, IMC. i
AEGIS MORTGAGE CORPORATION Madity...
ALASKA FINAWCIAL TRUST
ALLIAMCE FUMDIMG Delete
ALLIAMCE FUMDING COMPAMY

AMERICAN BUSIMESS MORTGAGE SERVICES.
AMERICAN EAGLE FEDERAL CU

AMERICAM EXPRESS TRAVEL

AMERICAM FIMAMCE GROUP, IMC

AMERICAN GEMERAL FINAMCIAL -
ARAERITAR HMORAE
Al | _>I_I

Create New. ..

Print Al

tortgagee Information: Purge
aaMES FUMDING CORPORATION

3347 MICHELSOM DRIVE, STE 300 Apply

IRYIME, Ca 32612

LCloze

When you select a mortgagee their address displays under Mortgagee Information. If the information is incorrect,
select Modify to update.

If the mortgagee you are looking for is not in the list, select Create New to add them. Fill in the text boxes for
the Name and Address and click Add. This will add the mortgagee to the list, however, you need to click
Apply on the main Mortgagee screen after adding or modifying the mortgagees, and before closing the process,
or the system will not recognize the changes.
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The Delete button allows you to delete an individual mortgagee from the system. If the mortgagee you are try-
ing to delete is assigned to a parcel, a message will display stating you cannot delete it.

To print a list of all mortgagees in the system, select Print All. A report will display listing each mortgagee with
their mailing addresses.

The Purge button will purge mortgagee listings for PIDs that no longer exist in the billing file or the current
owner file.

Proceed With Mortgagee Purge? |

9 ) This function will purge mortgagee listings From
1.,_*/ the database for PIDs that no longer exist in
khe billing File ar the current owner File,

Are you certain vou wish to proceed?

When you select Purge, a message will display asking if you are sure you want to proceed with this action.
Select Yes and a message will display stating how many mortgagees were deleted from the database.

Assign Mortgagee

Once a mortgagee has been created in the system (see Maintain Mortgagees), it must be assigned to an invoice.
Assigning mortgagees will allow you to produce Lien and Deed Mortgagee notices (see Mortgagee Lien Notice
and Tax Deed Notice) from the Tax Collect system.

To assign a mortgagee, from the Receivables data access tabs, search and select the invoice or the PID. Then
choose Mortgagee | Mortgagee Mortgagees on This Parcel. The Maintain Mortgagee dialog box displays. A list
of available mortgagees is displayed.

If a mortgagee is already assigned to this parcel, a check will be in the box beside the mortgagee name and dis-
played at the top of the list. Clicking in the box again will remove that mortgagee from the parcel. If you need
to assign a different mortgagee to this parcel, find the mortgagee and click in the box next to their name. A
check will now display in the box telling the system this mortgagee belongs with this parcel. After you have
updated the information, select Apply to save the changes. To modify or create a new mortgagee, see Maintain
Mortgagees.

Once a mortgagee has been attached to a parcel, a Bag of Money icon will display on the Details tab next to
the Billed Owner radio button. You can click on the icon to display the Maintain Mortgagee dialog box.

Mortgagees by Parcel Report

The Mortgagees by Parcel Report displays a listing of all parcels in the system to which a mortgagee has been
assigned. It can be printed in PID order or alphabetical by owner name.

To create the Mortgagees by Parcel Report choose Reports | Mortgagees by Parcel. The system defaults to print-
ing the report in PID order, however a message will display asking if you want it in PID or by Owner Name. To
print the report in PID order select Yes, or select No to print by Owner Name. The report displays including
map/lot number, current owner, and mortgagee name.
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Tax Deeding Process

The Tax Deeding Process starts with a letter putting a property owner on notice that if they do not
pay their tax lien, they will lose their property. A search of the registry must be done and a notice
sent to every mortgagee and property owner giving them at least 30 days to pay. If they do not pay,
the Collector shall execute a deed and issue the deed to the municipality.

Tax Deed Notice

RSA 80:77 and RSA 80:77-a state that a notice must be given to every Owner and Mortgagee at
least 30 days prior to executing the deed. Many Collectors use an outside agency to produce the
mortgagee notices, but they produce the owner notices within the system. Other Collectors use the
system to produce both notices. Depending on your preference, the system can assign the notice
fees automatically to each invoice.

Before you begin the Tax Deed Notice process, there are a few things you should do. The first is
to import any change of ownership or address changes from assessing. Choose Utilities | Get
Assessing Owners. After you send the deed notices, do not import changes from assessing until
after the deed has been executed, as the owner you send the notice to must be the owner you deed.
The next step is to create a backup (see Backup Database). If a problem arises during the deed pro-
cess, Avitar can restore your data from this backup.

If you are providing the notice to the mortgagee through the Avitar Tax Collect system, a search of
the registry must be completed and mortgagees updated (see Maintain Mortgagees and Assign
Mortgagee) before you start this process.

To create the Tax Deed Notice choose Utilities | Tax Deed Notice. The Deed Notice dialog box
displays.
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Deed Notice

2008L01

Lie w arrant;

s
:TJ & o Deed Az OF Date: IDd.-’SEI.f’2EI11 = I
FEES

Deed Motice Cost: I 16.00

Included Motices To Mortgagees: W

B e Mortgages Search Cost; I 10.00
o - - Mortgages Maotice Cost: I 16,00 [per Matice)

[MOTE: Exigting group contain: B0 records created on 06/11,/2008)

Re-Motice Previous | Create Mew Group Edit Exizting Group Cloze

Fill in the information as follows:

o Lien Warrant: This is the levy year you are deeding. For example, if you liened your 2006
property on May 7, 2007, your deed warrant year is 2006L.

e Deed As Of Date: This is the date on which you plan to execute the deed.

e Deed Notice Cost, Mortgagee Search Cost, Mortgagee Notice Cost: Put in the appropriate
fees from the latest Fee Schedule issued by the NH Tax Collectors Association. If you do
not have the fee schedule and wish to obtain one, go to the NH Tax Collector’s website at
nhtaxcollectors.com and click on Tax Lien Procedure Schedule and Costs link.

« Include Notice to Mortgagee: If you wish to generate the Mortgagee Notice from the col-
lect system, click in the check box. When you leave the box blank, you have chosen to cre-
ate the letters outside the system. If you choose to create the letters outside the system, you
will need to manually enter the cost for this service to each parcel receiving a mortgagee
notice before you print the owner notices (see Penalties Menu).

When executing for the first time, select Create New Group. Note, if you created a group pre-
viously and posted expenses, you can click Edit Existing Group to reprint notices. After answering
several questions, the Deed Notice screen displays.
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Deed MNotice

Uncheck ary records in the firgt column to remove that record from File Created: 09/17/2009
the list of parcels to receive a Deed Maotice. Interest As Of Deed Execution D ate:
WN| Qrer |F'ID | Taﬂ Total Duel Deec‘ Searci‘l Nu:utic:el A|
18 MPR, LLC 000047 000064 000000 4792315 $10,833.48 $16.00  $10.00 $32.00—
455 ROUTE 16 OSSIPEE, LLC 000042 000062 000000 $2.46712 $341328 $1600 $10.00 $32.00
ABBOTT, REMEE J 000043 000044 000000 $84661 $1.17739 $16.00  $10.00 $0.00
ABSOLUTE ROOFIMG, LLC 000034 000072 000000 $31482  $45416  $16.00  $10.00 £0.00
ACE AQUATICS LLC 000023 000003 000000 $4,98575 $6.80662 $16.00 $10.00 $0.00
AIKEMS, FLOREMNCE 000006 000015 000000 $49007  $69250 $16.00 $10.00 $0.00
AIKEMS, FLOREMNCE 000006 000016 DOO00O0 $46357  $E6RR 46 $16.00 $10.00 $0.00
ALLEM, MARK 000019 000018 000000 $1,99911  $2.74479 $1600 $10.00 $0.00
AMMELLS, WILLIAM A 000079 000029 000000 $30005  $43407 $16.00 $10.00 £0.00
AMDERSOM, PALL & 000004 000134 000000 43,702 46 $5077356 41600 $10.00 $16.00
AMDERSOM, PAUL A& 000006 000007 000000 $3.576.70  $4.906.31 41600  $10.00 $16.00
AMTHOMY, JEMI-SUE Q00007 000076 00017 $461.80 $654.05 41600 $10.00 $D.EIDL|
Include Custom Message. . Lewy rear: |2DEIB t ail D ate: |E|8£1 72008 - I
Print Dieed List I Post Expenzes | Frint Deed Motices |

Frint Labels | Frint Certified Eorms | Cloze |

Select the Mail Date. This date will display on the letters. Select Print Deed List to review the Own-
ers and Mortgagees receiving the notices. Adjust the fees if necessary by clicking on the fee in the
grid and typing the correct amount. Uncheck the box next to an owner who should not receive a
deed notice. For example, you would uncheck the box of an owner who has filed bankruptcy.
After making changes, you will need to reprint the list to keep with your copy of the Deed Notices.
Should you choose to exit the Deed Notice procedure, your dates will be saved automatically.

Once all changes have been made, select Post Expenses to place the appropriate costs on each
account notified. Note, the Expenses must be posted before you can print the notices.

You can create a custom message to be included on the deed notice by selecting Include Custom
Message (see Custom Messages). Once you are sure everything is correct, select Print Deed
Notice. Make sure you print a copy of the letter for your records (see Printing).

Re-Notice Previous

The Re-Notice Previous Button is used to send a deed notice to an owner who has already received a deed
notice. For example, you might send out your deed notices in April for a May deed date and the Selectmen
decide they will accept a payment plan for a property owner who is having difficulty paying their bill. The
agreement states that if the owner misses a payment they will deed the property. So, in October, the owner has
not made their payment and the Selectmen decide to deed the property. In order to comply with the law, you
must send another deed notice

to the property owner giving them an additional 30 days to pay before deeding the property. As
you have already sent a deed notice to this owner for this invoice, you will need to create the

second notice using the Re-Notice Previous.
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To use the Re-Notice Previous function, from the main menu choose Ultilities | Tax Deed Notice. The Deed
Notice dialog box displays. The Re-Notice button will display if you have lien invoices that have received
Deed Notices yet still have outstanding balances. To start the process select Re-Notice Previous to review the
list of invoices. Select the invoice you want to re-notice from the grid and select the Re-Notice Owner button.
This will create a group of one invoice which will follow the same process as the Deed Notice (see Tax Deed
Notice).

Tax Deeding
RSA 80:76 states, “The collector, after 2 years from the execution of the real estate tax lien, shall

execute to the lien holder a deed of the land subject to the real estate tax lien and not redeemed....”.
The Tax Deeding process will clear the receivables for all past and current tax bills for a specific
property and will only be allowed in the Avitar Tax Collect system if a Tax Deed Notice has been

sent (see Tax Deed Notice).

Before you begin the Tax Deeding process, create a backup (see Backup Database). If a problem
arises during the process, we can restore your data from this backup. Also, we recommend printing
an Activity Report for each parcel you are deeding with interest calculated through the Deed date
(see Activity Report).

To execute a Tax Deed choose Utilities | Tax Deeding. The Tax Deeding dialog box displays.

Tax Deeding

Owter Irrice PID
PONTERIAMD, RICHARD & CAROL 2006L07-500071

Cwrer POMTBRIAND, RICHARD & Deeding Date: |0B/30/2014 = ?
[mvoice: 2006L01-50001
FID: BE20
Location: 30 MARROWS ROAD
Billing L ate: 08/31/2007
Interest F ate: 18%
Bill Aot $945.85
Amount Due: $2.063.67
Frirnt Lizt | Deed Thiz Parcel | Cloze ‘

The list displays every invoice available for the tax deeding process. Select the invoice for the year
which you are deeding. For example, if you are deeding for the 2006 unpaid tax liens, you would
select the 2006L01xxxxxx for the PID you want to deed. When you click on an invoice, the cor-
responding details display to the right.
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Note: The Deeding Date defaults to the current date. If this is not the actual deeding date, click on
the Deeding Date label to display the Change Receivables Date dialog box and select the correct
date.

The View Affected Bills will produce a list of each invoice with the corresponding amount due.
Select Print to view a report that can be printed and kept for the deeding file (see Printing). Print
List will produce a report of parcels that are available for deeding.

Once you are ready to execute the deed, select Deed This Parcel. A message will display verifying
the deed date, if this is correct, click Yes. The Parcel Deeded message box displays stating the par-
cel has been successfully deeded. You can now print a Tax Collectors Deed for recording at the
Registry (see Tax Collectors Deed ).

Tax Collectors Deed

The Tax Collectors Deed provides the Tax Collector with a document worded per RSA 80:76 and to the spe-
cifications of the Registry of Deeds. Before a deed can be printed, the Tax Deeding process must have been com-
pleted (see Tax Deeding).

To print a Tax Collectors Deed choose Reports | Tax Collector's Deed. The Tax Deed Report dialog box dis-
plays listing the available parcels and related invoices.

Select the invoice for the year which you deeded. For example, if you deeded for the unpaid 2006 tax lien, you
would select the 2006L0 1 xxxxxx for the corresponding PID. When you click on an invoice, the details display
to the right.

The Tax Year text box tells the system the levy year of the unpaid taxes and will be printed on the Tax Deed.
For example, if you deeded the property due to an unpaid 2006 Lien, the Tax Year text box should read 2006.

On the deed, the Avitar Tax Collect system includes signature lines for your Selectmen to sign, however, you
have the option to suppress them. If you do not want your Selectmen to sign, click in the Suppress Selectmen's
Signature Lines check box. By leaving the box unchecked, the lines will print for the Selectmen's signatures. To
add/edit the Selectmen's names to print under each line see Town Information, Tax Collector Tab.

Once you have made your selections, click Print Tax Collector's Deed. A dialog box will display asking if you
would like to include the book and page on the deed. If you select Yes, the Enter Book & Page dialog box dis-
plays. Type in the information from the original deed and select OK. Note that the book and page information
you enter will display on the deed, but is not saved to the database. Therefore, if for any reason you need to
reprint the deed, you will need to enter the book and page again. Once you enter the information, select OK to
display the deed on the screen. Verify the information is correct and print the deed (see Printing).

Deeded Property Report

The Deeded Property Report will list every property that was deeded during the current fiscal year. To produce
the report choose Reports | Deeded Property. You will be asked if you want to suppress the prior year’s inform-
ation from the report. If you select Yes, you will only see the parcels that were deeded during this fiscal year.
Selecting No, will display all parcels that were deeded since the last purge of paid items. Once you have made
your selection, the report will display on the screen. For printing options, see Printing.
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Monthly Balancing

Auditors recommend that you complete monthly reconciliations of your financial records and compare them to
your Treasurers and/or Accountants. Balancing monthly makes it is easier to find and correct mistakes in a
timely manner. Avitar Tax Collect provides a Monthly Balance Report to assist you in this process.
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Monthly Balance Report

Auditors recommend that you complete monthly reconciliations of your financial records and com-
pare them to your Treasurer and/or Accountant. Avitar Tax Collect provides a Monthly Balance
Report to assist you in this process. The Monthly Balance Report is a summary of all transactions
posted for a selected month. At the end of each month the system captures the balances for the pre-
vious month. Therefore, once the month has ended, your Monthly Balance Report will remain the
same even if you reprint it in subsequent months.

Oftentimes, Auditors refer back to Monthly Balance reports from previous months and they want
to see a report showing the details behind the figures displayed. So we recommend you print
and/or export the following reports at the end of each month, as it will save you valuable time at
some point in the future. Also, some reports listed below are not needed to balance for the month,
such as the MS61, Collection YTD, and Receivables reports. However, these reports are accu-
mulative, which means the moment you post a transaction, the report is updated. By print-
ing/exporting the reports monthly, before you post any transactions for the next month, you will be
able to access that exact report for an Auditor at some point in the future.

The following is a list of suggested reports to print and/or export each month. All reports requiring
a date range should be run from the first of the month to the last of the month. For example if you
are balancing for the month of October, you would run the reports from October 1st to October
31st.

o Monthly Balance Report
o Abatements
o Credits:
o All Credits by Payment Date
o Credits Assigned to Receivables by Assigned Date
o Credits Assigned to Int/Pen by Assigned Date
Credits Assigned to Payables (Refunds) by Assigned Date
Unassigned
o Deleted Credits
o Deeded Property (only if you deed in that month)
« Deposits by date range-only print first page
o Supplements
o Deleted Receipts
o Collections YTD
« MS61
o Receivables | Group of Invoices | Warrant then Owner for Only Unpaid Invoices
« Receivables | Group of Invoices | Owner then Warrant for Only Unpaid Invoices

Understanding the Monthly Balance Report

Beginning Balance
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The Beginning Balance column displays what was owed in total for each warrant at the beginning
of the month you are proving. The figures listed should match the Ending Balance from your pre-
vious month. (Reports | Monthly Balance — select the previous month)

Committed & Supplemented

The Committed & Supplemented column displays all warrants that were committed to you during
the month you are balancing. To balance, add up the signed warrants you received from the Select-
men/Assessor by categories.

Abated

The Abated column displays the abatements that were posted during the month you are balancing.
They should also match the signed abatement slips from the Selectmen/Assessor. (Reports | Abate-
ments)

Deeded
The Deeded column displays the principal amount that was owed as of the tax deed date for all
properties you deeded in the system. (Reports | Liening & Deeding | Deeded Property)

Collected

Under the Collected section are two columns: Principal and Int/Pen. These columns display the
amounts you collected and posted to warrants. It does not include the credits you have collected.
To reconcile with the amount you deposited at the bank for the month, you will need to use the sec-
tion at the bottom of the report labeled Summary (see Summary below).

Prior Months' Credits Assigned

The Prior Months' Credits Assigned columns display credits that were created in a previous month
and assigned to a receivable in this month. They are not shown under the Collected columns
because it is not money you collected during the month you are balancing. (Reports | Credits |
Credit Types to Include select Assigned | Filter Credits select By select By Assigned Date)

Adjustments
The Adjustments column will show if a transaction that occurred in a prior month has been

changed in the month you are balancing. For example, a customer pays their taxes on September
25th and the check is returned for insufficient funds on October 5th. Y our monthly balance report
for September recorded the amount you collected and will not change because that is what you
actually remitted to your treasurer. So, the reversal of the amount collected would be reflected on
your October monthly balance report under the Adjustments columns.

Abatements can also cause amounts to show in the Adjustments columns if the abatement affected
a payment that was posted in a previous month. For example, a customer pays a partial payment on
their 2013P01 bill in September for $510.00 ($500.00 prin. and $10.00 Int.). In October you post a
Beginning Balance Abatement to the invoice of $100.00. An abatement means that the customer,
for whatever reason, was billed too much. Therefore, the original late payment was paying interest
on an outstanding balance that was $100.00 higher than it should have been. By law, you must
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adjust the payment to reflect interest charged on the new principal amount. The Avitar collect sys-
tem will do this calculation for you at the time you post the abatement. In the example given, the
partial payment of $510.00 would now be posted as $502.00 Principal, $8.00 Interest. There
would also be a $100.00 figure in the Abatement column. On the Monthly Balance report, under
the Adjustments columns, you would see (2.00) in the Principal column and 2.00 in the Interest
column.

We suggest that when you are posting transactions (abatements, returned checks, deleting trans-
actions/receipts), which affect payments from a previous month, that you keep documentation at
the time you post the transaction. It will assist you in proving these figures.

Error

The Error column is used by the system to alert you that there might be a problem. Typically, we
see figures in this column when a collector has entered a receipt, deleted the transaction from
receipt, and subsequently deleted it again. This can cause problems for the system in knowing
where it should display the amount on the monthly balance report. Give Avitar a call if you need
help with an amount in the Errors column.

Summary
The Summary section of the report is used to help you balance, in total, to the amount you col-

lected and deposited in the bank. Basically, it adds what you collected in Principal, Interest/Pen-
alties, Unassigned Credits Received This Month (and still not assigned), any Prior Y ear
adjustments, and any credits received and refunded in the month you are balancing. The Gross
Receipts This Month figure should match the total deposit receipts you received from the bank.
(Reports | Deposits | Deposit Summary | Filter Report select By Deposit Date)

Also under the Summary section is Total Prior Y ear Deletions This Month. If there is an amount
here, it’s because an error was made in the prior year and corrected in the month you are balancing.
For example, you posted a payment on December 3 1st and closed your fiscal year on January

10th. On January 11th, the bank notifies you the check is being returned for insufficient funds. If
this occurs, you can call Avitar and we will log in and process the reversal. Once the correction has
been made, the monthly balance report is updated. (Reports | Deleted Receipts)

Credits
The Credits section is used to track the credit activity that occurred during the month. Below is a
brief outline of each line item and the report(s) used to balance each figure.

» Unassigned Beginning Balance: This figure should match the Unassigned Ending Balance
from your last month’s Monthly Balance report. (Reports | Monthly Balance — select the pre-
vious month)

o New This Month: This figure is the new credits you created during the month. (Reports |
Credits | Credit Types to Include select All | Filter Credits select By Deposit Date)

o Assigned This Month: This figure consists of all the credits you have assigned during the
month. (Reports | Credits | Credit Types to Include select Assigned | Assigned To select

106



Receivables | Filter Credit select By Assigned Date. Note, you will need run the same report
again except under the Assigned To section select Int/Pen. Add the two figures together)

o Returned This Month: This figure consist of credits you have chosen to refund. (Reports |
Credits | Credit Types to Include select Assigned | Assigned To select Payables | Filter
Credit select By Assigned Date Filter Credit select By Assigned Date) Deleted This Month:
This figure consists of credits you have deleted in the system. (Reports | Deleted Receipts)

o Unassigned Ending Balance: This figure is what you have remaining in credits at the end of
the month. (Reports | Credits | Credit Types to Include select Unassigned)

Refund Abatements
Refund abatements are simply abatements posted to a receivable that was paid in the prior fiscal
year. (Reports | Abatements)
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Year End Process

The Avitar Tax Collect system has a hard fiscal year end close, which means that you cannot pro-
cess work in the current fiscal year until the last fiscal year has been closed (see Close Period).
When you close the fiscal year, the system captures the ending balances for that fiscal year and cre-
ates the beginning balances for the next fiscal year. The beginning and ending balances are
extremely important as the ending balance of one year must match the beginning balances of the
next year. If they do not, you must explain to the Department of Revenue (DRA) why they have
changed. With this in mind, the system was designed not to allow changes in a closed fiscal year,
hence the hard close.

Some of the year end reports that should be printed before you close your fiscal year are as follows
(not all of the reports will apply to your municipality and therefore it may not be necessary to print
them):

o MS61

e Collections Year to Date

o Abatements-Dated 01/01/xxxx thru 12/31/xxxx (For alternate fiscal year 7/1/xxxx thru
6/30/xxxX)

o Deposit Summary

o Supplements-All

o Deleted Receipts

« Inventory Penalties

o Uncollected Interest

o Deeded Property

o NSF Checks

o Credits:

o Unassigned Credits from the prior fiscal year (This comes from your Prior Year database).

o All Credits For FYxxxx (current fiscal year) Receipts — Go to Credits | All Credits and Filter
Credits. Select By Fiscal Year of Receipt and select your current fiscal year.

o Unassigned Credit For FY xxxx Receipts-This is for all credits unassigned at the end of your
current fiscal year.

o Credits Assigned to Payables For FYxxxx (current fiscal year)

o Credits Assigned to Receivables For Prior FY Receipts

o Credits Assigned to Interest/Penalties For Prior FY Receipts

o Receivables-For all unpaid invoices, interest date of 12/31/xxxx (or 6/30/xxxXx)

o Warrant then Owner Sequence will give auditors a report of accounts due by Warrant Y ear.

o Owner then Warrant Sequence will give auditors a report of accounts/amounts due as total
due per owner. (You also might want to run this report with the Include Address box
checked.)

o Lien Redemption Report from the date of last redemption report was created through
12/31/xxxx (or 6/30/xXxX).
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After running all of the above reports, balance the MS-61 (see Balancing the MS-61 Report). If the
MS-61 is NOT in balance in the system, you will not be allowed to close. You will need to find
the error and correct it before proceeding.

IMPORTANT: After you have balanced for the year and right before you Close Period, do a
backup of your current fiscal year. If the Close Period process is interrupted or you need to restore
the information, we will not be able to restore without a backup (see Backup Database).

Collections YTD Report

The Collections YTD Report is a summary of all the work you processed in the Tax Collect system throughout
the current fiscal year. It is a cumulative report, which means it starts capturing information at the beginning of
the fiscal year and will summarize all the work you processed up to the date you view the report. For example,
if you view the report on April 20th, the report will show the activity from 01/01/xxxx to 04/20/xxxx, if you
are on a January to December fiscal year (see Fiscal Year). Auditors will use this report to verify the information
you have entered into the system. For example, if the Collection YTD report shows that you posted an abate-
ment of $450.00 to the 2006101 warrant, they will check to see that you have signed abatements matching that
figure. You should verify every amount listed on this report and have backup to prove to these figures.

To view/print the Collections YTD Report choose Reports | Collections YTD. The report will display on the
screen and can be printed or exported to a file (see Printing).

MS-61 Report

The MS-61 Report was created by the Department of Revenue in order to comply with RSA 41:35
which states, ... The collector shall make a written report to the town at the end of each fiscal year
which shall contain the amount of the taxes committed to him or her to collect; the amount of taxes
collected, together with interest thereon; the amount of discounts allowed; the amount of taxes
abated; the total amount of uncollected taxes; and an account of all sales of real estate to collect

taxes....".

This is a summary of all the work you processed in the Tax Collect system throughout the current
fiscal year and it is a cumulative report, which means it starts capturing information at the begin-
ning of the fiscal year and will summarize of all the work you processed up to the date you view
the report. For example, if you are on a January to December fiscal year (see Fiscal Year) and you
view the report on April 20th, the report will show the activity from 01/01/xxxx to 04/20/xxxx.

The MS-61 purpose, as with the Collection YTD (see Collection YTD Report), is to show the
activity for a fiscal year. Therefore, it must be balanced and printed at the end of your fiscal year.
There are multiple reports that will assist you in proving the figures on the MS-61 (see Balancing
the MS-61 Report for a listing of reports). The main difference between the MS-61 and the Col-
lections YTD, is how DRA wants amounts categorized. For example, on the Collections YTD, the
liened amounts are posted under the Collected Principal and Interest columns. On the MS-61, the
principal paid by the lien is listed as one amount on Page 2 | Remitted To Treasurer | Converted to
Liens (Principal Only).

109


http://www.gencourt.state.nh.us/rsa/html/iii/41/41-35.htm

The DRA requires that municipalities submit the MS-61 electronically using a fillable PDF form
provided by the DRA. Rather than forcing you to manually complete the PDF, Avitar Tax Collect
enables you to easily export the MS-61 report information to an XML file. You can then import the
XML file to populate the DRA’s fillable PDF and submit it electronically to the DRA. See Gen-
erating and Submitting the MS-61 for complete instructions on creating the MS-61.
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Generating and Submitting the MS-61

In order for you to import the system generated XML file into the MS-61 PDF form, it may be
necessary for you to match the names, spelling, and format of the municipality name you've used in
your database with the standardized values required by the DRA. For example, in the PDF form,
DRA provides a dropdown list of approved municipality names. If the municiaplity name in your
database was entered as "Town of Townname", you will need to select the corresponding state
option of "Townname" in order for the municipality name to be listed properly when you import
your XML file to the DRA's PDF form. However, once you have selected the corresponding stand-
ard values (where necessary), the system will automatically populate these values the next time you
run the MS-61. Instructions on setting these values are listed in the steps below.

The MS-61 purpose, as with the Collection YTD (see Collection YTD Report), is to show the
activity for a fiscal year. Therefore, it must be balanced and printed at the end of your fiscal year.
There are multiple reports that will assist you in proving the figures on the MS-61 (see Balancing
the MS-61 Report for a listing of reports). The main difference between the MS-61 and the Col-
lections YTD, is how DRA wants amounts categorized. For example, on the Collections YTD, the
liened amounts are posted under the Collected Principal and Interest columns. On the MS-61, the
principal paid by the lien is listed as one amount on Page 2 | Remitted To Treasurer | Converted to
Liens (Principal Only).

Export to Import into Submit Electronically
XML File PDF File — to DRA
—_— T E—— ' —_—
Avitar Tax
Coll=ct

Step 1 - Generate the MS-61

To generate the main MS-61 report, select Reports | MS-61. Review and update all of the required
cover page information and select the Next button. If your Municipality name has not been stand-
ardized using the list of DRA permitted values, the Municipality description dialog box will open.
Using the "DRA's Permitted Values" dropdown menu, select your Municipality description and
select OK (this will only display if the Municipality description has not been set).
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(%) MS-61 Report Entity Standardization =N =N "
Hold on. Before we go any further pou need to standardize a few things 20 we can

rmatch the names pou've uzed in your databasze with the standardized names the
DR& requires.

The nare uzed it your zysten iz shown below. Before we can continue you need ta
zelect the conesponding walue from the DRA': list of permited names, Othenwize they
will ot be able ta impart your POF data.

our kunicipality Description:

TOWHN OF OSSIPEE

DR&'s Pemitted ¥ alues:

|

Cancel | (] |

Once you have entered the required information you will see the following set of output options.

Output M5-61 Aeport

The DRA now requires you ta submit your MS-61 electronizally. In order to do 2o, you must
firgt export the M5-61 information to an XML file which pou can then import into the PDF
uzing Adobe Reader. Follow the steps below to complete pour M5-61 Report,

E] 1. Preview Report. .
Step 1: 'ou can preview the MS-61 in its retro format here. But to submit it
glectronically to DRA pou will need to continue with the tasks below.

@ 2. Export Beport Data to XML File...

() M5-61 Report = ==

Step 2 The spstem can generate an =ML file that containg all of pour MS-61 data in
a format that can be imported into the DRA'z PDF file. To do zo, first uze the button
below to locate the folder in which pou wigh to create the =L file,

Location: |

T 3 Get the Latest PDF from DRA. ..
Step 3 1F pou don't already have the latest M5-61 Repoart in POF wersion on pour

an the link to zave the PDF to your computer. It's helpful to zave them to the folder
identified above,

(Z? 4. Now What Do | Do? ...

Step 4: 'ou will need to impart the =L file into the POF. Yau will find detailed
instructionz on thig process on the Avitar web site,

campter vou will need to vizit the DRA web zsite. Generally pou will need to right-click

LCloze |

Step 2 - Preview the MS-61

Click on the Preview Report label or the corresponding icon to display the current MS-61 Report.
Note that you will need to print this report (in its traditional format) and keep this for your records.

Step 3 - Export MS-61 Report Data to XML File
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Once you have previewed the report and are ready to submit it electronically to the DRA, you can
generate an XML file that contains all of your MS-61 data in a format that can be imported into the
DRA's PDF file.

To do so, select the ellipsis button (...) and locate a folder on your computer in which you wish to
create the XML file and click OK. Once this location is set, you won't need to set the location
again for this machine. Select "Export Report Data to XML File" and this will create a file called
MS61.xml to the location that was set.

Step 4 - Get Latest PDF from DRA
To download the latest MS-61 Report in PDF version please visit the DRA website . Locate the
MS-61 PDF with the most recent revised date. Save that PDF to the same location you exported
the XML file to in the previous step.

Step 5 - Import XML into PDF MS-61

To import the XML file properly into the PDF you downloaded from the DRA, you must have
Adobe Reader 11 installed. Open the PDF in Adobe Reader 11. Select Extended on the top right
hand side of Adobe and select Import Data. If you do not see the Extended menu, go to View |
Extended | Extended Menu and this will open the Extended options on the right hand side of the
PDF.

750 ms-61.pof - Adobe Reader [E=E =R
i Eile Edit View Window Help *

Do | QB ZFeE ] ®) [1]rs | (= @ [z 5 B | | [ Tools | Fill&Sign | Comment | Extended

Plessefill out i You i form. Extended Features

Cont
New Hampshire 2014
Department of
Revenue Administration Ms-61

Tax Collector's Report

Form Due Date: March 1 (Calendar Year), September 1 ( Fiscal Year)

Instructions
Cover Page
* Select the entity name from the pull down menu (County will automatically populate)
« Enter the year of the report
+ Enter the preparer's information

For Assistance Please Contact:
NH DRA Municipal and Property Division
Phone: (603) 230-5090
Fax: (603) 230-5947
http://www.revenue.nh.gov/mun-prop/

Municipality:‘ H‘ County: | ‘ ReportYear:I:|

PREPARER'S INFORMATION (2)

First Name Last Name

Street No. Street Name Phone Number

Email (optional)

Browse and select the MS61.xml file that was exported to your computer and click Open. The
fields of the PDF will populate with the data from the XML file. At the bottom of page five you
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will see the preparers certification section. The preparer will need to electronically sign their name
to identify who is submitting the report verifying that the information submitted to the DRA is
accurate. Once you have reviewed the data, save your changes. The next step is to submit the
report to the DRA by emailing the appropriate email address listed at the bottom of page five of the
PDF. You should also print the completed MS-61 PDF to keep a copy for your records.
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Balancing the MS-61 Report

The purpose of this topic is to assist you in finding and printing the reports to verify the individual
figures on the MS-61. Once you have balanced the MS-61, see Generating and Submitting the
MS-61.

Supporting Reports

To balance the MS-61, you will need the following reports:

o MS-61

o Last year's MS-61 (you can find this in Archived Reports)

o Collections YTD

o Abatements

o Deeded Property List

o Receivables listed by Warrant for Only Unpaid Receivables

o Supplements

» Deposit report for the deposit created by your lien (1st page only)

« Transaction Report for each Resident Tax Levy (Only if you are collecting Resident Taxes)
o Discounts (Only if you apply discounts for early payments)

« Credit Reports:

o All Credits | Filter Credits By Fiscal Year of Receipt and select your current year (ex: 2012)
o Unassigned Credits

o Credits Assigned to Payables by Assigned Date

o Credits Assigned to Receivables For Prior FY Receipts

o Credits Assigned to Interest and Penalties For Prior FY Receipts

Note, the following information was designed to follow the MS-61 format, which means each sec-
tion listed corresponds with the order in which they are displayed on the MS-61.

The preview MS-61 printed from Tax Collect will provide you additional information which will
be listed in red in order to assist you with balancing the MS-61 that is submitted to DRA.

Page 1 of the MS-61

Uncollected Taxes Beginning Of Year

Property Taxes, Resident Taxes, Land Use Change Taxes, Yield Taxes, Excavation Tax
The Uncollected Taxes At The Beginning Of The Y ear figures should match your Uncollected
Taxes—End Of Year from last year's MS-61 (Page 2). It should also match the Beginning Balance
column from the Collections YTD report. The DRA will require an explanation if the figures do
not match.

Other Taxes
The Other Taxes figure should equal the Utility Charges and Betterment Taxes combined under
Uncollected Taxes—End Of Y ear from last year's MS-61 (Page 2).
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Property Tax Credit Balance

The Property Tax Credit Balance represents the unassigned credits at the end of your last fiscal
year. It should match the figure from last year's MS-61 report on Page 2 under Uncollected Taxes
— End of Year | Property Tax Credit Balance.

To verify this figure, go to Reports | Archived | Credits. On the last page, add the Unassigned Pre-
payments and the Unassigned Overpayments.

NOTE: This Year's New Credits
This line 1s no longer represented on the MS-61. This will now be included as a positive under
"Credits | Remitted to Treasurer | Property Taxes | Levy for Year of This Report".

Taxes Committed This Year

Property Taxes, Resident Taxes, Land Use Change Taxes, Yield Taxes, Excavation Tax
The Taxes Committed This Fiscal Year columns list what was committed to you to collect. If you
add up your signed warrants from the Selectmen (including any supplements) by categories, they
should match these figures. They will also match the Committed and Supplemented column on the
Collections YTD report. Keep in mind that, on the Collections YTD report, Property Tax is sep-
arated into PO1 and P02 (if you bill twice a year) and the MS-61 combines them into one figure.
The same applies to any supplement if you added them to the system separately as new warrants.

For example, you had a warrant for a Timber Tax that you supplemented in July and then in
August you received another Timber Tax warrant. When entering the second supplement, you can
choose to add them to the existing 2013T01 Timber Tax from the Add Supplemental Bill screen
(which is recommended), or you can add a new warrant creating a 2013T02 Timber Tax. If you
decide to add a new warrant, 2013T02, it will be displayed on its own line on the Collections YTD
report and it must be added together with any other like warrants to match the Timber Yield Taxes
column on the MS-61.

Other Taxes
The Other Taxes row will be the amount committed for Utility and Betterment warrants combined
from the Collections YTD report.

Overpayment Refunds

Property Taxes, Resident Taxes, Land Use Change Taxes, Yield Taxes, Excavation Tax
Overpayment Refunds are the credits you have assigned to payables. As Avitar does not designate
a warrant for an unassigned credit, the total amount refunded will be reflected under Property
Taxes on the MS-61.

To verify this figure, go to Reports | Credits | Assigned | Assigned To - Payables. Under the Filter
Credits section, select By Assigned Date and select January 1st to December 31st. This figure
should also be verified with what your finance office has for refunds.

Interest and Penalties on Delinquent Taxes
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This is the amount of interest and penalties you collected, as well as any credits that were assigned
to Interest and Penalties during your current fiscal year. This figure should also match the Interest
(Include Lien Conversion) and Penalties combined on Page 2 of the MS-61. The MS-61 does not
distinguish interest by warrants; only by year. For example, if you collected interest and penalties
for a 2013 Gravel, 2013 Property 1st and 2nd issue, and 2013 Timber, the Interest and Penalties on
Delinquent Taxes amount will be a total of all the 2013 Collected -Interest and Penalties on the Col-
lection YTD report.

Interest and Penalties on Resident Taxes

This is only used if you are billing and collecting Resident taxes. Resident taxes are not charged
interest, but they do get a penalty added to their accounts if they do not pay by a certain date. To
verify the amounts listed, go to Reports | Transactions. For the section labeled Include Transactions
Based On, select Post Date, then select January 1st to December 31st. Under the Include Warrant
section, select the Resident Tax warrant. Each year must be run separately. For example, selecting
2014R01-Resident Tax will give you a report of every transaction for January to December for the
2014 Resident Tax. If your MS-61 shows a 2013 Resident tax, you will need to run this report
again, but select 2013R01-Resident Tax from the Include Warrant drop down box.

Page 2 of the MS-61

Remitted To Treasurer

Property Taxes

The Remitted To Treasurer figures for Property Taxes consists of the following:

o The amounts you collected in principal for each warrant.

o New credits which were added to the system during the year that were not assigned to
another receivable or to interest.

« Prior year overpayments assigned which are credits you carried over from last year and
assigned in this fiscal year.

Below are a list of reports to print to verify this total figure:

o Report | Credits | Assigned to Receivables | By Fiscal Year Receipts. Filter Credits the drop
down menu, select Before and your current fiscal year. (For example, if you are proving
your 2014 MS-61, you would want to select Before 2014.)

o Report | Credits | Assigned to Interest and Penalties | By Fiscal Year Receipts. From the drop
down menu, select Before and your current fiscal year. (For example, if you are proving
your 2014 MS-61, you would want to select Before 2014.)

« Reports | Credits | All | By Fiscal Year of Receipt. Select your current fiscal year. As you are

only looking for new credits that have not been assigned to another receivable or to interest,
you will need to add the following figures:
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o Unassigned Prepayments
o Unassigned Overpayments
o Assigned to Payables

o Collections Summary YTD

Keep in mind that the MS-61 does not include the principal amount that went to lien in the various
warrants, where the Collections Summary YTD does. For example, when you created the lien, a
deposit was generated to pay off all the unpaid receivables. The Collections Summary YTD sees
this as payments and puts the totals in the payments column for each warrant type that went to lien.
However, the MS-61 has a separate entry for the principal amount that went to lien, so it does not
include them as amounts you actually collected. So, when you are balancing your Remitted to
Treasurer on the MS-61, you need to know the principal amounts that went to lien for each war-
rant. You can get these figures by looking at your lien totals printed at the time of the lien, or print
the deposit totals page for the deposit created by the lien.

Start by proving your current fiscal year collections (FY2014) column. From the Collections Sum-
mary YTD report, look at the Collected -Principal column and add that figure to the Prior Yr Cred-
its Assigned -Principal column, if there are any. For example, to prove the 2013 Property Taxes
Remitted to Treasurer on the MS-61, using the Collections YTD report, add the Principal collected
for 2014P01 and 2014P02. Then add the Principal from the Prior Yr Credits Assigned column for
the same warrants. The total should match the Remitted To Treasurer for Property Taxes on the
MS-61. Continue with this process until all the Current Fiscal Year amounts are balanced.

To prove the MS-61 Prior Levies Remitted to Treasurer columns, you would start by following the
same procedures above by adding the Collected -Principal with the Prior Yr Credits Assigned
columns on the Collection YTD report; however, for the first column (2013), you need to you sub-
tract the principal amount that went to lien for the category you are balancing. For example, to
prove the 2013 Property Taxes Remitted to Treasurer on the MS-61, add the Collected -Principal
for the 2013P01 and 2013P02, plus any Prior Yr Credits Assigned for the same warrants. Then,
using the Deposit report for the Lien (or the Lien Report), subtract the Principal amount for the
2013P01 and 2013P02. The total should match the Remitted to Treasurer — Property Taxes under
the 2013 column on the MS-61.

Resident Taxes, Land Use Change Taxes, Yield Taxes, Excavation Tax

The Remitted To Treasurer figures are the amounts you collected in principal for each warrant.
Keep in mind that the MS-61 does not include the principal amount that went to lien in the various
warrants, where the Collections Summary YTD does. For example, when you created the lien, a
deposit was generated to pay off all the unpaid receivables. The Collections Summary YTD sees
this as payments and puts the totals in the payments column for each warrant type that went to lien.
However, the MS-61 has a separate entry for the principal amount that went to lien, so it does not
include them as amounts you actually collected. So, when you are balancing your Remitted to
Treasurer on the MS-61, you need to know the principal amounts that went to lien for each
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warrant. You can get these figures by looking at your lien totals printed at the time of the lien, or
print the deposit totals page for the deposit created by the lien.

Start by proving your current fiscal year collections (FY2014) column. From the Collections Sum-
mary YTD report, look at the Collected -Principal column and add that figure to the Prior Yr Cred-
its Assigned -Principal column, if there are any. For example, to prove the 2013 Property Taxes
Remitted to Treasurer on the MS-61, using the Collections YTD report, add the Principal collected
for 2014P01 and 2014P02. Then add the Principal from the Prior Yr Credits Assigned column for
the same warrants. The total should match the Remitted To Treasurer for Property Taxes on the
MS-61. Continue with this process until all the Current Fiscal Y ear amounts are balanced.

To prove the MS-61 Prior Levies Remitted to Treasurer columns, you would start by following the
same procedures above by adding the Collected -Principal with the Prior Yr Credits Assigned
columns on the Collection YTD report; however, for the first column (2013), you need to you sub-
tract the principal amount that went to lien for the category you are balancing. For example, to
prove the 2013 Property Taxes Remitted to Treasurer on the MS-61, add the Collected -Principal
for the 2013P01 and 2013P02, plus any Prior Yr Credits Assigned for the same warrants. Then,
using the Deposit report for the Lien (or the Lien Report), subtract the Principal amount for the
2013P01 and 2013P02. The total should match the Remitted to Treasurer — Property Taxes under
the 2013 column on the MS-61.

Interest (Include Lien Conversion)

This is the amount you collected in interest for each warrant. Y ou can prove these figures by run-
ning your deposit report for your fiscal year and add the interest column for the warrant year you
are proving.

Penalties

This is the amount you collected in penalties for each warrant. You can prove these figures by run-
ning a deposit report for your fiscal year and add the penalties column for the warrant year you are
proving.

Other Taxes

These are the amounts you collected in principal for Utility Charges and Betterment warrants com-
bined. Keep in mind that the MS-61 does not include the principal amount that went to lien in the
various warrants, where the Collections Summary YTD does. For example, when you created the
lien, a deposit was generated to pay off all the unpaid receivables. The Collections Summary YTD
sees this as payments and puts the totals in the payments column for each warrant type that went to
lien. However, the MS-61 has a separate entry for the principal amount that went to lien, so it does
not include them as amounts you actually collected.

Conversion To Liens (Principal Only)

To prove the Converted To Liens (Principal Only) field, use the Deposit report for the deposit cre-
ated by the lien (or the lien totals page from the lien report). Remember, this is the total of the prin-
cipal only and does not include interest or cost.
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Discounts Allowed

The Discounts Allowed fields will only apply if your municipality, by a vote at town meeting,
gives a discount to people who pay their taxes early. The amount on this line is the amount you did
not collect due to the discount. To prove the figures, go to Reports | Discounts.

Abatements Made

Property Taxes, Resident Taxes, Land Use Change Taxes, Yield Taxes, Excavation Tax
The Abatements column on the MS-61 should match the figures under the Abated column on the
Collections YTD report. They should also match the Abatements report and the signed abatement
slips from the Selectmen.

Other Taxes
The Other Taxes row under the Abatements Made column should match the figures under the
Abated column on the Collections YTD report for Utility and Betterment warrants combined.

Current Levy Deeded

The Current Levy Deeded figure consists of the principal amount owed as of the deed date for all
current levy warrants. For example, to prove the 2013 Current Levy Deeded amount on the MS-
61, add all the Deeded amounts for every 2013 warrant on the Collections YTD report. The fig-
ures can be verified from the Deeded Property report.

Uncollected Taxes—End of Year #1080

Property Taxes, Resident Taxes, Land Use Change Taxes, Yield Taxes, Excavation Tax
The Uncollected Taxes-End of Y ear figures are what remain in outstanding receivables at the end
of your fiscal year. The figures should match your Balance Due column on the Collections YTD
report. As in all the above procedures, you will need to add the multiple warrants in a year together
to match the MS-61. Details about unpaid invoices and the outstanding balances can be found on
the All Unpaid Receivables report. To print this report, go to Reports | Receivables | Group of
Invoices. The system will default to the selections you need, except that you will need to change
the interest date to your yearend date.

Other Taxes

The Other Taxes row under the Uncollected Taxes--End of Year #1080 column should match the
figures under the Balance Due column on the Collections YTD report for Utility and Betterment
warrants combined.

Property Tax Credit Balance
The Property Tax Credit Balance figure represents the credits that are unassigned at the end of

your fiscal year. To verify this figure, go to Reports | Credits | Unassigned.

Converted To Liens (Principal Only)
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To prove the Converted To Liens (Principal Only) field, use the Deposit report for the deposit cre-
ated by the lien (or the lien totals page from the lien report). Remember, this is the total of the prin-
cipal only and does not include interest or cost.

Betterment Taxes
Betterment Taxes are handled just like any other tax (Property, Timber). Follow the same instruc-
tions under Remitted to Treasurer above.

Discounts Allowed

The Discounts Allowed fields will only apply if your municipality, by a vote at town meeting,
gives a discount to people who pay their taxes early. The amount on this line is the amount you did
not collect due to the discount. To prove the figures, go to Reports | Discounts.

Page 3 of the MS-61

Page 3 of the MS-61 is strictly the reporting of your lien(s) activity for the year. It is the same pro-
cess you followed for the previous pages, but on a smaller scale. Note, if you processed two liens
in one year, you will need to add the figures together from the Collection YTD report to match the
figures on the MS-61.

Summary of Debits

Unredeemed Liens Balance - Beginning of Year

The Unredeemed Liens Beginning of F'Y and the Unredeemed Elderly Liens Beg. of F'Y should
match the Unredeemed Liens End of FY and the Unredeemed Elderly Liens End of FY from last
years MS-61 and the Beginning Balance on the Collection YTD report.

Liens Executed During Fiscal Year

Liens Executed During FY are liens you created this year and should match the Committed and
Supplemented column on the Collections YTD report. It should also match the total on the Deposit
that was created at the time of the lien and the lien execution report.

Interest and Cost Collected (After Lien Execution)

Interest and Costs Collected is the amount of interest and penalties you collected during the fiscal
year. To verify this figure with the Collection YTD report, look under the Collected -Interest and
Penalties column for the lien year you are balancing.

Add Line - Liens Supplemented This Fiscal Year

This line will only be utilized if during the fiscal year you have had to supplement in a tax lien. For
example, if you deeded a property in December, closed your fiscal year, and then the selectmen
decided in January they didn't want to take the deed. In this case your only option would be to sup-
plement the liens back in.

Summary of Credits
Redemptions
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The Redemptions figure is the amount you have collected in principal this fiscal year and will
match the Collected -Principal column on the Collections YTD report for each individual lien war-
rant.

Interest and Cost Collected
The Interest and Cost Collected is the same amount as the Interest and Cost Collected under the
Debits section above.

Abatements of Unredeemed Liens

Abatements of Unredeemed Liens are any abatements you have received and posted during the
fiscal year. This figure will match your Collections YTD report under the Abated column and the
details will come from the Abatements report.

Liens Deeded to Municipality

Liens Deeded to Municipality are the principal amounts that were owed on the liens of the prop-
erties that went to deed. These figures will match your Collections YTD report under the Deeded
column and the details will come from the Deeded Property report.

Unredeemed Liens End of FY

Unredeemed Liens End of FY and Unredeemed Elderly Liens End of FY are what is still out-
standing in liens at the end of your fiscal year. They should match your Balance Due column on
the Collections YTD report. The details of who is unpaid is on the All Unpaid Receivables report.

Remember to sign and date the report. Give a copy to your selectmen for the town report. Make a
copy for your auditors, a copy for yourself, and mail the original to DRA by the following dates:

o March Ist for municipalities reporting on a fiscal year basis pursuant to RSA 31:94 (January-
December).

o September 1st for municipalities reporting on an optional fiscal year basis pursuant to RSA
31:94-a (July-June)

Elderly Liens

Elderly liens are not represented on the MS-61 submitted to the DRA. However, you can view a
summary of Elderly liens committed and collected at the bottom of page three on the preview MS-
61 printed from Tax Collect.

Close Period

At the end of every fiscal year, after all the reports are run and balanced, you must use the Close
Period process to tell the system to capture all ending balances and create the beginning balance for
the new fiscal year. Do not Close Period until you are sure you are in balance and all corrections
and deposits have been made. Once you close the fiscal year, you will not be able to go back and
post/correct payments made prior to the close. Also, you should create a backup of your current
fiscal year database before proceeding (see Backup Database).
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At the end of your fiscal year, you are allowed to hold the books open for ten days in order to post
payments and ensure all payments have cleared the bank. However, if you do not Close Period,
you will not be able to post payments for the new fiscal year. The ten days should only be used to
post payments or correct errors. Y ou should not be assigning credits (see Assigning Credits). All
credits should have been assigned prior to the end of your fiscal year. If you assign credits after the
end of your fiscal year, but before the close, you may create reporting problems in your next fiscal
year.

To Close Period choose Utilities | Close Period. The Close Fiscal Period dialog box displays.

i Close Fiscal Period =10] x|

Congratulationz, vour M5-61 Repart iz in balance. “ou can proceed with clozing the
fizzal penod at thiz ime. Make sure you have printed all neceszany year end reportz
before proceeding with the close. Alzo, make sure you have backed up vour data as
thiz procedure cannaot be undone without restaring a previous backup. [F vou are
ready to continue with the cloze procesz, press the "Proceed"’ button.

Proceed » |

If your MS-61 is not in balance (in the Tax Collect system), you will not be allowed to close the
period. You will need to click Cancel, find and fix the error, and then proceed with the Close
Period procedure.

As long as the dialog box states you are in balance, select Proceed.

The Tax Collect system will start the process of closing the period and will flash several screens
while it prepares to Close Period and archives reports (see Archived Reports ). When the process is
complete, a message will display. Click OK to finalize the process. You should run a Collection
YTD report (see Collection YTD Report) to verify your beginning balances match the ending bal-
ances for the report run prior to the close.

Archived Reports

As part of the Close Period process (see Close Period), the system will automatically archive several reports in
the database, which you can then retrieve and reprint at anytime in the future.

The archived reports include the following:

¢ MS-61 Report

o Collections Year to Date Report
o Credits Report

o Deleted Receipts Report

o Uncollected Interest Report

o Receivables By Owner
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o Receivables By Warrant

o Receivables By Warrant Unpaid
o Redemptions

o Abatements Report

o Supplements Report

o Monthly Balance Reports

o Uncollected Interest

To view the Archived Reports choose Reports | Archived.

o

Expand the appropriate Fizcal Year folder below to dizplay a list of the
archived reportz for that pear. Then click on an individual report and press
Frint to zee the report.

Collections Y TD

Creditsz

Report Detailz:

Cloze Wi

You can choose from the list of fiscal years and then select the report you wish to reprint. You should still
print out your own reports prior to the close, but this should provide a useful resource for referring back to pre-
vious years' reports.

Purge of Prior Years’ History

Some towns that have been on the Avitar Tax Collect system for years may have as many as ten years worth of
invoices and transactions in their Prior Years database. This can increase the size of the database and make the
process of searching and displaying information take longer than desired. The Avitar Tax Collect system allows
you to purge anything prior to three years ago from the Prior Years database. The information is exported to a
series of files that can subsequently be imported back into the database if the need arises.

To purge prior years' data, press the Prior Years toolbar button and choose File | Manage Prior History. The
Purge Prior History dialog box displays.
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(2 Purge Prior History x|

— Purge Prior Hiztany

Y'ou can purge unneeded [nvaices, Receipts, and Transactions frarm vour Prior Years
hiztory database to eliminate exceszive records. To do go, gelect the date up to which
you wizh b purge information. The purged data will be exported to a zenes of filez that
zan be regtored at a later date if needed.

Purge Diata Prior bo

— Restare Prior Hiztan

|1ze the Select Archive Falder button ta indicate the location in which the data from a
prevviouz Purge of Prior Hiztory are stored.  Then press Bestore D ata.

Select Archive Folder: . I

Hestore [Data

Cloze

Select the year up to which you wish to purge by using the Purge Data Prior To drop down box and then select
Purge Data. This process can take a while depending on the amount of data being purged. A status bar at the
bottom of the dialog box will show the progress. The data is automatically purged to C:\Program
Files\Civicware to a folder named PRPurge followed by the date of the purge.
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Reports Menu

The Reports Menu offers numerous reports to help you in balancing and proving the activity you
have processed throughout the Avitar Tax Collect system. Most reports can be run by date range or
for the whole fiscal year. In all cases, the report will display on the screen allowing you to view the
report without having to print it.

Credits Report

In the Avitar Tax Collect system, credits can be assigned to a receivable, payables, or Interest and
Penalties. They can also be carried as a credit from one fiscal year to the next. The Credits Report
will assist you in keeping track of the status of a credit.

To view the Credits Report choose Reports | Credits. The Credit Report dialog box displays.

(=5 Credit Report @
Credit Topes to Include:

& B

" Assigned Ta... (= "

" Unassigned
" Deleted

Filter Credits:
[# 2l

[ By Payment Date [m/mszmd <] o [ossaoczmd <]

[~ Ey Deposit Date [m/mszmd <] o [ossaoczmd <]

~ [o/mszmd <] o [ossaoczoid <]
[ By Payer |

[ EvFID | | |

[ By Fizcal Year of Receipt |2EI'I4 J

Order By:

Default j

? Cloze ‘ Wiew ‘

Depending on what you want to include in the report, will determine which radio buttons you
select. The Credit Types to Include tells the system what type of credits to include and the Filter
Credits allows you to restrict the report to certain conditions. For example, you may want to see all
credits Assigned for the month of June. In this case, under Credit Types to Include, you would
select Assigned.

This will give you several Assigned To options:
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All: This will include all credits that have been assigned.

Receivables: This will include only credits assigned to an invoice.

Payables: This will include only credits that have been refunded.
Interest/Penalties: This will include only credits assigned to Interest/Penalties.

Under Filter Credits you would select By Assigned Date, which enables the from and to date drop
down boxes. Using the month date picker, select from 06/01/xxxx to 06/30/xxxX.

When the Deleted option is selected, Credits deleted before being deposited are clearly labeled,
VOID BEFORE DEPOSIT. Credits deleted after a deposit are labeled VOID.

After making your selection(s), select View to display the report. The report will display on the
screen and can be printed or exported to a file (see Printing).

Deposit Reports

When a deposit is created, a Deposit Report listing all the payments included in the deposit is dis-
played for viewing and subsequent printing. Also, if the Deposit Slip indicator is set (see Rates &
Fees Tab) a deposit slip will display. If however, you need to reprint a Deposit Report, or a
Deposit Slip Report, you can do so from Deposit Reports.

Deposit Report

The Deposit Report will reprint any, all, or a range of deposits. To print a Deposit Report choose Reports |
Deposits | Deposits. The Deposit Report dialog box
displays.

R=E

Filter Repart :

Fiscal Year 2009

from |1 o [217

" By Deposit D ate:

fiom |o1/01/2008 =] te [09417/2009 =]

LCloze | Wigw |

There are two options to filter the report by:
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o By Deposit Number: Allows you to reprint a single deposit number or a range of deposit numbers by
typing the numbers into the text boxes.

o By Deposit Date: Allows you to reprint deposits for a single day or for range of days. For example the
month of July. Use the month date picker to select the from (beginning date) and the to (ending date).

Once you have made your selection, select View to display the report. The report will display on the screen and
can be printed or exported to a file (see Printing).

Deposit Slip Report

The Deposit Slip was created to assist you with eliminating the need to hand write a deposit slip. It prints the
check number, payer name, and amount for each check along with a cash total and the grand total for the
deposit. This format may or may not be acceptable by your bank -- many of our Town Clerk users have been
using it for years instead of creating one manually. Even if the format of this report is not acceptable by your
bank, it may be helpful to print it anyway, if only to help you in preparing your traditional bank Deposit Slip.

The Deposit Slip feature must be enabled in the system. To enable the option, choose Utilities | Town
Information. On the Rates & Fees Tab, check the "Use System Generated Deposit Slips" option. Once enabled,
you will be able to enter the bank name, bank account number, and bank routing number. This information will
then display on the Deposit Slip.

To print a Deposit Slip choose Reports | Deposits | Deposit Slip. Using the drop down text box, select the
deposit for which you wish to reprint a slip. Once you have made your selection, select View to display the
report. The report will display on the screen and can be printed or exported to a file (see Printing). Note, on
reprints, the slip will display the "REPRINT" watermark.

Deposit Summary Report

The Deposit Summary report produces a summarized report of all deposits. It can be generated by deposit num-
ber, deposit date, or for all deposits. This report is commonly used to find balancing issues between the Tax Col-
lector and the Treasurer.
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EQ Deposit Summary Report i E[

Filter Repart :

Fizcal Year: 2010

from |1 o |227

1~ By Deposit D ate:

from (/0172000 =] to [o1s002011 )

i Al Deposits

LCloze Wi

To view and print the Deposit Summary report choose Reports | Deposits | Deposits Summary. The Deposit Sum-
mary Report dialog box displays. There are three options to filter the report by:

e By Deposit Number: Allows you to print for a single deposit number or a range of deposit numbers by
typing the numbers into the text boxes.

o By Deposit Date: Allows you to print a summary of deposits for a single day or for range of days. For

example the month of July. Use the month date picker to select the date range.
o All Deposits: This deposit summary report will list every deposit for the current fiscal year.

Once you have selected the appropriate radio butt, click View. The report will display on the screen and can be
printed or exported to a file (see Printing).

Activity Report
The Activity Report produces a report showing the current activity for an individual owner or PID.

It will show all activity that has occurred since the last purge date. For example, John Smith has the
following activity:

2008P01 paid 07/01/2008
2008P02 paid 12/01/2008
2009P01 paid 07/01/2009

If you did not purge your paid invoices at the end of the fiscal year (in this case December 2008)
all three invoices with their subsequent payments will be shown on the Activity Report. If you
purged your paid invoices in December, the only invoice shown would be the 2009P01.

To view and print the Activity Report choose Reports | Activity. The Activity Report dialog box
displays.
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(=) Activity Report EI@

Activity Report Interest Date: |09M16/2014 =

o Activity By Dwner

[1138 ELM STREET INC

(" Activity By PID

Map Lot Sub
[ 000045 | 00001 | ooooog-—+ ..

™ Filter'warants...
Set W arrant Filter. .

™ Esclude Paid Invoices

Include Custom Messzage. ..

Cloze | Wiew ‘

The Activity Report Interest Date allows you to select the date to which interest should be cal-
culated and displayed on the report. This is important when you are printing the report for a prop-
erty owner who wants to know what they will owe on a certain date. Use the date picker to select
the Interest date.

The Activity By Owner radio button will allow you to produce an Activity Report on an owner by
showing all properties they own. For example, John Smith owns five parcels, so by selecting Activ-
ity By Owner the report will display the activity for all five parcels. To select an Owner, click on
the ellipsis. This will allow you to search the tree view by Current or Billed Owner. Highlight the
owner and click Select.

The Activity By PID radio button will restrict the report to only activity for the selected parcel.
Using the example above, John Smith is selling one of his five lots and needs a report showing
what is owed just on this one property. Y ou would select the Activity By PID radio button and
type the Map/Lot/Sub into the text boxes.

The system has the ability to filter the warrants that appear on the Activity report. For example, you
only want to display property tax warrant activity. To suppress warrants, select the Filter Warrants
check box and then click on the Set Warrant Filter link to choose the warrant(s).Y ou can check the
individual check boxes of the specific warrants you wish to include, or you can use the links at the
bottom of the Warrant Filter dialog box to select entire categories of warrants. Once you set a War-
rant Filter, it will remain available until you exit the program.

130



You can also suppress paid invoices from displaying on the report by clicking in the Exclude Paid
Invoices check box. Keep in mind that if all the invoices are paid, a message will display stating no
invoices were found.

You can create a custom message to be included on the Activity report by selecting the Include
Custom Message (see Custom Messages).

Once you have made your selections, click View and the Select Mailing Address dialog box
opens. In it, you will be able to choose from every distinct current owner address included on any
and all invoices included on the receipt. Additionally, you will have the option to enter a new mail-
ing address. The name for the new mailing address will default to the receipt payer name which
you can choose to use or type over to enter a different recipient. So, for example, if a bank paid
five different invoices for five different parcels, each with its own distinct current owner address,
during a reprint you could choose to include any of those five addresses on the receipt or you could
choose to manually enter the mailing address for the bank. If the address is unknown or you do not
wish to include any of the possible options on the reprinted receipt, select No Address.

Note that whether you are opting to include an address on a receipt from one of the available dis-
tinct current owner addresses or you are choosing to manually enter a different address the address
for the receipt will not be saved.

(3 Select Mailing Address =N EoR ™=

The document pou're about to print can include a zingle mailing address =0 you can ?
fold the document and inzert it in an envelope. However, there iz more than a zingle
mailing addrezs azsociated with the document. Chooze the addres: to be included from
the list of available addrezses below and press Usze Selected, manually enter a new
address, or press Mo Address to skip.

(+ Mailing Address Option i 1 il
1138 ELM STREET IMC

FO BOX 173

MAMCHESTER. NH 03101

" Enter a HNew Mailing Address:
|1138 ELM STREET INC

Cancel Mo Address se Selected
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Receivables Reports

The Receivables Reports provide a wide variety of reports associated with the collections of taxes.
The Receivables Reports include the following:

« Individual Invoice

Group of Invoices

Current History by Owner
Paid Warrant

Ledger

Individual Invoice

Individual Invoice is used to print a statement showing the activity on a selected invoice. This report displays
the information on the billing, as well as any payments made for this particular invoice. In order to use this
option, you must select the invoice you want to view by using the Receivables Data Access tabs before running
the report.

Once you have selected the invoice, to view and/or print an Individual Invoice, choose Reports | Receivables |
Individual Invoice. The Individual Invoice report will display on the screen for you to view and/or print (see
Printing).

Group of Invoices

The Group of Invoices report lists every invoice for a specific warrant(s) and can be configured to display only
unpaid receivables or all paid receivables. This report is frequently run at year end for all unpaid receivables.

To view and/or print a Group of Invoices choose Reports | Receivables | Group of Invoices. The
Receivables Report dialog box displays.

{5} Receivables Report -0l =|

Ihizlude A arrant:

ALL WARRANTS

[~ Filter wWarrants...
Setwiarrant Filter...

i+ Only Unpaid Receivables
i Al Receivables

Interest Date: II:IEH E/2010 "I

Sart Repart By:
% wfarant Then Owner

" Owner Then W arrant

LCloze Wiew
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The Include Warrant drop down box defaults to including All Warrants, however, you can select an individual
warrant (2009P02 — Property Tax). If you want to select multiple warrants, but not All Warrants, select the Filter
Warrants check box. Click on the Set Warrant Filter link to choose the warrants you wish to appear on the
Receivables report. You can check the individual check boxes of the specific warrants you wish to include, or
you can use the links at the bottom of the Warrant Filter dialog box to select entire categories of warrants.

Once you set a Warrant Filter, it will remain available until you close the application.

There are two radio button options under the Include Warrant heading, which will tell the system what you
want to include on the report.

o Only Unpaid Receivables: Selecting this option indicates you do not want to display any receivable
that has been paid. It is commonly used at the end of the fiscal year to show who still owes taxes.

o All Receivables: This Selection will display every receivable for the given warrant, whether it has been
paid or not.

The Interest Date date picker allows you to change the date to which interest will be calculated and displayed
on the report.

The Sort Report By options will change the order in which the report prints and offers two options.

o Warrant Then Owner: This will order the report by the oldest warrant first, then under each warrant is
every invoice by owner's last name.
e Owner Then Warrant: This will order the report alphabetically by owner's last name and then listing

each invoice. When you select this option, an Include Address check box displays. If you check this
box, the report will display each owners address, as well as the warrant information.

Once you have made your selections, click View. The report will display on the screen for you to view and/or
print (see Printing).

Current History by Owner

The Current History by Owner report displays a list of every owner listing each parcel as well as any invoice in
the current year database. It will report each payment, as well as its corresponding deposit number.

To view and/or print the Current History by Owner report choose Reports | Receivables | Current History by
Owner. The report will display on the screen for you to view and/or print (see Printing).

Paid Warrant

The Paid Warrant report effectively combines the invoice information displayed for an entire warrant on the
Ledger Report with the transactional information displayed for a smaller group of invoices on the Activity
Report. You can select the warrant for the report as well as the date to which interest should be calculated.

Note: As this report gathers and organizes a wealth of transactional data for an entire warrant's worth of invoices
it can take a while for the system to generate it -- as in several minutes for a typical warrant of several thousand
invoices. To get a look at the report to determine if it's something you may want to use, try generating the
report for a smaller warrant like a Timber or Use Change warrant that should not take too long to display.
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To view and/or print the Paid Warrant report choose Reports | Receivables | Paid Warrant. The Paid Warrant
screen displays.

=loix]
Paid "W arant Interest D ate: I 03742009 - I

Select Wwanrant:

LCloze Wigw

The Paid Warrant Interest Date allows you to select the date to which interest should be calculated, which will
display on the report. Use the date picker to select the correct date.

Use the Select Warrant drop down text box to select the warrant type to include. You can only select one war-
rant at a time. Once you have made your selections, click View. The report will display on the screen for you to
view and/or print (see Printing).

Ledger

The Ledger report will produce a warrant style ledger report for manual posting or counter review showing the
billed amount and the current balance at printing for the selected warrant.

To view and/or print the Ledger report choose Reports | Receivables | Ledger. The Ledger dialog box displays.

_lojx

Wi arrant:

Cloze Wi

Using the Warrant drop down text box, select the Warrant and click View. The report will display on the screen
for you to view and/or print (see Printing).
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Uncollected Interest Report

The Uncollected Interest report will produce a report of each account where interest was edited at the time of
payment. To view/print the report choose Reports | Uncollected Interest.

You have two options available:

e Only Interest Greater Than $5.002 This report will show only interest greater than your forgivable
amount (see Forgive Interest).

o All Uncollected Interest: This report will show all uncollected interest (even amounts less than the for-
givable amount).

If you are forgiving interest greater than the forgivable amount you should have documentation to explain why
it was necessary as the report only shows that it was done, but not why it was done.

Once you have made your selection the report will display on the screen for you to view and/or print (see Print-
ing).

Deleted Receipts Report

The Deleted Receipts report will display all receipts that have been deleted after deposit, either due to data
entry error or a returned check. As this report is used by Auditors, it is recommended that you print this report
monthly.

To view/print the report choose Reports | Deleted Receipts. You will be asked if you want to suppress the prior
years information from the report. If you select Yes, you will only this the receipts that have been deleted dur-
ing this fiscal year. By selecting No, you will see all receipts deleted since the last purge of your paid items.
Once you select an option, the report will display on the screen for you to view and/or print (see Printing).

Inventory Penalties Report

The Inventory Penalties report will display all inventory penalties by property owner name. It shows the invoice
number and the amount billed each owner. If your municipality does not collect Inventory Penalties, this report
will state there are no Inventory Penalties to report.

To view the report choose Reports | Inventory Penalties. The report will display on the screen for you to view
and/or print (see Printing).

NSF Checks Report

The NSF Checks report will display a list of all the checks that have been returned by the bank unprocessed due
to insufficient funds.

To view the report choose Reports | NSF Checks. The report will display on the screen for you to view and/or
print (see Printing).

Penalties Reports

There are three reports dealing with Penalties, Penalties Assigned, Inventory Penalties, Balances. Each report is
designed to assist you in the tracking and reporting of penalties added to the system.

Penalties Assigned
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The Penalties report is a listing of all of the penalties you have assigned in the system. You may report them by
specific type and then sort by owner name, invoice number, or PID.

To view the report choose Reports | Penalties. The Penalty Report dialog box displays.

_icix
Penalty Types To Include:
= 6.1 Return Check = E.5 Mtge Search/Matice
{ B.2 Late Payment " B.E Deed Motice
" B.3 Lien Matice " B.7 Deed Execution
{~ B.4 Lien Execution = B.8 Other Penalty
{~ 6.9 Recording Fee
Penalties On W arant:
ALL WARRANTS :I
Group Penaltiez By:
+ Penalty Type " |nvoice
£ Owner Mame " FID
Order Penalties Within Group By
+ Azsignment D ate i |rwvoice
" Dwner Mame " RID
[T Only Show Deleted Penalties
LCloze Wiew

There are four options to help filter what is displayed on the report:

o Penalty Types to Include: The system defaults to All Penalties, however, you can select one of the pen-
alty type radio buttons to display only penalties matching those criteria.

e Penalties On Warrant: This option allows you to select penalties for a specific warrant. For example, if
you posted your Mortgagee Notice penalties for the 2008L, selecting 2008L01-Lien, with the Mort-
gagee Notice radio button checked, will display only those penalties.

e Group Penalties By: This option allows you to sort the report in various formats. For example, you
want to see all penalties by Owner Name, thereby displaying a report in alphabetical order with each
penalty under the owner name.

e Order Penalties Within Group By: The above option allows you to group the penalties in a specific
order. This option takes that order one step further by ordering the penalties within that group. For
example, you might want to sort the Mortgagee Notice penalties by Penalty type and then by Owner
Name. The report would display alphabetically by owners who received a mortgagee notice posted to
their 2008L.

The final option is the Only Show Deleted Penalties check box. Select this box if you only want to view the
deleted penalties.
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Once you have made your selections, click View. The report will display on the screen for you to view and/or
print (see Printing).

Inventory Penalties
Inventory Penalties produces a report listing everyone who was billed for an inventory penalty. To print go to
Reports | Penalty | Inventory Penalties.

Balances
The Penalty Balances Report is used by collectors and their finance departments in order to track when penalties
are added, subsequently paid, and the remaining balance for each warrant. This report looks similar to the
monthly balance report, except it deals only with penalties. To print, go to Reports | Penalty | Balances and
select the corresponding month.

Labels

The Labels report will generate a list of owners and addresses in laser label format. They may be printed for a
specific warrant, all warrants, all receivables, or only unpaid invoices.

To view/print the report choose Reports | Labels. The Mailing Labels dialog box displays.

g} Mailing Labels -0l x|

{* include Labels From ‘arants
[ALL wWARRANTS =l

{* &l Receivables
" Only Unpaid Feceivables

" Include Labels Fram Current Fecordzet

Cloge Wiew

The Include Labels From Warrant radio button allows you the option of printing labels for owners on a specific
warrant or for all warrants. Using the drop down box, select the warrant(s). You may print labels for every

owner for the selected warrant by selecting the All Receivables radio button, or choose the Only Unpaid Receiv-
ables radio button to select owners who have not paid their bills for the selected warrant.

The Include Labels From Current Recordset is only available as an option if you have created a Recordset using
the Query function (see User Query). This feature will print labels for a specific recordset. For example, you quer-
ied for all Invoices greater than $10,000.00 and need to send a letter to these property owners. Once the record-
set is created, the Include labels From Current Recordset radio button are enabled.

Once you have made your selections, click View. The report will display on the screen for you to view and/or
print (see Printing).

Post-It Notes Report

The Post-It Notes feature enables you to add notes to parcels and/or receipts (see Post-It Notes). In order to assist
in maintaining the Post-It Notes in the system, you can print a report of all notes in the system by parcel, which
will show all Post-It Notes added to parcels or to receipts.

137



To view the report choose Reports | Post-It Notes | select by Parcels or Receipts. The report will display on the
screen for you to view and/or print (see Printing).
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Penalties Menu

The Penalties option is used to apply a penalty to a selected invoice. You can also change a penalty
amount that has already been posted, or delete it all together. All of the Notice penalties are gen-
erally handled automatically via the lien, deed, and mortgagee notice options found on the Utilities
menu, however, there may be instances where you will need to post individual penalties manually.

Add Penalty

The Add Penalty function allows you to manually add a penalty to a selected invoice. To Add Penalty, using
the Receivables Data Access tab, search and select the invoice you wish to add a penalty. From the main menu
select Penalties and select the type of penalty from the drop down list. The dialog box for that penalty will dis-

play.

Assign OTHER Penalty

h Billed Mame: SMITH. GEQORGE E
Warant 2009P01 060902

Tranzachion [ ate: II:IEI.H 8/2009 'I
Penalty Arnount: I
Drezcription: I

LCanicel | Azzign |

Select the Transaction Date using the month date picker, enter the Penalty Amount into the text box, and click
Assign.

Note: When selecting Other Penalty, the system allows the ability to enter a brief description as to the nature of
the penalty.

Delete Penalty

The Delete Penalty option allows you to delete a penalty that was posted to an invoice. Deletion will only be
permitted if there are no valid transactions that occurred after the penalty was assigned. When you select Delete
Penalty, the system will check each penalty to determine if a deletion should be permitted.

To Delete Penalty, using the Receivables Data Access tab, search and select the invoice with the penalty. From

the main menu select Penalties | Delete Penalty. The Delete Penalty dialog box displays. To complete the pro-
cess, click the Delete button.
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Delete OTHER Penalty

'ri Billed Mame: SMITH. GEQORGE E
Warant 2009P01 060902

Tranzachion [ ate: 03/18/2009

Fenalty Aol I 25.00
Drezcription: I

LCanicel | Delete

Note: The system will display a message dialog box if one or more penalties are found that cannot be deleted,
due to a subsequent payment. Select OK to access the Delete Penalty Screen and use the buttons to navigate to
the desired penalty. The Delete Button will only be enabled for penalties that can be deleted.

Change Penalty

The Change Penalty function allows you to change the amount charged on a penalty that is already posted to

an invoice, but does not have a valid transaction(s) that occurred after the penalty was assigned.

To Change Penalty, using the Receivables Data Access tab, search and select the invoice with the penalty. From
the main menu select Penalties | Change Penalty. The Change Penalty dialog box displays.

Change OTHER Penalty

h Billed Mame: SMITH. GEQORGE E
Warant 2009P01 060902

Tranzaction Date; 09,/18/2009

Fenalty &mount: I 25.00
Dezcrphion: I

LCaricel | Change |

In the Penalty Amount text box, type in the correct penalty amount, then select Change to finish the process.
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Interest

Interest is calculated based on the warrant type and due date assigned to that warrant. Once a war-
rant is created, the Interest Rate can be changed. It can also be forgiven on a paid invoice.

Forgive Interest

The Forgive Interest function allows you to forgive interest of a previously posted payment. For example, the
total owed on an invoice was $1,288.07, which included interest due of $15.07. The customer sent a payment in
the amount of $1,288.00. The system automatically pays the interest of $15.07 first and applies the remaining
$1,288.00 toward principal, leaving a balance of $0.07. At the time the payment was made, the system asked if
you wanted to Forgive Interest of .07. If you selected No, the $0.07 would show as principal owed and the only
way to get rid of it, would be through the Forgive Interest function.

To forgive Interest, using the Receivables Data Access tab, search and select the invoice displaying the payment
made. From the main menu select Edit Invoice | Forgive Interest. The Forgive Interest dialog box displays. Click
Yes to forgive the interest.

Note: Interest can only be forgiven up to the amount allowed by RSA 76:13 and the Maximum amount set in
the Avitar Tax Collect system (see Rates & Fees Tab).

Change Interest Rate

The Change Interest Rate function allows you change the interest rate of a selected invoice. The change will
only apply to the selected bill and must be done before any payments are posted. Also, the interest rate on
liened accounts cannot be edited.

To Change the Interest Rate, using the Receivables Data Access tab, search and select the invoice you wish to
change the rate on. From the main menu select Edit Invoice | Change Interest Rate. The Change Interest Rate dia-
log box displays with the current interest rate. Enter the new rate into the text box and select OK to finalize the
process.

Interest Calculator

The Interest Calculator function will compute the interest and per diem on any principal amount
over a specified period of time. Y ou access the Interest Calculator from Utilities | Interest Cal-
culator.
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-

ﬂe} Interest Calculator @

'ou can use thiz Interest Calculator to eazily compute the Interest and Per
Diern on any Principal amount over a specified penod of time.

Begin by entering the Principal amount ahd uzing the Start and End Date
values to indicate the desired time period. [f you are calculating interest over
zeveral time intervals, you can make the new Stark D ate equal to the current
End Date by double clicking on the Start Date [or vice verzal.

Principal lw 4
Start O ate: 'm
End Date: W
Interest Fate: 12

[nterest Armount: $10.19
Fer Diemn: $ 0.1644

Drays of Interest: b2
Intereszt & Principal: $ 51019

= Include Description... Close

To use the Interest Calculator, simply enter the principal amount on which you wish to calculate
interest, as well as the start and end date. The calculator will display the interest for that period, as
well as the per diem.

You can print the results of the Interest Calculator. Once you enter information into the Interest Cal-
culator a printer icon displays. Y ou can also add a description to the printed results. For example, a
parcel address, or owner’s name or even a disclaimer can be inserted to print above the calculation.

To add a description to the printed results, select the Update Description link located on the lower
left hand section of the Interest Calculator dialog box. A new window will open; select the font
size and the alignment. Then type the description into the text box. Once done, select Save. When
you click on the printer icon you will be asked if you want to include the custom description. If
you select Yes, the Interest Calculator results will display with your description included. If you
select No, the Interest Calculator results will display without the description. Note, the last entered
description will remain unless it is modified.

Note: This calculates interest consistent with the way in which the system calculates interest -- you

should not use it when calculating interest on your mortgage or credit card bill as these entities typ-
ically calculate interest using elaborate compounding and average daily balances.
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Maintain Users

The Maintain Users functions allows for the adding, deleting and modifying of users, as well as the
ability to change the password for an existing user.

Add User

The Add User function allows you to create user names and passwords into the Avitar Tax Collect
system. To Add User choose Utilities | Maintain Users | Add User. The Add User dialog box dis-

plays.

Mew Uszer Mame: I

Password; I

Confirn Password; I

[Eroup: I j

Cancel | Add User |

Enter a New User Name, which can be any combination of letters and/or numbers. The User
Name is not case sensitive, however, passwords are. Once you enter the Password, you will need
to reenter it into the Confirm Password text box. The Group drop down box allows you to restrict
the access a user has to the program. For example, a Basic User can post payments, see reports,
and has basic utility functions. Standard User allow the user to perform all system functions. The
Auditor group allows town Auditors a way to generate and print reports only. Once you have com-
pleted the information for this user, select Add User to complete the process.

Modify User

The Modify User feature allows you to change a user's access level. This usually occurs when a deputy takes on
more responsibility and, therefore, needs to have further access in the system. To Modify User choose Utilities |
Maintain Users | Modify User. Select the User you wish to modify from the drop down box. From the Group
drop down box, select the user's new access level and once done, click Modify User to complete the process.

Delete User

The Delete User function allows you to delete a user from the system. This is used when an employee no longer
works for you and/or should not have access to the Avitar Tax Collect program. To Delete User choose Utilities
| Maintain Users | Delete User. The Delete User dialog box displays. Use the Select User to Be Deleted drop
down box to select the user you wish to delete and select Delete User to complete the process.
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Change Password

A user can change their password by utilizing the Change Password function. To Change Password choose Util-
ities | Maintain Users | Change Password. The Change Password dialog box displays.

Change Password

Change Password for User: IT'aC-"' j

Mew Passward: ||

Confirmn Mew Pagzword: I

Cancel | Change Passward

Select the User for whom you want to change the password. The system defaults to the User who is logged into
the system. To select a different user, use the drop down text box to display and select from a list of Users. Enter
the New Password into the text box and retype it into the Confirm New Password text box. Once complete,
select Change Password. Note you can only change passwords for users with lesser access than your own — thus
a deputy would not be able to change the collector's password.

144



Town Settings

The Town Settings section is used to maintain all of your local information such as; Tax Col-
lector’s name and address, fiscal year, rates and fees, discounts, and town accounts. There are six
tabs, each with their own information and function. The information contained in the tabs is con-
figured by Avitar when your system is installed. For information on each tab, see the tab heading
for assistance.

To access Town Settings choose Utilities | Town Settings. The Town Settings dialog box will dis-
play.

Town Settings

T ax Collector | Fizcal Iear' Rates, Fees, Depositsl Qiscuunts' Town &:cuunts' Mizcellaneous

Taowr Marme: |.-’-'~NYTEIWN Fieport Town Mame Prefis:
Tax Collestor: [JANE T COLLECTOR & TOWN OF NYTOWN
Address: [100 MAIN STREET  CITY OF AMYTOWN
|PD BOX 1  Other
City/StateZip: |ANYTOWN fNH J01234-0001 |

County: [MERRIMACK,

| Selectmen |

Office Hours: |MEIN 230704 TUES :30TO2%4T07
IWED &THUR B:30TO 2
Phone Mumber: I[ED3] 5R5-5315

Apply Changes Cloze

Tax Collector Tab

The Town Settings Tax Collector Tab maintains the address, hours, phone number, and/or the names of your cur-
rent Selectmen. To view and/or update the information choose Utilities | Town Settings and select the Tax Col-
lector tab. Update the information if needed and press Apply Changes.

Fiscal Year Tab

The Town Settings Fiscal Year Tab displays the information regarding your municipality's fiscal
year (see Fiscal Year). Fiscal Year date changes can only occur through the Close Period
process (see Close Period), or by calling Avitar. The only function that is available to you is the
Purge Paid Invoices from Current Y ear Data button. This will allow you to purge data from your
current year database to your prior year’s database (see Purge Paid Invoices).
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Town Settings

Tax Collector  F

Rates, Fees. Depositsl Qiscountsl Town Qccountsl Miscellanenusl

=** NOTE:These values can only be edited under Avitar Login

Current Fizcal vear: IED‘I‘I Prior Fizcal vear: IED‘I 0
Current Fizcal Wear Start IEIUEI'I;"EEI‘I‘I 'l Prior Fizcal rear Start: IEI1:'EI1;"2EI‘|EI 'I
Second Prior Fizcal Year: |2IJEIE| Third Prior Fizzal ‘vear: IEDDB

Second Prior Fizcal Wear Start: ID1£D1H2DDS v| Third Priar Fizcal Year Start: |D1,f'ljl1,’2|:||]8 vl

Feason For Cloging Penod: IEnI:I of the Fizcal Year

Mew Aocounting Period Start: |D1 2011 = I

Furge Duplicate Faid lnvoices from Current vYear Data: @j |

MOTE: Fizcal ear date changes must occur thraugh the Cloze Period process or call Awvitar,

Apply Changes Cloge

Purge Paid Invoices

The Town Settings Fiscal Year tab allows you to manually Purge Paid Invoice from your current
year database to your prior year database. Invoices, receipts, and transactions are created in your
current database through the normal processes of being a Tax Collector — importing warrants, cre-
ating supplements, posting receipts, and processing abatements. Over time, if you choose to never
purge your paid invoices, not only will the tree view lists grow and become cumbersome to nav-
igate, but the added data will cause your system to run slower when generating reports and creating
deposits.

What and when you should you purge depends on your preference and what you purge will often
times dictate when you purge. Some collectors will purge all paid invoices up to the prior fiscal
year (e.g. in FY 2014 they purge up to 2013). If this is your preference, you probably want to wait
until after you have imported your first issue property tax bills; that way you always have at least
one invoice for each parcel in the current year data. Other collectors will purge all paid invoices up
to the year for which they have executed their deeds (e.g. in FY 2014 they purge up to 2011). If
this is your preference, the time of year at which you purge is less important.

Before you begin the purge process, you should create a backup of your current data (see Backup

Database). The backup is extremely important — if something happens to interrupt the process we
will need to use the backup to restore your data. Also, make sure all other users are out of Tax Col-
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lect and you have printed a Collection YTD report. You can use this report to validate your bal-
ances did not change once the purge process is complete.

To Purge Paid Invoices choose Utilities | Town Settings and select the Fiscal Year Tab. Click on
the Purge Duplicate Paid Invoices from Current Year Data button.

F "~

Town Settings

Tay Collectar | Rates, Fees, Deposits | Dizcounts | Town Accounts | Miscellaneous |

*** HOTE:These values can only be edited under Awitar Login ==

Current Fizcal rear: |2014 Fricr Fizcal Year: |2013
Current Fizcal vear Start: |01/01/2014 - Frior Fizcal ear Stark: |01,/0142013

Second Prior Fizcal vear: (2012 Third Prior Fizcal vear: |2011
Second Prior Fizcal ear Start: |01/01/2012 | - Third Prior Fizcal Wear Start, |01/00/20011 -

Reazon For Closing Feriod: |En|:1 of the Fizcal vear

Mew dccounting Period Start |01/01/2014 =

Purge Duplicate Paid Invoices fram Current “ear [ ata: @j *

MOTE: Fizzal vear date changes must accur through the Close Penod process or call Avikar.

d Apply Changes Cloze

The Proceed with Purge of Prior Year Paid Invoices dialog box displays. After reading the mes-
sage, select Yes to continue with the purge.
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Proceed With Purge of Prior Year Paid Invoices? 3

'.0.' This function checks the list of invoices maintained in your

\ ' Current Fiscal Year data to verify that any zero balance invoices
that were paid off at the end of the Prior Fiscal Year are removed
from the list of invoices in your Current Fiscal Year data. Any
invoices that have been paid off since the start of the Current
Fiscal Year will not be removed from the Current Fiscal Year data
and all paid off invoices will be maintained in the Prior Fiscal
Year database.

Before continuing you should make sure to back up your data and
print out any summary reports such as the M5-61 and/or the
Collections Year to Date report to verify that this process

does not affect any balances.

Do you want to continue with the Current Fiscal Year purge?

The next dialog box that displays allows you to choose a fiscal year up to which the data should be
purged. The system defaults to your last fiscal year, which you can accept by selecting Yes, or No
to enter a new year. After making your selection, the system will begin the process of the purge.

Purge Inveices Up Te 20137 @

. - , You can choose to purge paid invoices up to the Current Fiscal Year
" (i.e. Invoices up to and including 2013 Invoices will be purged) or you
can choose an earlier Invoice Year up to which you will purge.

Do you wish to use 2013 as the cutoff year for purging invoices?

Yes ‘ MNo |
Enter Cut Off Invoice Year @
Enter 4 Digit Invoice Year for up to which you wish to oK
Enter ok |
Cancel
2011

Rates, Fees, Deposit Tab

The Town Settings Rates, Fees, Deposit tab is used to set the various interest rates on the different types of war-
rants, the returned check fee amount, and the maximum amount you can assign to Interest and Penalties. It is
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also where you can set the system to use computer generated Deposit Slips (see Deposit Slip Report). To view
the Rates, Fees, Deposit tab choose Utilities | Town Settings and select the Rates, Fees, Deposit tab.

Town Settings

Tax Eollectnrl Fizcal vYear  Rates, Fees, Deposits |Qiscounts| T o &ccountsl Miscellaneousl

INTEREST RATES FEES

Property Tawx: I 12 Timber vield: I 18 Bad Check: I i}
Lienz: I 18 Gravel vield: I 18 IMTEREST & PEMALTIES
Current Use: I 18 Interest & Penalties b asimum: I 5

DEPOSITS, DEPOSIT SLIPS. & TENDER TwFES

¥ Prepare Depositz by Lser [¥ Usze System Generated D'eposit Slips
v i0ze Elechonic Tender | ppes (EF1E Sl

IANY BAME MEW HAMPSHI
[ Include EFT Payments in Deposit Total Blarilt Aeseur: Mimsr

|1654321854
Deposit Beport Label for ''Treasurer's Signature:" Bank Routing Humber:
ITHEASUHEH'S SIGMATURE |5542135425

Apply Changes LCloze

To change the interest rate that is charged by the system on delinquent taxes, simply type the new rate into the
text box next to the appropriate warrant type. This rate is set by statutes and, therefore, will not change unless a
law has changed.

The Fees section indicates how much you want to charge a customer for a Bad Check. Once this amount is set,
when a check is deleted due to a Returned Check (see Delete Receipt), the system will prompt to ask if you
want apply this amount to the invoice.

The Interest & Penalties section allows you to set the maximum amount of an overpayment that can be assigned
to Interest & Penalties. Generally, the system defaults to $5.00, as that was the maximum allowed for many
years. A change was made to RSA 76:13 increasing the amount to “up to $25.00”, however, you would need to
enter the new amount into the text box in order for the system to reflect this change.

The Prepare Deposit by User function allows you to automatically create separate deposits for each user. This
allows each user to keep his or her work separate and prepare the deposits individually, as opposed to gen-
erating a single deposit for the entire office.

Select Use Electronic Tender Types (EFT) if you are processing any payments via any method other than the
standard Cash and Check (e.g. credit cards/ACH) The system has several default EFT payment methods—contact
Avitar if you wish to create additional electronic tender type descriptions. Once you select to Use Electronic
Tender Types, another checkbox will display that gives you the option to Include EFT Payments in Deposit
Total. If you check the box, the amount you collected in EFT payments will be included in your overall deposit
total on the deposit report. For example, if you collected $500.00 in Checks, $200.00 in Cash, and $100.00 in
EFT, your deposit total for the day would show as $800.00. Select this option if you want your total deposit to
reflect all the transactions you processed during the day, not just what you are actually taking to the bank. If
you do not check the Include EFT Payments in Deposit Total, the EFT payments will still be itemized on the
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deposit report, but will not be included in the overall deposit total. Using the example above, the deposit total
would equal $700.00, which is the total of the Cash and Checks only. You will want to select this option if
you want the deposit total to match what is actually being taken to the bank.

With the EFT payment option enabled, you will have to select a tender type radio button (Electronic, Cash,
Check) when you pay an invoice. When you select Electronic as the tender type, a dropdown text box displays
allowing you to select the type of Electronic payment you received. By selecting the type of electronic payment
used, the system captures the information and adds a total at the end of the deposit report summarizing the
amounts by each electronic tender type. This is useful when balancing with credit card companies.

The section labeled Deposits, Deposit Slips, & Tender Types. If you want the system to print a deposit slip at
the time the deposit is finalized in the system, click on the Use System Generated Deposit Slips check box.
Once checked, you will be able to enter the Bank Name, Bank Account Number, and the Bank Routing Num-
ber. This information will print on the deposit slip.

The final option on this tab is Deposit Report Label for “Treasurer's Signature”. If this text box is left blank, the
Deposit Report Label will read Treasurer's Signature. If you want to have the label read something different, for
example Received By, simply type the information into the text box. Keep in mind, you are limited to 25 char-
acters.

After all changes have been made, press Apply Changes.

Discounts Tab

The Discounts tab allows you to automatically discount due amounts when a full payment is made, provided
the payment is made at least a specified number of days prior to the due date (i.e. an early payment). When a
payment is made within the allotted period of time for discounting, a box will appear with the heading “Dis-
count Bill?” asking whether you wish to discount the bill. Select Yes to apply the discount. The MS-61 report
will show the discount applied.

To configure the system to accept Discounts for early payment, choose Utilities | Town Settings and select the
Discounts tab.

150



Town Settings

| Town &ccnuntsl Miscellanenusl

Tayx Collector I Fizcal Year I Rates, Fees, Depogits

[~ &pply Digcounts For Early Payment

Dizcount Percentage: I 3

Murmber of Days Prior to Due Date for Payment

to Be Eligible for Discount; I 10

Apply Changes Close

To accept discounts, click in the Apply Discounts For Early Payment checkbox. Enter the Discount Percentage
tax payers will receive and the minimum number of days prior to the due date their payment must be applied in
order to be eligible for this discount. After all changes have been made, press Apply Changes.

Town Accounts Tab

The Town Settings Town Accounts Tab allows you to enter your municipality's account numbers for each war-
rant and category. Once the account numbers are entered, the deposit report will reflect the account numbers
next to the corresponding warrants every time the deposit report is displayed (see Deposit). To add account num-
bers to your deposit report, from the main menu select Utilities | Town Settings and select the Town Accounts
tab.
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Town Settings

Tax Eollectnrl Fizcal Iearl Rates, Fees, Depnsitsl Qiscnunt&l Town Adccount: Mizcellaneous |

Credit Azgighment Search Order: [~ Dusplay |mventary Penalties
" Search initially on PID. then Owner Mame
% Search initially on Owner Mame, then PID

Districts/Precincts | System Settings | Tax Bill Setup | ADS ProFund Settings | Motice Format | Custom PID

Murnber of Tax Districts to Display: I 2

Tst District Hame: I\.r‘illage
2nd Dighrict M ame: IFire

Compare 'With Azzeszing... |

Apply Changes LCloge

Enter the account numbers into the grid and click Apply Changes.

Miscellaneous Tab

The Town Settings Miscellaneous tab includes a number of different options. It is used to tell the
system whether you want to prepare deposits by Users, set up taxable districts, create the settings

for your backup, etc.
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Town Settings

Tax Eollectnrl Fizcal Iearl Rates, Fees, Depnsitsl Qiscnunt&l Town Adccount: Mizcellaneous

Credit Azgighment Search Order: [~ Dusplay |mventary Penalties
" Search initially on PID. then Owner Mame
% Search initially on Owner Mame, then PID

Districts/Precincts | System Settings | Tax Bill Setup | ADS ProFund Settings | Motice Format | Custom PID

Murnber of Tax Districts to Display: I 2

Tst District Hame: I\.r‘illage
2nd Dighrict M ame: IFire

Compare 'With Azzeszing... |

Apply Changes LCloge

Display Inventory Penalties

The Display Inventory Penalties function is used for those municipalities using Inventory Penalties. When the
fall warrant is imported into the Avitar Tax Collect system, the Inventory Penalty amounts are added to the tax
bill to display as a total principal amount owed. In order to assist you in knowing what the actual amount of
the penalty was, you can set the system to display the Inventory Penalties, which will then show the amount of
the penalty under the Assessment section of the Receivables main screen, labeled Invntry Pnlty.

To Display Inventory Penalties choose Utilities | Town Settings | Miscellaneous tab. Click in the Display Invent-
ory Penalties checkbox and select Apply Changes.

Combine Water & Sewer Warrants on Importation

The Combine Water & Sewer Warrants on Importation option is available to municipalities that utilize Avitar's
Utility Billing system. When this option is selected and Water & Sewer warrants are imported, the amounts
owed are combined to make one invoice. For example, John Smith has a water bill for $50.00 and a sewer bill
for $75.00. If this option is selected, when you import the warrants, the bills will be combined and displayed as
one bill for $125.00. If you deposit the funds for each water and sewer warrant into separate checking accounts,
you should not select this option.

To Combine Water & Sewer Warrants on Importation choose Utilities | Town Settings | Miscellaneous tab.
Click in the Combine Water & Sewer Warrants on Importation checkbox and select Apply Changes.

Credits Assignment Search Order

When a credit is assigned to a receivable, the system will search for likely invoices matching certain criteria.
The Credits Assignment Search Order instructs the system on which order you wish to search. There are two
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options:

« Search initially by PID, then Owner Name
o Search initially on Owner Name, then PID

To select the Credits Assignment Search Order choose Utilities | Town Settings | Miscellaneous tab. Under the
Credit Assignment Search order, select the radio button next to the search option you prefer and select Apply
Changes.

Districts/Precincts Tab

Many municipalities have Districts/Precincts that are configured in the Avitar Assessing program in which each
District/Precinct has its own taxable rate. In order to match with Assessing, the Districts/Precincts must be added
to the Tax Collect system as this information will display on the tax bills. To add Districts/Precincts choose Util-
ities | Town Settings | Miscellaneous tab | Districts/Precincts tab.

Type in the Number of Tax Districts to Display and press tab. This will bring up the appropriate number of text
boxes where you can enter the district names. Keep in mind the District order and the District names need to
match what Assessing has. Once you have entered the names, select Compare With Assessing. The collect sys-
tem will search the Assessing database and display the districts in Assessing and the Districts in Tax Collect. As
long as they match press Apply Changes.

System Settings

The System Settings tab is used to create and store the backup settings, the Avitar Assessing database settings,
and the Avitar Utility Billing settings. Generally, you should only make changes to these settings in con-
sultation with Avitar as they affect the way in which your system communicates with the other programs' data-
bases. To access the System Settings tab choose Utilities | Town Settings |[Miscellaneous tab | System Settings
tab.

Tax Bill Setup

The Tax Bill Setup tab allows options for the tax bill format and allows you to print the tax bills
with the separate "Current Use Credit" line item (however confusing it may be to your taxpayers).
To access the Tax Bill Setup, select Utilities | Town Settings | Miscellaneous Tab | Tax Bill
Setup tab.
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Town Settings

Tax Eollectnrl Fizcal Iearl Rates, Fees, Depnsitsl Qiscnunt&l Town Adccount: Mizcellaneous

Credit Azgighment Search Order: [~ Dusplay |mventary Penalties
" Search initially on PID. then Owner Mame
% Search initially on Owner Mame, then PID

Districts.-’F'recinctsI System Settings  Tax Bill Setup | A0S ProFund Settings | Matice Format | Cusztom PID

[ Dizplay "Current Uze Credit" a3 seperate assessment value on Property Tax Bil

[ Use &ltemnate Fomat

| Apply Changes I LCloge |

To print the bills with the “Current Use Credit” line item, select the box "Display "Current Use
Credit” as separate assessment on Property Tax Bill".

The traditional tax bill format, which is the default setting, is divided into three distinct thirds with
each third containing essentially the same information. The bottom third is removed and retained at
the town office before mailing the other two thirds to the taxpayer. The taxpayer will then keep the
middle portion for his or her records and return the top portion with the payment.

The alternate tax bill format is designed to as an entire page that is sent to the taxpayer and they
return the bottom third with the payment. By doing it this way, it simplifies the bill by eliminating
much of the duplication of information. If you elect to use this format, you must make certain to
either print a duplicate set of bills (the entire page) to retain for your records, or you should export a
copy of the bills to PDF format for reference.

The alternate property tax bill format has several advantages:

e You have more control over the message you include on the tax bill. This format provides
more space than the previous two lines.

e You can choose to include an image unique to your town across the top of the tax bill. Sim-
ilar to the notices, you can include an image that spans the width of the page. Or you can
include an image that's only half the width of the page.

o The bill more clearly indicates the current due amount, as well as any past due amounts.

o The bottom third is formatted such that it can be inserted into a standard double window
envelope and to reveal the appropriate payment and return addresses.
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To use the alternate tax bill format, check the box labeled “Use Alternate Format”. Once you do,
you have several options for formatting the header of the bill. The “Regular Return Address”
option uses the default, in which the municipality's address information appears in the upper right
hand corner of the bill's top third (suitable for display through the envelope's second window). The
“Unique Image” option allows you to add an image that will appear in the upper right hand corner
of the tax bill. This could be a town seal saved as a JPG file. You may need to experiment with the
proper size and scale in order to have it display properly on the tax bill. The “Same Image as
Notices” option will appear if you have already configured your notices to include a header image.
If you select this option, the same image will be used on the tax bills.

Once all changes have been made, select Apply Changes.

ADS ProFund Settings

ADS ProFund, now called Tyler Technologies, is a financial software company, which has worked with Avitar
to integrate the Tax Collect financial functions with their software. To utilize this function, call Avitar.

Notice Format

For instructions on this section see Customize Notice.
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Backup Database

The Tax Collect system was designed in what is referred to as “client/server” architecture. Essen-
tially, the system consists of two parts:

1. The client application that you use everyday to view and update parcel records.

2. The server application that runs behind the scenes and makes the data available to the client
application. If your town only has the Avitar Tax Collect application installed on one com-
puter, then that computer is fulfilling both roles, that of client and the server. If your town
has several computers which can all access the assessment data, then you have a single
server and multiple clients.
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Server Application

This method is used to create a backup using DBUtils while standing at the server computer. You
will also need to run an initial backup to save the settings for scheduling a Windows Scheduled
Task.

Highlight the ap _townname database you wish to backup. Choose the browse button (...) and nav-
igate to the appropriate backup folder and name the file (e.g. ap_townname.bak). Y ou can choose
to check the box “Compress Backup to ZIP File” if you would like to compress the backup.

g, Avitar DBULls 4.00 =101 x|

L]

=[] Assessing Backup ap_canaan bo;

ap_canaan

. IE: WheitarhB ackuplap_canaan.bak
ap_dublin

ap_ekingston |

ap_epsom ¥ Compress Backup to ZIP File
ap_franconia

ap_grafton [~ FTP Data to Avitar
-~k ap_hopkinton
ap_jackzon
ap_Litchfield
ap_milton
ap_newport
ap_nszipes
ap_oszipeePI|Ds

4 ap_pittsfield - Backup
1| | v

¥ Include Databaze in Scheduled Backups

E wit

Press the Backup button to create the backup file. This method creates a single backup file and
must be initiated manually.

Scheduling Automated Backups on the Server

This method is used to schedule backups for one or more databases using DBUtils and
DBUtilsScheduled. Again, this is performed on the server. You will first need to run an initial
manual backup using DBUils as outlined above to save the settings for a scheduled backup for
each database. When doing so, make sure to check the box to Include Database in Scheduled
Backups and once you press Backup make certain to indicate you wish to save the settings for use
with the scheduled backups.

Once you have configured the settings for each database you wish to include in the scheduled
backup, you will need to add DBUtilsScheduled.exe (located in the C:\Program Files\Civicware
folder as a Windows Scheduled Task. DBUtilsScheduled uses the settings configured within
DBUtils to create backups without the need for user input.
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For information on creating a Windows Scheduled Task refer to http://sup-
port.microsoft.com/kb/308569
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Workstation Settings

By initially configuring these settings, you can allow users (who may not have access to the server)
to perform their own backups of the data from within the application on their workstation to a loc-
ation on the user’s computer. This is often helpful to allow users to create their own backups before
undertaking significant operations such as warrant calculations or lien executions. Essentially, in
this method the application requests SQL Server to create a backup file in a predetermined folder
on the server from which the application can then retrieve the backup file to the workstation.

The following schematic depicts the settings outlined below in more detail:

Server ? Workstation
Switch

, SQL\SQL Express Avitar Application
e.g. Assessing, Collect, Clerk, etc.

,Eg DBUtils Configuration Database Backup Directory Configuration
Used to set "Remote Backup Location..." Must be set to point to same logical location
to physical location on server. selected on server.

@ e g. "c:\Avitar\Data\Backups\Remote" e.g "m:\Remote" where m: was mapped to

"“WServer\c$\Avitar\Data\Backups”

Windows user on workstation must have full

access fo at least "Remote" folder. Assumes Windows user on workstation can
access location on server (via either UNC or
mapped drive).

You will need to create a shared directory on the server which is accessible by all workstations and
users. We recommend C:\Avitar\Backup\Remote for the directory on the server. In order for the
backup to work from the application, users must have permission to create and delete a file in this
directory.

To do so, open DBUtils and select the Assessing folder. If no remote backup location is set, select
the browse button (...) and navigate to the appropriate remote backup folder on the server. Once
you have selected the folder press the “OK” button.

160



§. Avitar DBULls 4.00 =101 =]

;I Remote Backup Location for Assessing

) ap_canaan IE: YasitarsBackup
ap_dublin

ap_ekingzston |

3P_epsom . The Remaote Backup Location identifies a location
ap_francoria an thiz machine that can be accessed by ather
ap_arafton computers on vour network. DBEUE: will create
ap_hapkinton backup files in this folder when users of the client
ap_jackson b application atternpt to create a backup of the

I guztemn databaze. To complete the process you
ap_Litehfield ghould paint the D atabase Backup Location on
ap_milkan each warkstation to this folder.

ap_newpark
ap_nzzipes
ap_ozzipeeP|Ds

4 ap_pittzfield -
4| I »

E xit

Once you have identified the shared location in DBUtils in which SQL Server will create backup
files, you will have to set the corresponding backup location in the application as well:

o Navigate to Utilities | Town Settings | Miscellaneous | System Settings and press the
browse button (““...”) adjacent to the Database Backup Directory text box. A message box
may indicate the network path currently configured to point from the workstation to the
folder identified on the server as the Remote Backup Location. (Note this path should
identify a location on the server using a path relative to the workstation.) Choose Yes if you
wish to proceed with selecting a new location. The Server Backup Device Location message
box will indicate if the Remote Backup Location has been set on the server using DBUtils.
(Note this path identifies a location on the server using a path relative to the server itself —
this path will be different from the perspective of the workstation.) Press OK on the message
box and browse to locate the appropriate remote backup folder location on the server relative
to the workstation.

Once the configurations have been made on the server and the workstation, the user can create a
backup on their own workstation by selecting File | Backup Database from within the program.
Review the following schematic to better understand the sequence of events necessary during a
backup from the workstation.
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Server ’ Workstation
Switch

1. User initiates backup from application...

2. ... SQL Server creates backup to local file...
(as indicated by DBUltils "Remote Backup Location”)

3. ... creation of backup file on server is completed
(e.g. file "c:\Avitar\Data\Backups\Remotelassess.bak”) ...

4. ... SQL Server responds to application that creation

of assess. bak file is complete...
5. ... application copies assess.bak from “m:
\Remote" location (physically located on server) as
indicated by "Database Backup Directory” and
compresses to local zip file...

6. ... application creates local zip file
(e.g. "c:\mybackups\assess.zip”) ...

7. ... application deletes assess.bak from
"m:\Remote” folder.
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Import Database Script

The Import Database Script function allows you to run update scripts as provided by Avitar. You will need a
special, time-sensitive password in order to utilize this function. Call Avitar for assistance with this process.
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FTP Data to Avitar

The FTP Data to Avitar function allows you to transfer data to Avitar’s FTP server when your computer is con-
nected to the Internet. The acronym FTP stands for File Transfer Protocol and it is a method by which you can
transfer data from your computer up to Avitar’s web server utilizing the connectivity of the Internet. In order for
this function to work, your computer’s configuration must satisfy several conditions:

e Your remote backup must be configured such that you can use the File | Backup Database menu item
to successfully backup your data to your local computer. If this function is not configured, call Avitar.

o Your machine must have a connection to the Internet. If your connection is a dial-up connection that
you must manually start, you will need to start the connection before selecting the FTP Data to Avitar
menu item. If your database is large and your connection to the Internet utilizes dial-up, then the FTP
function may be impractical due to the size of the database. In such cases, you will need to find an
alternative for transferring the data.

« Any firewall application on your network must allow Avitar’s avcollect.exe application to access the
Internet. Firewalls exist in part to prevent malicious applications that may somehow get installed on
your computer from being able to connect to other computers on the Internet to exploit your machine.
In most all cases, however, these firewalls can be configured to allow certain trusted applications to
access the Internet. As with the steps outlined above, you may need to contact your local hardware or
networking specialist in order to help configure your system.

If your system meets these criteria, select File | FTP Data to Avitar and then press the FTP Data button. The pro-
gress bars will indicate the time remaining in the total process.

Avitar Tax Collect Internet Kiosk

The Avitar Tax Collect Internet Kiosk provides a method by which you can easily make invoice
and transactional information maintained in the Avitar Tax Collect system available on the Internet.
Taxpayers, mortgagees, banks, and title companies can view invoice summaries and balances, pay
taxes (if enabled), download original invoices (if enabled), and receive paperless invoice noti-
fications (if enabled) at any time of day without having to contact you for information.

There are three options for deploying the Internet Kiosk:
o Limited: Invoice summary and balance only.
o Expanded: Invoice summary and balance, online payment capability.
o Comprehensive: Invoice summary and balance, online payment capability, downloadable

invoices, and paperless notification.

Y our interaction with your Tax Kiosk will generally fall into the following categories:

Updating Current Tax Information Online

Modifying Who and What Appears Online

Adding or Updating Tax Kiosk Messages

Generation, Upload, and Maintenance of Downloadable PDF Invoices and
Paperless Notification Settings.
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o Downloading, Importing, and Applying Payments (If configured with Invoice Cloud’s
Cloud Pay)

See Features and Benefits for more details on the features and benefits of each option.
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Features and Benefits

Municipalities have several options for deploying Avitar’s Tax Collect Internet Kiosk in con-
junction with the Avitar Tax Collect system. The configuration which you and your municipality
have selected will determine the options available, both within the Tax Collect program and on the
Tax Kiosk itself. Note that each subsequent configuration includes all of the features of the pre-
vious configurations.
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Limited Tax Collect Internet Kiosk

The Limited Tax Kiosk configuration provides the following features:

o The web site can be customized for the municipality, showing specific contact information,
office hours, news, color schemes, and pictures.

o Allows you to make your invoices and transactions available on the Internet. Internet users
can search, select, and view invoices associated with the selected owner/parcel.

o Tax information is posted directly to the Internet from within the Avitar Tax Collect pro-
gram. Information can be posted daily during tax season or more infrequently at other times
of the year, using a simple export process.

« Internet users access the system directly and anonymously, without the need to purchase a
subscription or obtain a username or login.

« Internet users can access tax information by Owner Name, Map and Lot (PID), or Parcel
Address.

« Once an owner or parcel is selected, a list of all recent invoices is displayed, showing a sum-
mary for each invoice that includes type of invoice, due date, bill amount, and outstanding
due amount.

« Internet users can change the Interest Date to determine the proper payment amount for
future payments.

» For any individual invoice, the Internet user can click the “Transactions” or “Assessments”
links to access additional information about the specific tax bill, including any transactions
that have been made on that invoice (such as payments, abatements, or penalties) or the
assessment at the time of billing (property taxes only). Note that the Town can elect to sup-
press assessment information.
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Expanded Tax Collect Internet Kiosk

In addition to the Limited Tax Kiosk features, the Expanded Tax Kiosk configuration provides the
following features:

o The Expanded Tax Kiosk integrates with Invoice Cloud’s Cloud Pay, allowing Internet
users to make tax payments online with credit cards (including Visa, Discover, American
Express, and MasterCard) or ACH electronic checks.

« Internet users wishing to make online payments begin by selecting invoices to be paid and
indicating the payment amount within a shopping cart on Avitar’s Tax Collect Internet
Kiosk site. When the Internet user presses the Pay Now button, the Tax Kiosk submits the
cart information to a secure web site maintained by Invoice Cloud where the payment trans-
action is completed.

« All financial information is collected and processed by Invoice Cloud.

« Invoice Cloud acts in the capacity of merchant and is a necessary intermediary in transaction
processing. Invoice Cloud validates card numbers and expiration dates, obtains authorization
from the card issuers, and issues confirmation numbers to taxpayers at the end of the pay-
ment transaction.

o Taxpayers are charged a service fee by Invoice Cloud to cover the cost of processing the pay-
ment transaction.

» Taxpayers are informed of the service fee amount before the payment is authorized. This fee
is in addition to any charges, such as interest, that may be assessed by the taxpayers’ banks
or credit card issuers. Taxpayers must agree to the terms and conditions of the payment
including acceptance of the convenience fee before the transaction is completed.

« Invoice Cloud electronically deposits the payments in the Town’s designated municipal bank
account once the transactions have been processed.

« Avitar emails a notification of payment to you and you can obtain daily transaction reports
and transactions from the Tax Kiosk.

« Using the reports and payment files available to you from the Tax Kiosk, you can then pro-
cess Internet payments within the actual Tax Collect system.

e You are responsible for processing any payments within the Avitar Tax Collect program
once payment is received and you have been notified by Avitar and Invoice Cloud.

« Avitar collects and maintains only the information that is necessary to record the accounts
that were paid and by whom (name, invoice number, amount paid, email address, phone
number). At no point during the process is either Avitar or the Town in possession of tax-
payers’ electronic check or debit/credit card information. As such, Avitar is not responsible
for the protection of taxpayers’ sensitive electronic check or debit/credit card information.

o Itis the Town’s responsibility to accurately maintain the information on the Kiosk web site.
Avitar makes no warranties concerning the accuracy of information, data, or any other elec-
tronic mediums associated with the web site, and Avitar assumes no responsibility or liability
for any inaccuracies, errors or failures resulting from use of the web site.
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Comprehensive Tax Collect Internet Kiosk

In addition to the Expanded Tax Kiosk features, the Comprehensive Tax Kiosk configuration
provides the following features:

Downloadable Invoice Features:

You are able to provide printable and downloadable PDFs for all types of bills on the Tax
Kiosk, regardless of whether the Internet user has elected to opt-in for paperless notification
and whether or not the Internet user is paying a bill online.

Internet users can access copies of original tax bills, as they were originally printed, for up to
24 months after the original due date of the bill.

You will generate PDF invoices within the Tax Collect application using an export option
available within the traditional Print Tax Bills process. The PDF invoices will first be expor-
ted by the system to your computer. Once the process is complete you will use the Upload
PDFs tab within the Upload Data to Kiosk function to transfer the PDF files to the Tax
Kiosk.

When a PDF invoice exists, the Internet user will see a “View Bill PDF” button on the Tax
Kiosk invoice display indicating that an electronic copy of the bill’s original invoice is avail-
able. Users can elect to view, download, and/or print the PDF as necessary.

In that the PDF Invoice is a digital copy of the original tax bill, the PDF Invoice available
online will include the taxpayer’s full address. Note, that while the taxpayer’s complete
address is public information, this is more information than is provided under either the Lim-
ited or Expanded Tax Kiosk configuration, in which only the current owner name, billed
owner name, and parcel location have been displayed.

Paperless Notification Features:

When a taxpayer chooses to make a payment on the Tax Kiosk, prior to submitting the shop-
ping cart to Invoice Cloud for payment, Avitar will ask the payer if they wish to opt-in to
receive notification of future tax bill invoices electronically rather than by mail.

Payers that opt-in to receive notification of future tax bill invoices electronically will be
prompted to enter a valid email address. The Tax Kiosk will email the payer at the email
address provided to verify that the email address is valid and to confirm the payer indeed
wishes to opt-in for future paperless notification. The payer will be enrolled in Paperless
Notification for the parcel(s) selected only after the payer clicks the Confirm link in the con-
firmation email.

There is no method at this time for Internet users to opt-in for Paperless Notification without
first choosing to make an online payment. However, if you wish to provide the service to tax-
payers that do not wish to make an online payment using the Tax Kiosk, you can, from
within the Tax Collect system, initiate the opt-in confirmation email process by selecting the
parcel and entering an email address.

When printing tax bills within the Tax Collect system, traditional paper invoices will not be
generated for parcels on which the taxpayer has opted-in for Paperless Notification.
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After you upload the PDF Invoices for a selected tax warrant, taxpayers who have opted-in
for Paperless Notification will receive at least one, but up to three, emails alerting them that
their bill is available online.

The first email is sent automatically by the Tax Kiosk to all Paperless Notification enrollees
shortly after you have uploaded the PDF Invoices to the Tax Kiosk.

A second email is sent automatically by the Tax Kiosk to all Paperless Notification enrollees
with an outstanding balance greater than zero approximately fifteen (15) days prior to the
due date.

A third and final email is sent automatically by the Tax Kiosk to all Paperless Notification
enrollees with an outstanding balance greater than zero approximately three (3) days prior to
the due date.

You can use the default email text, which includes the notices required by RSA 76:11-a, or
you can provide the Town’s own text. All emails can include an optional town header
image.

The Tax Kiosk will notify you by email each time Paperless Notification emails are sent,
indicating how many Paperless Notification emails were sent.

The Tax Kiosk will email you reminders several days prior to upcoming Paperless Noti-
fication email dates so that you can be certain to update transaction information online with
the latest payments, ensuring that Paperless Notification emails are not sent erroneously to
enrollees who only just recently paid the invoice.

Each time you import owner and address changes from Assessing, the Tax Collect program
will provide reports of Paperless Notification enrollees who may be affected by ownership
changes, similar to the reports for Additional Mailtos and Mortgagees. Y ou can then decide
which Paperless Notification need to once again revert to traditional printed delivery for par-
cels on which a previous owner may have elected to receive paperless delivery.
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Using Your Tax Collect Internet Kiosk

It is worth emphasizing that the Tax Kiosk is essentially a copy of your application’s data and that
the copy exists on Avitar’s own web server — users of the Tax Collect Internet Kiosk will be access-
ing Avitar’s web server and not the Town’s computers. As such, you should get in the habit of
regularly (or, at the very least, periodically) updating your Tax Kiosk data online.

The following topics describe the essential steps you should follow to provide taxpayers with accur-
ate and timely information, while at the same time reducing the number of direct inquiries you
receive at the office.

Updating Current Tax Information Online

To update your tax information online, select Utilities | Internet Kiosk | Upload Data to Kiosk as

shown below:

1@ Avitar Collect -- TOWN OF BOSCAWEN :
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Within the Update Kiosk dialog box there are three distinct tabs: Update Kiosk Data, Upload
PDFs, and Kiosk Settings.

Update Kiosk Data Tab

To update your tax information online select Utilities | Internet Kiosk | Upload Data to Kiosk |
Update Kiosk Data tab and press the Update Kiosk button. The application will connect to
Avitar’s web server and upload a copy of your current Tax Collect data. Once the progress bars
are complete you can press Close to return to the Tax Collect program.

Please note that changes you upload may not be immediately visible online. Throughout the
day, your Tax Kiosk will periodically check for newly uploaded data, so it could take up to two
hours before you see your new information online. If you need your data updated immediately,
please contact Software Support and we can expedite the process.

iE Update On-Line Kiosk - TOWN OF BOSCAWEN ' x|
Update Kiosk Data | Upload PDFs | Kiosk Settings |

This function should be used to update the invoice
and transaction information available to Internet
users on your Tax Collect Kiosk.

Update Kiosk. ..

View/Edit Kiosk Messages... Close

Modifying Who and What Appears Online
(All Tax Kiosk configurations)
The Internet Kiosk Settings from within Avitar Collect (Edit Invoices | Internet Kiosk Settings)

provides a method that allows you to control which invoices appear within your Tax Kiosk, as
well as to update other information online users see when using your Tax Kiosk.

Suppress/Display Parcel
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The Suppress/Display Parcel option is used to suppress a parcel’s information from displaying
online, as well as to once again display a parcel that was previously suppressed. For parcels that
are suppressed, online users will not see any invoice details. There might be some people in town
that wish to not have their tax information available online. This could be police officers, select-
men, or anyone who may call and request their tax information be taken offline.

To suppress a parcel’s information from displaying online, you begin in Avitar Tax Collect by look-
ing up the parcel and selecting an invoice. Once you have selected an invoice, from the main
menu, select Edit Invoices | Internet Kiosk Settings | Suppress/Display Parcel.

i@ Parcel Kiosk Settings for 000081 000029 000000 Y fee] [T

“rou can modify the Tax Collect Internet Kiosk display seftings for the selected parcel below. For
parcels that are suppressed, online users will not see any invoice details. Mote that changes
made belowwill not be reflected anline until your next Kiosk Upload.

FID: 000081 000029 000000
Current Owner:  ABBE, JEFFREY L
Farcel Location: 243 QLIEEM STREET

[~ Suppress This Parcel Fram Kiosk

Cancel (0] %

If you want to suppress a parcel from displaying online, select the Suppress This Parcel From
Kiosk check box and press OK. If at some point a suppressed parcel needs to be put back on the
Kiosk, follow the same procedures above but uncheck the Suppress This Parcel From Kiosk check
box. Note that changes made will not be reflected online until your next Tax Kiosk Upload.

To view a report of which parcels have been suppressed, go to Reports | Parcels | Kiosk Settings
| Suppressed Parcels.
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Creating PDF Invoices for Paperless Notification

(Only Available as part of the Comprehensive Tax Kiosk Configuration)

It is your responsibility to generate PDFs at the time when tax bills are printed for mailing, as it is
not possible to retroactively produce accurate PDF invoices for previously existing invoices. The
PDF export functionality should be used only for new invoices going forward. Also, traditional
paper invoices will not be generated for parcels on which the taxpayer has opted-in for Paperless
Notification.

Before you start the tax bill process, we recommend creating a new folder on your desktop in
which you can store the PDF invoices until they have been uploaded to the kiosk. To create a
folder, put your mouse on a blank spot on your desktop and right click. Select New | Folder and
enter a name for the folder i.e. Kiosk PDF Invoices.

As the PDF invoices need to be created at the time the bills are generated, you should be in the
Print Tax Bills process (Utilities | Print Bills) and continue until you get to the final Tax Bill Setup
dialog box.

{& Tax Bill Setup — Warrant 2013P01 ' il
Select Tax Bills To Be Printed: 0o 2
@ Print All Bills
" Print By Billed Narme:
| 139 HIGH STREET. LLC 2013P010007107
___|ABBE. JEFFREY L 2013P01000102
| |ABBOTT, JENMIFER R 2013P01000103
___|ACHORM. MARION 2013P01000104
| |ADAMS. KENNETH 2013P01000105
| |ADAMS, MATTHEW 2013FP01000106
| |ADAMSE, MATTHEWY 20113P01000107
| |ADAMS. THOMAS 203Potoonzm
| |AGGREGATE INDUSTRIES 2013F01000202
| |AHERMN. PAUL 2013P01000203
| |AINSWORTH, SCOTT K 2013P01000204
AMSWORTH. SCOTT K 2013FP01000205 LI
" Print By Bill Caunt: frarm kil I 1 1487
(" Generate POF Irvoices for Tax Kiosk: '@
ILDcatiDn:C:\USers\pwaolsey\DesktDp'\pdftaxbills |

SonBy. @ Name  PID ( Zip Print Date: |naz1 Bi2013 v[

Export... < Back Close | ‘ e I

Select the Generate PDF Invoices for Tax Kiosk radio button. The first time you perform this pro-
cess you will need to tell the system where to store the invoices by selecting the ellipses button and
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locating the folder you created on your desktop. Once you have the location set select Create. Gen-
erating the individual PDFs for each bill can take considerable time, so you will be asked if you
want to export a preview set of 50 bills to verify they look correct. Select Yes to preview 50 bills
or No to process the PDF for all bills. Once the all the bills have been exported as a PDF to the
folder, they are ready to be uploaded to the Tax Kiosk.
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Upload PDFs Tab

(Only Available as part of the Comprehensive tax Kiosk configuration)

The Upload PDFs tab is used to transfer the PDFs you created of the tax bills to your Tax Kiosk,
making them available to be viewed and/or printed. This process cannot be completed until tax
bills have been created and PDFs have been saved to a file. (See Creating PDF Invoices for Paper-
less Notification )

To upload the PDFs from the Tax Collect program select Utilities | Internet Kiosk | Upload Data
to Kiosk and select the Upload PDFs tab.

{& Update On-Line Kiosk — TOWN OF BOSCAWEN x|

Update Kiosk Data Upload PDFs | Kiosk Settings |

Click Upload to send PDF's to your Tax Kiosk.

Connect Upload

¥ Delete Files After Upload

View/Edit Kiosk Messages... Close

Press the Connect button. This will enable the Upload button, which will allow you to transfer the
PDFs to the Tax Kiosk. The Delete Files After Upload check box is used to delete the PDFs in the
file after the upload to the kiosk is complete. However, if the upload process fails, you will have to
create the PDFs again before proceeding. If you do not select this option, the PDFs will remain in
the folder until you manually delete them. Press the Upload button to begin the process.
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Paperless Notification Settings

(Only Available as part of the Comprehensive Tax Kiosk configuration)

When a taxpayer chooses to make a payment on the Tax Kiosk, prior to submitting the shopping
cart to Invoice Cloud for payment, the Tax Kiosk will ask the payer if they wish to opt-in to
receive notice of future tax bill invoices electronically by email rather than by mail. However, if a
customer would like to opt-in but not make an online payment, you have the option from within
Tax Collect to initiate the opt-in confirmation email process for them.

To flag a parcel for Paperless Notification, you begin in Avitar Tax Collect by looking up the par-
cel and selecting an invoice. Once you have selected an invoice, from the main menu, select Edit
Invoices | Internet Kiosk Settings | Paperless/Email Settings.

1@ Parcel Kiosk Settings for 000081 000029 000000 - |EI |i|

The current paperless settings for this parcel are displayed below. To remowve the paperless
flag ensuring that future bills are printed for this parcel.....

FID: 000081 000023 0000oo
Current Owner:  ABBE. JEFFREY L
Parcel Location: 243 QLIEEN STREET

[ Provide This Parcel's Invoices Papetlesshy

To flag this parcel for Paperless Notification, select the Provide This Parcel’s Invoices Paperlessly
check box and press OK. If at some point the taxpayer wants to be removed from paperless noti-
fication, follow the same procedures above but uncheck the Provide This Parcel’s Invoices Paper-
lessly check box. Note that changes made will not be reflected online until your next Tax Kiosk
Upload.

To view a report of which parcels have been flagged as for paperless notification, go to Reports |
Parcels | Kiosk Settings | Paperless Parcels.
Kiosk Settings Tab
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Generally speaking, the values on the Kiosk Settings tab are configured by Avitar when the Kiosk
client is installed and should not be changed. If you have any problems connecting to the Tax Col-
lect Internet Kiosk please call Software Support.

However, you can use the View/Edit Kiosk Messages link on the Kiosk Settings tab anytime you
wish to modify the contact information or news displayed on your Kiosk web page or to download
payment files. Additional details on updating the Tax Kiosk messages are included below.

i Update On-Line Kiosk - TOWN OF BOSCAWEN Bl

Update Kiosk Data | Upload PDFs ~ Kiosk Setings |

These values control your connection to the Kiosk. You should only alter these settings in coordination
with Avitar as adverse changes can prevent you from publishing data to the Kiosk.

Version:1.2.0
Kiosk Username:
|Kios|-<Demo

Kiosk Password:

I

Kiosk Directory:
[KIDSKDEMO

Kiosk Database Mame:
|co_demo

Kiosk Sub Domain:
|demo

View/Edit Kiosk Messages. .. Close

View/Edit Kiosk Messages

The View/Edit Kiosk Messages link launches your computer’s default internet browser and loads
the login page for administering your Tax Kiosk. Enter your User Name and Password to access
your web site for modifying its appearance.

TOWN OF NORTHFIELD, NEW HAMPSHIRE

Home Motices Contact Log Off Data last updated on Dec 6 2011.

Log In
User Mame:
Password:

O remember me next time.

Administrator
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Once you are logged in to administer your Tax Kiosk web site, you can update any of the three
editable areas: Home, Notices, and Contact.

Edit Home Page

If you have logged in to your Tax Kiosk as the kiosk administrator you have two areas you can
configure on the Home page of the Tax Kiosk: the header at the top of the page and the greeting
message in the middle of the page. To do so, select the Home page and then click the Edit link

associated with each title to display the corresponding edit text box. Once you are done editing,
press the corresponding Save link.

Edit Header Save Header

Town of ...

Home Notices Contact Log OFff Data last updated on Dec 6 2011.

|

Welcome to the Town of ..
Cancel Save

Search for a Tax Bill using one of the following search methods
Search By Owner:
Example: "Sanderson, Derek” or "Sandersor

Search
Search Parcel ID:
(This appears on yvour tax bill)

Map Lot Sub

Search
Search By Address:
Example: "120 Morth Main" or "Main"

Search

Administratar

Note that to log in to your Tax Kiosk as the kiosk administrator you have two options: Either press
the View/Edit Kiosk Messages link in the Kiosk Update dialog box within Tax Collect (Utilities |

Internet Kiosk | Upload Data to Kiosk | Kiosk Settings) or utilize the Tax Kiosk Admin bookmark
within your browser.

Edit Notices Page

If you have logged in to your Tax Kiosk as the kiosk administrator you have the ability to add or
edit notices that appear on the Notices page. To do so, select the Notices page and then select the
Add More Notices link. Enter a title and a message for the item and press the Save link. Select the
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Edit button on the right side of the screen to add or change the information located down the right
hand margin Notices page.

Edit Header

TownN OF NORTHFIELD

Home Notices Contact Log OFff Data last updated on Dec 6 2011.

Recent News & Events

Title
This is the Notice Title...

Content

Lorem ipsum dolor sit amet, a et, iaculis pellentesgue nec.
Proin egestas, tellus nec ipsum cillum consequat masecenas
suspendisse, sollicitudin suscipit dolor commodo mauris at,
dolor amet lobortis suspendisse. HNon luctus negue, donec amet
commodo turpis, inceptos ad odio eu bibendum wvel
pellente=sque, cras netus, pellentesgue nam tristigue orci
erat facili=sis.

Edit

Cancel Save

Administratar

Note that to log in to your Tax Kiosk as the kiosk administrator you have two options: Either press
the View/Edit Kiosk Messages link in the Kiosk Update dialog box within Tax Collect (Utilities |
Internet Kiosk | Upload Data to Kiosk | Kiosk Settings) or utilize the Tax Kiosk Admin bookmark
within your browser.

Edit Contact Page

If you have logged in to your Tax Kiosk as the kiosk administrator you have the ability to update
the contact information on the Contact Page. To so select the Contact page and then click the Edit
link. You can use this area to update your contact information and office hours.
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Edit Header

TOWN OF NORTHFIELD
Home Notices Contact Data last updated on Dec 6 2011.
Contact Us
Cancel Save
Edit

Town Admin

Administrator

Note that to log in to your Tax Kiosk as the kiosk administrator you have two options: Either press
the View/Edit Kiosk Messages link in the Kiosk Update dialog box within Tax Collect (Utilities |
Internet Kiosk | Upload Data to Kiosk | Kiosk Settings) or utilize the Tax Kiosk Admin bookmark

within your browser.
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Default Invoice Cloud Email Wording

The following two email types are commonly generated from Invoice Cloud to the customer
throughout the tax payment process. The email content is maintained within the Invoice Cloud
Biller Portal. Invoice Cloud provides each biller with default wording for the emails which con-
tains information not directly related to the Tax Kiosk process. We have taken Invoice Cloud's
default templates for the two common email types and reworded them to provide an email template
that will correspond with the Avitar Tax Collect Internet Kiosk.

Payment Transaction Receipt

Thank you for your payment to **BillerDBA**.

Y our payment has been successfully processed and your tax invoice will be updated once your pay-
ment has been approved and received by the tax collector. This generally takes three to four busi-
ness days, after which you can check back to review your bill at http://www.nhtaxkiosk.com to
verify that your payment has been applied.

If you have any questions regarding your account, please email us at **Biller-
CustomerServiceEmailAddress** and include your parcel identifier (i.e. map, lot, and sublot), first
name, and last name on the account.

Thank you for being a valued **BillerDBA** customer.

Please Note: To ensure delivery of account related email notifications, please add no-reply@in-
voicecloud.net to your safe senders list.

ACH Reject Notification

Y our recent eCheck/ACH transaction to **BillerDBA** was returned by your financial insti-
tution. Please note that there may be a charge added to your account balance for any transaction
that is returned/rejected by your bank.

The reject amount shown on this email has not been paid. Y our payment has not been processed
and your invoice is still unpaid.

If you made a one time payment, you should return to http://www.nhtaxkiosk.com and resubmit
your payment with the corrected payment information. The description on this email will tell you
why the payment was not processed.

If you need help making changes or have any questions regarding your account, please email us at

**BillerCustomerServiceEmailAddress** and include your parcel identifier (i.e. map, lot, and sub-
lot), first name, and last name on the account.
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Thanks for resolving this issue as quickly as possible.
**BillerDBA **

Please Note: To ensure delivery of account related email notifications, please add no-reply@in-
voicecloud.net to your safe senders list.

Downloading, Importing, and Applying Payments

If your Tax Kiosk is configured to accept online payments, you will receive a notification email
when residents pay their bills. Once payments have been made, you can log in to the Tax Kiosk
and download a payment file. The payment file allows you to batch process online payments
within your standard Tax Collect database.

The steps for downloading payments will determine on whether you are using Invoice Cloud or
another payment processor.

Remember that until you download, import, and apply online payments within your actual
Tax Collect application the outstanding balances for those invoices will not reflect any pay-
ments.

Downloading and Importing Payments from Invoice Cloud
To download your payments, begin by navigating to Utilities | Internet Kiosk | Process Pay-

ments. The Import Payments tab allows you to import payments made via the Tax Collect Internet
Kiosk. To begin, select a From Date and To Date then click Retrieve Payments.

(=) Process Tax Collect Internet Kiosk Payments @

E dit Imported Payments | Apply Papmentz |

Thig allowz pou to import papmentz made via the Tax Collect Intemet Kiosk, To begin zelect a From Date and To Date then
click Retrieve Papmentz, |f papments are found vou can click Impaort Papments o zave the data. Once pouw impaort the
payment information you will have the oppartunity ta reviews and edit the payments prior to applying them to the selected

i oices.

From: | 5/20/2014 -
To R/22/2014 -

Retreve Papments.. |

Impaort Payments. . |

Cloze |
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Once you have selected the Retrieve Payments button, available payments will display in a grid to
the left. Review the payments in the grid to verify what you are importing. Y ou can adjust the date

and select Retrieve Payments again to add or reduce the payments ready for import.Once you

have reviewed the payments, click the Import Payments button. This will import the payments,

but will not actually apply the transactions.

ﬂe} Process Tax Collect Internet Kiosk Payments

=2

Import Payments | Edit Imported Papments | Apply Payments |

Invoices,

Thiz allows you to impaort paymentz made via the Tag Collect Intemet Kiosk, To begin zelect a From Date and To Date then
click Retrieve Paymentz. If payments are found you can click Import Payments to save the data, Once pou impark the
pavment information you will have the opporturity to review and edit the payments prior bo appling them to the relected

Owne ame FID Invaicetumber -
DUKEMAN-LOWELL REVOCABLE| 000050008000000000 | 2071401019306
DUKEMAN-LOVELL REYOCABLE| 000050003000000000 | 2071 4P01 019305
DINARDI. JOE 0000290071000000005 | 2013001000108
WINCHELL, WILLIAM CRAIG | 000016004000000000 | 2011L01000407
PERRY,JOSEPH 000029001000000ED1 | 2014P01 052701 From: | 5/7 /24 =
GREELEY. BERIAN 0000290071 000000E33 | 2014P01 026503
CHESEEROUGH, JEFFREY S |000134035000000000 | 200 4P01 010707 Too | &B/23/2014 =
FREELOADER FARM, LLC 000092002000000000 | 20714P071023605 _
CHAIKA, SHARON 000057033000000000 | 2074w/ 02000051 Retrieve Papments.. |
MERRDW, DATMNA L 000035014000000000 | 2014P01042804 ™
4 » Import Payments... |

Cloze |

Downloading and Importing Payments from other Payment Processors

To download a payment file, begin by logging into your Tax Kiosk as the Tax Kiosk admin-

istrator. Once you have logged in, select the Settlement Reports link in the middle of the page.

184



TOWN OF NORTHFIELD, NEW HAMPSHIRE

Home Motices Contact Log Off Data last updated on Dec 6 2011.

Settlement Reparts

Please select the types of warrants for which vou wish to accept payment.

Some Tax Collectors request cash or bank certified payments for a period of time preceeding the Liening and Deeding process. To
achiewve this uncheck the warrant type to temporarily disable the acceptance of payments. These can be turned back on once
you're prepared to resume accepting payments,

Property Tax |:| Water/Sewer Tax
O sewer Tax [ Bettermment Tax
Gravel Tax Tirmber Tax

Use Change Tax Liens

[ Elderly Liens

Seve

Note that to log in to your Tax Kiosk as the kiosk administrator you have two options: Either press
the View/Edit Kiosk Messages link in the Kiosk Update dialog box within Tax Collect (Utilities |
Internet Kiosk | Upload Data to Kiosk | Kiosk Settings) or utilize the Tax Kiosk Admin book-
mark within your browser.

Use the two calendars to define date range of payments you wish to download. Once you have
selected your date range press the Export Payments button. To download payments for just a
single day, select the desired date on both the Begin Date and End Date calendars.

TOWN OF NORTHFIELD, NEW HAMPSHIRE

Home Motices Contact Log Off Data last updated on Dec 6 2011.

Download Payments

Beqin Date End Date

< December 2011 >||< Decernber 2011 >
Sun Mon Tue Wed Thu Fri Sat||Sun Mon Tue Wed Thu Fri Sat
27 286 29 30 1 =z 3 27 28 29 30 1 2 3
4 5 7 =] 9 10 4 5 7 g 9 10
11 12 13 14 15 16 17 || 11 12 13 14 15 16 17
15 1% 20 21 2z 23 24 || 186 19 20 21 22 23 24
25 26 Z¥ Z8 E9 30 31 || 25 26 Z¥ 28 29 30 31
1 z 3 4 5 6 7 1 2 3 4 =] a6 7

Expon Payments

Administrator
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After you select the Export Payments button, your browser will ask where you wish to save the

download file. Save the file to your desktop and select OK.

Opening DEMOMyKioskData. txt x|

You have chosen bo open

[Z] DEMOMyKinskData.txt

which is a: Text Document (1.4 KE)
From: https:/fnhtaxkiosk, com

What should Firefozx do with this file?

) Open with |Nu:utepad {default) b

(#) Save File

[ (o)1 ] [ Cancel ]

To import a payment file you have just downloaded from the Tax Kiosk, select Utilities | Internet
Kiosk | Process Payments. On the Import Payments tab, use the browse button to locate the pay-
ment file you just downloaded to your system. Once you have located the file press Import Pay-

ments to load the payments into Tax Collect.
This will import the payments, but will not actually apply the transactions.

(=} Process Tax Collect Internet Kiosk Payments @

Thiz allowz pou o import payments received via the Tax Collect Internet Kiozk. Begin by uzing the Browse button below o
identify the file pou downloaded containing pour Kiozk paymentz. Once you import the payment infarmation pou will hawve
the opportumity to review and edit the papmentz prion bo applying them to the selected invoices.

Irnipirt File:

Browse.

Import Payments. . |

Cloze |

To finalize a pending batch of transactions from an imported payment file, you must actually apply
the payments. Y ou should review and apply the pending transactions using the tools available on

the Edit Imported Payments tab and the Apply Payments tab.
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Edit Imported Payments Tab

To make sure the payments imported correctly, click Print Report button. Compare this report to
the Tax Kiosk information, making sure the total amounts match. If you need to edit a payment,
find the owner in the treeview and select the payment you wish to edit. This will display the pay-
ment information. After you view and print the report of imported payments, select the Print
Warnings button to verify any warnings. If there are warnings, print the report and locate the
invoice of the intended payment. For example, there might be a payment posted after the kiosk pay-
ment was applied and a credit will be issued.

There are three options available when editing a payment, each is associated with one of the icons.
You can hover your pointer over each icon for a tooltip until you are familiar with each icon's func-
tion. The three functions are: delete payer from the batch; assign payment to a different invoice; or
assign payment to a credit.

Delete Payer from the Batch -- This deletes the entire payment from the current batch process. For
example, if there are problems with a check and you need to remove all of those payments from the
payment batch. We recommend you print the payment report before proceeding with this selection
so you will know how the batch was originally downloaded.

Assign Payment to a Different Invoice -- This allows you to browse through a treeview and select a
different invoice for payment. For instance, the customer may incorrectly made the payment with
the wrong owner or parcel and you want to assign the payment to the correct person. Select the
payment, click the icon, find the correct invoice to which the payment should be applied, and press
Select.

Assign the Payment to a Credit -- This selection allows you to remove the application of the selec-
ted payment from the specified invoice and instead maintain the amount as a credit. Once you have
made the changes, you should print the bank report, which will show the updated information.

Apply Payments Tab

The Apply Payments tab is used to finalize the import process and post the payments to the appro-
priate invoices. The effective date on the payments applied will be reflected based upon the ori-
ginal transaction date. For example, if the payment was made through the Tax Kiosk on May 1st
and the payment wasn’t processed through the Tax Collect program until May 5th, the effective
date will be May 1st.

Note that each online payment will be assigned to an individual receipt within Tax Collect. If a tax-

payer made a single payment that was applied to two separate invoices, both of those individual
payment transactions will be on consolidated on a single receipt.
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Best Practices for Managing Online Payments

Invoice Cloud will configure, in consultation with you, the time of day at which payments made
online will be rolled up into a daily batch. Generally speaking, payments made online take 48 busi-
ness hours to clear. So, for example, payments made on Monday will appear in the town’s account
on Thursday. As such, you should generally download payment files to coincide with this lag time
so you are processing the payments in your Tax Collect system on the day on which the town actu-
ally receives the money. When doing so, Tax Collect will use the date on which the payment was
made online when calculating interest due. Generally speaking you can use the following guide,
noting however that it may be different in your particular case depending on the time of day used

to define payment batches:

Payments Made Online On Are Deposited On
Monday Thursday
Tuesday Friday
Wednesday Monday
Thursday Tuesday
Friday, Saturday, Sunday Wednesday

When downloading, importing, and applying online payments it is a good idea to process the
online payments as a separate deposit within Tax Collect as these amounts will not appear with
your regular counter work in your end of day deposit. To do so, make sure you have deposited
other counter work before you apply a batch of online payments. Then once you have applied a
batch of online payments you should create a deposit for those receipts before continuing to do nor-
mal counter payments.
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Supporting Reports for Reconciling Online Payments

The following reports should be printed at the end of each month to assist you in reconciling online
payments with the Treasurer. Y ou can compare the Invoice Cloud reports to the deposit reports
you print from Tax Collect to verify all online payments have been processed accordingly. You
should keep these reports with the rest of your monthly balancing reports you print from Tax Col-
lect.

Supporting Reports from the Invoice Cloud Biller Portal

Deposit Reconciliation

This report will be listed by settled batch date using the desired date range entered at the top of the
report. The columns break down the totals by credit card tender type. You can export this to Excel
which you can add a total line at the bottom of the excel spreadsheet.

1™ . F
JAINVOICe'_. [OLIC
ﬂ Diata Management ¥ Deposit Reconciliation
sty Virtual Tesminal ~
Start Dater | 1241201 |5 End Date: 1,305 | B Search
Qpen Epch Surmmary
Settled Batch History —
Expand All | Collapse Al | =
Deposit Reconcilistion
. . g i Da Todal Wisa kAC EFT Disc Arvies Total Cartheciiatal
EFT/ACH Reject Codes it Doty Hemis Vedume Velume Vedume Vedume Yalume Diepoats lonee
1/28/2015 4.4 3 5 34556
» l:_,',""“‘ ¥ 3 5 S0 0.0 50,08 .00 Ay RIS 3
, ._r-_:; 15115 33 000 £0.00 5000 o SR .I-_: 2015 10:51:23
TS 0
: et Tl SO0 0,00 0.8 000 150 15 Geaha00 AR
Settled Batch History

This report shows the settled batches within the last 90 days. Y ou can use the date picker to select
a desired date range. This report is broken down by payment type and batch date so you or your
Treasurer can compare this to the bank statements. Y ou can view individual transactions for a spe-
cific batch by selecting the magnifying glass. You can also download this to excel by selecting the
excel icon on the top right.
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1 v, 1 Ta
._,u} invoice._ oud

;i Data Management w

Settled Batch History L]
g Virtual Terminal -~
Open Batch Summany — —
: Start Date: 17120058 End Dusbe: \hr-Te L] Sulmiit
Settled Batch History
Depos#t Reconciliation —
|
EFT/ACH Reject Codes
Setthe Date Batgh Vobame B Lot Type Detaky
LI 005 44558 FM ST30.A0 3 Ceedit Card - !
LG5 11:50-23 AM §123.20 Fd Credit Card F
1T/ 200 5 108600 AM §1.50 1 Cendit Card P

EFT/ACH Rejects

Invoice Cloud will send you and the customer an email when there is an EFT/ACH reject.
However, you should print off the EFT/ACH reject report off the Biller portal monthly to keep for
your records. If you have an EFT/ACH reject, and you have already processed the payment in Tax
Collect, you will need to delete the receipt and add a returned check penalty if you wish to do so. If
Invoice Cloud has already deposited this money into the Town bank account, you might see a with-
drawal from that Town account for that amount.

Supporting Reports from Tax Collect

Tax Collect Internet Kiosk Report

Y ou can generate this report each time you import a batch of payments from the tax kiosk. This
will list the invoices to be paid and how much the payment was for. There will be a total on the last
page which you can verify your total payments received. This report is only available after you
import a batch of payments and before you apply the payments. So make sure you print this after
you import the payments and keep for your records.

TOWN OF OSSIPEE NEW
Tax Collect Internet Kiosk Report
Eequested by avitadmin = 01292015

Payer: JOHN R WEISMANTEL ACH  CantID: 340858
Imvoice Billed'Current Owasr Amount Due Payment Daie Paymaemt Balance
CREDIT Aspocizted withy 00007 (CS00T Q00000 000 IVEN S3000 -5 370,00
Billed Te: WEISKRLANWTEL. JEDN R 000078 Q0001 00000
Curent
JOHN R WEISAMANTEL Ievoices: 1 5 370L00
Deposit Report

It is recommended that you create a separate deposit for online payments. This will make recon-
ciling just the online payments easier. Page one of the deposit report is a summary of all money col-
lected. At the bottom of page one you will see a summary of electronic payments. Y ou can use that
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total to compare with the reports from Invoice Cloud. After you create a deposit for online pay-
ments, print an extra copy and keep it in a folder so you can refer to them if needed.

Summary of Electronic Paymenis

T Dwarription Commt Total
EFTIACH ACH Chwk 35 51584347
Tetal ofElectromic Fayments 15 LE1E 01T |Subrepaort:c

Utilizing Your Invoice Cloud Biller Portal

Y ou will receive emails from your Tax Kiosk notifying you when taxpayers make online
payments. You should also receive daily emails with end of day reports which you and your book-
keeper/treasurer can use to balance the electronic transfers you receive in the account you have des-
ignated for Invoice Cloud to deposit payments. In the event you need to research any individual
payments or manage chargebacks or ACH reversals consult your Invoice Cloud Biller Portal doc-
umentation for further assistance.
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Update Instructions

This update should be run on each workstation on which you use the Avitar system. If your town
has a separate server computer on which the system's data is maintained but the client application is
not installed (i.e. you don't sit down at the server to view or edit data) then you do not need to run
this update on your server machine. However, be sure to update every machine from which you
view or edit data.

As this update may register new components with your computer's Windows operating system,
you may need to be logged in as an administrator if your town's network security settings pre-
vent some users from being able to install and/or update applications.

View the latest Update Notes.
Downloading the Update

Software updates are available for download to supported users. You may be asked to enter your
email address in order to complete the download. The number of downloads may be limited for a
single user so if you have multiple workstations on which you need to run the update you should
download the update once to a shared network resource and run the update from there. If you are
unable to access the update file contact Avitar Software Support directly for assistance.

1. Open the email from Avitar containing the update information.

2. Select the"Download Update..." button within the email.

3. This will direct you to a new page where you will be asked to enter the email address Avitar
has on file.

4. Select the "Download File" button in the middle of the screen. A window will open asking
if you wish to Run or Save the file. Select Save File and save the file to your Desktop. If you
don't have the option to save the file to your Desktop, the file might save to the Downloads
folder within your computer. This is usually "C:\Users\{ Y our User Name}\Downloads".
This will create a file called " AvitarSoftwareTypeUpdateVersionNumber.exe"
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# File Download \+

| ‘ Avitar Associates of New England, Inc.

[E=3 Eel X1

Municipal Services Company

Installation/update for Tax Collect 6.8.5

[

TaxCollectSetup685.exe (42 MB)

Download File

View Online

If you're having trouble downloading and saving your file, help for the browser you're using can
be found here:

Internet Explorer

Mozilla Firefox

Google Chrome

If, for security reasons, your mail client or web browser prevents you from downloading an execut-
able or strips away the ".EXE" extension when it does, you can download the same file com-
pressed as a ".ZIP" file using this link. Follow the set of instructions below on downloading the
update as a ".ZIP" file:

1.
. Select the"Download As Zip File..." button within the email.
. This will direct you to a new page where you will be asked to enter the email address Avitar

Open the email from Avitar containing the update information.

has on file.

Select the "Download File" button in the middle of the screen. A window will open asking
if you wish to Run or Save the file. Select Save File and save the file to your Desktop. If you
don't have the option to save the file to your Desktop, the file might save to the Downloads
folder within your computer. This is usually "C:\Users\{ Y our User Name}\Downloads".
This will create a file called "AvitarSoftwareTypeUpdateVersionNumber.zip"

Once the update has finished downloading, you will need to unzip the file before you can
run it.
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http://windows.microsoft.com/en-us/internet-explorer/download-files#ie=ie-11
https://support.mozilla.org/en-US/kb/find-and-manage-downloaded-files?esab=a&s=download+files&r=0&as=s
https://support.google.com/chrome/answer/95759?hl=en

Running the Update

Locate and double click on the file you downloaded on your desktop or within the Downloads
folder (C:\Users\{ Y our User Name}\Downloads) on your computer.

Select the Next button.

15 Avitar Collect - InstallShield Wizard [
Welcome to the InstallShield Wizard for
Avitar Collect

The InstallShield(R) Wizard will install Avitar Collect on your
computer. To continue, dick Mext.

WARNING: This program is protected by copyright law and
international treaties.

« Badk [ oMext> | [ Cancel ]

The next step displays the default install directory. If the default install location (C:\Program Files
(x86)\Civicware) is not where your current Civicware folder is located, you can select the Change

button and choose a new install directory. Once you've verified the install directory, select Next.

15 Avitar Collect - InstallShield Wizard [==3a)

Destination Folder
Click Mext to install to this folder, or dick Change to install to a different folder.

G Install Avitar Collect to:
C:\Program Files (x86)\CivicWare!,
Installshield
< Back ]| Mext> | [ Cancel
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The install is ready to begin. You may select the Back button to review or change your installation

settings. Once you're ready to begin the installation, select the Install button.

12! Avitar Collect - InstallShield Wizard (=22

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Badk. Click Cancel to
exit the wizard.

InstallShield

[ < Back ][ Install ] [ Cancel

Once the install has completed, select the Finish button.

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed Avitar
Collect. Click Finish to exit the wizard.

1) Avitar Collect - InstallShield Wizard 23]

< Back Cancel
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