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About this Courseware

This courseware assumes students understand the basics of using a Windows-
based computer, and are comfortable using the keyboard and mouse. Students
should also be comfortable navigating the file structure of their computer in order
to create and manage files and folders. Understanding of and experience with
printing and using a Web browser is also encouraged.

This courseware is not exhaustive in covering every possible scenario or area of the
application. Its intent is to showcase key areas and procedures that are covered in
more detail in the software manual, and it has been designed as a reasonable
outline of the information and order followed during your training on the software.

BS&A's applications are designed to anticipate every need of your department. As
not all municipalities have identical procedures, some aspects of this courseware
may not be necessary, while some of your training might involve scenarios not
covered by this courseware. Training is tailored to the individual municipality.

Customers and potential customers have unlimited access to our Tech Support
department; feel free to contact them at any time with questions.
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Section 1: User Setup and Database Groups

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Establish user and password security

o Add users

o Restrict access to departments and funds
o Setup Shared Database Groups

o Set up Pervasive version links



Lesson 1.1: Security Settings

Four basic security settings are available: Disallow Login to Miscellaneous Receivables; No
Access (Read-Only); Full Administrator Access; Custom (Limited) Access.

File View Navigaton DataEntry User: JACK

L.—l_ (O Disallow Login to Miscellaneous Recelvables

No Access (Read - Only)

Full Administrator Access

Custom Access ForMiscellaneous Receivables

Adjustment Security | Delete Adjustments
Building Dept. Task Security Journalize Adjustments
Customer Security Post to General Ledger

23127

Database Run Set Fields Utility
Help Menu Void Adjustments
Invoice Security

Invoice Setup Security

Misc. Secunity

Program Setup

Receipt Security

Recurring Invoice Security

Reporting

Copy Security Settings from an existing User.

BSSA Message Center
Close

iBoate -03/15/2013 | 1, 88 101 @

1.1: Security Settings CLOSE X

Disallow Login

Users are initially set to this access when first added (or imported, if using Active Directory
users) so that, as an example, access to Payroll is not accidentally given while creating a
user for Tax.

No Access (Read-Only)

The user can open the program and look around, but cannot edit any data. This is rarely
used, as No Access (Read-Only) users cannot even print a report of the data they are
viewing on the screen.

Section 1: User Setup and Database Groups
2 Miscellaneous Receivables



Full Administrator Access

The user will have lookup/edit access to all areas of the current application (a spreadsheet
of security settings is available; your trainer will address this, or you may contact Tech
Support). These settings are to the BS&A application only. Jack can be set as a Full
Administrator Access user in AP, but have custom access set in GL. For full Administrator
rights over all BS&A .NET applications, an additional security level exists for Enterprise
Administrator.

Enterprise Administrators have the highest security level in the program and have rights to
perform tasks that affect both users and user groups in all shared BS&A applications. For
example, if Jack should have admin rights in Tax, but restricted rights in GL, do not check
this box. If checked, Jack will have admin rights in GL as well. Enterprise Administrators
have the rights to add or delete any other user (including an Enterprise user). A user must
be marked as "Enterprise" in order to access the Shared Program Folder.

Custom (Limited) Access

Custom access is separated into categories, which are then separated into security options.
If a number of users will have the same custom access, you can either copy settings from
another user, or set up a User Group (see page 14). If a custom-access user attempts an
operation for which he is restricted, the program will pop up a message; for example:

Security Error >
Ie-l Error:
"W Yoy do not have security access to the users setup.
* * * * qecurity Reference * * * ¥

Category: Program Setup
Item: User Setup

Close

Section 1: User Setup and Database Groups
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Lesson 1.2: Password Security

This is an entirely optional feature that allows an Enterprise Admin user to set
requirements on individual users' passwords.

1. Go to Program Setup>Administration>Password Security.

The Verify Passwords Against Active Directory... setting should only be used under
the direction of I.T. Support. If checked, it will change everyone's password (if already
set up) in every BS&A program.

2. Check the Use Password Requirements box.

3. Select your options.

Regarding the other two settings appearing at the top of the screen:

o BSA Users May Only be Imported from Active Directory. If checked, the ability to
manually add users is eliminated. Users can only be added by importing them from
Active Directory.

o Only Enterprise Admins May Add New Users. If unchecked, users set up with
either Full Administrator Access or with Custom Access to the User setup screen will
be able to add users.

Section 1: User Setup and Database Groups
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Lesson 1.3: Adding Users

Option 1: Manually Add a User

1. Go to Program Setup>Administration>Users.

Click [ @] A

and enter the User Name.

(Optional) Enter the full Name, the user's Email, and any fields' in the Other
Information pane.

File View Navigation DataEntry Tasks Reports Utiities BSSA Appliicaions Heb
- _rUsers gl
 — SN [E S g)ad G)Deete | At | [P Toos + | il View User GroupReport New User [?jﬂ
. User Name:  JSMITH i
Name:  JIM SMITH
o EMal: )SMITH@EMALL.COM User Setup Lists...
X e () Ueer Feld 1 = ||
. Division: (#) User Fieid 2 ) ‘
- Office: EJ | | EnterpriseAdministrator HELP
Phone: () . Ext:
Phone2: () - I
-
{ Change Password... [ l Auto Login... \ Security Settings... |
|  SetAcive  Datsbase.. |
‘L View changes... | Discard Changes | JT‘
= i
BSBA Message Center

L) Reminders (0) 4 o

Lesson 1.3: Adding Users CLOSE X

4. If applicable, click Set Active [application name] Database.

5. Once you have all of your users entered, you may (optionally) set passwords (see
page 10) and set up either individual security or group security (see page 14).

'With the exception of Enterprise Administrator; please contact BS&A I.T. Support for assistance.

Section 1: User Setup and Database Groups
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Option 2: Import Users from Active Directory

Go to Program Setup>Administration>Users.
&Tﬁols -

Click
(Optional) Set a Default Password.

>Import Users from Active Directory.

(Optional) Set a Username, Name, and/or Email filter to reduce the amount of names
to select from.

Move the items from the left column to the right column.
Click Create New Users, then Ok.

View Navigaton DataEntry Tasks Reports Utiities BSSA Applicaions Help

Users &
el s J o N [F 8 gladd g)Deete | lgdAudt | {3 Tools + | il View User Group Report User 100f 14|
A
~
. Import Users From Active Directory ]
o Default Password for new User Accounts: ) (Leave empty for no password)
Active Directory Users (Not in BSRA Database) Users to Create and add to Database
User Name Name = EMad - ;',b,tjggumiuam, E-Mail
. J0ufio Jessica Dufic (, % Jhafner Jason Hafner
fnaifman Jenny Halfman <
- Jhowe JeffHowe
jiohnson Jeff Johnson
Matona Josh Katona
Xen Justin Klen
- JXohagen Jason Kohagen
JLatuszek Jeremy Latuszek
» »
|
| Create New Users [ close

BSBA Message Center

Discard Changes
L)\ Reminders (0) L9

Lesson 1.3: Adding Users

CLOSE X

Locate one of the users you just imported.

(Optional) Enter or verify the user's Email, and fill out any fields (see footnote) in the
Other Information pane.

If applicable, click Set Active [application name] Database.

Once you have all of your users entered, you may (optionally) set passwords (see
page 10) OR activate auto login (see page 12), and set up either individual security or
group security (see page 14).

Section 1: User Setup and Database Groups
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Lesson 1.4: Set Up Passwords

Follow these instructions if you will be setting up passwords in the BS&A programs as
opposed to using Active Directory Auto Login (see page 12).

1. Go to Program Setup>Administration>Users and locate the user.
2. Click Change Password.

3. Type the password (may be subject to some type of password security; see page 5) in
New Password and Confirm New Password.

4. Click Save Password.

Repeat for additional users.

Section 1: User Setup and Database Groups
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Lesson 1.5: Active Directory Auto Login

This is an entirely optional feature that allows an Enterprise Admin user to tell the
programs to bypass the step of users having to enter a user name and password, provided
the user name matches the user name set up in Active Directory.

1. Go to Program Setup>Administration>Active Directory Auto Login.

2. Select Use Auto Login Feature.

3. Check the Require Active Directory box and enter your Domain Name. Please contact
I.T. Support for assistance with the When Auto Login Fails... setting.
At this point, the use of Auto Login is enabled, but users still have to optin. This can
be done through the Users setup screen, or users may do it themselves on their My
Settings screen.

Section 1: User Setup and Database Groups
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Lesson 1.6: Set User or User Group Security

Setup of User/User Group security is not necessary on Enterprise Admins.

Set Individual User Security

This may not be necessary if the individual user will be part of a User Group. If, however,
the user is part of a group but will have additional individual security, setup here is
necessary.

1. Go to Program Setup>Administration>Users and locate the user.

2. Click Security Settings and set security for the current user. If "Custom Access," go to
each Category to receive its security options and check the appropriate boxes to the
right.

Click Close to return to the Users screen.

Repeat for additional users.

Copy Individual User Security Settings (Optional)

Copying a user's custom security settings is helpful when adding additional users that will
have much of the same security. For example, Cash Receipting .NET has well over 50
individual security options per user. Setting these options once and copying to multiple
users is a faster way to get users up and running. If individual users will be part of a User
Group, this may not be necessary.

Go to Program Setup>Administration>Users and locate the user to copy to.
Click Security Settings.
Select Custom Access.

Click Copy Security Settings from an existing User.

v b=

Select whether to search by Name or User Name, enter the criteria, and click Ok. If an
exact match isn't found, a list of results will appear; double-click the appropriate user
name to copy from.

Section 1: User Setup and Database Groups
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Set User Group Security

10.
11.

Go to Program Setup>Administration.

Add or import users but do not go into the Security Settings screen.

Click Close to exit the Users screen; you will be on the Administration tab of Program
Setup.

Click User Groups.
Click &A%

and enter the Group Name.

Enter the Primary Contact and his/her Email. The Primary Contact is typically the one
responsible for determining access rights.

Click Security Settings.

Set security for the current group. If Custom Access, go to each Category to receive its
security options and check the appropriate boxes to the right.

Click Close to return to the Groups screen.
Move the items from the left column to the right column.

If one or more of this user group should have elevated security, return to the Users
screen to set it up (see above).

Section 1: User Setup and Database Groups
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Lesson 1.7: Printing a User Security Settings Report

Go to Reports>Other Reports and select User Security Settings Report.
Click Report Options.

Select whether or not to Show User Settings for All Applications.

P w N -

Select whether to Display Settings for All Users (and set its optional filters) or to
Display Settings for Specified User (and select the user).

Click Ok.

Select the (print) Destination and click Run Report.

Fle View Navigation DataEntry Tasks Reports Utiities BS8A Appiicaions Heb
Q-
D | Users— —=
Add, edit, and delete users in the system along with configuring ther security settings. |
L Database Setyp | 2 Program Setwngs | Jo My Setwioge [ 3. Adminstration |
Run Reports w

User Manag| - 3 - =

- Add Report Delete Report | Edit | 3 Rename [ Audit Tools ~ =
U - - = = User Labels... ] { User Setup Lists...
Active Direct

. Category:  [Other Resorts ~

Misc

Name; IJsey Security Settings Report L] [ Report Options...
- Shared Pro|)
« . [~
Link to othd| Destination: -
Number of Copies: 1 _Margins/Fonts...
— - Current Printer:  \\malone\SAVING228 [ rinter Settings... |
[] Show Sample Reports ligww,oﬁ ] | :’?ie I
BSBA Message Canter
Lesson 1.5: Printing a User Security Settings Report CLOSE X

Section 1: User Setup and Database Groups
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Lesson 1.8: Program Update Security

Program Update Security is designed for network environments with Windows Restricted
Users. This option lets you add a specific Windows user name and password which will be
used when a restricted user attempts to execute an update.

1. Go to Program Setup>Administration>Program Update Security.
Check the Allow Users to Run BS&A Program Updates with Elevated Privileges box.

Enter the Domain, User Name, and Password. This is the "Windows" user
name/password.

- * ~ DB:Demo Group: DEMO  Version: 09/07/2012
Fle Vew Navigston DataBniry Tasks Reports BSSA Appications Help

— Program Update Security...
Allow users to run BSA program updates with admin level access, without granting permanent admin access.

i Daubasé Qluu ' L ngrim Settings | 3. My Sm'.mgs li‘ Administration .

User Managem
{ E: Program Update Security Settings - “

Labels... ‘ l User Setup Lists...

[ V] Allow users to run BSA program updates with elevated privileges  HELR
— Domain:  DEMO
e — —
Edit Password
HELD
- i —
View changes... Discard Changes| [  Close
— o — l

BSSA Message Center

Posting Date -09/26/2012 £ Q@

1.7: Program Update Security

CLOSE X

Section 1: User Setup and Database Groups
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Lesson 1.9: Attaching Your Database to a Group

To recap the "Basics" courseware that accompanies this one, Shared Database Groups
minimize your database management by linking your BS&A .NET databases. A group only
needs to be added in one BS&A application, and is then available in others for you to attach
the appropriate databases.

1. Go to Program Setup>Administration>Shared DB Settings.
Verify Current Database is displaying your currently active (working) database.

3. Verify Database Group Name is displaying the correct group. Show Only Applications
that Miscellaneous Receivables Can Interact With is checked by default, displaying
only those (installed) BS&A .NET applications that link with Miscellaneous
Receivables. Verify the database names listed there as well.

4. Click Set Shared Database Group to Use Current Database, then Yes.

—e—

b—-_‘ User: BSAT DB:Demo Group: None  Version: 09/07/2012

Fle  View  Nawgabon  Data Entry ,—Taske — Oamecte  OCOA Ammbeamama — ba;
Shared Database Group Management

Active Shared Database Group

Current Database: Demo
Database Group Name: [DEMO ~] [ Add | [ Rename Delete
Set Shared Database Group To Use Current Database
BS8A Software Applications
/| Show only applications that can interact with. Backup Entire Group... ‘ Advanced...
= —
Set Database ——— p— [=5=) &
|

9 Set Shared Database Grq:f 'DEMO' to use database 'Demo’?
[=veni N

— — —

Fixed Assets (local)\BSA Demo bsauser tabase
General Ledger focal)BSA Demo bsauser

Inventory Management

Miscelaneous Receivables (local)\BSA Demo bsauser
Demo bsauser

Payroll (locad) \BSA

Discard Changes

1.9: Attaching Your Database to a Group CLOSE X

Click Close.

6. You are prompted that any other currently-open BS&A .NET applications will need to
be closed and restarted for the change to take effect; click Ok. All users that have
affected BS&A .NET applications open will need to exit and restart.

Section 1: User Setup and Database Groups
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Lesson 1.10: Pervasive System Links

This enables Miscellaneous Receivables to add customers from the Pervasive version of
Assessing or Tax. You may link to a Pervasive database or to a .NET database, but not to
both; if warned, you will need to remove your database from the group.

Mavigation DataEntry Tasks Reports Utiities BS&A Applications  Help
Pervasive System Links...
Setup alink to the Pervasive Tax and Assessing Systems. g'_'.
BB Customer
#w Invoices
— 2 Recepts 1 Database Setup | 2. Program Settings | 3. My Settings ri. Mmirusuationl
[ Tables: Customers
73 Program Setup
Quick Search Pervasive System Links
Customaer ID L3
ProparTy Adcrss F
ok Number L
1| Link to PervasiveAssessing System
Audit Trail... h Discard Changes | | Close
by ESAA SOFTwaRe
BSBA Message Center
Posting Date -03/15/2013 | ¢, 88 0] @
1.9: Pervasive System Links CLOSE X

Section 1: User Setup and Database Groups
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Section 2: Program Settings

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Set general program settings

o Set up your Customer ID generation

o Enter your Return Address

o SetupACH

o Setup email settings

o Set up Cash Receipting and Accounts Payable options

o Set up Property App options (controlling customer data
updates)



Lesson 2.1: General Settings

There will be a discussion of General Settings as they relate to your municipality. Of note
are items 1-6.

S GeneraiSettings

(V] Force Caps in Tet  [V/| Validate Addresses (City/State/Zip) {l;e Range Validation... ]
| 7 ¥ p [ | 5
— Rz V| Flash "Post Date” button If date has changed [ ] Do not display Journal Status icon in Status Bar
Setup gen Automatically fill current Customer number into Search Form
=== 1 -
L Databd
— W Frst: 30 Second: 60 Third: 90 Fourth: 120
Gener
1 > _Z?Pm \ 3 Adjustmegt/Receipt | 4, Begaity | & N tion I
' fz“,s 450t 5 x1 6 )|
c ptio [nvo e ati 5. Email Settings...
, i = O y | =
s \ || | [NextPenaity Invoce =: [ [¥] Allow quick entering of invoices
7 | Auto-Generate Noa-Penalty || Require user to enter Batch Number
a Linked) | I Invoice Numbers
|5 Auto load current customer recard
- Next Invoice #: 1686 I when creating new invoice
i
[ ol tions
— Next Recurring Invoice #: 4 71 Capy Invoice Date to Post Date
= during Invoice Entry
| Use 2-digityr prafix on Invoice
- kil Y || Aliow Post Date to precede Invoice Date
1 Use 2-digityr prefix on <
L] Recurring Invoice = ] Pr:mpk for Invoice address if Cust. address
= is blank
] Use bypiienin yaor prafix _ Usefollowing default teme
when creating invoice
10 i Detault Terms:
V| Use default report when printing 30 J
| _-J Usefollowing default First Item Code
when creating invoice
Travel through folovang fislds:
|} Terms | Batch = ."
= [Cro Penalty Info. Button
A 2 R S == Save biling address with Invoice v
MR J' E
% BIs soATE.
BSSA Message Center L Audit Trail... ‘ Discard Changes 7 Close \ 1|
Posting Date - 04/02/2013 | 1, 88 D10 @

2.1: General Settings CLOSE X

(1) Aging Days. Aging determines the Dunning Notice that will print on customer
statements (see page 58).

(2) GL Tab. Settings that affect how MR creates journal entries and posts to General
Ledger.

(3) Invoice Tab. Settings that affect numbering, creation options (such as use of default
terms, allowing quick entry), and miscellaneous options (such as a default printout and how
your cursor travels through invoice fields).

(4) Adjustment/Receipt Tab. Lets you set the next adjustment and receipt numbers, and

specify receipt behavior, such as required entry and default printout.

Section 2: Program Settings
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(5) Penalty Tab. Lets you select how penalties are handled in your program: by creating a
separate penalty invoice or adding a penalty line item to the existing invoice.

(6) Notification Tab. Lets you define scrolling notifications to appear at the top of the
customer information screens.

Section 2: Program Settings
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Lesson 2.2: Customer ID

Q-

Fle View MNavigation DataBntry Tasks Reports Utiilies BS8A Applcations Heb

Customer ID..

Setup the Customer ID formats here.

General Settings

[ UserField Lab

3327

Linked Applica

[ GL Number Forj

1TDmbasz s:m;;r;. Program Settings | 3 My Settings | 3. Administration

[ General Settn{ Customer 1D

etur Address... ] |

Emall Settings...

MR

% Tes AN

Parcel-Based System

Customer ID Format:  AAAAAAAAAAAAAAAA =43
Alternate Customer ID Format:
Next Customer =: 1
Parcel Number Format: h

Audit Trail.. | View changes... | Discard Changes [

Close J

erty App. Options... J

|

BSSA Message Center

2.2: Customer ID

Posting Date - 04/04/2013

LA @

CLOSE X

If your customers will be added from Assessing or Tax, your Miscellaneous Receivables
database must be linked with one of the databases. Even if you are linked with Assessing or
Tax, you are not required to add customers strictly from that program.

o Ifyou are using the Pervasive version of Assessing or Tax, please see page 23 to make
sureyou are properly linked.

o Ifyou are using the .NET version of Assessing or Tax, please see page 21 to make
sure your databases are in the same Shared Database Group.

Miscellaneous Receivables
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Parcel-Based System. If checked, the Add Customer dialog has its Customer ID is a Parcel
Number setting enabled by default, and provides a button for lookup in the linked
program (1). Additionally, the Customer is Parcel-Based setting on the Customer screen's
Parcel Info tab will be checked automatically, enabling the customer to be included in the
export to Tax of delinquent invoices. If unchecked, the Add Customer dialog appears
similar to (2). After adding the customer, you will need to check the Customer is Parcel-
Based box on the Customer screen's Parcel Info tab (if necessary, for inclusion in the

export to Tax).

Add Custormer

[] Use next available Customer ID

Customer ID is a parcel number

o Add Customer

[] Use next available Customer ID

[] Customer ID is a parcel number

Pt

Customer ID:

;'@' Customer ID: |

Cancel

Cancel

Customer ID Format. If you will generally be adding customers from Assessing or Tax, it is
recommended you set this format up to match the parcel number format from that linked
program.

Alternate Customer ID Format. Used to store an alternate format. If parcel-based, this
should be your alternate parcel number format. When adding customers, up and down
arrows - = - are provided in the Customer ID field of the Add Customer dialog to enable
you to switch between formats.

Next Customer Number. Ignored when adding customers from Assessing or Tax. The
number entered here increases automatically each time you add a customer and elect to
use the next number.

Parcel Number Format. The format you enter here populates the Parcel Number field on
the Customer Screen's Parcel Info tab. When adding a customer from Assessing or Tax, the
Customer ID field will use the parcel number from that program, and the Parcel Number
field on the Parcel Info tab will automatically fill out.

Section 2: Program Settings
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Lesson 2.3: ACH Settings

This area must be set up properly in order to successfully send prenotes and regular
transactions. A prenote is a non-dollar transaction sent through the ACH network for the
purpose of verifying the accuracy of the account data, and is required before processing
ACH payments.

e e e e e
File WView Mavigation DataEntry Tasks Reports Ubiiies  BSGA Applcations  Help
|
— | [ Acsed ACH Settings i
Setup the f |
Bt Customer B r y
| Tnvoices
;[ Lowany voursaricriane: [
[ Tables: Customers 1 = e - S
[75] Program Setup Generd | Barks : ¥
[ of | s - = | S | Email Settings...
s —l ™ |
= uge
7 J Municipality Account Number: (Immediate Orign)
i Link
Driginating DFI 1D: (Optional)
| sy | Create offsetting entry for debits and credits (Bnade andy i raquired by hank) |' LE... Property App. Options...
(Cotonal)
rat “
MName:
1D Number;
Entry Description:
Reference Code:
E " Discard Changes Close
{4 - |
B5&A Message Center
Posting Date - 04/05/2012 | &, 88 A0 @

2.3: ACH Settings CLOSE X

Most fields are self-explanatory and/or assigned by your bank.

Bank's Routing Number. A valid routing number is required.

Originating DFI ID. If required (rarely), fill out this field. This will be used instead of the ID
Number (entered below) as the ACH origin.

Create Offsetting Entry for Debits and Credits. If required by the bank, check this box.
This offsets the ACH credits posted to your customers' accounts.

Municipality Bank Account Number. If the Create offsetting... box is checked, enter the
bank account number here.

Section 2: Program Settings
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Lesson 2.4: Return Address

The Unit Name appears on several reports and printouts. Depending on the report, the
address may appear as well.

| Z Miscellaneous Receivables User: BSAT DB;Demo _Group: DEMO _ Version: 04/01/2013
] Fie View Navigation DataEntry Tasks Reports Utiiies BS3A Agplcations  Help

Setup your unit’s return address and contact information,

L Database Setup [ Retum Address o Ge———

O .o

General Settings

) o
| General Sextf | Address 1: 14365 ABBEY LANE Email Sextings... ]
23 |
23 | User Field Lal Address 2: BATH, MI 48208
F7
Address 3:
i Linked Applica J bz
- Address 4:
| GL Number Fof| rt of Accounts... Property App. Options..

Phone: (517) 641-8900

Fax: (517) 641-8960

Fed ID: 381111111

Audit Trail...

Lesson 2.4: Return Address

SOFTWARE
BSSA Message Center IS MR Courseware - Section 2: Program Settings

2.4: Return Address CLOSE X
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Lesson 2.5: Email Settings

Email Settings manages how emails are sent from your BS&A application, and should be
set up by your network administrator. Email Service, an optional feature located at the
bottom of this dialog, can assist in the emailing of various items. Email Service manages a
queue of emails, allowing users to batch-send.

Email Setup Dislog s M SR

— P T—
e pore ..

~{&5| Invoices UseMAPT  More Info...

g T.I: T Use SMTP  More Info...
Program Setup e ——

Quick Search Mail Server: Pert 5 Enable 551 |

Don't have an available email server?

Gstomer FromMame: BSA MR SYSTEM From Address: b |
Jwrer's Kame
Property Address (@) Use Default SMTP Credentials

Specify SMTP Credentials User Name: Password:

App. Options...

" Use BSA Email Service ‘

Emad Service Location (Server): me Serwice U Dzter.  nfa

Remove all dstabase connections...

Audit Trail...

Discard Changes Close
|

2.5: Email Settings CLOSE X
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Lesson 2.6: Cash Receipting Options

If you are using Cash Receipting to process Miscellaneous Receivables payments, be sure to
set these options correctly. Receipt information will be automatically transferred from Cash
Receipting to Miscellaneous Receivables (requires your databases to be linked). Cash
receipting applications other than BS&A's are not affected by these options.

Cash Receipting Options... c
Setup the options used when Cash Receipting payments are imported. .g.‘-'

L. Database Setup ] 2, Program Settings | 1 My Semngs | 4. Administration |

Se!

| General —_— Return Address... ] I Email Settings...
The following options are used when the BS8A Cash Recepting System

passes to the R bles System,

| User Fid

Linked Itis only appicable to the BS8A Cash Receipting interface. Other cash
receipting system options are handled during the payment import process.

L GLN“"‘T" Chart of Accounts... | [ Property App. Options...

V| Allow Under Payments h

7] Import Cash Receipting Batch Numbers

Audit Trail... Discard Changes | | Close

MR

by BE3L ST

BSSA Message Center

Posting Date -04/12/2013 1, 88 A 10] @

2.6: Cash Receipting Options CLOSE X
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Lesson 2.7: Accounts Payable Options

If you are using Accounts Payable to process check requests from Miscellaneous
Receivables, be sure to select the correct Liability Account (requires your databases to be
linked). Accounts payable applications other than BS&A's are not affected by this account.

BB customer

s Invoices

= Receipts
] Tables: Customers
[5= Program Setup

Quick Search

1 Database Setup [2. Program Settings | 3, My Settings | 3. Administration |

by SS3A SOFTARAK

BSSA Message Center

2.7: Accounts Payable Options

Accounts Payable Options... =
Setup the options used when AP Check Requests are sent, lg'_'.

General Settings

r MG Al Al Retun Address.. | [ Email Settings... |

Liability Account for Equali
5

y ACCoum

Enter a liablity account here to be used when creating refund check requests
through the Equalizer AP System

it of Accounts... ] [ Property App. Options... |

Liability Account:  273.000h____ [#]

Audit Trail... View changes... [Discard Changes Close

Posting Date - 04/12/2013 1, 88 AA10] @

CLOSE X

40
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Lesson 2.8: Property App Options

You may add customers directly from Assessing or Tax, using either the Pervasive version
or the .NET version:

o Ifyou are using the Pervasive version of Assessing or Tax, please see page 23 to make
sureyou are properly linked.

o Ifyou are using the .NET version of Assessing or Tax, please see page 21 to make
sure your databases are in the same Shared Database Group.

Items that are checked will be automatically updated with changes made in the linked
property application, unless individual customers have been marked to be excluded from
those updates (see page 67).

Property App. Optons—. -

Setup the options used when linked to the Assessing/Tax system, 2=

1 Database Setup [L Program Settings | 3. My Settings | 4. Administration

General Setti
= [ Eénera?‘!‘ il e i Oph'ons —— Address... ] " .Emmlisalma;... ]
s [md Link options { Both Pervasive and .NET )
: m [7] Update owner address

Address to read: [Read Owner Adcress ~|

| GLnumbd  Bof Accounts... ][ Property App. Options... |

[#] Update property address

Update legal description Q

You are currently inked to both the Assessing .NET and Tax NET systems.
Due to this, the Assesing ,NET ink will be given pricrity when reading names,
addresses, and legal nformaton

Audit Trail... J View changes.. | Discard Changes Close

R—

MR

S

BSSA Message Center

Posting Date - 04/05/2013 | 1, 88 £\ (0]

Q

2.8: Property App Options CLOSE X
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Section 3: Database Setup

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Setup customer types

o Set up services, payment terms, penalty charges, and
billing items and see how they work together

o Set up banks

o Set up dunning notices



Lesson 3.1: Customer Types

Customer Types group different customers together to assist in reporting. Reports can be
sorted or printed by customer type, rather than for all customers.

T e e T T e

N CustomerTvpes. -

r =
B Customer Edit Customer Type List oS <
| Invoices
=] Receipts @) Add @) Delete | |l Audit
B Tables: Customers Customer Type list
=) Program Sewp I ——————————
| Customer Type | Description :
Qllld(Sﬂvd| . BUS BUSINESS |>.‘ } r Payment Terms... |
i Gov GOVERNMENTAL (>
7 RES RESIDENT >
- (<)

<double-click or begin typing here to add a new item.>

Discard Changes | |  Close

by BSEA SOFTWARE

BSBA Message Center

Posting Date - 04/12/2013 | 1, 88 AA10] @

3.1: Customer Types CLOSE X
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Lesson 3.2: Services

Service codes are selected when setting up Billing Items (see page 54). Invoice-based
reports can be sorted or printed by Service Code, rather than by selecting individual billing
items.

iscellancous Receivables User: BSAT DB: Demo Group: DEMO Version: 04/15/2013 DEIEEE)
Fle View Nawgaton DataEntry Tasks Reports Utlites BS&A Appications Help

| Description |
BSA AUXILIARY DEPARTMENT [ ,‘ L Payment Terms... |
PAYMENT IN LIEL OF TAXES (]
SNOW PLOWING
RAIL TRAIL
RECREATION FEES
REZONING REQUEST
COLOR TRASH BAGS
WATER WASTEWATER
HANGAR RENTAL
CODE ENFORCEMENTS

<double-click or begin typing here to add a new item.>

Discard Changes | |  Close
oo

B SRR SOFTWAML

BSSA Message Center
Posting Date -04/17/2013 1, 88 A 10] @
o KA ‘_v-/‘\
3.2: Services CLOSE X
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Lesson 3.3: Payment Terms

Payment terms are selected when setting up customer invoice options (see page 74). If you
select a default payment term for a customer, all invoices created for that customer apply

that default payment term, saving you a data entry step.

By BSEA SOFTWARE

BSSA Message Center

3.3: Payment Terms

Za Miscellanecus Receivables User: BSAT Demo  Group: DEMO  Version: 04/15/2013 = )
View Navigation DataEnbry Tasks Reports Utiiies BSSA Appications  Help
Application views | ACL D =
f -
Edit Payment Term List ﬂ <
B @l Add @] Delete | |l Audit
A Tables: Invoices Payment Term list
= &0 DUE IN 60 DAYS & [x } | paymentTerms.. |
Fe 0 DUE IN 30 DAYS 0 [/
P <double-dick or begin typing here to add 3 new item.>
Fa

View changes... | Discard Changes Close

Posting Date - 04/17/2013 | 1\ 88 A 10] @
. Wi i
CLOSE X
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Lesson 3.4: Penalty Charges

Penalty charges are selected when setting up Billing Items (see page 54). Penalty charges
can be set up as a percentage of the amount due, as a flat amount, or as a table, based on
the number of days the payment is delinquent.

| Miscellaneous Rece MO /15/201 < | (=) X
| Fle View Navigation DataBntry Tasks qu——_—-_=~ ——
| . Penalty Charges
0 F A Qladd g)Delets | 8 audt Penaity 10f 2
Penalty .w
Setup Geperal
Penalty Code: DUMPST
Description:  DUMPSTER PENALTY
s ez -
- O Fiat Dollar Amount
5z  NRate Tabl ‘
P _& e Setup Rate Table...

1, GL Setup | 2. Additional Items |

DebtaL = Credta =
101-000-043.000 101-000-445,000 (5]

101-000-001.000 101-000-043.000
101-000-043.000 101-000-043.000

Transfer to Tax:  101-000-000.043-.000_ 101-000-043.000
HELP Copy toclipboard
[ Override Receipt Credit GL Number... ] Pastefrom clipboard

View changes... |Discard Changes Close |

Posting Date -04/17/2013 | 88 A 101 @

3.4: Penalty Charges CLOSE X
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Lesson 3.5: Billing ltems

Billing Items should be set up after Services (see page 48) and Penalties (see page 52) so
that you may select from the pick lists. If you will be transferring delinquent invoices to
BS&A Tax for inclusion on the tax bill, you must click the General Ledger Numbers button
and set up the Transfer to Tax GL number.

Za Miscellaneous Receivables User:BSAT DB: Demo G _[EleTmRx
| Fle vew Navgaton DataBntry Tasks Reports UbiSes  BSSA Acpications  Heb
Billing items e — o |
Application Views f
L0 EAE S Qladd glodets |Wiaudt | [ Toos - Biling Ttem 5 of 51 9=
:ﬂhvms
1| Recepts [¥] Interface this Billing Jtem with 3 BSA
[ Tables: Customers
SR Serve:  Cooe 854 Aphcaton:
- s
. _ -
e Descriptions  GRASS/TALL MOWING
24
' Description 2:
[] Enter default quantity Markup Method: Do ot mark up ths item
f \ ¥ Markup %: 0.00
Markup Amount:
(4] Apply penalty when overdue r Classify
Penaity Code:  MOWTNG Uemable =
[} Allow manual invoice number entry with this Billing Item
1“:’ S a— J Transfer to Tax Code (Optional): HELP
M B._ Discard Changes Close
Ny B 20Ty
BS3A Message Center
Posting Date - 04/05/2013 | §, 88 A 10] @
o K= ‘-/'\
3.5: Billing Items CLOSE X
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Lesson 3.6: Banks

Banks are selected on customers when setting up ACH information (see page 78). In order
to utilize the ACH features of Miscellaneous Receivables, each bank used by a customer
must be set up with a minimum of the Code/ID and the Routing Number.

ous Receivables User:BSAT DB: Demo Group: DEMG 4/15/201 ST
Navigation DataBntry Tasks Reports Utiiies BS3A Applcations Help
Application Views Banks_. =
Setup bank codes here. -
:-i Invoices
| Recepts 1 Dstabase Setupl Banks e —
Tables: Receipts
[%p, s Data Entry LD B S Qladd g)oelete  |wdavat Bank 1of 1
Dunning Ni Code /ID: CHASE ing tems... ] [ Payment Terms... ]
Fs CHAS
i | ke
: Routing Number: 072000326

Contact Name: MICHAEL GREEN I
Contact Phone: (555) 555-5555 [

e

Street Address: 456 SECOND ST

City: LANSING

State: MI

Tp: 6912 [y

Discard Changes Close ‘

—

MR
mn:-mc-u
Posting Date -04/17/2013 | 88 A 10) @
PR B
izRanks CLOSE X
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Lesson 3.7: Dunning Notices

The Dunning Notice that will print on customer statements is determined by the Aging (see
page 26).

|| Fie  Vew Navgstion DatsEniy Tasks Reports  Utlibes  ESAA Applcations  Helo

PR |  Doeins My Bunmog Notices =
‘ Setup the i [&=]

BE Customer O E PR Qladd gleete o At Dusywng Code 1of 1

30 DAY NOTICE

Duniing Code: 30 DAY Descrption;

Message Lre & [ NI e e s o | =~ itk Tarinc:

Message Line 2;

Cirrentine 11 THIS AMOUNT S DUE 30 DAYS FROM THIS INVOICE DATE.
Current Line 2:

Ist Agng Line 1
it Agng Line 2

THIS AMOUNT 1S NOW 30-DAYS PAST DUE

PLEASE PAY IMMEDIATELY

THIS INVOECE 15 NOKY BEING TURNED OVER FOR COLLECTION.

2nd Agng Line 1)
Ind Aging Line 2

3rd Agng Line 1:
JdAgngline 2

4th Agng Line L
th Agng Line 2:

Lesson 3.7: Dunning Notices
SOFTWARE <
MR Courseware - Section 3: Database Setup

PostngDace - 041772013 A B 101 @

3.7: Dunning Notices CLOSE X
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Section 4: Customer Screens

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Add customers

o Manage customer data through the various customer
screens



Lesson 4.1: Adding Customers

Adding a Customer

If you do not consistently add customers from Assessing or Tax, presumably your
Customer ID screen in Program Setup (see page 29) has the Parcel-Based System box
unchecked, and the Customer ID Format, Alternate Customer ID Format, and Next
Customer Number fields set appropriately for your municipality. These instructions are
written based on that assumption.

o] Add

2. Determine your method of generating the Customer ID:

Go to Customer and click

a. If you wish to use the Next Number set up in Program Setup, check the Use
Next Available Customer ID box. The remaining fields are disabled.

OR

b. If you wish to enter the Customer ID, leave the box unchecked and enter the
ID in the Customer ID field.

3. Click Ok. If you've chosen to have the customer number generated, and an alternate
ID format was entered in Program Setup, you're prompted to select the format to
use; double-click the format and click Yes.

4. Verify or select the Status in the General Information pane.

Section 4: Customer Screens
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5. Enter the Owner's Name (and Owners Name 2, if applicable).

10.

Fie View Navigation DataEntry Tasks Reports Utiies BS3A Appications Hebp
Q- ¢ % 2R pladd G)oekts | [Slaudt | S awmnt[0) Porisg + [ Tods ~

B Customer

5] 1nvoices

17/ Recepts
[ Tables: Customers
[#3] Program Setup

Quick Search

‘Application iews |

3

Customer ID:  000000000000000 1 [#) stats: Acive

Owner's Name: BILL HAROLD

Owner's Address: 123 MAIN ST

D

status: [acove -l

Sockal Seauity #: [

Balance $0.00
Receipts o
Last Pad Date N/A
Last Pad Amount $0.00
Unapplied Amount $0.00
Notifications il
Waiting Recurring Invoices 3
Waiting Recurring Penalties 0
Waiting Bxt. App. Requests o
Unjournalized Invoices o

4.1: Adding Customers

005769 ]
o Orvers e iz345755
Owner's Name 2: Tax Exempt #:
User Defined Lt
7] Don't L
: h User Defined 2
[1-Addresses | 2 Contact Info | 3. Invoice Info | 4 Other info | 5.ACH | & Notes | Z. Parcel Info |
BillingAddress Service/PropertyAddress
Care Of: BILL HAROLD Prefic: Street =1 123.0
Address: 123 MAIN ST copy o[ o] Steet maw
Gty: LANSING E Suffix: [s7 - Unit:
State: M Zp: 8912 E] City: LANSING
|| Out of Country Address State: Ml Zp; 6912
" Out of Country Address
Latitude 0.0 Longitude: 0.0

Posting Date - 04/08/2013

Discard Changes

LMo @

CLOSE X

If applicable, fill out the Social Security Number, Driver's License Number, and/or Tax
Exempt Number in the Other Information pane.

Click the Addresses tab.
If the Billing Address and Service/Property Address are to be the same, fill out one
and use the or button to copy to the other.

Click the Contact Info tab and fill out the fields (see page 72). If you will be emailing
invoices, be sure to enter a valid email address in the field provided.

Click the Invoice Info tab (see page 74), and if applicable, the ACH tab (see page 78), to
set up the appropriate information.
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Adding a Customer from Assessing or Tax

If you add customers from Assessing or Tax...

o Your Miscellaneous Receivables database must be linked with one of the databases:

make sure you are properly linked.

If you are using the Pervasive version of Assessing or Tax, please see page 23 to

If you are using the .NET version of Assessing or Tax, please see page 21 to

make sure your databases are in the same Shared Database Group.

o Presumably your Customer ID screen in Program Setup (see page 29) has the Parcel-
Based System box checked and the Customer ID Format field set to match your
parcel number format. These instructions are written based on that assumption.

) Add
1. Go to Customer and click al
2. Customer ID is a Parcel Number should be checked, and the Customer ID field should
be displaying your parcel number format and a button. Either type the parcel
number or click the button to select it from your linked Assessing or Tax database.
Z Miscellancous Receivables User: BSAT DB:Demo Group: DEMO _Version: 04/01/2013
File View Navigation DataEntry Tasks Reports  Utilies BSAA Applcations Help
Q- ¢ B Qladd §)0ekts | [Slavdt | awmt D) PeFag - [ Tools ~
Customer ID:  0000000000000001 [#]  swts: Acive
Owner's Name: BILL HAROLD Owner's Address: 123 MAIN ST
suln: |n_; ~| sa;s«mtyr { 05789 ]
Clemmer | Owner's Name: 1| HAROLD Driver's License & 14123455789
e Owner's Name 2: Add Customer ot Jox Exemot =
- 71 Don't Automatically UpdateInfa s
[V} Dont Autom: || 7] use next avaitable Customer ID
Balance sog0 | [[LAddresses | 2 Comactinfo [, o e 1234s6789101112 : elino |
Receipts o BillingAddress ice/Property Address
Last Pad Date N/A Care OFt BILL HAROLD x| [E\ Prefix: Street = 123.0
uu:nmmm :’:: Address: 123 MAIN ST ’ s Dir: - Street: mamy
otification Oty: LANSING SR |51 > Uit
e [l = a -
Waiting Bxt. App. Requests o [”’] Out of Country Address Stales, M1 fps,| 96912
Unjournalized Invoices 0 [ Out of Country Address
‘ Latitude 0.0 Longitude: 0.0
it b0 L' | Viewing Exsting Customer (Press Escape to return to Discard Changes
BS3A Message Center “~ the Customers table.)
Sort Index: Customer ID Postng Date -04/08/2013 | 4, 88 A 10) @
4.1: Adding Customers CLOSE X
3. Click Ok.

4. Verify or select the Status in the General Information pane.
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5. |If applicable, fill out the Social Security Number, Driver's License Number, and/or Tax
Exempt Number in the Other Information pane.

6. The Addresses tab and Parcel Info tab contain the data from Assessing or Tax. Click
each to verify the data.

7. Click the Contact Info tab and fill out the fields (see page 72). If you will be emailing
invoices, be sure to enter a valid email address in the field provided.

8. Click the Invoice Info tab (see page 74), and if applicable, the ACH tab (see page 78), to
set up the appropriate information.
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Lesson 4.2: Customer/General/Other Information Panes

| Fie View Mavigstion Datantry Tasks Reports Ubies BSSA Appications  Hel
Q- TN B gladd )0kt |fSlavdt | amnt[0) PRFsg + [ Toos ~

B Customer Customes D (B]  swms: adve
] nvoices Owner's Name: EARL RAMONE Address: 123 MAIN ST
| Recepts
[ Tables: Customers
[ Program Setup . = . ‘ﬁ
status: [icove ~ Social Seaurity = [ XOXX-5769 ]
Owner's Name: EAR| RAMONE Driver's License 2:
Owner's Name 2: Tax Exempt #:
User Defined 1t
[} Dont iy L i from
User Defined 2
- - - -
Unapplied Amount — - - -
- -
' Notificatic -
Waiting Recurring Invoices 3 .
el -
Walting Recurring Penalties o
Waiting Bxt. App. Requests 0 - ®
Unjournalized Invoices o

4.2: Customer/General/Other Information Panes CLOSE X

Customer Information Pane

Contains the Customer ID, Owner's Name, and Owner's (billing) Address. Click the
button to search for another owner by Customer ID. Click the name or address to search
for another customer by either of those fields. The Status in this pane reflects the status
selected in the General Information pane.

A scrolling notification may appear in the title bar of this pane, due a setting in Program
Setup (see page 26). Pictured is an example of showing the number of voided invoices.
Other options are to display the number of invoices sent to collection, and to display a
notification of notes entered on the customer.
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General Information Pane

The Status in this pane is reflected in the Customer Information pane above. Two Owner
Name fields are provided to track multiple owners (e.g., DBAs, Care Of's, etc.). The Don't
Automatically Update Information From [Assessing/Tax] checkbox lets you prevent this
record from being updated when a change occurs in the linked program. Records so
marked in MR can be updated separately (see page 132).

Other Information Pane

Used to store the SSN, Driver's License, Tax Exempt ID, and two user-defined fields. The
SSN button does not display the entire SSN, and only a user with appropriate security
rights can click the button to view/enter the numbers.
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Lesson 4.3: Addresses Tab

Make sure the Billing Address and Service/Property Address are entered properly. The
Billing Address should be the same as the Owner's Address shown in the Customer
Information pane. The addresses may or may not be automatically updated with changes
from that application, depending on the "update" settings in Program Setup (see page
42). The addresses may be copied by clicking the appropriate button:

copies Billing to Service/Property
copies Service/Property to Billing

ey 16

Customer ID:  0000000000000001
Owner's Name: BILL HAROLD

p—
[_7:} Statis: Active
Owner's Address: 123 MAIN ST

R

Social Security #: | 005789 |

stahs: [actve

Owner's Name: 8111 HAROLD

=]

Driver's License & 14123456789

continue?

This wil copy the Biling Address to the Service/Property Address. Do you wish to

i

Yes | No |
- L= 3 o —
Last Pad Amount $0.00 b
Unapplied Amount $0.00 " v | [ sireets
otific atio City:  LANSING h B * j’ i
Waiting Recurring Invoices 3 City:
State: M 48912 [ : J
Waiting Recurring Penalties o s =
Waiting Bxt. App. Requests 0 || Out of Country Address State: Zp:
Unjournalized Invoices o 77 Out of Country Address
Latitude 0.0 Longitude: 0.0

[T3e Editing Existing Customer

1

4.3: Addresses Tab

View changes... i Discard :hanges]

LMoo @

Posting Date - 04/09/2013

CLOSE X

If a change is made to the Billing Address, re-printing invoices is affected by a setting in
Program Setup (see page 26); options are Save Billing Address With Invoice or Always Use

Most Recent Billing Address.
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Lesson 4.4: Contact Info Tab

The Contact Info tab stores Phone/Fax/Email, and provides fields for Other Contacts. If an
email is entered, the customer can be flagged on the Invoice Info tab (see page 74) as a
paperless customer, to receive invoices by email.

o WA = | =) X
| Fie View Mevgation DataEntry Tasks Reports Utiibes ESBA Applcations  Heb
| ©- ¢ & 2 F Qlad G)ockts |[Elact | S awmtp] Porag - | Toos -
B Customer Customer ID;  123456789101112 Status: Active
‘J NS Owner's Name: EARL RAMONE Owner's Address: 123 MAIN ST
i) T;b&eukms
Program Setup i Ifornatis the
Quick Search status: [acove v] || SocslSecuty = [ XO0XX-6789 ]
Cussner ID s Owner's Name: EAR| RAMONE Driver's icense #:
Owrary Nama Lo
Progery Address F Owner's Name 2: Tox Evempt #¢
invoce Number 78 User Defined 1t
(7] Dont . £
Mootk
°"". ’ Raies :mu: LAddresses [ 2 Contatinfo | 4, Invoice Info | 4 Other info | 5.ACH | § Notes | Z Parcel Info* |
Receipts . Phone 1:  (555) 555-5555 Phone 2: (555 555-5551
Last Paid Date 4/18/2013
Last Paid Amount $85.00 Emal: RAMONE EARL GEMAIL.COM Fax: (555) 555-5552
Unapplied Amount $20.00
Other Contact 1:
Other
Waiting Recurring Invoices o Canfact 23 b
Waiting Recurring Penalties 0
Waiting B, App. Regquests o
Unjournalized Invoices 24
ME_
~ Ok
BSBA Message Center LZ DN S N View changes.. | Discard Changes
o = PostingDate -04/17/2013 | 4 88 A 0] @
v
‘( Lt} ‘ ~
4.4: Contact Info Tab CLOSE X
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Lesson 4.5: Invoice Info Tab

The Invoice Info tab stores customer-specific information for invoices. If any Recurring
Invoices are attached to the customer, click the View Recurring Invoices (n) command link

to view/edit them (any changes made to a Recurring Invoice will affect all customers to
which it is attached).

Payment Terms, Customer Type, and Dunning Code all have buttons, letting you select
from the lists set up in Program Setup. These items will be used as defaults for this
customer when new invoices are generated. The Paperless option allows invoices to be
emailed to the customer, provided the email is entered appropriately on the Contact Info

tab (see page 72). The user running the Email Invoices task must also have an email set up
correctly in User Setup (see page 7).

. ser: BSAT DB:Demo  Group: DEMO  Version: 04/01/201:
Fle View Navigation DataBntry Tasks Reports Utiles BSSA Appications Hebp
Q- ¢ BRI Qladd 50kt |[Sladt | S awmnt 0] Porag - |3 Toos -

Sort Index: Customer 1D

4.5: Invoice Info Tab

Customer ID:  0000000000000001 [#] staus: acive
Owner's Name: BILL HAROLD Owner's Address: 123 MAIN ST
¥ Informmat
status: [acove Social Seauity #: | XOK-XX-56789

Fs Owner's Name: BI1| HAROLD Driver's License #: 1123456739

: Owner's Name 2: Tax Exempt =1

2] User Defined 1

[¥] Dont L
User Defined 2:
tlS.ﬂ: L Addresses | 2. Contact Info [ 3.InvoiceInfo | 4. Otherinfo | §5.ACH | § Notes | Z Parcel Info |
0 Property Class: Payment Terms: [ ] Payment Terms not selected
wlflo: Customer Type: MR Biling Cyde:
$0.00 Invoice Message:
> v Code: | V] Print statements for this customer
Notifications DD (B
Waiting Recurring Invoices o | Paperless
Waiting Recurring Penalties o ViewR ng Invoices (1)
Waiting Bxt. App. Requests o b
Unjournalized Invoices 24
y Vi toaTewed
{ 1 Viewing Existing Customer Discard Changes
BSSA Message Center -

Posting Date -04/09/2013 | 4 88 D10 @

CLOSE X
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Lesson 4.6: Other Info Tab

The Other Info tab shows Last Invoice and Last Payment information, and lets you track
NSF Checks and Delinquent Follow-Up Calls. You may also select whether or not to Allow
Transfer to Tax (invoices to be included on the tax bill), to Allow a Penalty Charge, and
whether or not to Disable Internet Services Lookup (show/hide the customer on BS&A's

Internet Service

s).

I~ us Receivables User: BSAT DB: Demo  Group: DEMO  Versi
-
‘ Fle View Navigation DataBntry Tasks Reports Utiiies BS3A Applcations Help

[ O- 2 & 2 F Glad Glocee |l | ammtp) Poreg - [§Tods -

e —eeeee

YOO-XX-5769 |

H123456789

Iy DI BoaTEwe

BSSA Message Center
Sort Index: Customer ID

4.6: Other Info Tab

B Customer Customer ID:  000000000000000 1 Status: Active
= :'m; Owner's Name: BILL HAROLD Owner's Address: 123 MAIN ST
yD Tables: Customers
[#5] Program Setup o Othe Y
Quick Search Status: I-An:m .ZJ Socal Seaxity = |
Qemmer D s Owner's Name: 8111 HAROLD Driver's License
Owner's Nama 'Y
Propermy Address o Owiner's Name 2: Tk Enenpt I
oce Numbes 2] User Defined 1t
(7 Dont. iy L nf
Customer Summary User Defined 2
m' a $185. ozo L Addresses | 2. Contact Info | 3.Invoice Info [ 4 Otherinfo | 5, ACH | & Notes | Z, Parcel Info |
Last Invoice NSF Check Details
Receipts o
LastPad Date NA Nurber: 0000001699 Number of NSF chedks: o
Last Paid Amount 50.00 Dees Lp Ll Dt last NSF checkrecenved: |/ | 3=
Unapplied Amount $0.00 ok £100.00 My =
Last Payment ! p Calls
otification Number: N/A Number of calis made: 0
Waiting Recurring Invoices o Date: N/A - E
Waiting Recurring Penalties 0 Amount; N/A mms"*# 11 £S5
st Be-fen. Regecels . {71 Allow Transfer to Tax | | Allow a penalty charge on this customer| | Disable Internet Services lookup
Unjournalized Invoices 24

L} Editing Existing Customer

View changes.. lDlsurd Changes

PostingDate -04/20/2013 | 4 88 A 0] @

CLOSE X
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Lesson 4.7: ACH Tab

Use the ACH tab to enter the Bank Code (from Program Setup; see page 56), Account
Number, and Account Type.

Bank Account Has Been Prenoted and Prenote Date are filled out by the program after a
prenote has been sent. These fields can be manually entered to bypass the prenote step,
but this is not recommended.

ACH Start Date lets you define the date on which the customer will begin using ACH. If a
customer signs up for ACH, but you wish to allow their current bills to be paid as normal, a
start date can be entered to prevent any ACH from being created before that date.

ACH End Date should not be filled out unless the customer elects to discontinue ACH
payments. If a date is in this field, the customer will not be included in the ACH export.

2 M Receivable: r: BS : Demo  Group: DEMO  Version: 04/01/2013 1 e
Fle View MNavigation DataBntry Tasks Reports Utiiies BSSA Applcations Heb
Q- ¢ % B Qladd §)oeets | falauit | Atmnt 0] PerFiag + [ Toos ~
' e
| B Customer Customer ID:  0000000000000001 [#]  saus: adive
= .‘1""°‘°'; Owner's Name: BILL HAROLD Owner's Address: 123 MAIN ST
- | Recep!
[ Tables: Customers
[#3] Program Setup P— . .
Status: [acoe ~| Sodal Seaurity #: | XO0-XX-6789
Fs Owner's Name: 51| HARCLD Driver's Uicense & 14123456739
iz Oviner's Name 2: Tax Exempt 2
in Der ] User Defined 1t
V] Dont lty L f from A
Customer summary | Use et
Open lovoloes nus.ozo VLV.rkfggresjfsﬂszfonpnlnfo L;‘lnvon:: I"'°,mi;9°"f info ’S,ACH | § Notes | 7 Parcel Info ]
Receipts 0 Bank Code:  CHASE 2]
Last Paid Date N/A e
Last Paid Amount $0.00 L Radid &
Unapplied Amount $0.00

Account Type: | Checlang od

| Bank account has been prenoted
Waiting Recurring Invoices o

=
Walting Recurring Penalties 0 Prenote Date: [ / ;_,}
Waiting Ext. App. Requests o ACHStrtDate: [ / {':J ACHEndDate: | | CJ
Unjournalized Invoices 24 - .

~ »ﬂv» sag
BSSA Message Center [ s b View changes... | Discard Changes |
Sivt Bdeg, Outonet 1 Posting Date -04/102013 | 4 88 A 0] @
1 o K2 4/'\
4.7: ACH Tab

CLOSE X
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Lesson 4.8: Notes Tab

The Notes tab lets you enter a Note for the current customer and select whether or not to
Display Comment in Cash Receipting (requires a link to Cash Receipting; see page 21).

aables User: BSAT DB:Demo Group: D

| Fle View Mavgstion Datanty Tasks Reports Ubiibes ESSA Applcations  Hebp
Q- N B Qladd )0kt |[laudt | aumt ) Porisg - (@ Toos +

B Customer Customer ID: 123456789101112 Status: Active
:!m Owner's Name: EARL RAMONE Owner's Address: 123 MAIN ST

a8 T;b&eszkeoeos

[#5] Program Setp

Status: [acove w] || SocalSeaxity #: | 0016789 ]

Quick Search
Cuesmer D Fs Owner's Name: EAR| RAMONE Driver's License #;
Owrars Nama 6
=
s s e Owner's Name 2: Tax Exempt
invoce Number ] User Defined 1t

O
i
j

m"" e mo‘n L Addresses | 2. Contact Info | 3. Invoice Info | 3. Other info | 5.ACH [ & Notes" | Z. Parcel Info® |
* Notes:  CUSTOMER NOTES
LastPad Date 4162013 =
Last Paid Amount 58!
Unapplied Amount §20.00
Notifications
Waiting Recurring Invoices o
Waiting Recurring Penalties o
Waiting Bxt. App. Requests o U»Dwsu-a, Comment In Cash Receipting
Unjournalized Invoices e i
MR-

I:'g, Editing Exsting Customer View changes... [Duwd Changes

Posting Date -04/17/2013 | 88 A 10) @

4.8: Notes Tab CLOSE X
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Lesson 4.9: Parcel Info Tab

If you added a customer from Assessing or Tax, Customer is Parcel Based is automatically
checked, and the Parcel Number field is filled out. Customers who are not added from
Assessing or Tax will need these fields set by you (if applicable). For example, customers
with delinquent invoices can be exported to Tax for inclusion on the tax bill (see page 123).

If a Legal Description is available on the parcel in Assessing or Tax, it appears in the field
provided, and the Parcel Info tab contains an asterisk.

vables User: BSAT DB: Demo Group: DEMO  Version: 04/01/20;
Fle View Navigation DataEntry Tasks Reports Utiles BSSA Appications Hebp
Q- TN 2R Qladd §)0ekt= | fSlavdt | amnt[0) PRFsg -+ [ Toos ~

CUStOMEF THISARAtIGR=—————————————————
B Customer Customer ID; 123456789101112 [#]  stus: adive
= R" “’“; Owner's Name: EARL RAMONE Owner's Address: 123 MAIN ST
[ Tables: Customers
[#=] Program Setup !
Quick Search Status: [acove <] || Socalsearity 2: | XO0-XX-5789 ]
Cusmamer ID 23 Owner's Name: EAR| RAMONE Driver's Uicense 2
:_‘:'_" :;'__ : Owner's Name 2: Tax Exempt =1
oce humber Fo User Defined 1
[ Dont UpdateInfy f
-— User Defined 2:
Balance 5. .a: L Addresses | 2. Contact Info | 3. Invoice Info | 4, Other info_ | 5,ACH | & Notes [ Z Parcel info" |
Receipts o Customeris parcel based
Last Paid Date N/A — h
Last Paid Amount $9.00 Parcel Number:  123456789101112 - (#)
U lied Amount $0.00
mer Legal N1/2SW 1/4, Sec 24, T2, R2E
Waiting Recurring Invoices o
Waiting Recurring Penalties o
Waiting B App. Reguests o
Unjournalized Invoices 24
Sy Plus 1orTases =
BSBA Message Center u_.‘ Discard Changes

Posting Date -04/102013 | 4 88 A1) @

4.9: Parcel Info Tab CLOSE X
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Lesson 4.10: Customer Summary Pane

The Customer Summary pane is located on the left side of the screen” when the active view
in Application Views is Customer, Invoices, or Receipts. Click a green command link to be

taken to that area. For example, click Open Invoices to go to the list of open (unpaid)
invoices for the customer.

Fie View Mavgston DataEnty Tasks Reports Utiies BSBA Applcations  Help
Q-9 B S F G adreer.. | At

Application ¥iews

Posting Date - 04/10/2012 | 4 B8 A @

4.10: Customer Summary Pane

CLOSE X

2If Customer Summary and Application Views are not visible, Full Screen has been selected in the View menu;
press Alt+Shift+Enter to restore the view.
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Section 5: Invoices

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Add invoices
o Edit, void, and adjust invoices

o Use the Notifications pane



Lesson 5.1 Adding an Invoice

Adding the Invoice (non-Recurring)

Use one of the Add buttons available by clicking either Invoices in the Application Views
pane (1), or by clicking Open Invoices in the Customer Summary pane (2).

a Add Invaice...

o The

button may require you to search for the correct customer due to
the Auto-Load setting in Program Setup (see page 26).

o The button always uses the customer record currently loaded.

Another option is to use the Data Entry menu (3).

— —
Miscellaneous Receivables  User: Demo Gt fersion: 04/01/2013 [PrET=
Fle WView MNavigaion DataEnty 3 | Reports Ubiies BSSA Appications  Help
Q- ¢ —fbf 9 E:Mdlnvu(e...l 8l Audit
B Customer Customer 1D; [#]  stonm: adive
*':“""“‘ Cwner's Name:  EARL RAMONE Owner's Address: 123 MAIN 5T
12| Recept
[ Tables: Customers
[#=] Program Seup \J =
Quick Search f 1 Add J et Display Fiter: [open Imuoces - Delete
' :: Invoice = Invoice Date Due Date Service Date Service Amount Payments Adjustments Balance |
= 0000001714 04/11/2013 05/11/2013 04/02/2013 CODE 85.00 0.00 0.00 85.00
Fi
Receipts 0
Last Pad Date N/A&
Last Pasd Amount $0.00
Unapplied Amount $0.00
Waiting Recurring Invoices [
waiting Recurring Penalties o
Waiting Bt. App. Requests 1]
Unjournalized Invoices 25
MR
ey WSLA GOFTWAN s e
BS&A Message Center
Sort Index: Customer 1D Posting Date -04/11/2013 | A 88 A0 @
T o KA [\
5.1 Adding an Invoice CLOSE X
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General Invoice Information

If you are set up to auto-generate invoice numbers (recommended). Invoice Number
displays [Next Available] and will assign the next number from Program Setup when the
invoice is saved (see page 26). Otherwise, you will need to enter an invoice number
manually.

Post Date, Service Date, and Due Date are required fields. Invoice Line Items is where you
select the items to invoice.

Za Miscellaneous Receivables _User:
Fie View e = —
| Invoices for Customer 123456789101112 EARL RAMONE
(0-¢c52m 5 ik :
| = P E & gladd Edit | & Audit | |§ Todls ~ Adjust Vod ¥ Journalize New Invoice
Application Views li
B Customer T
B tvokces Invoice Number: [Next Available] Customer;  123456789101112_ 2 [#] addedsy: sav
- | Recepts
[ Tables: Customers L, General Inf | 2 Customer ‘[ 3. Other Information | 4 Invoice Notes |
[#5] Program Setup - -
~ Invoce Date: 04/11/2013 PostDate: 04/1/2013 Joumalzed: No | View Journal Entry...
Quick Search =
i SenvceDate: 04022013 ()] PaymentTemms: (#) Voded: No
S Due Date: 05/11/2013 = Batch Number: Sent o Colection: No
Propery Address
e .0 tunber Pt o Eaked: No
Customer Summary AVOREE THE
Open Invoices
Riar |MtemCode |  Desaipton UntPrice  Amount | - =)
e 1 [#][ ~] GrassmaLL ween mowmG 85.0000 0.00 [ GLMumbess... |[%]
Last Pad Date <double-click or begin typing here to add a new row.>
Last Paid Amount
Unapplied Amount m
| Notifications
Waiting Recurring Invoices
Waiting Recurring Penalties: s e
Waiting Bxt. App. Requests Invoice Total: 0.00
s e v
Adjustments: 0.00 View..
) Amount Due: 0.00
MR =
- — View changes... Save Cancel =
| i Balance: 85.00
BSSA Message _————————————————————————————————————
Sort Index: Customer 1D PostingDate -04/11/2013 | 4\ 88 LA 10] @
e
F( L+ ‘ ~
5.1 Adding an Invoice CLOSE X

Section 5: Invoices

Miscellaneous Receivables 89



Other Information Tab

Click this tab to Classify This Invoice as Non-Lienable (will not be included in the transfer to
Tax) and to select the Dunning Code to apply to this invoice. A Dunning Code selected here
overrides the default Dunning Code selected on the Customer's Invoice Info tab.

=T ot Facaiunbics

s U

se: BSAT DB:Demo Group: DEMO  Version: 04/01,

Fie View

O- 4L LRG

e
Invoices 'DrCuﬁo'm 123456789101112 EARL RAMONE

Last Paid Amount
| Unapplied Amount

I Waiting Reciring Invoices
Waiting Recurring Penalties !
Waiting Ext. 2pp. Requests

Unjounalized Invoices “

5.1 Adding an Invoice

B A D& | g)add

Edit | |8 Audit | B Todls ~

Adpst 5 vod

¥ Journalize

Invoice Number: [Next Available]

Customer: 123456789101112

. AddedBy: BSAT

1. General Inf¢ | 2 Customer

[ 3. Other Inf

' | 4 Invoice Notes |

User Defied 1+

User Defined 2:
User Defined 3:
User Defined 4:

Classify this Invoiceas non-lienable

Code:

Quantity

[2][~] erass/raut wem mowme

1.000 85.0000

<double-click or begin typing here to add a new row.>

Amount | |
85,00 | GLhumbers... |[x]

B8  Pay This Invoice...

85.00
0.00 View..
0.00 View...
85.00

Viewchanges... [ save | [ cancel

Posting Date -04/11/2013 |\ 88 D 10] @

N

Lt}
=~ 4 £

CLOSE X
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Lesson 5.2: E

diting an Invoice

If the invoice is unjournalized, all original items can be edited. If the invoice has been

journalized, selected items (no amounts) can be edited:

Invoice Date
Service Date

Due Date
PO Number

Customer Information
Other (user fields) Information

Payment Terms Batch Number Invoice Motes
1. Locate the invoice.
2. Double-click the record you want to go to.
. Edit
3. Click A
Edit the data.
©- o0 8y g e for Customer 123456783101112 EARL RAMONE
| L B 5 aaa[ Em] [ Audit | 1B Tools « | [ Adkst @ vod T Joumnalize Invoice 10f2
- S
;.]m Invoice Number: 0000001714 Customer: 123456789101112 Added By: BSAT
r.u:’m [1 General | 2 Customer | 3 Other | 4 Invoice Nates |
i Invoce Date: 04112013 ()] PostDate: 04/11/2013 Joumalzed: No | View Joumal Entry...
Q::s';"" ServceDate: 04022013 [T PaymentTems: 30 [#) Voded: No Lol
\omidsras DueDate: 05/112013  [T] Batch Number: Sent to Colection: No o0 '::'
o 0 unt Pt o Eot o
w . TAVHIEE Tl TR ——
Open Invaices
Rcigts jE1 [#][ ] orass/TaLL weep MowInG 1.000 o000 8500 [ Gl Numbess... |[%]
Last Pad Date <double-click or begin typing here to add a new row.>
Last Paid Amount
| Unspplied Amount 3
\I;;wno’k;:;nms Invoices
Waiting Recurring Penalt . ———
Waiting Bxt, &pp., Request Tvcien Totsh L s
Urjournalized Invoices . S Vi
Adjustments: 0.00 View..
Amount Due: 85.00
M View tanges... [ sove ] [Cancel] _—
BSRA Message
Sort Index: Customer ID Posting Date -04/12/2013 | ) 88 A 10] @
5.2: Editing an Invoice CLOSE X
5. Click Save.
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Lesson 5.3: Voiding an Invoice

Voiding a journalized invoice creates an adjustment journal entry. If you need to void a paid

invoice, you will need to void the receipt first (see page 111).

Voiding an Unjournalized Invoice

94

Open the invoice.

Click

@ void

, then Yes.

You are prompted the invoice was voided; click Ok. When you return to the invoice, a
flag is scrolling across the top of the screen: *THIS INVOICE VOIDED ON [DATE]*

Section 5: Invoices
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Voiding a Journalized Invoice

1. Open the invoice.

Click | @ Yo¢

, then Yes.

Enter the Posting Date to use for the journal entry being created to account for this
voided invoice.

° .| o8 ’ EJ Invoices for Customer 123456789101112 EARL RAMONE 2
[ G0 B AR & QIAd Aeat [t | [FTods - | [AAdst @Vod Plomake nvoe 10f3
Application Views |

b Customer
B i Invoice Number: 0000001713 Customer: 123456789101112
22| Recepts (1) Voided tnvoices
[ Tables: Invoices L General | 2 Customer | 3 Other | 4 Invoice Notes |
Program Setup "B Yes View J | Entry —
= al - iew Journal =
Qemmer J
ey T . e pots | Balance |
' No

Propermy Adcress . 0.00 106.00 ‘
Invoce Number P.O. Number: e o

Added By: BSAT

The Invoice you are ing to void has been
As a result, an adjusting journal entry will be made in this
process.

Opes Muaies Please enter the Posting Date to se for thes journal entry:

04/12/2013

g e |

Receipts

Last Pad Date
Last Paid Amount
Unapplied Amount

Waiting Recurring Invoices

‘Walting Recurring Penalties

Wilting Bt A, Reuests - Tnvoice Total: m:: .

ikt somers: .

1 Adjustments: 0.00 View..
- Amount Due: 106.00

Posting Date -04/12/2013 | 4 88 A 10) @

5.3: Voiding an Invoice

CLOSE X

4. Click Void Invoice, then Ok. When you return to the invoice, a flag is scrolling across
the top of the screen: *THIS INVOICE VOIDED ON [DATE]*

Section 5: Invoices
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Lesson 5.4: Adjusting an Invoice

Only journalized invoices can be adjusted/written off; if the invoice has not been
journalized, it can be edited (see page 92). Adjustments are automatically journalized and
posted.

1. Open the invoice.

Click |4 At

Select the Adjustment Type.

Enter the Reason (required).

Verify or enter the Post Date.

Select the Adjustment/Amount Spread Option (increase or decrease).

N o v A~ WD

Enter the new amount by which to increase/decrease. For example, to increase an
invoice amount from $68 to $78, enter 10 in the field provided.

Fie View . -
0- o N AR ‘J Invoices for Customer 123456789101112 EARL RAMONE = 1

Adjustments for Invoice 0000001716 4 M o e o e B T
Vi B - =

d Audit vad | 3 Joumnalize

ber: [Next Customer: 1234567691011 Journaized: No | View Jounal Entry...
(@) tnvoce: 0000001716 Invoice Total: $56.00 Voided: No

Adystment Type: [Adystment v]  Resson: LnosmcrarceD PostDate: 04/1272013 ([T

Adjustment Amount Spread Options

@ Increase Invoice Amount Decrease Invoice Amount

| Ttem Code Desaription
CURE CURB CUT

View changes.. [ Save | | Cancel

Posting Date - 04/12/2013 | 4\ 88 D 10] @

5.4: Adjusting an Invoice CLOSE X

Click Save.
Review the report that appears and close it. The journal entry is posted.

10. Click Close. When you return to the invoice, a flag is scrolling across the top of the
screen: *THIS INVOICE ADJUSTED*.
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Lesson 5.5: Notifications Pane

The Notifications pane is located on the left side of the screen® when the active view in
Application Views is Customer, Invoices, Receipts, or History. Click a green command link to

be taken to that area. For example, click Waiting Recurring Invoices to start the recurring
invoice task.

eceivables User BSAT DB:Demo Group: DEMO Ve =

Fle View Mavigaton DataBEntry Tasks Reports Utlites BS8A Applications Help
Q- o % FE) | g)addivoce... | [l sudt
=

BB Customer Customer D: 051-034-206-17 [#]  status: Active

'.“_.”.5’""’“‘: Owner's Name: YOUNG WILLIAM B Owner's Address: 659 PRAIRIE ST

[ Tables: Customers

Program Setup v oices

Quick Search Display Fiter: I-\l Invoices - M
Customer I F5 Trwvoice 2 " | Invoice Date Due Date Service Date Service Amaunt Payments Adjustments Balance |
T ::’ : 0000001670 12/01/2010 12/31/2010 12/01/2010

Propery esas

e e a 0000001657 12/17/2010 01/16/2011 12/17/2010 cH 400.00 0.00 0.00 400.00

1% 0000001505 06/01/2010 07/01/2010 05/24/2010 oPw 500.00 0.00 -500.00 0.00

Open Invoices 2

Balance $452.60

Recempts 0

Last Paid Date &

Last Paid Amount $0.00

Unapplied Amount $0.00 / b

faiting Recurring Invoices

Waiting Ext. App. Reguests
Unjournalized Invoices

3
Waiting Recurring Penalties o
L
]

by BELA SOFTWMRE

Total Balance: 452.60

BSBA Message Center
Sort Index: Customer ID

Posting Dete - 04/17/2013 | 1, 88 B 101 @

W KA "
00:13

5.5: Notifications Pane

3If Notifications and Application Views are not visible, Full Screen has been selected in the View menu; press
Alt+Shift+Enter to restore the view.

Section 5: Invoices
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Section 6: Receipts

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Enter payments from various sources

o Edit and void receipts



Lesson 6.1: Cash Receipting Payment

If you take payments in Cash Receipting, and your CR and MR databases are linked, the
receipt record is created in MR. The Ext. Receipt Number field (1) tells you at a glance that
this payment was receipted in CR. Receipts taken through CR must be journalized in CR.
Journal entries can be viewed in MR by clicking the View Journal Entry button (2).

[ Z3 Miscellaneous Receivables User:BSAT DB:Demo Gro A0V S I=TI| e

s

Fie View MNavigation DataBnty Tasks Reports Utiiies  BSSA Applications  Help

Q- ¢ B b AddRecpt.. Audit
7 |
Appcation views Recsipt o cusomer 2345785101112 .. -
BB Customer % EH AR & Qs dedt @vod |jslavdt | oumaize
2 Receots
[ Tables: Invaices Recept Number: 00000347 Customer: 123456789101112 Voided: No
ogram T
B Progeiat St Actual Date: 04/15/2013 PostOste: ITEIE __'—"_, 1 Ext Recoptbumber: 60958
Guck search - Payment Type: [ -] Check Mumber: RS Viaw Journal EntryS
Cusmomes ID : = — b 4 From Amount From
e T Batch Number: Paid By: | EARL RAMONE | Notes.. ‘ Ircached
Progery Address
Invewce Namber Y 0.00 78.00
0.00 85.00
0.00 85.00

Customer Summary
Open Invoices
Balance
Receipts

Last Pad Date
Last Paid Amount
Unapplied Amount

Notifications

Waiting Recurring Invoices
‘Walting Recurring Penalties
Waiting Ext. App. Requests

Unjournalized Invoices
| Close
lu! s 508 S ————
rotal Receint "ok (from Customer) £248.00
BSBA Message Center |
- - Posting Date - 04/15/2013 | ) 88 A (0] @
4 L.f\
6.1: Cash Receipting Payment CLOSE X
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Lesson 6.2: Paying with Cash/Check/CC

This lesson relates to payments taken directly in Miscellaneous Receivables. If you are
linked with Cash Receipting, payments are typically taken in that program, rather than in
MR.

1. Go to Invoices and locate the customer.
2. Double-click the invoice.
3. C|iCk[ Pay This Invoice... ]
4. Verify or enter the Post Date.
5. Verify or enter the Amount Received.
6. Verify or select the Payment Type. If Check, enter the Check Number.
7. If applicable, enter a Batch Number.
8. Verify or enter the Paid By.
;_ \‘:‘"ln ”E. _’lmmtr_s for Customer 123456789101112 EARL RAMONE B N
o | @ "‘-_ﬁlg'_] & Qladd S ede  [slacdt (3 Tooks - [ adust @ ved T Joumaiee ]'rwnl:esnf5|
- | Recspte Pl e Comt ek —; —_ﬂ - - I
%Tﬂﬂ:mm Irvoice Number: 0000001716 Invoice Balance: 85.00 I
[#=| Program Setup
@f‘:mm Unapplied Pavrnen:zn;:n:::-“m = | _D_d;tjz
m 11 use Unapplied Payments for Current Receipt "mnm Eﬁ—l
VT ST I| Customer Infarmation
omum Customer D:  123456789101112 Customer Mame:
mm 1 1 Receipt Information _; Raceipt Notes |
ﬁﬁm Posting Date: (=) Actunl Date:  (4/15/2013
otific atiom Amt Recerved: SEPD Payment Type:
Waiting Recurfing Inwoices Receipt & [Next Available] Batch #:
Waiting Recuriing Penalties
Waiting Ext. App. Requests
Umppurmanzed Involces %
| , ) 8
L% —
17| =
BSEA Messuge T -
Sort Indesx: Customer ID PostingDate - 04/1572013 | 4 B A 0] @

6.2: Paying with Cash/Check/CC CLOSE X

Click Save.

10. If you entered an overpayment, you are prompted as such and given the unapplied
amount. Click Yes to proceed.

11. Click Close.

Section 6: Receipts
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12. If you will be journalizing the receipt immediately, proceed with the instructions
immediately following:

i. Click Receipts.

ii. Double-click the receipt to openiit.

(il Journalize

iii. Click
iv. Proof Run is the default selection. A proof run should always be done before a
live run to ensure the data is correct; click Run.

v. Select the (print) Destination and click Ok.

vi. Carefully review the report before you close it. You are then prompted to
proceed with the task. Provided everything is correct, click Yes.

Section 6: Receipts
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Lesson 6.3: Paying with Unapplied Payments

Go to Invoices and locate the customer.

Double-click the invoice to pay.

Click[ Fay This Invoice... ]

Check the Use Unapplied Payments for Current Receipt box.

s W

Enter the Amount From Unapplied Payments to Use. If a balance is still owed (for
example, the unapplied payment was not enough to pay the entire invoice) you will
need to enter another receipt for the remaining amount. For example, a $100 invoice
is being paid with $20 in unapplied payments and $80 by check. If the check bounces,
only that receipt will need to be voided.

Verify or enter the Post Date.

7. Verify or select the Payment Type (for example, if you set up a payment type called
Unapplied or something similar).

8. If applicable, enter a Batch Number.

Fie View =
Invoices for Customer 123456789101112 EARL RAMONE
- ¢ &AM G" et it 2 : -
= ‘ SN E SRS 8)add Y Edt | [Savdt [F Tools v | [[Aadust @ vod [ Journalze mesufs‘F
plica
- . | |
imoce ] Quick Pay Cumentlnvoice L GimmSSRS mee
1 General Invoice Number: 0000001719 Invoice Balance: 85.00
Invouce: Unapplied Payments Information =
elete
Service Unapphed Payments for this Customer: 20.00
: ‘ot Ealance |
D [¥] Use Unapplied Payments for Current Receipt " 0.00 T 85.00
Amount from Unappled Payments to use: 20.00
v omer Summ Customer Information b
Open Invoices Customer ID:  123456789101112 Customer Name:  EARL RAMONE
Balance
Last Pad Date L Receipt Information | 2. Receipt Notes
Last Pad Amount =
nsiinlied Msouet PostingDate:  04/16/2013 || Actuai Date:  04/16/2013 PadBy:
Vaiting Recurring Invoices Receipt 2;  [Next Available] Batch =: Check #:
Walting Recurring Penalties '
Waiting Ext. App. Requests — ———
Unjoumalized Invoices |_See | L&J
o su* | Close 85.00
BSSA Message C
Sort Index: Customer ID Posting Date -04/16/2013 | ) 88 A\ 0] @
6.3: Paying with Unapplied Payments CLOSE X

9. C(lick Save.

10. You are prompted to verify you are using unapplied payment amount; click Yes.

Section 6: Receipts
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Lesson 6.4; Editing a Receipt

If the receipt is unjournalized, selected items can be edited: Post Date; Payment Type;
Check Number; Batch Number; Notes. If the receipt has been journalized, only Notes

may

be edited; if another change is required, the receipt must be voided first (see page 111).

1. Locate the receipt.
2. Double-click the record you want to go to.
3. Click| bt

4. Edit the data.

File  View “ DataEntry Tasks Reports Utiies BSAA Applcations  Help
Q- ¢ & 2 o) Addrecpt, | Audt
pplication Views ;
B Customer C
su| Invoices BT
[ Tables: Receipts Recept Number: 00000351 Customer: 123456789101112 Voided: No
i e=————
B Program et Actusl Date: 04/16/2013 PostDate: 04/15/2013 [;] Ext. Receipt Number:
Seorch Bayment Type: [Check - Check Numbsr: Journaized: No | ViewJoumal Entry. _pelete |
— ount From Amount From
; Pad By: [EARL raMone ] [notes.. Unsppied Customer
0.00 85.00
0.00 100.00
A ) 0.00 130.00
UseUnapplied Payments for this payment T =
0.00 85.00
0.00 85.00
Unapplied Amount
Notifications
Waiting Recurring Invoices
Walting Recurring Penalties
Waiting Bxt. App. Requests
Unjournalized Invoices
MR
(from Customer) £563.00
BSBA Message Center
== s Posting Date -04/152013 | 88 A 0] @
6.4: Editing a Receipt CLOSE X
5. Click Save.
Section 6: Receipts
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Lesson 6.5: Voiding a Receipt
Unjournalized Receipt

1. Open thereceipt.

@ void

Click
Select the Reason for Voiding This Receipt.

, then Yes.

(Optional) Enter More Information.
Click Continue Voiding, then Ok.

If you selected NSF as the Reason, you are prompted to add a fee; if you will be
adding a fee, continue with the steps immediately following:

i. Click Yes.

ii. Select the NSF Fee.
iii. Verify or enter the Quantity and Unit Price.
iv. Click Ok.

SR
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Journalized Receipt

Voiding a journalized receipt creates an adjustment journal entry.

© N o v s
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Open the receipt.
Click @

, then Yes.

Enter the Posting Date to use for the journal entry being created to account for this
voided receipt.

Fle View Navigation DataEntry Tasks Reports Utiies BSSA Aplcations  Heb
O- ¢ & 2 F Q)addrecpt,. |8laudt
= =
Application Views T e e —— | =)
B Customer S0 E AR S Q)ad Jedt @vod | slaudt |3 dounaize
[ s CEREFITRIGHTALIGH e —
#.| Recepts -
[ Tables: Recepts Recept Number: 00000346 Customer: 123456789101112 Voided: No
progen e == . =
= i Actusl Date: 04/12/2013 PostOate: .10 |0 Ext. Receipt Number: -
Quick Search Y s P B d: Yes [ Viewloumal Entry. | Delete
Cussormer ID |
O’ e Bt N Past Date for Voided Receipt Notes... et [I gz
Pt . 000 8500
SRII— The Receipt you are attempting to void has been ———— 0.00 100.00
journalized. As a result, an adjusting journal entry will be
] i, |‘ Amount (from customer): made in this process. i 0.00 0.00 130.00
0.00 78.00
Ml Tavolces l Amount Unappled: Please enter the Posting Date to use for this journal entry: 20.00 0.00 85.00
s | s 3 /1672013 [ —_— VOIDED VOIDED
LastPad Date 41 e 1 o S R T
i v oce Mumber W Amount Apoked 1
Unapplied Amount 0000001714 . 4 85.00 EE:HSJ
otificatio i
Waiting Recurring Invoices
Waiting Recurring Penalties
Waiting Bxt. 2pp. Requests |
Unjoumalized Invoices Totals: 85.00 85.00
Close |
y UIs soATEE
"Toﬁlea.h § (1vodsd) Total Amount (from Customer) $478.00
BSBA Message Center
Sort Index: Customer 1D Posting Date -04/16/2013 | 4 88 A 0] @
6.5: Voiding a Receipt CLOSE X

Click Void Receipt.
Select the Reason for Voiding This Receipt.
(Optional) Enter More Information.

Click Continue Voiding, then Ok.

If you selected NSF as the Reason, you are prompted to add a fee; if you will be
adding a fee, continue with the steps immediately following:

i. Click Yes.
ii. Select the NSF Fee.

iii. Verify or enter the Quantity and Unit Price.
iv. Click Ok.
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Section 7; Tasks and Utilities Menus

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Journalize and post

o Setup recurring invoices

o Transfer delinquent invoices to Tax
o Write off invoices

o Apply penalties

o Update customer data from Assessing or Tax



Lesson 7.1: Journalizing and Posting

Journalizing

Go to Tasks>Journalize/Post.

Select the item to journalize (Invoices; Receipts; Adjustments).
Select the Population.

Select the Date Filter (all or a date range).

i h N

Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct.

Fle View MNavigaton DataBntry Tasks Reports Utiites BS8A Appications  Help
Q-4 B g)addinvoice.,  [lAudt
Process the following records: | [T TS c SR -I Population
All available records will be used when generating this report.
iy Balance |
Posting Date Filter 0.00 0.00 85,00
0.00 0.00 85.00
(@ All Dates
£ . = 0.00 0.00 25.00
S—— @ -bnatenmae T / | fraudh 'y e T T
Open Invoices 3 "
[ e $195.00 | Joumalize Invoices By User BSAT -
Receipts 1
Last Paid Date 2/1y2012 —
Last Paid Amount $100.00 It is recommended that you first process a PROOF RUN. This wil allow you to verify all
Unapplied Amount §50.00 General Ledger number totals before creating journal entries.
@ Proof run (Generate report only)
‘Waiting Recurring Invoices F . Live run (Craste journal entries and generate report)
Waiting Recurring Penalties 0
Waiting Bxt. App. Requests o
|
Unjourmalzed voces ' [ cones ]
e Total Balance: 195,00
BS&A Message Center
Sort Index: Customer ID Posting Date - 04j08/2013 | ) 88 A 0] @

7.1: Journalizing and Posting

CLOSE X

Click Run.
Select the (print) Destination and click Ok.

Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.

Section 7: Tasks and Utilities Menus
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Posting

These instructions are only necessary if you are not set up to post at the time your journal
entries are created (see page 26), or if the user who performed the journalization does not
have security rights to post to General Ledger (see page 2).

1. Go to Tasks>Journalize/Post>Post Journal Entries to BSA General Ledger.
2. Select the Post Date option ("post all" or "post by date") and click Ok, then Yes to view
a report.

3. Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.

Section 7: Tasks and Utilities Menus
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Lesson 7.2: Recurring Invoices

A Recurring Invoice is not an invoice, but a template; the billing items set up here appear
on invoices generated from this Recurring Invoice. Recurring invoices are useful for
services that are billed on a recurring basis for specific customers. Once the Recurring
Invoice template is set up, invoices can be quickly created from that template. You do not
need to visit each customer and add the invoice.

Setting Up

1. Go to Tasks>Set Up Recurring Invoice.

2. Click (@A

o) Adqds) oeete | fu Auait New Recurring Invoic
[ TVic & T
i Recurring Invoice Number: [Next Available]
- Receipts |

a Tables: Customers 1, General Setup | 2, Add/Remove Customers | 3, Notes

[ Program Setup General Information )
Quick Semrch | Payment Terms: [N | | P.0. Number: Selecton Code:
Customer

Nam Invoice Generation Setting!
vt voh o e Invoices aready generated: 3 v
operty Address
RS \_,;: Status: |actve v| Frequency: |Select Marwally - Amount already generated: $0.00 i
Date of last generated invoice: 0.00 25.00

Custormes Limit number of invoices Limit amount to invoice || Limit date 0.00 0.00
Open Invoices 5 0 | 0.00 / [

Balance

Last Paid Date

Last Paid Amount Item Code Descrption Quantity Unit Price Amount |

Unapplied Amaount <double-dick or begin typing here to add a new row.>

| Notifications a
Waiting Recurring Invoices
Waiting Recurring Penalties
Waiting Bx. App. Requests
Unjournalized lnvoices
Invoice Total: 0.00

View changes... [ save | [ cancel] Silsiicas 195.00

Posting Date - 04/09/2013 | 1, 8 LA 10) @

7.2: Recurring Invoices CLOSE X

Verify or enter the Recurring Invoice Number.

3

4. Verify or select the Payment Term.
5. If applicable, enter a P.O. Number.
6

Status is automatically set to Active, meaning invoices can be created from this
Recurring Invoice. You may change the status to Hold if no invoices are to be created
yet.

Section 7: Tasks and Utilities Menus
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10.
11.
12.

13.

14.

15.
16.

17.

18.

Select the Frequency (this can be a filter when creating invoices).

Select whether or not to Limit Number of Invoices. If checked, the number of invoices
that can be created for the selected customer(s) is limited to the number you enter in
the following step (this is per-customer).

If you elected to limit the number of invoices, enter the # of Invoices.
Select whether or not to Limit Amount to Invoice.
If you elected to limit the amount to invoice, enter the Max Amount.

Select whether or not to Limit Date. If checked, attempting to create invoices before
the start date or after the end date will result in an error.

If you elected to limit the date, enter the Start and End Dates. If your computer's
system date is on or before the end date, the Recurring Invoice is considered
"waiting," and can be filtered on when generating invoices.

Add the billing items, verifying or entering the Quantity and/or Unit Price.
Verify or enter the Amount.

(Optional) Click GL Numbers to view or make a change to the distribution of the
current line item.

(Optional) Click the Add/Remove Customers tab to specify the customers for which
invoices will be created; click the Add button and select the customer(s).

Click Save.

Generating Invoices from a Recurring Invoice

© N o wn
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Go to Tasks>Generate Recurring Invoices.

Select whether or not to Display Waiting Recurring Invoices Only. If you want to
generate "waiting" recurring invoices only, you can click Waiting Recurring Invoices in
the Notifications pane, instead of going through the Tasks menu.

The Recurring Invoices are marked for selection by default. Uncheck any that aren't
to be included in the current run.

(Optional) Click Edit Assigned Customers to add or remove customers to/from the
currentrun.

Verify or enter the Invoice Date.
Verify or enter the Post Date.
Enter the Service Date.

If applicable, enter a Batch Number.

Section 7: Tasks and Utilities Menus
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10.
11.

12.

13.

run to ensure the data is correct.

9. Proof Run is the default selection. A proof run should always be done before a live

7.2: Recurring Invoices

o)
= e
| o ol te new based on the selected Recurming Invoice.
[¥] Display waiting Recurring Invoices only  kELE Filter by Frequency:  |a) -
First Service Last Date
| Code hnou‘l Start Date End Date Bled
[ wwt 100.00 03/04/2010 Edt Assigned Customers ]
[71 TRASH 5260 011472011 ( ] @
o 2] TRasH 16450 - "~ Balance |
s 0.00 85.00
e E 0.00 85,00
0.00 25.00
e Select All Select None *= Double-Clck & row to edit that record S ke
Open Invoices
Balance ‘ 1 Options | 2, Filters |
Receipts ~Apply to the Invoices
Last Paid Date o013 N . = ~ el
Ctoad | InvoiceDate:  04/03/2013 (5] Postoate:  0409/2013  [[E]] Service Date: [Z) ouepate:  // 63
Unapplied Amount Enter notes to appear on Batch Number:
| ications
Waiting Recurring Invoices C
Waiting Recurring Penalties It is recommended that you first process a PROOF RUN. This will allow you to verify th changes.
Waiting B App. Requests
Unjournalized Inyoices (@ Proof run (Generate report only)
M ( run (Commit changes and generate report)
-
ty o2 8 — —_—
Run [ cancel | ||l Balance: 195.00
| BSSA Message Ce - |
| Sort Index: Customer ID Dat=-04/09/2013 1, @8 0] @

CLOSE X

Click Run, then Yes.

Section 7: Tasks and Utilities Menus
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Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.

The invoices are created and you're prompted to view another status report; answer
accordingly. If any of the customers have unapplied payment (typically as a result of
an overpayment), you may be prompted to apply that to the generated invoice.

(Recommended) Click Yes to print all invoices.
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Lesson 7.3: Transferring Delinquent Invoices to Tax

About Transfers...

o This task requires your MR database to be linked with the Pervasive version or the
.NET version (depending on which you use) of Tax (see page 21 or page 23).

o A customer may be excluded from this utility by unchecking the Allow Transfer to Tax
box (see page 76).

o Abilling item may be excluded by classifying it as non-lienable in Billing Item Setup
(see page 54).

o Aninvoice may be excluded by checking the Classify This Invoice as Non-Lienable box
on the invoice's Other Information tab (see page 88).

o Avalid Transfer to Tax debit account number must be set up on the billing item(s)
appearing on the invoice(s) (see page 54).

Go to Tasks>Transfer Invoices to Tax System.
(Optional) Select one or both Only Transfer... options and click Next.

(Optional) Select one or more Only Transfer... options and click Next.

Hwn -

Select whether to (only one option may be selected):

o Add One Special Assessment Code for Each Item Code Per Customer. Each
billing item is added as a line item in the Special Assessments screen of Tax.

o Add One Special Assessment Code to the Entire Customer Balance. Specify the
code and description. All delinquent billing items are totaled and one line item
is added in the Special Assessments screen of Tax.

o Add Special Assessment Code Based on Each Billing Item's Transfer to Tax Code

Section 7: Tasks and Utilities Menus
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5. Select whether or not to Add a Percentage to Tax Being Transferred.

10.
11.
12.
13.
14.

124

Fle View Navigabon DataEntry Tasks Reports Utlites BS8A Appications Help

O- 0% S pladd g|oeet= | [Wlavdt & atmnt[0] PoFiag ~ | [ Tools -

7
Transfer Overdue Invoices to Tax System ‘ _—

£of

Tax System Update Options

Add one Specal Assessment Code based on each Billing Item Code per Customer

*) Add one Special Assessment Code for the entire Customer balance

Vi
|

o)

Use the options below to determine how the Tax System's Special Assessment codes are handled.

1. Adi ") Add Special Assessment Code based on each Invoice Item’s Transfer to Tax Code

h:
Las

Last Paid Date 2/11/2012 [T] Add 2 percentageto tax being transferred

Last Paid Amount $100.00 0.00

Unapplied Amount $50,00 —

| Waiting Recurring Invoices 2

Waiting Recurring Penalties 0
Waiting Bxt. App. Requests o 714l r Back ] " Nt | Caacal. |
Unjournalized Invoices o

ty S SO AN

E] Viewing Exsting Customer
BSSA Message Center =

Sort Index: Customer 1D

7.3: Transferring Delinquent Invoices to Tax

Discard Changes

Posting Date - 04/10/2013 ) 88 A 10] @

CLOSE X

Click Next.

Proof Run is the default selection. A proof run should always be done before a live

run to ensure the data is correct; click Next, then Finish.

Select the (print) Destination and click Run Report.

Carefully review the report before you close it. You are then prompted to proceed

with the task. Provided everything is correct, click Yes.
Select Live Run.

Select the Tax Season to update.

Verify or enter the Posting Date and click Next.
Carefully review the settings and click Finish.

Select the (print) Destination and click Run Report.
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Lesson 7.4: Writing Off Invoices

i e

126

Go to Tasks>Write-Off Invoices.

Select the Population.

Verify or enter the Post Date.

Select whether or not to Void Unjournalized Invoices.

Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct.

dsi [MarkedRecords _w| [ Population

The records set as marked will be used when generating this report.
Number of Marked Records: 3

PostDate: 04/11/2013 Re-n: WRITE-OFF

S e

|| Only write-off Invoices with a balance less than or equal to: 0.00|

N = T
Last Paid Amount $100.00 || @nly write-off Invoices with no activity Street 202.0
unaophed mewe = Bl
- unit:
‘Wumngkmnmlnvmca 2 SR " 3
Waiting Recurring Penalties 0 d that you fr 3 PROOF RUN, This wil allow you to verify the process —
Walting Bxt. App. Requests 0 R 20
Unjournalized Inyoices 0 R’"’" run (Generate report only) Country Address
(_ Live run (Commit changes and generate report) 0.0 Longitude: 0.0
W —— [ Run || cancel |
| BSSA Message Center
Sort Index: Customer 1D Posting Date -04/11/2013 4 88 101 @

P

7.4: Writing Off Invoices CLOSE X

Click Run, then Yes.

Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.

The records are updated and you're prompted to print another report; answer
accordingly.
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Lesson 7.5: Applying Penalties

The method used is determined by a setting on the Penalty tab of General Settings (see
page 26).

Adding Penalties to Original Invoices

Go to Tasks>Apply Penalties.
Select the Population.
(Optional) Set one or more filters (the more filters set, the fewer records affected).

W=

Select whether or not to Allow Applications of Penalty to Invoices That Have Already
Been Penalized.

5. Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct.

This process will apply penalties to the selectad overdue Invoices. This process affects only the chosen
of records. Penalties will be applied by the addition of new line items to the overdue invoice, .
=
Process the folowing records: |l Recorcs | | Population
All available records will be used when generating this report.
[ Emaiisetings.. |
[~ | Filter by billing cycle [ Filter by firstbilling iten | Filter by first. d _Allow appli of penalty
= = (V] invoices thathave aiready
: ] been penlaed [ property Aop. optiors... |
(| Filter by invoice date [V] Filter by due date || Filter by invoice number D
> / From:  01/01/2012 i)
J Through:  03/31/2013
|| Do not apply penaities to Invoices Sentto Collection mﬂl : |Customer Code -
7! Do not apply penalties for recurring penalty items
Itis that you fir: 2 PROOF RUN, This will slow you to verify the process
runs correctly before committing changes.
(_ thve run (Commit changes and generate report)
gDate-04/12/2013 | 1, 88 [\ (0]
7.5: Applying Penalties CLOSE X
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Click Run, then Yes.

Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click, Yes.

8. The penalty line item is added to the invoices and you're prompted to print another
report; answer accordingly.

Creating Penalty Invoices

Go to Tasks>Apply Penalties.
Select the Population.

(Optional) Set one or more filters (the more filters set, the fewer records affected).

Hw N -

Select whether or not to Allow Applications of Penalty to Invoices That Have Already
Been Penalized.

5. Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct; click Run, then Yes.

6. Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.

7. Fill out:
o Invoice Date
o Post Date
o (Optional) Payment Terms

o DueDate
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o (Optional, unless required) Batch Number

Fie View Navigaton DataEntry
- y  Thspr ol apply 1o the selected overdue Invoices. This process affects only the chosen population
of records. Penalties will be applied by the creation of a new ‘Penalty’ invoice for each customer that has overdue —
-
BB Custoner -
) Invoes OIS POOUINHG
| Receipts “Penaty Invoice Options L. |
[ Tables: Customers Process the folowing records: —
== oy E
ogram Setup m":;?m:m::er:arkﬁ .
Skt N of Horked ke Fere——— )iz
Customer D ] nalty for those:
Owner's Nams F6 wth due bal
Property Address 124 Fipt
e il |} [SETWIETTIPNGE | [ TAVOice PERaity Fleldems— Acphcations & penayts
= = 2 T ices thathave alre:
oo DI = @
[ Filter by involce date PostDate:  04/15/2013 = number
= 1 Payment Terms: 30 i
L] DueDate:  05/15/2013 B3 I
oontwpvustertoll | pumpe: A T | -
1Da not apply penalties ' Options...
— [_ox J[ comes ]
Itis recommended that you
runs correctly before committing’
(@) Proof run (Generate report anly)
MR,, _ Live run (Commit changes and generate report)
£y
BSBA Message Center [ rn ][ cancel
= —bngDat=-04152013 | 1\ R 101 @
7.5: Applying Penalties CLOSE X

Click Ok.

The penalty invoices are created and you're prompted to print another report;

answer accordingly. Penalty invoice numbers are prefaced with PEN (for example
PENO80000678).
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Lesson 7.6: Updating Information from Assessing or Tax

Changes made in Assessing or Tax to a parcel's property and/or owner address, and/or

legal description, will automatically update the corresponding customer record in
Miscellaneous Receivables (provided those update settings are checked; see page 42). If a
customer record should be prevented from being automatically updated, check the Don't
Automatically Update Information From [Assessing or Tax] box located on the Customer
screen. The Update information utility is designed to identify customer records with that
box checked and update them.

132

Go to Utilities>Update Customer Information From Linked Property Application.

Select the Population.

Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct.

0-1¢ & B E G

ﬂmmmwﬁ User; BSAT  DB: Demo
Fle View MNavigaon DataEntry Tasks Reports Utiities BS8A Appications Help
ete | [l Audit

DEMO  Version:

=) attmnt [0] | PWFlag - | [ Tooks -

BB customer

| Invoices

2 Receipts
[ Tables: Customers
=] Program Setup

Receipts o

Last Paid Date Nf&
Last Paid Amount $0.00
Unapplied Amount $0.00
Notification:

Waiting Recurring Invoices 3
Waiting Recurring Penalties o
Waiting Ext. App. Requests o
Unjournalized Invoices []

SN

Yy o
[.' W l] L]
by BSEA SOFTURRE
BS&A Message Center

Sort Index: Customer ID

Update C:

-.]EE‘_J

b This process will update the owner nformabion for the selected customers from the
| . Assessing System. This process affects only the chosen population of records.

Process the following records: |NI Records _vJ Population

&ll available records will mmcm ent Record F g this report. -
Marked Records
Block
Range

o
|mxeanmmuhmm |

Itis recommended that you first process a PROOF RUM. This will allow you to verify the process

runs correctly before committing changes.
@ Proof run (Generate report only)

*) Live run (Commit changes and generate report)

] Cancel |

| Run

Zip: <8617
Country Address
0.0 Longitude:

0.0

=

7.6: Updating Information from Assessing or Tax

Posting Date - 04/15/2013

Discard Changes

LMAom @

CLOSE X

Click Run, then Yes.

Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.

The records are updated and you're prompted to print another report; answer

accordingly.
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Section 8: Reports

BS&A

SOFTWAR E-.

In this section you will learn about commonly-run reports. Screen shots show the main
Report Options screen for each report.



Lesson 8.1: Aged Accounts Receivable Report

Category: Customer Reports

Aged Accounts Receivable Report - Options x

Population Options

Additional Population Options
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Lesson 8.2: Customer Unapplied Credit History Report

Category: Customer Reports

Custemer Unapplied Credit History - Options

Population: I,-!'.II Fecords LI Population Options...
[ ] Apply Advanced Query ta Populatian

Advanced Query...

SortIndex:  Customer ID...

[ ] IncludeUn-Journalized Unapplied Credits

Run Unapplied Credit History Report as of:
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Lesson 8.3: Customer Statement (Laser)

Category: Customer Statements

Customer Staterment Laser - Options >

Population Options

[ ]

Additional Population Options
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Lesson 8.4: Billing Register

Category: Invoice Reports

Billing Register - Options *

Population Options

[ ]

Additional Population Options
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Lesson 8.5: Receivables by General Ledger Number

Category: Invoice Reports

Receivables By General Ledger Mumber - Options *

Population Options

L]

Additional Population Options

stitatabal Ghnice;
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Lesson 8.6: Revenue by General Ledger Number

Category: Invoice Reports

Revenue By General Ledger Mumber - Options *

Population Options

L]

Additional Population Options

stitatabal Ghnice;
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Lesson 8.7: Standard Invoice

Category: Invoice Reports

Standard Invaoice 1- Options

Population Options
[ ]
Advanced Query...

Additional Population Options

Ft == Ta LB

=R =2 Tl =

Clear Values
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Lesson 8.8: Payment Register

Category: Payment Distribution Reports

Payment Register - Options

[ ] Apply Advanced Query ta Populatian

Advanced Query...

SortIndex: | Receipt #..

Population: I,-!'.II Fecords LI Population Options...

Indude On Repert: |All Transaction Types ;I
[] Include Customer Mame on Report
[] Totals Only
[] showamounts forvoided Receipts
[] Filter by Post Date Range:
From: 05/31/2018 | |[E) 7o; 05/31/2018 | |[EH

[] show First Billing Item rather than First Service Code
[] Bxclude Loan Invoice Payments

Section 8: Reports
150

Miscellaneous Receivables



Notes

Section 8: Reports
Miscellaneous Receivables 151



Section 8: Reports
152 Miscellaneous Receivables



