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MISCELLANEOUS BILLING SETUP & PROCESSING

INTRODUCTION

Welcome to the Logos.NET Miscellaneous Billing Processing guide. This
manual will guide you through both the setup and processing aspects of
Miscellaneous Billing Processing.

The guide is divided into two sections.

The System Administration Guide will focus on the set-up components
necessary to utilize Miscellaneous Billing Processing within Logos.NET. This
will include detailed information on “master files” that must be set-up such
as Invoice Types and Customer and will also include the security settings
which will be utilized to enable workflow and tailor user options to your
needs.

The End User Processing Guide will describe the steps, workflow and
options available in Miscellaneous Billing Processing to the end-user. It will
guide you through the process from entering Customers, through to Invoice
Entry and Invoice adjustments. Included in the section will be a guide to the
standard reports available in the software.

This document is available in Microsoft Word format to allow for
customization to your agencies particular needs and procedures.
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SYSTEM ADMINISTRATOR GUIDE

Company FM Settings

The Company FM Settings area contains universal settings that control
system behavior within the Miscellaneous Billing Module.

Miscellaneous Billing Tab

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenanc

Company FM Settings

Budget Validation «  _Annual Budget Settings v Annual Budget Levels v Procurementv Accounts Payable v W‘
ing Options

Transaction Proc

Centralized Department 04 - Finance Department -
Increment Counter Numbers Based on Fiscal Year [
Fax Invoices [
Email Invoices
Allow Changes to Approved Invoices

Validation and Approval Sequence  Require Validation for Approvals -
o :
Mext Customer Number 81
[ Recet_J print
Maintenance > Financial Management > Company FM Settings > Miscellaneous Billing
tab
Fields:

Centralized Department - This is an optional field. If a value is chosen from
the drop-down, it will be the default department that is filled in when any
transaction is started within Miscellaneous Billing granted the user has
access to the selected department. In addition, the department entered in
this field will be the Functional Department that is used when a system
generated journal entry is created from any Miscellaneous Billing
transaction.

Increment Counter Numbers Based on Fiscal Year - If selected, this check box
will automatically increment system assigned Invoice Numbers based on the
fiscal year specified in Logos. E.g., 2012-0000001

Fax Invoices - If selected, this check box will allow for the option to produce
an Invoice via fax.
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Email Invoices - If selected, this check box will allow for the option to
produce an invoice via email.

Allow Changes to Approved Invoice - If selected, this check box will allow
users to make changes or modifications to an Invoice if one or more
approvals have been placed on the Invoice Batch. If the check box is cleared,
no user will be able to make modifications to an Invoice that resides within
an Invoice Batch with at least one approval on it.

Validation and Approval Sequence — This drop-down decides the order in
which a user must proceed through the work flow buttons as transactions
are entered in the Miscellaneous Billing module.

Next Customer Number — The number entered in this field will determine the
next number assigned to a Customer created for Miscellaneous Billing.

Customer Types

myFavorites | Financial Management | Human Resources | Utility Management | Communi

Customer Type List

Code ~ | Description | Statement Format |
BID #1 Business Improvement District #1 3TD - Standard
Cobra Cobra Recipient STD - Standard
Com Commercial 3TD - Standard
Grantor Grantor 3TD - Standard
Health Dept. Health Department STD - Standard
Home Bus Home Business STD - Standard
Hotel Hotels 3TD - Standard
Ind Industrial 3TD - Standard
Internal Billing Internal Billing STD - Standard
Law Firms Law Firms 3TD - Standard
Loans Loans 3TD - Standard
Mon-Emp Billing Mon Employee Billing STD - Standard
Res Resident STD - Standard

I T AT

Maintenance > Financial Management > Miscellaneous Billing > Customer Types
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Customer Types are a required item to set up in order to use the
Miscellaneous Billing module. Customer Types have numerous functions
that assist users in many ways. First and foremost, this required setup item
acts as a grouping category for Customers in Logos. To gather Invoice Billing
information based on Customer Types, there are reports and inquiries in
Logos that can be generated by this Customer Type. This is designed to give
users a high level view of which types of customer are being billed the most
and which types of customers have the most outstanding invoices.

myFavorites | Financial Management | Human Resources | Utility Management |

Customer Type List
Customer Type - Com

General
Code Com
Description  Commercial
Statement Format  STD - Standard =
Undesignated Cash GIL Account | 101-002.001 - Cash Sav FOA#0590-198-578 v
Undesignated Liability GIL Account | 101-211.000 - Retainage Payable |v|@
Credit History
Track Credit History
Period (months) 36
Maximum Points 10
[_Reset |
Fields:

Code - Enter a code descriptive of the particular Customer Type being
entered. This is typically a shortened description of the Customer Type
being entered; however, this will need to be easily identifiable to users in
Logos.

Description - Enter a full description of the Customer Type being entered.
This field will allow up to 32 characters.

Statement Format — Choose a format used when Customer Statements are
generated for Customers associated to the Customer Type being entered. A
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standard format is already pre-defined in Logos, however, if a custom format
is needed please discuss this option with an Application Specialist.

Undesignated Cash G/L Account — A G/L Cash account is required to be
entered in this field. This field is used for any pre-payments or over
payments that have been received by a Customer in Revenue Collections. If
one of these scenarios occurs when the Revenue Collection Batch is posted,
the amount taken in by the Receipt will hit the Cash Account specified in
this field as opposed to the Cash account. This is set up on the Payment
Code used on the Cash Receipt.

Undesignated Liability G/L Account — A G/L Liability Account is required to be
entered in this field. This field is used for any pre-payments or over
payments that have been received by a Customer in Revenue Collections. If
one of these scenarios occurs when the Revenue Collection Batch is posted,
the amount taken in by the Receipt will hit the Liability Account specified in
this field as opposed to the Revenue Account entered during the setup of
the Payment Code used on the Cash Receipt.

Track Credit History — If this check box is selected, Logos will track the history
of delinquent customers. Delinquent customers accumulate more points.

Period (months) — Setting a period in months allows Logos to determine the
length of time credit points can be tracked on a customer. This field can
range from 1 — 9,999 months.

Maximum Points — The number entered in this field will define the ceiling of
points a customer can gain. It is set up within this Customer Type. Once a
customer reaches the points entered into this field, alerts can then be sent
to users within Logos.
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Invoice Types

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Invoice Type List

Active [Code s |Description | category | Classification | Inveice Format -
A 61880 Grant 61880 Business Improvement District Standard Midland
v Ann Arbor Ann Arbor Business Improvement District Standard Midland
A Attorney Attorney Billing Charges Template GUAM =
v Basketball Basketball Security Senvices Provided Standard invoice
A BID #1 Business Improvement District#1 Business Improvement District Template invoice
v CDBG Grant  CDBG Reimbursement Grant Standard invoice
v Cemetary Cemetary Charges Standard invoice
A Cobra COBRA Billing Charges Template invoice
A Code Violation Code Enforcement Violation Business Improvement District Standard Sanibel
v Dare Dare Grant Grant Standard invoice
v Dare 2009 Dare Grant 2009 Business Improvement District Standard Calhoun
v DevRec DecRec Charges Standard invoice
v Drain Clearing Drain Clearing Business Improvement District Standard invoice
v EMS EMS Senvices Senvices Provided Standard invoice
A False Alarm  False Alarm Fee Charges Template Midland -
Cosets ] seresn Y pont

Maintenance > Financial Management > Miscellaneous Billing > Invoice Types

The Invoice Type List page allows authorized users to view a list of all
existing invoice types. On this page a user can also add new invoice types
and edit or delete existing types. Invoice Types are used for categorizing
invoice formats, late notices, billing codes, and general ledger distributions.
The software allows the system administrator to define the different types of
invoices generated by your municipality and all the types of activities billed
on the different invoice types.

The default sort order is by Code (in alphabetical order). Clicking a hyperlink
in the Code column opens the Invoice Type page where invoice type
information can be entered.

To add a new invoice type click New. To open and edit an existing invoice
type, click the Code hyperlink.

To delete an invoice type from the list, select it in the list and click Delete.
The Delete button is hidden or disabled if the user does not have the
appropriate security permissions. If authorized, when Delete is clicked the
user is prompted to confirm the deletion.

To print a list of all standard or template invoice types, click Print. When the
Invoice Type Listing pop-up window appears select the criteria to be
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displayed on the report. Click OK to submit the Invoice Type Listing to
myReports. The Print button is hidden if the user does not have the
appropriate security permissions.

Invoice Type Page

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Invoice Type List
Invoice Type - False Alarm

General Remittance

Code  False Alarm Contact Name

Description ~ False Alarm Fee Contact Description

Active Address Line 1

Category  Charges - Charg: ~ Address Line 2

Classification ~ Template -
Address Line 3

Zpcode [ ¥

City

Invoice Format  Midland -
Inveice Reprint Format Form -
Print Barcade on Invoice

Payment Code MB Invoice - MB Invoice v
30 Phone Number

State v

Number of Days until Due
Allow Associated Parcel [ Extension
Grant Fax Number

Memo Invoices E-mail Address

Allowed  No -
Generate G/L Entries [

o T et Y osce Y cnese ] oiwusors ] e ovsea—] - counersJ —ergenea s

The Invoice Type page allows authorized users to enter and maintain the
invoice types used by your municipality that are sent to customers. It may be
accessed for a given record by clicking on the Code column hyperlink.
Invoice Types are used for categorizing invoice formats, late notices, billing
codes, and general ledger distributions. The software allows the system
administrator to define the different types of invoices that are generated by
your municipality and all the different types of activities that are billed on
the different invoice types.

Fields:

Code - Type the code to identify the invoice type. It must be a unique code
between 1 and 16 characters.

Description - Type the description of the invoice type. It must be between 1
and 32 characters.

Active - Select this check box to enable Invoice Type when users are
entering invoices.
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Category — Select the category belonging to this invoice type. The category
is defined in Validation Set 68. Press the CTRL key and click the field to open
the Validation Set Values List dialog box where you can add or edit a
validation set. Category is a way to group similar invoice types together for
reporting and inquiry purposes. Examples are: licenses, office rental, and
retiree insurance. Another example of category would be the use of
departments: Fire, Water, Electric, etc.

Classification — Select the classification of invoice belonging to this invoice
type (e.g., Standard or Template).

= Standard - Used for invoices that can be billed anytime and do not have
a recurring bill pattern; these invoices are reactive and are sent out as
needed. For example, consider ambulance fees since they could be
billed anytime.

= Template — Used for invoices that have a recurring bill pattern; these
invoices are proactive and are sent out on a regular schedule. For
example, boat slips, hangars, or parking space rentals would be billed
each month so the invoice type could be setup as a template.

Invoice Format - Select the format used for this invoice type. This list is
populated with data from the mail merge document created using the mail
merge. This defines what the invoice will look like when printed.

You must design the MB invoice document that will be sent out to the
customers. It's a mail merge document so you can customize the MB invoice
to meet your specifications. This is the document that the system prints out
which can be mailed to the MB customers.

Invoice Reprint Format — Select the default format used when users want to
reprint an invoice for this invoice type, for example a second notice. This list
is also populated with data from the mail merge document that was created
using the mail merge. This defines what the invoice will look like when
reprinted.

Print Barcode - Select the Print Barcode on Invoice check box if the barcode
should be printed on the invoice. When selected, this enables the Payment
Code field. Enabling this feature is a time-saving benefit to your
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organization, allowing users to bypass manually entering the invoice
number during the payment collection process.

Payment Code - Select the payment code to associate with the invoice type.
It is enabled if the Print Barcode on Invoice check box is selected. (Payment
Codes are defined in Maintenance > Logos Suite > Revenue Collection >
Payment Codes with Miscellaneous Billing as the A/R Sub Ledger.)

Number of Days Until Due — Type the number of days before the invoice type
is due. The acceptable range is 1 through 32,767. The system calculates the
default due date based on this number when creating the invoice.

Allow Associated Parcel - If your organization wants to be able to associate
parcels to this invoice type, select the Allow Associated Parcel check box. This
will cause the Jurisdiction and Parcel ID fields to display on all invoices of
this type where the user has user-based security permissions for Parcel
Jurisdiction and Miscellaneous Billing Invoice Type.

Grant - Select the grant associated with the invoice type. This ties the
invoice to a grant to be used for reimbursements. Selecting a value displays
and enables the Grant Program/Grantee field on the Billing Code page. (This
Grant field only appears if the Miscellaneous Billing check box is selected on
the Grants tab in Company FM Settings.)

Click Save to save this invoice type or Save/New to create another invoice
type.

Memo Invoices - Invoice types may be set up as memo invoices that do or do
not generate general ledger transactions when posted. Memo invoices let
you generate internal billing invoices to other departments within your
municipality.

A memo invoice that does generate general ledger transactions may be set
up for one department that bills another for services rendered. This type of
invoice creates debits and credits, charging an expense account in one
department and recognizing revenue in another department.
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A memo invoice that does NOT generate general ledger transactions may be
set up for a department that pays a monthly bill for an entire organization,
and then sends an invoice to each department within the organization,
showing the amount that was withdrawn from the department’s expense
account for its portion of the bill. This type of invoice improves the method
of auditing the expenses that each department incurs.

= Allowed - If this setting is set to Yes then this Invoice Type will support
memo billing.

Generate G/L Entries - If this check box is selected, Logos will generate
General Ledger entries when an Invoice is processed for memo billing using
this Invoice Type. G/L Entries will be specified on the Distributions page.

Remittance — The information entered here will be used by default on
invoices and delinquent notices that use this invoice type when printed. This
information is not required, but can be mapped to your mail merge
document. If this remittance information is left blank, by default the system
uses the address information entered on the Company tab in Company
Suite settings.

Contact Name - Type the name of the contact.

Contact Description - Type the textual description of the contact. For
example: Director or Manager.

Address Line 1 - Type the first line of the address at which the contact is
located.

Address Line 2 - Type the second line of the address at which the contact is
located. This is optional.

Address Line 3 - Type the first line of the address at which the contact is
located. This is optional.

Zip Code - Select or type the zip code where the contact is located.
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City - Displays the city in which the contact is located. This box is
automatically populated when a value is selected in the Zip Code box. It can
be edited if needed.

State — Displays the state in which the contact is located. This box is
automatically populated with the correct state when a value is selected in
the Zip Code box. It can be edited if needed.

Phone Number - Type a telephone number at which the contact can be
reached.

Extension — Type the phone extension number at which the contact can be
reached, if necessary.

Fax Number - Type the fax number at which the contact can be reached.

E-mail Address - Type an email address for the contact.

CONFIDENTIAL & Proprietary New World Systems Use Only newworldsystems.com
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Invoice Type Distributions

myFavorites | Financial Management | Human Resources | Utility Management | Community De’

Invoice Type List = Invoice Type - False Alarm
Invoice Type Distributions

Effective Datas

Start Date
Defaults

Billing Account Method | Accrual

) - False Alarms |v|@
) - Cash-Qver/Under |v|@

Revenue G/L Account

Bad Debt Expense GiL Account

Override Cash Account

Owerride Receivable Account

Doubtful Receivable Account

Memo Billing Expense Account

|. JUU-D 5L U
|..¢_.. - a5

Default Project

Allow Partial Payments
Partial Payment Method | Prorated

Invaice Payment Sequence Mumber 1

(3]

Late Fee Payment Sequence Mumber

(%]

Finance Charge Payment Sequence Number
Reclassification Credit Points

Assignment Credit Points

Write Off Credit Points

Maintenance > Financial Management > Miscellaneous Billing > Invoice Types

Invoice Type Distributions allows authorized users to maintain default
general ledger, payment processing options, and billing codes information
for the invoice types.

When you save a new record, the Invoice Type Distributions page opens.
Otherwise, click Distributions to define the debit and credit distributions
for this invoice type on the Invoice Type Distributions page.

Fields:

Effective Dates — Select the effective date range for the invoice type
distributions information. On the left and right sides of the drop-down list
are arrows. Clicking the left arrow moves the display to the previous
effective date range in the list (i.e., earlier in time from the currently selected




MISCELLANEOUS BILLING SETUP & PROCESSING

date range). Clicking the right arrow moves the display to the next effective
date range in the list (i.e., later in time from the currently selected date
range).

Start Date - Select the effective start date for the invoice type distributions
information. The date selected must be greater than the previous record’s
start date. The effective Start Date must be unique for each instance of the
invoice type. The time periods during which an invoice type is effective must
be unique for that type.

Billing Account Method - Select the revenue recognition method to use for
the invoice type (i.e., Cash or Accrual). The default is Accrual. If Cash is
selected there are no receivable accounts and the entry is recognized as
revenue.

Revenue G/L Account - Select the default revenue account to be used when
this invoice gets processed. Clicking the Search icon next to this field
opens a popup which enables you to search for the G/L account you want to
display.

Bad Debt Expense Account - If Accrual is selected as a Billing Account
Method, select a Bad Debt Expense G/L Account, which is the default bad debt
expense account to be used when writing off uncollectible accounts
associated with the invoice type. If entered, the Bad Debt Expense G/L
Account must share the same Fund (Organization 1) as the Revenue G/L
Account selected. Clicking the Search icon next to this field opens a
popup which enables you to search for the G/L account you want to display.

Override Cash Account — Select the cash account to use for invoice type
revenue collections. This overrides the fund's default cash incoming account
setup. Use this if you want the cash coming in to go to a specific cash
account other than the fund's default offsetting account.

Override Receivable Account - If Accrual is selected as a Billing Account
Method, select an Override Receivable Account, which is the receivable
account to use for invoice type revenue collections. It overrides the fund's
default A/R account setup. Use this if you want the receivable to hit a
specific receivable account other than the Fund's default A/R account.
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Doubtful Receivable Account - If Accrual is selected as a Billing Account
Method, select a Doubtful Receivable Account, which is the receivable
account to use when the receivable is reclassified to doubtful. If the attribute
is not defined, invoices of this type cannot be selected in Bad Debt
Processing for reclassification. It overrides the Fund's default A/R account
setup. Use this if you have a specific account used to track doubtful A/R.

Memo Billing Expense Account - If the Invoice Type is set up to only support
memo invoices, the Memo Billing Expense Account field appears. Use Memo
Billing Expense Account to select the departmental account that will be
expensed for the selected invoice type. When a memo invoice is created for
this invoice type, the system matches the departmental organization set
defined for the customer with this expense account to create the general
ledger account that will be charged the expense.

Default Project — To allocate revenues to projects, in Default Project select the
project to which Miscellaneous Billing revenue will be allocated. Clicking the
Search icon () next to this field opens a popup which enables you to
search for the project you want to display.

Allow Partial Payments - Select this box if allowing partial payments of an
Invoice is desired.

In Partial Payment Method, select the method in which partial payments are
allocated (i.e., Sequential or Prorated). The default is Prorated. Even if partial
payments cannot be collected, the application of undesignated balances
(overpayments) to an invoice during billing is always allowed and the
amount applied may be less than what is being billed.

= Prorated - Distributes payment proportionately based on percentages of
billing codes.

= Sequential - Distributes payment based on the order of the sequence
numbers assigned to the invoice, late fee, and finance charge.

Invoice Payment Sequence Number — Select the payment sequence to use
when a partial payment is received. The number must be unique. It is visible
and enabled only if the Allow Partial Payments check box is selected. The
available options are 1, 2, or 3. The default selection is 1.
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Late Fee Payment Sequence Number - Select the payment sequence to use
when a partial payment is received. It must be unique. It is visible and
enabled only if the Allow Partial Payments check box is selected. The
available options are 1, 2, or 3. The default selection is 2.

Finance Charge Sequence Number — Select the payment sequence to use
when a partial payment is received. It must be unique. It is visible and
enabled only if the Allow Partial Payments check box is selected. The
available options are 1, 2, or 3. The default selection is 3.

Reclassification Credit Points — Type the number of credit points assigned
when invoices of this type are reclassified from Accounts Receivable to
Doubtful Receivables. The acceptable range is 1 through 999.

Assignment Credit Points — Type the number of credit points assigned when
invoices of this type are assigned to a collection agency. The acceptable
range is 1 through 999.

Write Off Credit Points — Type the number of credit points assigned when
invoices of this type are written off to bad debt, collection agency, or
property taxes. The acceptable range is 1 through 999.

Late Fees

Apply Late Fees

Calculate on Late Fees

Calculate on Finance Charges

Apply to Reclassified Invoices

Apply to Invoices Assigned to a Collection Agency
Accounting Method | Accrual

Credit Points

Amount

Percentage

Minimum Amaunt

Maximum Amount

Default GA_ Account  |101.000-698.000 - Other Income v

The Late Fees section groups the default late fee information for the invoice
type. Users can assign the accounting method to use, dollar amount or
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percent within parameters, and a default GL account. The fields in this
section are only visible when the Apply Late Fees check box is selected.

Apply Late Fee — Check box if late fees will be charged for the invoice type. If
selected, it also enables the Apply Late Fee field on the Billing Code page.

Calculate on Late Fees — Check box if late fees will be calculated on top of
existing late fees for the invoice.

Calculate on Finance Charges — Check box if late fees will be calculated on
top of existing finance charges for the invoice.

Apply to Reclassified Invoices — Check box if late fees should be applied to
invoices reclassified as Doubtful Receivables.

Apply to Invoices Assigned to Collection Agency — Check box if late fees should
be applied to invoices that have been assigned to a collection agency. It can
only be changed if an effective dated record has not been used.

Accounting Method — Enabled if Accrual is selected in the Billing Account
Method field. Select the revenue recognition method to use for the invoice
type late fees (i.e., Cash or Accrual).

Credit Points — Type the number of credit points assigned to each instance of
applying late fees to an invoice.

Amount - Type the flat fee amount to be billed as late fees. The acceptable
range is 0.01 through 9,999,999.99. Percentage or Amount is allowed, but
not both.

Percentage - Type the percentage amount to be used to calculate late fees.
The acceptable range is 0.0001 through 100.0000. Percentage or Amount is
allowed, but not both.

Minimum Amount - Type the minimum dollar amount of late fees to be
billed when calculating late fees based on a percentage. It is enabled if a
value is entered in the Percentage field. It is disabled if a value is entered in
the Amount field. The acceptable range is 0.01 through 9,999,999.99.
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Maximum Amount - Type the maximum dollar amount of late fees that can
be billed when calculating late fees based on a percentage. It is enabled
when a value is entered in the Percentage field. It is disabled if a value is
entered in the Amount field. The acceptable range is 0.01 through
9,999,999.99. The Maximum Amount field must be greater than or equal to
the Minimum Amount field.

Default G/L Account - Select the default G/L account to use for recording the
late fee revenue. It must be in the same Fund as the Bad Debt G/L Expense
Account selected. Clicking the Search () icon next to this field opens a
popup which enables you to search for the record you want to display.

Finance Charges

Apply Finance Charges

Calculate on Finance Charges

Calculate on Late Fees

Apply to Reclassified Invaices

Apply to Invoices Assigned to a Collection Agency
Accounting Method  Accrual

Credit Points

Percentage

Minimum Amount

Maximum Amount $25.00

Default GA Account  |101.000-698.000 - Other Income = |

1az2t N Billing Codes | EI

The Finance Charges section groups the default Finance Charge information
for the Invoice Type. Users can assign the accounting method to use,
percentage within parameters, and a default GL account. The fields in this
section are visible when the Apply Finance Charges check box is selected.

Apply Finance Charge — check box if finance charges will be charged for the
Invoice Type. If selected, it enables the Apply Finance Charge field on the
Billing Code page.

Calculate on Finance Charge — check box if finance charges will be calculated
on top of existing finance charges for the invoice.
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Calculate on Late Fees — check box if finance charges will be calculated on
top of existing late fees for the invoice.

Apply to Reclassified Invoices — check box if finance charges should be applied
to invoices reclassified as Doubtful Receivables. It can only be changed if an
effective dated record has not been used.

Apply to Invoices Assigned to a Collection Agency — check box if finance
charges should be applied to invoices that have been assigned to a
collection agency. It can only be changed if an effective dated record has
not been used.

Accounting Method - Select the revenue recognition method to use for the
Invoice Type Finance Charges (i.e., Cash or Accrual). It is disabled if Cash is
selected in the Billing Account Method field. It is enabled if Accrual is
selected in the Billing Account Method field.

Credit Points — Type the number of credit points assigned for each instance
of applying finance charges to an invoice. The acceptable range is 1 through
999.

Percentage - Type the percentage amount to be used to calculate finance
charges. The acceptable range is 0.0001 through 100.0000.

Minimum Amount — Type the minimum dollar amount of finance charges to
be billed when calculating finance charges based on a percentage. It is
enabled if a value is entered in the Percentage field. The acceptable range is
0.01 through 9,999,999.99.

Maximum Amount — Type the maximum dollar amount of finance charges
that can be billed when calculating finance charges based on a percentage.
It is enabled if a value is entered in the Percentage field. The acceptable
range is 0.01 through 9,999,999.99.

Default G/L Account - Select the default G/L account to use for recording
finance charges revenue. The account must be in the same Fund as the Bad
Debt G/L Expense Account selected. Clicking the Search icon next to this
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field opens a popup which enables you to search for the record you want to
display.

Copy Invoice Type Distributions

Use this feature to make changes to invoice types that have been previously
used. While on the Invoice Type Distributions page, you can copy the default
general ledger information for the invoice type to create a new one with a
new effective date.

1. Click Copy, which copies the values from the currently effective
record into the fields using the New Effective Date specified. This
button is hidden if you do not have Add permission rights to the
Miscellaneous Billing — Invoice Types security component.

2. In New Effective Date, select or enter the new date for the new invoice
type distribution.

3. Click OK.

4. Update the fields on the Invoice Type Distribution page as needed
and save the new record.

CONFIDENTIAL & Proprietary New World Systems Use Only newworldsystems.com
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Billing Code List

myFavorites | Financial Management | Human Resources | Utility Management | Com

Invoice Type List = Invoice Type - False Alarm = Invoice Type Distributions

Billing Code List

Sequence Number ¢ | Billing Code | Description | Default Unit of Ileasum|
1 FA FA EEE
30 FAPerUnit Flase Alarm Per Unit Each

40 FAStepRate S FA Step Rate Single Rate for Quantity Each

The Billing Code page allows authorized users to enter and maintain billing
code detail for billing codes associated with invoice types. Billing codes
appear on the Miscellaneous Billing invoice that your organization sends to
the customer. You can create as many billing codes as needed for each
invoice type. When you create the actual MB invoice, you can pick from all
the billing codes available for the particular invoice type. It's important to
create simple and logical codes and descriptions for the billing codes.

The Billing Code List page may be accessed by clicking on the Distributions
button on the Invoice Type Code page.
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myFavorites | Financial Management | Human Resources | Utility Managems

Invoice Type List = Invoice Type - False Alarm = Invoice Type Distributions = Billing Code List

Billing Code - FA

Code F2&

Description  ©~
Sequence Mumber 1

Default Unit of Measure | 2¥4-2x4
General

Apply Late Fee
Apply Finance Charge
Memo Billing Charge
Calculation Method | Single FlatFee
Amaount  $5.0000
Override GIL Accounts

Revenue

[ |

Bad Debt Expense |E

|
|
Late Fee  [101.000-698.000 - Other Income = |
|
|

101.000-698.000 - Other Income el |

Finance Charge

Memo Billing Expense Account

Fields:

Code - Type a unique billing code identifier. The maximum character length
is 16; the minimum is 1. There are no character restrictions.

Description - Type a description of the billing code. The maximum character
length is 64; the minimum is 1. There are no character restrictions.

Sequence Number — Type a unique sequence number to use for displaying
the billing code on the billing pages, printed invoice, and payment
sequence if a partial payment is made. This may be a numerical value from
1-999.

Default Unit of Measure — Select the unit of measure to use with the
associated billing for calculating billing code amounts. The category is
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defined in Validation Set 30. Press CTRL and click the field to open the
Validation Set Values List dialog box where validation sets may be added or
edited.

Apply Late Fee — Select the check box if the billing code can charge late fees.
It is enabled if the Apply Late Fees check box is selected on the Invoice Type
Distributions page.

Apply Finance Charge — Select the check box if the billing code can charge
finance charges. It is enabled if the Apply Finance Charges check box is
selected on the Invoice Type Distributions page.

Memo Billing Charge - If Memo Invoices is specified on the Invoice Type
page, the Memo Billing Charge check box is enabled. If the invoice type will
be used for memo billing, select this check box.

Calculation Method - Select the method used to calculate the charge
amount of the billing code. The default is Single Amount per Unit. If the
method selected is Step Rate-method, the Rates button is enabled when the
page is saved.

The Available Options Are:

= Single Amount per Unit — quantity x amount per unit

= Single Flat Fee - regardless of the quantity, flat amount is charged

= Step Rate - Single Rate for Quantity - (full quantity x step rate for the
quantity) + step rate flat amount

= Step Rate - Step Rate for Quantity — (full quantity — previous step
maximum amount) x step rate for the quantity) + step rate flat amount

Amount - If the Calculation Method selected is either Single Flat Fee or
Single Amount Per Unit, enter a value in Amount for the default single
amount or the single amount per unit.

Override G/L Accounts — In this section, users can override the default
Revenue G/L Account defined on the Invoice Type Distribution page so that
each billing code created is unique. If nothing is selected here, the system
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will use the default Revenue G/L Account assigned on the Invoice Type
Distributions page.

Revenue - Select the billing code revenue G/L account. Clicking the Search
(<3 icon next to this field opens a popup which enables users to search for
the records they want to be displayed.

Bad Debt Expense - Select the billing code bad debt expense G/L account. It
is enabled only if the Billing Account Method defined for the Invoice Type
Distribution is Accrual. Clicking the Search [ icon next to this field opensa
popup which enables users to search for the record they want to be
displayed.

Late Fee — Select the billing code bad debt expense G/L account. It is
enabled only if the Billing Account Method defined for the Invoice Type
Distribution is Accrual. Clicking the Search [ icon next to this field opens a
popup which enables users to search for the records they want to be
displayed.

Finance Charge - Select the billing code finance charge G/L account. It is
enabled if the Apply Finance Charge check box is selected on the Invoice
Type Distribution page and on the Billing Code page. Clicking the Search
é icon next to this field opens a popup which enables users to search for
the records they want to be displayed.

Memo Billing Expense Account — Select an expense account that will override
the expense account that was placed on the Invoice Type Distributions
Page.
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Invoice Type Late Notices

myFavorites | Financial Management | Human Resources | Utility Management | Col

Invoice Type List = Invoice Type - False Alarm
Invoice Type Late Notices

Sequence Number / |De5cripﬁon Format Credit Point5| Final |
1 Notice 10 oA
Current Page: 1 Total Number of Pages: 1 Total Records: 1

The Invoice Type Late Notices page allows authorized users to enter and
maintain late notices (reminders) associated with the invoice type. It is
displayed by clicking the Late Notices button on the Invoice Type List Page.
The format for late notices and credit points are defined here on the Invoice
Type Late Notices page.

The default sort order is by Sequence Number (in ascending order). Clicking
a hyperlink in the Sequence Number column in the list opens the Invoice
Type Late Notice popup page, where you can edit the late notice
information.
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Invoice Type Late Notice - Notice1

Seqguence Number 1

Description Moticet

Format i
Credit Points 10
Final
Generate Final Only Once

o] cancel.

Fields:
Sequence Number — Order in which Late notices will appear.

Description - Type the textual description of the late notice. The maximum
character length is 32; the minimum is 1.

Format - Select the format assigned to the late notice. This pulls from the
mail merge template that was created for the miscellaneous billing
delinquent notice form letter. This defines what the invoice will look like
when printed.

You must design the MB invoice document that will be sent out to the
customers. It's a mail merge document so you can customize the MB invoice
to meet your specifications. This is the document that the system prints out
which can be mailed to the MB customers.

Credit Points — Type the number of credit points assigned every time a late
notice is generated for the customer, if applicable. The acceptable rangeis 1
through 999.

Final - Check box if this sequence number is the final notice. Only one late
notice can be defined as the final notice.

Generate Final Only Once — Check box is enabled if the Final check box is
selected. Select the Generate Final Only Once check box if the final notice
should be re-generated multiple times as late notices are run.
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myFavorites | Financial Management

Invoice Type List = Invoice Type - False Alarm
Invoice Type Counters

Year + | Mext Invoice Number
2003 2
2004 7
2005 g
2006 4
2007 7
2008 2
2009 4
2010 10001
2011 &
2012 1

Clew. Loaieie ] neiesn

The Invoice Type Counters page allows authorized users to view and define
the next available invoice number by invoice type. The system automatically
assigns invoice numbers by year.

Year - Type the year of the invoice type counter for the next invoice number.
The combination of the Invoice Type and Year fields should be unique. The
year must be greater than or equal to 2000.

Next Invoice Number — Type the next number to be assigned to an invoice for
the invoice type. The current counter number cannot exist in any of the
miscellaneous billing transaction tables for the Invoice Type. The number
automatically increments based upon the usage in the current year. The
acceptable range is 1 through 999,999,999.
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Adjustment Types

myFavorites | Financial Management | Human Resources | Utility Management | Col

Adjustment Transaction Type List

Balance Type ; | Adjustment Type Code : | Description | Credit Poinlsi
Billing Billing Billing Adjustment

Billing Write-Off Write-Off Bad Debt 5
Payment MEF NSF-Returned Check 5
Payment Over Pay Ower Payment

Pre-Payment Credit Credit Account

D £ T8 ©

Maintenance > Financial Management > Miscellaneous Billing > Adjustment Types

The Adjustment Transaction Type List page allows authorized users to view
a list of all existing adjustment transactions types, add new adjustment
transaction types, or edit or delete existing types. Adjustment Transaction
Types provides the ability to define and categorize corrections to payment
and billing adjustments.

The default sort order is by Adjustment Type Code (in alphabetical order),
followed by Balance Type (in alphabetical order). Clicking a hyperlink in the
Adjustment Type Code column in the list opens the Adjustment Transaction
Type page where you can edit the adjustment transaction type information.

To add a new adjustment transaction type click New. To edit an existing
adjustment type, click the Adjustment Type Code hyperlink to open the
existing record.
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Adjustment Transaction Type

myFavorites | Financial Management

Adjustment Transaction Type List
Adjustment Transaction Type - Billing
General

Code  Billing

Description  Billing Adjustment

Balance Type  Billing -

Credit Points
==
Fields:

Code - Type a code that identifies the adjustment transaction type. The code
must be unique. The maximum character length is 16; the minimum is 1.

Description - Type a textual description of the adjustment transaction type.
The maximum character length is 32; the minimum is 1.

Balance Type - Select the classification of the adjustment transaction type
(e.g., Billing, Payment, or Prepayment). The default is Billing. It cannot be
changed if any adjustment history (Edit or Posted) exists for the code.

= Billing - Adjustment affects the MB billing amount.

= Payment — Adjustment affects the payment amount for the customer.

= Pre-Payment — Adjustment used when an overpayment/prepayment has
occurred.

Credit Points — Type the credit points resulting from the adjustment
transaction type. The acceptable range is 1 through 999. Assign credit points
for each adjustment that will tie to the customer’s total credit points. For
example, you can assign points for NSF checks, which generates an
adjustment for your organization.
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Standard Messages

Miscellaneous Billing Standard Messages

Standard Message Code  I4/ 4| « (][]
Standard Message Code
Standard Message i

i m Cancel

Comyrigt 2012, Mew World Sysaames, inc. Al rights resensed

Saveltlaw Deglziz

Maintenance > Financial Management > Miscellaneous Billing > Standard Messages

The Standard Messages page allows authorized users to enter and maintain
standard messages that can be placed on miscellaneous billing invoices,
requisition forms, purchase order forms, payments, permits and permit
application checklists. These codes allow you to load standard messages
which you can later customize onto the form instead of typing them in each
time they are needed.

Fields:

Standard Message Code - Type in a code to identify a message when creating
an Invoice.

Standard Message - Type in a standard message that a user can choose
when entering an Invoice.
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SECURITY SETUP

Permissions

Permission Type - Company Applications
Feature Group - Miscellaneous Billing

s
o
=
c
w
o

abuey>
AN

Component Description

FM Miscellaneous Billing — Enables the Approve icon to appear on the v
Adjustment Process Adjustment page
Manager - Approve

FM Miscellaneous Billing - Enables the Edit Listing icon to appear on the v v
Adjustment Process Adjustment page
Manager - Edit Listing

FM Miscellaneous Billing - Enables the Error Listing icon to appear on the v v
Adjustment Process Adjustment page
Manager —Error Listing

FM Miscellaneous Billing - Enables the Post icon to appear on the v v v
Adjustment Process Adjustment page
Manager —Post

FM Miscellaneous Billing — Enables the Edit & Error listing icon to appearon ~ / v
Adjustment Process the Adjustment page
Manager - Print Edit &
Error Listing

FM Miscellaneous Billing - Enables the Validate icon to appear on the v v v
Adjustment Process Adjustment page
Manager - Validate

FM Miscellaneous Billing - Ability to get to the Adjustment Processing List v v v vvVvy
Adjustment Processing

FM Miscellaneous Billing - Allows users to be able to add and maintainthe " /' v v v
Adjustment Transaction list of Adjustment Types
Type

Suite Import Miscellaneous Allows users to print an Audit Listing from any v v
Billing Invoices - Invoice Invoices that have been imported into Logos
Audit Listing

Suite Import Miscellaneous Allows users to print an Edit Listing from any v v
Billing Invoices —Invoice Invoices that have been imported into Logos
Edit Listing

Suite Import Miscellaneous Allows users to print an New Customer Listing v v
Billing Invoices — New from any Invoices that have been imported into
Customer Listing Logos

Suite  MB Delinquent Notices Allows users to be able to print Second and Final ¢/ v

Form Letter

Notices to myReports
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Component
MB Invoice Form Letter

Miscellaneous Billing -
Analysis By Invoice Type
Miscellaneous Billing —
Bad Debt Batch
Processing
Miscellaneous Billing —
Bad Debt Process
Manager

Miscellaneous Billing —
Bad Debt Process
Manager — Post
Miscellaneous Billing —
Bad Debt Process
Manager - Print Edit &
Error Listing
Miscellaneous Billing —
Bad Debt Process
Manager - Validate
Miscellaneous Billing —
Billing Customer
Miscellaneous Billing —
Billing Customer Contact
Miscellaneous Billing -
Customer Inquiry
Miscellaneous Billing —
Customer Transaction
Report

Miscellaneous Billing —
Customer Type
Miscellaneous Billing —
Delinquent Notice — Error
Listing

Miscellaneous Billing —
Delinquent Notice - G/L
Distribution Summary
Miscellaneous Billing —
Delinquent Notice —Post
Miscellaneous Billing —
Delinquent Notice - Print
Edit & Error Listing
Miscellaneous Billing —
Delinquent Notice -

Suite

Suite

Suite

Suite

Suite

Suite

Suite

Suite

Suite

Suite

Suite

Suite

Suite

Suite

CONFIDENTIAL & Proprietary New World Systems Use Only

Description
Enables the Print Invoices icon to appear on the
Invoice Batch List page
Inquiry users can perform to analyze Invoices by
Invoice Type
Enables users to utilize Bad Debt Batch
Processing

Enables users to get to the Bad Debt Batch List

Enables the Post icon to appear on the Bad Debt
Batch List page

Enables the Print Edit & Error icon to appear on
the Bad Debt Batch List page

Enables the Validate icon to appear on the Bad
Debt Batch List page

Allows users to create/maintain new
Miscellaneous Billing Customers

Allows users to enter/maintain new contact
information for Miscellaneous Billing customers
Allows users to inquire on Miscellaneous Billing
Customer Invoices

Allows users to generate a report showing all
Customer Transactions

Gives users the menu option to be able to
create/maintain Customer Types

Enables the Error Listing icon to appear on the
Delinquent Notice Page

Enables the G/L Distribution Summary Listing
Report icon to appear on the Delinquent Notice
Page

Enables the Post icon to appear on the
Delinquent Notice Page

Enables the Edit & Error Listing Report icon to
appear on the Delinquent Notice Page

Enables Validate icon to appear on the
Delinquent Notice Page

=

$

&
v v
v v
Vv v vvy
v v
v v
v 4
v v
Vv v vy
Vv v vy
Vv v vv Y
v v
Vv v vv Y
v v
v v
v v
v v
v v
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Component
Validate
Miscellaneous Billing —
Delinquent Charges
Miscellaneous Billing —
Invoice
Miscellaneous Billing -
Invoice Aging Report
Miscellaneous Billing —
Invoice Batch Process
Manager — Post
Miscellaneous Billing —
Invoice Batch Process
Manager - Print Edit &
Error Listing
Miscellaneous Billing —
Invoice Batch Process
Manager - Print Batch G/L
Distribution Summary
Miscellaneous Billing —
Invoice Batch Process
Manager - Print Edit &
Error Listing
Miscellaneous Billing —
Invoice Batch Process
Manager - Print Edit &
Post Listing
Miscellaneous Billing —
Invoice Inquiry
Miscellaneous Billing —
Invoice Type
Miscellaneous Billing -
Print Customer
Statements
Miscellaneous Billing —
Print Delinquent Invoice
Notices
Miscellaneous Billing —
Recurring Invoice

Suite
Suite
Suite

Suite

Suite

Suite

Suite

Suite

Suite
Suite

Suite

Suite

Suite

Suite  Miscellaneous Billing —

Undesignated Funds

Suite  Miscellaneous Billing

Standard Messages

CONFIDENTIAL & Proprietary New World Systems Use Only

Description

Allows users to perform delinquent charges
against Miscellaneous Billing Customers

Allows users to create/maintain Miscellaneous
Billing Invoices

Allows users to be able to generate a
Miscellaneous Billing Aging Report

Enables Post icon to appear on the Invoice Batch
List Page

Enables Print Edit & Error Listing icon to appear
on the Invoice Batch List Page

Enables the Print G/L Distribution Summary
Report icon to appear on the Invoice Batch List
Page

Enables the Print Edit & Error Listing Report icon
to appear on the Invoice Batch List Page

Enables the Print Edit & Post Listing Report icon
to appear on the Invoice Batch List Page

Allows users to be able to inquire on
Miscellaneous Billing Invoices

Allows users to be able to enter/maintain
Miscellaneous Billing Invoice Types

Allows users to be able to have access to the Print
Customer Statements menu option

Allows users to be able to have access to the Print
Delinquent Notices menu option

Allows users to be able to use Recurring Invoices
when entering Invoices into a Miscellaneous
Billing Invoice Batch

Allows users to be able to apply undesignated
funds to future Invoices being entered into a
Batch

Allows users to gain access to the Standard
Messages menu option

=

$

&
Vv v vvyY
Vv v vy
v 4
v v
v 4
v v
v 4
v v

Vv v vy

Vv v vy

Vv v vvyY
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s
m
2
&
Component Description i
Suite  Print Miscellaneous Billing  Allows users to be able to print a Refund Checkto /
Check MB Customers that have made a pre/over
payment

Permission Type - Company Documents and Notes
Feature Group - Miscellaneous Billing

S
o
g
&
Component Description W
Suite  MB Customer Notes Enables the Approve icon to appear on the vV vV v vV
Adjustment page
Suite  MBInvoice Notes Enables the Edit Listing icon to appear on the v vV vV vV vV
Adjustment page
Suite  Miscellaneous Billing - Enables the Error Listing icon to appear on the vV vV vV vV
Billing Customer Adjustment page
Documents
Suite  Miscellaneous Billing — Enables the Post icon to appear on the v vV vV vV vV
Invoice Documents Adjustment page

Permission Type - Company Documents and Notes
Feature Group - Miscellaneous Billing Reports

s
o
=
&
Component Description e
Suite  MB Customer Balance Allows users to print a Customer Balance Report v v
Report
Suite  Miscellaneous Billing - Allows users to print an Edit and Post Listing v v
Bad Debt Batch Edit/Post ~ Report
Listing
Suite  Miscellaneous Billing - Allows users to print a Bad Debt Batch Error v v
Bad Debt Batch Error Report
Listing
Suite  Miscellaneous Billing - Allows users to print a Bad Debt Batch G/L v v
Bad Debt Batch G/L Distribution Summary Report
Distribution Summary
Suite  Miscellaneous Billing - Allows users to print a Customer Report v v
Customer Report
CONFIDENTIAL & Proprietary New World Systems Use Only newworldsystems.com

File: Annual Budgeting.docx Last Saved: 5/25/18 | 8:56 AM



New World Systems

MISCELLANEOUS BILLING SETUP & PROCESSING

Component

asn/MaIA

Description

CONFIDENTIAL & Proprietary New World Systems Use Only

Suite  Miscellaneous Billing - Allows users to print a Customer Transaction v v
Customer Transaction Report
Report

Suite  Miscellaneous Billing - Allows users to print a G/L Distribution Report v v
G/L Distribution Report

Suite  Miscellaneous Billing - Allows users to print an Invoice Report v v
Invoice Report

Suite  Miscellaneous Billing - Allows users to print an Open Invoice Report v v
Open Invoice Report

Suite  Miscellaneous Billing - Allows users to print a Payment Edit Report v v
Payment Edit Report

Suite  Miscellaneous Billing - Allows users to print a Revenue Summary Report  / v
Revenue Summary Report

Suite  Miscellaneous Billing - Allows users to print a Waived Delinquent v v
Waived Delinquent Charges Report
Charges Report

User Based Security

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

User-Based Security - Miscellaneous Billing Invoice Types

User nws hd

Function  Miscellaneous Billing Invaice Types -

Available Miscellaneous Billing Invoice Types: 16 Authorized Miscellaneous Billing Invoice Types: 15

61880 - Grant 61880

Ann Arbor - Ann Arbor
Attorney - Attorney Billing
Basketball - Basketball Security
Dare 2009 - Dare Grant 2009
Football - Football Security
Hotel Taxes - Hotel Tax Billing
Inventary - Inventory Invoice
Key - Make Keys for buildings
Medical - Medical Billing

Memo Invoice - Memo Invoice
Port- Port Invoice

Private Grants - Private Grants
RET MEDICAL - Retiree Medical
SR4 - SR4 Widening Grant
Weeds - Weed Control

BID #1 - Business Improvement District #1
Cobra - COBRABilling
Dare - Dare Grant
DCrain Clearing - Drain Clearing
> EMS - EMS Senices
__) False Alarm - False Alarm Fee
HD2010 - Aging Home Delivered Grant 2010
¥2) | Hotel Tax- County Hotel Tax
Loans - Loans
‘(J Maintenance - Maintenance Services
Public Works - Public Works
Rent - Rental Billing
(5) Road Grant - Road Grant
SWF - Solid Waste Fee
Wark Order - Work Order Invoice

Maintenance>Logos Suite>Security>User Based Security

Add the applicable Miscellaneous Billing Invoices Types to each user.
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User Based Security/Sub Ledger

The Sub Ledger area of User Based Security allows for filtering of the General
Ledger Organization Sets that a user can work with in the Miscellaneous
Billing Module. This can be utilized to provide administrators access to all
organization sets while limiting departmental users to their own areas.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

User-Based Security - Sub Ledgers

User nNws - Function SubLedgers - Ledger Miscellaneous Billing -

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

User-Based Security - Sub Ledgers

User nws ~*  Function Ledger Miscellaneous Billing ~
sl o1 Organzatons v
Supervisor
GIL Budget Override Authority
Project Budget Override Authority
Purchase Order Override Authority

Sub Ledger Detail Authority
Encumbrance Adjustment: Budget Adjustment Reclassification Entries

Journal Entries

Create Create Create Create

Remaove Remove Remave Remaove

Paost Paost Post Paost

View View View View

Add Transaction Add Transaction Add Transaction Add Transaction
Change Transaction Change Transaction Change Transaction Change Transaction
Delete Transaction Delete Transaction Delete Transaction Delete Transaction

Csove Lt

Fields:

Supervisor — Check this box if a user needs to be able to see other users’

Invoice Batches other than just their own.

G/L Budget Override - Check this box is a user needs authority to override the

budget on the G/L Account that is being used in a Miscellaneous Billing

Transaction.

Sub Ledger Detail Authority — Check this box if a user needs to view detail
transactions from Miscellaneous Billing in General Ledger Inquiries.
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Journal Entries — Check these boxes if a user needs to view/post system
generated Journal Entries that are automated from entering in any
Miscellaneous Billing Transaction.

Process Manager

There are six different processes within process manager that control the
approval processes within Miscellaneous Billing.

Process Manager

@B B | Process

Effective Date 07/26/2012 i

[ & TTVETTIOTy GUTTIOT = JUUTTTar Tl T TOCesSTTy
-3y Inventory Control - Maintenance

B Inventory Contral - Physical Inventary

Inventory Control - Transactions

Licensing - Licensing Adjustment Processing
Miscellaneous Billing - Adjustment Processing

- @ Miscellansous Billing - Bad Debt Processing

@ Miscellaneous Billing - Delinguent Fes Processing
@ Miscellaneous Billing - Inquiry

@ Miscellaneous Billing - Invoice Processing

- [@ Wiscellaneous Billing - Late Fee Finance Charge
@ Payment Processing - 3rd Party Payment Batches
-4k PaymentProcessing - Payment Reconciliation Batches
® Payroll - Applicant Tracking

e| Payroll - Department Hours Entry

e| Payroll - DepartmentEmployee Inquiry

L% Pavoll - Emplovee Self Service

Set Up Departments Procass Mainiznancs porovals

Maintenance > Logos Suite > Process Manager

Copy Effective Date s |_Refresn_]

Miscellaneous Billing — Adjustment Processing: Allows users to create
adjustments to Miscellaneous Billing Invoices that have previously been
entered into Logos.

Miscellaneous Billing — Bad Debt Processing: Allows users to flow through
the Bad Debt Process for reclassifying Invoices.

Miscellaneous Billing —Delinquent Fee Processing: Allows users to create
second and final late notices to MB Customers.

Miscellaneous Billing -Inquiry: Allows users to run reports and inquiries on
any transactions that were entered through Miscellaneous Billing for the
users’ respective department.
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Miscellaneous Billing —Invoice Processing: Allows users to create/maintain
Miscellaneous Billing Invoices for their respective department.

Miscellaneous Billing —Late Fee Finance Charge: Allows users to assign late
fees and finance charges to MB Customers.

Validation Sets
Validation Validation
Set Set
Number Description Where Used Purpose Examples
68 Invoice Type = Invoice Types Assigns Invoice = Charges
Category Typesto a = Services
common group = Health
Billing
293 MB MB Customers Assigns MB = Business
Customer Customerstoa = Grant
Category common group = Jail
= (Casino
CONFIDENTIAL & Proprietary New World Systems Use Only newworldsystems.com
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MISCELLANEOUS BILLING PROCESSING

Creating Customers

The Miscellaneous Billing module is used for charging customers for services
provided by your organization or municipality. Users of the system maintain
a customer database. Each person, business or other entity that is invoiced
has a unique customer profile.

Miscellaneous Billing Customer List

The Miscellaneous Billing Customer List page allows authorized users to
view a list of all existing billing customers, add new customers, or edit or
delete existing customers.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Customer List

Active Only TaxID
Type v Internal Customers  Include -
EaE T Inventory Customers  Include -
CIEDE e Work Order Customers  Include -

MName / Business

Contact Address

Chese]
Active | Customer Number Customer Name +| Type Category Tax ID Number \

2T AAA of Wichigan Com -

J 72 Accounting Department Internal Billing

J 55 Anderson Corporation Res Individual =

J 49 Apple Construction Com 12-3456765 1

v 76 Arriola, Cowan & Arriola Law Firms

v 13 Avery, Anita Res Individual 383-00-5210

v 4 Barcoin Management Company BID #1 Business 383-00-4042

v 35 Battlefield Bed & Breakfast Hotel Business

J kX Binstok, Ashley Cobra Individual 121-22-1212

J 47 Brown, Heather MNon-Emp Billing Individual

J 45 Brown, William C Res

J 36 ‘Candor, Sheila Cobra Individual 432-12-1221

A 75 Carlsmith Ball LLP Law Firms

v 7 Carter, Kristie A Home Bus Business 555-44-9999

A 46 Carter, Kristie A Res 555-44-0999 &
Items: 1-50 of 77 Page 1 - of2 NextPage %
Liicw _Refresh Print

Financial Management > Miscellaneous Billing > Customers

On the Miscellaneous Billing Customer List page, users must search for
customers before new customers can be added. To search for all customers
in the system, leave the fields blank and click Search. To narrow your search
and limit the results, select or enter partial or full values in any or all of the
search fields as needed before you click Search.
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Click New or the Customer Number hyperlink in the list to open an existing
Customer record.

In Attribute, select the information to view for the selected customer. The
default value is Identification. The available options are: Identification,
Contacts, Recurring Invoices, User-Defined Fields, Documents, and Remote
Documents. The value selected determines the information displayed on
the page. Expand a link below for more information on an attribute.

Miscellaneous Billing Customer

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

eous Billin omer List
cellaneous Billing Customer - 47 Brown, Heather

Affribute  |dentification -

Active Federal Tax 1D

Last Name /Business  Brown State Tax ID

FirstName Heather Social Security Number

Middle Name Drivers License Number

Suffix h
Primary Address 123 Main Street

Phone Mumber

Type  Mon-Emp Billing - Mon Employee Billing -
Category  Individual - Individual -

Internal Customer [

Zip Code 14008 Inventory Customer [
City APPLETON Bill Inventory | |nventory
State  NY-MNew' = Work Order Customer Category M

Bill Work Orders | Standard Bill
Exemptfrom Late Fees ||
Exempt from Finance Charges ||
Grantor Type -

oo hesat

The Identification screen of the Miscellaneous Billing Customer page allows
authorized users to enter or update general personal information about
customers such as their mailing addresses and tax information. This is
shown as the default page.

Fields:

Active - Select the Active check box if the status of the customer is active.
The default is selected. In EDIT mode, it cannot be cleared if invoices exist
with a process status of Edit or Open or customer has a current
undesignated balance.
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Last Name / Business — Type the last name of the customer or business name.
The maximum character length is 50; the minimum is 1.

First Name - Type the first name of the customer. The maximum character
length is 20.

Middle Name — Type the middle name of the customer. The maximum
character length is 20.

Suffix — Select the suffix applied to the name of the customer, if applicable.

Primary Address — Type the primary mailing address of the billing customer.
The first line of the address is required. The second and third address lines
are optional. The maximum character length is 40; the minimum is 1 (per
line).

Zip Code - Select the zip code in which the customer is located. Based on the
zip code selected, the City and State boxes are automatically populated.

City — Select the zip code in which the customer is located. Based on the zip
code selected, the City and State boxes are automatically populated.

State — Select the state in which the customer exists. If you entered the Zip
code first, the state is automatically populated for you.

Federal Tax ID - Type the customer’s federal tax identification number. The
maximum numeric length is 9 (excludes delimiters).

State Tax ID - Type the customer’s state tax identification number. The
maximum numeric length is 15 (excludes delimiters).

Social Security Number - Type the customer’s social security number. The
maximum numeric length is 9 (excludes delimiters).

Driver's License Number -Type the customer’s driver’s license number in this
field. The maximum character length is 20; there are no character
restrictions. The number must be unique.
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Phone Number - Enter the customer’s telephone number. The maximum
length is 10 numeric characters.

Type — Enter the customer type assigned to the customer.

Category - Select the category to which this customer belongs. The category
is defined in Validation Set 293. Press CTRL and click the field to open the
Validation Set Values List dialog box where you can add or edit a validation
set. Category is a way to group customer types together for reporting and
inquiry purposes; examples are: Business and Individual.

Internal Customer — Select the check box if the customer is internal to your
organization or municipality. When selected, the Internal Customer
Department field is displayed. In the drop-down list, select the internal
customer’s department. Memo invoices may be issued only to internal
customers that have valid departments defined.

Inventory Customer - Select the check box if inventory will be issued to the
customer. When selected, the Bill Inventory field is enabled.

Bill Inventory - Select one of the following three methods for billing:

= Inventory - Bill the customer directly for inventory from the Inventory
Control module. When inventory is issued, debit the department’s
expense account and credit an inventory account, creating no other
accounting entries or invoices.

= Memo Bill - When inventory is issued to a customer, bill the customer
with a memo invoice through the Miscellaneous Billing module.

= Standard Bill - When inventory is issued to a customer, bill the customer
with a standard invoice through the Miscellaneous Billing module. This
method applies automatically to all external customers.

Work Order Customer Category - Select the customer category to be assigned
to the customer if billed for work orders. When selected, the Bill Work Orders
field is enabled. In the drop down list, select one of the following two
methods for billing:

= Standard Bill - This method creates a "regular” invoice and receivable the
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customer has to pay.

= Memo Bill - This method creates an internal (within the city/county)
invoice the customer does not “write a check” to pay. A Memo Bill
usually hits the general ledger account directly instead of creating a
receivable that requires payment.

Exempt from Late Fees — Select the check box if the customer is exempt from
late fee charges.

Exempt from Finance Charges - Select the check box if the customer is
exempt from finance charges.

Grantor Type - This field is visible and enabled only if the system license key
for Grant Accounting is selected. In the drop-down list, select the type of
grantor that applies to the customer. It allows ability to setup MB customers
to reimburse for grant tracking.

After updating or entering the required information, click Save to retain the
settings or Save/New to create another Identification record.

Contacts Screen

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Customer List
Miscellaneous Billing Customer - 47 Brown, Heather

Aftribute  Contacts -

ContactMame &8) &) Heather Brown - Primary ~ (D)D)
Hame | Address Contact
Mame Heather Brown Active
Description Primary
Address 123 Main Strest Phone Number
Extension
Type -
Zip Code Alternate Phone Number
City APPLETON Extension
State  NY-Mew' - Type -
Bank i Fax Invoices/Notices/Statements [
BankDrat [ Fax Number

Routing Number Email Invoices/Motices/Statements [~
Account Number Email Address

Account Type

Notice Sent

D ED =T £
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The Contacts screen of the Miscellaneous Billing Customer page allows
authorized users to enter or update customer contact information. Each MB
customer can have multiple contact addresses. The defaults from the
Identification screen default in as the primary contact.

To view this page select Contacts from the Attribute drop-down at the top of
the page.

Contact Name - Select a customer contact or click New at the bottom of the
page. The drop-down list contains all contacts defined for the selected
customer. The default is the selected contact name or primary contact. On
the left of the field is a Move Previous 22 symbol; click the symbol to move
the display to the previous customer contact record in the list. On the right
of the field is a Move Next 24 symbol; click the symbol to move the display
to the next customer contact record in the list. Click the Move First
symbol to display the first customer contact listed. Click the Move Last
symbol to display the last customer contact listed.

Name - Type the full name of the contact. The maximum character length is
64; the minimum is 1. There are no character restrictions. The default entry is
the customer name on the Identification screen.

Description - Type the textual description of the contact if needed.

Address - Type the address at which the contact is located. The first line of
the address is required if a city or state are entered. The second and third
address lines are optional. The default entry is the address on the
Identification screen.

Zip Code - Select the zip code in which the customer is located. Based on the
zip code selected, the City and State boxes are automatically populated.

City - Type the city in which the customer exists. If you entered the Zip code
first, the city is automatically populated for you.

State - Select the state in which the customer exists. If you entered the Zip
code first, the state is automatically populated for you.
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Bank Draft - Select the check box if the contact has provided bank draft
information.

Routing Number - Type the contact’s bank account routing number. It is
enabled and required if the Bank Draft check box is selected. The valid
values are 0 through 999999999.

Account Number - Type the contact’s bank account number. It is enabled and
required if the Bank Draft check box is selected. The maximum character
length is 16; the minimum is 1.

Account Type - Select the type of bank account. It is enabled and required if
the Bank Draft check box is selected. The available options are <blank>,
Checking, and Savings.

Notice Sent — Select the check box if notification has been sent from the
bank to verify that the account is valid. It is enabled if the Bank Draft check
box is selected.

Active — The check box is selected if the contact is active.

Primary — The check box is selected if the contact is the primary contact on
the account. There can only be one primary contact for the customer. If a
primary contact already exists and a new primary contact is entered, the
existing primary contact is no longer the primary contact.

Phone Number - Type the contact’s telephone number. The maximum length
is 10 numeric characters. This field accepts numeric entry only; no dashes.
The default entry is the phone number on the Identification screen.

Extension - Type the contact’s telephone extension number, if needed.

Type - Select the type of the above-referenced Phone Number. These values
are defined in Validation Set 17. Press CTRL and click the field to open the
Validation Set Values List dialog box where you can add or edit a validation
set.
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Alternate Phone Number - Type the contact’s alternative telephone extension
number. The maximum length is 10 numeric characters. This field accepts
numeric entry only; no dashes.

Extension - Type the contact’s telephone extension number, if needed.
Type - Select the type of the above-referenced Alternate Phone Number.

Fax Invoices/Notices/Statements — Select the check box if communication
with the contact will be done via fax. If selected, the Fax Number field is
required.

Fax Number - Type the contact’s fax number. The maximum numeric length
is 10. This field accepts numeric entry only. This is required if the Fax
Invoices/Notices/Statements check box is selected.

Email Invoices/Notices/Statements — Select the check box if communication
with the contact will be done via email. If selected, then the Email Address
field is required.

Email Address - Type the contact’s email address. The maximum character
length is 128; the minimum is 1. This field is required if the Email
Invoices/Notices/Statements check box is selected.

After updating or entering the required information, click Save to retain the
settings or Save/New to create another Contacts record.
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Recurring Invoices

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Customer List
Miscellaneous Billing Customer - 47 Brown, Heather

Aftribute  Recurring Invoices -

Invoice (98] € <New= ~ D))
Type False Alarm - False Alarm Fee - Billing Address @] &J Heather Brown - Primary ~ [z
Description 123 Main Street

APPLETON, NY 14008
Active

Stpate 06072012 TR

EndDate 12/31/2899 i Comments M

Mumber of Times to Bill 9,999
Billing Freguency M

Apply Late Fees
Apply Finance Charges

Savaltlew

Billing Code ‘Quantity Unit of Measure Detail Insert
FA ]
FA Per Unit 0.0000 Each
FA Step Rate § 0.0000 Each b |

The Recurring Invoices screen allows authorized users to enter or edit
recurring invoice information such as number of times to bill, apply late fees
and/or finance charges, and billing address. MB Invoice types that were
setup as Template are assigned to the customer for recurring billings. Each
customer can have multiple recurring invoices assigned to them.

To view this page select Recurring Invoices from the Attribute drop-down at
the top of the page.

Invoice - Select a different invoice type. The default is the first recurring
invoice type. If there are no recurring invoices specified for the customer,
the default is <blank>. The drop-down list contains all invoice types for the
selected customer to which the user has invoice type security. On the left of
the field is a Move Previous I3 symbol; click the symbol to move the
display to the previous invoice type record in the list. On the right of the
field is a Move Next 2 symbol; click the symbol to move the display to the
next invoice type record in the list. Click the Move First =2 @ symbol to
display the first invoice type listed. Click the Move Last £ o] symbol to display
the last invoice type listed.
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Type - Select the invoice type for the customer recurring invoice.

Description - Type the textual description of the recurring invoice. The
maximum character length is 64; the minimum is 1.

Active - The check box signifies whether the recurring invoice is active and
still being sent to the customer. In ADD mode, the default is selected and
disabled.

Start Date - Select the start date for the recurring invoice. The default is the
current system date. The date must be a valid date.

End Date - Select the end date of the recurring invoice. The default is
12/31/2999. The date must be greater than or equal to the Start Date and
must be a valid date.

Number of Times to Bill - Type the total number of times the recurring invoice
will be billed in between the Start and End Dates specified. The default is
9999. The acceptable range is 1 through 9999.

Billing Frequency - Select the recurring interval of time that customers are
billed. If several customers are billed annually but in different months, this
field helps to eliminate errors during invoice entry.

Invoice Type - If the invoice type selected is a memo invoice, the Memo
Invoice check box displays. Select the check box if this recurring invoice will
support memo invoices. If cleared, any billing code that has not been
flagged as a memo billing charge will be disabled.

Apply Late Fees — Select the check box if late fees should be applied to the
recurring invoice. It is disabled if either the invoice type does not allow late
fees or the customer is not billed late fees. The default is selected if Late Fees
are applied for the invoice type.

Apply Finance Charges - Select the check box if finance charges should be
applied to the recurring invoice. It is disabled if either the invoice type does
not allow finance fees or the customer is not billed finance fees. The default
is selected if Finance Charges are applied for the invoice type.




MISCELLANEOUS BILLING SETUP & PROCESSING

Billing Address - Select the default billing address to use for the invoice. The
default is the billing address associated with the selected MB customer. The
drop-down list contains all billing addresses for the selected customer. On
the left of the field is a Move Previous 22 symbol; click the symbol to move
the display to the previous billing address record in the list. On the right of
the field is a Move Next |24 symbol; click the symbol to move the display to
the next billing address record in the list. Click the Move First '23 symbol to
display the first billing address listed. Click the Move Last 24 symbol to
display the last billing address listed.

Comments — In the drop-down list, users can optionally select a standard
message to appear on the MB invoice or type a message in the text box
below the drop-down list. If users select a previously created standard
message, the text of that message can be edited. When the text of a
previously created message is edited, the system makes a copy and it does
not affect the original message template.

After updating or entering the required information, click Save to retain the
settings or Save/New to create another Recurring Invoices record.

Entering Invoices

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Invoice Batch List

94Y & I HlList
myTasks| Validated | Approvals | Department Batch Number / | Batch Date | Invoice Count  Invoice Gross|
0of1at1 04 - Finance Department 2012-00000002  05/23/2012
0of1at1 04 - Finance Department 2012-00000004  05/23/2012 1 $527.57
Creresn

Financial Management > Miscellaneous Billing > Billing Invoice Batches

The Miscellaneous Billing module is used to charge customers for goods and
services provided by your municipality. It is designed for use by a number of
departments and can generate one-time (Standard) or repeat/recurring
(Template) bills. Miscellaneous Billing Invoice Batches uses the standard
workflow process that allows authorized users in your organization to
generate the edit and error listing, validate, approve, print, and post invoice
batches.
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The Miscellaneous Billing Invoice Batch List page allows authorized users to
view a list of all existing invoice batches, add new invoice batches, or edit or
delete existing batches.

To add a new invoice batch click New. To edit an existing invoice batch, click
the Batch Number hyperlink to open the existing record.

General Tab

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Invoice Batch List
Miscellaneous Billing Invoice Batch

e ooiia, Sunmon |
Balch Invoice Defaults
Department Invoice Type -
Date 06072012 Description
Number Billng Date 061072012 ]
Due Date m
GiLDate 051072012 ]
Comments -
'

The General tab allows authorized users to enter basic invoice batch header
information.

Fields:

Department - Select the department to assign to the invoice. The user must
have authorization to the department for Miscellaneous Billing processing.
See Process Manager in Miscellaneous Billing Setup for more information.

Date - Select or enter the date on which the batch of invoices is being
processed.

Number - Enter the number assigned to the batch for identification purposes
during processing. The valid values are 1 through 9,999,999,999 and dashes
are allowed. The number must be unique regardless of any other value (e.g.,
OrgStructure or BatchDate). In ADD mode, the batch number is
automatically assigned based on the number entered on the Counters tab
on the Company FM Settings page. If no data was entered on the Counters
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tab on the Company FM Settings page, you must manually enter a batch
number. This field is disabled in EDIT mode.

Invoice Type - Select the type of invoice being processed. It only displays the
invoice types to which you have been given authority by your system
administrator. This field can be modified in EDIT mode.

Description - Enter a description of the invoice batch.

Billing Date - Select or enter the Billing Date on which the invoices were
issued. The default is the current system date.

Due Date - Select or enter the date on which the total amount of the invoice
is due from the customer. It can be modified in EDIT mode. If the invoice
type is changed, the Due Date automatically updates.

G/L Date - Select or enter the date on which the invoices posted to the
general ledger are recorded. The default is the current system date. It can be
modified in EDIT mode. The date must be a valid date, but less than the date
entered in the Maximum Future post-date field on the Journal Processing
tab on the Company Suite Settings page.

Comments — Users can optionally enter any additional text in the box
regarding the invoice batch or selected a previously saved comment from
the drop-down list. The field may contain 256 characters.

Click Save to save the invoice batch information or Save/New to save the
batch and create another one.

Click New to create a new invoice. To edit an existing invoice, click the
Invoice Number hyperlink in the invoice list
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myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Invoice

Invoice Type  False Alarm - False Alarm Fee * Biling Address @3 @) Anita Avery - Primary - D)D)
13 - Avery, Anita v
Customer | = T
Description  False Alarm Fee| Troy, Ml 48084

Billing Date  &/7/2012
Duepate 070072012 4

G Date  B/7I2012 | Comments

Apply Late Fees B
Apply Finance Charges

[ saiiou._] osssa ] ese ] i

Billing Code Quantity Unit of Measure Override Price per Unit Price per Unit
FA [l $5.0000
FA Per Unit 0.0000 Each $10.0000
FA Step Rate 8 0.0000 Each Step Rate

Invoice Type - Select the invoice type associated with the invoice. It is
disabled in EDIT mode. Only invoice types to which you have authority are
displayed.

Customer - Select the customer associated with the invoice being created.
The customer must have an active status to be selected. This field is disabled
in EDIT mode. Clicking the Search icon opens a pop-up which enables
you to search for the customer record you want to display.

Description - Enter a textual description for the invoice. The maximum
character length is 64; the minimum is 1. There are no character restrictions.

Billing Date - Displays the date the invoice was generated; it is view-only. The
default is the invoice batch header billing date.

Due Date - Select or enter the date the invoice is due. The default is the
invoice batch header due date.

G/L Date - Select or enter the date on which the invoice is to be recorded in
the general ledger. The default is the invoice batch header G/L date. The
date must be less than the date entered in the Maximum Future post-date
field on the Journal Processing tab on the Company Suite Settings page.

Apply Late Fees — Select this check box if late fees are to be applied to the
invoice.
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Apply Finance Charges - Select this check box if finance charges are to be
applied to the invoice.

Billing Address — Select the billing address to use for the invoice. The default
is the primary address from the customer contact. The drop-down portion of
the Billing Address field lists all addresses defined for the customer chosen.
On the left of the field is a Move Previous 122 symbol; click the symbol to
move the display to the previous billing address record in the list. On the
right of the field is a Move Next I symbol; click the symbol to move the
display to the next billing address record in the list. Click the Move First
symbol to display the first billing address listed. Click the Move Last
symbol to display the last billing address listed.

Comments - Select or enter any comments associated with the invoice. It
may contain up to 256 characters.

Click Save or Save/New to save and create a hew invoice.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Recurring Invoice List
Search Criteria Override Values

Invoice Type  False Alarm - False Alarm Fee - Override Description
Billing Frequency  Monthly - Monthly
061072012 ]

Billing Date
DueDate 07072012 [
GLDate 06072012

The Recurring Invoice List page allows authorized users to view a list of
recurring invoices by invoice type for the selected invoice batch. Follow the
steps below to select the search criteria to produce the list of recurring
invoices you want to find.

On the Miscellaneous Billing Invoice Batch List page, click New or the Batch
Number hyperlink in the list to open an existing invoice batch.

On the Miscellaneous Billing Invoice Batch page, click Load Recurring to
open the he Recurring Invoice List page.

In Invoice Type, select the invoice type that displays on the Invoice Batch
Header.
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Billing Frequency - Select the recurring interval of time that customers are
billed.

Billing Date - Select the date the invoice was generated. The default is the
Invoice Batch Header billing date.

Due Date - Select the date the invoice is due.

G/L Date - Select the date on which the invoice is to be recorded in the
general ledger. The default is Invoice Batch Header G/L date.

Override Description — An optional description may be entered in this field
that will override the default description entered for the invoice type.

Click Search to populate the list with recurring invoices that meet the
search criteria you entered.

Select the check box next to the recurring invoice(s) you want to add to the
current invoice batch and click Save. The system uses the Amount,
Undesignated Amount, and Amount to Apply values to update the invoice
batch summary. Any specified undesignated amounts will be applied to the
invoices that are created.

Adjustments

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Adjustment List

9IY S @HList

myTasks Validated Approvals Department Customer Invoice Type Invoice Number Date GIL Date Type Adjustment Tota

N 0of 1at1 04 Finance DepartmeKent Furniture Rental Billing 2009-00000010 2/02/2009 2/02/2009 Billing Adjustme -$180.00
N 00of1at1 04 Finance DepartmeAnderson Corporati Rental Billing '2009-00000042 10/06/201010/06/201(Over Payment -5100.00

@l New @ Delete 2 Refresh L?' Create Refund Payment Register [ Options

Financial Management > Miscellaneous Billing > Adjustments
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The Miscellaneous Billing Adjustment List page allows authorized users to
view a list of all pending Miscellaneous Billing adjustments, add new
adjustments, or delete existing adjustments.

Adjustments uses the standard workflow process that allows authorized
users in your organization to generate the edit and error listing, validate,
approve, and post groups of adjustments to which the user is authorized
and that meet a series of pre-defined criteria. The Validation and Approvals
icons may switch locations in the workflow list depending on the option
selected in the Validation and Approval Sequence field on the Miscellaneous
Billing tab on the Company FM Settings page.

Click New and the Add Adjustments page opens.

myFavorites | Financial Management | Human Resources | Utility Management | Community [

Miscellaneous Billing Adjustment List

Add Adjustments

Adjustment Date 06/07i2012 m

Adjustment GIL Date  08/07/2012 [

Responsible Depatment 04 - Finance Department -
Adjustment Type  Billing - Billing Adjustment hd
Adjustment Method ~ Adjust Invoice Billed Amount -
Comment | -

Fields:

Adjustment Date - Enter or select the date assigned to the adjustment
transaction. The default is the current system date.

Adjustment G/L Date - Enter or select the date when the adjustment is to be
recorded in the general ledger. The default is the current system date. The
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date must be a valid date that is greater than or equal to the Adjustment
Date.

Responsible Department - Select the department responsible for the
adjustment transaction.

Adjustment Type - Select the type of the adjustment as defined within the
application by your organization.

Adjustment Method - Select the adjustment method required to create the
adjustment. This value determines the action that takes place in the system
to process the adjustment. The available options are: Reverse a Transaction,
Adjust Invoice Billed Amount, Adjust Invoice Paid Amount, Adjust Customer
Undesignated Balance, and Refund Customer Undesignated Balance.

Comment - Type a description, notes, etc., for the adjustment transaction.
The default is <blank>. The maximum character length is 256; there are no
character restrictions.

Search Type - Select the transaction process/batch type to search for the
transactions to be reversed. It is visible if Reverse a Transaction is selected in
the Adjustment Method field. The default is <blank>. The available options
are: Customer, Invoice Batch, Delinquent Batch, Bad Debt Batch, and Receipt
Number.

Click Next to move to the second step of the wizard process. It opens the
second page of Add Adjustment. The Adjustment Method and Search Type
(if entered and applicable) determine the initial fields and title that display
on this second page. Below is a description of the possible fields that may
display.
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myFavorites | Financial Management | Human Resources | Utility Management | Comim

Mizcellaneous Billing Adjustment List

Add Adjustment - Adjust Invoice Billed Amount

Customer |13—ﬂver}', Anita |V| @

Invoice  False Alarm - 2010-00010001 - Open - 01/26/2010 -

Fields:

Customer - Enter customer that an adjustment is being made for.

Invoice — Once the customer is selected, choose the invoice that needs to be
adjusted.

The Adjust Invoice Billing Detail pop-up page, accessed by clicking the
Detail icon in the Detail column on the Adjust Invoice Billed Amount page,
allows users to edit the invoice item quantity and/or override rate per unit.
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myFavorites | Financial Management | Human Resources | Utility Management | Co

Miscellaneous Billing Adjustment List

Add Adjustment - Adjust Invoice Billed Amount - 13 - Avery, Anita

Invoice Summary

Type False Alarm - False Alarm Fee Status  Open
Mumber 2010-00010001 Revised Total Billed $105.50
Billing Date  1/26/2010 Current Total Paid  $0.00
Due Date  1/26/2010 Current Balance $105.50
Billing
Billing Code Balance Type Current Billed Revised Billed Detail Net Change
FA Invoice 575.00 575.00 $0.00
Late Fee F0.00 $0.00 F0.00
Finance Change H0.00 50.00 H0.00
FA Per Unit Invoice $20.00 $20.0( $0.00
Late Fee F0.00 $0.00 F0.00
Finance Change B0.00 50.00 B0.00
FAStepRate S Invoice $10.50 $10.5( $0.00
Late Fee F0.00 $0.00 F0.00
Finance Change B0.00 50.00 B0.00
[ Finish_|

Fields:

Revised Quantity - If needed, enter the revised invoice billing code quantity.
The default is the amount of the invoice billing detail's revised quantity as
displayed on the Adjust Invoice Billed Amount page. The acceptable range is
-9,999,999.9999 through 9,999,999.9999 (including 0.0000).
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Revised Override Rate/Unit - If needed, enter the revised invoice billing code
override rate per unit. The default is the amount of the invoice billing detail’s
revised override rate per unit as displayed on the Adjust Invoice Billed
Amount page. The acceptable range is -9,999,999.9999 through
9,999,999.9999 (including 0.0000).

Click OK to save any changes and close the window.

Once all of the adjustments are completed, click Finish and send the
adjustment(s) through the work-flow buttons.

Delinquent Charges

The Delinquent Charges List page allows authorized users to view a list of all
existing delinquent charges, add new delinquent charges, or edit or delete
existing delinquent charges. Delinquent Charges uses the standard
workflow process that allows authorized users in your organization to
generate the edit and error listing, validate, approve, and post delinquent
charge batches. The Validation and Approvals icons may switch locations in
the workflow list depending on the option selected in the Validation and
Approval Sequence field on the Miscellaneous Billing tab on the Company
FM Settings page.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Delinquent Charges List

9IY & BList

myTasks| Validated / | Approvals | Department Fee Type | Description GIL Date
Oof1at1  04-Finance Department Late Fee Test 062412008
Oof1at1  04-Finance Department Late Fee May 2010 Charges 05132010

4 0of1at1 04101 - Finance Department Accounting Late Fee Test 10/20/2009

Cicw L veiie T setiesn ] anian sesuts )
Financial Management > Miscellaneous Billing > Period End Processing > Delinquent
Charges

To add a new delinquent charge batch click New. To edit an existing
delinquent charge batch, click the Description hyperlink to open the
existing record.

To delete a delinquent charge batch, select the item in the list to highlight it
and click Delete. The Delete button is hidden or disabled if you do not have




MISCELLANEOUS BILLING SETUP & PROCESSING

the appropriate security permissions. If you are authorized, when you click
Delete you are prompted to confirm the deletion.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Delinquent Charges List
Delinquent Charges

o summan, Aoorvais |
Batch Information Selection Criteria
Type LateFee - FromDue Date 0612612012 51 T
BatchDate  07/26/2012 ToDueDate 071262012
GLDate 077262012 £
Department 04 - Finance Department -

Description  Delinguent Charges

3 ! Invoice m
Available Department(s): 3 Selected Department(s). 0
01 - Supenvisors Department
04 - Finance Department ‘))
04.101 - Finance Department. Accounting
»)
Y
Sy

- " Build Resuits__ " Misintain Resulis |

The General tab allows authorized users to view general information about
the batch.

1. In Type, select the type of charge (late fee or finance charge) to
associate with the batch. The default is Late Fee. The available
options are Late Fee and Finance Charge.

2. In Batch Date, type or select the processing date assigned to the
batch. The default is the current system date.

3. In G/L Date, type or select the date on which the late fees/finance
charges that are posted to the general ledger are recorded. The
default is the current system date. The date must be a valid date, but
less than the date entered in the Maximum Future post date field on
the Journal Processing tab on the Company Suite Settings page.

4. In Department, select the department responsible for the batch. The
default is <blank>. This field displays only those departments to
which the user has authority.
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5. In Description, type a description of the charge, for example: July Late
Fees. The maximum character length is 64; the minimum is 1.

6. Use From Due Date to select all qualifying invoices with a due date
greater than or equal to the From Due Date that will be assigned late
charges or finance fees.

7. Use To Due Date to select all qualifying invoices with a due date less
than or equal to the To Due Date that will be assigned late charges or
finance fees.

8. Onthe Departments tab, select the departments to which the charge
will be associated. In the Available Departments box select and move
the appropriate department(s) to the Selected Departments box. This
list displays all departments to which you have miscellaneous billing
process authority. Ctrl+Click can be used to select or deselect
multiple departments or Shift+Click to select a range of
departments.

9. On the Invoice Type tab, select the invoice types to which the charge
or fee will be associated. In the Available Invoice Type (s) box select
and move the appropriate invoice type(s) to the Selected Invoice
Type(s) box. This list displays all invoice types to which you have
authority. Ctrl+Click can be used to select or deselect multiple
invoice types or Shift+Click to select a range of invoice types.

10. Click Build Results, which calculates and selects invoices based on
the selection criteria you entered. This button is hidden if you do not
have Add rights to the Miscellaneous Billing - Delinquent Charges
security component. It is disabled if you do not have Change rights
to the Miscellaneous Billing - Delinquent Charges security
component.

11. Click Maintain Results to return the results of the invoice search
(Build Results) and open the Delinquent Charge Items page where
you can accept or waive the late fee or finance charge.

The Summary tab allows authorized users to view summary information
about the batch.

Number of Invoices Total number of invoices included in the delinquent
charges batch.
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Field Description

Billing Amount Total dollar amount billed of all invoices in the
delinquent charges batch.

Late Fees Total amount of late fees charged to the invoices from
prior delinquent charges batch.

Finance Charges Total amount of finance charges charged to the
invoices from prior delinquent charges batch.

Additional Late Additional late fee and finance charges charged to the

Fees/Finance Charges invoices in the delinquent charges batch.

Total Amount Billed amount plus any late fees or finance charges
added to the invoices in the delinquent charges batch.

The Approvals tab allows authorized users to view the approvals needed
and completed for the selected delinquent charges batch.

To delete a delinquent charge batch click Delete. The Delete button is
hidden or disabled if you do not have the appropriate security permissions.
If you are authorized, when you click Delete you are prompted to confirm
the deletion.

CONFIDENTIAL & Proprietary New World Systems Use Only newworldsystems.com
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Print Delinquent Notices

The Print Delinquent Invoice Notices page allows authorized users to print a
listing and/or predefined late notices for overdue customer invoices.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Print Delinquent Invoice Notice

From Due Date ﬁ %
To Due Date fﬁ
Motice Date 0712612012 =
Print  Listing -

Create Motice History
Create Credit History

e noce oea
Awvailable Department(s): 2 Selected Department(s): 0
04 - Finance Department
04.101 - Finance Department Accounting ‘)J
»)
Y
Sy

Financial Management > Miscellaneous Billing > Period End Processing > Print
Delinquent Notices

Follow the steps below to print delinquent invoice notices and/or a listing of
overdue customer invoices:

1. Go to Financial Management > Miscellaneous Billing > Period
End Processing > Print Delinquent Notices.

2. Use From Due Date to select all qualifying invoices with a due date
greater than or equal to the To Due Date that will be assigned late
charges or finance fees. It must be less than or equal to the To Due
Date. The default is the current system date.

3. Use To Due Date to select all qualifying invoices with a due date less
than or equal to the From Due Date that will be assigned late charges
or finance fees. The default is the current system date. The date must
be greater than or equal to the From Due Date field.
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4. In Notice Date, select the date on which the notice is to be printed.
The default is the current system date.

5. In Print, select what will be printed (e.g., Listing, Notice, or Both). The
default is Listing. If you select Notice or Both, the Create
Notice/Credit History check boxes are enabled.

6. Select the Create Notice History check box to add the delinquent
notice statement to the customer’s history file. This check box is
enabled and selected if the value selected in Print is Notices or Both.

7. Select the Create Credit History check box to create a delinquent
notice credit history calculation and entry to be retained in the
customer’s history file. The default is deselected. It is disabled if the
Print control is Listing. This check box is enabled and selected if the
value selected in Print is Notices or Both.

8. On the Departments tab, select the departments to which delinquent
invoice notices will be printed. In the Available Departments box
select and move the appropriate department(s) to the Selected
Departments box. This list displays all departments to which you
have authority. Ctrl+Click can be used to select or deselect multiple
departments or Shift+Click to select a range of departments.

9. On the Invoice Types tab, select the invoice types to which the charge
or fee will be printed. In the Available Invoice box select and move
the appropriate invoice type(s) to the Selected Invoice Types box.
This list displays all invoice types to which you have authority. You
can use Ctrl+Click to select or deselect multiple invoice types or
Shift+Click to select a range of invoice types.

e Toselect multiple items randomly throughout the list, hold down
CTRL while clicking each item.

e To select multiple consecutive items, hold down SHIFT, and click the
first item then the last item.

10. Click Print to print Delinquent Invoice Notice, the Delinquent Notice
Invoice Listing, or both. It prints based on the value selected within
the Print drop-down list. It also sends the Invoice Late Notice Listing
to myReports.
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Sample Delinquent Notice:

<MNotice Date=

=Custormer Name:=

=Custormer Name Address Line 1=

=Custormer Name Address Line 2=

=Customer Name Address Line 3=

<Customer Name City=, <Customer Name State> <Customer Name Zip Code=

Re: <Invoice Type> <lnvoice Number= Invoice Date: <Inv. Date= Due Date: <Inv. Due Date=

Invoiced Amount = Invoiced Amount =

Total Late Fees < Late Fee Amount =
Finance Charges < Finance Charge Amount >
Billed Amount = Total Billed =

Collections to Date = Total Paid =

Remaining Balance < Remaining Balance >

Qur records indicate that the above referenced invoice is still unpaid. To prevent any additional late
fees and finance charges, please remit the balance owed in full by the end of the current month.
Failure to do so will result in additional finance charges.

If this matter is not fully resolved within the next ninety days, we will be forced to turn this balance
over to a collection agency.

Please remit payments to the following addrass:

City of Lumberton

Attn: Treasurer's Office
123 Main Street
Lumberton, Ml 48101

Be sure to reference the invoice number on all payment documents. If you have any questions
regarding this matter, please call the City Treasurer's Office at (248) 555-1234 during normal
business hours.

Sincerely,

City Attorney
C.L. Childress, Esq.
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Print Customer Statements

The Print Customer Statements page allows authorized users to print a
statement and/or listing for a selected customer or all customers. The
customer statement provides a summary of customer invoice activity.

myFaverites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Print Customer Statements

Print  Listing - Include Customers with Zero Balances and Mo Activity [

Statement Date 0712612012 ﬁ Create Statement History

Override Previous Statement Date ﬁ Comments

Select Single Customer [

2
M=

Customer

Awvailable Customer Type(s): 13 Selected Customer Type(s): 0

BID #1 - Business Improvement District #1
Cobra - Cobra Recipient ?J
Com - Commercial

Grantor - Grantor

Health Dept. - Health Department )-})
Home Bus - Home Business
Hotel - Hotels

Ind - Industrial 9
Internal Billing - Internal Billing

Law Firms - Law Firms

Loans - Loans (-()

MNon-Emp Billing - Non Employee Billing

=3
Financial Management > Miscellaneous Billing > Period End Processing > Print
Customer Statements

| »

m

1

1. In Print, select what will be printed (e.g., Listing, Statement, or Both).
The default is Listing. If you select Statement or Both, the Create
Statement History check box is enabled.

2. In Statement Date, enter or select the date on which the statement is
created. The default is the current system date.

3. Use the Override Previous Statement Date in place of the previous
statement date to determine the beginning balance and the
transactions that were entered between the Override Date and the
current Statement Date. This Override Previous Statement Date is
typically used to recreate a new statement. The default is <blank>.

4. Select the Select Single Customer if you are going to select a single
customer. If selected, it displays and enables the Customer field.
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If not selected, the Available/Selected Customer Type(s) list displays
every customer type since the last statement date or override
previous statement date.

5. In Customer select the customer for which to print a statement, if the
Select Single Customer check box is selected. It is disabled if the
Select Single Customer check box is not selected. Click the Search

[Sicon next to this field to search for the record you want to display.

6. Select the Include Customers with Zero Balances and No Activity check
box to include customers whose balance is zero and have no activity
between statement dates. A customer statement will be printed for
all active customers belonging to the customer type(s) selected
regardless of the account balance and activity. This check box is
disabled if the Select Single Customer control is selected.

7. Select the Create Statement History check box to add the statement
to the customer’s history file. It is disabled if the Print value selected
is Listing. It is enabled if the Print option selected is Statement or
Both.

8. In Comments, either select a previously created standard message or
type a message of your own in the text box. You can also edit the
text of the standard message you select that populates the text box.

9. If the Select Single Customer check box is not selected, you must
select at least one customer type in the Available Customer Type(s) list
that should print. In the Available list, select and move the
appropriate customer type(s) to the Selected Customer Types box.
Ctrl+Click can be used to select or deselect multiple customer types
or Shift+Click to select a range of customer types.

10. Click Submit to print the customer listing and/or statement and send
it to myReports.

Bad Debt

The Bad Debt Batch List page allows authorized users to view a list of all
existing bad debt batches, add new bad debt batches, or edit or delete
existing batches.
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myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Bad Debt Batch List

949§ HList
myTasks | Validated |Approvals | Department / | Transaction Type | Description | /L Date X
o 0of1at1 04 - Finance Department Write Off Bad Debt  rite off bad debt 07/01/2004
Oof1at1 04 - Finance Department Write O Bad Debt  Test 111212010

@ @ ___Maintain Results __| Create Transmittal File |

Financial Management > Miscellaneous Billing > Bad Debt

To add a new bad debt batch click New. To edit an existing bad debt batch,
click the Description hyperlink to open the existing record.

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Bad Debt Batch List

Bad Debt Batch

o oen, poppia |
Batch i Selection Criteria
Write Off Type From Invoice Due Date - BEE
Batch Date 0712612012 HH To Invoice Due Date | =
GlLpate 0712612012 [ Select Single Customer  []
Department 04 - Finance Department - Customer | [v| [
Description Invaice

Available Depatmertis): 2 Selected Depatment(s): 0

04 - Finance Department

04.101 - Finance Department.Accounting ‘))
»)
Y
N9,

_Dslais @ __BuildResuits N Maintain Results |

The General tab allows authorized users to view general information about
the batch.

1. In Write Off Type, select the type of bad debt transaction to associate
with the batch. The default value is Write Off Bad Debt. The available
options are: Write Off Bad Debt, Transfer to Collection Agency,
Transfer to Taxes, Assign to Collection Agency, and Reclassification.

2. The Collection Agency drop-down list appears when the Write Off
Type selected is Transfer to Collection Agency or Assign to Collection
Agency. Select the collection agency to which the invoices will be
transferred or assigned.
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3. In Batch Date, select or enter the processing date assigned to the
batch. The default is the current system date.

4. In G/L Date, select or enter the date on which the bad debt
transactions that are posted to the general ledger are recorded. The
default is the current system date. The date must be a valid date, but
less than the date entered in the Maximum Future post-date entered
on the Journal Processing tab on the Company Suite Settings page.

5. In Department, select the department responsible for the batch. The
list is populated with all departments to which you are authorized. If
there is a Centralized Miscellaneous Billing Department on the
Miscellaneous Billing tab on the Company FM Settings page, and you
have process authority within this department, the list defaults with
this department value.

6. In Description, type a description of the charge. The maximum
character length is 64; the minimum is 1.

7. Use the From Invoice Due Date to select all qualifying invoices with a
due date greater than or equal to the To Due Date that will be
assigned to the bad debt batch. The date must be less than or equal
to the To Invoice Due Date.

8. Use theIn To Invoice Due Date to select all qualifying invoices with a
due date less than or equal to the From Due Date that will be
assigned to the bad debt batch. The date must be greater than or
equal to the From Invoice Due Date.

9. Select the Select Single Customer check box if a single customer will
be selected. If selected, the customer must have at least one open
invoice having due dates in the range selected in the From Invoice
Due Date and To Invoice Due Date fields; also, the Organization,
Invoice Types, and Customer Types tabs are disabled.

10. In Customer, select the customer for which to select an invoice for
bad debt processing. It is disabled if the Select Single Customer
check box is not selected. Click the Search [&icon next to this field to
search for the record you want to display.

11. In Invoice, select the customer invoice for bad debt processing. It is
enabled if the Select Single Customer check box is selected and a
valid customer has been loaded in the Customer field. It is disabled if
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the Select Single Customer check box is not selected. It is populated
with the open invoices belonging to the customer selected.

12. On the Departments tab, select the departments to which the bad
debt will be associated. In the Available Departments box select and
move the appropriate department(s) to the Selected Departments
box. This list displays all departments to which you have authority.
Ctrl+Click can be used to select or deselect multiple departments or
Shift+Click to select a range of departments.

13. On the Invoice Types tab, select the invoice types to which the bad
debt will be associated. In the Available Invoice Type(s) box select
and move the appropriate invoice type(s) to the Selected Invoice
Type(s) box. This list displays all invoice types to which you have
authority. Ctrl+Click can be used to select or deselect multiple
invoice types or Shift+Click to select a range of invoice types.

14. On the Customer Types tab, select the invoice types to which the bad
debt will be associated. In the Available Customer Type(s) box select
and move the appropriate customer type(s) to the Selected
Customer Type(s) box. This list displays all customer types to which
you have authority. Ctrl+Click can be used to select or deselect
multiple customer types or Shift+Click to select a range of customer

types.

15. Click Build Results, which selects the invoices for bad debt
processing and creates the corresponding transactions. This button
is hidden if you do not have Add rights to the Miscellaneous Billing -
Bad Debt Batch Processing security component.

16. Click Maintain Results to return the results of the invoice search
(Build Results) and open the Bad Debt Invoice List page where you
can select the bad debt invoices to apply to the batch.

The Summary tab allows authorized users to view summary information
about the batch.
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Field \ Description

Number of Total number of invoices included in the bad debt batch.

Invoices

Billing Amount  Total dollar amount billed of all invoices in the bad debt batch.

Late Fees Total amount of late fees charged to the invoices in the bad debt
batch.

Finance Total amount of finance charges charged to the invoices in the bad

Charges debt batch.

Total Amount Billed amount plus any late fees or finance charges added to the
invoices in the bad debt batch.

The Approvals tab allows authorized users to view the approvals needed
and completed for the selected bad debt batch.

To delete a bad debt batch click Delete. The Delete button is hidden or
disabled if the user does not have the appropriate security permissions. If
authorized, when the user clicks Delete they are prompted to confirm the
deletion.

CONFIDENTIAL & Proprietary New World Systems Use Only newworldsystems.com
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MISCELLANEOUS BILLING INQUIRIES

Miscellaneous Billing Inquiries can be found by navigating to Financial
Management > Inquiries > Miscellaneous Billing.

Customer Inquiry — This page will allow users to inquire on the customers
that they have access depending on how Process Manager was setup.

Customers

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Customer Inquiry

Active Only TaxID
Type - Internal Customers  Include -
Category - Inventory Customers  Include -
Customer Number Work Order Customers  Include -
Name / Business Include Customers With Al -
Contact Address Jurisdiction e
Parcel ‘vla
Cocoren ] sese
Active | Customer Number | Customer Name | Open Invoiceq Net Invoice Balance i Balancd  CurrentBalancd AR |
WA 71 AAA of Michigan 1 $25.00 50.00 $25.00 ga il
v 72 Accounting Department $0.00 50.00 $0.00 ga
v 55 Anderson Corporation 13 $509,250.00 $9,100.00 $500,150.00 ga E
A 4 Apple Construction 2 $75.00 §0.00 $75.00 ga
A T8 Arriola, Cowan & Arriola $0.00 §0.00 $0.00 @
A 13 Avery, Anita a9 59,202 50 512 146.00 $294350 @
v Barcoin Management Company 6 $50.00 $10,000.00 -$9,950.00 ﬁa
A 35 Battlefield Bed & Breakfast 1 $2,000.00 50.00 $2,000.00 ﬁa
o 37 Binstak, Ashley 1 $500.00 50.00 $500.00 ﬁa
P47 Brown, Heather 5000 $0.00 5000 B
# a5 Brown, William C 1 $500.00 $0.00 550000 U
J 36 ‘Candor, Sheila 1 $700.00 $0.00 $700.00 @
g‘ 75 Carlsmith Ball LLP $0.00 $0.00 $0.00 Qa
A ac bne Vrvinbin A a cenn nn en nn e %
Items: 1-50 of 77 Page 1 = of 2 NextPage % ‘

_anaiisio_J_invoicos J__iransactons _J_ Late totces_J_ Creditistory
Financial Management > Inquiries > Miscellaneous Billing > Customers

The Miscellaneous Billing Customer Inquiry will help provide summary and
detail information on transactions entered for Miscellaneous Billing
Customers. Users will be able to identify the number of Open Invoices per
customer. In order to view the Open Invoices for a particular Customer,
underneath the Open Invoices Column, click on the number of Invoices that
are open and Logos will then navigate to a Miscellaneous Billing Invoice
Inquiry in order to view the details that make up the open invoices. In
addition, the Customer Inquiry screen will display the Customer Net Invoice
Balance, Undesignated Balance and Current Balance.
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Invoice Inquiry

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Invoice Inquiry

Department | | DateType Billing Date -
Customer Type [v] Erompate 07272011 i EE
Customer | = | ToDate 0712612012 (i
Jurisdiction h Status
F'arcel‘ ‘V‘@ Eait
Open
Invoice Type hd Paid
Billing Code Cancelled
Invoice Number \Write OFF
[ soarc ] et
Status [ nvoice Type «Invoice Num... «|Customer Biling Date |G/L Date | Due Date | Hotes| Source | Invoice Amoun{ Remaining Balancd
Edit False AlarmFee  2012-00000001 Kent Furnilure 051232012 052312012 062212012 2} $0.00
Open Rental Billing 2012-00000001 Anderson Corpor... 01/A17/2012 01/17/2012 01312012 D $4,400.00 $4,400.00
Open Rental Billing 2012-00000002 Avery, Anita 01M712012 0117/2012 011312012 . $300.00 $300.00
Open Rental Billing 2012-00000003 Gentry Lock & Safe 014712012 01472012 013102012 D $300.00 $300.00
Open Rental Billing 2012-00000004 Jones, Mary 01M7/2012 0117/2012 011312012 . $300.00 $300.00
Paid Rental Billing 2012-00000005  Kent Furniture 011712012  01/17/2012 01312012 $0.00 $0.00
Open Solid Waste Fee  2012-00000001 Kent Furniture 01M7/2012  01/17/2012 021012012 .2 $630.00 $630.00

[_Reprint_|
Financial Management > Inquiries > Miscellaneous Billing >Invoice Inquiry

The Miscellaneous Billing Invoice Inquiry Screen will allow users to search for
any Invoice Transaction that has been entered into Logos. Every field is
optional to fill out on this screen which allows for broad or specific Invoice
Searches. Once the appropriate fields have been filled out, click Search to
view the results.

Once the results have been populated depending on the search fields that

have been filled out, numerous pieces of information will display as seen
above.

Fields:
Status - This displays whether an Invoice is in an Edit, Open or Paid status.

Invoice Type - This will display the Invoice Type used during the Invoice
Entry process.
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Customer - This will display the Customer that was used upon the entry of
the Invoice.

Billing Date — Date entered when the Invoice was entered. This date is
simply informational.

G/L Date - General Ledger Date that was entered on the Invoice. This date

depicts when the Journal Entry will hit the General Ledger. The date keyed
in on the Invoice will never change unless a user were to manually edit the

system generate Journal Entry created from posting a Miscellaneous Billing
Invoice Batch.

Due Date - Date that the Invoice is due to be paid. This date controls any

late fees that need to be distributed to a Customer for any late payments
made.

Billings by Invoice Type

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Miscellaneous Billing Analysis by Invoice Type

Date Type  Billing Date - ChartBy Amount -
FromDate 07/27/2000 G % Invoice Type  Maintenance - Maintenance Sen =
ToDae 0712612012
[ Rese |
Billing Code |  Transactions| Amount v | Legend | Amount
Labaor 6 $1,365.00 ]
Misc. Repair 6 $939.00 [ |
Stop Sign 3 $450.00 O
Speed Limit Sign 4 $425.00 O
[ Refresh |

Financial Management > Inquiries > Miscellaneous Billing >Billings by Invoice Type

The Miscellaneous Billing Analysis by Invoice Type Inquiry will allow users to
view performance information based Billing Codes within an Invoice Type.
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Fields:

Date Type - Choose between Billing Date, G/L Date, Due Date or Resolution
Date. Information will be generated based on the Date Type chosen on this
field.

From/To Date- Enter a from and to date from which information needs to be
displayed. Information will populate based on the Date’s and Date Type
entered.

Chart By - Choose from Amount or Transaction. Amount will display the
dollar amounts that have been entered for each Billing Code within an
Invoice Type and Transaction will show the number of transactions entered
for Billing Codes within an Invoice Type.

Invoice Type - Choose an Invoice Type to view information on. Users will
only be able to choose from Invoice Types that have been granted to them
via User Based Security.

CONFIDENTIAL & Proprietary New World Systems Use Only newworldsystems.com
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MISCELLANEOUS BILLING REPORTS

Miscellaneous Billing Customer Transaction Report

| % New Word City

Transaction Date _Transaction Type Invoice Type

MB Customer Transaction Report

Miscellaneous Billing
Transaction Date Range 07/27/11 - 07/27/12
Report By Customer Type - Customer

Customer Type Com - Commercial
Customer 6 - Gentry Lock & Safe,
01/17/2012 Biling Rent - Rental Biling

Customer 6 - Gentry Lock & Safe, Totals
Customer 1 - Kent Furniture,
01/17/2012 Biling Rent - Rental Biling
01/17/2012 Biling SWF - Solid Waste Fee
Customer 1 - Kent Furniture, Totals
Customer Type Res - Resident

Customer 13 - Avery, Anita
01172012 Biling Rent - Rental Biling

Customer 13 - Avery, Anita Totals
Customer 5 - Jones, Mary
01/17/2012 Biling Rent - Rental Biling
Customer 5 - Jones, Mary Totals
Customer 55 - Anderson Corporation,
01/17/2012 Biling Rent - Rental Biling
Customer 55 - Anderson Corporation, Totals

Run by nws on 07/27/2012 10:03:38 AM

Late Fees Finance Charges Ur d Total
Beginning Balance 2,250.00
.00 .00 .00 300.00
Ending Balance 2,550.00
Beginning Balance 60.00
.00 00 .00 0.00
.00 .00 .00 630.00
Ending Balance 630.00
Beginning Balance {3,243.50)
.00 .00 .00 300.00
Ending Balance (2,943.50)
Beginning Balance 885.00
.00 .00 .00 300.00
Ending Balance 1,185.00
Beginning Balance 495,750.00
.00 oo .00 4,400.00
Ending Balance 500,150.00

Page 1of 1

The Miscellaneous Billing Transaction Report displays all types of
transactions that have been entered for Miscellaneous Billing Customers.
Users can only run this report on Invoice Types that they have access to in

User Based Security.
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Miscellaneous Billing Customer Balance Report

New World
E e MB Customer Balance Report
Miscellaneous Billing
As of 07/27/12
Customer Undesignated Balance Invoice Balance Open Invoices Net Balance
Customer Type BID #1 - Business Improvement Undesignated Liability G/L Account 101-211.000 (Retainage Payable)
District #1
Customer Category Undefined
7 - Lock Properties .00 50.00 3 50.00
15 - Plastech .00 50.00 2 50.00
54 - Smith, Jog .00 .00 ) .00
10 - St Joseph Ventures, Inc. .00 100.00 4 100.00
Customer Category Undefined Totals Customers 4 0,00 £200,00 9 £200.00
Customer Category Business - Business
4 - Barcoin Management Company 10,000.00 50.00 6 (8,950.00)
16 - Collision Spedialists .00 53.00 4 53.00
17 - Cooker Textiles .00 50.00 2 50.00
Customer Category il - il Totals Customer: 3 €10,000.00 £153.00 12 (59,847.00)
Customer Category Individual - Individual
39 - Clark, Buford 1, .00 .00 1] .00
Customer Category Individual - Individual Totals  Customers 1 50,00 £0.00 0 £0.00
Customer Type BID #1 - Business Improvement District #1 Customers 8 £10,000.00 $353.00 21 ($9,647.00)
Totale
Customer Type Cobra - Cobra Recipient Undesignated Liability G/L Account 101-211.000 (Retainage Payable)
Customer Category Undefined
57 - Fosterman, Chandler .00 .00 0 .00
43 - Moore, Benjamin .00 .00 0 .00
42 - Plant, Mary .00 .00 0 .00
41 - Stemmpar, Ali-Hassen .00 .00 aQ .00
Customer Category Undefined Totals Customers 4 0,00 £0.00 0 £0.00
Customer Category Individual - Individual
37 - Binstok, Ashley .00 500.00 1 500.00
36 - Candor, Sheila .00 700.00 1 700.00
40 - Counter, Julie .00 .00 0 .00
Customer Category dividual - Individual Totals Customer: 3 $0.00 £1,200.00 2 £1,200.00
Customer Tune Cnhea - Cohra Racinient Tatal Custamer: 7 &0 on £1 200 00 2 €1 onnon

The Miscellaneous Billing Customer Balance Report displays all customer
balance information. The report will show an undesignated balance if the
customer were to have a pre-payment or over payment, as well as the
number of Open Invoices with the Invoice Balance.

Miscellaneous Billing Invoice Report
| New Wotd Cry MB Invoice Report

Miscellaneous Billing

Billing Date Range 07/27/11 - 07/27{12

Report By Customer - Invoice Type - Invoice

Invoice Status Invoice Date G/l Date Due Date Resolution Date Invoice Amount Late Fees Finance Charges Payments Balance
Customer 55 - Anderson Corporation,

Invoice Type Rent - Rental Billing Grants
2012-00000001 Cpen 01/17/2012  01/17/2012  01/31/2012 4,400.00 .00 .00 .00 4,400.00
Invoice Type Rent - Rental Billing Total £4,400.00 £0.00 £0.00 £0.00 £4,400.00
Customer 55 - Anderson Corporation, Total 54,400.00 £0.00 50.00 £0.00 $4,400.00
Customer 13 - Avery, Anita
Invoice Type Rent - Rental Billing Grants
2012-00000002 Cpen 01/17/2012  01/17/2012  01/31f2012 300.00 .00 .00 .00 300.00
Invoice Type Rent - Rental Billing Total $300.00 40,00 $0.00 40,00 £$300.00
Customer 13 - Avery, Anita Total £300,00 £0.00 £0.00 £0.00 £300,00
Customer 6 - Gentry Lock & Safe,
Invoice Type Rent - Rental Billing Grants
2012-00000003  Open 01/17/2012  01/17/2012  01/31f2012 300,00 .00 .00 .00 300,00
Invoice Type Rent - Rental Billing Total $300.00 40,00 $0.00 40,00 £$300.00
Customer 6 - Gentry Lock & Safe, Total £300.00 40,00 §0.00 40,00 $300.00
Customer 5 - Jones, Mary
Invoice Type Rent - Rental Billing Grants
2012-00000004  Open 01/17/2012  01/17/2012 01/31/2012 300,00 .00 .00 .00 300,00
Invoice Type Rent - Rental Billing Total £300.00 £0.00 50,00 £0.00 £300,00
Customer 5 - Jones, Mary Total §300.00 £0.00 £0.00 £0.00 §300.00
Customer 1 - Kent Furniture,
Invoice Type SWF - Solid Waste Fee Grants
2012-00000001 Open 01/17/2012  01/17/2012 02/01/2012 630,00 .00 .00 .00 630,00
Invoice Type SWF - Solid Waste Fee Total £630.00 £0.00 50,00 £0.00 $630.00
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The Miscellaneous Billing Invoice Report will show users a list of Open, Paid,
Write Off or Cancelled Invoices. Users can only run this report based on the
Invoice Types that have been granted in User Based Security.

Miscellaneous Billing Open Invoice Report

x| Now Vo Cty MB Open Invoice Report

Miscellaneous Billing
As of 07/27/12
Report By Invoice Type - Invoice

Invoice Customer Invoice Date G/ Date Due Date Resolution Date Invoice Amount Late Fees  Finance Charges Payments Balance
Invoice Type BID #1 - Business Improvement District #1

2003-00000001 7 - Lack Praperties, 11/14/2003  11f14/200 11/28/2003 .00 .00 00 00 .00
2003-00000002 4 - Barcoin Management 11/14/2003 ilmfzuu 11/28/2003 .00 .00 00 00 .00
2003-00000003 5‘1”;';?;‘;’,; Management 06/15/2003 36;30[200 06/30/2003 .00 .00 00 00 .00
2003-00000004 %’T?;“\L’on Spedalists, 06/15/2003 36;30[200 06/30/2003 .00 .00 00 00 .00
2004-00000003 4 - Barcoin Management 02/10/2004 3210[200 02/10/2004 50,00 .00 00 50,00 .00
2004-00000004 %’Tﬁrg’sam Ventures, Inc., 02/10/200% gzrmfzuu 02/10/2004 50,00 .00 00 50,00 .00
2004-00000008 4 - Barcoin Management 01/01/2004 81131,’200 01/31/2004 50,00 .00 00 50,00 .00
2004-00000009 fé’Tpciﬁi?é.'m Spedalists, 01/01/2004 81131,’200 01/31/2004 50,00 .00 00 50,00 .00
2004-00000010 17 - Cooker Textiles, 01/01/2004 81131,’200 01/31/2004 50,00 .00 00 50,00 .00
2004-00000011 7 - Lock Properties, 01/01/2004 81131,’200 01/31/2004 50,00 .00 00 50,00 .00
2004-00000012 15 - Plastech, 01/01/2004 81131,’200 01/31/2004 50,00 .00 00 50,00 .00
2004-00000013 10 - 5t Joseph Ventures, Inc., 01/01/2004 01/31/200 01/31/2004 50.00 .00 .00 50.00 .00
2006-00000002 4 - Barcoin Management 02/01/2008 82’01{200 03/01f2006 50.00 .00 .00 .00 50.00
2006-00000003 %’T%au“\‘;{un Spedialists, 02/01/2008 gl’OJJZOO 03/01f2006 50.00 .00 .00 .00 50.00
2006-00000004 17 - Cooker Textiles, 02/01/2008 gl’OJJZOO 03/01f2006 50.00 .00 .00 .00 50.00
2006-00000005 7 -Lock Properties, 02/01/2008 EZ"OJJZOO 03/01f2006 50.00 .00 .00 .00 50.00

The Miscellaneous Billing Open Invoice Report will display all of the Open
Invoice per customer. This is one of the most commonly used reports for
Miscellaneous Billing.

CONFIDENTIAL & Proprietary New World Systems Use Only newworldsystems.com

File: Annual Budgeting.docx

Last Saved: 5/25/18 | 8:56 AM




New World Systems

MISCELLANEOUS BILLING SETUP & PROCESSING

Miscellaneous Billing Invoice Aging Report

Mew World 1 H
X o MB Invoice Aging Report
Miscellaneous Billing
Aging Date 07/27/12
Report By Customer Type - Customer
Due Date Invoice Type Invoice Mumber Current 1-30 31-60 ©51-30 90+ Total
Customer Type BID #1 - Business Improvement District #1
Customer 4 - Barcoin Management Company, Undesignated Balance 10,000.00
08/30/2003 BID #1 - Business Improvement District  2003-00000003 .00 .00 .00 .00 .00 .00
11/28/2003  BID #1 - Business Improvement District ~ 2003-00000002 .00 .00 .00 .00 .00 .00
01/30/2004  SWF - Solid Waste Fee 2004-00000005 0o .00 .00 .00 .00 .00
01/31/2004  BID #1 - Business Improvement District ~ 2004-00000008 .00 .00 .00 .00 .00 .00
02/10/2004  BID #1 - Business Improvement District  2004-00000003 .00 .00 .00 .00 .00 .00
03/01/2006  BID #1 - Business Improvement District ~ 2006-00000002 .00 .00 .00 .00 50.00 50.00
Customer 4 - Barcoin Management Company, Totals 0,00 £0.00 £0.00 £0.00 50,00 £50,00
Customer 16 - Collision Specialists, Undesignated Balance 0.00
08/30/2003  BID #1 - Business Improvement District ~ 2003-00000004 0o .00 .00 .00 .00 .00
01/31/2004 BID #1 - Business Improvement District ~ 2004-00000003 .00 .00 .00 .00 .00 .00
09/30/2005  Hotel Tax - County Hotel Tax 2005-00000010 .00 .00 .00 .00 3.00 3.00
03/01/2006  BID #1 -Business Improvement District  2006-00000003 .00 .00 .00 .00 50.00 50.00
Customer 16 - Collision Specialists, Totals 0.00 £0.00 £0.00 £0.00 £53.00 £53.00
Customer 17 - Cooker Textiles, Undesignated Balance 0.00
01/31/2004  BID #1 - Business Improvement District ~ 2004-00000010 .00 .00 .00 .00 .00 .00
03/01/2006 BID #1 - Business Improvement District ~ 2006-00000004 .00 .00 .00 .00 50.00 50.00
Customer 17 - Cooker Textiles, Totals £0.00 £0.00 £0.00 £0.00 $50.00 £50.00
Customer 7 - Lock Properties, Undesignated Balance 0.00
11/28/2003  BID #1 - Business Improvement District  2003-00000001 .00 .00 .00 .00 .00 .00
01/30/2004  SWF - Solid Waste Fee 2004-00000003 .00 J0 .00 .00 .00 .00
01/31/2004 BID #1 - Business Improvement District ~ 2004-00000011 .00 .00 .00 .00 .00 .00
03/01/2006 BID #1 - Business Improvement District ~ 2006-00000005 .00 .00 .00 .00 50.00 50.00
Customer 7 - Lock Properties, Totals %0.00 £0.00 £0.00 £0.00 £50.00 £50.00
Customer 15 - Plastech, Undesignated Balance 0.00
01/31/2004  BID #1 - Business Improvement District  2004-00000012 .00 .00 .00 .00 .00 .00
03/01/2006  BID #1 - Business Improvement District  2006-00000006 .00 .00 .00 .00 50.00 50.00
Customer 15 - Plastech, Totzls 50,00 50,00 50,00 50,00 §50.00 §50.00

Customer

10 - 5t Joseph Ventures, Inc,

Undesignated Balance

The Miscellaneous Billing Invoice Aging Report displays the amount of Open
Invoices per Customer and how far past due they are. This report is also a
very commonly run report for Miscellaneous Billing.

Miscellaneous Billing Revenue Summary Report

| New World City

Miscellaneous Billing Revenue Summary Report
Miscellaneous Billing
Transaction Date Range 01/01/11 - 12/31/11
Summary Listing
Biling Adjustment

Biling Code Transactions Transactions Billed Amount Adjustments Net Billed

Invoice Type False Alarm
FA 5 o} 25.00 .00 25.00
FA Per Unit 5 o 80.00 .00 80.00
Tnvoice Type False Alarm Totsk 10 0 £105.00 £0.00 $105.00

Invoice Type Rent
RentFee 13 ] 3,500.00 .00 3,500.00
Invoice Type Rent Totalk 13 0 £3,500.00 £0.00 £3,500.00
Run by nws on 07/27/2012 10:07:37 AM Page 1of 1
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Miscellaneous Billing Revenue Summary Report shows users all of the
revenue that has come in against the Miscellaneous Billing Invoices that
have been created in Logos and distributed to Customers.

Miscellaneous Billing G/L Distribution Report

New World City

Miscellaneous Billing by G/L Distribution Report
From Date: 01012011 - To Date: 12/3172011
Summary Listing
Transaction Due To/Due From Number of
GiL Aceount Number Date Fund Project Transactions. Debit Amount Credit Amount

Fund: 101 - Genesal Fund
Account 002001 - Cash Sav FOA#0580-198-578
020172011 1 000 £00.00
Account: 040,000 - Accounts Receivable
01032011 7 1,800.00 000
017102011 3 £5.00 000
0172012011 1 1500 000
02012011 8 1,600.00 000
03092011 1 2500 000
Account 211,000 - Retsinage Payable:
020172011 1 200,00 080

Department: 000 - Revenuss
Account. 832.010 - False Alarms
01102011 3 000 500
017202011 1 000 15.00

The Miscellaneous Billing G/L Distribution Report shows how many
transactions and the dollar amounts for those transactions have been
established for particular General Ledger Accounts to report on.
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