Tax Administration

I. Installation Maintenance

Table of Contents

InStallation MaINtENANCE ........vvviiiiiiiieiiiiieeeee et ee e e ee e e e e e e e e e eaaa e e e e e e e e s essaabaeeeeeeesesssareeeeas 2
The “General and Default Options” tab..........ccceerieiiiieiiiiiiieiecie e 3
The “Function KEYS™ taD .......cccueiiiiiiiiiiiiiieeciie ettt e e e e sae e e aaeeeaaeesnaaeesaneees 5
The “AdAIESSES™ TAD .....vvveiiieiiee e e e et et e e e 6
The “Cash Receipting Options™ tab........ccciiiiiuiiiiiieeiiee et sve e e ae e e aeeeaae e es 7
The “Tax YEArS™ 1A ...ccuuveiiiiiiieee ettt e et e e e etae e e e e eaaeeeeeeaareeeeennees 9
Tax Year Maintenance: Edit TaX YEaI ........ccoovvivuiiiiiiiiiiiiiieeeeeeeeeeeeeeeee e 10

Tax Year Maintenance: NeW TaX YA .........coovvviieeiiiieiiiiriec et 12

Tax Administration Anytown

. 1. Cash Receipts

2. Post Cash Receipts

3. Adjusting Entries

4. Calculate Interest

Transfer to GL

A
B. Transfer to AP
C.Close Tax Year

E. Process Direct Debits

5. Calculate Penalty

6. Change Parcel Information

______H. Restore Points

l. Installation Maintenance

P. Password Maintenance

7. Add History

8. Refund Credits

9. Receive cash from First American

10. Display Status

a
. Reports Menu

|70

. Live NEMRC Update

o=

.NEMRC Backup

. Index Data Files

[><

Q. Quit This Application

Click on “I. Installation Maintenance” off the Main Menu and the following window will appear:

NEMRC
Page 1 of 14



Tax Administration

Installation Maintenance

Tax Administration Options

i General and Default Options l Function Keys l Addrezses | Cazh Receipting Options l Tax Years l

1 2 3 4 & (i
Parcel Humber Length | g
Sub-Parcel Length |_3
Default Interest % IW Method {« Monthly " Daily | Copy interest rate to all tax years?
Default Penalty % [ ao0
Link to General Ledger (¢ Yog (Mo Method O Cashie accrual
Default Genetal Ledger Accounts | | Change all tax yesrs to the default account numbers?

Link to Accounts Payable (+ ves (™ g Credit Vendor | Find

Humber of Payments A T A B e R |

Mizc. Field Descriptions

1
2 |
3 |
‘|
5 |

OK Cancel

1. The “General and Default Options” tab: Click on this tab to modify basic Tax
Administration options.

2. The “Function Keys” tab: Click on this tab to edit key phrases that are linked to the
function keys on your keyboard.

3. The “Addresses” tab: Click on this tab to edit the Treasurers and the Collectors
address(es).

4. The “Cash Receipting Options” tab: Click on this tab to set the standards for cash
processing with in this entity and module.

5. The “Tax Years” tab: Click on this tab to establish and maintain all the Tax Years being

tracked in this application.

6. The “Default Tax Rates” tab: Click on this tab to maintain a standard set of tax rates.
This is used when detail reporting of tax rates to the general ledger is required.

Refer to the section below that relates to your choice.
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Tax Administration

The “General and Default Options” tab

If you chose the “General and Default Options” tab, the following window will appear:

Tax Administration Options

:General and Default Otions l Function Kevs l Addresses | Cash Receipting Cptions l Tax Years l

Parcel Humber Length 1 q
Sub-Parcel Length 21 3 5

4 i]
Default Interest % 3 | 100 Method (+ Monthly  Daily [ Copyirterest rate to all tax years?

Default Penalty % T 200

o 10
Link to General Ledger 8 (s vos ( pjg  Method (" Cash sccrual

Default Genetal Ledger Accounts | | Change all tax yesrs to the default account numbers?
11 12

13 Link to Accounts Payable (+ Yos (™~ g Credit Vendor | 14 Find

IZNHumber of Payments 1 (2 (3 (¥ 4

Mizc. Field Descriptions
16

1
2 |
3 |
‘|
5 |

17 oK 18 cancel

1. Parcel Number Length: The maximum number that you choose to use to define your
customer account number. Max of ten (10) characters

2. Sub-Parcel Length: The maximum number that you choose to use to define your
customer sub-account number. Max of ten (10) characters

3. Default Interest %: Default value of interest to be calculated on each payment. This is
modifiable during the interest calculation process.

4. Method: Monthly: Interest calculated once monthly (most common in Vermont.)

5. Method: Daily: Interest calculated based on the number of days with an annual rate
(most common in New Hampshire.)

6. Copy interest rate to all Tax Years?: Check this box to automatically apply the interest
rate to all years defined under the “Tax Years™ tab.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Tax Administration

Default Penalty %: Default value of penalty to be calculated on each payment. This is
modifiable during the penalty calculation process

Link to General Ledger: This module can be linked to post to the NEMRC General
Ledger.

Method: Cash: Post only cash related activity to the General Ledger when selected and
the link is turned on.

Method: Accrual: Post all activity to the General Ledger when selected and link is
turned on.

Default General Ledger Accounts: This opens a window to define all the default
accounts to be used for new Tax Years.

Change all Tax Years...: It is possible to define the accounts above and have them
apply to all items defined in the “Tax Years” tab.

Link to Accounts Payable: Allows a link to Accounts Payable for over payment refund
processing.

Credit Vendor: This is the vendor number in Accounts Payable to transfer refund
information into, when the above link is turned on.

Number of Payments: Default number of payments to display and report. The system
has a limit of 1 to 4 payments. Use the maximum for any single billing here.

Misc. Field Descriptions: User defined fields to allow tracking information your site
would like to maintain. These can be found in “6. Change Parcel Information” off the
Main Menu.

OK: Click “OK” to save changes and return to the previous menu.

Cancel: Click “Cancel” to cancel and return to the previous menu.
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Tax Administration

The “Function Keys” tab
If you chose the “Function Keys” tab, the following window will appear:

Tax Administration Options

.................................... o

General and Default Options  Function Keys l Addreszes ] Cash Receipting Cptions l Tax Years l

.................................... ;

F5 |Change due to Grievance F9 |Err|:|rs & Qmissions-100801

Fé [PRIOR YEAR CREDIT TO CURRER  F10 |

F7 |RECLASSCHEDITFROM FRIORY F11 |

F& [LAND USE ADJUSTMENTS F12 |

1 oK 2 cancel

Function Keys: These are used to set shortcuts for common phrases for easy use, and to save
you from having to retype something multiple times. When a value is assigned then from the
point of the cursor placement the function key with the assignment can be used to populate
fields.

Each of these fields are linked to the “Function key” that is to its left. This means that when you
hit the “F_” key on the keyboard, the text you entered for that “Function key” will appear.

1. OK: Click “OK” to save changes and return to the previous menu.

2. Cancel: Click “Cancel” to cancel and return to the previous menu.
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Tax Administration

The “Addresses” tab

If you chose the “Addresses” tab, the following window will appear:

Tax Administration Options

General and Default Options l Function Keys

Treasurers Address |F‘O BOx 370

1 |BELLOWS FALLS T 05101
Collectors Address ||:..:, B 370

2 |EIELLO'I.-“-.I'S FALLS %T 05101

3 0K 4 Cancel

1. Treasurers Address: Enter the mailing address for the Treasurer. This is used for
interest due notices.

2. Collectors Address: Enter the mailing address for the Collectors. This is used for
delinquent tax notices.

3. OK: Click “OK” to save changes and return to the previous menu.

4. Cancel: Click “Cancel” to cancel and return to the previous menu.
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The “Cash Receipting Options” tab
If you chose the “Cash Receipting Options™ tab, the following window will appear:

Tax Administration Options
General and Default Options l Function Keys l Addreszes | Cash Receipting Options ] Tax Years l
Apply Cash to Oldest Year(z) First 1 1@ Yes " Mo
Allow Only Full Payments ? 2 2 yes * Mo
Apply Currently Due Payments First? 3 310 yes * Mo
Apply Cash on a Pro-Rated Basis? 4 41 ves Mo
Pro-Rate Only Penalty and Applications After Penalty? 5 5¢ Yes {* Mo
Apply Full Payments before Last Pro-Rated Payment? 0 6~ YES (* Mo
Apply Discount Only When Full Payment is Made? 7 T (e Yes " Mo
Application Order ? P=Principal, I=Interest, H=Penalty, 0=Other IW
Apply Cash Across Applications First? 9 0% Yasg Mo
Default Hext Amount Due 13 Days After Last Payment?
10
11 oK 12 Cancel

1. Apply Cash to Oldest Year(s) First: Should automated payments transferred in apply
the oldest Tax Year with a balance first?

2. Allow Only Full Payments?: Do not allow recording payments unless it is a payment in
full?

3. Apply Currently Due Payments First?: Consider the most current due date in a
multiple payment system before late payments in the same Tax Year?

4. Apply Cash on a Pro-Rated Basis: Should cash be distributed by percentage of open
balances when applied to a given Tax Year?

5. Pro-Rate Only Penalty and Applications after Penalty?: If 4 is yes, then should
proration be on penalty and items after penalty only? IE: if other cost should be paid
before proration then item 8 will set the calculation method to apply.
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10.

11.

12.

Tax Administration

Apply Full Payments before Last Pro-Rated Payment?: Should all amounts for a
given due date in a multiple due date year be paid before any application to the next due
date.

Apply Discount Only When Full Payment is Made?: Should a discount be calculated
if it will result in full payment of principal?

Application Order?: The order of cash application by the type of bill to apply payment
to is controlled here. Default would be to prorate all types in the order of penalty,
interest, other and lastly principal (NIOP).

Apply Cash Across Applications First?: Should cash be applied by the type of bill
(principal, interest, penalty, other) first, regardless of due dates in a multiple due date
system.

Default Next Amount Due _ Days After Last Payment?: How many days past the
last due date should the system wait before including the next due date amount in the
posting balance? This is only used in a multiple due date system.

OK: Click “OK” to save changes and return to the previous menu.

Cancel: Click “Cancel” to cancel and return to the previous menu.
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The “Tax Years” tab

If you chose the “Tax Years” tab, the following window will appear:

wear 1 Dizcounts 2 [Status 3 1=
1992-1993 I Delinguent
1993-1994 I Delingquent
1994-1995 M Delinguent
1995-1996 I Delinguent
1996-1997 I Delinguent
1997-1993 I Delingquent —
1998-19949 M Delinguent
1999-2000 I Delinguent
2000-2001 I Delinguent
2001-2002 I Delingquent
I_“.TI‘I".'-“.'I‘II‘I‘?! hl Nalinmnant Jﬂ
Edit Selected Year Add a New Tax \'ear|
4 ]
6 OK | 7 Cancel

1. Year: This entry is how a given Tax Year will be displayed back to you.

2. Discounts: This will show a Y if the given Tax Year has a discount calculation. It is
uncommon to have discounts on tax bills.

3. Status: The status of a year is either Current or Delinquent. When the Tax Year has been
closed, the status changes to Delinquent and the General Ledger accounts for delinquent
processing are used when linked to NEMRC General Ledger.

4. Edit Selected Year: Click this button to edit a selected year. The Tax Year Maintenance
window shown below will appear.

5. Add a New Tax Year: Click this button to create a new Tax Year, and the Tax Year
Maintenance window shown below will appear.

6. OK: Click “OK” to save changes and return to the previous menu.

7. Cancel: Click “Cancel” to cancel and return to the previous menu.
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Tax Year Maintenance: Edit Tax Year
Click “Edit Selected Year” and the following window will appear:

The “General” tab:

General Rates

1 2 3

Tax Year [1990 ™ LlseDls-:Dunts v &llowy Bill Remasal
417 Shaw 911 / Desc Infa instead of Locations
o 7 8 9
5 Due Date Interest Discount  Discount Until

Payment 1 [1onomgss | 180 | ooo | s
Payment 2 |10r0/989 | 1s0 | ooo |4y
Payment3  |forodsss | 150 | ooo | fd
Payment4  [10s0M889 | 150 | o000 |

10 General Ledger Accounts 11 oK 12 Cancel

1. Tax Year: This entry is how a given Tax Year will be displayed back to you.

2. Use Discounts: Click the box next to “Use Discounts” to have the system prompt for
discount deadlines (9) and percentages (8).

3. Allow Bill Removal: Click the box next to “Allow Bill Removal” to have the system
remove Parcels that are paid in full before a chosen date. This process is done during the
“Year Close” from the Main Menu.

4. Show 911 /Desc Info instead of Locations: Click the box next to “Show 911...” to have
the system display 911 address information instead of the original location fields.

5. Payment #: This will display according to the number of payments defined on the
general tab in Installation Maintenance.
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10.

11.

12.

Tax Administration

Due Date: The actual due date for each payment would be entered here. This will be
used in evaluation of default cash posting amounts and interest calculations.

Interest: Enter the interest percentages to be used as default for this given Tax Year.
These are modifiable during the actual interest calculation process from the Main Menu.

Discount: Enter the percentage of discount to allow if paid on or before the discount
deadline, if discounts are used.

Discount Until: Enter the discount deadline date per each payment, if discounts are used.

General Ledger Accounts: Click this to bring up the General Ledger Accounts for the
selected year.

OK: Click “OK” to save changes and return to the previous menu.

Cancel: Click “Cancel” to cancel and return to the previous menu.

Click on the “Rates” tab and the following window will appear:

The “Rates” tab:

[ .

General
1 2
Rate Description 0 || | 0.0000
Rate Description 1 || | 0.0000
Rate Description 2 | | | 0.0000
Rate Description 3 | | | 0.0000
Rate Description 4 || | 0.0000
Rate Description 5 | | | 0.0000
Rate Description 6 | | | 0.0000
Rate Description 7 | | | 0.0000
Rate Description 8 || | 0.0000
Rate Description 9 || | 0.0000
3  General Ledger Accounts 4 0K | 5 Cancel |

1.

Description fields: Up to ten rates can be defined for the given Tax Year. This is not
commonly done in Vermont due to split value billings.
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Tax Administration

2. Rate: Enter the tax rate assigned to each of the rates you have defined.

3. General Ledger Accounts: Click this to bring up the General Ledger Accounts for the
selected year.

4. OK: Click “OK” to save changes and return to the previous menu.

5. Cancel: Click “Cancel” to return to the previous screen without saving changes.

Tax Year Maintenance: New Tax Year
Click “Add a New Tax Year” and the following window will appear:

The “General” tab:

( + lax Year Maintenance

General Rates
2
Tax Year | 1
3] Show 311 / Desc Info instead of Locations
Order tax year after which tax year ? (Blank for first year) 4 | 2005-2007
] 7 8 9

5 Due Date Interest Digcount Discount Until
Payment 1 | 11 | oo | oo |
Payment2 | // | oo | oo |
Payment 3 | 11 | ooo | ooo |
Paymentd | /7 | ooo | ooo |4y

100 General Ledger Accounts 11 OK 12 Cancel

1. Tax Year: This entry is how a given Tax Year will be displayed back to you.

2. Use Discounts: Click the box next to “Use Discounts” to have the system prompt for
discount deadlines (9) and percentages (8).

3. Show 911 /Desc Info instead of Locations: Click the box next to “Show 911...” to have
the system display 911 address information instead of the original location fields.
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Tax Administration

4. Order Tax Year after which Tax Year?: Select the Tax Year that preceded the year
you are adding. NEMRC defaults to most recent Tax Year defined.

5. Payment #: This will display according to the number of payments defined on the
general tab in Installation Maintenance.

6. Due date: The actual due date for each payment would be entered here. This will be used
in evaluation of default cash posting amounts and interest calculations.

7. Interest: Enter the interest percentages to be used as default for this given Tax Year.
These are modifiable during the actual interest calculation process from the Main Menu.

8. Discount: Enter the percentage of discount to allow if paid on or before the discount
deadline, if discounts are used.

9. Discount Until: Enter the discount deadline date per each payment, if discounts are used.

10. General Ledger Accounts: Click this to bring up the General Ledger Accounts for the
selected year.

11. OK: Click “OK” to save changes and return to the previous menu.
12. Cancel: Click “Cancel” to cancel and return to the previous menu.

Click on the “Rates” tab and the following window will appear:
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Tax Administration

The “Rates” tab:

General Rates
1 2
Rate Description 0 || | 0.0000
Rate Description 1 || | 0.0000
Rate Description 2 | | | 0.0000
Rate Description 3 | | | 0.0000
Rate Description 4 || | 0.0000
Rate Description 5 | | | 0.0000
Rate Description 6 | | | 0.0000
Rate Description 7 | | | 0.0000
Rate Description 8 || | 0.0000
Rate Description 9 || | 0.0000
3  General Ledger Accounts 4 0K | 5 cancel |

1. Description fields: Up to ten rates can be defined for the given Tax Year. This is not
commonly done in Vermont due to split value billings.

2. Rate: the tax rate assigned to each of the rates you have defined.

3. General Ledger Accounts: Click this to bring up the General Ledger Accounts for the
selected year.

4. OK: Click “OK” to save changes and return to the previous menu.

5. Cancel: Click “Cancel” to cancel and return to the previous menu.
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