Transfer Delinquent to Tax

Before you begin

· Check TAX CHARGE CODE MAINTENANCE to make sure Tax charge codes exist with Activity of SPAP, and SPAI for tax year utility bills will be transferred to.
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· Check 
UB CHARGE CODE F/M 2nd screen to make sure all charge codes have valid TAX LIEN CHARGE CODES.
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· It’s recommended you run this in a refreshed TEST database first. 
· Must be done before final commitment is printed in actual tax cycle.  
Introduction

This program transfers balances from UB bills and updates tax files based on parcel numbers.  If MUNIS tax is not used, an export file gets created.
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1. Define


Use to determine the bills/amounts that will be transferred to tax collection.

RTE/BK

Enter a beginning and ending range of RTE/BK.  This is on the account master or service screen found in ACCOUNT MASTER MAINTENANCE.  Balances for accounts with a RTE/BK in this range will be selected for transfer.  Leave as defaulted for all.

Charge Code

Enter a beginning and ending range of charge codes.  Only balances on charge codes in this range will be selected for transfer.  Balances on charge codes not in this range will be left on the bills.  Leave as defaulted for all.
Bill Due Date

Enter a beginning and ending range of due dates.  Balances from bills with a due date in this range will be selected for transfer.  Leave as defaulted for all.

District

Enter a beginning and ending range of Districts.  As found on the account master in ACCOUNT MASTER MAINTENANCE.  Balances for accounts in this range of districts will be selected for transfer.  Leave as defaulted for all.

Transfer Bill Year

The Tax Bill Year the balances are being transferred to.

Calc Interest Date

The interest on the balances will calculate through this date.  Defaults to today’s date.
Posting Year/Period

Enter the Year and Period the GL entries will post to.  Defaults to the current Year and Period from GL Parameters.  
Reference

Enter a Reference to appear in the “Ref1” field of the GL Journal Entry.  The GL Journal “Ref4” field will read “UB TO TAX” for entries made by this program.  Common entries used are date, or processing name/cycle.  

Reason Code

Enter a reason code.  Click Help for a list of valid entries to display the Utility Billing codes from Exemption/Discount F/M.  This reason code will appear on the adjustment record found in the History of Bill Inquiry. 

Exclude Special Condition Codes

Enter up to four Special Condition Codes that you wish to exclude from the balances to be selected.  These Special Condition Codes must have a check in the checkbox for “Omit from Tax Lien/Sale process”.
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If specific bills for an account are to be excluded from selection then Special Condition Codes should be attached using only the Bill category, Bill year, Bill number, and Parcel code.  The Customer number and Property code should be blank.  This is because if the Property code is used to attach this Code then this Special Condition Code will affect all bills for that Property code (Account Number).  
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Minimum Delinquent Amount

Enter a minimum balance to be selected.

Base Minimum on

Chose Detail or Account.  If Detail is chosen the minimum balance is based on the balance of a charge line on a bill.  If Account is chosen the minimum balance is based on the total due for the account.

Sort Report by

Choose Route/Book, Parcel, or District.  Report totals vary according to sort option:

· Route/Book: BILL TOTALS, ACCOUNT TOTALS, GROUP TOTALS;

· Parcel: BILL TOTALS, PARCEL TOTALS;
· District: BILL TOTALS, ACCOUNT TOTALS, DISTRICT TOTALS.
Subtotal by Summary Code

Check this box to have subtotals by summary code (established in Charge Code File Maintenance, Rate-Master) i.e. “W” for water codes, “S” for sewer codes, etc.  This is displayed on the report above the parcel grand total or the account total, depending on the report selected.

Use Delinquent-to name

If this is checked the program will look at the “Delinquent To” found in Account Master Maintenance.  If the “Delinquent To” field is set to “O” the program will use the current owner on the account.  If this is set to “C” or “B” the program continues to use the name from the bill header at time of billing.

Flat File Name

If you use MUNIS Tax you will not have access to this field.  If you do not use MUNIS Tax, you are required to enter a “Flat File Name” to accommodate the tax lien information.  
Update UB/AR/GL
If you use MUNIS Tax, you will not have access to this field.  It will automatically default to “Y”es upon a Define.  If you do not use MUNIS Tax, and this box is checked the program will update the UB, AR, and GL to reflect the balances being removed from UB bills.    

Processing
During Generate, this field will display the account currently processing.

Total Records

After Generate is complete the total account records selected displays here.

2. Generate

Selects the bills based on the Define criteria.  As this program selects amounts from bills it checks the Charge Code GL account set up.  If any charge codes selected are missing  “TAX LIEN CHARGE CODES” you will get the following message:
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Make sure all UB Charge Codes have the correct “TAX LIEN CHARGE CODES” set up on the 2nd Screen of Charge Code F/M.  

3. Flag-to-Levy

Following a successful Define and Generate, Flag-to-Levy allows you to determine which, if any, account(s) are to be chosen for the lien process.  Using the Next and Prev functions to move from page to page, you can toggle the account to be selected by its line number.  Use “Set-All” to toggle all at once.       
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4. Output
Use to print the Tax Levy Report, followed by the GL Journal.  A popup question appears:
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If “Yes” then for those charge codes set up with interest, interest will calculate through the “Calc Interest Date” specified in the Define.  GL journal entries will include the interest in the amount that gets transferred.  If “No” then interest will still calculate through the “Calc Interest Date” and be included in the total transferred to Tax, however the GL journal entries will not include this interest in the total.  Defaults to “No” as this is the recommended option.

The output has three sections.  U/B TAX LEVY REPORT, SUMMARY BY CHARGE CODE, and JOURNAL ENTRY REPORT. 

The bill and account totals on the U/B TAX LEVY REPORT will be zero if there are errors in the error column of the report.  If Process is done before these errors are fixed only the accounts without an error will process.  

*  Common Errors

If “NO PARCEL” is found in the ERROR column of the U/B TAX LEVY REPORT the TOTALS will be zero until the account is corrected.  This indicates the “Parcel” found in ACCOUNT MASTER MAINENANCE is blank for the corresponding UB Account, or does not match Parcel in Parcel F/M found on Tax side. 



2222 017731631            AC John Doe III                                                      

               60   2003         1153   SEWER   1        SEWER                   39.00          .00 NO PARCEL

               60   2003         1153   WATER   2        WATER                   39.00          .00 NO PARCEL

   * BILL TOTALS                                                                                .00


               60   2003         1156   SEWER   1        SEWER                   50.00          .00 NO PARCEL

               60   2003         1156   WATER   2        SEWER                   50.00          .00 NO PARCEL
   * BILL TOTALS                                                                   .00          .00

** ACCOUNT TOTALS                                                                  .00          .00

If “INACTIVE” this means the parcel is status is “I”nactive in PARCEL F/M on the tax side.



  2222 017731632            AC Jane Doe                                                          

               60   2003         1154   SEWER   1   SEWER       001001MA          98.00          .00 INACTIVE 

               60   2003         1154   WATER   2   WATER       001001MA          98.00          .00 INACTIVE 

   * BILL TOTALS                                                                    .00          .00


               60   2003         1157   SEWER   1   SEWER       001001MA         111.00          .00 INACTIVE 

               60   2003         1157   WATER   2   WATER       001001MA         111.00          .00 INACTIVE 

   * BILL TOTALS                                                                    .00          .00

** ACCOUNT TOTALS                                                                   .00          .00

The following is an example of the output:

  11/14/2002                                     TEST DATA - 2002.02 RELEASE  *live*                                  PAGE 1

  07:52:18                                             U/B TAX LEVY REPORT           MINIMUM:      .01                  ubtxlevy

    RTE/BK     FROM:      TO: ZZZZ  CHARGE FROM:        TO: ZZZZZZ  BILL DUE FROM: 01/01/2002 TO: 11/14/2002  DIST FROM: AC TO: AC

                                                                      INTEREST DATE: 11/14/2002

GRP  ACCOUNT              D  NAME                           SERVICE LOCATION

               CAT  YEAR       BILL    SERVICE LINE DESC       PARCEL                               CHARGE     INTEREST ERROR

------------------------------------------------------------------------------------------------------------------------------------

2222 017731631            AC John Doe III                                                      

               60   2003         1153   SEWER   1        SEWER 004004MA                              39.00          .00          

               60   2003         1153   WATER   2        WATER 004004MA                              39.00          .00          

   * BILL TOTALS                                                                                     78.00          .00

               60   2003         1156   SEWER   1        SEWER 004004MA                              50.00          .00          

               60   2003         1156   WATER   2        WATER 004004MA                              50.00          .00          

   * BILL TOTALS                                                                                    100.00          .00

  ** ACCOUNT TOTALS                                                                                 178.00          .00

2222 017731632            AC Jane Doe                                                          

               60   2003         1154   SEWER   1        SEWER 003003MA                              98.00          .00          

               60   2003         1154   WATER   2        WATER 003003MA                              98.00          .00          

   * BILL TOTALS                                                                                    196.00          .00

               60   2003         1157   SEWER   1        SEWER 003003MA                             111.00          .00          

               60   2003         1157   WATER   2        WATER 003003MA                             111.00          .00          

   * BILL TOTALS                                                                                    222.00          .00

  ** ACCOUNT TOTALS                                                                                 418.00          .00

2222 017731633            AC Frank Blumenfelder             1                                  

               60   2003         1178    FLAT   1    MISC FLAT 002002MA                              20.00          .00          

               60   2003         1178   SEWER   2        SEWER 002002MA                              52.00          .00          

               60   2003         1178   WATER   3        WATER 002002MA                              52.00          .00          

   * BILL TOTALS                                                                                    124.00          .00

               60   2003         1179    FLAT   1    MISC FLAT 002002MA                              20.00          .00          

               60   2003         1179   SEWER   2        SEWER 002002MA                              47.00          .00          

               60   2003         1179   WATER   3        WATER 002002MA                              47.00          .00          

   * BILL TOTALS                                                                                    114.00          .00

  ** ACCOUNT TOTALS                                                                                 238.00          .00

 *** GROUP TOTALS                                                                                   834.00          .00

*** FINAL TOTALS                                                                                    834.00          .00

  11/14/2002                                     TEST DATA - 2002.02 RELEASE  *live*                                  PAGE 2

  07:52:18                                            SUMMARY BY CHARGE CODE                                            ubtxlevy

    RTE/BK     FROM:      TO: ZZZZ  CHARGE FROM:        TO: ZZZZZZ  BILL DUE FROM: 01/01/2002 TO: 11/14/2002  DIST FROM: AC TO: AC

                                                                      INTEREST DATE: 11/14/2002

                                       SERVICE                                                      CHARGE     INTEREST

------------------------------------------------------------------------------------------------------------------------------------

                                         FLAT                                                        40.00          .00

                                        SEWER                                                       397.00          .00

                                        WATER                                                       397.00          .00

   * CHARGE TOTALS                                                                                  834.00          .00

  11/14/2002                                     TEST DATA - 2002.02 RELEASE  *live*                                  PAGE 3

  07:52:18                                             JOURNAL ENTRY REPORT                                             ubtxlevy

    RTE/BK     FROM:      TO: ZZZZ  CHARGE FROM:        TO: ZZZZZZ  BILL DUE FROM: 01/01/2002 TO: 11/14/2002  DIST FROM: AC TO: AC

                                                                      INTEREST DATE: 11/14/2002

  ACCOUNT                DESCRIPTION                     CHG CODE          DR.                CR.

  ---------------------  ------------------------------  --------  -----------------  -----------------

  010      44440         A/R                              FLAT                                    40.00

  010      44441         REVENUE                          WATER               397.00

  010      44440         A/R                              WATER                                  397.00

  010      44441         REVENUE                          SEWER               397.00

  010      44440         A/R                              SEWER                                  397.00

  010      44441         REVENUE                          FLAT                 40.00

                         ** FINAL TOTALS **                                   834.00             834.00

                              ** END OF REPORT **

5. Process

Process cannot be done until Output has been run.  This step updates the UB bills, Tax Assessment records, and GL.  The balance is transferred from the UB bill and shows as an adjustment in Bill Inquiry.  Bill Inquiry indicates an account has had a lien with a note at the bottom left of the screen, “Lien? Y”.
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Select “History” in Bill Inquiry to see the “ADU” adjustment record.  “ADU” is the adjustment type that represents a LIEN.  If you double click on this line it will pull up more detail about the adjustment.
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On the Tax side these transferred balances are found in SPECIAL ASSESSMENT MAINENANCE.
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If MUNIS Tax is not used this step will create a data file.  A record is created for each detail line (Charge Code) of the bill.  The File Definition for this file follows.

6. Exit

Closes the program and returns to the LIEN PROCESSING menu.

Transfer Delinquent to Taxes (UB Levy)

File Definition


Field






ASCII Layout

Group/Book/Route




[1,4]


Account





[5,24]


AR Cat





[25,30]


Bill Year





[31,36]


Bill Number





[37,47]


Charge Code





[48,53]


Bill Detail Line # 




[54,59]


Customer ID





[60,70]


Address Number




[71,76]


Last Activity Date




[77,84]


Orig. Lien





[85,85]


Customer Name




[86,115]


Charge Code Desc.




[116,125]


Parcel ID





[126,155]


Run/Commit





[156,163]


Lien Tax Charge Code



[164,169]


Lien Interest Charge Code



[170, 175]


Principle Charge Amount



[176,187]


Interest Charge Amount



[188,198]


Error Code 





[199,199]


Reference Number




[200,210]


Service Location




[211,245]


Total Balance Due




[246,257]


Delimited  Parcel ID  (Masked Parcel)

[258,291]







