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Avitar Tax Collect System

The Avitar Tax Collect program is designed to meet all state and local requirements for the
Municipal Tax Collector throgh automated billing, collection, and reporting procedures.
Additionally, the program manages the complicated process of liening and deeding, protecting
the rights of the municipality, and its full integration with the Avitar Assessing system simplifies
the process of owner updates and tax warrant importation.

Important Concepts

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

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

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

000007 000001 000000

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

000007 000001 000000
000007 000001 OOOO0A
000007 000001 00000B

Inthisexanp | e, PI'D 000007 000001 000000 would typi
|l ot o, and the new sub | ots carved out of the
00000A and 000007 000001 00000B. Throughout this document, the terms record, parcel
identifier, PID, and map/lot/sub lot will be used interchangeably.

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

Custom PID Format

It is possibile to configure your system tgmlay PIDs in a manner different from the standard

six character map, six character lot, and six character sublot. This is in response to the growing
number of communities (predominantly towns that have had a remapping/renumbering project
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by Cartographi@ssociates) that have PIDs that do not conform to this standard. Previously, this
could be accommodated within the existing 18 character PID framework but it was not always
clean.

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

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

By using the Custom PID Format option, you can choose to change the system format to an
eighteen character PID in a manner different from the atdraix character map, six character

lot, and six character sublot format. For example, you could elect to choose six characters for the
map, three for the lot, three for the sublot, three for a building number, and three for a unit
number.

Custom PID Mak-- You must use the # symbol to indicate the placement of the
individual PID characters within the mask. Then use another character (for example a
space or a dash or a slash) to indicate the character you wish to use to separate the
component sections tfie PID. However, you can only use one character as the separator
character.

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

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

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

Pad Separators with SpacesCheck this option to add a space before and after each
separator, making it easier to read in some instanages'{e/ 2 / 3" instead of "1/2/3").
2



Invoice

An Invoice in Avitar Tax Collect is a specific bill. Each invoice is assigned a unique invoice
number . For exampl e, I nvoice number A2009PO01
(A2009 PO 1 oour.numbérseinditaterthe levy year of the tax, and the letter following the

levy year designates the type of tax. For property tax invoices imported from Avitar Assessing,
the right six characters of the | pagemitee numbe
property tax warrant on which the invoice appeared (in this case it is the seventh invoice on page
twelve of the warrant).

Other invoices may be supplemented directly into Avitar Tax Collect (as opposed to imported

from Assessing). Forexainpe t he i nvoice number A2009T01 SOC
2009 Ti mber Tax bill that was supplemented in
designates the invoice was supplemented).

Note that the terms invoice and receivable are oftex interchangeably throughout this
documentation.

Current Owner vs. Billed Owner

In Avitar Tax Collect we refer to a Current Owner as the person who owns the property at the
time the last owner import from Assessing was completed. A Billed Owner isrgapeho

owned the property at the time the warrant was generated. For example, John Smith owned a
parcel at the time the warrant was created. He would be the Billed Owner. However, if the
property sold a month later to Jane Doe, Jane Doe would be tlenODwner and John Smith

would be the Billed Owner. Note that the Billed Owner never changes, while the Current Owner
may change numerous times over the life of the invoice.

Receipt

A Receipt refers to the total amount of money paid by a single pagee dime. A receipt

might include just a single payment applied to one invoice or it might, for example in the case of
a bank payment, contain dozens of transactions that affect dozens of different, unrelated
invoices. For most purposes, you should ereat individual receipt for each check you receive,
whether the check only reflects a partial payment on a single invoice or the check completely
pays off multiple invoices.

Refunds

Payables is a term used in Tax Collect in reference to a refund. Whassiga a credit to
Payables, you are refunding the customer. To process a refund see Assign Credit to Payables.

Fiscal Year

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



Your Fiscal Year is a discreet accounting period that determines how your information on

financial reports are gathered. For example, if your Fiscal Year ends December 31st, your MS61

will be accumulating data starting with January 1st until you close the fiscal period. Avitar Tax

Coll ect has a Ahardo f i s c aofeyouean proceed ititotbdnexs e, w
fiscal year, you must close the current fiscal year (see Close Period). Closing the fiscal year

captures the balances needed for your financial reports. For example, your ending balances from
one year must equal your beging balance for the next year. As these figures must match, the

system will not allow you to go back into the closed year(s) to perform any work (e.g. process a
returned check, delete receipts, post payments).

Current Year Database vs. Prior Year Databae

The Current Year Database contains all the information that you have updated or modified in
your current fiscal year (see Fiscal Year). The Prior Year database contains information that has
been purged from your Current Year Database (see Purging Datajer to keep the tree view

in the Data Access Tabs to display current unpaid data, at the close of the fiscal year Avitar Tax
Collect will ask if you wish to purge your paid invoices. If you answer yes, any paid invoice will
be moved from the Currentedr database to the Prior Year database.

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

Group of Record Sets

Throughout Avitar Tax Collectou will be creating and accessing groups of invoices or receipts
referred to as fArecord sets.o A record set si
match your search criteria and were therefore selected from the database. The numbetef possib
records in your record set ranges from zero to all of the records in your database. For example, if
you select a single invoice, your record set will consist of one record. If you select a single

owner, your record set may consist of several recottie ifelected owner owns many parcels in

town. Alternatively, if you use the Query tab to search for all invoices owned by Avitar

Associates, your record set will likely consist of zero records (see User Query).

When you create a record set by selectiagiqular records for access, Avitar Tax Collect will

display the first record (generally based on the first PID). If there are several records in your
record set, you can navigate among them using the Previous and Next buttons on the Toolbar. At
all times the record counter on the Data Display Banner will indicate which record of your

current record set is now displayed. Most of
or AReceipt 1 of 10, indicati etgndtisaurremttyl y have
displayed. As you press the Next button on the toolbar, you will notice the record counter

changes with the record to indicate your curr

Al nvoice 3 of 5" ) Onae yol Ragecvieweg dr edBed thd datd ia one e t ¢
particular record set, just create a new record set by selecting different search criteria from any of
the Data Access Tabs. Avitar Tax Collect will continuously create new record sets based on the
criteria you select, so do not get too preoccupied with the concept of record sets. But you can use
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the record counter to determine how many invoices or receipts match your current selection
criteria.

Outstanding Balance Tool Tip

A Tool Tip is used to assist yaun finding information without having to leave the current

screen. The Outstanding Balance Tool Tip will assist you in finding what is owed on a first issue
billing when you have the second issue invoice displayed. To see the Tool Tip, first find a
taxpayer and select their second issue invoice. While on the Details tab, on the bottom right side
of the screen you will see a heading called Tax Rates. (If your municipality has Taxable Districts
the default display for tihs tsr--yowlngedtoclickfon t h e
the AShow Tax Rateso icon next to the headi
Tax Rates column, you will see First Bill. This is the amount that was billed for the first issue. If
you hover over the Ft Bill, the tool tip will show what is still owed for that billing. This will
eliminate having to click on the 2009P01 invoice as well as the 2009P02 invoice.

System Functions Available To You

This document describes every function of the Avitar Tax Cofigstem. You may not be able
to access a particular function if you are not a member of the required user group.

Required Knowledge of Tax Collect Concepts

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

Tax Collect Internet Kiosk

The Avitar Tax Collect Internet Kiosk allows Tax Collectors to easily make their invoice and
transaction records available on the Internet so that taxpayers, mortgagees, banks, and title
companies camiew and even pay taxes at any time of day without having to contact the Tax
Collector. Once the Kiosk is enabled in collect, various options will be available in order to
process payments. For full documentation, see Tax Collect Internet Kiosk Manual.

Using the Avitar Tax Collect System

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

Starting Avitar Tax Collect

S

ng



4

Avitar Tax
Collect

Click on the Avitar Tax Collect desktop icon or select Tax Collect from the Awitggram

group on your Windows Start Menu. You will see what is referred to as the splash screen, visible
while the program initially connects to the database. You are then greeted with the main Avitar
Tax Collect window. The program opens in public acoesde in which you will be able to

view, but not edit, data.

Tax Collect Main Window

Avitar Tax Collect's main program window is designed to provide quick and easy access to your
data. The main window appears below and consists of five basic areas.ed$ararlabeled

bel ow. ltds a good idea to remember these
document.
{& Avitar Collect -- Town of ) =]
File Utilities Reports Help
& %) i a4 S > 3 @
LogIn  Prior Years Previous MNext Pay Total History Exit
""""""""" Receipts
EID | Query | Address | Date: [ 0971872009 | |
Current Owner I Billed Owner I Invoice: Bill Amount:
[ o049 - Owner: Principal:
B PID: Int/Pen:
B Location: Amount Due:
[ Details |1ransactions|
[ D .
A E & Current Owner " Billed Dwner Due Date:
., F Interest Rate:
B
[ G Per Diem:
[ H Penalty:
ER Book:
ER Page:
wemptions & Credits ssessments axable Districts
B K ! E & Cred A Taxable D
F'l ::4 Land: All Districts:
H N CU Credit: Village:
F‘] 0 Building: Water:
F’l P Assessment
- xempls: et Assmnt;
ER E Net &
r] R _'_I Acres:
| - Inwnitry Prlty:
| Welcome to Collect. e [ ONLYLISTUNPAID | CaPS | NUM [ 1212PM

t
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1. Menus

2. Toolbar

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

Note: The syntax used throughout this documentfew te items available on the menus is

Menu Name | Menu Item | Sub Menu Item. For example, the Deposit Summary report would
appear as Reports | Deposits | Deposit Summary. To generate the report, click on the Reports
menu located at the top of the manogram window, then select the Deposits menu item which
reveals the Deposits sub menu. Lastly, select Deposit Summary.

Data Display Tabs

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

Access Tab section.

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

Data Access Tabs Receivables

The Receivables Data Access tabs provide you with several different ways in which you can
search, identify, and access records in your database. You can visually search and select records
from the various tree view |ists if you know
perform user defined queries in which you define the charaatsred the records you want to

review.

Tree View

A Tree View is how data is accessed and displayed on several of the Data Access Tabs. As an

item is selected, if there is additional information, it will be displayed below it. For example,

John Smith ownswvo parcels and each parcel has two invoices. By selecting the Current Owner

Data Access Tab, the tree view displays an alphabetical list which you can use to select the letter
AS0. This will expand the tree aveadastname s how a
beginning with the |l etter AS0. You can scroll
tree view item. You could also type Smith in the search box below the tree view and as you start
typing the tree view will advance to the firggme with the letters you are typing. Click on the

name in the tree view to select. This will display the two PIDs for this owner. Select one of the

PIDs to expand the tree view to display the invoices. Click on the invoice to display the

information.



Receivables Receivables

FID | Query | addess | Currert Dwner | Billed Owner |
Current Dwer Billed Dwiner PID lguery ] Address ]

[ S ~

i ABBOTT, JENNIFER R $=3 000001 000000

£ ABD INVESTMENTS, LLI $=: 000002 000000

£ ACHORN, MARION ¥=: 000003 000000

£ ADAMS, KEMNETH $=3 000004 000000

£ ADAMS, MATTHEW ¥=: 000005 000000

[ AGGREGATE INDUSTRI ¥=: 000008 000000

£ AHERN, PaULJ ¥=: 000006 000001

£ AHERN, wILLIAM = 000006 000002

£ AINSWORTH, 5COTT K ¥=: 00000E 000003

3 ALBERICO, DARRELL ¥=: 000007 000000

£ ALDRICH, DIAME = 000008 000000

3 ALDRICH, ROGER B $=: 000009 000000

73 ALDRICH, THOMAS L $=: 000010 000000

£ ALICEA, CAROLETTA CL = 000011 000000

£ ALIX-BERMIER CONSTR = 000012 000000

£ ALLGEYER, MATTHE W $=: 000013 000000

B oamnrmocrk waaTTHR I nnnmd A Onnnno o’
& X b .ap Lot Sub
| | T Go| ok

After you have looked up information and your tree view is expanded, it is helpful to collapse the
view back to its original state in order to make looking up the next invoice easier. A simple way
to collapse the tree view is to put your mouse onto antevainea in the tree view and right click

on the mouse. This will bring you back to the original view. For example, if you are on the
Current Owner tab and you right click on a white space, your tree view will collapse so you can
only see the alphabet.

If there are invoices in the tree view that are for the same parcel yet listed under two different
names, it could be due to different spellings on the warrant, which may cause owners to exist in
multiple places. For example, assessing may have createdaainvaith the name Smith, John

and then realized it should have been Smith Jr, John and they make the correction. When the
next warrant is generated, the Billed Owner Data Access tab will show two entries, one for
Smith, John and one for Smith Jr, Johrydfi look under the Current Owner Data Access Tab,

you will find only Smith Jr, John with all the invoices. The reason the Billed Owner Data Access
tab displays two people is because that is exactly how the bills were created, so it will never
change.

Curr ent/Billed Owner Data Access Tabs

The Current and Billed Owner data access tabs enable you to select parcels by owner name. To
do so, click on the first letter of the last name. The letter level of the tree view will expand to
reveal all owners starting thi that letter. Select the desired owner name by clicking on it in the
tree view. Multiple parcel record sets will be returned for owners with multiple parcels.
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Alternatively, you can type the firstumpew | et
automatically to the appropriate section of the list. Select the parcel ID to display a list of
invoices for that parcel.

PID Data Access Tab

The PID data access tab enables you to select parcels by Map and Lot. To do so, select the Map
number from ti first level of the tree view. The Map number will expand to display the parcels

on that map. Choose the desired parcel by selecting its Lot and Sub Lot number. Alternatively,
enter the Map, Lot, and/or Sub Lot numbers in the search text boxes atttime dbbthe tab and

press Go. If any match is found, the parcel will be displayed. You may press Clr (i.e. Clear) to
clear the search text boxes.

Address Data Access Tab

The Address data access tab enables you to select records by property locatiorso,Tselect

the street name. The street name level of the tree view will expand to show the street numbers

on that particular street. Select the desired parcel by clicking on the appropriate street number in
the tree view. Alternatively, you can tythee first few letters of the street name in the Find box
beneath the tree view to jump automatically t
beneath a street name allows you to select parcels on the selected street for which no street
number wa entered.

Query Data Access Tab

The Query data access tab allows you to execute a User Query in order to create a record set of
parcels meeting specific useefined criteria. For example, you could select all invoices on
which the bill amount was greatian $5,000.

User Query

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

User Queryi Choose an Operator

Within the Oper column of your query fieldods
available operators. The types of available operators depend on the tigia ofaintained in the

field you selected. The specific types of operators are outlined below.

Numeric Field Operators
Numeric fields (e.g. Billed Amount or Principal Paid) use the following operators to compare the
data in the field with your query ceitia to determine whether a record should be included in
your record set:
e <Lless Than
e <=Less Than or Equal To
e =EqualTo
e >=(Greater Than or Equal To



Alphanumeric Field Operators

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

Like

The Like operator enables you to compare data in an alphanumeric field by entering the exact

value or a pattern you wish meatch. For example, selecting Owner LIKE RANDALL would

return only parcels where the owner value is
wildcard character (the percent symbol) to search for values that match a certain pattern. For
example, OwneLlKE RAN% would match all values beginning with the pattern RAN.
Therefore, Owner LI KE RAN% would match ARANDA
ARASMUSSENO. Note: Owner names are typically
Nameo, so it 0s saclugethegercerd syraboltatdhe and of any owner name
guery to allow for different first names and/

Not Like

The Not Like operator is the opposite of LIKE and can also be used with complete values or just
patterns witt wildcards. Using the earlier example, Owner NOT LIKE RAN% would match
ARASMUSSENO but not ARANDALLO or ARANFORDO.

User Queryi Enter the Query Criteria

After selecting the fieldbs appropriate query
parametem the column labeled Criteria. Remember to use the percent symbol for wildcard

pattern matching.

User Queryi Execute the Query

After selecting all of your field operators and adding all of your criteria, press the Query button
to execute the query. Amgatching parcels will be returned as your current record set. If no
matches were found, you will be told so in the message portion of the status bar. If your query
could not be executed for some reason you will get an error message. You can add as many
additional conditions to your query as you have fields in the grid. Note, though, that all of the
conditions will be joined using the AND operator (as opposed to OR). Therefore, a parcel must
match all of your criteria to be included in your record set.esoid several fields of criteria,

you may find your queries donét return any re
selection of one or more fields you can create almost any conditions in which to create a subset
of records on which to review. Wi enough planning and thought any record set can be created
based on the parameters you enter.
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Displayed Receivables
Once you have used the different methods available on the Receivables Data Access Tabs to

select invoices, the receivables invoices thaues are displayed on the right side of the
Receivables Data Display Tab. When you are on the Receivable Data Display Tab, there are two
tabs on the right side of the screen, Details and Transactions, which will give you additional

information.

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

Date: | 0941772008 | Property Tax | INVOICE 1 of 1
Invoice: 2009P01 060902 Bill Amount: $1,213.00
Owner: SMITH, GEORGE E Principal: $1.313.00
FID: 000040 000001 000000 Int/Pen: $33.67
Location: 18 DSSIPEE LAKE DRIVE Amount Due: $1.346.67
Details | Transactions ]

¢ Current Dwner ¢ Billed Bwner Due Date:  07/01/2003
SMITH, GEORGE E Interest Rate: 12%
TRUST OF 1989 Per Diem: 0.4317
1617 HIGHLAND AVE Penalty: $0.00
Book: 1403
NEW HYDE PARK, NY 11040 Page: 795
Exemptions & Credits Assessments T axable Districts (:3
0 Land: 70,100 All Districts: $39.00
0 CU Credit: 0  Ctr. Ossipee: 100 %
0 Building: 101,300 W, Dssipee: 0%
0 Assessment 171,400 Ossipee: 0%

Exempts: 0 MetAssmnt: 171,400

Acres: 0.418

Invntry Phlty: 0

Once a property tax invoice is displayed, the system will show the indivadogonent tax

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

Notes regarding the Tax Rate display:
e Rates are only displayed for property tax bills.
e Rates are not displayed for supplemented tax bills.
e Parcels that fall within a taxabtkstrict will display the full rate for that district, even
though only a percentage of the parcel may fall within that district.

11



e Parcels that fall within three or more taxable districts will not display each individual rate
as there is not enough spaoe éach individual component. Consequently, you will see
the standard four components followed by a total district rate.

Receivables Transactions Tab

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

Date: [ 0971772009 [ Property Tax | INVOICE 1 of 1
Invoice: 2009P01 060902 Bill Amount: $1.313.00
Owner: SMITH, GEORGE E Principal: $0.00
PID: 000040 000001 000000 Int/Pen: $0.00
Location: 18 0SSIPEE LAKE DRIVE Amount Due: $0.00
Details  Transactions |
TranDate]  Tupe |Receipt | Principal  Interest|]  Penalty| Balancd
09/17/09 1 2009001381 $1.313.00 $3367 $000 $0.00
Transaction Types Penalty Types
Abatement :I 6.1 Return Check 6.5 Mortgagee Notice
6.2 Late Payment 6.6 Deed Notice
Far I:] 6.3 Lien Notice E.7 Deed Execution
Penalty |:| 6.4 Lien Execution 6.8 Other Penalty

12



Data Access Tabs Receipts

The Receipts Data Access tabs provide you with a variety of ways in wductan search,

identify, and access receipts. You can visually search and select records from the various tree
view lists, or you can perform user defined queries in which you define the characteristics of the
records you want to review.

FRecent Receipts ] Recent Creditz ] Payer ]_D_uery ]Qreditura ]
Payer ]_D_uer_l,l ] LCreditars ] FRecent Receipts Recent Credits
= ta Payer Credit| ~
ABBOTT, JEMMIFER GAMNDALF, REVOCAE  $650

ﬁ ABD IMVESTMEMTS, YOUMG, JOHM M $500.00

B ABN AMRO MORTGA GREGOIRE. LAUREN  $57.35

ﬁ ACTURATE TITLE BERMARD, STEPHEM $50.00

\ MILLARD, ELIZABETH $9.00

@ ACHORN, M&RION COULSON, LORRA&IN  $13.28

f@ ADAMS, KENMETH WASHINGTON MUTL $2.015.00

@ ADAMS KARA DOVEMMUEHLE MOF $3,164.00

h ADREA LEIGH JOME! WELCOME. ROBERT  $505.00

@ AGGREGATE INDUS MaLO0F, EDwARD $333.25

& AHERM, WiLLIAM BERMARD, STEPHER  $30.40

ﬁ AINSWORTH, 5COT CamMPBELL, WaRREM F$0.60

ﬁ ALDRICH. DIAME RESIDEMTIAL TITLE $8?.EID_

- Y SESSLER Laws OFFIC  $105.23

@ ALIX-BERNIER COME SESSLER Lawd OFFIC $29.56

ﬁ ALL STATE ALPHALT PHEMI= TITLE SERYI $10.60

h ALLGEYER. MATTHE OOWEN LOAM SERVIE  $114.43

@ AMERICA'S SERVICI HORIZON SETTLEME  $136.84 =
{ Ll'- ARIDWEOC Tk nnnr}n f;\. Shl:lw |_|n533|gne|j

" Show Aszigned

| " Show Deleted

Payer/Creditors Data Access Tabs

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

Recent Receipts Data Access Tab

The Recent Receipts Data Access tab displays the most recent receipts you have entered. The tab
allows you to search by receipt or deposit number. Searching for a receipt number will go

directy to that receipt. A deposit number search will display the first receipt included in the

selected deposit. You will need to use the Previous & Next buttons on the toolbar to move

forward and back through the subset of receipts displayed.

Recent Credits Data Access Tab

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

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

Receivables
Payer | Query | Creditors Payer: WHITE, BEULAH RECEIPT 1 0f 1
Recent Receipts | Recent Credits I Receipt #: 2003 001363 Amount: $4.104.73
Payer | Amaunt] a | Effective Date: 04/30/2009 Check: 837 BEULAH
MCDORMAND, DEF  $1,000.00 Posted Date: 04/30/2009 Deposit#: 2009 000214
GRIGAS, ROSEMAF $88.20 N

MESERVE, ALAN $207.00 SRIREIE IR

DOW, CAROL $1.177.15

TIERNEY, HOLLISJ  $1,946.05 : -

HITE, CHERYL $5,695.00 Paymert: [ Crede [ ]

RE SUPPORT IRRE  $7,000.00 ‘Warant | Principall Interest] Penalty] Balance] PID Zowner |
MCLEAN, MATTHEY  $329.12 2006L01 $1,127.93 $401.05 $10.00 $ 0.00 000003 000010 000000

WHITE, BELLAH 2007L01 $1.120.50 $197.27 $10.00 $0.00 000003 000010 000000

MaY, LINDA F $220.20 2008P01  $50650 $49.46 $18.00 $0.00 000003 000010 000000

CUNID, FRANK 5 $127.80 2008P02  $637.00 $27.02 $0.00 $0.00 000003 000010 000000

SHEA FAMILY TRUS $75.00
PRICE, JOSEPH D $482.95
CHISHOLM, MIKE $198.34
CHEEVER, JANIS $746.72
MILLER, WARREN | $50.00
MILIFR WARRBFN | $A3 AN

Receipt Number:

2003 l Find... |

Deposit Number:

2009 I Find... |

Data Access Tab$ Set Tab Default

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

PID tab displayed.

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

The Tool bar | ocated at the top of the program
corresponding to frequently performed tasks. Sofitbe Toolbar button options change from

the Receivables Data Display tab to the Receipts Data Display tab. Also, which toolbar buttons

are enabled at any one time will depend on whether or not you have logged in to the database,

and the level of user aess you were assigned.

of M) ] ¢ jui & & o

Log Out Prior Years Previous Mext Deposit Assign Int/Pen  Payables Exit

Common Toolbar Buttons

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

Log In/Log Out Button

The Avitar Tax Collect system does not require you to log in to the database when you start the
program. In this public access mode you are able to view most data, but the majority of the
systembés functions ar eorpayaninsoceyewsvsllindedteloginf o pr i

To log in press the Log I n button on the prog
your user name and password in the appropriate text boxes. Keep in mind that passwords are

case sensitive. Your uskevel determines what functions you are able to access. User levels are
explained in detail under the Maintain Users section.

You can press the Log Off button to end your user session without closing the Avitar Tax Collect
system. Logging off is recomended when you are away from your computer. Alternatively, you
can simply exit the program.

Prior Years/Current Year Toolbar Button

The Prior Years/Current Year button on the program's main toolbar allows you to toggle back

and forth between the prioréisal year sé data and the current f
the system defaults to your Current Year database, so the toolbar button will display as Prior

Years. When you press Prior Years, the programs main screen displays in a different color

scheme and the toolbar button now displays as Current Year. Data is moved from the Current

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

Previous/Next Button Toolbar Buttons
The Previous and Next buttonsdneé pr ogr amés main tool bar all ow
between records (either invoices or receipts) in the current record set.

Exit Toolbar Button
The Exit button on the programbés main tool bar
to logoff prior to exiting the program.
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Toolbar Buttons - Receivables

The Receivables Tool bar is | ocated at the top
you are on the Receivables Data Display Tab. The Log In, Prior Years, Previous, Next, and Exit
toobar buttons are discussed in the section fACc

& ) i il $ > @& @)

Log Out  Prior Years Previous Mext Pay Total History Exit

Pay Toolbar Button

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

Total Toolbar Button

The Total button on the Receivables toolbar provides details of the total principal, interest,

penalties, and the daily per diem rate for the total outstanding taxes of the owner or PID currently

di splayed. The dialtret el @ Dt wsAgy o@f t o get i nfor mat
is frequently used when a mortgage company is looking for pay off figures for a closing.

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

:Q. Total Due for ACB AQUATICS LLC

By PID: 000024 007000 000000 By Current
Jv 2011P01 000704 | Property Tax Bill &mt;: $2.569.00 Q =
Billed: ACB AQUATICS LLC Principal: $2,569.00
Current: ACB AQUATICS LLC Int/Pen: $0.00
Location: 5 NICHOLS RD Per Diem: $0.8446 —
PID: 0000239 000003 000000 Due Amt: $2.569.00
[v 2010P02 000704 | Property Tax 3 Bill &mt: $3,111.00 Q
Billed: ACB AQUATICS LLC Principal: $3.111.00
Current: ACB AQUATICS LLC Int/Pen: $147.28
Location: 5 NICHOLS RD Per Diem: $1.0228
FID: 000024 007000 000000 Due Amt: $3.258.28
[v 2010P01 000703 | Property Tax | Bill &mt: $2,023.00 Q
Billed: ACB AQUATICS LLC Principal: $2,023.00
Current: ACB AQUATICS LLC Int/Pen: $230.83 L!
Unpaid: 3 Invoice(s] & 2 Lien(s)
[V Only Display Unpaid Interest &5 OF. 10572372011 hé
Total For Selected:
TeITla¥anss Principal Due: $12.861.91 Py Salectod |
& ¥ u Interest/Penalties Due: $1.367.15 '
!ﬁ; iz E;I : ;1 Total Due: $14.229.06 i I
Per Diem: $ 5.0766
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To pay all outstanding invoices for an owner, select theeoirom the treeview. Once you have
selected the owner, click the Total button located on the toolbar, or right click on the owner
name within the treeview and select Total Due. Each outstanding invoice for this owner will
display and is automatically seted and included in the Total Due amount. If you do not want to
include a specific invoice, simply uncheck the box next to the invoice. Once you have selected
the invoices to pay, click Pay Selected. A Receipt dialog box displays. Enter the Payer into th
text box, select the payment type radio button, and fill in the Check Number if payment is made
by a check. Click Pay to complete the process.

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

History Toolbar Button

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

Billed Clvrer I'W'arrant | Bill ﬂmuunl{ | azt Trans.l Int F'ain:‘ Balance‘ 4|
SMITH, GEORGE E  2007P01 053507 $1.163.00  EA5/2007 $0.00 $0.00
SMITH, GEORGE E  2008P02058406 $1.27400 11/415/2006 000 $0.00
SMITH, GEORGE E  20068P01058405 $1.060.00 /20,2006 $0.00 $0.00
SMITH, GEORGE E  2005P020536M $95E6.00 11/28/2005 $0.00 $0.00
SMITH, GEORGE E  2008P01058607 $1.156.00 F8/2005 000 $0.00
SMITH, GEORGE E  2004P020682306 $1.308.00  11/8/2004 $0.00 $0.00
SMITH, GEORGE E  2004P01 062204 $933.00 B/28/2004 $0.00 $0.00
SMITH, GEORGE B 2003P02089807 $1.048.00 11/20/2003 000 $0.00
SMITH, GEORGE E  2003P01089803 $94800  EBAE/2003 $0.00 $0.00
SMITH, GEORGE E  2002P02063702 $1.037.00  12/2/2002 $0.00 $0.00
SMITH, GEORGE E  2002P01089002 $85B00  EBA2/2002 000 $0.00
SMITH, GEORGE E  2001PO2059907 $857.00  11/9/2001 $0.00 $0.00
SMITH, GEORGE E 2001 P01 052503 $853.00 B/8/2001 $0.00 $0.00—
SMITH, GEORGE E  2000P02047506 $30000  11./842000 000 $0.00
SMITH. GEORGE E  2000P01047707 $£ 81500  BAE/A2000 $0.00 % EI.EIDj
Show [nvoices Grouped by Lewy Year... | Frint Hiztary | LClogze |

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

Toolbar Buttons - Receipts

The Receipts tool bar buttons are | ocated at t
when you are on the Receipts Data Display Tab. Which toolbar buttons aredeatadhy time

will depend on whether or not you have logged in to the database and the level of user access

you were assigned. The Log In, Prior Years, Previous, Next, and Exit toolbar buttons are

di scussed in the section ACommon Tool bar Butt
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Log Qut Prior Years Previous Mext Deposit Assign Int/Pen  Pavables Exit

Deposit Toolbar Button

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

Assign Toolbar Button

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

Int/Pen Toolbar Button

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

you are authorized to forgive (see Forgive Interest).

Payables Toolbar Button

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

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

| & & oox || 4 < I oft » M = || 4

Previewing and Printing Reports

The report preview toolbar enables you to view and print the current report. The forward and
back arrow icons allow you to sequentially move through the pages of the report in preview
mode. The first and last arrowoins enable you to immediately jump to the first or last page of

the current report in preview mode. The counter will indicate the number of the currently
displayed report page. If you decide you wish to print the report, click the Print Report icon. You
will be able to see which printer the report will be sent to and you can indicate the pages you
wish to print. If you want to select a different printer, you need to cancel the Print dialog box and
then select a new printer using the File | Print Setup memuon the main Avitar Tax Collect
window. Avitar Tax Collect will always print to your current default Windows printer.
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Depending upon your screends resolution, the
displayed in the preview mode. Younczoom in or out on the current report by selecting a new

zoom factor from the dropdown list of percentages. The report will always appear at 100%

initially, however, it may be necessary to set the zoom factor to 150% or higher to actually read
the reporin preview mode. Note that the zoom factor has no effect on the final print of the

report, only on the way in which it is displayed in preview mode. Also note that depending upon
your resolution and system fonts, some labels or values may appear trumgatadew mode at

higher zoom factors. However, the report should be fine when piirites is only a display

issue with some screen resolutions.

If you need to locate a specific record within the report, on the preview toolbar, click on the
Search Tet icon (pictured with the binoculars). Type the name or value for which you are
searching in the search text box and click on the Find Next button. Avitar Tax Collect will search
the report for the string entered in the text box. Any matches will bedtnggd with a red

rectangle in the preview window. To keep searching, just continue pressing the Find Next button.
If the text is not found, you will receive a message indicating no results were found.

Once you have previewed or printed a report, youctase the report preview window by
clicking on the standard cl ose button (pictur
corner of the report form.

Exporting Reports

In addition to printing reports, you have the ability of exporting mostfalie reports in Avitar

Tax Collect to a number of standard file formats. Your options range from distributable report
formats like Adobe PDF files and HTML files, to formats like Microsoft Excel or delimited text
files that allow you to share data witther applications.

H%@honz v]]J {4 1 o > M o= || A

To export a report select the envelope icon on the toolbar and you will see all of the
aforementioned options. Please note that some reports may produce unexpected results when
exported to certain formats and it may take abitial and error with different export types to

get just the type of format that is most useful to you.

Print Setup

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

In Avitar Tax Collect you can pay an individual invoice or pay multiple invoices with one check.

It is advisable when paying multiple invoices with one check to enter all of the payments as one
receipt. By entering the payment as one receipt, if the checkiraed, all the payments can be

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

Pay an Invoice

To Pay an invoice, you must be on the Receivables Data DispbayJ§ang one of the Data

Access Tabs search and select the invoice you wish to pay. Change the Interest Date to reflect
the postmark date, if applicable (see Changing Interest Date). On the Toolbar, click the Pay
button. The Pay Invoice dialog box displaifsyou do not accept Electronic tender types, you

will not see the Electronic radio button. To enable the Electronic tender type, see Rates, Fees,
Deposit Tab.

Pay Invoice 2009P02 000802 B

— Receipt
Payer: |TD BANK

Payment D ate: I 03/02/2010 x I

{" Electronic {" Cash ¢ Check

Check Number: I 98512548
Total Receipt Amount: I 903.27

— Invoice

Payment On This Invoice: | 903.27

Principal: $873.00
Penalty: $0.00
Interest: I 2427

Total Due: $ 903.27
Balance: $ 0.00

Cancel |

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

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

With the EFT payment option enabled, you will have to select a tender type radio button
(Electronic, Cash, Check) when you pay an invoice. When yeutdelectronic as the tender

type, a dropdown text box displays allowing you to select the type of Electronic payment you
received. By selecting the type of electronic payment used, the system captures the information
and adds a total at the end of thealgt report summarizing the amounts by each electronic

tender type. This is useful when balancing with credit card companies. If the EFT payment
option is not enabled, you will only see the Cash and Check payment options.

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

The date you selected as the Paymeatels used to calculate, and populate, the interest text

box. You can change the interest amount by typing the amount you wish to charge in the text
box, however, any interest you change is audited and recorded on the Uncollected Interest report.
The Paynent On This Invoice text box allows you to pay a portion of the payment received to

this invoice and the rest to another invoice (see Pay Multiple Invoices). After all information is
correct, click the Pay button to apply the payment. The system willgirgon to print a receipt.

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

Pay Multiple Invoices

There are two options when paying multiple invoices. Tis €iption is used to pay in full all
selected outstanding invoices for a single parcel or for a single owner. The second process is
used to makeartial payments on multiple invoices.

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

Each outstanding invoice for this owner will display and is aatarally selected and included

in the Total Due amount. If you do not want to include a specific invoice, simply uncheck the
box next to the invoice. Once you have selected the invoices to pay, click Pay Selected. A
Receipt dialog box displays. Enter thayer into the text box, select the payment type radio
button, and fill in the Check Number if payment is made by a check. Click Pay to complete the
process.
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XQ Total Due for ACB AQUATICS LLC
By PID: 000024 007000 000000 By Current Owner: ACB AQUATICS LLC
Jv 2011P01 000704 | Property Tax Bill Amt; $2,569.00 O, =
Billed: ACB AQUATICS LLC Principal: $2,569.00
Current; ACB AQUATICS LLC Int/Pen: $0.00
Location: 5NICHOLS RD Per Diem: $0.8446 —
PID: 000023 000003 000000 Due Amt; $2.569.00
v 2010P02 000704 i Property Tax ] Bill Amt; $3.111.00 Q
Billed: ACE AQUATICS LLC Principal: $3,111.00
Current: ACB AQUATICS LLC Int/Pen: $147.28
Location: 5NICHOLS RD Per Diem: $1.0228
PID: 000024 007000 000000 Due &mt; $3.258.28
[v 2010P01 000703 ~ Property Tax Bill &mt: $2,023.00 Q,
Billed: ACB AQUATICS LLC Principal: $2,023.00
Current: ACB AQUATICS LLC Int/Pen: $230.83 L]
Unpaid: 3 Invoice(s] & 2 Lien(s)
v Only Display Unpaid Interest As OF: |05123I2011 Z|
Total For Selected:
j““ﬂ"’ﬂ Principal Due: $12,861.91 Pay Selected... I
& ¥ u Interest/Penalties Due: $1,367.15 .
!;;; i! gf : ﬂ Total Due:  $14.229.06 i |
Per Diem: $5.0766 | Close I

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

To Pay to makeartial payments on multiple invoices (the ead option), you must be on the
Receivables Data Display Tab. Using one of the Data Access Tabs search and select the first
invoice you wish to pay. Change the Interest Date to reflect the postmark date, if applicable (see
Changing Interest Date). On thedlbar, click the Pay button to display the dialog box.
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Pay Invoice 2009P01 001407

— Receipt
Payer. |TD BANK

Payment D ate: I 03/18/2010  x I

{" Electronic " Cash (¢ Check

Check Number: | 123
Total Receipt Amount: | 5,000.00

—Invoice

Payment On This Invoice: I 2104.74

Principal: $1.933.00
Penalty: $0.00
Interest; I 165.74

Total Due: $2.104.74
Balance: $0.00

Cancel l

The Receipt section of the Pay Invoice dialog box is used to enter the information regarding the
payment received. The Payer text box defaults to the property owner, however, if a mortgage
companyis submitting the payment, you should change this to reflect who is paying. The
Payment Date text box is populated with the date you selected above, or if you did not change
the interest date on the programs main screen, the system will default to &m¢ date. If you

need to change this date, click on the down arrow to display the month date picker and select the
date.

With the EFT payment option enabled, you will have to select a tender type radio button
(Electronic, Cash, Check) when you pay aroing. When you select Electronic as the tender

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

The Invoice section of the Pay Invoice diglbox is used to enter the information regarding the
current bill you are paying and is automatically populated based on the invoice and the
information you entered in the Receipt section. For example, the date you selected as the
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Payment Date is used t¢alculate, and populate, the interest text box. You can change the
interest amount by typing the amount you wish to charge into the text box, however, any interest
you change is audited and recorded on the Uncollected Interest report.

The Payment On Thilnvoice text box allows you to pay a portion of the payment received to
this invoice and the rest to another invoice(s). After all information is correct for this payment,
click the Pay button to pay this invoice. As you are paying multiple invoicealog dbox will
display in the upperight hand corner of your program's main screen showing the balance
remaining for this receipt. For example, assume a customer pays you $5,000.00 to pay for his
three properties. The total receipt amount is for $5,00nAChe first invoice paid was for
$2,276.08. The remaining receipt balance to be used to pay for the other two properties is
$2,723.92.

Payer: TD BAME MORTH
Balance: % 2.723.92

Az=ign Credit

There are two options at this point: Assign or Credit. Selecting Credit means you have no more
invoices to pay anthe customer has overpaid you. Selecting Assign allows you to keep posting
the remaining receipt balance to other outstanding invoices. To pay another invoice, leave the
green box in the upper corner of the screen while you search and select the net \Witbi

the next invoice selected, click the Assign button. This will display the Pay Invoice box. Note,
the payment dialog box does not allow you to edit the top section, as this is a continuation of a
previously created receipt. Update the Payment Qs lfilioice amount and/or the Interest text
boxes if necessary. Then select Pay. If you have applied all the money received, a Print box
displays allowing you the option of printing a receipt. If you have an amount still not applied, the
Remaining Receipt &ance box will display. Continue this process until the balance of the
receipt has either been assigned to invoices or assigned to a credit.
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Only List Unpaid
Only List Unpaid is a function to assist you in viewing only unpaid invoices in the Data Access
Tab tree views. This feature will assist you in searching and paying multiple tax bills quickly.

| OWLYLISTUWRAID | CAPS | WUM | 1:40PM

When you log into Avitar Tax Collect, you are viewing all invoices, whether paid or unpaid. To
activate this function double click on the ONLY LIST UNPAIBlloon the Status Bar. This will
turn the letters in the cell black indicating the function is active. To inactivate this function,
double click the cell again and the letters in the cell will now be gray.

Changing Interest Date

New Hampshire Revised Stéts Annotated (RSA) states the payment is considered received by
the post marked date shown on the envelope. Therefore, in order to calculate the interest due,
you need to change the interest date to reflect the correct postmark date. On the righhside of
Receivables Data Display tab you will see a Date field, which defaults to today's date. To change
this field, click in the date field. This will display a calendar. Choose the posting date by clicking
on a date and then selecting Update. Your prognamais screen will now display the new date

and the field is now red to remind you that you are not on the current date. After you are done
with this transaction, remember to change the date back to the current date.

Refer toRSA 80:55 Timely Mailing

Edit Payer/Check Number

Prior to deposit, you can change the Payer and/or Payment Type on a receipt up until the time
that the receipt has been deposited. This can be helpful when yaiatdatie end of the day,

that the name on one of the checks does not match the name that appears on the Deposit preview
report. To edit either the Payer or the Payment Type, search and select the receipt using the
Receipts data display tabs. From the Rasanain menu, select Receipt | Edit Payer/Check

Number and make any necessary changes.
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{a# Edit Receipt 2010 000001 -10f x|

You can edit the Payer and Payment Type on a Receipt up
until the time that the Receipt is deposited.

Payer: |TD BANK

" Electronic " Cash ¢ Check

Check Number: I 123

Cancel |

Process PrePayments

The Process Psigayment menu item allows you to post apagment for a specific parcel. A
pre-payment is maintained as a credit for postmg tuture invoice. To process a {g@yment,

you must be on the Receipts tab of the application's main window. From the main menu select
Receipts | Process PRayment. The Process HPayments box will display.

Process Pre-Payment 3

— Receipt

Payer: |TD BANK =
Map: [ 109 Lot [ 131 Sub | 2|
Date: [03/18/2010 =]

{" Electronic (" Cash {* Check
Check Number: l 125
Pre-Payment Amount: | 500.00

Cancel |

Enter the Payer name in the text boxlgk on the ellipsis button to search by Current or Billed
Owner. Next enter the Map/Lot/Sub into the appropriate text boxes or click on the ellipsis button
to search by PID. It is possible to process agargment without a Map/Lot/Sub associated with

it, however, if a PID is not entered, the system will not be able to automatically search for an
invoice at the time of assignment. The Date field defaults to your system date. To change the
date, you can type in the text box field or click on the downnatooaccess the month date

picker.

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

Print Receipts as Paid

In Avitar Tax Collect, the system defaults to prompt you to print a receipt after each receipt has
been posted. To turn this function off, and subsequently back on, from thptRetain menu

select Receipts | Print Receipts as Paid. This will turn the function off. To turn it back on, follow
the same procedure. If a check mark is visible next to Print Receipts as Paid on the drop down
menu, the receipts will automatically bered.

Reprint Current Receipt

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

Creating a Deposit

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

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