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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 through 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 map, lot, 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 appear as follows: 

 

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 00000A 

000007 000001 00000B 

 

In this example, PID 000007 000001 000000 would typically remain with the original ñmother 

lotò, and the new sub lots carved out of the original parcel would be numbered 000007 000001 

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 

 

Invoice 

An Invoice in Avitar Tax Collect is a specific bill. Each invoice is assigned a unique invoice 

number. For example, Invoice number ñ2009P01 001207ò is a 2009 1st issue property tax bill 
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(ñ2009P01ò). The first four numbers indicate the 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 invoice number (in this case ñ001207ò) indicate the page of the 

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).  For example the invoice number ñ2009T01 S00001ò, indicates the bill is a 

2009 Timber Tax bill that was supplemented into Tax Collect (the S in the bill number ñS00001ò 

designates the invoice was supplemented). 

 

Note that the terms invoice and receivable are often used 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 is the person who 

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 the Current Owner 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 payer at one time.  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 create an 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.  

Payables 

Payables is a term used in Tax Collect in reference to a refund. When you assign a credit to 

Payables, you are refunding the customer. 

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

Collect has a ñhardò fiscal year end close, which means that before you can proceed into the next 

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 beginning 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 Database 

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 Data). In order 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 Current Year 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 Collect you will be creating and accessing groups of invoices or receipts 

referred to as ñrecord sets.ò A record set simply indicates a group of invoices or receipts that 

match your search criteria and were therefore selected from the database. The number of possible 

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 records if the selected 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 selecting particular 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 the time, the record counter will say ñInvoice 1 of 1" 

or ñReceipt 1 of 1ò, indicating you only have one record in your record set and it is currently 

displayed. As you press the Next button on the toolbar, you will notice the record counter 

changes with the record to indicate your current position in the record set (e.g. ñInvoice 2 of 5", 

ñInvoice 3 of 5", or ñReceipt 3 of 4ò, etc.). Once you have viewed or edited the data in one 

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 

the record counter to determine how many invoices or receipts match your current selection 

criteria. 
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Outstanding Balance Tool Tip 

A Tool Tip is used to assist you in 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 this portion of the screen is ñTaxable Districtsò --you will need to click on 

the ñShow Tax Ratesò icon next to the heading to display the Tax Rates.) At the bottom of the 

Tax Rates column, you will see First Bill. This is the amount that was billed for the first issue. If 

you hover over the First 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 Collect system. 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 

taxation 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 of the Avitar Tax Collect system. 

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  

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

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 access mode in which you will be able to 

view, but not edit, data. 
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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.  The areas are labeled 

below.  Itôs a good idea to remember these terms as they will be referred to throughout this 

document. 

 

 
 

1. Menus 

2. Toolbar  

3. Data Access Tabs    

4. Data Display Tabs 

5. Status Bar 

 

Note:  The syntax used throughout this document to refer to 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 main program window, then select the Deposits menu item which 

reveals the Deposits sub menu.  Lastly, select Deposit Summary.  
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Data Display Tabs 

There are two Data Display Tabs: Receivables and Receipts. Each Data Display Tab displays its 

own Toolbar items and Data 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 was generated. 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 lists if you know the parcelôs PID, Owner, or Address. You can also 

perform user defined queries in which you define the characteristics of 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 owns two 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 

ñSò. This will expand the tree view to show a list of all current owners that have a last name 

beginning with the letter ñSò. You can scroll down until you find Smith, John and click on the 

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 first name 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.  
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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 any white area 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 created a warrant with 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, John. If you 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. 

Current/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 with 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 first few letters of the ownerôs name in the Find text box to jump 

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 the 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 at the bottom of the 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 location.  To do so, select 

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 type the first few letters of the street name in the Find box 

beneath the tree view to jump automatically to the appropriate section of the tree view.  ñN/Aò 

beneath a street name allows you to select parcels on the selected street for which no street 

number was 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 user-defined criteria. For example, you could select all invoices on 

which the bill amount was greater than $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 criteria. Each step within the process is outlined below. 

 

User Query ï Choose an Operator 

Within the Oper column of your query fieldôs row, select an operator from the dropdown list of 

available operators. The types of available operators depend on the type of data maintained 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 criteria to determine whether a record should be included in 

your record set: 

 < Less Than 

 <= Less Than or Equal To 

 = Equal To 

 >= Greater Than or Equal To 
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Alphanumeric Field Operators 

Alphanumeric fields (e.g. owner name or address) use the following operators to compare 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 to match. For example, selecting Owner LIKE RANDALL would 

return only parcels where the owner value is ñRANDALLò. Or alternatively, you could use a 

wildcard character (the percent symbol) to search for values that match a certain pattern. For 

example, Owner LIKE RAN% would match all values beginning with the pattern RAN. 

Therefore, Owner LIKE RAN% would match ñRANDALLò and ñRANFORDò but not 

ñRASMUSSENò. Note: Owner names are typically entered in the format ñLast Name, First 

Nameò, so itôs a good idea to always include the percent symbol at the end of any owner name 

query to allow for different first names and/or suffixes such as ñJr.ò or ñSr.ò 

 

Not Like 

The Not Like operator is the opposite of LIKE and can also be used with complete values or just 

patterns with wildcards. Using the earlier example, Owner NOT LIKE RAN% would match 

ñRASMUSSENò but not ñRANDALLò or ñRANFORDò. 

 

User Query ï Enter the Query Criteria  

After selecting the fieldôs appropriate query operator in the Oper column, enter your query 

parameter in the column labeled Criteria. Remember to use the percent symbol for wildcard 

pattern matching. 

 

User Query ï Execute the Query 

After selecting all of your field operators and adding all of your criteria, press the Query button 

to execute the query. Any matching 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, so beyond several fields of criteria, 

you may find your queries donôt return any records. With the use of these operators and the 

selection of one or more fields you can create almost any conditions in which to create a subset 

of records on which to review. With 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 themselves 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.  

Receivables ï 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.  

 

 
 

Once a property tax invoice is displayed, the system will show the individual component 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 will need to press the Show Tax Rates icon to the right of the 

Taxable Districts label.  

 

Notes regarding the Tax Rate display: 

 Rates are only displayed for property tax bills. 

 Rates are not displayed for supplemented tax bills. 

 Parcels that fall within a taxable district will display the full rate for that district, even 

though only a percentage of the parcel may fall within that district. 
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 Parcels that fall within three or more taxable districts will not display each individual rate 

as there is not enough space for each individual component. Consequently, you will see 

the standard four components followed by a total district rate.    

Receivables ï Transactions Tab 

The Transactions tab will display information regarding payments, abatements, and/or penalties 

that have been posted to the selected invoice.  Transactions are displayed sequentially, from top 

to bottom, based on when the transactions were processed. 
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Data Access Tabs - Receipts 

The Receipts Data Access tabs provide you with a variety of ways in which you can 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. 

 

 

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 side 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 

directly 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 Deleted radio 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 shows the details of each individual payment that was processed as part of 

the receipt, in the order in which it was processed. 

 

 
 

Data Access Tabs ï 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 system to always 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.g. 

PID Data Access Tab). Then, from the main menu, go to File | Set Tab Default. A message box 

will display asking if you 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 Toolbar located at the top of the programôs main window provides a number of buttons 

corresponding to frequently performed tasks. Some of the 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 access you were assigned. 

 

 
 

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 

systemôs functions are not accessible. To print reports or pay an invoice you will need to log in.  

 

To log in press the Log In button on the programôs main toolbar. On the Login dialog box, enter 

your user name and password in the appropriate text boxes. Keep in mind that passwords are 

case sensitive. Your user level 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 recommended when you are away from your computer. Alternatively, you 

can simply exit the program. 

 

Prior Years/Current Year Toolbar Bu tton 

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

and forth between the prior fiscal yearsô data and the current fiscal year. When you first log on, 

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 buttons on the programôs main toolbar allow you to move back and forth 

between records (either invoices or receipts) in the current record set.  

 

Exit Toolbar Button  

The Exit button on the programôs main toolbar allows you to close the program. You do not need 

to log off prior to exiting the program. 
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Toolbar Buttons - Receivables 

The Receivables Toolbar is located at the top of the programôs main window and displays when 

you are on the Receivables Data Display Tab. The Log In, Prior Years, Previous, Next, and Exit 

toolbar buttons are discussed in the section ñCommon Toolbar Buttons.ò  

 

 

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 Multiple Invoices).  

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 

displayed.  

 

 
 

The ñInterest As Ofò date allows you to get information for a date in the future. This is used 

frequently when a mortgage company is looking for pay off figures for a closing.  
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History Toolbar Button  

The History button on the Receivables toolbar displays the billing history for the PID you have 

selected (e.g. 2007L01, 2008P01, 2008P02), including the billed owner for each invoice.  

 

 
 

If you do not want to see the detail of each billing, select the Show Invoices Grouped by Levy 

Year button. This will display only the totals for each year (e.g. 2007, 2008).  

 

Toolbar Buttons - Receipts 

The Receipts toolbar buttons are located at the top of the programôs main window and displays 

when you are on the Receipts Data Display Tab. Which toolbar buttons are enabled at any 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 

discussed in the section ñCommon Toolbar Buttons.ò  

 

 

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 button on 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). 
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Int/Pen Toolbar Button 

The Int/Pen button 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 than the amount 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 credit to Payables 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 toolbar.  

 

 
 

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 arrow icons 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 menu item on the main Avitar Tax Collect 

window. Avitar Tax Collect will always print to your current default Windows printer. 

 

Depending upon your screenôs resolution, the report may or may not be legible when it is first 

displayed in the preview mode. You can zoom 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 report in 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 truncated in preview mode at 

higher zoom factors. However, the report should be fine when printed ï this 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 Text 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 be highlighted with a red 
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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, you can close the report preview window by 

clicking on the standard close button (pictured with an ñXò) in the control box in the upper right 

corner of the report form. 

 

Exporting Reports 

In addition to printing reports, you have the ability of exporting most all of the 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 with other applications.   

 

 
 

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 a bit of trial 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 check is returned, 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 Display Tab. Using 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 displays. If you 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. 

 

 

The Receipt section of the Pay Invoice dialog box is used to enter the information regarding the 

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 should change 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 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 at the 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 Invoice section of the Pay Invoice 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 Payment Date is 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 Payment 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 will prompt you 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 

To Pay multiple invoices, 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 the Toolbar, click the 

Pay button to display the dialog box.  
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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 

company is 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 the current 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 an invoice.  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 at the 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 Total Receipt 

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 dialog box 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 to calculate, 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 This Invoice 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 invoices, a dialog box will 

display in the upper-right 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 $5,000.00 and the 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. 

 

 

There are two options at this point: Assign or Credit. Selecting Credit means you have no more 

invoices to pay and the 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 next invoice. With 

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 On This Invoice 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 Balance 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.  

 

 

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 UNPAID cell on 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 Statutes 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 right side of the 

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 program's main 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 to RSA 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 you notice at the 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 Receipts main menu, select Receipt | Edit Payer/Check 

Number and make any necessary changes. 

 

http://www.gencourt.state.nh.us/rsa/html/v/80/80-55.htm
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Process Pre-Payments  

The Process Pre-Payment menu item allows you to post a pre-payment for a specific parcel. A 

pre-payment is maintained as a credit for posting to a future invoice. To process a pre-payment, 

you must be on the Receipts tab of the application's main window. From the main menu select 

Receipts | Process Pre-Payment. The Process Pre-Payments box will display.  

 

 

Enter the Payer name in the text box or click 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 a pre-payment 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 down arrow to access 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 as the 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 all the information is complete, click the Pre-Pay 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 the Receipts main 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 be printed. 

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 receipt is selected, 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 deposit for each individual 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 will show 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 the applications main menu. 

On the toolbar select the Deposit icon, which will display the Prepare Deposit window.  
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In the single deposit for multiple users scenario, every payment entered in the system is 

displayed, including the receipt number, type of payment, the payment date, and the amount of 

each receipt. If the list is longer then will fit in the box, use the scroll bar to the right to view the 

items not displayed.  

 

The lower section of the deposit dialog box will display differently depending on the options you 

have chosen (see Rates, Fees, Deposit Tab). The above deposit screen shot is if you do not accept 

Electronic payments, so the totals displayed are what you have collected in cash and checks, as 

well as the total number of checks, which is displayed in parentheses.  If your totals in the 

deposit dialog box do not match what you actually collected, select the Print Preview button.  

This will produce an exact report of the deposit that you can print to compare each receipt to 

assist in finding the error. To correct an error or to exit the Deposit dialog box, click the Close 

button.  

 

If you have chosen to accept Electronic Payments (EFT), you have the option to Include EFT 

Payments in Deposit Total (see Rates, Fees, Deposit tab).  

 


