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Trustee Release 07.08

For the latest release notes see the Release Notes page of our website.

3/19/2012

Release SCL — TR0708

Sites using Point of Sale will need to load updated POS programs.

Name Field size increased on most screens

Address fields sizes increases on most screens

Master Inquiry changes

Add Address 2 line

New field for STATE for IMPACT formatted files. Converting, we will keep the City and State
together but when a file is imported in the IMPACT format, it will separate the City and State
(we are not using the Country field from the IMPACT file)

ik, State: | |_ Ire

e M=~ .

Tax Freeze Info. New County information. This comes from the State when the tax roll is
loaded.

TRLA0E - County Tax Freeze Information

Tax Year: l—
Receipt Mo li T ax Freeze Indicator: |_
Baze Year l—
Azzezsment Values
Baze rear Current “'ear T ax Amounts
Taotal: | | Frozen Basze: |
Frozer: | | Mon Frozer: |
Mon Frozen: | | Freeze Total: |
|

Calculated T axes:

Euit [Ezc]

Property Tax Annual load

CAAS for format previous to 2012
IMPACT for new format beginning in 2012
o Allows you to BROWSE for the file and it can be named anything (8 character limit). It
will NOT put a copy of the tax roll into the FILES directory.

New Owner File Update

CAAS for format previous to 2012
IMPACT for new format beginning in 2012
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Delinquent Tax Export

- CAAS for format previous to 2012
- IMPACT for new format beginning in 2012

Dashboard Inquiry — no name/address changes dues to field size restraints.
New Owner Scroll —added address 2
Master Maint. — Tax Freeze Maint. — allow changes of Tax Freeze info that is contained in the IMPACT file

SR11416 — ACV Listings — Add column for PAID indicator

TRQ190 2012/03/15 10:55:48 TOWN OF SAMPLEVILLE FlexGen4 (7.00U) Page: 1
ACV Listing By Receipt Ne

Receipt No Parcel ID/Property Address Name Total Taxes ACV Amount Paid Applied Reconciled

YES NO
YES NO
YES NO
YES NO

SR13940 — Dashboard Receipting — changed to allow you to change the PENALTY DATE per receipt line in
order to set it prior to the penalty due date.

SR13988 —Summary Audit Net Change report — added option to order by Parcel Number. Menus, Reports,
Audit, Summary Audit Net Change.

_—

g’;ﬁ TRS652 - Report Order @

Beceipt Mumber

Agogregate | Barcel Mumber

Tranzaction Cut Off Date; ﬁ 20912011
Euit [Ezc)

Distribution Audit Report by Parcel Number — TRQ640D - New report for distribution changes by Parcel
Number. Menus, Reports, Audit, Audit, Distribution, Parcel Number.

SR14080 — Extract TRST for Deliquent file. (TRE270) This option has been changed to include new selection
criteria. Receipt number, Bankruptcy, Tax Appeal, Real/Personal/Both.
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Extract TRST for Delinquent

From Receipt: 2011
Thru Receipt: 2011 9999999

Include Bankruptcies (NY): |hl_
Include State Appeals (NIY): nj
B Property?
Both
Personal
Real

SR14083 — Changes to the Warrant load processes and report to validate account numbers on the warrant.
The report will show errors and not load those that do not validate.

Counties and cities on the IMPACT system will have their tax notices printed on 8.5 X 11 paper by the
State.
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B Daily Process

The Process

Summary

The daily process describes the processes that are generally used each day.

Step 1: Select process

After selecting 'Daily’, a pull down menu will appear that allows you to select the type of process to be

performed.

7
an/e8/18
L.Dally Z.Maintenance 3. .0Uther 1. Inquiry D . Meaus

Property Tax Receiptls
B*. Property Tax Recnipting
B. Change Preperiy Tax Receip!
£, Vold Proparty Tax Kecelpts

Bateh Receipts
D. Balch Properiy Tax Receipling

F. Doy End Process

TRMB1R

City Property Tax
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B Daily Process - Property Tax Receipts

Property Tax Receipting
I

Summary

This option allows you to take full or partial payments on property taxes.

Daily Process
Property Tax Receipting

Step 1: Select process
Select 'Daily" and Property Tax Receipts 'Property Tax Receipting'.
Step 2: Select receipt
Enter the tax year and receipt number to be accessed. The 'Lookup' option is available. Press the

'EXit' key to return to the Trustee System main menu. When a receipt is selected, it will tell you if
there are prior year taxes or if they are eligible for tax relief.

r”"l' .99, 19 BWLU IST dCreea maint FAIR™ 08w A

Tax Year 1999 Name: Don and Bonna Bonelson
ALY Number: PBURBNRR] Already Yerified ¢ M
Ready To Tramsnit 1 YES

County Number 16 CRFYET Transait Dats
City Nunber File Extension

New Infornatio Current Information

Had Persomal Contect YES Life Estate Z NO

Resides At Property YES Recertification < KO
Tenporarily Relocated Fl Applicant Type Z ELDERLY
fipplicant Moved Z NG Maxinun Incone 11.328.00
U8 To Isswe TH Paynent YES Total Incone 1.623.08
Pay TR To APPLICANI] Nunber of Parcels

Life Estate Add/Drop Nunber of Owners

Life Estate L State Conanents

Field Descriptions:

Tax Year This field contains the tax year of the receipt. Format is century and year (CCYY).
'‘Lookup' is available to select year and receipt number.

Receipt No  This contains the receipt number assigned by the state. 'Lookup' is available.
The remaining information is for display purposes only.
Step 3: Confirm

The information for the receipt selected will be displayed and you will be prompted by "Continue?".
Enter "Y" to continue to the receipt amounts screen or 'N' to return to the tax year field.

page 1-2 LGDPC



Step 4:

Enter receipt amounts

The amounts currently on the receipt will be displayed. You can enter the Amount Tendered,
Payment Amount, Received Of, Payment Type, Payment No (depending on the Payment Type),
Payment Method, Initials, Drawer No, and Group Code. The Receipt Date, Penalty Percent, and
Discount Percent can be accessed by using the arrow keys.

( N
Prog: TREAHIL Local Gowsrememd Bata Processing GCorporation llain: HTSRLFOD
Ewli @3.80.%3 Properly Tax Eeceipling Falhs Hill

Tax ¥oar! 1058 Encoipl Bunkber: AEAREA1 Trans Humher! @BA81
Recelipk Dain: CERL R HE H Paynent Type: #1 CnGH
Fenally Percenl: @ . AdHA Paynenl Ha:
Fiscount Percent: B HEAH Paynent Mefhod: @1 HAIL
Dwerpaygrieni | @2 HO
Tanes Dus: Za3.8p
= LY Angunk! . AR Imitinls! AKE
= EOUWTY TAX RELIEF: D aer Mo HE@1 DRHI
= Miscouni Bmownt: AR Group Coede:
# Penally Anl: A_HA
Te Halamoe: 243, HE
= Arownl Dued! FAA AR Discouni Amousil i.A8
Penalty Aasund : B.HE
Arnwnt Tondared: FH9 AR
= Fayrenl Arounl; Teg.BR Hew Balance: B.HR
= Chamga Due: H.HH
Helews: @2 HO
Reosived OF: ARBBCCE CONETRMCTION IHC
\. J

Field Descriptions:

Receipt Date

Penalty Percent

Discount Percent

Amount Tendered

Payment Amount

Received Of

Payment Type

Payment No

Payment Method

Overpayment

This field contains the date the receipt was written. Enter month, day, century, and
year. The system will automatically insert edit characters after pressing the ‘enter'
key.

This field contains the penalty percent amount that will be applied toward total
taxes.

This field contains the discount percent amount that will be applied toward total
taxes.

This field contains the total amount of payment the customer is making. If the
customer gives you more than the amount due, the excess will show as change due.

This field contains the payment amount that is to be applied at this time. This
amount does not include the ACV amount. This may be changed for partial
payments.

This field contains the name of the person making the payment. If necessary, enter
the name of the person making the payment.

This field contains the code for the instrument (cash, check, etc.) used when
receipting. Multiple payment types can be entered by using the applicable action
(PayDet) key. 'Lookup'is available.

If the payment code (check, money order) requires an identification number, enter it
in this field.

This field contains the flag which indicates whether this receipt was paid over the
counter, mailed in, etc. 'Lookup'is available.

this is used if the amount paid exceeds the taxes due and change cannot be given
immediately. By setting this field to "Yes', the amount in the Change Due field is
posted to 22200 so that a refund check can be issued.

City Property Tax
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Initials
Drawer No

Group Code

To Balance

Step 5: Confirm

This field contains the initials of the cashier processing this receipt.
This field contains the cash drawer number. 'Lookup’ is available.

This field contains the group code which is used to group multiple payments
together by one payment for the deposit ticket.

This field is used for partial payments. The amount displayed here is taxes left to
be paid after this payment.

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Xit". Select "Yes'if the information is correct and the process should proceed, ‘No'
to go back and re-enter the information, 'Can' to cancel the current information, or "Xit' to exit the

routine.

Step 6: Enter distribution information

The receipt distribution screen will be displayed. If necessary, enter the information to show how the
receipt monies are to be distributed.

a N
Frai TRF4RS Logal Howersneal Bala Processing Corpadalion Dale: ATSHLSBE
Enl: H1.8H.B) Eeoeipd Distribetion Halmt, Paih: HETI

Tax Your: 19%8 Reogipt Humber: SHEEHEN Trans Humbes: BHED
City Hembar! 168 Tax Eate! 2. 9188 Fecnipt fmi: a8 . AR

I B Tax Reu Mle  Conm
o Code Descriplisn Amoum| Bue Ecewipl Amnounl Code Thl PFercenl

HEE1 LK FENF

H@AE2 L} FEOF FHA_AR FEA @R 48118 488 2_HH

Talal! 8. @R
. J

Field Descriptions:

Rev Code

Alc Thl

Comm Percent

This field contains the Chart of Accounts revenue code that receives this amount.
The number must be on the Revenue Distribution Table. 'Lookup’ is available.

This field contains the allocation table number which shows how the money
received will be prorated between departments. ‘Lookup’ is available.

This field shows the percent of payment to be taken as commission.

The remaining fields are for display purposes only.

Step 7: Confirm distribution information

You will be prompted by "Continue?". Select "Yes' to continue to the next step or 'No' to make

changes.

page 1-4
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Step 8:

Step 9:

Confirm

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Xit". Select "Yes'if the information is correct and the process should proceed, 'No
to go back and re-enter the information, 'Can' to cancel the current information, or "Xit' to exit the
routine.

Print Receipt?

After all information has been entered, you will be prompted by "Print Receipt?". Enter the
appropriate response.
Yes - Goes to the default set up for your user login.
Select Printer - Brings up a list of printers and you can choose the one to be used.
No - Doesn't print receipt.
When the entire process has been completed, you will be returned to Step 2.

City Property Tax
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B Daily Process - Property Tax Receipts

Change Property Tax Receipt

Summary

This option allows you to change the receipt information. Use this option to change anything not related to an amount.
If an amount is incorrect, you must void the receipt. After the receipt is selected, the payment type, distribution, and
note information can be selected for maintenance. Also, if distribution or commission you would void then re-receipt.

Daily Process (Property Tax Receipts)
Change Property Tax Receipt

Step 1: Select process
Select 'Daily' and Property Tax Receipts 'Change Property Tax Receipt'.
Step 2: Select receipt
Enter the tax year, receipt number, and transaction number to be accessed. Various selection criteria

is available with the 'Lookup' option. Press the 'Exit' key for the tax year to return to the Trustee
System main menu.

Frog! TKETIE Local linearsmemt Pats Frocessing Lorpocaliom Usin: HFFHESHE

Eel: #3_88.43 Chamge Preperly Tas Recei Fall: Hill

Tax Yaar 13488 Cil=Hp Gp Farcel 51
Roceipl Ho: HBBA@A] | 2 Huo 1D

Irans Mo: HER] 1=B10-l =H11-8 -G =813, He-1" -HE

Field Descriptions:

Tax Year This field contains the tax year of the receipt. Format is century and year (CCYY).
'‘Lookup' is available to select year and receipt number.

Receipt No  This contains the receipt number assigned by the state. 'Lookup' is available.
Trans No  (display only) When the receipt information is changed, the original transaction
number will be voided and the transaction number will be incremented. i.e., #0001
will be voided and the new changed receipt #0002 will be written. This is also
affected by partial payments (1st payment - #0001, 2nd payment - #0002, etc.).
Step 3: Reverse Deposit Entries?

When the information is displayed, you will be prompted by this question.

If it has been deposited and will be receipted on the same day, and the receipt amount doesn't change,
select 'No'. If the amount changes, select 'Yes'.

If you select "Y' you will be prompted to enter the '‘Bank Of Deposit'. The system will then reverse the
bank and cash entries in the General Ledger.
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Step 4:

Make necessary changes

The information for the receipt selected will be displayed and you can make any necessary changes/

updates. Various

action keys are available. Enter the appropriate selection.

(Prog: TRF42
8. 88

Kel:

Tax
Ronceipt
Trans Mo

Rso For

Hane 1:
Nane 27
Address:
Clty, St
Zip Codu
Prop Rdd

Pay Type
Pagmnont

Received
Fay Meth

\,

Year:

Date: l7/ll/8{‘
Path: Wil

]
43

Local Hovereneal Dala Processing Corpocalion
Chamge Property Tax Receipt

1983
Kol  WBARSA1
; L)

i Hap Cll-M Farcel -3 |
! 2 1 Ko e

15-011-G ~R11-D ~C -@B15. 00-P

p Gp
2
L

Chg: Bl Kequest Uy Clerk & Master

ARDDCCE CONSTRUCTION INC AKn

LU

Initials:
braver No
Group Code:
Ouerpagnent :
Balch Nansi

(B )]
PO DOX 1234

: COLUMEIN, TN

asent~

118 WHIN 50

a2 N

r-

a87/81/10588

Evceipl Dale

No!
or
od:

Bl CRSM

Total Paynent! 20909
ARDDCCC CONSTRUCTION INC
Bl MNIL

Motes:

Action Keys Available:

Exit
Help
Lookup
DataOk
Add
PayTyp
RctDist
Notes

Field Descriptions:

Rsn For Chg

Payment Type

Payment No

Received Of

Payment Method

Initials
Drawer Number
Group Code

Receipt Date

When all changes

Cancel current information and returns to the Trustee main menu.

View help message about the field.

'Lookup' selections for the field.

All changes have been made. Confirm and continue.

(for Rsn For Chg field) Go to the 'Add/Change Void Rcpt Rsn Code' screen.
Maintain the payment type information for the receipt.

Maintain the tax receipt payment information.

Maintain the notes/comments about the receipt.

This field contains the reason for the change/void. 'Lookup'is available.
Additional reasons can be added by using the 'Add' action key.

This field contains the code that identifies the type of payment used when
receipting.

This field contains the payment number if necessary for the type of payment (check,
money order, etc.).

This field contains the name of the person making the payment.

This field contains the flag which indicates whether this receipt was paid over the
counter, mailed in, etc. 'Lookup' is available.

This field contains the initials of the cashier processing this receipt.

This field contains the cash drawer number. ‘Lookup' is available.

This field contains the group code which is used to group multiple payments.
This contains the month, day, century, and year the payment was receipted.

The system will automatically insert slashes (MM/DD/CCYY) after entering the

date. This field will default to the user date.

have been made, you will be returned to the Tax Year field in Step 2.

City Property Tax
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B Daily Process - Property Tax Receipts

Void Property Tax Receipts
|

Summary

This option allows you to void a property tax receipt from the Receipt or Receipt History File. This process also makes
the appropriate entry to the general ledger.

Daily Process (Property Tax Receipts)
Void Property Tax Receipts

Step 1: Select process
Select 'Daily' and Property Tax Receipts "Void Property Tax Receipts'.
Step 2: Select receipt
Enter the tax year, receipt number, and transaction number to be selected. Various selection criteria is
available with the 'Lookup' option. Press the 'Exit' key for the tax year to return to the Trustee System
main menu.
rFrn-g= TRF4B@ Local Bowersneal Pala Processing Corposalion Dalla: I'-'.FII.J"BE‘
Kol: #8043 Yoid Froperiy los Hecoipis Path: Hil|
Tax Year: 14958 Bi Hap LCHi-Hp G FarpeEl a5l
Recnipt Mo ARBARE1 1 1 ] Ha In
Trans Ha: L I5-@11-0 ~-B18-D -C -B05.@0-F -@H3
#1 Heguest Hy Clerk & Hasfier
AABBCCC CONSTRAUCTION 1HGC Imitials: RN
lirauer En: HEA1 DRHI
FO DDE 1ZF34 Ofoug Caides
CHLIHEIN, 18R learpaymeand : [ L]
AA4A1= Balech Hane
118 WAL 51
Paynenl Type: Bl CRSH Receipt Dafe: B7/01/1803
Pagmant Mot
Rece ived Of: AABDCCC COHSTRBCTION THC Telal Fagnenl: 2548 . 8
Pay Hethad: H1 HHIL
\ J
Step 3: Reverse Deposit Entries?
When the information is displayed, you will be prompted by this question.
If you do not use LGDPC's deposit process, select 'No'. If you use LGDPC's deposit process and the
receipt has been deposited, select 'Yes'. But, if it hasn't been deposited, select 'No.'
If you select "Y' you will be prompted to enter the 'Bank Of Deposit'. The system will then reverse the
bank and cash entries in the General Ledger.
Step 4: Enter reason for void

Enter the code associated to the reason for voiding the receipt. The 'Lookup’ option is available. The
codes are user defined but new reasons can be added by using the 'AddChg' action key.
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Step 5: Confirm

You will be prompted by "Void: Are You Sure?". Enter the appropriate response. If you enter 'N',
you will be returned to Step 4.

If you enter "Y', you will be prompted by "Do You Wish To Re-Receipt?". If you enter 'N', you will be
returned to the Tax Year in Step 1. If you enter "Y', you will go to the 'Property Tax Receipting' screen
and then to the 'Receipt Distribution Maint." screen. You will then have the opportunity to print the
receipt.

When the process has completed, you will be returned to the Tax Year in Step 1.
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B Daily Process - Batch Receipts

Batch Property Tax Receipting

Summary

This option allows you to select and process receipts in a batch. Batches may consist of receipts of individual property
owners or mortgage companies.

Daily Process (Batch Receipts)
Batch Property Tax Receipting

Step 1:

Step 2:

Step 3:

Select process

Select 'Daily' and Batch Receipts ‘Batch Property Tax Receipting'.

Select batch

Enter the batch name,

description, and date of the batch to be entered/selected. The 'Lookup’ option

is available. The 'Payment Date' will default to the user date. Press the 'Exit' key for the batch name
to return to the Trustee System main menu.

7
Frog: TRFHG@
Egl: HY.HH.HH

Eeceipl Slalus

\,

Bakoh Mare: Bopey
linmcription BOREY S TEST BATCH
Fagnem| Dale: BE3581751883

Eecuipls PFrinted! YES

.

Local Howersmes| Dals Processing Corporalion Dale: BTFHLSBE
Heloh Property lax Eecelpiin P'aih: Hill

= Jmtal laxes:
= ALY Brownl

= Hmoumi Bun

Select process

The total information for the batch selected will be displayed and you will have various options
available as described as follows.

Select_Receipts

This will allow you to select receipts to be placed in the batch.

You will be prompted by "Check For Prior Year Taxes?". Select 'Yes' if the
receipts should be checked to see if prior year taxes exist. Otherwise, select
'No".

You will then the prompted for the method by which to select the receipts.
After making the option selection, the receipts on file will be shown. Follow
the screen instructions to select the receipts for processing. The totals are
updated as receipts are selected.
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s
Frag: TRF4G@
Eal:

=
Dale: HTSALSOE
Paih: Hill

Local Howersmeml Bala Processing Corpasalion

LR I ] Hatoh Properiy |sx Eeosipld |ng

¥r Enceipi Hane
|SEAQRI@ARYS A @ W -P L © W GROUP
(B EES L Y H FLIS TREHIEE & KE TLRY
|38A-AA@AASE A B 0 COSDENHY L WAHCE DOA
1 EHH-HHBANSS AT & 1
188A=-AR@AAGE A T H PRO RVICES
| FAH-HH@A1ZA ADDOHR TRRIG M
198A=AA@A1TT ILUTE & ]
HA@A144¢ A S10LE WAH THC
15 I=HHEHATAT HEID SFEH T HE
1 FaA-AA@A1ET ACTIODN ENBINEEEIHG

Property Addr

HEHTFHARE DE 1@
HEIIEES LH BHET
TE41

PEHITT ED
PEHELL FL
HEDDEHDOD

HEEREH BOLLOH R
CEHTUEY CT 20

Talal Taxns

ACY RBrowshl

laial Uiscaunis
Talal Penallies
Henimd  [Rus

Helooladd Unga id
Hnlnn1ndFParI|nllg Fald
Unse | ec Led

J

Batch Options

When selecting receipts by pressing the 'Select' action key, unpaid receipts will
be marked with an asterisk and partially paid receipts will be marked with a
slash. Receipts may be taken out of a batch by highlighting the receipt with the
cursor and pressing the 'Select’ action key.

After all receipts have been selected, press the 'DataOk’ key. This will prompt
you to confirm that you have correctly selected the receipts. Enter the
appropriate response. When you select "Yes', you will be returned to the Receipt
Selection Options menu.

Note: Receipts which are in a batch awaiting payment, may not be selected for
payment in the regular receipting procvess.

This will allow you to process, print, or view the receipts selected in this batch.
After you select this option, a menu will be displayed where you can select the
process to be performed.

» Process Receipts - Allows payment information to be keyed in for this
batch. The system uses this information for marking receipts paid. This
must be completed before receipts can be printed. This step marks all
receipts in the batch as paid.

EIE] €SCIption
rbrog: 1#;4%*£————i%ﬁ?i§‘ﬂuvurannnl Pala Processing Corporalion

Rol: #9840 80 Batch Process Receipts

Satch Mane! AKBRATA Rocuipt Pale:!

boscription: RECCIPTS FOR JULY 1, 13498
Total
= Total

Tetal

7908
n.aR
L1

laxes:
RV
Discounts:

Pagnenl Type:
Pagnenl Mao!

Rowd OF: KRREN DROOKS

#7/81/189%

B2 CHLEX
32156548

Date:
Path:

~
H7/81/88
Wit

* Total

Panaltiex!

nount Due:

Anount Tendered:

* Change Due:
lwerpaynent :

Pagneal Melbhod
Initials:
Draver Nember
Group Code:

Bl WAIL
nxe
#ENL DRMI
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Amount Tendered This field contains the total amount of payment the customer is
making. If the customer gives you more than the amount due,
the excess will show as change due.

Overpayment This field indicates whether or not this transaction involves an
overpayment. If the 'Change Due' needs to be a refund back to
the customer as an overpayment, enter '01' for "Yes'. At the
end of the day when you prorate your receipts, it is going to
automatically make an entry for the overpayment.

Payment Type This contains the code for the instrument (cash, check, etc.)
used when receipting. Multiple payment types can be entered
by using the applicable action key. 'Lookup' is available.

Payment No If the payment code (check, money order) requires an
identification number, enter it in this field.

Received Of This contains the name of the person making the payment.

Caution: All receipts in a batch will contain the name in this
field. If payment is being made by a financial
institution, this field must be changed or all receipts
will have the name of the first receipt in the batch.

Payment Method This contains the flag which indicates whether this receipt was
paid over the counter, mailed in, etc. 'Lookup’ is available.

Initials This contains the initials of the cashier processing this receipt.
Drawer No This contains the cash drawer number. 'Lookup' is available.

Group Code This contains the group code which is used to group multiple
payments together by one payment for the deposit ticket.

When the information has been entered, press the 'DataOk’ key. You will
then be prompted by "Continue? No Yes Exit". Enter the appropriate
response. When the process has completed, you will be returned to the
Batch Name field.

» Print Receipts - If the receipts have already been printed, you will be asked
if you want to print duplicate reports. You will be prompted to select the
options that relate to where the receipts will be printed.

When the receipts are finished, you will be prompted by "Delete Batch?".
If the batch should not be deleted, select 'No'. Otherwise, select "Yes' and
you will be prompted by "Delete: Are You Sure?". Enter the appropriate
confirmation response.

When the process has completed, you will be returned to the Batch Name
field.

« Display/Print Batch - This shows all receipts that have been selected and
totals the report. When this option is selected, you will be prompted by
"Options: Display Print Select Printer File Exit". Select 'Display' to
display the batch receipts on the terminal screen, 'Print' to print the
receipts on the printer, 'Select_Printer' to select the printer to print the
report, or 'Exit' to exit the process. (You will probably never use the 'File'
option.)

When the process has completed, you will be returned to the Batch Options
menu.
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B Daily Process - Day End

Day End Process

Summary

This option contains the processes that would be used at day end.

Daily Process (Day End)
Day End Process

Step 1: Select process

Select 'Daily' and Day End 'Day End Process’. A menu will be displayed where you can select the
process to be performed.

(- : N
B9/88/18 | TRMB12

. Day End

Drawer Cheokout
B. Drover Non-COH Chuckouwl
Receipt Lisling

Prorate Receipts
E. Deposil
Unprorated Heceipls Keport
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B Daily Process - Day End

Drawer Checkout

Summary

This option allows you to process the closing of a drawer at the end of the day. This will generate a separate report for
each user. The report lists individual receipts and the amounts tendered. Totals include cash taken, change given, total
cash (including beginning cash drawer total), checks, money orders, etc. and total for the cash drawer.

Daily Process (Day End)
Day End

Step 1:

Step 2:

Step 3:

Drawer Checkout

Select process

Select 'Daily', Day End 'Day End Process', 'Day End', and '‘Drawer Checkout'.

Enter date

Enter the beginning and end date to be processed for the drawer. If this is only for one day, the
beginning and ending date will be the same. The beginning date is defaulted information. Pressing

‘enter’ will fill the same information in the ending date field. Press the 'Exit' key for the beginning
date to return to the Day End Process Menu.

( A
Prog: TRF470 Local Government Data Processing Corporation Date: 05,/02/96
Rel: 01.00.00 Drawer Checkout Path: SHEILA

Select drawer

After the dates are entered, a menu will be displayed and you will select the drawer number to be
processed. Use the process keys at the bottom of the screen to select the drawer number(s). 'Select’
will select the current drawer and 'Select All' selects all drawers.

[ Degpr ipt lon

BODKEEFIHG
JEHE

JIDHH
JUHH
TEUSTEED
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Step 4: Confirm

After selecting the drawer(s), press the 'Esc’ key. You will be returned to the date screen and
prompted by "Is This Screen Correct?". Enter the appropriate response. If you answer 'yes' the
drawer information will be processed.

Step 5: Process report

After the drawer information has been processed, a report may be printed. You will be prompted by
"Drawer Checkout Report: Continue Exit". Enter the appropriate response. Select 'Exit' to return to
the date screen (Step 2).

If you select 'Continue’, you will be prompted to select to display the information on the terminal
screen or print the report on the printer. Enter the appropriate response.

When the report has completed, you will be returned to the confirmation prompt in this step. Select
'Exit" and you will be returned to the date selection screen. Press 'Esc/Exit' to return to the Day End
Processing Menu.

Note:  The information on this report is used to check cash drawer totals. Therefore, amounts
given for reciepts are for the amount tendered on that receipt and not necessarily the amount
of the receipt.

TRQ470 97/04/25 11:14:31 LGDPC Development System FlexGen4 (4.0A) Page: 1

Drawer Checkout Report

DRAWER: 0001 AFB
RECEIPT TYPE: 02 PROPERTY TAX
YEAR RECEIPT TRANS RCPT DATE GROUP RECEIVED OF TYPE PAYMENT NUMBER AMOUNT TENDERED
1995 0000047 0003 04/02/1997 AARON GEORGE F ETUX CASH 454.09
AARON GEORGE F ETUX ACV 100.00
1995 0000048 0001 04/03/1997 AARON GLORIA DEAN CASH 221.38
AARON GLORIA DEAN ACV 50.00
1995 0000049 0001 04/03/1997 AARON HOSIE ETUX CASH 56.37
AARON HOSIE ETUX ACV 15.00
1995 0000050 0001 04/03/1997 AARON HUGH W CASH 289.29
AARON HUGH W ACV 100.00
1995 0000051 0001 04/03/1997 AARON JAMES CASH 243.21
AARON JAMES ACV 50.00
1995 0000070 0001 04/04/1997 AARON WARREN C JR CASH 110.82
1995 0000071 0001 04/04/1997 AARON WARREN C SR CASH 150.00
1995 0000200 0001 04/23/1997 ANDERSON DANIEL CASH 50.00
1995 0000500 0002 04/07/1997 BROOKS MARCUS L CHECK 123 78.68
TOTAL: 1,968.84
TRQ470 97/04/25 11:14:31 LGDPC Development System FlexGen4 (4.0R) Page: 2

Drawer Checkout Report

AFB
CASH
BEGINNING BALANCE: 250.00
RECEIVED: 1,575.16
ENDING BALANCE: 1,825.16
CHECK TOTAL: 78.68
*%% SUB TOTAL: 1,903.84
ACV TOTAL: 315.00
*%% DRAWER TOTAL: 2,218.84
REVENUE 40110 TOTAL: 1,876.59
REVENUE 40120 TOTAL: 92.25

* End of Report: LOCAL GOVERNMENT DATA DEMO *

City Property Tax page 1-15



B Daily Process - Day End

Drawer Non-COH Checkout
|

Summary

This option will list all payment types for each receipt type that do not hit 11120 (cash on hand account). This report
can help you see all transactions per drawer that did not go through your cash on hand account.

Daily Process (Day End)
Day End
Drawer Non-COH Checkout

Step 1: Select process
Select 'Daily’, Day End 'Day End Process', 'Day End’, and '‘Drawer Non-COH Checkout'.

Step 2: Enter date
Enter the beginning and end date to be processed for the drawer. If this is only for one day, the
beginning and ending date will be the same. The beginning date is defaulted information. Pressing

‘enter" will fill the same information in the ending date field. Press the 'Exit' key for the beginning
date to return to the Day End Process Menu.

N
rI"rn-g! IKE 47D Local linesrmmami Bats Processing Lorporation Daim: HFSHLSAHYE
Eel: @4.80.80 Drawer Bon~L0OE Checkouwl Falh: Hill

Step 3: Select drawer

After the dates are entered, a menu will be displayed and you will select the drawer number to be
processed. Use the process keys at the bottom of the screen to select the drawer number(s). 'Select’
will select the current drawer and 'Select All' selects all drawers.

Degcription
BDOKEEF IHG
JEHE

JOHH
JOHH
TEUSTEED
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Step 4: Confirm

After selecting the drawer(s), press the 'Esc’ key. You will be returned to the date screen and
prompted by "Is This Screen Correct?". Enter the appropriate response. If you answer 'yes' the
drawer information will be processed.

Step 5: Process report

After the drawer information has been processed, a report may be printed. You will be prompted by
"Drawer Non COH Checkout Report: Continue EXit". Enter the appropriate response. Select 'Exit'
to return to the date screen (Step 2).

If you select 'Continue’, you will be prompted to select to display the information on the terminal
screen or print the report on the printer. Enter the appropriate response.

When the report has completed, you will be returned to the confirmation prompt in this step. Select
'Exit" and you will be returned to the date selection screen. Press 'Esc/Exit' to return to the Day End
Processing Menu.

Note:  The information on this report is used to check cash drawer totals. Therefore, amounts
given for reciepts are for the amount tendered on that receipt and not necessarily the amount
of the receipt.

TRQ475 1999/07/01 16:03:55 LGDPC Development System FlexGen4 (5.3U) Page: 1

Drawer Non COH Checkout Report

DRAWER: 0001 BOOKEEPING
RECEIPT TYPE: 02 PROPERTY TAX
YEAR RECEIPT TRANS RCPT DATE RECEIVED OF TYPE PAYMENT NUMBER AMOUNT TENDERED
1998 0000050 0003 06/10/1999 A PLUS TOWING & RECOVERY NO NEW MONEY 204.00
TOTAL: 204.00
TRQ475 1999/07/01 16:03:55 LGDPC Development System FlexGen4 (5.3U) Page: 2
Drawer Non COH Checkout Report
BOOKEEPING
NO $ TOTAL: 204.00
*** DRAWER TOTAL: 204.00

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Daily Process - Day End

Receipt Listing

Summary

This option allows you to print a Receipt Listing. The receipts are selected by a range of receipt dates and
miscellaneous receipts, property tax receipts, or both types can be selected. Totals include commissions, ACV's, and
receipts by type. The report also includes revenue breakdowns.

Daily Process (Day End)
Day End
Receipt Listing

Step 1: Select process
Select 'Daily’, Day End 'Day End Process', 'Day End’, and 'Receipt Listing'.
Step 2: Select date

Enter the tax year and then beginning and ending receipt dates that will be selected for the report.
When the dates are entered, press the 'Update’ key.

~
rFru-gi TRETH@ Local Howersmes| Dals Processing Corporalion Dale: BTFHLSBE
Eml: HI1.8H.31 Esoelpl Listing Paih: HILI

Esceipf Listing

Tag Fear:

Degimnimg Receipl Dale: BT
H

Emdimg Evcaipi Dale 1 f1388
HHODTLYY

\. J

Step 3: Select receipt type

You will be prompted by "Receipt Type? Both Miscellaneous Property Tax". Enter the appropriate
response for the receipts to be processed.

Step 5: Confirm

When the selections have been made, you will be prompted by "Is This Screen Correct?". Select 'yes'
to continue or 'no' to go back and make changes or corrections.
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Step 6:

Print Report?

When all selection information is correct, you will be prompted by "Misc/Prop Receipts Listing:

Continue Exit". Select 'Continue’ and then select to print or display the listing or select 'Exit' to exit
the process and return to the Day End Process menu.

When the process has been completed, you will be returned to the beginning date field in Step 3.

TRQ780 1999/07/01 16:16:12 LGDPC Development System FlexGen4 (5.3U) Page: 1
Misc/Prop Receipts Listing
Receipt Type: 03 VOID MISC
Receipt No: 1998-0000509-0001 Date: 10/09/1998 RECREATION-23980 Void Date: 01/15/1999 Total Taxes: 0.00
Dis/Pen: 0.00
GL Prc: YES Group: Method: CNTER Init: BM Drawer: 0007 Overpayment: 02 NO ACV Amount: 0.00
Revenue Obj Tax Code Alc Commission % Commission Amt Payment Amt Change Due Total Due: 0.00
43340 101 PRCNT 1.00 0.85 85.00 0.00 Payment Amt: 85.00
New Balance: 0.00
Received Of Pay Type Payment Number Payment Received
C CALLICOTT OTHER 85.00
Comm Total: 0.85 ACV Total: 0.00 Payment Total: 85.00 Overpayment Total: 0.00

City Property Tax

page 1-19



B Daily Process - Day End

Prorate Receipts - Property Tax or Miscellaneous Receipt
|

Summary

This option allocates the receipts to the General Ledger using the tables listed on each receipt.

Daily Process (Day End)
Day End
Prorate Receipts Property
Tax Miscellaneous
Receipt

Step 1: Select process
Select 'Daily', Day End 'Day End Process', 'Day End', and then 'Prorate Receipts'.
Step 2: Select option

A menu will be displayed and select either Property Tax, Miscellaneous Receipt, or Posting Journal.
Enter the appropriate response.

Select Transaction Option:
A. Exit
B. Property Tax

€. Miscellaneous Receipt
D. Posting Journal

Step 3: Select date range

Enter the effective date and the beginning and ending receipt dates that will be selected. When the
dates are entered, press the 'Update’ key. The dates are defaulted based on the user date. The
effective date is the date the entry will be posted on the General Ledger. It is recommended that you
use the same date as the receipts you are prorating.

( N
Frog: TRAEDAIA Local Gowersaent Bata Processing Corporation Date: B4FATFAT
Ealz @2 88.19 Prorate Receipts Path: filas

Frorale Heos pl=

Effective Date: [A#71397
HHBOCCYY

Euqiuuiuq Date: HIFHIFIYS?
AHROCCYY

Ending Date: MRS 1097
AHBDCCYY
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Step 4: Confirm selection criteria

After the dates have been selected, you will be prompted by "Is This Screen Correct?". Enter the
appropriate response.

Step 5: Confirm process

'Property Tax' or 'Miscellaneous Receipt':
You will be prompted by "Print Pre-Post Report: No Yes". Enter the appropriate response.
Select 'Exit' to return to the Transaction Option menu. If you select 'Continue’, you will be
prompted to select if the information should be displayed on the terminal screen, printed on the
printer, or if you need to exit the routine. Enter the appropriate response. When the process has
completed, you will be returned to the confirmation question at the beginning of this step.

'Posting Journal:
After you confirm that the information is correct, you will be prompted by "Print Pre-Post
Report?". Enter the appropriate response. When the process has completed, you will be returned
to the Transaction Option menu.

TRAQO60 1999/07/01 07:56:38 LGDPC Development System FlexGen4 (5.3U) Page: 2

Pre-Posted Transaction Rpt

Trans Fnd Funct Obj Dept Cost Bnk Trans Description Effective Debit Amount Credit Amount Control Post
Type Centr Num Number Date Number
RF 999-11120 35722 Refund Receipt #: 1998-0035722 07/01/1999 89.68 0.00 NO
RF 999-22200 35722 Refund Receipt #: 1998-0035722 07/01/1999 0.00 89.68 NO
35722 Total 89.68 89.68
RF 999-11120 46036 Refund Receipt #: 1998-0046036 07/01/1999 61.83 0.00 NO
RF 999-22200 46036 Refund Receipt #: 1998-0046036 07/01/1999 0.00 61.83 NO
46036 Total 61.83 61.83
RF Total 219.51 219.51
Batch Total 112965.87 112965.87
Number Of Transactions 58

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Daily Process - Day End

Prorate Receipts - Posting Journal
|

Summary

This option allows you to generate a Posting Journal for the prorated receipts.

Daily Process (Day End)
Day End
Prorate Receipts
Posting Journal

Step 1: Select process

Select 'Daily', Day End 'Day End Process', 'Day End', 'Prorate Receipts', and then 'Posting Journal'.
Step 2: Confirm

You will be prompted by "Posting Journal - Process Type: Continue EXxit". Select ‘Continue’ to
continue with the process or 'Exit' to exit the routine.

If you select to 'Continue’, you will then be prompted to select to display the information on the
terminal screen, print the information on the printer, or to exit the process. Enter the appropriate
response. When the process has completed, you will be returned to the confirmation question in this

step.
TRAQO70B 97/04/25 11:50:01 LGDPC Development System FlexGen4 (4.0R) Page: 1

Posting Journal - Process Type

Proc Tran Trans Fnd Fct Obj Dep Cost Bnk Description/Remarks Trans Date Debit Amount Credit Amount
Type Type Number Centr Num
02 co 10000015 999-29900 Prorate Property Receipts 04/01/1997 0.00 59.36
02 co 10000015 999-58900-510-101 Prorate Property Receipts 04/01/1997 23.86 0.00
02 co 10000015 999-65000-510-131 Prorate Property Receipts 04/01/1997 4.51 0.00
02 co 10000015 999-72310-510-141 Prorate Property Receipts 04/01/1997 20.64 0.00
02 co 10000015 999-81100-510-151 Prorate Property Receipts 04/01/1997 10.35 0.00
59.36 59.36
02 CR 10000015 999-11120 Prorate Property Receipts 04/01/1997 2968.25 0.00
02 CR 10000015 999-40110- -101 Prorate Property Receipts 04/01/1997 0.00 1114.90
02 CR 10000015 999-40110- -131 Prorate Property Receipts 04/01/1997 0.00 210.68
02 CR 10000015 999-40110- -141 Prorate Property Receipts 04/01/1997 0.00 965.67
02 CR 10000015 999-40110- -151 Prorate Property Receipts 04/01/1997 0.00 482.83
02 CR 10000015 999-40120- -101 Prorate Property Receipts 04/01/1997 0.00 78.03
02 CR 10000015 999-40120- -131 Prorate Property Receipts 04/01/1997 0.00 14.74
02 CR 10000015 999-40120- -141 Prorate Property Receipts 04/01/1997 0.00 67.59
02 CR 10000015 999-40120- -151 Prorate Property Receipts 04/01/1997 0.00 33.81
2968.25 2968.25
02 co 10000016 999-29900 Prorate Property Receipts 03/12/1997 0.00 0.75
02 co 10000016 999-58900-510-101 Prorate Property Receipts 03/12/1997 0.30 0.00
02 co 10000016 999-65000-510-131 Prorate Property Receipts 03/12/1997 0.05 0.00
02 co 10000016 999-72310-510-141 Prorate Property Receipts 03/12/1997 0.26 0.00
02 co 10000016 999-81100-510-151 Prorate Property Receipts 03/12/1997 0.14 0.00
0.75 0.75
*** Total Transmitted 3028.39 3028.39
*** Total Posted To G/L 3028.39 3028.39
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Daily Process - Day End

Deposit Process
|

Summary

This option allows you to perform the processes necessary for a bank deposit.

Daily Process (Day End)
Day End
Deposit

Step 1: Select process
Select 'Daily Proc', Day End 'Day End Process', '‘Day End’, and 'Deposit'.
Step 2: Select option

A menu will be displayed and you will select the deposit process to be performed.

r!l!ll."l 16
I.Deposil

BB, Pre-Duponil
B. Bank Deposil
€. Bank Deposil GL Updale
D. BDank Deposil Jowrnal
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B Daily Process - Day End

Deposit Process - Pre-Deposit
|

Summary

This option allows you to process and print the receipts that will be included in the deposit. The report shows the totals
for each transaction type. This Pre-Deposit Report can be used to determine if the bank deposit is in balance before
actually creating the bank deposit slips.

Daily Process (Day End)
Day End
Deposit
Pre-Deposit
Step 1: Select process
Select 'Daily Proc', Day End 'Day End Process', 'Day End', '‘Deposit’, and 'Pre-Deposit'.

Step 2: Select date range

Enter the beginning and ending receipt dates that will be selected. When the dates are entered, press
the 'Update’ key.

( N
Prog: TRF471 Local Government Data Processing Corporation Date: 0©5,/0Z2/96
Rel: 01.00.00 Pre-Deposit Path: SHEILA

Beginning Date: 04,01/19%6
Ending Date: 05,31,1996
\ J
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Step 3:

Step 4.

Step 5:

Step 6:

Select drawers

After the dates have been selected, a menu will be displayed where you will select the drawers to be
processed for the deposit. Use the process keys to select the drawers. When all drawers have been
selected, press the 'Exit' key to continue.

{ N
Prog: TRF471 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Pre-Deposit Path: SHEILA

Select Drawer(s)

deserintion
AFB

JHd
MRC
PURA

. J

Confirm selections

When the selections have been made, you will be prompted by "Is This Screen Correct?". Select 'yes
to continue or 'no’ to go back and make changes or corrections.

When you select 'yes' the process will begin. As the receipts are processed, they will be displayed on
the screen.

Continue report process

You will be prompted by "Pre-Deposit Report: Continue EXxit". Select 'Continue' to begin the report
process or 'Exit' to exit the routine.

Select report option

You will be prompted to select if the report should be printed to the printer or displayed on the
terminal screen. Enter the appropriate response.

When the process has completed and the report printed, you will be returned to the selection fields in
Step 2.

City Property Tax
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TRQ471 1999/07/01 08:10:59 LGDPC Development System FlexGen4 (5.3U) Page: 18

Pre-Deposit Report

TRQ471 1999/07/01 08:10:59 LGDPC Development System FlexGen4 (5.30) Page: 19

Pre-Deposit Report

CHECK TOTAL: 753,034.17
MORDR TOTAL: 441.00
VISA TOTAL: 787.00
TOTAL: 653.00
TOTAL: 822.00
RECEIPT TYPE TOTAL: 772,753.09
TRQ471 1999/07/01 08:10:59 LGDPC Development System FlexGen4 (5.30) Page: 20

Pre-Deposit Report

GRAND TOTALS

CasH
RECEIVED: 17,273.58
CHANGE GIVEN: 257.66
ENDING BALANCE: 17,015.92

CHECK TOTAL: 762,261.13

MORDR TOTAL: 441.00

OTHER TOTAL: 8,526,874.86

VISA TOTAL: 787.00

TOTAL: 653.00
TOTAL: 822.00
*%%% GRAND TOTAL 9,308,854.91
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B Daily Process - Day End

Deposit Process - Bank Deposit
|

Summary

This option allows you to create bank deposit slips for each bank selected. All payment types with a payment number,
such as checks, will be itemized. Totals for each payment will be printed at the bottom of a bank deposit slip. If a
previous GL update process failed, this process cannot be run until the previous run has been resubmitted and updated
successfully.

Daily Process (Day End)
Day End
Deposit
Bank Deposit

Step 1: Select process
Select 'Daily Proc', Day End 'Day End Process', '‘Day End', 'Deposit', and 'Bank Deposit'.
Step 2: Select dates and bank

Enter the beginning and ending receipt dates and the bank number that will be selected. The
'‘Lookup’ option is available to select an existing bank. To add a new bank, use the 'Add" option key.

( N
Prog: TRF472 Local Government Data Processing Corporation Date: 0©5,/0Z2/96
Rel: 01.00.00 Bank Deposit Path: SHEILA

Beginning Date: 05,02,/1996
Ending Date: 05,02,1996
Bank: 300 FIRST FARMERS & MERCHANTS
\\ J

Step 3: Select drawers

Next, a menu will be displayed where you will select the drawers to be processed for the deposit. Use
the process keys to select the drawers. When all drawers have been selected, press the 'Exit' key to
continue.

: Seiect: lj‘ra'u;ar(si
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Step 4: Select payment types

After the drawers have been selected, a menu will be displayed where you will select the payment type
to be processed for the deposit. Use the process keys to select the type(s). When all selections have
been selected, press the 'Exit' key to continue.

4 ™
Prog: TRF472 Local Government Data Processing Corporation Date: 05,/02/96
Rel: 01.00.00 Bank Deposit Path: SHEILA

Select Payment Type(s)

> CHECK -
03  MONEY ORDER
85 OIHER

\ J

Step 5: Confirm

When the selections have been made, press the 'Exit' key. You will be prompted by "Is This Screen
Correct?". Select "Yes' to continue or 'No' to go back and make changes or corrections.

When you select 'yes' the process will begin. As the receipts are processed, they will be displayed on
the screen.

Step 6: Select another bank?

When the process has completed, you will be asked if you want to select another bank. Make the
appropriate choice and go through the selection process.

Step 7: Print Bank Deposit Slips
You will be asked if you want to print the Bank Deposit Slips. Make the appropriate choice.

After the process has completed, you will be returned to the Deposit Process menu.
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B Daily Process - Day End

Deposit Process - Bank Deposit GL Update
|

Summary

This option will post to the General Ledger and update the deposit date on the Payment Type File. The 'Bank Deposit’
option must be processed before this option. Another bank deposit process cannot be run until this one is complete. In
case of posting failure, check the Posting Journal. Errors can be corrected through the manual entry process, but
posting must be done by resubmitting this process.

Daily Process (Day End)
Day End
Deposit
Bank Deposit GL Update
Step 1: Select process
Select 'Daily Proc', Day End 'Day End Process', 'Day End', 'Deposit’, and 'Bank Deposit GL Update'.

Step 2: Confirm

An explanation of what this process does is displayed and you are prompted by "Update General
Ledger?”. Enter the appropriate selection.

7 ™\
Prog: TRF473 Local Government Data Processing Corporation Date: 05/02/96
Rel: ©01.00.00 Bank Deposit GL Update Path: SHEILA

Will!
Approgriate General Ledger Entries
The Selection Criteria Entered In

on Bank Deposit'.
he Deposit Date On The Pagment Type

file,
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B Daily Process - Day End

Deposit Process - Bank Deposits Journal
|

Summary

This option produces a report of transactions that have been sent to the G/L for posting. This report is user specific and
includes only bank deposit entries. An "' will appear before any unposted entries. It will list any errors that occurred
before posting.

Daily Process (Day End)
Day End
Deposit
Bank Deposits Journal

Step 1: Select process
Select 'Daily Proc', Day End 'Day End Process', 'Day End’, ‘Deposit', and '‘Bank Deposits Journal'.
Step 2: Confirm

You will be prompted by "Bank Deposits Journal: Continue EXit". Enter the appropriate selection.
To return to the Deposit Process menu, select Exit'.

If you select to ‘continue’, you will then be prompted to select to display the information on the
terminal screen, print the information on the printer, or to exit the process. Enter the appropriate
response. When the process has completed, you will be returned to the confirmation question in this

step.
TRAQO70D 97/04/25 11:52:33 LGDPC Development System FlexGen4 (4.0R) Page: 1
Bank Deposits Journal
Proc Tran Trans Fnd Fct Obj Dep Cost Bnk Description/Remarks Trans Date Debit Amount Credit Amount
Type Type Number Centr Num
07 DP 12 999-11120 BANK DEPOSIT - CASH ON HAND 02/21/1997 0.00 796.07
07 DP 12 999-11130- - - -100 BANK DEPOSIT - CASH ON HAND 02/21/1997 796.07 0.00
796.07 796.07
07 DP 13 999-11120 BANK DEPOSIT - CASH ON HAND 02/21/1997 0.00 1392.20
07 DP 13 999-11130- - - -100 BANK DEPOSIT - CASH ON HAND 02/21/1997 1392.20 0.00
1392.20 1392.20
*** Total Transmitted 2188.27 2188.27
*** Total Posted To G/L 2188.27 2188.27
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Daily Process - Day End

Unprorated Receipts Report
|

Summary

This option prints or displays a listing of any unprorated receipts.

Daily Process (Day End)
Day End Process
Unprorated Receipts Report

Step 1: Select process
Select 'Daily Proc', Day End 'Day End Process’, and then 'Unprorated Receipts Report'.
Step 2: Select dates

Enter the beginning and ending receipt dates that will be selected. To select all dates, press <enter>
for both dates. To exit the process and return to the Day End Process Menu, press the 'EXit' option

key.
( N
Frog: TRRYEI Local Gowermment Dats Processing Corporation Date: WI/H1/704
Rel: B3.88.88 Unproraled Receipis Repeort Path: Miltl

Unproraled Receipls Reporl

Buginning Repl Pale: #7/81/1058
MHDDCLYY

Ending Rop! Pate: #2/81/199%
MMDODLCYY

Step 3: Confirm

You will be prompted by "Is This Screen Correct?". Select "Yes' to continue or 'No' to enter a different
date range.

If you select "Yes', you will then be prompted to select to display the information on the terminal
screen, print the information on the printer, or to exit the process. Enter the appropriate response.
When the process has completed, you will be returned to Step 2.
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TRQ401 1999/07/01 08:58:24 LGDPC Development System FlexGen4 (5.3U) Page: 2

Unprorated Receipts Report

Receipt Tax Receipt Trans Receipt Total
Type Year Number Number Date Name Prorate Message Payment
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B Maintenance

The Process

Summary

The Maintenance describes various maintenance, inquiries, and processes that are directly related to the Trustee System.

Maintenance

Step 1: Select process

After selecting 'Maintenance', a pull down menu will appear that allows you to select the type of
process to be performed.

-
K 1Y

1 e ly
A

B

C

I

d Maintenance J.0ther

Harsler

lhstribution

cial Hez=zage

b 1les
:'I HI'!l'lll:u

<
[ HFI1E
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B Maintenance

Master

Summary

This option allows you to maintain the trustee master information such as the changes requested by the tax assessor, the
Clerk & master indicator, or the ACV amounts if they didn't come down from the State.

Maintenance
Master

Step 1: Select process
Select 'Maintenance' and then 'Master'.

Step 2: Select receipt

The tax year will automatically be displayed. It can be changed if necessary. Enter the receipt number
to be accessed. The ‘Lookup’ option is available to select receipts by various criteria.

Step 3: Make necessary changes

The receipt information will be displayed and you can make any necessary changes. Some fields will
automatically be recalculated if the related amounts fields are changed. If the receipt has already been
paid, it will display a message that the money fields are not accessible. When all changes have been

made, press the 'DataOk’ key.

rVi'rog: TRF|#
Rel: @4_88.880

Hsg Code!

Rone 1: CITIZEN JONs 0
Sort Key! CITIZEM JOHN 0
Kane 2: LTUX JHNE DOL
Rddrass 1324 ARMSTRONG LANE
City, State: COLUMBIR, T
Zip Code! 0181 -Anes
Prop Rddr 1324 ARMSTRONG LANE
County No: BEE MAURY
Cily Ne 166 CoLUsBIA
Bankrupt: 52 MO
Clurk & Mt
Stlate Rppeal: 2 WD
RCY Mnount

fpplied: ND

Keconclled:

N
Local Gowermmont Bats Processing Corporation Dato: RB/7R2799
Masler Mainlenance

Tax Yuar! 189% Rocuip! Nunber: WEA2855

Palh: Will
bi Map Ctl Gy Parcel &I
1 2 1 2 No 1

RO-BE2<P <AE2<F «1 ~#8]. 88~

Poeded lores:

Calculaled Reres!

Tax Rate:

Land Valuw!

Inprovenenl Value: $4.360
Porsonal Propoeriy! v
Tolal Properily 83,309
Assessed Porcont: 25
Assesned Valun

Mot laxes:

Other Taxes

fotsl Toxes:

Pale Paid

Motes: B2 NO
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Action Keys Available:

Exit
Help
Lookup
DataOk
OthPrc

Note -

Returns to the Trustee main menu.

View help message about the field.

'Lookup’ selections for the field.

All changes have been made. Confirm and continue.

The 'OthPrc' key can be used to change additional information about the receipt since

not all information can be contained on one screen.

 Deed Information - Contains the deed and plat book information

 Other Information - Contains information such as mortgage code, mobile home
information, green belt information, and delinquent tax information.

« Tax Distribution - Contains the tax distribution detail items.

» Notes - Contains any comments or additional information about the receipt.

» Payment History - You would use this if you need to know what has or has not
been paid on the receipt.

'OthPrc' can be used for a new parcel where the tax distribution needs to be changed to

reflect pickup status or SSD/Fire Tax.

Field Descriptions:

Di
Map 1
Map2

Ctl1
Ctl 2

@

Parcel No

Parcel ID
Sl
Name 1
Name 2
Address
City, State
Zip Code
PropAddr
County No
City No

Bankrupt

This field contains the district number.

This contains the map 1 number which is used to locate this piece of property.
This contains the map 2 number which is used to locate this piece of property.
This contains the control map 1 number used to locate this piece of property.
This contains the control map 2 number used to locate this piece of property.
This field contains the group code.

this field contains the parcel number. This is a unique number assigned to this piece
of property.

This contains the parcel ID. 'Lookup' is available.

This contains the special interest code.

This contains the name of the primary property owner.

This contains the name of the secondary property owner.

This contains the address of the property owner.

This contains the city and state name.

This contains the zip code along with the four digit extension.
This contains the property address.

This contains the county number. 'Lookup' is available.

This contains the city number. ‘Lookup' is available.

This field contains the flag which indicates whether this parcel is in bankruptcy.
‘Lookup'is available.

City Property Tax
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Clerk & Mst

Date Turned Over

State Appeal
ACVAmount

ACV Applied

Reconcile Date

Deeded Acres
Calculated Acres
Tax Rate
Land Value
Improvement Value
Personal Property
Total Property
Assessed Percent
Assessed Value
Net Taxes

Step 4: Confirm

This field contains the flag which indicates whether this parcel has been turned over
to the Clerk & Master's office or paid at the Clerk & Master's office. 'Lookup'is
available.

(if Clerk & Mst field is entered) This field contains the date (MMDDCCYYY) that the
receipt was turned over to the Clerk & Master. The system will automatically insert
slashes when the date is entered.

This field contains the state appeal flag. 'Lookup' is available.

This field contains the total amount of tax relief due the land owner.

(if ACV Amount is entered) This field indicates whether the ACV amount has been
claimed by the tax payer.

(if ACV Amount is entered) This contains the date (MMDDCCY'Y) a master ACV
amount was reconciled. The system will automatically insert slashes when the date is
entered.

This contains the amount of deeded acres.

This field contains the amount of calculated acres.

This field contains the property tax rate.

This contains the land value amount.

This contains the improvement value amount.

This contains the personal property value amount.

This field contains the total property value amount. This is a calculated field.
This field contains the amount of the assessment percentage.
This field contains the assessed value amount. This is a calculated field.

This field contains the net property taxes amount. This is a calculated field.

You will be prompted by "Data Ok: Yes No Can Del Xit". Select "Yes' for the information to be
updated to the file, 'No' to go back and make additional changes, 'Can' to cancel the process and return
to the receipt tax year, 'Del' to delete the receipt, or "Xit' to exit the process. If you select 'Del’, you will
be prompted to confirm that the delete should be performed.
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Step 5:

Enter reason for change

If your Control File has the audit option 'turned on', this screen will be displayed. In order to keep the
tax aggregate in balance, this information is logged. When completed, you will be returned to the tax

year field.

Rel:

.

f’
Prog:

TRF60000 Local Government Data Processing Corporation
01.00.00 Master Audit Form

* Note: The Master Or Distribution Record Has Been
fidded, Deleted, Or Changed. Please Enter The
Following Audit Information.

Year Receipt
1995-0000033

Reason For Change:
Certification Number:

Date
Path

"\

+ 05/02/36

 SHEILA

Field Descriptions:

Reason For Change

Certification Number

change is being made to a master record.

This field contains a code that references a description which tells the reason why a

This field contains a certification number that signifies authorization to make a

change on a master record. This number ties back to the number entered from the Tax

Assessor's office.

City Property Tax
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B Maintenance

Distribution

Summary

This option allows you to maintain the receipt distribution information which is the tax items per parcel.

Maintenance
Distribution

Step 1:

Step 2:

Select process
Select 'Maintenance' and then 'Distribution’.

Select document

The tax year will be displayed, but it can be updated if necessary. Then, enter the receipt number to be

accessed. 'Lookup' is available to select from receipts on file.

Field Descriptions:

Step 3:

TaxYear This field contains the tax century and year of the receipt.

Receipt Number  This field contains the receipt number.

Enter/change information

If the document is already on file, the remaining information will be displayed and you can make any
necessary changes. If this is new, enter all of the distribution information for the receipt. The tax totals
at the bottom of the screen will be updated as distribution lines are added, deleted, or updated. When

the information is correct and complete, press the 'DataOk’ key.

Eal: @3.8H0.43 Disleibalisn Maialenance Palh: Hill

Tax ¥Year: 18AZ Receipl Humber! BHREARI I T AABECC COMETEUCTION IMC
Last Dake Pald: #378171893 Hotes: @2 MO
Dimcounk Panalty Ansuni ! ALY Amounk

| Bpam : HEH1
Cede: Bl HET FROGFEETY TRX
EaL L

¢ firnwn

Tax

Type Cede
!.| R 4

Frog! 1REZIE Local linesremani Bats Processsing Lorporaiion Hainm: HESHFSHE
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Action Keys Available:

Exit Returns to the Trustee main menu.

Help View help message about the field.

Lookup 'Lookup’ selections for the field.

DataOk All changes have been made. Confirm and continue.

Othlinf This allows you to access the notes or payment history information.

InsLin Insert a line item in front of the line where the cursor resides.

DelLin Delete the line item where the cursor resides.

AddLin Add a line item after the line where the cursor resides.

Prev If there is more than one screen of information, return to the previous screen.
Next If there is more than one screen of information, go to the next screen.

Field Descriptions:

TaxTypeCode  This field identifies the type of taxes that are being charged to the land owner.
"Lookup'is available.

TaxRate  This field contains the tax rate for this distribution line.
SSD Code  This field identifies the special school district code that applies to this particular tax
amount. This code should be entered when the tax type code is '02 SSD Tax' or '05

Fire Tax'. 'Lookup'is available.

FireTax  This field indicates if you want to enter a fire tax code. 1f'01' for "Yes', then a fire tax
code must be entered.

TaxAmount  This field contains the amount that is to be paid for this particular tax type code.
Step 4: Confirm
You will be prompted by "Data Ok: Yes No Can Prv Nxt Xit". Select "Yes' for the information to be
updated, 'No' to go back and make additional changes, ‘Can' to cancel the process and return to the Tax
Year field, 'Prv' or 'Nxt' to move between multiple distribution screens, or "Xit' to exit the process.
Step 5: Enter reason for change
If your Control File has the audit option turned on', this screen will be displayed. In order to keep the

tax aggregate in balance, this information is logged. When completed, you will be returned to the tax
year field.

-
Prog: TRF60000 Local Government Data Processing Corporation Date: ©5/0Z2/96
Rel: 01.00.00 Master Audit Form Path: SHEILA

* Note: The Master Or Distribution Record Has Been
fidded, Deleted, Or Changed. Please Enter The
Following Audit Information.

Year Receipt
1995-0000033

Reason For Change:
Certification Number:
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Field Descriptions:

Reason For Change  This field contains a code that references a description which tells the reason why a
change is being made to a master record.

Certification Number  This field contains a certification number that signifies authorization to make a

change on a master record. This number ties back to the number entered from the Tax
Assessor's office.
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B Maintenance

Notes
| |

Summary

This option allows you to maintain the comment entries for a receipt. The comments can be any information that needs to
be recorded along with the receipt. This information does not display on a printed receipt.

Maintenance
Notes

Step 1: Select process
Select 'Maintenance' and then 'Notes'.

Step 2: Select receipt type
The receipt types will automatically be scrolled on the screen for your selection. Make a selection from
the types on file. If you press the 'Exit" key, you will be returned to the receipt type field where a code
can be entered.

Step 3: Select receipt

The tax year will be displayed and you can make changes if necessary. Then, select the receipt number
to be accessed. The 'Lookup' option is available.

Field Descriptions:

Rcpt Type  This contains the receipt type.
TaxYear This contains the century and year of the tax date.
RcptNo  This contains the receipt number.
Step 4: Enter comments/notes

If there are comments/notes already on file, this information will be displayed and you can make any
additions or changes. Otherwise, enter the comments to be attached to the receipt selected.

< N

Clase Oue Bay

i :i=|'|II|I|1|'I-|'
SUHARY

Jai
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Action Keys Available:

Exit Returns to the Trustee main menu.

Help View help message about the field.

Lookup 'Lookup’ selections for the field.

DataOk All changes have been made. Confirm and continue.

Othlinf This allows you to access the notes or payment history information.

InsLin Insert a line item in front of the line where the cursor resides.

DelLin Delete the line item where the cursor resides.

AddLin Add a line item after the line where the cursor resides.

Prev If there is more than one screen of information, return to the previous screen.
Next If there is more than one screen of information, go to the next screen.

Field Descriptions:

Notes  This field contains the comments for the receipt.
Step 5: Confirm

You will be prompted by "Data Ok: Yes No Can Prv Nxt Xit". Select "Yes' for the information to be
updated to the file, 'No' to go back and make additional changes, 'Can' to cancel the process and return
to the receipt type field, 'Prv' or 'Nxt' to move back and forth when there are multiple comment screens,
or 'Xit' to exit the process.
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B Maintenance

Special Message
|

Summary

This option allows you to add and maintain special messages that can be attached to a master record.

Maintenance
Special Message

Step 1: Select process
Select 'Maintenance' and then 'Special Message'.
Step 2: Select special message code

Enter the code number to be accessed. 'Lookup' is available to select from special message codes on
file.

Step 3: Enter/change information
If the special message is already on file, the remaining information will be displayed and you can make

any necessary changes. If this is new, enter all of the information for the special message. When the
information is correct and complete, press the 'DataOk’ key.

~
rHEl: HE @y oy special Meszage Lode Maont. Fath: tiles

Code iK
ﬂegurjpjjun' EARKRUPTEY

nt Msg: ===RHRERLF | LY ===
- Flag: @2 HO

THIS PROPERTY IS5 IN BARKRUPTCY COURT,
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Action Keys Available:

Exit
Help
Lookup
DataOk
Delete
Prev
Next

Field Descriptions:

Step 4:

Description

Receipt Msg

Clear Flag

Message

Confirm

Returns to the Trustee main menu.

View help message about the field.

'Lookup’ selections for the field.

All changes have been made. Confirm and continue.
Delete the special message selected.

Go to the previous record on file.

Go to the next record on file.

This contains a description of the special message and will be displayed when a
receipt is being entered.

This field contains a message that will replace the "--- Paid In Full ---" message on the
receipt when printed on a post card.

This field is used to indicate if the message code on the master record is to be cleared
if the receipt process is continued after viewing the message. 01=Yes, 02=No

This contains a message that will be displayed on the screen when a receipt is being
entered.

You will be prompted by "Data Ok: Yes No Can Prv Nxt Xit". Select "Yes' for the information to be
updated, 'No' to go back and make additional changes, 'Can' to cancel the process and return to the
Code field, 'Prv' or 'Nxt' to move between special message codes, or 'Xit' to exit the process.
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B Other

The Process

Summary

The Other describes various maintenance, inquiries, and processes that are directly related to the Trustee System.

Other
Step 1: Select process
After selecting 'Other’, a pull down menu will appear that allows you to select the type of process to
be performed.
s ™
B3/88/18 g TRMB1R
Z.Maintenance J.Uther 1. Inquiry 5. Mesus
K. Clerk & Master Export
B. Clurk & Master Updaile
C. Recencile HCY Anoumis
B, State Polinguent File Creale
E. Tramsanerica Dignl File Creale
¥ Iramsanerica Inport Diskelte
8. Tramsanerice Dalch Exirac!
K. Unlock Recelpts
\ J
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Bl Other

Clerk & Master Export
|

Summary

This option performs the process that will export the delinquent taxes when you are ready to turn them over to the
Clerk & Master's office. Records in bankruptcy are not included.

Note: A diskette will be created for the Clerk & Master office if the option is activated on your Control File. If you
don't report a diskette to the Clerk & Master, you can still use this option to update the Clerk & Master indicator
on the Master File that shows that the taxes have been turned over.

Other
Clerk & Master Export

Step 1: Select process
Select 'Other' and then 'Clerk & Master Export'.
Step 2: Enter selection criteria

You will have the option to select real and/or personal property taxes for a selected year. When all of
the information has been entered, press the 'DataOk’ key to confirm.

s N
Prog: TRSGR® Local Gowersmont Bats Processing Corporation Date: AB/N2/799
Rel: ®@3.88.24 Clerk & Masler Exporl Delg Tox Path: HWill

Press ‘X' To Select
Press ‘Enler’ To SBkip.

Expor!l Real Properly Taxes?: X
Tax Yoar! 1996

Export Personal Property Toxes?: X
Tax Year 1888

\, J

Step 3: Confirm

You will be prompted by "Data Ok: Yes No Can Xit". Select "Yes'if all information is correct and
the extract should begin, 'No' to make changes, 'Can' to cancel, or 'Xit' to exit the routine.

If you are using a diskette, you will be prompted for the diskette type. You will then be prompted to
insert the diskette and asked 'Continue?'. Enter "Y' to continue or 'N' to exit the process. You are
prompted to 'Continue' or 'Exit' for each property type before being prompted for the diskette. If both
types are being turned over, the file is created once, then placed on diskette. As the information is
processed, it will be displayed on the terminal screen.

The diskette will first be formatted to insure that it is a good diskette and contains no other files. The
file will then be copied to the diskette.
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Bl Other

Clerk & Master Update

Summary

This option allows you to update the master file with information received from the Clerk & Master's office. This
information lists receipt information for delinquent property taxes that have been paid in the Clerk & Master's office.

Other

Clerk & Master Update

Step 1: Select process

Select 'Other' and then 'Clerk & Master Update'.

Step 2: Select receipt

The receipt year will be displayed. You can change the year if necessary. Then, enter the receipt
number to be accessed. The 'Lookup' option is available to select a receipt. When all of the
information is correct, press the 'DataOk’ key to confirm.

e
Frog: THE 138

Hane 1:
Hana 3
Rddress:
by, W4t
Zip Code:

Frop Addr

Total Tazews!

Ewli @1.8A8.88

lag ¥osr: 109 Hecelpl Munbsr: HEBESD BU-@|p-U -puu-G =] -PEd.HEe-  -HES

2N
Local Goesrsmest Bats Processing Corporation aim: HEBFEZSDY
Clerk & Hasler Hanual Updale Palh: Hill

LYl =Hp p Farcel H |
FA | 4 Ho 1D

ACHWE ROAR Lo

F O DOK E54E2
COLISELN.
a8481 -

118 COYOTE LAHE Clinrk & MHawlar! B2 PRID 8 CiW
krate Turned Dwor:
56 AR Date Pald: PR ISR LE

Field Descriptions:

Tax Year

Receipt No

Clerk & Master

Date Turned Over

This field contains the tax year of the receipt. Format is century and year (CCYY).
'Lookup' is available to select year and receipt number.

This contains the receipt number assigned by the state. 'Lookup’ is available.

This field contains the flag which indicates whether this parcel has been turned
over to the Clerk & Master's office or paid at the Clerk & Master's office.

(if turned over to the Clerk & Master) This field contains the month, day, century,
and year that the receipt was turned over to the Clerk & Master. The system will
automatically insert slashes (MM/DD/CCYY) after entering the date.

City Property Tax
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Date Paid  (if paid the Clerk & Master's office) This field contains the month, day, century, and
year of the last date that a payment was made on this receipt. The system will
automatically insert slashes (MM/DD/CCYY) after entering the date.

Step 3: Confirm

You will be prompted by "Data Ok: Yes No Can Xit". Select "Yes' if all information is correct, 'No'
to make additional changes, 'Can' to cancel the changes made and return to the tax year field, or 'Xit'
to exit the routine to the Trustee System menu. If you select 'Yes', you will be returned to the tax year
field.
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Bl Other

Reconcile ACV Amounts

Summary

This option allows you to access and then reconcile any receipts that have ACV amounts which have been applied for
payment. This option reconciles those receipts which have been paid by the State.

Other
Reconc

Step 1:

Step 2:

Step 3:

Step 4:

ile ACV Amounts

Select process
Select 'Other' and 'Reconcile ACV Amounts'.
Select receipt

The tax year will automatically be displayed. It can be changed if necessary. Enter the receipt
number to be accessed. The 'Lookup' option is available to select from receipts on file.

~
rfruﬁ: TRTA2S Locsl Gnesramami Bats Procesaing Corpocation ladn: ROSHZSO9
Eul: @1.88.88 Feconcile Hasler ALY Hainl Palh: Hilll

. Ep Parcel BI
. ks Hn 11k
n ¥Yoari 1A5E Eeceipl Bunber: BEARZ4E 2l=14i= =141= = =HAG.Al= ~-HidA

Enconci le Dain: A&/ S8H Hamm 11 ABAXHE JOHHE Q
Appl ied: Bl Borl Eiij: AR Ha
Hmounk ! & 5 Hamn & EVUR PRESERERT
IIH WHITE HOWFEE LARE
= CHLIEHIA, TH
1 e T IR
Totsl Tases: ! = LIH HHITE WOUEE LHRE

. J

Enter reconcile information

Enter the date the receipt is being reconciled. Enter the date as MMDDCCYY. The system will
automatically insert slashes when the date is entered.

Confirm

You will be prompted by "Data Ok: Yes No Can Xit". Select 'Yes' to continue the process or 'No' to
return to Step 3, 'Can' to cancel the process, or 'Xit' to exit the routine.

When the process has completed, you will be returned to the receipt number field.

City Property Tax
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Bl Other

State Delinquent File Create
|

Summary

This option selects all receipts that are delinquent based on the criteria entered and puts them on a diskette for the
State.

Other
State Delinquent File Create

Step 1: Select process
Select 'Other' and then 'State Delinquent File Create'.
Step 2: Select selection criteria

You have the option to process real and/or personal property taxes and to select the tax year range.
Enter the appropriate responses. After entering the selections, press the '‘DataOk’ key.

~
Frog: TREIRE Local lowsremant Bats Processing Corpocakion Dafn: ARFHZSOY
Eel: @1.8A_8R8 Bulinguen! Tax Exparl Palh: Hill

Préss K To Belecl.
Press "Enter” To Skip

Expord Emal Proporiy Tazes?Y
Begimni Tan Year:
Emdimg Vax Yesr:

Export Personsl Properiy TazesT: §
Begimnimg Taz Year!
Emdimg Taw Yeur:

\. J

Step 3: Confirm selection criteria

You will be prompted by "Data Ok: Yes No Can Xit". Select "Yes' to continue the process or 'No' to
return to Step 2, 'Can’ to cancel the process, or 'Xit' to exit the routine.

Step 4: Confirm process

You will be prompted by "State Delinquent Export - (tax type): Continue Exit". Select 'Continue' to
begin the export process or 'Exit' to exit the routine.

As the information is processed, it will be displayed on the terminal screen.
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Step 5: Select diskette type

A pop-up menu will be displayed that allows you to select the type of diskette that will be used for the
export file. Make the appropriate selection. When the process has completed, you will be returned to
the Trustee System menu.

Local Government Data Processing
SCL: TRP3Z0 Copy Delinquent Tax File To Disk Rei: 01.00.00

Please Use A 3 1iZ Inch Diskette If Possible.
If You Cannot Use A 3 1iZ Inch Diskette, Then
A5 114 Inch Diskette Is Allowed.
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Bl Other

Create Transamerica Delinquent File
I

Summary

This option allows you to create the transamerica delinquent tax file. This selects records prior to and through the year
selected and puts them on a diskette to be sent to Transamerica or any company able to read this file format.

Other
Transamerica Delinquent File Create

Step 1: Select process
Select 'Other' and then "Transamerica Dlgnt File Create'.
Step 2: Select tax year
Enter the tax year to be processed. Enter as CCYY. This will select records prior to and through the

year entered. After entering the year, press the 'Update’ action key. This information will only be
accurate if the receipts paid in the Clerk & Master's Office are being updated.

4 D
Prog: TRE610 Local Government Data Processing Corporation Date: 05/02/96
Rel: ©01.00.00 Transamerica File Create Path: SHEILA

Transamerica File Create

Tax Year To Process: 1995

CCYY
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Transamerica File Format

17
19
30
41
48
54

Tape Blocked

16
18
29
40
47
53
60

9-Track
EBCDIC

Parcel Number

Tax Year

Base Tax

Tax Amount Paid

Receipt Number
Payment Date (MMDDYY)

Blank (Filler)

60 x 1
1600 BPI
No Label

12" Reel

City Property Tax
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Bl Other

Import Transamerica Diskette
||

Summary

This option allows you to load the information from any company using the Transamerica file format. This
information is used to create a batch for tax receipting purposes.

Other
Transamerica Import Diskette

Step 1: Select process
Select 'Other' and then 'Transamerica Import Diskette".
Step 2: Select diskette type

Insert the diskette and select the type of diskette that contains the transamerica information.

Select Disk Type:

A. Exit

B. 514 HD - High Density
€. 5124 DD - Double Density
D

3

. 3 1/Z HD - High Density
. 31/2 DD - Double Density

Step 3: Confirm

You will be prompted to confirm that you have selected the correct type of diskette and that the
process should begin. When the process has completed, you will be returned to the Trustee System
menu. You will need to perform the Transamerica Batch Extract following this option.

( N
Local Government Data Processing

SCL: TRP200 Import Transamerica Diskette For Trustee Rel: 01.00.00

Please Insert The Transamerica Floppy Disk
Into The Drive fAind Select Disk Type.

You Have Selected A 3 1/2 High Density Diskette.

Continue:
f. Exit
B. Yes
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Bl Other

Transamerica Batch Extract
|

Summary

This option takes the file created from 'Import Transamerica Diskette' and creates batches of information. When this is
completed, you can select the appropriate option and pay the receipts or print the information in the batch created.

Other
Transamerica Batch Extract

Step 1: Select process
Select 'Other' and then Transamerica Batch Extract'.
Step 2: Confirm

You will be prompted to confirm that the process should begin. Enter the appropriate response.

a N\
Local Government Data Processing

SCL: TREZ0O Trustee System Rel: 01.00.00

Extract Transamerica File

\. J

Step 3: Confirm printing

You will be prompted by '‘Batch Error Listing: Continue Exit'. Select the appropriate response. To
exit back to the main menu, select 'Exit'.

If you select 'Continue’, you will then have the option to display the information on the terminal
screen or print to the printer. Select the appropriate response. When the process is complete, you
will be returned to the beginning of this step.

City Property Tax page 3-11



Bl Other

Unlock R

eceipts

Summary

This option allows you to unlock a receipt. A receipt can become locked when interruptions happen such as power
failure or program error.

Other
Unlock

Step 1:

Step 2:

Step 3:

Receipts

Select process
Select 'Other' and then 'Unlock Receipts'.
Select receipt

Enter the receipt type, year, and number for the receipt to be accessed. The 'Lookup’ option is

available. The program and locked information will be displayed. You can scroll the locked receipts

by using the 'Prev' and 'Next' action keys.

~
Prog: TRFAO@ Local Gowsrememt Bats Processing Corporation Dada: ARSRZSDY
Eel: @1.82_88 Unlsck Feceipls Palhs Hill

Encaipl Typs! A?
1 1 1888
HH@H1 2

Fregran Bescriglisn: Prapedrly Tax Re-Receipling

Pregraes Mans: T RN YHEN
Uswr i EEITH
Tearfmimal Husber: BL

Timn Locksd Al:51:27
Dale Locked RA.SHES 18588

Confirm

You will be prompted by "Unlock This Receipt?". Enter the appropriate response. You will be
returned to the receipt type field.
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B Inquiry

The Process

Summary

The Inquiry Processes allow you to view the information on various files in the Trustee System. The information
cannot be changed, just viewed.

Step 1:

Select process

After selecting 'Inquiry’, a pull down menu will appear that allows you to select the type of process to

be performed.

f N
Bas@8s18 TRHE1R
TR Z.Hainfensnce J.U8har 1. lmquiry 5.-Hasus
C. Properly Tas Receigl
Escelpi Histary
\ J
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B Inquiry

Master
| |

Summary

This option allows you to inquire on the records on the Master File.

Inquiry
Master
Step 1: Select process
Select 'Inquiry' and then 'Master".
Step 2: Select receipt
The tax year will automatically be displayed. It can be changed if necessary. Enter the receipt
number to be accessed. The 'Lookup' option is available to select receipts by various criteria.
If the 'Lookup' option is selected, you will have the option of selecting 'Paid’, 'Unpaid’, or 'All'
receipts. Then, you can select the order in which the information can be selected. (See Step 2 and 3
of the Master Summary Inquiry.)
4 \
Prog: TRPADD Local Gowsrsmest Bats Processing Corporakion Daim: ARSAFSOY
Ezl: B2.80.48 Hasler [mguir Falh: Hill
Hap Cil @p Parcal
21 2 He 1D
Tax Fear: 1908 Receipl Hember: AAEA452 Bi=@09=0 =Adh=0 =] =#A4.00=
Hame 16 HEHAL ENEL 21 ligeded Wores!
Barl K ACHE EODAD C Calewlaled RHeres:
LELT.J-H LE
fAddress F @i ENX¥ EE Lamd Valun
Cifly., Siate: CILUMBIE. Irprowomen Yalue:
slp Lnde: AETH = Farsomal Fropsectyg:
Prop Addr; 1I@ COYOTE LANE Telal Properly: 28 . 408
Lounky Mo HEH HHIEY Hazsrasnd Perocent: e
Cily Mo Asspssnd Value T.188
Bankrupt : HZ WO Hel Tanes: 131, B
Glerk & Huf! AF PRIDN B CaH Nibher Taxns &5, @A
|.|-J 1 L&) 'Iur rll."] ulJ'I.'I' E S
likate Hppoal: HF HB Infal lTaxms: 250 . BH
ACY Rpplied: B2 WO Reconcile Dale Dale Pai A7/E1/1688 FULL
HEY Bmopnt: Hofies:
Step 3: View Information

The receipt information will be displayed. No changes can be made to the information while you are
in the "inquiry' process. Various action keys will be available for your use. The 'OthPrc' key can be
used to view different types of information for the receipt selected. When you have finished viewing
the receipt, press the 'DataOk’ key and you will be returned to the receipt number field where another
receipt can be selected.
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Action Keys Available:

Exit
Help
Lookup
DataOk
OthPrc

Returns to the Trustee main menu.

View help message about the field.

‘Lookup’ selections for the field.

All changes have been made. Confirm and continue.

The 'OthPrc' key can be used to lookup additional information about the receipt
since not all information can be contained on one screen.

Deed Information - Contains the deed and plat book information

Other Information - Contains information such as mortgage code, mobile home
information, green belt information, and delinquent tax information.

Tax Distribution - Contains the tax distribution detail items.

Notes - Contains any comments or additional information about the receipt.
Tax Year Scroll - This shows all receipts for the selected parcel number. It
contains information such as how much was paid and still owed, penalty amount,
and ACV amounts.

Payment History - You would use this if you need to know what has or has not
been paid on the receipt. This lists each transaction for the receipt including
partial payments, changes, and voids. Also available is receipt distribution,
payment detail, and receipt information.

City Property Tax
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Bl Inquiry

Master Summary

Summary

This option allows you to inquire on the tax and payment amounts for a receipt. The information is displayed in
summary form only. You will be prompted to choose the type of receipts to select and the order in which they are to be
processed. Depending on the order chosen, you will enter that information for the record to select or as a starting point
for the selection. For example: If you want to begin selecting by the name 'BROOKS', select 'Name' order and then

enter 'BROOKS' in the name field.

Inquiry
Master Summary

A pop-up menu will be displayed and you can select paid, unpaid, or all receipts to be processed for

Step 1: Select process

Select 'Inquiry' and then 'Master Summary'.
Step 2: Select receipt type

the inquiry. Enter the appropriate selection.
Step 3: Select inquiry order

A pop-up menu will be displayed and you will select the order in which the information will be
selected. Enter the appropriate selection.

b S o oo oG o Bon » B8 w0 B~ B app B - - o <

Inguiry Options

Exit

Receipt Number
Name

Property fAddress
Parcel

Full Parcel

City Number

Deed Book And Page
Plat Book fnd Page
Renambered Full Parcel
Renumbered Parcel
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Step 4: Enter selection information

Depending on the order chosen, enter the field information for the inquiry. You can either enter the
entire field or enter the information for a starting point.

For example: If you want to begin the inquiry with the names that begin with 'B', select the 'Name'
order and then enter 'B' in the name field. If you want to inquire on the record for 'John Doe', select
the 'Name' order and then enter 'JOHN DOE' in the name field.

Step 5: View Information

The receipt information will be displayed. No changes can be made to the information while you are
in the 'inquiry' process. The receipts can be scrolled by pressing the action key 'Prev' to go the
previous receipt displayed or 'Nxt' to go to the next receipt on file. When you have finished the
inquiry process, press the 'Exit' key and you will be returned to the Master Summary Inquiry menu in

Step 2.
~
Praog: TRF®2e Local Governnent Data Precessing Corporastion Pate: BO/82/3%
Rel: @1.88.37 Masler Sunnary Inguiry Palth: NWill

TRUA23 Mastur Hane Inquiryg
Yr  Receipt Di LB cLl hp Farcel 351 Assessed
19900800152 HE<R80<8 B8R0 «J <HARt B8~ ~i8n Ihail Fald | Valun

mrimisinon
Mone : DoE ROMD €O it
Addrussi P 0 BOX B54321 Tolal Tazxes 6.0
City., $1: COLUMBIA. TH 284 Pald Hmaust: B
Prop Addr: 1IR COYOTE LANE
Clk & Mst: B2 PRID & Cin Pue Anount:

- P
1093-0RHR120  BE-RIS-N -815-H =0 -HES, ¥e-

36,258
Mone: RCURN HAROW
Addrass! 18R MAPLE LANE Total Taxes 112013
City, S1: COLUMDIA, TH 38491-2008 Paid Arousl: 1,128.13
Prop Rddr: 188 MAPLE LONE sZz3zzzzzzz=zs
Clk & Mul Pue Anount: H.ue

City Property Tax page 4-5



Bl Inquiry

Property Tax Receipt

Summary

This option allows you to inquire on the property taxes that have already been receipted. After the receipt is selected,

the detail, distribution, history, and note information can be selected for inquiry.

Inquiry
Property Tax Receipt

Step 1: Select process
Select 'Inquiry’ and then 'Property Tax Receipt'.

Step 2: Select receipt

Enter the tax year, receipt number, and transaction number to be accessed. 'Lookup' is available.
Press the 'EXit' key for the tax year to return to the Trustee System main menu.

7~

Eel: #1_8A.88 Froperly Tas Receipl Inguir

Tas Your: 1833 i Hap LCF1-Hp
Recaipt Ho!: BHABARI i F i r )

Hane 1 MABECLEE COHETREUCTIG®GH IHC Inifials:
Hase 2 Prawer Ho:
Rddress Pl EOX 1234 Eroup Codel
City. 51: COLHBEA,. TH Duerpaynenl:
&ip Lnds! FHAE = Eaktch Mane!
Frop Addr: 110 HAIH E1

Epce|pl Date:

Faynenl Tgpe: HE CREH

< Toid Date:
Rmcaiiv f!  ARBACCE COESTRUCTION [SGC Frorats Flag
Fajj Mielihad: HI HEIL
Iotsl Fagmeand !
Holes:

Prog: TRF425 Local liowsrememt Bats Processing Corporation [IETTE HE."H?-"!'I!\

Palh: Hill

op Paroel gl
Ha n

Trame Mo L1 15-#11-8 -A10-0 -C -@1G.80-F -BE%F

L4
BEHL DRHI]

e TR EHE

@1 ¥ES ATSE1S1098

2508, BH

Note:  The transaction number is in relation to the amount of maintenance or payments that have
been made to the receipt. For example: A new receipt will have transaction number 0001.
When a change is made to the receipt, the transaction number will be changed to 0002, etc.
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Step 3: Select process

The information for the receipt selected will be displayed and you will be prompted by "Options:
PayDet RctDist History Notes Cancel Exit". Enter the appropriate selection.

PayDet
RctDist
History
Notes

Cancel
Exit

PayDet

Payment Detail
Inquiry

RctDist

Receipt Distribution
Inquiry

Receipt detail lines inquiry. This shows who paid on the receipt and the type of
payment.

Distribution information inquiry. This shows the revenues in which the money is
distributed.

Payment history inquiry. This shows all payment history for the receipt (partial and
voids).

Notes inquiry. This will show any notes attached to the parcel.

Returns to the tax year field.

Returns to the Trustee main menu.

"
Frag! THETES Local linwsrmmeni Bats Processing Lorporation Hafinmi HHESHESHS
Eel: @1.8H_BR Froperly Tan Feseigl Dnguir Palh: Hill

Pagrnasi Typs Imquiry
Transsclion Ho: HBE] TaWes Daied:
fotsl Faymeani:

Hane Type Pagreml Ho
EHIIE[‘I:II COHETEUCTINH EHE A1 CASH

~
Prag: TRF25 Logcal linwsrement Bats Processing Corporation Dafn: HEFAZSOS
Eul: @1.80.88 Froper iy Tas Receipl lngair Palh: Hill

Tan Your: [k hE] Wi Hap CHi-Mg Gp
Recaipt Ho: BAREARD i 2 1 2

Pagriamn i Biafribution Inlormation
FTrameac] lom Boc: ITatal Reosipt HAasumi: Fe M 1]

[ieh Tax Riw Rlo Lo

Rin Latda [lescripkion Hasunf llan Hecaipt Hasund linddn k| Farcant
B [ }] PROP 250 .88 289. .00 fR11R 488 Z.a
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History

Receipt History
Inquiry

Notes

Receipt Notes
Inquiry

Prog: TRF425
Euls

pl Hunber
S=APAAEA1

Local Gowsrmment Bats Processing Corporation
Frug

H:
MARELE
Fl B0 123+

CHHETEUCTI®H IHC

Nafm:

er iy Tan Receipl lnguir Falh;

Parcel/Property Rddress

LIB HATH BT

15=A11 11=H =C =A1S,#@=P

-~
HEFRZ a9
Hill

CULPEEEN, TH 091 Lty Flomn kg CULRMEIN

rrenl Balancei

Repl Dale:

N
Date: RB/N279¢
Palh: Hill

r;rng: TRF 20}
Rel: @1 _80.80

Local Gowermnont Bata Processing Corporation
Noles Mainlenance

Tax Year: 18393 Receipt Number: HERHER) Nane: HABUCCC CONSTRUCTION INC

NST DUE BHEX THAXES
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B Inquiry

Receipt History
|

Summary

This option allows you to inquire into the history information about a receipt which has been written to the receipt
history. The Receipt History File retains all of the information on the Receipt File.

Inquiry
Receipt History

Step 1: Select process
Select 'Inquiry' and then 'Receipt History'.
Step 2: Select receipt
Enter the tax year, receipt number, and transaction number to be selected. Various selection criteria is

available with the 'Lookup’ option. Press the 'Exit' key for the tax year to return to the Trustee System
main menu.

~
Frog: TRETHE Local Gowsrpmmeni Bats Processing Corporation Dafin: HEFAZSO9
Eel: #@1_8R_HA i

Recaipl Hislory Inguir Pall: Hill

Tax Yoar! 18987 1 Hap CEl=Hp Op Parcel BI
Receipt Hoe: PHERITR 1 z 1 F i) i
Trans Ro! BHEAL Bi=@857=0 =AhF=0 =0 =BF(.@0=F =Af1

WEHE ool S0FPLY Inlflals: L) |
F % COYDTE [ B#EA3 DRHE3
Bddress: I8 EURDREIPMHEE HAY L Code :
City. St COLUHAIR, TH pagnenil  BF HD
Lip Code: FRA@ - Bateh Mane:
Frop Hidr: AN EURIEIRHHEE HEHY
Eeaceipl Dale: E8/01718H8

Fayment lgps: HE LELEK

Faynenl Hoi A%AA Yoid Dale

Reosived DF: HECWME BRICK COMPAEY Frorate Flag: B YE§ #9/@171938
Fay Hakhnod: A} CHTEE

Total Faymani:
RBotes! H! HI

\, J

Step 3: Select process

The information for the receipt selected will be displayed and you will be prompted by "Options:
PayDet RctDist History Notes Cancel Exit". Enter the appropriate selection.

PayDet Receipt detail lines inquiry. This shows who paid on the receipt and the type of

payment.

RctDist Distribution information inquiry. This shows the revenues in which the money is
distributed.

History Payment history inquiry. This shows all payment history for the receipt.

Notes Notes inquiry. This will show any notes attached to the parcel.

Cancel Returns to the tax year field.

Exit Returns to the Trustee main menu.

City Property Tax page 4-9



This page was left blank intentionally.

page 4-10 LGDPC



Bl Controlling Information - Control Code

Control Code

Summary

The Control File section allows you to maintain all of the file information contained on the various trustee control files

along with the system control files.

Menus
Control Code

Step 1: Select process

After selecting '‘Menus' and then Control 'Control Code', a pull down menu will appear that allows
you to select the type of process to be performed. After selecting 'Control Code', the Control Code

pull down menu will appear and you can choose an individual process.

-
HHRHS 1Y
1.0 ly

Froper i
1.0ther &.In

¢ Maintenance

Ja -
epiris

AcY
Hoooumtirg

7
a0/80/86 Control Code
i.Conlrol Code

. Budit Changn Reason Codn
Bank
. Wortgage Code
. Paynent Type
Keceipt Vold Reason Code
. Tiltie Type
Karrant lType
. Marrant Void Ruason Codn
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Bl Controlling Information - Control Code

Audit Change Reason Code

Summary

This option allows you to maintain the reason code. This code is entered when a change is made to the tax aggregate
information and the change needs to be recorded on the Audit File.

Menus

Control Code

Step 1:

Step 2:

Step 3:

Audit Change Reason Code

Select process
Select '‘Menus', Control 'Control Code', ‘Control Code’, and 'Audit Change Reason Code'.
Select information

Enter the reason code to be accessed. The 'Lookup' option is available to select from records already
on file.

Maintain information

If the record selected already exists, the information will be displayed and the description can be
changed. If this is new, enter a brief description of the code.

(. \
Frog!: GATEFEIA Local Gowsremeni Bats Processing GCorporation Dafn: HOFAZSA9
Ezl: @#1.8A_8H Audil Change Eeason Code Haial Palh: Hill

Codn #i

lsgcripfion: REHQEELT HY LLEKE & MHSTEE

. J

Action Keys Available:

Step 4:

Exit Return to the Control Code menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
Confirm

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Code field.
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Bl Controlling Information - Control Code

Bank
|

Summary

This option allows you to maintain the bank number assignment information.

Menus
Control Code
Bank

Step 1: Select process
Select 'Menus', Control 'Control Code', ‘Control Code', and '‘Bank'.

Step 2: Select information
Enter the bank number to be accessed. The 'Lookup’ option is available to select from records already
on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and any changes can be made.
If this is new, enter all necessary information.

r ~
Prag: TRE1A@ Local Gowsrmmesi Bats Proceszsing Corporation Daie: ARSAZFO9
Ewl: @1_.88.88 Bank Mainfenance Falhs Hill

Benk Mumber: @18

Dank Hame: EEGULAE ACCOWHT

Aeel Hunber: 123458=-H1

Action Keys Available:

Exit Return to the Control Code menu.

Help View the help message for the field.

Lookup '‘Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Bank Name  This field contains the name of the bank assigned to the bank number.
Acct Number  This field contains the bank account number.

Step 4: Confirm

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will

be returned to the Bank Number field.
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Bl Controlling Information - Control Code

Mortgage Code
|

Summary

This option allows you to maintain the mortgage code information which identifies the lending institution holding the
mortgage.

Menus
Control Code
Mortgage Code

Step 1: Select process
Select 'Menus', Control 'Control Code', 'Control Code', and 'Mortgage Code'.

Step 2: Select information
Enter the mortgage code to be accessed. The mortgage code is the trustee mortgage code which
identifies the lending institution holding the mortgage on the property taxes. The 'Lookup' option is
available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and any changes can be made.
If this is new, enter all necessary information.

( \
Frog: TRE208 Local lowsrememt Bats Processing Corporakion Dafn: ARFAZSOY
Eel: ©®1.8R.BR Hor lgage Code Haimlemancw Palh: Hill

Har tgage Lade: @1

Degoriplion: FIRET WORTHRGE

Bereen Besc: FIRET

Action Keys Available:

Exit Return to the Control Code menu.

Help View the help message for the field.

Lookup '‘Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This field contains the description of the mortgage company tied to the mortgage
code.

Screen Desc  This field contains a shortened version of the trustee mortgage code description and
is used for screen display.

Step 4: Confirm

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Mortgage Code field.
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Bl Controlling Information - Control Code

Payment Type
]

Summary

This option allows you to maintain the information which identifies the type of payment used when receipting.

Menus
Control Code
Payment Type

Step 1: Select process
Select 'Menus', Control 'Control Code', ‘Control Code', and 'Payment Type'.
Step 2: Select information

Enter the payment type code to be accessed. The 'Lookup' option is available to select from records
already on file. The payment type code identifies the type of payment used when receipting.

01 = Cash
02 = Check
03 = Money Order

Step 3: Maintain information

If the record selected already exists, the information will be displayed and any changes can be made.
If this is new, enter all necessary information.

~
rl“rn-g: GRTRFEIR Local Gowsrsmemi Bats Processing Corporation Dain: AEFAZSOE
Ezl: @3.8A_88 Paynenl Type Haislemance Falh: Hill
Fayrenf Tgpe Al
Fescrip! lan: LHEH
Bereen Desei CAEH
Bank Hemhar! Al@E
Bank Hame: REGULEE ACCODUNT
Faymanf Hemhar! HY HIl
Bulkorizalion: HT HO
Bon COE Flag A2 HO
Eon COE Fenof:
\, J
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Action Keys Available:

Exit Return to the Control Code menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

Add If the cursor is in the bank number field, this will take you to the 'Add/Change
Bank' screen.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.

Field Descriptions:

Description  This contains a payment type description. For example: Cash, Check, Money
Order.

Screen Description  This contains a payment type screen description. This description is a shortened
version of the full description, is user defined, and is used in certain areas where
space is limited. Examples might be:

CASH = Cash CHECK =
Check MORDR = Money
Order

Bank Number  This field contains the bank number assigned to a particular payment type. This is
used when a bank collects taxes for the Trustee. 'Lookup' is available.

Bank Name  (display only) This is the name of the bank associated with the Bank Number.

Payment Number Required  The entry in this field determines whether the payment number is required.
‘Lookup’ is available.

Authorization Required  The entry in this field determines whether payment authorization information is
required. Values are 01 = Yes or 02 = No. 'Lookup’ is available.

Step 4: Confirm
When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Payment Type field.
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Bl Controlling Information - Control Code

Receipt Void Reason Codes

Summary

This option allows you to maintain the codes which identify the reason the receipt was changed or voided.

Menus
Control Code

Receipt Void Reason Codes

Step 1: Select process

Select '‘Menus', Control 'Control Code', 'Control Code', and 'Receipt Void Reason Codes'.

Step 2: Select information

Enter the void code to be accessed. The code identifies the reason the receipt has been changed or
voided. The 'Lookup’ option is available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and any changes can be made.
If this is new, enter all necessary information.

~
Prog: GBTRFIGA Local Gowermment Bats Processing Corporation Dato: AB/R2/799
Rel: ®1.80.880 Veid Repl Ran Code Mnl. Palh: MWill

Void Code a1

Enason For Void Kuguunt By Clark & Masler

Screon Description: Clk & Mast

Kefund Required: g2 M
. J

Action Keys Available:

Exit
Help
Lookup
DataOk
Delete

Return to the Control Code menu.

View the help message for the field.

'‘Lookup’ information available for the field.

All information has been entered. Confirm and continue.

Delete the selected information. You will be prompted to confirm the process.

City Property Tax
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Field Descriptions:

Reason For Void  This contains the description for the reason the receipt was changed or voided.

Screen Description  This contains the void reason screen description. This description is a shortened
version of the full description, is user defined, and is used in certain areas where
space is limited.

Refund Required  This field indicates whether a refund should be issued when the receipt is voided.
Examples: 01-Yes, 02-No. 'Lookup' is available.

Step 4: Confirm
When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Void Code field.
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Bl Controlling Information - Control Code

Title Type

Summary

This option allows you to maintain the title type code information in reference to the office collecting taxes.

Menus
Control Code
Title Type
Step 1: Select process
Select 'Menus', Control ‘Control Code', '‘Control Code’, and 'Title Type'.
Step 2: Select information
Enter the title type code to be accessed. The ‘Lookup’ option is available to select from records
already on file. Values are:
01 = Trustee
02 = City Treasurer
03 = City Tax Collector
Step 3: Maintain information

If the record selected already exists, the information will be displayed and the description can be
changed. If this is new, enter the title type description.

( N
Prog: GETEFIIB Local Gowsrmmemi Bats Processing Corporation afe: HERFAZSOY
Ewl: @#1.8A_8R Title Typs Hainlenance Palh: Hill

Title Tgpe Coda: HI

Descripliond TREETEE

. J

Action Keys Available:

Exit Return to the Control Code menu.

Help View the help message for the field.

Lookup 'Lookup' information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Step 4: Confirm

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Title Type Code field.
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Bl Controlling Information - Control Code

Warrant Type

Summary

This option allows you to maintain the warrant type code information.

Menus
Control Code
Warrant Type

Step 1: Select process
Select 'Menus', Control 'Control Code', ‘Control Code', and 'Warrant Type'.
Step 2: Select information

Enter the warrant type code to be accessed. The 'Lookup’ option is available to select from records
already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and any changes can be made.
If this is new, enter all necessary information.

s ™
Prog: GHTEF@ER Local Gnwsrsmesi Bats Processing Corporabion llain: HRFEZS0Y
Eul: @1.88.88 Harranl Typs Hainlesnance Palhr Hill

Harrand Tgpe: Bl

Beser iplien: PFEYRILL

Screen Descriplion: PAYRL

J

Action Keys Available:

Exit Return to the Control Code menu.

Help View the help message for the field.

Lookup 'Lookup' information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains the warrant type description. Example: Coupon, Payroll, Vendor.

Screen Description  This contains a warrant type screen description. This description is a shortened
version of the full description, is user defined, and is used in certain areas where
space is limited. Examples might be:

Coup = Coupon
Payrl = Payroll
Vend = Vendor

Step 4: Confirm
When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Warrant Type field.
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Bl Controlling Information - Control Code

Warrant VVoid Reason Codes

Summary

This option allows you to maintain the reason codes which identify the reason the warrant was changed or voided.

Menus
Control Code
Warrant Void Reason Codes

Step 1: Select process
Select 'Menus', Control 'Control Code', 'Control Code', and 'Warrant Void Reason Codes'.
Step 2: Select information

Enter the void code to be accessed. The code identifies the reason the receipt has been changed or
voided. The 'Lookup’ option is available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and any changes can be made.
If this is new, enter all necessary information.

( p
Prog: BRTEF 162 Local Ginesrememi Bats Processing Corporabion Dain: HESRESOD
Ewl: @1_.8A.88 Vaid Mrenl Esm Code Hnf Palhr Hill

VYoid Code: L}

Reasom Far Toid: IHCORRECT HAERAMT AMOUHT

Bereen Descripliom: HEOSOD 8T

\, J

Action Keys Available:

Exit Return to the Control Code menu.

Help View the help message for the field.

Lookup '‘Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Reason For Void  This contains the description for the reason the receipt was changed or voided.

Screen Description  This contains the void reason screen description. This description is a shortened
version of the full description, is user defined, and is used in certain areas where
space is limited.

Step 4: Confirm
When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Void Code field.
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Bl Controlling Information - System Administration

Control File

Summary

The System Administration section allows you to maintain all of the file information contained on the various trustee
control files along with the system control files.

Menus
System Admin
Control Code

Step 1: Select process
After selecting 'Menus', a pull down menu will appear that allows you to select the type of process to

be performed. After selecting 'System Admin', another menu screen will appear and you can choose
an individual process. Select 'Control Code' to access the Trustee's Control Code information.

Reports

. HCY
Hocountirg

( N
SN NH/WHSWE Nigsten Ndnin
1.Conlral File 2.Control Cede 3. Preperiy Tax 4 .Menus

Sysien Conlrel
frustee Control

. Bdninisirator Paranstler
Rdninistrator Date Change
Bsor Paraneter

Dther Control
E. Prover Code
F Initials
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Bl Controlling Information - System Administration

Trustee Control
|

Summary

This option allows you to maintain the information on the Trustee's System Parameter File.

Menus
System Admin
Control File
Trustee Control
Step 1: Select process
Select 'Menus', 'System Admin’, ‘Control File', and System Control 'Trustee Control'.
Step 2: Maintain information on first screen

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

r N
Prog: TROAAL Local Goewersmesi Bats Processing Corporation llain: HEFAZSDY
Ewl: @4.88.80 Eys len Faraneler Hainlonance Palht Hill

Inwnicing Sysben

Comnty Tax Collecior
B1 TRUBTEE

Prink TH1le: H1 YLS

Clerk & Hasler Disk B HO

TSI D Bl ¥ES

Trusfen Fumd Bunber 898 COUSTY TRUBTEE
Pestege Permil Hm: J@HE

Prink Deig Hofice Hesssge: @F

Prinl Parlial Pay Hessage

s ity Im DeFawlt Codes: HI WL

Counly Bunber HER HAUEY

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Field Descriptions:

Current Tax Year  This contains the current tax century and year.
Trustee Name  This contains the name of the Trustee (office name).

Address  This contains the first and second line of the Trustee's address.
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City, State
Zip Code

Title

Title Type

Print Title

Clerk & Master Disk

Initials
Trustee Fund Number
Postage Permit No

Print Delg Notice Message

Print Partial Pay Message

Use City In Default Codes
County Number

Step 3: Confirm

This contains the city and state of the Trustee's address.
This contains the zip code (XXXXX-XXXX) of the Trustee's address.

This contains the Trustee's title. This title will be printed if you answer "Yes' to
'Print Title'. This is normally the Trustee's name.

This contains the office title type. 'Lookup' is available.

This field indicates whether this office wants to print the Trustee's title on the
receipts. 'Lookup' is available.

This field contains the default indicating if a diskette is to be created when sending
the delinquent taxes to the Clerk & Master. 'Lookup' is available.
01 =Yes
02 = No
This field indicates if this office will be using initials. 'Lookup' is available.
This field contains the Trustee's fund number. 'Lookup' is available.

This field contains the mailing permit number for printing delinquent tax notices.

This indicates whether the Trustee wants the special delinquent tax notice message
printed on their Delinquent Tax Notices.

This indicates whether the Trustee wants the partial payment message printed on
their Partial Payment Receipts.

This indicates whether to use the city number when entering default codes.

This contains the number assigned to the county.

When the information has been entered, press the '‘DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Xit". Enter the appropriate response.

Step 4: Maintain information on second screen

After you confirm that the information on the first screen is correct, you will be prompted by "Next
Screen?". Select "Yes' to continue to the second screen, or 'No' to return to the System Administration

Menu.

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

Action Keys Available:

Exit
Help
Lookup
DataOk

Exit routine, return to the main menu.

View the help message for the field.

'Lookup' information available for the field.

All information has been entered. Confirm and continue.

City Property Tax
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Field Descriptions:

Discounts

This field indicates if this office uses discounts. 'Lookup' is available.

Max Months To Post Past Acct Date

Print Receipts

Receipt Type

Receipt Distribution Method

Min Partial Payment Percent

Additional Disc. Tax Code

Tax Relief Payment Type

28310 Payment Type

Compute Taxes Rounded

Auto Misc Receipt Numbering

This contains the maximum number of months past the accounting date posting can
occur.

This field indicates if this office will be printing receipts. 'Lookup' is available.

This field is used to identify the type of property tax receipt to be printed. 'Lookup'
is available.

01 = Detailed Receipt (new format)

02 = Summary Receipt (old format)

This field indicates the method of receipt distribution for parcel payments. 'Lookup’
is available.
01 = Percentage - Calculates percent of payment going to each department
02 = Top to Bottom - Puts all money toward 1st distribution line, then 2nd line,
3rd line, etc. until all money is distributed.

This field contains the minimum partial payment percent amount. If a payment
under this amount is entered, a message appears on the receipting screen.

This field contains the tax code that is used to reference the additional discount.
This is used for county tax relief. 'Lookup' is available.

This contains the payment type code for tax relief (ACV). 'Lookup' is available.

This contains the payment type code for 28310 entries. If the payment type is
chosen, the debit entry for the receipt will be made to 28310.

This field contains the code indicating if the state taxes are to be rounded to the
nearest dollar. 'Lookup' is available.

01 = Yes

02 =No

This field indicates if this office will be using the automatic miscellaneous receipt
numbering process. ‘Lookup' is available.
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Last Misc Receipt Number Used

Summarized Entry Number

Warrant Form Flag

Default Commission Object

Beginning Tax Aggregate

Engage Audit Facility

Deposit Collateral Percent

Prior Year Date

ACYV Expiration Date

Purge In Progress == Receipts

Warrants

Step 5: Confirm

This field contains the last miscellaneous receipt number used in the automatic
miscellaneous receipt numbering process.

This field contains the last number used to make summarized entries to the General
Ledger. To insure that this number is unique, entries begin with 20000000.

This field contains the code indicating if a check form, warrant form, or form for
both is to be used in the Trustee's office for entering and reconciling checks and/or
warrants. 'Lookup' is available.

01 = Form for both checks and warrants

02 = Form for checks only

03 = Form for warrants only

This field contains the default commissions object code from the Chart of Accounts.
This code will automatically be brought up during the ‘Add Allocation Table'
process. 'Lookup' is available.

This field contains the beginning tax aggregate amount that is calculated when the
state file is loaded into the Trustee System.

This field contains a code used to indicate whether or not the audit facility will be
used. 'Lookup' is available.

This field contains the deposit collateral percentage.
This field contains the date (MM/DD/CCYY) when current taxes become prior year
taxes. The system will automatically insert slashes in the date when the date is

entered.

This contains the ACV expiration date. Enter as MMDCCYY. ACV's will not be
allowed after this date. This may be left blank.

This contains a code used to indicate whether or not the receipt purge process is in
progress. 'Lookup'is available.

This contains a code used to indicate whether or not the warrant purge process is in
progress. 'Lookup'is available.

When the information has been entered, press the 'DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Xit". Enter the appropriate response. When the process is complete, you will be
returned to the System Administration Menu.

City Property Tax
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Bl Controlling Information - System Administration

Administrator Parameter

Summary

This option allows you to maintain the information pertaining to the administrator that is currently logged on.

Menus
System Admin
Control File
Administrator Parameter
Step 1: Select process
Select 'Menus', 'System Admin’, 'Control File', and System Control 'Administrator Parameter'.
Step 2: Maintain information

The current information will be displayed and you can make any necessary changes.

\
rI‘r.’l—g: GHFARA Local Gowsrmmeni Bats Processing Corporation Dafinm: HEFAZSO4
Ewl: @1_.88_88 Adnimislralor Paraneler Hainl. Falh: Hilll

Bunr Hamn
Ierminsl Q0i: L}
Sysfen Dafe: HESIS120Y

Beer Tigpe: Bl CUATY

Bugin Fiscal
End Fl=cal:

Hie Manig Menths To Fosi Te Hext Fizoal Year (B=E)T BI
Hext Fismcal Year Fosilimg Hay Hof Be Om Or Pask BE/R1 /AR

. J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup '‘Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Field Descriptions:

System Date  This date (MM/DD/CCYY) is the default for this particular system. The system
will automatically insert slashes when the date is entered.

User Type  This field defines the type of user. This will be used to drive specific applications.
01 = County (default)
02 = City
03 = None
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Begin Fiscal  This field is the beginning accounting fiscal date used for marking the beginning of
an accounting year.

End Fiscal  This field is the ending accounting fiscal date used for marking the ending of an
accounting year.

How Many Months To Post To Next Fiscal Year

This field tells each application's posting program how many months into the next
fiscal year a transaction may be posted.

Next Fiscal Year Posting May Not Be On Or Past

(display only) This is the calculated date based on the number of months to post to
the next fiscal year.

Step 3: Confirm

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response.

Step 4: Update All User's Dates?

If the dates have been changed, you will be prompted by this date. Make the appropriate selection. If
'Yes', this will update the date into all systems (Trustee, General Ledger, etc.). When the process is
complete, you will be returned to the System Administration Menu.
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Bl Controlling Information - System Administration

Administrator Date Change
|

Summary

This option allows the administrator to change the date for their login or all logins.

Control File
System Administration Menu
Control File
Administrator Date Change

Step 1: Select process
Select 'Menus', 'System Admin', 'Control File', and System Control 'Administrator Date Change'.
Step 2: Maintain information

The current login information will be displayed and you can enter a new default date.

s N
Prog: GHPAES Local Gowersmeni Bats Processing Corporation llafe: HESIESD
Ewl: @1_.88_.88 Adninislraler Bale Change Falht Hill

User Hame: EHREH

Terninal TB: 4H

Bgslen Bale: BESZAS18E3

\, J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup '‘Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Field Descriptions:

Default Date  This date (MM/DD/CCYY) is the default for this particular system. The system
will automatically insert slashes when the date is entered.
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Step 3: Confirm
When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Administration Menu.

Step 4: Update All User's Dates?

If the dates have been changed, you will be prompted by this date. Make the appropriate selection.
When the process is complete, you will be returned to the System Administration Menu.
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Bl Controlling Information - System Administration

User Parameter
| ]

Summary

This option allows you to maintain the user parameter information. The information defaults in certain applications
throughout the system.

Menus
System Admin
Control File

User Parameter

Step 1: Select process
Select 'Menus', 'System Admin’, ‘Control File', and System Control 'User Parameter".

Step 2: Select information
Enter the user name to be accessed. This name is used to create the Trustee System user profile. The
‘Lookup’ option is available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

-~
Frog: TRIBEF@A1 Logcal Gowsremast Bats Processing Corpocrakion Dain: HESIRSDY
Eul: @1.88_88 User Faraneler Hainl Falh: Hill

IBsar Hamn - EHHLH
Peer Initimls: KH

Riin Dale: BESERS1EER

Fayrvenl Helhed #1 HWAIL

Brawer Hunber!

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.
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Field Descriptions:

User Name

User Initials

Run Date

Payment Method

Drawer Number

Step 4: Confirm

This contains the name of the user for use on the system. This must also be setup in
the operating system (UNIX/XENIX or FlexGen).

This field contains the three letters of the user's initials.

This field contains the system run date (MM/DD/CCYY) for a particular user. The
system will automatically insert slashes when the date is entered.

This field contains the default payment method used for each transaction entered
when you are processing miscellaneous or property tax receipts. 'Lookup' is
available.

This field will be used to hold the cash drawer number assigned to a cashier. The
value entered will be used for balancing and closing out of the cash drawer. Deposit
Tickets can be printed by drawer number. 'Lookup' is available.

When the information has been entered, press the '‘DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the User Name field.

City Property Tax
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Bl Controlling Information - System Administration

Drawer Code

Summary

This option allows you to add or change cash drawer information. This includes the description and beginning cash

drawer amount.

Control File

System Administration Menu

Control File

Drawer Code

Step 1: Select process

Select '‘Menus', 'System Admin’, 'Control File', and Other Control 'Drawer Code'.

Step 2: Select information

Enter the drawer code to be accessed. The 'Lookup' option is available to select from records already

on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

~
Prog: TRPZAS Local Ginwsremami Bats Processing Corporation Dain: HESIRSOD
Eel: @#1.88_8H brawer Code Hainlenancs Falh: Hill
Drawer Code BARE
lmscriplion ENNEEEFTHE
screaam Descripfion: BEHL
Heginming Drsuer Cash Hroumil:
\, J
Action Keys Available:
Exit Exit routine, return to the main menu.
Help View the help message for the field.
Lookup 'Lookup' information available for the field.
DataOk All information has been entered. Confirm and continue.
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Field Descriptions:

Description  This field contains the description of the trustee drawer code.

Screen Description  This field contains a shortened version of the trustee drawer code description and is
used for screen display.

Beginning Drawer Cash Amount
This field contains the amount of cash that the drawer contains at the beginning of
the day for change purposes. This will be used on the drawer check out process.

Step 4: Confirm
When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data

Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate response. When the process is
complete, you will be returned to the Drawer Code field.
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Bl Controlling Information - System Administration

Initials

Summary

This option allows you to maintain the user's initials on file.

Control File

System Administration Menu
Control File

Step 1:

Step 2:

Step 3:

Initials

Select process
Select 'Menus', 'System Admin’, 'Control File', and Other Control ‘Initials’.
Select information

Enter the operator's initials to be accessed. The ‘Lookup’ option is available to select from records
already on file.

Maintain information

If the record selected already exists, the name will be displayed and can be changed. If this is new,
enter the operator's name.

~
(frog: TR 288 Local Gowersnent Batas Processing Corporation Date: BG/38/799
Rel: #1.80.88 Initials Maintenance Path: Wil

Action Keys Available:

Step 4:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup '‘Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
Confirm

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Initials field.
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Bl Controlling Information - System Administration

Control Code

Summary

The Control File section allows you to maintain all of the file information contained on the various trustee control files

along with the system control files. This information would be used in maintaining a parcel.

Menus

System Admin
Control Code

Step 1:

Select process

After selecting'Menus', a pull down menu will appear that allows you to select the type of process to
be performed. After selecting'System Admin’, another menu screen will appear and you can choose
an individual process. Select 'Control Code' to access the Trustee's Control Code information.

-
Qs ahs
1Ml ly

2 Maintenance

Froger gl
d. Uther

tem Comtral

. Reporis

~
IHFILE

s
a0/80/86

1.Conlrol File

2.Control Cede

3. Preperily Tax

. Assussnnnl Type
. City Code

iy Cownty Cade
. Fire Tax Code

Parcel 1B Type

. Pagneal Melbod

Property Type

. S80 Code

. Tax Type

+ Tramsaction Entry Type

. Transeclion Type Bccouni

1. Menus
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Bl Controlling Information - System Administration

Assessment Type

Summary

This option allows you to maintain the assessment type codes.

Menus
System Admin

Step 1: Select process
Select'Control File','System Admin','Control Code', and 'Assessment Type'.

Step 2: Select information
Enter the assessment type code to be accessed. Examples: A=Adjusted, F=Forced, R=Regular.
The'Lookup' option is available to select from records already on file.

Step 3: Maintain information

Control Code
Assessment Type

If the record selected already exists, the information will be displayed and the information can be

changed. If this is new, enter the necessary information.

~
Priog: GHIEFSIH Local liowsrsmemi Bats Processing Lorporakion afn: HESIES]
Ewl: @#1_.88_8R Bssessneni Tygpe Hainlenasce Palhe HWill
Besessmenl Tgpe: ]
Paseriplien: ARJUEETER
Scroen Descriplion: ARJ
o
Action Keys Available:
Exit Exit routine, return to the main menu.
Help View the help message for the field.
Lookup 'Lookup’ information available for the field.
DataOk All information has been entered. Confirm and continue.
Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains the assessment type description. Examples: Adjusted, Forced,
Regular

Screen Description  This description is a shortened version of the full description, is user-defined, and is

Step 4:

used in certain areas where spaces is limited. Examples might be:
Adjst = Adjusted
Forcd = Forced
Reg = Regular

Confirm

When the information has been entered, press the'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Admin.

City Property Tax
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Bl Controlling Information - System Administration

City Code
|

Summary

This option allows you to maintain the city code information. These codes are assigned by the state and used in some
offices to discern where a parcel of property is located.

Menus
System Admin
Control Code
City Code

Step 1: Select process
Select'Control File','System Admin','Control Code', and 'City Code'".
Step 2: Select information

Enter the county code and the city code to be accessed. The'Lookup' option is available to select from
records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

~
rl“l'-:lvg: GHTEr@an Local Gowsresmoni Bats Processing Corporation Dafn: HESIESOD
Eel: @#1_.8H_BR Cily Cede Hainlenamce Palh: Hill

¢ BEH HHUEY

Cily Code: LR

Descriplion: DOLEWHODIA

. J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup '‘Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains the city code description.
Step 4: Confirm
When the information has been entered, press the'DataOk" key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Admin.
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Bl Controlling Information - System Administration

County Code

Summary

This option allows you to maintain the county code information. These are numbers which are assigned by the state.

Menus
System Admin
Control Code
County Code

Step 1: Select process
Select'Control File','System Admin','Control Code', and ‘County Code'.
Step 2: Select information

Enter the county code to be accessed. The'Lookup' option is available to select from records already
on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

& N
Prog: GHTEFETHE Local Gowersmeni Bats Processing Corporation llafe: HESIESD
Euli @1.88.88 Ceunfy Code Hainlenance Pafthi Hill

Cownty Codn: BER

liescription: HEIRY

. J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup' information available for the field.

DataOk All information has been entered. Confirm and continue.

Field Descriptions:

Description  This contains the county code description.
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Step 4: Confirm

When the information has been entered, press the'DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Xit". Enter the appropriate response. When the process is complete, you will be
returned to the System Admin.
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Bl Controlling Information - System Administration

Fire Tax Code
|

Summary

This option allows you to maintain the fire tax code information. A default revenue code and allocation table may be
assigned for each fire code.

Menus
System Admin
Control Code
Fire Tax Code

Step 1: Select process
Select'Control File','System Admin','Control Code', and 'Fire Tax Code'.
Step 2: Select information

Enter the fire tax code to be accessed. The'Lookup' option is available to select from records already
on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

é ™\
Prog: GHIE) B2 Local Lowsrmmeni Bates Processing Dorpocation lafe: HEFIBSOY
Euli @1.8A8.88 Fire Tax Code Haimlemance Pafthi Hill

Fire Tax Codei Hi#A

Bascripdisn! CITY LIAITE

Sorasn lissocription LATY LIALI

. J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains the name of the fire tax.

Screen Description  This field contains the fire tax screen description. This description is a shortened
version of the full description, is user-defined, and is used in certain areas where
space is limited.

Step 4: Confirm
When the information has been entered, press the'DataOk" key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Admin.
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Bl Controlling Information - System Administration

Parcel ID Type
]

Summ

ary

This option allows you to maintain the parcel identifier code descriptions. Existing codes and descriptions have been
designated by the state. These should not be changed unless authorized by the state.

Menus

System Admin

Step 1:

Step 2:

Step 3:

Control Code
Parcel ID Type

Select process

Select'Control File','System Admin’,'Control Code', and 'Parcel 1D Type'.

Select information

Enter the parcel identifier code to be accessed. Examples: B=Intangible Personal Property,
C=Condominium, L= Leasehold. The'Lookup' option is available to select from records already on

file.

Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

\

-
Frog: GATEMESH Local Gowsrmmeni Bats Processing Corporation Dafin: HESIEFOD
Eal:

~

#1_8H.8R Pareel ID Tgpe Hainlenamce Palh: Hill

Parcel [D: B

Desoriplion: INTEHGIDOLE PERSOHAL PEOFERTY

Bereen Descripliom: IHT

Action Keys Available:

Exit
Help
Lookup
DataOk
Delete

Exit routine, return to the main menu.

View the help message for the field.

‘Lookup' information available for the field.

All information has been entered. Confirm and continue.

Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains the parcel identifier description. Examples: Intangible Personal
Property, Condominium, Leasehold.

Screen Description  This field contains the parcel identifier screen description. This description is a

Step 4:

shortened version from the full description, is user-defined, and is used in certain
areas where space is limited. Examples: CONDO=Condominium,
LHOLD=Leasehold, MIN=Mineral

Confirm

When the information has been entered, press the'DataOk’ key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Admin.

City Property Tax
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Bl Controlling Information - System Administration

Payment Method

Summary

This option allows you to maintain the payment method code information. This identifies how the payment came into
your office.

Menus
System Admin
Control Code
Payment Method

Step 1: Select process
Select'Control File','System Admin','Control Code', and 'Payment Method'.
Step 2: Select information

Enter the payment method code to be accessed. The'Lookup' option is available to select from records
already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

e ™
Prog: GHIENIZH Local Gowsrmmemi Bats Processing Corporation Dade: HESI8S0
Eeli @1.88.88 Pagrnenl Helbod Hainlenamce Falhy Hill

Pagremi Hethod Code: B2

Didir il Bon: OYEE THE COWHTER

Bcreen Descripliom: CHTER

. J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains a payment method description.

Screen Description  This field contains the payment method screen description. This description is a

Step 4:

shortened version of the full description, is user-defined, and is used in certain areas
where space is limited.

Confirm
When the information has been entered, press the'DataOk" key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Admin.

City Property Tax
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Bl Controlling Information - System Administration

Property Type
|

Summary

This option allows you to maintain the property type code information. These codes are used in maintaining parcel
information.

Menus
System Admin
Control Code
Property Type
Step 1: Select process
Select'Control File','System Admin’,'Control Code', and 'Property Type".

Step 2: Select information

Enter the property type code to be accessed. Examples: 00=Residential, 01=County Exempt, 02=City
Exempt. The'Lookup' option is available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

g “
Prog: GETEF@IA Local liowsremeni Bats Processing Corporation Dadm: BESIEC0Y
Exl: @1.8A_88 Preperiy Type Haimlesance Palhe Hill

Froperiy Typal @A

lisxcript ion: ELSINERT ISL

Boream Desoripliom: EESID

J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains a property type description. Examples: Residential, County Exempt,
City Exempt

Screen Description  This field contains the property type screen description. This description is a

Step 4:

shortened version of the full description, is user-defined, and is used in certain areas
where space is limited. Examples: RESID=Residential, COEXE=County Exempt,
CIEXE=City Exempt

Confirm
When the information has been entered, press the'DataOk’ key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Admin.

City Property Tax
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Bl Controlling Information - System Administration

Special School District Code
|

Summary

This option allows you to maintain the special school district code information. These codes are assigned by the state
and caution should be used in changing any of the information. This information is also used when setting up default
codes, if applicable.

Menus
System Admin
Control Code
SSD Code

Step 1: Select process
Select'Control File','System Admin','Control Code', and 'SSD Code".
Step 2: Select information

Enter the special school district code to be accessed. The'Lookup' option is available to select from
records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

a4 ™
Frog: LEHIEFEZH Local Losermmen] Bats Processing Lorporation Dafe: HESIBSOY
Eul: @1_.8A.8R BN Code Hainlenamce Falhi Hill

FHD Code:

Pesei gl ien:

Feroen Descriplion

. J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains the name of special school district.

Screen Description  This field contains the special school district screen description. This description is

Step 4:

a shortened version of the full description, is user-defined, and is used in certain
areas where space is limited.

Confirm
When the information has been entered, press the'DataOk" key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Admin.

City Property Tax
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Bl Controlling Information - System Administration

Tax Type

Summary

This option allows you to maintain the tax type code information. This information is used when maintaining the

distribution lines for parcels.

Menus
System Admin
Control Code
Tax Type

Step 1: Select process

Select'Control File','System Admin','Control Code', and "Tax Type'.

Step 2: Select information

Enter the tax type code to be accessed. This code identifies the type of taxes that are being charged to
the land owner. The'Lookup' option is available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

7
Freg: BOTEFIZA
Esl: B]1.8H.8H

Local Howersnes| Pala Processing Corporalion

Tax Type Codel

lnscription

lax Tgpe Halntensmoe

@

EET PROPEETY TRAX

soream lDescriplliom: FEDF

~
Dafler HESIRSBE
Fath: HilI

\. J
Action Keys Available:
Exit Exit routine, return to the main menu.
Help View the help message for the field.
Lookup 'Lookup’ information available for the field.
DataOk All information has been entered. Confirm and continue.
Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains a tax type description.

Screen Description  This field contains the tax type screen description. This description is a shortened
version of the full description, is user-defined, and is used in certain areas where
space is limited.

Step 4: Confirm
When the information has been entered, press the'DataOk" key. You will then be prompted by "Data

Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the System Admin.
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Bl Controlling Information - System Administration

Transaction Entry Type

Summary

This option allows you to maintain the transaction entry type code information. Transactions are described and set for

auto numbering.

Menus
System Admin
Control Code

Transaction Entry Type

Step 1: Select process

Select'Control File','System Admin','Control Code', and 'Transaction Entry Type Maint'.

Step 2: Select information

Enter the transaction entry type code to be accessed. This is used to identify the type of transaction for
the General Ledger system. The'Lookup' option is available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

4 N\
Prog: GHRCFEIG Locsl Gowsrmmemt Bats Processing Corporatiom Dade: HESIESDY
Exl: @i.8A_88 Tramsaclisn Enkry Type Haind Falhr
lescri ||| inn BEETHETHE BALAMCE
Aukn Eumknar i1 WEE
Hexl Trame Mo 2
Jowrnal Hane: BDeginaing Balance Journal
. J
Action Keys Available:
Exit Exit routine, return to the main menu.
Help View the help message for the field.
Lookup 'Lookup’ information available for the field.
DataOk All information has been entered. Confirm and continue.
Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Description  This contains the entry type description.
Auto Number  This contains a code that determines whether automatic numbering will be used.

Next Trans No  This contains the next available sequence number to be used in automatic
numbering. On existing codes, this number should not be changed.

Journal Name  This contains the name of the journal.
Process Code  (display only)

Step 4: Confirm

When the information has been entered, press the'DataOk" key. You will then be prompted by "Data
Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate response. When the process is
complete, you will be returned to the System Admin.
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Bl Controlling Information - System Administration

Transaction Type Account
|

Summary

This option allows you to maintain valid account numbers for each transaction type.

Menus
System Admin
Control Code
Transaction Type Account

Step 1: Select process
Select'Control File','System Admin','Control Code', and Transaction Type Account'.
Step 2: Select information

Enter the transaction entry type code to be accessed. This is used to identify the type of transaction for
the General Ledger system. The'Lookup' option is available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

( N\
Prog: GHTEFERT Locsl Bovernmeni Dets Precessisg Corporstien Bate: BGAIAS 90
Eal: @4.80.88 Trams Type Accounl Haink. Falk: Hill

Enter the ramge of valid accousl
munbers for this transaciion bgpe

Trans Type: OB DEDIMHIME BALAHCE

Beginming Ending
He ooain b Boosuni
fit1iA A9@A8

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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B Controlling Information - System Administration

Property Tax
|

Summary

The Property Tax section allows you to maintain all of the file information contained on the various trustee control files
that are related to the property tax information.

Menus
System Admin
Property Tax

Step 1: Select process

After selecting 'Menus', a pull down menu will appear that allows you to select the type of process to
be performed. After selecting 'Admin’, another menu screen will appear and you can choose an
individual process. Select 'Property Tax' to access the Property Tax Control File information.

' N
HHRHS 1Y i rEF1 lax files |HHI1E
1.0aaly & Montenance 3.0ther & Ingury 5.Henus

Lonlral
Lontral Code

EM

Reporis

I:II:I"I
. Hoocommtirg

-
ausans Ly _
1.Contral File

Hrmual Load OF State |
e Publ !

City Property Tax page 5-53



B Controlling Information - System Administration

Annual Load of Property Tax State Information
|

Summary

This option creates the file for the state extract. When the information has processed, the totals can be displayed.

Menus
System Admin
Property Tax
Annual Load of State Info Maintenance

Step 1: Select process
Select 'Menus', 'System Admin', 'Property Tax', and then 'Annual Load Of State Info'.
Step 2: Select information

Enter the tax year and the other criteria for the information to be processed.

N
Prog! TRESHAE Local Gowsrement Bats Processing Corporation Haim: HEFHDSOY
Ecl: @#3.8A_38 Inpal Forn Fer Slale Exlracd Falh: Hill

Tax ‘Fmar: 15480

Hisc Fees: HI YES

Lifate Tape: HI  'WLL

Fire Tax: ]

L

L i i 2

Far Frop:

Talal Prop:

Hesnssmd:
Talal Tazes
HEY Amoumt -

\\ J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup' information available for the field.

DataOk All information has been entered. Confirm and continue.

Field Descriptions:

Tax Year  This contains the tax century and year.
Misc Fees  This field indicates whether the office has miscellaneous fees. 'Lookup’ is available.

State Tape This field indicates whether this tape is from the state. 'Lookup’ is available.
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Fire Tax  This field indicates whether the office has fire taxes. 'Lookup'is available.
Control Totals  Enter the totals for the value counts and amounts.
Step 3: Confirm

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Xit". Enter the appropriate response.

If you select "Yes', you will then be prompted by "Extract State Information: Continue Exit". Make
the appropriate selection.

Step 4: Display totals
The totals from the process will be displayed and you will be prompted by "Continue?". Select 'Yes'

when you have finished viewing the information. You will be returned to the System Administration
Menu.
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Bl Controlling Information - System Administration

State Public Utility Report
|

Summary

This option lists the contents of the State Public Utilities File. A company count, assessment total, and a taxes due total
is given at the end of the report.

Menus
System Admin
Property Tax
State Public Utility Report

Step 1: Select process
Select 'Menus', 'System Admin', ‘Property Tax', and then 'State Public Utility Report'.
Step 2: Confirm process

You will be prompted by "State Public Utility: Continue EXit". Select ‘Continue' to go to the next
step, or 'EXit' to return to the System Administration menu.

Step 3: Select print option

You will be prompted to select how the report will be processed. Select 'Display’ to display the
information on the terminal screen, 'Print' to print the report to the default printer, 'Select Printer' to
select the printer that will print the report, or 'Exit' to exit the routine. You will probably never need
to use the 'File' option. When the process has completed, you will be returned to Step 2.

TRQ501 1999/08/01 LGDPC Development System FlexGen 4(C) Page: 20

State Public Utility

County Number: 060
City Number: 034
Company Code: ¥S101234
Name 1 & Add: YELLOW SUBMARINE CO
1000 BEATLE ROAD
SCARBORO FIELDS TN 31234
Assessment: 8,711

Tax Rate: 2.9600
Taxes Amount: 258.00
Tax Year: 1998

Receipt Number: 95056

hhkkkhkhkhkhkhkhkhhhhkhkhkhhhhkhkhhhhhkhkhhhhkhkhkhhhhkhhkhhhkhkhk
Total Records: 80

Total Assessment: 142,087,916

Total Taxes: 4,290,736.00
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Bl Controlling Information - System Administration

State Pubic Utility Extract
|

Summary

This option will load the contents of the State Public Utilities File into the Trustee Master File and the Distribution
File.

Menus
System Admin
Property Tax
State Public Utility Extract

Step 1: Select process
Select 'Menus', 'System Admin', 'Property Tax', and then 'State Public Utility Extract'.
Step 2: Confirm process

You will be prompted by "Extract St Public Utility: Continue Exit". Select 'Continue' to go to begin
the extract process, or 'Exit' to return to the System Administration menu.

When the extract is complete, you will be returned to the System Administration menu.
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B Controlling Information - System Administration

Delinquent Tax Extract
I

Summary

This option will load the delinquent tax information into a file that can be used with some third party software
packages.

Menus
System Admin
Property Tax
Delinquent Tax Extract

Step 1: Select process
Select 'Menus', 'System Admin’, 'Property Tax', and then 'Delinquent Tax Extract'.
Step 2: Confirm process

You will be prompted by "Delinquent Tax Extract: Continue EXxit". Select '‘Continue' to go to begin
the extract process, or 'Exit' to return to the System Administration menu.

When the extract is complete, you will be returned to the System Administration menu.
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B Controlling Information - System Administration

Delete Warrants
|

Summary

This option allows you to delete warrants by department and type. This will delete all warrants with the department
and type entered regardless of whether the warrants are reconciled or distributed.

Menus
System Admin
Property Tax
Delete Warrants

Step 1: Select process
Select '‘Menus', 'System Admin’, 'Property Tax', and then 'Delete Warrants'.
Step 2: Select department and type

Enter the department and type for the warrants to be deleted. The ‘Lookup’ option is available. To
exit the routine and return to the System Administration menu, press the 'EXit' option key.

{ N
Preg: TRQIES Local Hoversneal Dala Processing Corpocalion Date: HE/R1/88
Rol: #1.80.31 Pelete Harramts Path: Wil

Peletle Harramis

Pepartinent: 146

Type:

Step 3: Confirm

When the information has been entered, you will then be prompted by "Is This Screen Correct?".
Enter the appropriate response. When the process has finished, you will be returned to Step 2.
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Bl Controlling Information - System Administration

Delete Range of Warrants
|

Summary

This option allows you to delete a range of warrants by department and type. This will delete all warrants within the
department and type entered regardless of whether the warrants are reconciled or distributed.

Menus
System Admin
Property Tax
Delete Range Of Warrants

Step 1: Select process
Select 'Menus', 'System Admin’, 'Property Tax', and then 'Delete Range Of Warrants'.
Step 2: Select deletion criteria

Enter the department, type, and beginning and ending range of warrants to be deleted. The 'Lookup’
option is available. To exit the routine and return to the System Administration menu, press the 'Exit'

option key.
e N
Freg: TRO1BE Local Howersmeml Bala Processing Cosrporalion Dale: REFALSBE
Eal: @84 .31 lelaie Eange oFf Harranfis Faih:z Hill
e late Hange of Harranls
lieparinent Humber:
Tagpe
Begimning Harranl Henber!
Emdimg Marrani Hembar!
\. J

Step 3: Confirm

When the information has been entered, you will then be prompted by "Is This Screen Correct?".
Enter the appropriate response. When the process has finished, you will be returned to Step 2.
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Bl Controlling Information - System Administration

Menus

Summary

The Menus section of the System Administration contains the processes that are used as part of the General Ledger
interface with the Trustee System.

Menus
System Admin
Menus
Step 1: Select process
After selecting 'Menus', a pull down menu will appear that allows you to select the type of process to
be performed. After selecting 'System Admin', another menu screen will appear and you can choose
an individual process. Select 'Menus' to access the Trustee General Ledger System Admin.
‘ D
o eEsI Property lax Files | HMg 1
1 Danly 2 Maantenance J.0ther & Inguiry 5.Menus
N——{ 35/80/8 )
i.Conlrol File 2.Control Cede 1. Menus
. J
City Property Tax page 5-61



B Controlling Information - System Administration

Accounting Admin - Control Files
|

Summary

This section of the Accounting Administration allows you to maintain the General Ledger control files.

Menus
System Admin
Menus
Accounting Admin
Control

Step 1: Select process

Select 'Menus', 'System Admin’, ‘Menus', 'Accounting Admin’, and then 'Control".

( N
S9/80/80 Rooounting Nénin I RIMESH L
I.Conlral 2. 0Ibher 3.Posling

Repor| Conirel
. Bew B/L Recownls Lisling

Period=End Process Comirel
Resetl ME Process Flags & Date

. Rewe! ME/YE Flags & Rall Datuw
Resel WE Proc Flag To Conplete
. Rewa! ME/YE Proc flag Pur Step
Resel Posted Trans Print Flag
. Process

NOTE: These files should only be maintained at the direction of LGDPC Representatives.
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B Controlling Information - System Administration

Control File - Report/Process
|

Summary

This option allows additions and maintenance on the Standard Reports File. Once reports are added to this file, they
can then be run through the standard reports and the period end processes.

Menus
System Admin
Menus
Accounting Admin
Control
Report/Process

Step 1: Select process
Select 'Menus', 'System Admin', 'Menus', 'Accounting Admin', ‘Control’, and then Report Control
'Report/Process'.

Step 2: Select and update information

Enter the system type to be accessed. The system will default to 'TR' for Trustee. You can change
this if necessary. 'Lookup’ is available. To exit the routine and return to the Accounting Admin
menu, press the 'Exit' key.

The information currently on file will be displayed. Make any necessary changes. Use the function
keys at the bottom of the screen as necessary. When you are finished, press the 'DataOk' key.

~
Frog: AFFEBRT Lozal HBowersmes| Dals Processing Corposalion Dafle: BEFALFBOI
Epl: 18R, AR Enpor i /Process Halntenamos Pafh: HilI

System: 1K

Frogran/Bescripl isn Par i ad Friml @nly Frinl Order
AFEBABL BZ YEHR EHR Bl YEH
Copy BFL And Pested Trams Files To Hisd

L BZ YEAR EHB 3l YEB
Creaste HFHIEPFLE Hudit Flis
AF A1 5H B3 HE AED ¥E [ 1]
Gosn For Unposted Trenssolions
AF a1 Ey A7 YEAR EHD 1]

iles To LEDFHORK

HE YEHHE LHE Hi

fL Dalances
HFEBH IR HI HOHIE END L1
Clear Accounlimg Flags
TRRO3LA [ 1 EEGULRE
inneral Leadger Lisiing

TRAO3 LEA [ 1 1 EEGULRE

lisnsrsl Ledgesr Listing FE

J

Step 3: Confirm

You will then be prompted by "Data Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate
response. When the process is complete, you will be returned to Step 2.
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B Controlling Information - System Administration

Control File - New General Ledger Accounts Listing
|

Summary

This option allows you to process a listing that contains the new accounts that have been added to the General Ledger
File.

Menus
System Admin
Menus
Accounting Admin
Control
New G/L Accounts Listing
Step 1: Select process
Select 'Menus', 'System Admin', 'Menus', 'Accounting Admin', ‘Control’, and then Report Control
'‘New G/L Accounts Listing'.
Step 2: Confirm process
You will be prompted by "New G/L Accounts Journal: Continue EXit". Select ‘Continue' to continue
with the process or 'Exit' to exit back to the Accounting Admin menu.
Step 3: Select listing process
You will have the option to 'Display' the information on the terminal screen, 'Print' the information to
the printer, 'Select_Printer' where the listing will be printed, or 'Exit' the routine. Make the
appropriate selection. When the process is completed, you will be returned to Step 2.
AFQ510 97/04/30 10:00:16 LGDPC Development System FlexGen4 (4.03) Page: 1
New G/L Accounts Journal
Funct Obj Sub Cost Sub Title

Fnd Centr Obj

999 COUNTY TRUSTEE

EXPENDITURES
51100-110-999- - COUNTY COMMISSION
52100-101-999- - ACCOUNTING AND BUDGETING
53100-101-999- - CIRCUIT COURT

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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Bl Controlling Information - System Administration

Control File - Reset Month End Process Flags and Date
|

Summary

This option allows the month-end processing flags and the date to be reset.

Menus
System Admin
Menus
Accounting Admin
Control
Reset ME Process Flags & Date

Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, ‘Control’, and then Period-End Process
Control 'Reset ME Process Flags & Date'.

Step 2: Confirm process

You will be prompted by "Reset ME Process Flags & Date: Continue EXxit". Select '‘Continue’ to
continue with the process or 'Exit' to exit back to the Accounting Admin menu.

When the process is completed, you will be returned to the confirmation step.
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Bl Controlling Information - System Administration

Control File - Reset Month-End/Year-End Flags & Roll Dates
|

Summary

This option allows the month-end and year-end flags to be reset and the dates to be rolled to the period year.

Menus
System Admin
Menus
Accounting Admin
Control
Reset ME/YE Flags & Roll Dates

Step 1: Select process
Select 'Menus', 'System Admin', 'Menus', 'Accounting Admin', 'Control’, and then Period-End Process
Control 'Reset ME/YE Flags & Roll Dates'.

Step 2: Confirm process

You will be prompted by "Reset YE Flags & Roll Dates: Continue Exit". Select '‘Continue' to
continue with the process or 'Exit' to exit back to the Accounting Admin menu.

When the process is completed, you will be returned to Step 2.
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B Controlling Information - System Administration

Control File - Reset Month-End Process Flag to Complete
|

Summary

This option will change the process flag for month-end to ‘complete’.

Menus
System Admin
Menus
Accounting Admin
Control
Reset ME Process Flag To Complete

Step 1: Select process
Select 'Menus', 'System Admin', 'Menus', 'Accounting Admin', 'Control’, and then Period-End Process
Control 'Reset ME Process Flag To Complete'.

Step 2: Confirm process

You will be prompted by "Reset ME Proc Flag To Complete: Continue Exit". Select '‘Continue' to
continue with the process or 'Exit' to exit back to the Accounting Admin menu.

When the process is completed, you will be returned to Step 2.
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B Controlling Information - System Administration

Control File - Reset Month-End/Year-End Process Flag Per Step
||

Summary

This option allows the process flag for the month-end and year-end to be reset for each step.

Menus
System Admin
Menus
Accounting Admin
Control
Reset ME/YE Process Flag Per Step

Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, ‘Control’, and then Period-End Process
Control 'Reset ME/YE Proc Flag Per Step'.

Step 2: Select and update information

Enter the period end code to be accessed (1=Month-End, 2=Year-End, 3=Month-End & Year-End).
To exit the routine and return to the Accounting Admin menu, press the 'Exit' key.

The information currently on file will be displayed. Make any necessary changes to the process
status. Use the function keys at the bottom of the screen as necessary. When you are finished, press
the 'Update' key.
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Step 3: Confirm

You will then be prompted by "Data Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate
response. When the process is complete, you will be returned to Step 2.
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B Controlling Information - System Administration

Control File - Reset Posted Transaction Print Flag
|

Summary

This option resets the posted transaction print flag.

Menus
System Admin
Menus
Accounting Admin
Control
Reset Posted Transaction Print Flag

Step 1: Select process
Select 'Menus', 'System Admin', 'Menus', 'Accounting Admin', 'Control’, and then Period-End Process
Control 'Reset Posted Trans Print Flag'.

Step 2: Process

The process will automatically begin when the option is selected. No other information will be

prompted for or displayed. When the process is completed, you will be returned to the Accounting
Admin menu.
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Bl Controlling Information - System Administration

Control File - Process

Summary

This option sets up the steps that will take place at month-end or year-end. Each step may have sub steps.

Menus

System Admin
Menus

Step 1:

Step 2:

Step 3:

Accounting Admin
Control
Process

Select process

Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, ‘Control’, and then Period-End Process

Control 'Process'.

Select and update information

Enter the period end code to be accessed (1=Month-End, 2=Year-End, 3=Month-End & Year-End).
To exit the routine and return to the Accounting Admin menu, press the 'Exit" key.

The information currently on file will be displayed. Make any necessary changes to the process
status. Use the function keys at the bottom of the screen as necessary. When you are finished, press

the 'Update’ key.
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Confirm

You will then be prompted by "Data Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate

response. When the process is complete, you will be returned to Step 2.
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Bl Controlling Information - System Administration

Accounting Admin - Other

Summary

This section of the Accounting Administration allows you to maintain the beginning balance transactions and the

information on the chart of accounts.

Menus

System Admin
Menus
Accounting Admin

Other
Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, and then 'Other".
(. \
B89/88/88 TRANSH |
. Conirol 2. Uther J.Tosting
H. Hegimning Balance
B, Fenclion Type
.08, RKeporis
C. COA Fund Repurl
0. CON Functlion Keport
E. COR Objec! Report
. J
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Bl Controlling Information - System Administration

Other - Beginning Balance Maintenance
I

Summary

This option will allow adjustments to an account's beginning balance (BB) amount. Debits are added to the beginning
balance and credits are subtracted from the beginning balance. A Pre-Post Transaction Report and a Manual Entry
Transaction Report are available. All BB transactions or individual BB transactions may be posted. If the automatic
transaction number is turned on, a number will automatically be assigned.

NOTE: Beginning balances are normally only maintained once, at the time your office goes on the computer.
Please refer all questions concerning beginning balances to LGDPC before using this option.

Menus
System Admin Menu
Menus
Accounting Admin
Other
Beginning Balance

Step 1: Select process

Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, 'Other’, and then 'Beginning Balance'.
Step 2: Select transaction option

A menu will be displayed and you can select the type of transaction option that is to be processed.
Make the necessary selection.
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Bl Controlling Information - System Administration

Other

- Beginning Balance

Summary

This option will allow adjustments to an account's beginning balance (BB) amount. Entries here affect your fiscal year
beginning balance will then affect balances throughout the year. Contact LGDPC before making any beginning
balance entries.

Menus

System Admin Menu
Menus

Accounting Admin
Other
Beginning Balance
Beginning Balance (BB)

Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', ‘Accounting Admin’, 'Other’, and then 'Beginning Balance'.
From the pop-up transaction menu, select 'Beginning Balance (BB)'.
Step 2: Select transaction
Enter the transaction number to access/add. 'Lookup' is available. To exit the routine, press the 'Exit'
key.
If the transaction is already on file, the information will be displayed and you can make any necessary
changes. Otherwise, enter the information as prompted. Use the function keys at the bottom of the
screen as necessary. When you are finished, press the 'Update’ key.
( ™
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Step 3: Confirm
You will then be prompted by "Data Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate
response. When the process is complete, you will be returned to Step 2.
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Bl Controlling Information - System Administration

Other - Pre-Post Transaction Report
|

Summary

This option allows you to process a listing that contains the pre-posted transactions.

Menus
System Admin Menu
Menus
Accounting Admin
Other
Beginning Balance
Pre-Post Transaction Report
Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, 'Other’, and then 'Beginning Balance'.
From the pop-up transaction menu, select 'Pre-Post Transaction Report'.
Step 2: Confirm process
You will be prompted by "Pre-Posted Beginning Balances: Continue Exit". Select 'Continue’ to
continue with the process or 'Exit' to exit the process.
After selecting 'Continue’, you will be prompted to select to 'Display' the information on the terminal
screen, 'Print' the information on the printer, 'Select_Printer' that will print the listing, or 'Exit' the
routine. Make the appropriate selection.
When the process is completed, you will be returned to the beginning of this step.
TRAQO60A 97/04/25 12:17:39 LGDPC Development System FlexGen4 (4.0A) Page: 1
Pre-Posted Beginning Balances
Trans Fnd Funct Obj Sub Cost Sub Trans Description Effective Debit Amount Credit Amount Control Post
Type Fnd Cntr Obj  Number Date Number
BB 999-11160- - - -300 9 CONTRACTED SERVICES 05/01/1997 0.00 150.00
BB 999-11150- - - -300 9 CONTRACTED SERVICES 05/01/1997 150.00 0.00
9 Total 150.00 150.00
BB 999-11150- - - -300 10 CONTRACTED SERVICES 05/01/1997 100.00 0.00
BB 999-11110 10 CONTRACTED SERVICES 05/01/1997 0.00 100.00
10 Total 100.00 100.00
BB Total 250.00 250.00
Batch Total 250.00 250.00
Number Of Transactions 4
* End of Report: LOCAL GOVERNMENT DATA DEMO *

page 5-74 LGDPC



Bl Controlling Information - System Administration

Other - Post All BB Transactions

Summary

This option allows you to post all of the beginning balance (BB) transactions.

Menus
System Admin Menu
Menus
Accounting Admin
Other
Beginning Balance
Post All BB Transactions

Step 1: Select process

Select 'Menus', 'System Admin’, 'Menus', ‘Accounting Admin’, 'Other’, and then 'Beginning Balance'.
From the pop-up transaction menu, select 'Post All BB Transactions'.

Step 2: Process

The process will automatically begin when the option is selected. No other information will be
prompted for or displayed. When the process is completed, you will be returned to the beginning
balance menu.
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Bl Controlling Information - System Administration

Other - Post Individual Transactions

Summary

This option allows you to select individual transactions to be posted.

Menus
System Admin Menu
Menus
Accounting Admin
Other
Beginning Balance
Post Individual Transactions

Step 1: Select process

Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, 'Other’, and then 'Beginning Balance'.

From the pop-up transaction menu, select 'Post Individual Transactions'.
Step 2: Select transaction

The outstanding transactions will be displayed. From the transactions displayed, select the
transaction(s) to be posted by pressing the 'Post' key. To exit the routine, press the 'Exit' key.

{ )
Prog: TRAFB45 Local Gowersment Bata Processing Cocporation Date: B4/87/97
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Bl Controlling Information - System Administration

Other - Posting Journal
|

Summary

This option allows you to process a Posting Journal that contains the transactions that have been posted.

Menus
System Admin Menu
Menus
Accounting Admin
Other
Beginning Balance
Posting Journal
Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', ‘Accounting Admin’, 'Other’, and then 'Beginning Balance'.
From the pop-up transaction menu, select 'Posting Journal'.
Step 2: Confirm process
You will be prompted by "Posting Journal - BB: Continue Exit". Select 'Continue’ to continue with
the process or 'Exit' to exit the process.
After selecting 'Continue’, you will be prompted to select to 'Display' the information on the terminal
screen, 'Print' the information on the printer, 'Select_Printer' that will print the listing, or 'Exit' the
routine. Make the appropriate selection.
When the process is completed, you will be returned to the beginning of this step.
TRAQO70A 97/04/25 12:18:39 LGDPC Development System FlexGen4 (4.0R) Page: 1
Posting Journal - BB
Proc Tran Trans Fnd Funct Obj Dep Cost Bnk Description/Remarks Trans Date Debit Amount Credit Amount
Type Type Number Centr Num
10 BB 9 999-11150- - - -300 CONTRACTED SERVICES 05/01/1997 150.00 0.00
10 BB 9 999-11160- - - -300 CONTRACTED SERVICES 05/01/1997 0.00 150.00
150.00 150.00
10 BB 10 999-11110 CONTRACTED SERVICES 05/01/1997 0.00 100.00
10 BB 10 999-11150- - - -300 CONTRACTED SERVICES 05/01/1997 100.00 0.00
100.00 100.00
*** Total Transmitted 250.00 250.00
*** Total Posted To G/L 250.00 250.00
* End of Report: LOCAL GOVERNMENT DATA DEMO *

City Property Tax page 5-77



Bl Controlling Information - System Administration

Other - Function Type Maintenance
|

Summary

This option will allow you to maintain the function type codes that relate to the Chart of Accounts. This should only be
maintained under the direction of LGDPC.

Menus
System Admin Menu
Menus
Accounting Admin
Other
Function Type

Step 1: Select process
Select 'Menus', 'System Admin’, ‘Menus', 'Accounting Admin’, 'Other’, and then 'Function Type".
Step 2: Select function type

Enter the function type code to access/add. 'Lookup’ is available. To exit the routine, press the 'Exit’
key.

If the code is already on file, the information will be displayed and you can make any necessary
changes. Otherwise, enter the information as prompted. Use the function keys at the bottom of the
screen as necessary. When you are finished, press the 'Update’ key.
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Step 3: Confirm

You will then be prompted by "Data Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate
response. When the process is complete, you will be returned to Step 2.
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Bl Controlling Information - System Administration

Other - COA Fund Report
|

Summary

This option will allow you to process a listing that contains all of the funds on the Chart of Accounts. You will be
prompted to enter a range of funds to be processed.

Menus
System Admin Menu
Menus
Accounting Admin
Other
COA Fund Report

Step 1: Select process

Select 'Menus', 'System Admin', 'Menus', 'Accounting Admin', ‘Other’, and then C.O.A. Reports 'COA
Fund Report'.

Step 2: Select range

Enter a beginning and ending fund number to be processed. 'Lookup' is available. To exit the
routine, press the 'Exit' key. When you are finished, press the 'Update’ key.

( N
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Step 3: Confirm

You will then be prompted by "Is This Screen Correct?”. Enter "Y' to continue with the process or 'N'
to return to Step 2.

Step 4: Select listing option
You will be prompted to 'Display’ the information on the terminal screen, 'Print' the listing on the

printer, 'Select_Printer' to print the information, or 'Exit' the routine. Make the appropriate selection.
When the process has completed, you will be returned to Step 2.
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ACQ241 97/04/25 12:19:09 LGDPC Development System
COA Fund Report

Fund Title

101 GENERAL

111 *%%%* THIS FUND IS NO LONGER IN USE ***%

112 COURTHOUSE & JAIL MAINTENANCE

113 JUVENILE SERVICES

114 LAW LIBRARY

115 PUBLIC LIBRARY

116 SOLID WASTE/SANITATION

117 HEALTH DEPARTMENT

118 AMBULANCE SERVICE

119 INDUSTRIAL/ECONOMIC DEVELOPMENT

120 LOCAL PURPOSE TAX

121 SPECIAL PURPOSE TAX

128 OTHER SPECIAL REVENUE FUND

129 CONSTITUTIONAL OFFICERS - FEES

131 HIGHWAY/PUBLIC WORKS

132 BRIDGE

141 GENERAL PURPOSE SCHOOL

142 SCHOOL FEDERAL PROJECTS

143 CENTRAL CAFETERIA

144 SCHOOL TRANSPORTATION

145 OTHER EDUCATION SPECIAL REVENUE

151 GENERAL DEBT SERVICE

152 RURAL DEBT SERVICE

153 INDUSTRIAL DEBT SERVICE

154 SPECIAL DEBT SERVICE

155 HOSPITAL DEBT SERVICE

156 EDUCATION DEBT SERVICE

157 SCHOOL BOND TRUST

171 GENERAL CAPITAL PROJECTS

172 COMMUNITY DEVELOPMENT/INDUSTRIAL PARK

173 SANITATION PROJECTS

174 NURSING HOME PROJECTS

175 HUD GRANT PROJECTS

176 HIGHWAY CAPITAL PROJECTS

177 EDUCATION CAPITAL PROJECTS

189 OTHER PROJECTS

Beginning Fund: 101

Ending Fund: 200

* End of Report: LOCAL GOVERNMENT DATA DEMO *

FlexGen4 (4.0R)

Page: 1
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Bl Controlling Information - System Administration

Other - COA Function Report
|

Summary

This option will allow you to process a listing that contains all of the functions on the Chart of Accounts. You will be
prompted to enter a range of functions/account numbers to be processed.

Menus
System Admin Menu
Menus
Accounting Admin
Other
COA Function Report

Step 1: Select process

Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, 'Other’, and then C.O.A. Reports 'COA
Function Report'.

Step 2: Select range

Enter a beginning and ending function number to be processed. 'Lookup' is available. To exit the
routine, press the 'Exit' key. When you are finished, press the 'Update’ key.

< ™
Frog: ACO248R Local Gowermmem! Bata Processing Corporation Date: B4SRTAOT
Eal: @1 _8Q_&Q CNE Fanction Repor Path: filas

COA Fenciion Report

Fh'lqiru'lirlq Fanction: 1110A

Ending Fenotios: ELL L

. J

Step 3: Confirm

You will then be prompted by "Is This Screen Correct?". Enter "Y' to continue with the process or 'N'
to return to Step 2.

Step 4: Select listing option
You will be prompted to 'Display’ the information on the terminal screen, 'Print' the listing on the

printer, 'Select_Printer' to print the information, or 'Exit' the routine. Make the appropriate selection.
When the process has completed, you will be returned to Step 2.
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11000
11100
11110
11120
11130
11140
11150
11160
11170
11180
11190
11200
11300
11400
11410
11420
11430
11440

11450
11460
11470
11500
11510
11600
11700
11800
11810
11820
11850
11890
11900

Ending Function:

11441
11442

Beginning Function:

ACQ240A 97/04/25 LGDPC Development System FlexGen 4(C) Page:

COA Function Report

CURRENT ASSETS

CASH
PETTY CASH
CASH ON HAND
CASH IN BANK
CASH WITH TRUSTEE
CASH WITH PAYING AGENTS
CASH WITH STATE - PUBLIC HEALTH
CASH EQUIVALENTS
CASH WITH CLERKS, REGISTER, AND SHERIFF
CASH WITH BOARDS, AGENCIES, & COMMISSION
INVENTORIES
INVESTMENTS
RECEIVABLES
ACCOUNTS RECEIVABLE
ALLOWANCE FOR UNCOLLECTIBLES-CONTRA ACCT
DUE FROM OTHER GOVERNMENTS
DUE FROM OTHER FUNDS
DUE FROM PRIMARY GOVERNMENT
DUE FROM COMPONENT GOVERNMENT
BOND PROCEEDS RECEIVABLE
NOTE PROCEEDS RECEIVABLE
DUE FROM JOINT VENTURES (GOVT FUNDS ONLY
TAXES RECEIVABLE
ALLOWANCE FOR UNCOLLECTIBLE TAXES-CONTRA
PREPAID EXPENSES
TRAVEL ADVANCES
NOTES RECEIVABLE - CURRENT
ACCRUED INTEREST RECEIVABLE
CASH DEFICIT
INVESTMENT IN JOINT VENTURE (PROP FUNDS)
OTHER CURRENT ASSETS
ADVANCES TO INTERNAL SERVICE FUNDS

19999

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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Bl Controlling Information - System Administration

Other - COA Object Report
|

Summary

This option will allow you to process a listing that contains all of the object codes on the Chart of Accounts. You will
be prompted to enter a range of object codes to be processed.

Menus
System Admin Menu
Menus
Accounting Admin
Other
COA Object Report

Step 1: Select process

Select 'Menus', 'System Admin', 'Menus', 'Accounting Admin', ‘Other’, and then C.O.A. Reports 'COA
Object Report'.

Step 2: Select range

Enter a beginning and ending object code to be processed. 'Lookup' is available. To exit the routine,
press the 'Exit' key. When you are finished, press the 'Update’ key.

4 N
Frog: ACO242 Local Gowermmem! Bata Processing Corporation Date: B4FRTFOT
Eal: @180 @A COA @b ject Rapord Path: filas

COA Bbject Regport

Er‘l!]irlrlirl!] Mk jeei (1]

Ending Ob jecy: L

J

Step 3: Confirm

You will then be prompted by "Is This Screen Correct?". Enter "Y' to continue with the process or 'N'
to return to Step 2.

Step 4: Select listing option
You will be prompted to 'Display’ the information on the terminal screen, 'Print' the listing on the

printer, 'Select_Printer' to print the information, or 'Exit' the routine. Make the appropriate selection.
When the process has completed, you will be returned to Step 2.
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ACQ242 97/04/25 12:20:33 LGDPC Development System
COA Object Report
Object Title

100 OBJECT NOT IN USE

101 COUNTY OFFICIAL/ADMINISTRATIVE OFFICER
102 JUDGE (S)

103 ASSISTANT (S)

104 PRINCIPALS

105 SUPERVISOR/DIRECTOR

106 DEPUTY (IES)

107 DETECTIVE (S)

108 INVESTIGATOR (S)

109 CAPTAIN (S)

110 LIEUTENANT (S)

111 PROBATION OFFICER

112 YOUTH SERVICE OFFICER

113 INTERNAL AUDIT PERSONNEL
114 OBJECT NOT IN USE

115 SERGEANT (S)

116 TEACHERS

117 CAREER LADDER PROGRAM

118 SECRETARY TO BOARD

119 ACCOUNTANTS /BOOKKEEPERS
120 COMPUTER PROGRAMMER (S)
121 DATA PROCESSING PERSONNEL
122 PURCHASING PERSONNEL

123 GUIDANCE PERSONNEL

124 PSYCOLOGICAL PERSONNEL
125 TELEVISION INSTRUCTIONAL PERSONNEL
126 CAREER LADDER EVALUATORS
127 CAREER LADDER EXTENDED CONTRACTS
128 HOMEBOUND TEACHERS

129 LIBRARIANS

130 SOCIAL WORKERS

131 MEDICAL PERSONNEL

132 MATERIALS SUPERVISOR

133 PARAPROFESSIONALS

134 PUPIL PERSONNEL

135 ASSESSMENT PERSONNEL

136 AUDIOVISUAL PERSONNEL

137 EDUCATION MEDIA PERSONNEL
138 INSTRUCTIONAL COMPUTER PERSONNEL
139 ASSISTANT PRINCIPALS

140 SALARY SUPPLEMENTS

141 FOREMEN

142 MECHANIC (S)

143 EQUIPMENT OPERATORS

144 EQUIPMENT OPERATORS-HEAVY
145 EQUIPMENT OPERATORS-LIGHT
146 BUS DRIVERS

147 TRUCK DRIVERS

148 DISPATCHERS/RADIO OPERATORS
149 LABORERS

150 NIGHTWATCHMEN

Beginning Object: 100
Ending Object: 150
* End of Report: LOCAL GOVERNMENT DATA DEMO *

FlexGen4 (4.0A3)

Page: 1
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Bl Controlling Information - System Administration

Other - Posting Process
|

Summary

This section of the Accounting Administration allows you to maintain and control the transactions that are to be posted.

Menus
System Admin Menu
Menus
Accounting Admin
Posting Proc

Step 1: Select process

Select 'Menus', 'System Admin', 'Menus', 'Accounting Admin’, and then 'Posting Proc'.

- N
88/e88/88 ¢ TRAMERL
. Lomntrol 2. Uther J . Tosting

n. Pesting Deselection Precess
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Bl Controlling Information - System Administration

Other - Posting Deselection Process
|

Summary

This option will allow you to deselect receipts or warrants that have previously been selected for processing.
Deselection is no longer possible after the transaction has been recorded in the Posting Journal. If posting fails to
complete after transactions have reached the Posting Journal, they must be corrected through the manual transaction
maintenance process. They can then be resubmitted through the same process that created them.

Menus
System Admin Menu
Menus
Accounting Admin
Posting Proc
Posting Deselection Process
Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', 'Accounting Admin’, 'Posting Proc', and then 'Posting
Deselection Process'.
Step 2: Select transaction type
You will be prompted to select to either process miscellaneous receipts, property tax receipts, or
warrants. Make the appropriate selection. To exit the routine, select the 'Exit" option.
4 N
Freg: TRAF1®A Local Bowersnem| Dals Processing Corporalion Dale: HESHLSBE
Enl: #]1.8H.HH la-teleclion Process Fath: HilI
fn. Exit
- Higcellsnasus Raceipis
- Properly Receipls
= MHarrants
\ y
Step 3: Select transactions

The transactions on file will be displayed and you can select the ones that you want to deselect. Use
the function keys at the bottom of the screen as needed. When the process has completed, you will be
returned to Step 2.
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Bl Controlling Information - System Administration

Purge

Summary

The Purge section allows you to purge inactive records from various files.

NOTE: Itis recommended that you have made a recent backup before beginning any purge routine.

Menus
System Admin
Menus
Purge
Purge

Step 1: Select process

After selecting 'Menus', a pull down menu will appear that allows you to select the type of process to
be performed. After selecting 'System Admin', another menu screen will appear and you can choose
an individual process. Select 'Purge’ from the System Admin menu and then 'Purge' from the Purge
menu to access the purge options.

7
S9/80/89
I.Comnlral Tile

2.Confraul Lode 3. _Propueriy Tax 4 .Menus

5. Rccounting Rdnin

g
B9/88/18

I Purge

Pudit File
. Budit History Filwm
Master File
Kecaipt File
E. Receip! Hislery File
Karrant Iile
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B Controlling Information - System Administration

Purge - Audit File
|

Summary

This option allows you to purge the records on the Audit File. The Audit File contains changes/additions made to the
property tax master records. Use caution when performing this option.

Menus
System Admin
Menus
Purge
Purge
Audit File

Step 1: Select process
Select 'Menus', 'System Admin', 'Menus', 'Purge’, 'Purge’, and then 'Audit File'".
Step 2: Select criteria

Enter the beginning and ending range of years (century and year) that are to be purged.

~
ri’rog: TRE620 Local Government Data Processing Corporation Date: 06/10/96
Rel: 01.00.00 Purge Master Audit Records Path: files

ﬁésfér Audit Records

\, J

Step 3: Confirm

When the information has been entered, press the 'Update’ key. You will then be prompted by "Is
This Screen Correct?". Enter the appropriate response. When the process is complete, you will be
returned to the Purge menu.
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B Controlling Information - System Administration

Purge - Audit History File
|

Summary

This option allows you to purge the records on the Audit History File. The Audit History File contains changes/
additions made to the property tax master records. Use caution when performing this option.

Menus
System Admin
Menus
Purge
Purge
Audit History File

Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', 'Purge’, 'Purge’, and then 'Audit History File'.
Step 2: Select criteria

Enter the beginning and ending range of years (century and year) that are to be purged.

( N
Frog: TREGZN Local Gowsremeni Bats Processing Corporation Dafin: HOFHDSOD
Ezl: BI.8H_48 Parge Hasl Audil Hisl Eecerds Palh: Hill

Furgs Mas1! Mudit Hisi Hecor:
Heqimnimg Fear: 1098

[=H &

Emdimg Tear: 1

.
g
[ = H

Step 3: Confirm

When the information has been entered, press the '‘Update’ key. You will then be prompted by "Is
This Screen Correct?". Enter the appropriate response. When the process is complete, you will be
returned to the Purge menu.
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Bl Controlling Information - System Administration

Purge - Master File

Summary

This option allows you to purge the records on the Master File.

Menus
System Admin
Menus
Purge
Purge
Master File

Step 1: Select process

Select 'Menus', 'System Admin', 'Menus', 'Purge’, 'Purge’, and then 'Master File'.

Step 2: Select criteria

Enter the tax year (century and year) that is to be purged.

Rel: 01.00.00 Purge Master Records

cords

Year To Purge: 1990

GOy

Date: ©5/62/96 )
Path: SHEILA

r}rog: TRE?20 Local Government Data Processing Corporation

Step 3: Confirm

When the information has been entered, press the 'Update’ key. You will then be prompted by "Is
This Screen Correct?". Enter the appropriate response. As the information is being processed, it will
be displayed on the screen. When the process is complete, you will be returned to the Purge menu.
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Bl Controlling Information - System Administration

Purge - Receipt File

Summary

This option allows you to purge the records on the Receipt File. This purge normally takes place during the month-end
process. Records purged are retained in the Receipt History File.

Menus
System Admin
Menus
Purge
Purge
Receipt File

Step 1: Select process
Select 'Menus', 'System Admin’, 'Menus', 'Purge’, 'Purge’, and then 'Receipt File".
Step 2: Select criteria

Enter the beginning and ending range of dates (MM/DD/CCYY) that are to be purged. The system
will automatically insert slashes when the date is entered.

- N
Prog: TRE?00 Local Government Data Processing Corporation Date: 05/02/96
Rel: ©01.00.00 Create Receipt History Files Path: SHEILA

Create Receipt History Files

Beginning Bate: 01,0121985
HRBBCCYY

Ending Date! 1243121995
MHBBCEYY

Step 3: Confirm

When the information has been entered, press the '‘Update’ key. You will then be prompted by "Is
This Screen Correct?". Enter the appropriate response. When the process is complete, you will be
returned to the Purge menu.
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Bl Controlling Information - System Administration

Purge - Receipt History File

Summary

This option allows you to purge the records on the Receipt History File.

Menus

System Admin
Menus

Step 1:

Step 2:

Step 3:

Purge
Purge
Receipt History File

Select process

Select 'Menus', 'System Admin', 'Menus', 'Purge’, 'Purge’, and then 'Receipt History File'".

Select criteria

Enter the beginning and ending range of dates (MM/DD/CCYY) that are to be purged. The system
will automatically insert slashes when the date is entered.

Rel: ©01.00.00

-
Prog: TRE?10 Local Government Data Processing Corporation

Purge Receipt History Records

Purge Receipt History Records

HMBDCCYY

~
Date: 05/02/96
Path: SHEILA

Confirm

When the information has been entered, press the '‘Update’ key. You will then be prompted by "Is
This Screen Correct?". Enter the appropriate response. When the process is complete, you will be

returned to the Purge menu.
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Bl Controlling Information - System Administration

Purge - Warrant File

Summary

This option allows you to purge the warrant records. This option is normally performed during the month-end profess.
If you are using the checking system, it is recommended that you keep two months on warrants on file.

Menus
System Admin
Menus
Purge
Purge
Warrant File

Step 1: Select process
Select 'Menus', 'System Admin', 'Menus', 'Purge’, 'Purge’, and then 'Warrant File'.
Step 2: Select criteria

Enter the beginning and ending range of dates (MM/DD/CCYY) that are to be purged. The system
will automatically insert slashes when the date is entered.

r’ ™
Prog: TRE160 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Purge Warrant Records Path: SHEILA

\. J

Step 3: Confirm

When the information has been entered, press the '‘Update’ key. You will then be prompted by "Is
This Screen Correct?". Enter the appropriate response. When the process is complete, you will be
returned to the Purge menu.
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Bl Controlling Information - System Control

System Control

Summary

The System Control section allows you to maintain all of the file information contained on the various trustee control

files along with the system control files.

Note: These files will initially be set up by your LGDPC Representative.

Menus
System Control
Sys Control

Step 1: Select process

After selecting 'Menus', a pull down menu will appear that allows you to select the type of process to
be performed. After selecting 'System Control’, the System Control pull down menu will appear and

you can choose an individual process.

-
U aHs Iy
1.0a:ly

fr:-er1
¢ Maintenance 3. 0iher

SBumtem Lontral

. Reporis

ACY
. Heoommtimg

s
an/80/88 Syston Control
.Bgs Conlrol

. Mllecation Table

Pefault Codes
L. Discount File

. Delober Cormission
Penalty FHile

. Revenue
Schoo!l Comnmission

. Dunr Datn
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Bl Controlling Information - System Control

Allocation Table

Summary

This option allows you to maintain the information on the allocation table. The allocation shows how the money
received will be split between departments when receipting. You will have the option to maintain manual or automatic
percents. The manual percents will be used when you are using only one department or when percentage splits are not
based on a tax rate.

The Manual Percents requires you to enter the percentage amounts. On Automatic Percents, you enter the total tax
dollars and then you enter the amount that each departments receives. The computer will then automatically calculate
the percentages.

Menus
System Control
Sys Control
Allocation Table

Step 1: Select process
Select 'Menus', 'System Control', 'Sys Control', and then 'Allocation Table'.
Step 2: Select type

A menu will be displayed that allows you to select to maintain manual percents or automatic percents.
Enter the appropriate response.

7 ™~
Prog: TRF232 Local Government Data Processing Corporation Date: 05,/02/96
Rel: 01.00.00 Allocation Table Maintenance Path: SHEILA

Allocation Table Maintenance
A. Exit

B. Manual Percents
C. Automatic Percents

\, J

Step 3: Select/Enter table number

Enter the number of the allocation table to be added/maintained. Press the 'Exit' key to return to the
main menu. The 'Lookup' option is available to select from tables already on file.

Step 4: Maintain information

If the table selected already exists, the table information will be displayed and any changes can be
made. If this is a new table, enter all necessary information.
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Manual
Percents

Automatic
Percents

s
Prog: TEM23A
4. 0@, i@

~
Dafin: ARSHLSOG
Pallh: Hill

Lacal Gouvarrmant Dafs Processing Corparafion
Al localien Table Hainlemancs

Tehle Hunber: 181
Pescripfion: (A8 COUNETY GERERML

Logrm b zslon
Depl Funclion Ohbjecl
L} EELL al@

Percenl
| E , BHHE

Tolal:

"

TRF231
#4. 80 .84

r>Fr|1-g:
Eel:

~
Bate: BOSE1SEE
Falk: Hill

Local Gowernmeni Dets Processimg Corporst len
Al localion Table Hainlenance

Table Munberi 181
Pagcripltien: 1BEY COUNTY GEMEEHL
Taz Rain: 1.0508

Lol 2xion
Dapl Funclion Objecl

LY =LHEL] ulE

Percen |

188, BEHE

Dapl Tas

Action Keys Available:

Exit
Help
Lookup
Add
DataOk
Delete
InsLin
DelLin
AddLin
Prev
Next

Field Descriptions:

Description

Tax Rate

Return to the Allocation Table menu.

View the help message for the field.

'‘Lookup’ information available for the field.

(Dept field) Go to the 'Department’ screen.

All information has been entered. Confirm and continue.
Delete the selected allocation table. You will be prompted to confirm the process.
Insert a line before the line where the cursor is currently located.
Delete the line where the cursor is currently located.

Add an additional line after the last line.

If there are multiple screens, go to the previous screen.

Go to the next screen (if available).

This field contains a description of the allocation table.

(Automatic Percents only) This contains the total tax amount for this allocation
table. The total of the tax amounts for the departments must equal this amount.

LGDPC



Dept  This field contains the allocation department code. (Usually this is the fund
number.) 'Lookup’ is available.

Function  This field contains the allocation department's commission expenditure function.
Object  This field contains the allocation department's commission object.

Dept Tax  (Automatic Percents only) This field is the amount of the total tax that has been
allocated to this department.

Percent  This field contains the percent of the total allocation that goes to this department.
The total must equal 100%. If you select 'Automatic Percents', this field will
automatically be calculated.

Step 5: Confirm

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate response.
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Bl Controlling Information - System Control

Default Codes

Summary

This option allows you to maintain the information used in receipting to automatically default the revenue and
allocation tables based on a particular tax code. All tax codes and tax rates must be maintained for information to
default at time of receipt.

Menus

System Control
Sys Control

Step 1:

Step 2:

Step 3:

Default Codes

Select process

Select 'Menus', 'System Control', 'Sys Control’, and then 'Default Codes'.

Select information

Enter the year (century/year), tax type code, and the property tax rate to be accessed. The tax type
code identifies the type of taxes that are being charged to the land owner. The 'Lookup' option is
available to select from records already on file.

Maintain information

If the record selected already exists, the information will be displayed and any changes can be made.
If this is new, enter all necessary information.

This information will need to be maintained with each new tax year. Default codes will be needed for
each tax type code and tax rate. Also, any taxes receipted as ‘current revenue' will need to be changed
to 'prior revenue' before receipting for July 1.

rl"l'ul.l TEF27TE Locsl Oeuvermmen] Dela Frocessing Corporalion Dale: lB-"ll-"Eaﬂ
Enl: B4, 0800 Dalfauli Codns Halinlamancs Pakh: HWill
Year :
School Distriot: HZ HD
BE HD Cade: HEE
lax Igps Gode: Hi HER PPERPLETY WAX

lax Hain: it L]

Lify Eumber:

Dafauwli Reuvsnun Cods 48118 CUREERT PROPEETY TAX

Dafauli Allocatisn Tahle:! 450 19%H PEOFEEY TRAXES
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Action Keys Available:

Exit
Help
Lookup
Add

Delete

Field Descriptions:

Default Revenue Code

Default Allocation Table

Step 5:

Confirm

Return to the Allocation Table menu.

View the help message for the field.

'Lookup’ information available for the field.

Depending on where the cursor is located, this will take you to the 'Add/Change
Revenues' screen or the 'Allocation Table' menu.

Delete the selected current default code. You will be prompted to confirm the
process.

This field contains the default revenue code that will automatically be brought up
during receipting for this tax century, year, and type code. 'Lookup' is available.

This field contains an allocation table number which shows how the money will be
split among departments. 'Lookup' is available.

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Year field.

City Property Tax
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Bl Controlling Information - System Control

Discount File

Summary

This option allows you to maintain the discount percent for the tax year and month.

Menus
System Control
Sys Control

Discount File

Step 1: Select process
Select 'Menus', 'System Control', 'Sys Control’, and then 'Discount File'.

Step 2: Select information
Enter the year (century/year) and the month of the discount to be accessed. The ‘Lookup’ option is
available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the discount percent can be
changed. If this is new, enter the discount percent.

If the tax is paid in the month entered, then the discount listed is defaulted. The discounts are not
cumulative. You must list the full discount available in that month.

~
rl“r-:l-*n: TRF21@ Local Gowsrmmeni Bats Processing Corporation Dafin: HOFELSOG
Eel: #1_88.88 Disecomnl File Mainlemance Palh: Hill

Fpar:

Honih:

Farcanl i

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Step 4: Confirm

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Year field.
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Bl Controlling Information - System Control

October Commission

Summary

This option allows you to maintain the October commissions, percentages, and ranges.

Note: While this option is called October Commissions, the actual month may be set to any month.

Menus
System Control
Sys Control

October Commission

Step 1: Select process

Select 'Menus', 'System Control', 'Sys Control’, and then 'October Commission'.

Step 2: Select infor

mation

Enter the month of the Trustee commission to be accessed. The 'Lookup’ option is available to select
from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and any changes can be made.

If this is new, enter the necessary information.

( N
Prag: TRFI1G2 Local Goesremend Bats Processing Corporation Dafe: HOFALS09
Eel: @1_80_8R Oelaker Comnissisn Maimlemance Palh: Hill

I Botahar
iEEian TN : #1 FES
#1 ¥EB
4.H8
] gt T
Range 1 Lid.3@an. ap
Range 2: 20, HEH, Bl
\, J

Action Keys Available:

Exit
Help
Lookup
DataOk

Exit routine, return to the main menu.

View the help message for the field.

'Lookup’ information available for the field.

All information has been entered. Confirm and continue.
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Field Descriptions:

Commission Available

Commission Applied

Step 4:

Percentage 1

Percentage 2

Range 1

Range 2

Confirm

This contains the code indicating whether the extra Trustee commission is available
for this month. 'Lookup' is available.

This contains the code indicating whether the extra Trustee commission has been
applied. 'Lookup' is available.

This will automatically be updated to "Yes' when you run this option so that it is not
mistakenly run more than one time.

This field contains the extra percentage rate of commission that is to be applied to
receipts until the accumulative receipt is greater than range 1. This relates to
'Range 1'. i.e., 4.00% will be taken on the first $10,000.00.

This field contains the extra percentage rate of commission that is to be applied to
receipts when the accumulative receipt amount is greater than range 1 but less than
range 2. This relates to 'Range 2'.

This corresponds to the 'Percentage 1' field. Percent 1 is the rate of commission
applied to receipts until the accumulative receipt amount exceeds range 1.

This corresponds to the 'Percentage 2' field. Percent 2 is the rate of commission
applied to receipts when the accumulative receipt mount is greater than range 1 but
is less than range 2.

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Month field.
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Bl Controlling Information - System Control

Penalty File
I

Summary

This option allows you to maintain the information on the Penalty File. Penalty information should be set for each
year. A good time to set this up is at the time the new year's allocation table is set up.

Menus
System Control
Sys Control

Penalty File

Step 1: Select process
Select '‘Menus', 'System Control', 'Sys Control’, and then 'Penalty File".

Step 2: Select information
Enter the year (century/year) of the penalty information to be accessed. The 'Lookup’ option is
available to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

e N
Prag: TRE228 Locsl Goesrament Bsts Processing Corporstion Dade: HOSHLS09
Ewl: @1_.8A_8R Penally File Hainlemance Palh: Hilll

Tax Yearl 1830

Forcanf Per Honfh! 1. 580
B

Haxz b p ¢ | |
Effecliv H3SHL1S18808

\, J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.
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Field Descriptions:

Percent Per Month

Base Percent

Maximum Months

Effective Date

Step 4: Confirm

This field contains the penalty percent amount that is incremented monthly.
(Usually 1.5)

This field contains the base percent amount that will be included in the total penalty
percent amount.

This field contains the maximum number of months that penalties should be
calculated. This field should be left blank if there is no maximum.

This field contains the beginning effective date for calculating penalties for this tax
year. The system will automatically insert slashes after you enter the date.

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Year field.
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Bl Controlling Information - System Control

Revenue
| ]

Summary

This option allows you to maintain the revenue code/account information that will be used in the receipting process. In
order to use an account number in the receipting process, it must be added to this file.

Menus
System Control
Sys Control

Revenue

Step 1: Select process
Select 'Menus', 'System Control', 'Sys Control', and then 'Revenue'.

Step 2: Select information
Enter the entire account number for the revenue account to be accessed. Enter as function/account,
object code (if expenditure account), and cost center (if applicable). The 'Lookup’ option is available
for each field to select from records already on file. 1f ‘Lookup' is used in the revenue field, you will
be prompted for the existing revenue or Chart of Accounts.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

( N
Prog: TRF258 Local Goesrsmemi Bats Processing Corporation llain: HOFALS D
Ewl: @3.8R.-11 Fewenee Haimlemance Palh: Hilll

Reviiiie Coda: I1418 ACCOUNTE EECEIVADLE

b j iz e 2
Casl Cemieri

Allneat ion Takin 1A THARY CRIATY EEHERAL
Lorm iz bion Lods Hi FLECLAR HADIE]T

Coreiss ion Aasunt 5.8
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Action Keys Available:

Exit
Help
Lookup
DataOk
Add
Delete

Field Descriptions:

Allocation Table

Commission Code

Commission Amount

Step 4:

Confirm

Exit routine, return to the main menu.

View the help message for the field.

'Lookup’ information available for the field.

All information has been entered. Confirm and continue.

Go to the Add/Change Allocation Table menu.

Delete the selected information. You will be prompted to confirm the process.

This field contains a default allocation table number which shows how the money
will be split between departments. 'Lookup' is available.

This field contains the flag which indicates how commissions will be taken.
Values: 01 = Percent Amount
02 = Flat Amount per Receipt
03 = Flat Amount per Month
'‘Lookup’ is available.
If no commission is to be taken, this field should be left blank.

This field contains the amount or percent of commissions to be taken.

When the information has been entered, press the '‘DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response. When the process is complete, you will
be returned to the Revenue account number field.
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B Controlling Information - System Control

School Commission

Summary

This option allows you to maintain the flat amount of commission per month for a school.

Menus
System Control
Sys Control

School Commission

Step 1: Select process
Select 'Menus', 'System Control', 'Sys Control’, and then 'School Commission'.

Step 2: Select information
Enter the numeric month for the school commission to be accessed. The ‘Lookup’ option is available
to select from records already on file.

Step 3: Maintain information

If the record selected already exists, the information will be displayed and the information can be
changed. If this is new, enter the necessary information.

Frog! TKFITLHE Local linesrmmeam] Bats Procsssing Lorpocation Hafin: HHSHLDSHE
Rel: ®1_BA_#8 Hehosl Conmission Mainlenance Palh: Hill

Lo sl on Honfhi HE I ahruary
Lopm 5%l on Beallaklis: HE YES
Corm | #& 1 en PrRoenl - 10 HBE . 3F

Al localisn Table: 141 UBEY. PWOLIC ECHODL

Conmissien Bpplied; HE HD

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.
Prev Return to the previously displayed screen of information.
Next Go to the next month's screen of information.
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Field Descriptions:

Commission Available  This field contains code showing if school commission is available for this month.
Code: 01 =Yes
02 =No
'Lookup' is available.

Commission Amount  This field contains the amount of flat rate school commission paid in a particular
month.

Allocation Table  This field contains the allocation table to be used when applying school
commissions for a particular month.

Commission Applied  This field shows if the school commission has been applied for this month.
Code: 01 =Yes
02 = No
'Lookup' is available.

Initially, this is set to 'No'. Then, when commissions are taken, this will
automatically be set to "Yes'. This flag will be reset to 'No' during the year-end
process.

Step 4: Confirm
When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data

Ok: Yes No Can Prv Nxt Xit". Enter the appropriate response. When the process is complete,
you will be returned to the Commission Month field.
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B Controlling Information - System Control

User Date
| ]

Summary

This option allows you to maintain the user date which will be used as the default date throughout the Trustee System.
The date is held for each user login name and should be maintained at the close of business each day.

Menus
System Control
Sys Control
User Date
Step 1: Select process
Select 'Menus', 'System Control', 'Sys Control', and then 'User Date'.
Step 2: Maintain information

The user name and date will be displayed. This is the same information you see when you log on to
the system. If necessary, enter a new date in the format MMDDCCY'Y (month, day, century, year).

Frog: GHIEEF@AS Local Gowsremeni Bats Processing Corporation DNafm: AEFALSOY
Eul: @1_.88_.88 Bser Legim Falh: Hill

Bear Lejinm

User Hame: EAREH

lerming I A

Rsn Bate: BHAELS 1R
HHOBYYFY

Step 3: Confirm

When the information has been entered and is correct, press the 'DataOk’ key. You will then be
prompted by "Data Ok: Yes No Xit". Enter the appropriate response. When the process is
complete, you will be returned to the System Control menu.
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B Reports - Receipting

Receipting
I

Summary

The Reports section allows you to print various types of reports. This section contains the printing of receipt listings.

Step 1: Select process

After selecting 'Menus' and then 'Reports', it will take you to the Reports menu where you can select
different categories of report information to print. Select 'Receipting' reports. A pull down menu will
appear and you can choose an individual receipt report.

Hipr | 1K
| Heceipting /. Master J Hudiit & 0ther

Receipts
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B Reports - Receipting

Property Tax Receipts
|

Summary

This option allows you to process the property tax receipt forms. These can be printed by receipt number, date, or
initials. You can also select unprinted receipts, reprint receipts, or all receipts. After selecting the options, you will
enter a beginning and ending range for the information to be processed.

Menus

Reports

Receipting

Step 1:

Step 2:

Property Tax Receipts

Select process

Select 'Menus', 'Reports’, 'Receipting’, and then Print Receipts 'Property Tax Receipts'.

Select receipt option

A menu will be displayed that allows you to select the type of receipts to be processed. Enter the

appropriate response.

-
Prog: TRF461
Rel: 01.00.00

Local Government Data Processing Corporation

Print Property Tax Receipts

Print Receipt Options
A. Exit

- Unprinted Receipts -
B. By Number

C. By Date

D. By Initials

- Reprint Receipts -
E. By Number

F. By Date

G. By Initials

- All Receipts -
H. By Number

1. By Date

| J. By Initials l

~
Date: 05,/02/96

Path: SHEILA

y

Note: Unprinted Receipts are those which the user choose not to print during the receipting

process. They are not receipts which did not print as a result of printer malfunction.
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Step 3: Enter range

Enter the beginning and ending range of information to be selected. If you selected 'By Number' you
will enter a beginning and ending tax year, receipt number, and transaction number. If you selected

'‘By Date', you will enter a beginn
will enter beginning and ending i

All Prupertg Tax Receipts All

Beginning Date: 04/01/1995

ing Date:

ing and ending transaction date. If you selected 'By Initials', you
nitials. When the information is entered, press the 'Update’ key.

Property Tax Receipts
All Property Tax Receipts

MMBDCCYY Beginning Initials: AAA
84.30,1995
MHBRCLYY

Step 4: Confirm
When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y'
to continue or enter 'N' to go back and enter a new range.
Step 5: Select process
When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.
When the process has completed, you will be returned to Step 3.
1995 Property Tax Receipt Receipt Number
Receipt Date: 01/06/1997 1995-0000004
— Duplicate Receipt — Transaction No: 0002
Di Map Ctl-Mp Gp Parcel SI
Prop Addr: HWY 100 01-110- -110- - -001.00- -000
Subdivision: Deed Bk: 347 Ppg: 520 Date: 06/12/91
Dimensions: Plat Bk: Pg: Blk: Lot:
Pay Method: CNTER * dkdkkdkkdkhkdhk hkkdkhkkdkkdk dkkokdkkkkkk Receipt Amount
Initials: AKB * * * ok * ok 316.52
Drawer No: 001 * * * ok * ok
Group Code: * * *ox * ox Penalty @ 33.333%
County: 014 * dkdkkdkkdkhkdhk hhkkdkhkkdkhkdk dkkokdkkkkkk 79‘13
City: * * * *
Mortgage: * * * * ACV Amount
SSD1: * * * * 100.00
SSD2: * * * kkkkkkkkk
Tax Rate: 2.6900
Land Value: 35,300
Impmt Value:
Per Prop Value: NET PROPERTY TAX 237.39
Total Value: 35,300 Total: 237.39
Assessed @ 25%: 8,825
INTEREST & PENALTY 79.13
Deeded Acres: 133.74 TAX RELIEF 100.00
Calc Acres: 0.0 Total Due: 216.52
Amount Tendered: 216.52
Change Due: 0.00
Rcv Of: SCOTT PERTY
KAREN BROOKS CASH 216.52
6767 DENHAM AVENUE Rcv Of: TAXPAYER
COLUMBIA, TN 38401- TAX RELIEF 100.00
— Paid In Full —
Balance Owed: 0.00
SAMPLE COUNTY TRUSTEE Page 01
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B Reports - Receipting

Property Tax Receipt History

Summary

This option allows you to print receipts which have been previously purged. You will enter a beginning and ending
range for the information to be processed.

Menus
Reports
Receipting
Property Tax Receipt History
Step 1: Select process
Select 'Menus', 'Reports’, ‘Receipting’, and then Print Receipts 'Property Tax Receipt History'.
Step 2: Enter range
Enter the beginning and ending range of tax years, receipt numbers, and transaction numbers to be
selected. When the information is entered, press the ‘Update’ key.
Detailed Property Tax History
: o e
Year Mo No
Beginning: 1335 00000000000
-
Step 3: Confirm
When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and enter a new range.
Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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B Reports - Receipting

Receipt Listing Detail

Summary

This option allows you to display or print a receipt listing by date range.

Menus
Reports
Receipting
Receipt Listing Detail

Step 1: Select process
Select 'Menus', 'Reports', 'Receipting’, and then Receipt Listings 'Receipt Listing Detail'.
Step 2: Enter selection criteria
Enter the range of receipt dates to be included on the listing. When the information is entered, press

the 'Update’ key. To exit the routine and return to the Receipt Listings menu, press the 'Exit' option
key.

rFIul' 03,0026 Hizc/Prop Receipls Listing Fath: Tiles

Bepirning Receipt Date: O1/01F

Ending Recaipl Dale

Step 3: Select receipt type

You will be prompted by "Receipt Type? Both Miscellaneous Property Tax". Select the type of
receipt to be processed.

Step 4: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and make new selections.
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If you select "Yes' the information will be processed and you will be prompted by "Misc/Prop Receipts
Listing: Continue Exit". Select 'Continue’ to continue with the listing or 'Exit' to exit the process

and return to Step 2.

Step 5: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection. When the process has completed, you will be returned to Step 4.

TRQ780 2000/08/01 15:11:25 LGDPC Development System FlexGen4 (5.3U) Page: 12

Misc/Prop Receipts Listing

Receipt Type: 04 VOID PROP

Receipt No: 2000-0018572-0001 Date: 01/31/2000 Void Date: 03/23/2000 Total Taxes: 1,277.00
Dis/Pen: 0.00
GL Prc: YES Group: Method: MAIL Init: VE Drawer: 0003 Overpayment: 02 NO ACV Amount: 0.00
Revenue Obj CC Tax Code Alc Commission % Commission Amt Payment Amt Change Due Total Due: 1,277.00
40110 01 PROP 198 PRCNT 2.00 18.76 938.00 0.00 Payment Amt: 1,277.00
40610 02 ssp 354 PRCNT 2.00 6.78 339.00 ——
New Balance: 0.00
Received Of Pay Type Payment Number Payment Received
HALL CONNIE W CHECK 1529 1,277.00
Receipt No: 2000-0044068-0001 Date: 01/31/2000 Void Date: 03/28/2000 Total Taxes: 1,792.00
Dis/Pen: 0.00
GL Prc: YES Group: Method: MAIL Init: VE Drawer: 0003 Overpayment: 02 NO ACV Amount: 0.00
Revenue Obj CC Tax Code Alc Commission % Commission Amt Payment Amt Change Due Total Due: 1,792.00
40110 01 PROP 198 PRCNT 2.00 19.36 967.91 0.00 Payment Amt: 1,317.00
40610 02 ssp 354 PRCNT 2.00 6.98 349.09 e
New Balance: 475.00
Received Of Pay Type Payment Number Payment Received
STOCKSTILL JULIET G CHECK 1615 1,317.00
Comm Total: 1,150.85 ACV Total: 476.00 Payment Total: 58,129.40
TRQ780 2000/08/01 15:11:25 LGDPC Development System FlexGen4 (5.3U) Page: 13
Misc/Prop Receipts Listing
Miscellaneous Total: 0.00
Property Total: 12,181.00
Payment Total: 12,181.00
Overpayment Total: 0.00
Total: 12,181.00
Void Miscellaneous Total: 85.00
Void Property Total: 58,129.40
Void Totals: 58,214.40
TRQ780 2000/08/01 15:11:25 LGDPC Development System FlexGend4 (5.3U) Page: 14
Misc/Prop Receipts Listing
Rev Code Alc Tbl Rcpt Amount Comm Amount
40110 198 837.00 16.74
40110 398 11,042.00 220.84
Total For Revenue Code: 40110 11,879.00 237.58
40120 097 37.00 0.74
Total For Revenue Code: 40120 37.00 0.74
40140 097 3.89 0.08
Total For Revenue Code: 40140 3.89 0.08
40610 354 302.00 6.04
Total For Revenue Code: 40610 302.00 6.04
Total: 12,221.89 244 .44
TRQ780 2000/08/01 15:11:25 LGDPC Development System FlexGen4 (5.30) Page: 15
Misc/Prop Receipts Listing
Tax Year Amount ACV Amount
1998 12,181.00 0.00
1997 40.89 0.00

Totals: 12,221.89 0.00
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B Reports - Receipting

Receipt Listing Print

Summary

This option allows you to display or print a receipt listing by date range.

Menus
Reports
Receipting
Receipt Listing Print

Step 1: Select process
Select 'Menus', 'Reports', 'Receipting’, and then Receipt Listings 'Receipt Listing Print'.
Step 2: Enter selection criteria

Enter the range of receipt dates to be included on the listing. When the information is entered, press
the 'Update' key. To exit the routine and return to the Receipt Listings menu, press the 'Exit' option.

7
Kl 020614 RECeIpl LISTInG Fath: Thles

\. J

Step 3: Select receipt type

You will be prompted by "Receipt Type? Both Miscellaneous Property Tax". Select the type of
receipt to be processed.

Step 4: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y"
to continue or enter 'N' to go back and make new selections.

Step 5: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Print' to print the information to the assigned printer, 'Select Printer' to select the

printer to print the listing, or 'Exit' to cancel the process. Make the appropriate selection. When the
process has completed, you will be returned to Step 4.
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B Reports - Receipting

Receipt Listing Summary
|

Summary

This option allows you to display or print a summarized receipt listing by date range. The date range is defaulted to the
first and last day of the current accounting month.

Menus
Reports
Receipting
Receipt Listing Summarized

Step 1: Select process
Select 'Menus', 'Reports’, 'Receipting’, and then Receipt Listings 'Receipt Listing Summarized'.
Step 2: Enter selection criteria

Enter the range of receipt dates to be included on the listing. When the information is entered, press
the 'Update’ key. To exit the routine and return to the Receipt Listings menu, press the 'Exit' option.

rFlul' @398, 98 Bummar ized Becsipl Listing Fath: files

Ending Feceipt Dale

Step 3: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and make new selections.

If you select "Yes' the information will be processed and you will be prompted by "Misc/Prop Receipts
Listing: Continue Exit". Select '‘Continue’ to continue with the listing or 'Exit' to exit the process
and return to Step 2.
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Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection. When the process has completed, you will be returned to Step 4.

TRQ415 2000/08/10 14:57:34 CITY OF SAMPLEVILLE FlexGen4 (5.3U) Page: 86
Summarized Receipt Listing
Property Tax Receipts
Receipt Feceipt Paymt Payment Rev Obj Cost Alc Distribution Commission
Number Date Received Of Type Amount Code Cod Centr Tbl Amount Amount
2000 0001049 0001 Change: 0.00 Overpayment: 02 NO Prorate: 02 NO
01/05/2000 BETTS BARRY BLACKSTONE ETUX CHECK 109.00
31100 099 109.00
Total For Receipt 109.00
2000 0001054 0001 Change: 0.00 Overpayment: 02 NO Prorate: 02 NO
02/28/2000 FAMILY HEALTH GROUP INC CHECK 124.00
31100 099 124.00
Total For Receipt 124.00
2000 0001057 0001 Change: 0.00 Overpayment: 02 NO Prorate: 02 NO
02/07/2000 PROUD MANUFACTURING CHECK 42.00
31100 099 42.00
Total For Receipt 42.00
2000 0001059 0001 Change: 0.00 Overpayment: 02 NO Prorate: 02 NO
01/18/2000 HAPPY HILLS VETERINARY CHECK 15.00
31100 099 15.00
Total For Receipt 15.00
Total Property Tax Receipts 89,488.67
Total All Receipts 89,488.67
Total Overpayments
* End of Report: Local Government Data Demo *
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B Reports - Receipting

Receipt History Listing

Summary

This option allows you to process a receipt history listing. You will enter a beginning and ending range for the

information to be processed.

Enter 'Y'

Menus
Reports
Receipting
Receipt History Listing

Step 1: Select process

Select 'Menus', 'Reports’, 'Receipting’, and then Receipt Listings 'Receipt History Listing'.
Step 2: Enter range

Enter the beginning and ending range of receipt types, tax years, receipt numbers, and transaction

numbers to be selected. 'Lookup’ is available. When the information is entered, press the 'Update’

key.

(Hel: We.WH 41 Recaipl Histary Hepord Fath: tales )
'ul1nh'y’mmf
lcpt Taw Rept  Tran
. Type Ha o
Beginning: B4
Frilimg
. J

Step 3: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?".

to continue or enter 'N' to go back and enter a new range.
Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make

the appropriate selection. When the process has completed, you will be returned to Step 2.
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TRQ700 00/08/10 12:52:

535.64
Distribution:

0001
0002

Payment Type:

0001

Beginning Receipt Type:
Beginning Tax Year:
Beginning Receipt Number:
Beginning Trans Number:
Ending Receipt Type:
Ending Tax Year:

Ending Receipt Number:
Ending Trans Number:

12

Receipt Type Year Rcpt No Tran Receipt Date
PROPERTY TAX 2000-

0010013-0001 01/30/2000

Total Tax Due Total Tax Paid Paid On Balance

535.64 535.64
Tax Code Description
01 PROP
03 PICK
Name

BROOKS DANIEL E

00

2000
0000000
0000

99

2000
9999999
9999

* End of Report: LOCAL GOVERNMENT DATA DEMO *

LGDPC Development System

Receipt History Report

Description Pay Method Initials Grp Cde
MAIL SJE
New Balance Amount Tendered Change Due
0.00 535.64 0.00
Amount Due Receipt Amount Rev Code
208.48 208.48 40110
327.16 327.16 40110
535.64 535.64
Type Desc Payment No
02 CHECK 18596

FlexGen4 (4.0R) Page: 37

Drawer
0001 AFB

Dsc/Pen %  Overpay
0.000 02 NO

ACV Amount Dsc/Pen Amount

Alc Tbl

095
101

0.00 0.00

Comm Percent

Amount
535.64

535.64

City Property Tax
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B Reports - Receipting

Batch Listings
||

Summary

This option allows you to process listings containing receipts included in a batch. You will select the report order and
then enter a beginning and ending range of information to be processed.

Menus
Reports
Receipting
Batch Listings

Step 1: Select process
Select 'Menus', 'Reports’, 'Receipting’, and then 'Batch Listings'.
Step 2: Select listing type

A menu will be displayed that allows you to select to have the listing in batch name, received of,
receipt number, or parcel number order. Enter the appropriate response.

: Received
. Receipt
. Parcel

Step 3: Enter ranges

Depending on the order selected, you enter either a beginning and ending range of batch names,
received of names, receipt numbers, or parcel numbers. When the information is entered, press the
'‘Update' key.

Ending Batch Name:  7Z77777zes Ending Received OF Name:  Z2777277772777707077270077

Batch Listing By Receipt No

Q By Parcel No

eipt Mot 1935-0000 N
CeyY g Parce! Go-oge- -GGG - -000 00 000
t Ko 1995-9598 : ’
ELYY { Ending Farcel No:  99-999-22-999-22-Z2-999 93~
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Step 4: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y'
to continue or enter 'N' to go back and enter a new range.

Step 5: Confirm printing
When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.

By Batch Name:

TRQ453 97/04/25 12:54:20 LGDPC Development System FlexGen4 (4.0A) Page: 10
Batch Listing By Batch Name
Batch Name Paid Received Of
TEST-DEL YES G&S AUTO SALE
Receipt No Parcel Number
Total Taxes ACV Amount Disc Amount Pen Amount Amount Due Paid Amount
1995-0004000 01-111- -111- - -016.01- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004001 09-124-E -124-E -A -006.00- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004002 01-090-B -090-B -A -011.00- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004003 05-035- -035- - -065.00- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004004 12-170- -170- - -063.00- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004005 12-170- -170- - -064.00- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004006 06-018- -018- - -020.01- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004007 12-158- -158- - -017.00- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004008 14-119- -119- - -026.00- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004009 06-019- -019- - -026.00- -000
0.00 0.00 0.00 0.00 0.00 0.00
1995-0004010 06-019- -019- - -026.00- -001
0.00 0.00 0.00 0.00 0.00 0.00
Totals ........... 0.00 0.00 0.00 0.00 0.00 0.00
Beginning Batch Name: 0001
Ending Batch Name: 27222222222
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Receipting

Locked Receipt Report
|

Summary

This option allows you to process a listing that shows any receipts that have been locked.

Menus
Reports
Receipting
Locked Receipt Report

Step 1: Select process

Select 'Menus', 'Reports', 'Receipting’, and then 'Locked Receipt Report'.

Step 2: Confirm processing

You will be prompted by "Locked Receipt Report: Continue Exit". Select 'Continue' to continue or
select 'Exit' to exit the back to the Reports menu.

Step 3: Confirm printing
You will be prompted for what to do with the information. Select 'Display' to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this one),
or 'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to the Reports menu.

TRQ490 1999/08/01 08:10:01 LGDPC Development System FlexGen4 (5.3U) Page: 1

Locked Receipt Report

Rct Tax Rct No Program Name Program Desc User Term Time Date
Type Year No
02 1998 0000129  TRF400A Property Tax Re-Receipting KEITH 6L 08:51:27 08/06/1999
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B Reports - Receipting

Partial Payment Listings
|

Summary

This option allows you to process a list of the partial payments by receipt number, name, parcel number, or full parcel.
You will enter a beginning and ending range of information to be processed.

Menus
Reports
Receipting
Partial Payment Listings

Step 1: Select process
Select 'Menus', 'Reports’, 'Receipting’, and then 'Partial Payment Listings'.
Step 2: Select listing type

A menu will be displayed that allows you to select the order in which the information will be
processed.. Enter the appropriate response.

Select Report Order
A. Exit

Step 3: Enter ranges

Depending on the order selected, enter either a range of receipt numbers, names, parcel numbers, or
full parcel numbers. When the information is entered, press the ‘Update’ key.

L

Beginning Beceipt 8.
ng Receipt #: 9999999

Partial Payment List By Name

Beginning Name

Ending Bame: CEEEE
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Step 4: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Step 5: Confirm printing

You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this one),

or 'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to the Reports menu.

By Receipt Number:

TRQ200 97/04/25 12:55:45 LGDPC Development System FlexGen4 (4.03) Page:

Partial Payment List By Rct No

Name Parcel ID/Property Address
Receipt No: 1995-0000071 AARON WARREN D JR 02-070- -070- - -018.00- -000
12345 HWY 64 DENHAM AVENUE
COLUMBIA, TN 38401
Rcpt Date Total Taxes Due - Payment Amount - ACV Amount - Discount Amount + Penalty Amount = Amount Due
04/04/1997 289.18 150.00 0.00 0.00 9.81 148.99

Tax Year: 1995

Beginning Receipt Number: 0000071

Ending Receipt Number: 0000071

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Receipting

Partial Payment Combined
|

Summary

This option allows you to print or display a listing of partially paid receipts. This report will include all receipt
numbers on the receipt file and the receipt history file. Report order selections include receipt number, name, and
parcel.

Menus
Reports
Receipting
Partial Payment Combined
Step 1: Select process
Select 'Menus', 'Reports', 'Receipting’, and then Receipt Listings 'Partial Payment Combined'".

Step 2: Enter report order

A pop-up menu will be displayed and you will select the appropriate report order. To exit the process
and return to the Reports menu, select the 'Exit' option.

Report Order Options

Step 3: Enter selection criteria

Depending on the order selected, enter a beginning and ending range of receipt numbers, parcel
number, or names. The 'Lookup’ option is available.

~
r|'ru5|: 1 M2l Local Lowermaent Data Frocessing Lorporakion Bate: HES11-00
Mled: @380 .65 Conbined Partial Paynent Fath: will

Tax Year g0

Feginning Receipt
Beginning Parcel:
Beqinning Hame

bndang Heceipt
bEnding gl
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Step 4: Confirm selection

When the information has been entered, you will be prompted by "Is This Screen Correct?”. Enter 'Y"
to continue or enter 'N' to go back and enter a new range.

Step 5: Confirm process
If the selection information is correct, the records will be processed. When complete, you will be
prompted by "Combined Partial Payment: Continue Exit". Select 'Continue' to proceed or 'Exit' to
exit the process and return to the Reports menu.

Step 6: Confirm printing
You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this one),

or 'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 5.

TRQ203 2000/02/11 09:04:25 LGDPC Development System FlexGen4 (5.3U) Page: 1

Combined Partial Payment

Receipt No Name / Address Parcel / Property Address
1999-0000002 A & A CONSTRUCTION INC 15-011-G -011-B -C -015.00-P -003
P O BOX 2345 WILSON PIKE CIR 321

SAMPLEVILLE, TN 38123

Rcpt Date Taxes Due (-) Payment Amt (-) ACV Amt (-) Discount Amt (+) Penalty Amt (=) Amt Due
04/13/2000 189.00 189.00 0.00 0.00 0.00 0.00
05/02/2000 189.00 100.00 0.00 0.00 0.00 89.00
Receipt No Name / Address Parcel / Property Address
1999-0000021 A B C PRINTING & SIGNS 09-079-K -079-F -B -015.00-P -005
1212 HOLIDAY CT HOLIDAY CT 1212

SAMPLEVILLE, TN 38123

04/20/2000 74.00 50.00 0.00 0.00 0.00 24.00
04/20/2000 24.00 24.00 0.00 0.00 0.00 0.00
Receipt No Name / Address Parcel / Property Address
1999-0000023 A B S SERVICES 15-035-I -035-I -E -019.00-P -001
1234 PARKER PLACE PARKER PL 1234

SAMPLEVILLE, TN 38123

04/20/2000 133.00 100.00 0.00 0.00 0.00 33.00
04/20/2000 33.00 33.00 0.00 0.00 0.00 0.00
Receipt No Name / Address Parcel / Property Address
1999-0000062 A TOUCH OF RAIN 10-105-D -105-D -B -004.00-P -001
2222 CREEKSIDE LANE CREEKSIDE LN 2222

SAMPLEVILLE, TN 38123

05/04/2000 35.00 15.00 0.00 0.00 0.00 20.00
05/04/2000 20.00 5.00 0.00 0.00 0.00 15.00
05/04/2000 15.00 5.00 0.00 0.00 0.00 10.00
05/04/2000 10.00 5.00 0.00 0.00 0.00 5.00
05/04/2000 5.00 1.00 0.00 0.00 0.00 4.00
05/04/2000 4.00 1.00 0.00 0.00 0.00 3.00
05/04/2000 3.00 1.00 0.00 0.00 0.00 2.00
05/04/2000 2.00 1.00 0.00 0.00 0.00 1.00
05/04/2000 1.00 0.50 0.00 0.00 0.00 0.50
05/04/2000 0.50 0.25 0.00 0.00 0.00 0.25
05/04/2000 0.25 0.10 0.00 0.00 0.00 0.15
05/04/2000 0.15 0.10 0.00 0.00 0.00 0.05
05/04/2000 0.05 0.02 0.00 0.00 0.00 0.03

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Receipting

Unprinted Receipts

Summary

This option allows you to print a list of the unprinted receipts by receipt number, date, drawer number, or user initials.
You will enter a beginning and ending range of information to be processed.

Menus
Reports
Receipting
Unprinted Receipts

Step 1: Select process
Select 'Menus', 'Reports', 'Receipting', and then 'Unprinted Receipts'.
Step 2: Select listing type

A menu will be displayed that allows you to select the order in which the information will be
processed.. Enter the appropriate response.

Step 3: Enter ranges

Depending on the order selected, enter either a range of receipts, dates, drawer numbers, or initials.
When the information is entered, press the 'Update’ key.

Unprinted Receipts Report

Rept Tax Rept
Tupe  Year Ho _ - .
ginning: 69 1995 OG000000 Ending 12,31,199

MMDDCCYY

Beginni

rinted Receipts Report

Ending Drauer:
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Step 4:

Step 5:

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Confirm printing

You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this one),
or 'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to the Reports menu.

By Receipt Number:

TRQ460 97/04/25 13:06:37 LGDPC Development System FlexGen4 (4.03) Page: 1

Unprinted Receipts Report

Tax Rcpt Trans Rcpt Date Total
Year No No Type Name Paid Initials Drawer Amount
2000 0000005 0001 MISCELLANEOUS KAREN BROOKS 05/01/1997 AFB 0001 100.00

Beginning Receipt Type: 00

Beginning Tax Year: 1995

Beginning Receipt Number: 0000000

Ending Receipt Type: 99

Ending Tax Year: 1995

Ending Receipt Number: 9999999

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Master

Master

Summary

The Reports section allows you to print various types of reports. This section contains the printing of master listings.

Menus
Reports
Master
Step 1: Select process
After selecting 'Menus', a pull down menu will appear and you will Select 'Menus'. This will now
take you to the Reports menu where you can select different categories of report information to print.
Select 'Master' reports. A pull down menu will appear and you can choose an individual report.
4 B
uaHs L L] IHMILE
| Heceipting J. Rudit &, Diher
Changes Report
Labels
IR
ol |E'|.'|:---I-..
tribution
st Tas Due
\ J
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B Reports - Master

Address Changes Report

Summary

This option allows you to process a listing that contains receipts that have had an address change. You can select the
tax year and then enter a beginning and ending range of receipt numbers to be processed.

Menus
Reports
Master
Address Changes Report
Step 1: Select process
Select 'Menus', 'Reports’, 'Master', and then 'Address Changes Report'.
Step 2: Enter range
The current tax year will be displayed and you can change it if necessary. Then, enter the beginning
and ending range of receipt numbers to be selected. When the information is entered, press the
'‘Update' key.
Chamge Hddress Bepord
TaW Year: 1985
LYY
Baginning Heoslipt E: HHAHHAN
Ending Recaipt B: HHEHEEH]
Step 3: Confirm
When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.
Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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TRQ020 97/04/25 13:08:12
Tax Record
Year No Name
1996 0000001 SCOTT
1996 0000002 SCOTT
1996 0000003 SCOTT PERTY
1996 0000004 SCOTT
1996 0000005 SCOTT
1996 0000006 SCOTT PERTY
1996 1111111 SCOTT
1996 2222222 SCOTT
Tax Year: 1995
Beginning Receipt #: 0000000
Ending Receipt #: 9999999
* End of Report: LOCAL GOVERNMENT DATA DEMO *

LGDPC Development System

Change Address Report

Address

102 CREEKVIEW DR
102 CREEKVIEW DR
PO BOX 6543

102 CREEKVIEW DR
102 CREEKVIEW DR
102 CREEKVIEW DR
PO BOX 123
CREEKVIEW

FlexGen4 (4.0Aa) Page: 1

City, State

COLUMBIA, TN
COLUMBIA, TN
COLUMBIA, TN
COLUMBIA, TN
COLUMBIA, TN
COLUMBIA, TN
SUMMERTOWN, TN
COLUMBIA, TN

Zip Code

38401 0000
38401 0000
38401-6543
38401 0000
38401 0000
38401 0000
38483-0123
38401 0000

City Property Tax
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B Reports - Master

Address Labels
|

Summary

This option allows you to process address labels. The labels can be selected in name, parcel, or receipt number order.
After selecting the order, you will enter a tax year and a beginning and ending range for the information to be
processed.

Menus
Reports
Master
Address Labels

Step 1: Select process
Select 'Menus', 'Reports', 'Master', and then 'Address Labels'".
Step 2: Select order

A menu will be displayed that allows you to select the order in which the labels will be processed.
Enter the appropriate response. Then, select 'Paid’, 'Unpaid’, or "All' receipts.

Step 3: Enter selection criteria
The tax year will be displayed and you can enter a new year if necessary. Depending on the order

selected, you will then enter either a beginning and ending range of names, parcel numbers, or receipt
numbers to be selected. When the information is entered, press the 'Update’ key.

ﬁddreés habels - Name Order : A ress Labels - Parcel Order

1995
COYY

99-22-999-22-22-999 99-22

Address Labels - Receipt Order

Beginning Recedpt # 00
Ending Beceipt 8
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Step 4:

Step 5:

Step 6:

Select type to process
You will be prompted by "Process? Paid Unpaid All". Select the appropriate type.
Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and enter new criteria.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 3.

City Property Tax
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B Reports - Master

Bankruptcy
I

Summary

This option allows you to process a listing that contains all persons in bankruptcy. You can select the report order
along with the tax year and a beginning and ending range of information to be processed.

Menus
Reports
Master
Bankruptcy

Step 1: Select process

Select 'Menus', 'Reports', ‘Master', and then 'Bankruptcy'.
Step 2: Select report order

A menu will be displayed and you will select to have the report in receipt, parcel, or name order. To

exit the process and return to the Reports menu, select the 'EXit' option.

|||l||||—l_ Order I'_||I 100%
I'.I.
. NMeceipt
C. Parcel
. Hamp

Step 3: Enter selection criteria

Enter the tax year to be processed. Then, depending on the order selected, you will then be prompted

to enter a beginning and ending range of receipt numbers, parcels, or names.

Ending Parcel
Ending Hane:

Step 4: Confirm selection

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and enter a new range.
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Step 5: Confirm process

As the information is being processed, the receipt numbers will be displayed. When the processing
has completed, you will be prompted by "Bankruptcy Listing: Continue Exit". Select 'Continue’ to
proceed with the reporting or 'Exit' to exit the process and return to the Reports menu.

Step 6: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 5.

TRQ320 2000/02/11 10:04:11 LGDPC Development System FlexGen4 (5.3U) Page: 1
Bankruptcy Listing

Tax Receipt Di Map Ctl-Mp Gp Parcel SI

Year Number 1 2 1 2 No ID Name Property Address Amount Owed
1999-0000003 04-120- -120- - -022.02- -000 A & B FARMS BOVINE RD 3456 0.00
Total: 0.00

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Master

Delinquent Tax Notices
|

Summary

This option allows you to process the delinquent tax notices. The notices can be selected in receipt, parcel, or name
order. After selecting the order, you will enter a various selection criteria for the information to be processed.

Menus
Reports
Master
Delinquent Tax Notices

Step 1: Select process
Select 'Menus', 'Reports’, 'Master', and then 'Delinquent Tax Notices'.
Step 2: Select order

A menu will be displayed that allows you to select the order in which the notices will be processed.
Enter the appropriate response.

Step 3: Enter selection criteria

The tax year will be displayed and you can enter a new year if necessary. Depending on the order
selected, you will then enter either a beginning and ending range of names, parcel numbers, or receipt
numbers to be selected. When the information is entered, press the '‘Update’ key.

(I‘rn-g! 1HE ThE Local linwsrnamand Bats Processing Lorporation Hadnt HII.'HI..'!I!\
Ral: @1.8R.35 Peinl Deliaguenl Tasx Dy Rel Ha Palh: Hill

Aegimnimg Enceipl Hembar! - 12}
Emidimg BEeceipl Homber: 1935-@HE I HE@

By Receipt Dale Ramge Through Hhich Taxes Bre Pagable
Hithaut Pemal iy
3 AlSALS

125314

Fenaitins Theo: 12515985

HHACCTY

Bart Hy Zip Cede™! @1 ¥EB
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=
ri"rng: TR TSEE Local linwsrmsment Bats Processing Corporation Hafm: HEFALSOG
Eel: @1.8R.35 Prinl Delimguenl Tax Dy Parcel Falh: Hill

Beginning Receipl Fear:
Enmding Enceipl ¥ear!

Esgimning Parcel He:

By Parcel Ending Farcel Ha:

Bate Range Throwgh Hhich Taxzes Are Peyabls
Hi theoul Penally

Esginning Dafe! 158151985

Ending Dale: 1253151885

Fenal lies Thru! 1251855
HHSLETY

Sorl Dg Zip Code¥: Bl YEE

~
rﬁrng! 1HE Th#H Local linearmsmeni Bats Frocessing Lorpocation lafin! HHESHLMHYE
Eel: @1.8R_38 Fiiml Del ingeenl Tad By Hane Falh: Hill

Begimnimg Tan Yewri
Emd i Tas Yesr:

Dy | i | g Mane:
Eretd | gy Mane
By Name
Uats Kamgs Theough Hhich lases Mre Pagabls
Hilhasul Femally.

Enginning Dafm! A1S0151885
Ending Dala: 1253151885

Fenal lies Thrui 1251895
HHS LYY

Sert By Zip Cede¥: B1 YES

The 'Penalties Thru' calculate and print on the notice the amount of accrued penalty thru this date.

Step 4: Select property type
You will be prompted by "Property? Both Personal Real". Make the appropriate selection of the
type of property to process.

Step 5: Confirm
When the information has been entered, you will be prompted by "Continue?". Select "Yes' to
continue or 'No' to go back and enter new criteria.

Step 6: Confirm process
When the information has been entered, you will be prompted by "Print Delinquent Tax Notices:
Continue Exit". Select 'Continue' to continue or 'Exit' to exit to Step 3.

Step 7: Select process
When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.
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Step 8:

Use Alignment Routine?

You will be prompted as to if you want to use the alignment routine to align the forms. Select "Yes' to
use the routine or 'No' to print the information directly. It is recommended that you select "Y" and
align your forms before continuing with the print routine.

When the process has completed, you will be returned to Step 6.

By Receipt:
10 180 180 005.09 000 000 024 FIRST CLASS MAIL
U.S. POSTAGE
SAMPLE COUNTY TENNESSEE PAID
714 ARMSTRONG LANE 1995 COLUMBIA, TN
PERMIT NO.
COLUMBIA, TN
38401 0000052
HWY 57 RECORDS INDICATE
BACK TAXES ARE
00000 OWED ON THIS PROPERTY.
PLEASE CONTACT THIS
1.16 OFFICE IMMEDIATELY AS
0.0 00 YOUR PROPERTY MAY BE
SUBJECT TO A TAX SALE
BY THE COURTS.
2.6900
01/01/1995
6400
5370001/01/1995
0 AARON JAMES
6010001/31/1995
25 15025 1234 HWY 57
404.17 COLUMBIA, TN 38401-
0.00 00
0.00
404.17 00
PENALTY $ 0.00 THRU 12-1995
TOTAL $ 404.17
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B Reports - Master

Master Listings
||

Summary

This option allows you to process various detailed or summarized listings containing master information. You will
select the order and enter a beginning and ending range for the information to be processed.

Menus
Reports
Master
Master Listings

Step 1: Select process
Select 'Menus', 'Reports', ‘Master', and then 'Master Listings'.

Step 2: Select listing type
A menu will be displayed and you will either select to have detailed or summarized information.
Make the appropriate selection. Summary Master listing provides a one page/screen report

containing totals. Note, if you collect partial payments, the paid and unpaid fields will both contain
data regardless of the option (paid/unpaid/all) you selected.

Select
A. Exit

Step 3: Select order

A menu will be displayed and you will select the order in which the master information will be
processed. Make the appropriate selection.

. Froperty Bddress
. Parcel

. Full Parcal

. Bigiriel

. Hortgage Code

. Eeceipt Date

. Eeceipt Date Dy Tam Year

Step 4: Enter selection criteria

The tax year will be displayed and you can enter a new tax year if necessary. Depending on the order
selected, you will then be prompted to enter various types of selection criteria. Enter the appropriate
selections.

City Property Tax page 6-31



Report Order - Receipt Report Order - Name

ter Listing By Name
1995

By Prop Adr Det Master Listing |

Tax Year: 1995
COYY

Beginning Parcel B =
Ending Parcel #: 9992227

Report Order - Full Parcel

g By Full Parcel

Tax Year:

Beginning
Ending Pa

Select Report Order
A. Exit

B. Name

€. Parcel

D. Property Address

Note: This sub menu will not be
displayed for a summarized report.

Report Order - Receipt Date Report Order - Receipt Date By Tax Year

wiien Makter Liating Hyg Rel Dabae G Hapter Liating Ay Tax

Hegimning Eeceipl Rate:  HISHDSLTHT Tauw Year: 1336

Emdimg Eoeeipt Date: B3/ 3041907

EH“iunin” Hnruipl Bate:
Eudluq Receipl Bale:
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Step 5:

Step 6:

Step 7:

Step 8:

Select receipt type
You will be prompted by "Process? Paid Unpaid All". Make the appropriate selection.
Select property type

You will be prompted by "Property? Both Personal Real”. Make the appropriate selection of the
type of property to process.

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and enter a new range.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 4.

Detail by Receipt:

TRQ301 97/04/25 13:18:35 LGDPC Development System FlexGen4 (4.0A) Page: 1

Det Master Listing By Receipt

Receipt Number:

Parcel: 10-180-

1995-0000001 A + A CONSTRUCTION COMPANY Land Value: 0 Rate: 2.6900
2845 HWY 57 Improvement Value: 0 City: 000
-180- - -005.08-P -000 ROSSVILLE, TN 38066 Personal Property: 7,548 County: 024

Property Address: HWY 57 8245 Total Property: 7,548
Assessed Value: 2,264
Code Description Rate Amount Paid Unpaid SSD (ode Fire Code
01 NET PROPERTY TAX 2.6900 60.90 60.90 0.00
Date Paid: 12/18/1996 Full 60.90 60.90 0.00
Receipt Number: 1995-0000002 A ALPHA BAIL BOND AGENCY Land Value: 0 Rate: 2.6900
105 KAY DR Improvement Value: 0 City: 680
Parcel: 01-090-B -090-B -B -015.03-P -000 SOMERVILLE, TN 38068 Personal Property: 9,375 County: 024
Property Address: KAY DR 105 Total Property: 9,375
Assessed Value: 2,813
Code Description Rate Amount Paid Unpaid SSD (ode Fire Code
01 NET PROPERTY TAX 2.6900 75.67 75.67 0.00

Date Paid: 12/18/1996 Full 75.67 75.67 0.00

Summary by Receipt:

TRQ300 97/04/25 LGDPC Development System FlexGen 4(C) Page: 1
Summary Master Listing In Receipt Number Order
All Receipts

Land Value: 35,300
Improvement: 0
Personal Property: 23,051
Total Property: 58,351
Assessed: 15,741
Total Taxes: 423.43
Total Paid: 423.43
Total Unpaid: 0.00

Tax Year: 1995

Beginning Receipt Number: 0000000

Ending Receipt Number: 0000005

* End of Report: LOCAL GOVERNMENT DATA DEMO *

City Property Tax
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B Reports - Master

Property Tax List By Parcel ID

Summary

This option allows you to process a property tax listing in parcel ID order. You will enter a beginning and ending
range of receipts to be processed for a particular parcel ID.

Menus
Reports
Master

Property Tax List By Parcel ID

Step 1: Select process
Select '‘Menus', 'Reports’, ‘Master', and then 'Property Tax List By Parcel ID'.

Step 2: Enter range
The tax year will be displayed and you can enter a new tax year if necessary. Then, enter the parcel
ID and the beginning and ending range of receipt numbers selected. When the information is
entered, press the 'Update’ key. Then, select either 'Paid’, 'Unpaid’, or 'All" receipts.

Step 3: Confirm
When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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TRQ170 97/04/25 LGDPC Development System 01.00.00 Page: 1
Property Tax List By Parcel ID

Rcpt No: 1995-0001842 Di Map Ctl-Mp Gp Parcel SI

Name : KAREN BREENS 15-112- -112- - -030.07-T -001

Address: 7330 DENHAM AVE Date Paid:

City/St: COLUMBIA, TN 38401 Mort Code:

Prp Adr: DENHAM AVE Int Code: 00000

County: MAURY Delinquent:

City: Bankruptcy: NO

Subdiv: Clerk/Master:

Dimens: State Appeal: NO

Deed Bk: Pg: Date: ACV Applied: NO 0.00

Plat Bk: Pg Blk Lot ACV Reconciled Date:

Land Value: 0 Imprvment Value: 49,600

Total Value: 49,600 Pers Prop Value: 0

Deeded Acres: 0.00 Assessed @ 25%: 12,400

Calc Acres: 0.0 Tax Rate: 2.6900
Tax Type Total Taxes Paid Amount Taxes Due

NET PROPERTY TAX 333.56 - 0.00 = 333.56

333.56 0.00 333.56

City Property Tax
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B Reports - Master

Property Tax Listing

Summary

This option allows you to process various property tax listings which are either in standard or state format. You will

select the order and enter a beginning and ending range for the information to be processed.

Menus
Reports
Master
Property Tax Listing
Step 1: Select process
Select 'Menus', 'Reports’, 'Master’, and then 'Property Tax Listing'.
Step 2: Select listing type
A menu will be displayed and you will either select to have a standard or state format. Make the
appropriate selection.
Select Order
f. Exit
B. Standard
€. State
Step 3: Select order
A menu will be displayed and you will select the order in which the property information will be
processed. Make the appropriate selection.
Select Order
A. Exit
B. Rec
C. Nam
D. Par
Step 4: Enter selection criteria

The tax year will be displayed and you can enter a new tax year if necessary. Depending on the order
selected, you will then be prompted to enter various types of selection criteria. Enter the appropriate

selections.
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Order - Receipt

Property Tax Listing By Rcpt

Tax Year: 1995
CCYY

fumber: 0000600

Beginning Beceipt

Ending Receipt Number:

9999994 |

Order - Name
Property Tax Listing By Name

Tax Year: 1995
CCYY

Beginning Name:
Ending Name:

L2IZTIITITITIITITITIITE

Order - Parcel

Prupgf? Tax Listing By |

Tax Year:

Heginning Pa
Ending Parcel

You will be prompted by "Parcel ID: Yes No". To select the information by parcel ID, select "Yes'. If
you select "Yes', you will be prompted to enter the parcel ID to select and then confirm the selection.

You will be prompted by "Process? Paid Unpaid All". Make the appropriate selection of the type of

When the information has been entered, you will be prompted by "Is This Screen Correct?”. Enter "Y'

Step 5: Select parcel

If you select 'No', you will continue to the next step.
Step 6: Select receipt type

receipt to process.
Step 7: Confirm

to continue or enter 'N' to go back and enter a new range.
Step 8: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 4.

City Property Tax
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Standard by Receipt:

TRQ310 97/04/25 13:31:05 LGDPC Development System FlexGen4 (4.0R) Page: 1

Property Tax Listing In Receipt Number Order
All Receipts

97/04/25 13:31:05 FlexGen4 (4.0R)

TRQ310 LGDPC Development System

Property Tax Listing In Receipt Number Order
All Receipts

Totals By Parcel ID

Parcel ID Total Count Total Amount
00001 237.39

P 00004 186.04
Final Totals 00005 423.43

Tax Year: 1995

Parcel ID:
Beginning Receipt Number: 0000000
Ending Receipt Number: 0000005

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Master

Reassessment Grace Period
||

Summary

This option allows you to process a listing that contains all persons in the reassessment grace period for the date range
entered. You can select the report order along with the tax year and a beginning and ending range of dates to be
processed.

Menus
Reports
Master
Reassessment Grace Period
Step 1: Select process
Select 'Menus', 'Reports', 'Master', and then 'Reassessment Grace Period'.
Step 2: Select report order
A menu will be displayed and you will select to have the report in receipt, name, parcel, property
address, or expiration date order. To exit the process and return to the Reports menu, select the 'Exit’
option.
=..-|||||-' Order 'Il'l 1ons
E=il
Beceipt Humber
Hane
Parcel Bunher
Property Ad
Expiration
Step 3: Enter selection criteria
Enter the tax year to be processed and a beginning and ending range of expiration dates.
1500
g i nim g =:|_|| ration Nage
) ) RADDE
Ending Expiration Date B3+31.-1%94
RADDCCYY
Step 4: Confirm selection

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.
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Step 5: Confirm process

As the information is being processed, the receipt numbers will be displayed. When the processing
has completed, you will be prompted by "Reassessment Grace Period Listing: Continue Exit". Select
'Continue’ to proceed with the reporting or 'EXit' to exit the process and return to the Reports menu.

Step 6: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 5.

TRQ371 2000/05/01 06:59:51 LGDPC Development System FlexGen4 (5.3U) Page: 1
Reassessment Grace Period

Di Map Ctl-Mp Gp Parcel SI
Year Receipt  Name Property Address 1 2 1 2 No D St Apl Exp Date

1999-0000002 A & A CONSTRUCTION INC WILSON PIKE CIR 230 15-011-G -011-B -C -015.00-P -003 02 NO 04/15/1999
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Master

Tax Year Scroll Reports

Summary

This option allows you to process various property tax year listings by either receipt number, parcel ID, name, or
property address. You will select the order and enter a beginning and ending range for the information to be processed.
Information contained here is in regard to a single parcel of property including all years on your computer system.

Menus
Reports
Master
Tax Year Scroll Reports

Step 1: Select process
Select 'Menus', 'Reports’, 'Master’, and then "Tax Year Scroll Reports'.

Step 2: Select order

A menu will be displayed and you will select the order in which the information will be processed.
Make the appropriate selection.

Step 3: Select beginning range

The tax year will be displayed but you can enter a new tax year if necessary. Depending on the order
selected, you will either select a beginning receipt number, parcel number, name, or property address.
'‘Lookup' is available.

Order - Receipt Order - Parcel

Tax Year Scroll Report

Tax Year Sc

Tax Year! 1935
CEYY

Beceipt Number: 00B0001 |
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Order - Name Order - Property Address

Tax Year Scrullbﬂeport

1y Address: 714 ARNSTRONG

Step 4: Select receipt type

You will be prompted by "Process? Paid Unpaid All". Make the appropriate selection of the type of
receipt to process.

Step 5: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and enter a new beginning range.

Step 6: Select process

Note: The option for 'Name' order does not have this option. The information will only be displayed
on the terminal screen.

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 3.

Receipt Order:

TRQ030 97/04/25 LGDPC Development System FlexGen 4(C) Page: 1

Tax Year Scroll Report

Di Map Ctl Gp Parcel SI — Name & Address —
1 2 1 2 No D A + B CONSTRUCTION COMPANY

10-180- -180- - -005.08-P -000 1234 HWY 100

Deed Bk: Pg: Date: COLUMBIA, TN 38401

Plat Bk: Pg: Blk: Lot: Assessed Value: 2,264
Property Adr: HWY 57 8245 City Number: 000
Year Receipt Taxes - Amount Paid x Pen % + Pen/Int = BAmount Due
1995-0000001 60.90 60.90 7.0000 0.00 0.00

Date Paid: 12/18/1996

Tax Year: 1995
Receipt Number: 0000001
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Master

Unpaid Distribution

Summary

This option allows you to process a listing that contains all unpaid property taxes. You can select the report order along
with the tax year and a beginning and ending range of information to be processed.

Menus
Reports
Master
Unpaid Distribution
Step 1: Select process
Select 'Menus', 'Reports’, '‘Master', and then ‘Unpaid Distribution'.
Step 2: Select report order
A menu will be displayed and you will select to have the report in receipt, parcel, or name order. To
exit the process and return to the Reports menu, select the 'EXit' option.
Feport Order Oprions
. Exit
0. Beceipt
L. Farcel
0. Hanme
Step 3: Enter selection criteria

Enter the tax year to be processed. Then, depending on the order selected, you will then be prompted
to enter a beginning and ending range of receipt numbers, parcels, or names.

|||:'_|i||'.i||:_| rlg-||:i|_'l_.
leginming Parcel
leginming Hane:

Ending Receipt
Ending Farcel
Ending Hang:

Step 4. Select report type

You will be prompted by "Report? Summary Detail". Select either a summarized report or one that is
detailed.
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Step 5: Confirm selection

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Step 6: Confirm process

As the information is being processed, the receipt numbers will be displayed. When the processing
has completed, you will be prompted by either "Unpaid Distribution Detail: Continue Exit" or
"Unpaid Distribution Summary: Continue Exit'. Select 'Continue' to proceed with the reporting or
'Exit' to exit the process and return to the Reports menu.

Step 7: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 6.

TRQ303 2000/05/01 11:11:14 LGDPC Development System FlexGen4 (5.3U) Page: 9

Unpaid Distribution Detail

Tax Receipt Di Map Ctl-Mp Gp Parcel SI

Year Number 1 2 1 2 No ID Name Property Address
1999-0000093 09-062-I -062-I -E -071.00- -000 ABBA DABA DO CHESTNUT LN 224
Tax Type Taxes Due (=) Taxes Paid (=) Taxes Owed
01 NET PROPERTY TAX 757.00 757.00
02 SSD TAX 282.00 282.00
1,039.00 1,039.00

Tax Receipt Di Map Ctl-Mp Gp Parcel SI
Year Number 1 2 1 2 No 1D Name Property Address
1999-0000100 21-142- -142- - -009.01- -000 ABEL RD 6623

TRQ303 2000/05/01 11:11:14 LGDPC Development System FlexGen4 (5.30) Page: 10

Unpaid Distribution Detail

Grand Totals

01 NET PROPERTY TAX 55,684.00
02 SSD TAX 665.49

04 MISCELLANEOUS FEE 23.54

56,373.03
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B Reports - Master

Unpaid Taxes Report
|

Summary

This option allows you to process a listing of all unpaid taxes. You will select a tax year and the type of property to be
processed.

Menus
Reports
Master
Unpaid Taxes Report

Step 1: Select process
Select 'Menus', 'Reports’, 'Master', and then 'Unpaid Taxes Report'.
Step 2: Enter tax year

The current tax year will be displayed and you can enter a new tax year if necessary. When the
information is entered, press the 'Update’ key.

Unpaid Taxes Reporil

Tax Yaoar 1885
CLYY

Deginaing Parcel B - - = = = om -
Eredd |y Paroe| B

Step 3: Select property type

You will be prompted by "Property? Both Personal Real”. Make the appropriate selection of the
type of property to process.

Step 4: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Step 5: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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TRQ302 97/04/25 13:34:51

Parcel ID/Property Address

01-067- -067- - -004.00-

LEACH DR

Receipt Number: 1995-0003845
— No Payment —

01-067- -067- - -004.01-

LEACH DR

Receipt Number: 1995-0013279
— No Payment —

01-067- -067- - -004.02-

LEACH DR

Receipt Number: 1995-0010529
— No Payment —

01-068- -068- - -011.00-

CATRON RD

Receipt Number: 1995-0008590
— No Payment —

01-068- -068- - -012.00-

HWY 76

Receipt Number: 1995-0002252
— No Payment —

LGDPC Development System

Unpaid Taxes Report

Name

-000 FOSTER MARTHA J ETAL
$THOMAS H FOSTER
123 OLD FIFTY-FIVE HWY
SAMPLEVILLE, TN 38401

-000 BEACH WILLIAM
1350 BEACH DR
SAMPLEVILLE, TN 38401

-000 BEACH BARDLEY
1400 BEACH DR
SAMPLEVILLE, TN 38401

-000 MILLER MARY MARTIN
408 EAST ST
SAMPLEVILLE, TN 38401

-000 BREENS CHARLES RAY
ETUX KAREN
806 S MAYFIELD
SAMPLEVILLE, TN 38401

FlexGen4 (4.0Aa)

Page: 1

Land/Imprv Per Prop/Total Prop Assessed/Total Owed

53,900

5,000
73,500

5,000
46,300

216,700
13,300

87,500

53,900

78,500

51,300

230,000

87,500

13,475
362.48

19,625
527.91

12,825
344.99

57,500
1,546.75

21,875
588.44
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B Reports - Master

Penalty/Interest Tax Due

Summary

This option allows you to process a listing that contains the penalty amount, interest amount, and total due amount
based on percentages entered for a specified tax year.

Menus

Reports
Master

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Penalty/Interest Tax Due

Select process

Select 'Menus', 'Reports’, 'Master', and then 'Penalty/Interest Tax Due'.

Enter tax year and percentages

Enter the tax year to be selected along with the penalty and interest percentage. When the

information is entered, press the ‘Update’ key. To exit the process and return to the Reports menu,
press the 'Exit' option key.

Pamaliy! 5. BARE

Inlarest: 2. BHEE

Confirm selection

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Confirm process

You will be prompted by "Penalty/Interest Tax Due: Continue Exit". Select 'Continue' to proceed or
'Exit' to exit the process and return to Step 2.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 4.

City Property Tax
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TRQ340 1999/08/01 11:25:38 LGDPC Development System FlexGen4 (5.30U) Page: 5

Penalty, Interest, and Taxes Due for Tax Year: 1995

Penalty: 5.0000% Interest: 2.0000%
Di Map Ctl Gp Parcel SI

Name 1 2 1 2 No IDp Rct # Tax Amount Penalty Amt Interest Amt Total Due
WILDWOOD WINTER TENNIS INC 08-009-M -007-M -A -005.00-P -004 0042074 274.33 13.72 5.49 293.54
WILLIAMS JOHN 18-066- -056- - -063.02- -000 0042279 169.00 8.45 3.38 180.83
WILLIAMS THOMAS ETUX 18-066- -056- - -124.00- -000 0042355 282.23 14.11 5.64 301.98
WILLIAMSON WILLIE 21-168-F -158-F -B -006.00-T -001 0042454 40.56 2.03 0.81 43.40
WILLIAMSON HEATING & AIR 08-068-I -078-I -E -004.00-P -001 0042460 210.75 10.54 4.22 225.51
WORTHINGTON CHILD CARE 15-091-H -071-A -B -005.00- -000 0043101 169.00 8.45 3.38 180.83
ROBERTS, MARY A 02-080- =-070- - -016.00- -000 0043920 152.75 7.64 3.06 163.45
WHITT, BEA ETUX BERTHA 05-163- -153- - -008.02- -000 0043941 45.59 2.28 0.91 48.78
BURLINGTON CARPETS CARRIER 00-000- -000- - -000.00- -000 0044022 3,382.58 169.13 67.65 3,619.36
Y & Z WRECKER SERVICE 00-000- =-000- - -000.00- -000 0044054 489.00 24.45 9.78 523.23
KINGS TRANSPORTATION, INC 00-000- -000- - =-000.00- -000 0044069 3,423.00 171.15 68.46 3,662.61
SOUTHERN CARRIAGE COMPANY 00-000- =-000- - -000.00- -000 0044073 760.56 38.03 15.21 813.80
Totals for Tax Year: 1995 Number of Parcels: 00000231 46,674.89 2,333.81 933.51 49,942.21

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Master

Special Message

Summary

This option allows you to process a listing that contains all persons with special messages attached. You can select the
report order along with the tax year and a beginning and ending range of information to be processed.

Menus
Reports
Master
Special Message
Step 1: Select process

Select '‘Menus', 'Reports’, 'Master’, and then 'Special Message'.
Step 2: Select report order

A menu will be displayed and you will select to have the report in receipt, parcel, or name order. To
exit the process and return to the Reports menu, select the 'Exit' option.

Feport Order Options

n
B

Step 3: Enter selection criteria

Enter the tax year to be processed and a beginning and ending range of either receipts, parcels, or
names. The 'Lookup' option is available.

Ending Receipt:
Endling Farcel
Endling Wane:

Step 4: Confirm selection

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y"
to continue or enter 'N' to go back and enter a new range.
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Step 5: Confirm process

As the information is being processed, the receipt numbers will be displayed. When the processing
has completed, you will be prompted by "Special Message Listing: Continue Exit". Select 'Continue
to proceed with the reporting or 'EXit' to exit the process and return to the Reports menu.

Step 6: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 5.

TRQ330 2000/05/01 11:30:06 LGDPC Development System FlexGen4 (5.3U) Page: 1

Special Message Listing

Tax Receipt Di Map Ctl-Mp Gp Parcel SI

Year Number 1 21 2 No D Name
Special Message: 03 BANKRUPT Rct Msg: BANKRUPT Msg: 1999 BANKRUPTCY
1999-0000002 15-011-G -011-B -C -015.00-P -003 A & A CONSTRUCTION INC
Special Message: 04 APPEAL PENDING Rct Msg: APPEAL PENDING Msg: APPEAL PENDING
1999-0000005 09-078-F -078-F -F -033.00- -000 A & B INVESTMENTS

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Master

State Appeal
]

Summary

This option allows you to process a listing that contains all persons in state appeal. You can select the report order
along with the tax year and a beginning and ending range of information to be processed.

Menus
Reports
Master
State Appeal

Step 1: Select process
Select 'Menus', 'Reports’, 'Master', and then 'State Appeal'.
Step 2: Select report order

A menu will be displayed and you will select to have the report in receipt, parcel, or name order. To
exit the process and return to the Reports menu, select the 'Exit' option.

Step 3: Enter selection criteria

Enter the tax year to be processed and a beginning and ending range of either receipts, parcels, or
names. The 'Lookup' option is available.

End Hecei pi
End i Parcel:
Ending Hame:

Step 4: Confirm selection

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y'
to continue or enter 'N' to go back and enter a new range.
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Step 5: Confirm process

As the information is being processed, the receipt numbers will be displayed. When the processing
has completed, you will be prompted by "State Appeal Listing: Continue Exit". Select 'Continue' to
proceed with the reporting or 'Exit' to exit the process and return to the Reports menu.

Step 6: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 5.

TRQ370 2000/05/01 11:32:55 LGDPC Development System FlexGen4 (5. 3U) Page: 1
State Appeal Listing

Tax Receipt Di Map Ctl-Mp Gp Parcel SI

Year Number 1 2 1 2 No D Name Property Address Amount Owed
1999-0000003 04-120- -120- - -022.02- -000 A & B FARMS PICKENS RD 3773 0.00
Total: 0.00

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Master

Tax Roll Reports
||

Summary

This option allows you to process a listing of tax rolls. You will have the choice to select by receipt number, name, or
full partial order and to have a detailed or summarized report.

Menus
Reports
Master
Tax Roll Reports
Step 1: Select process

Select 'Menus', 'Reports’, 'Master’, and then "Tax Roll Reports'.
Step 2: Select order

A menu will be displayed and you will select the order in which the property information will be
processed. Make the appropriate selection.

Exif
. Receipl Dedes

. Hana lrdar
Full Paresl Order

Step 3: Enter selection criteria

The tax year will be displayed and you can enter a new tax year if necessary. Depending on the order
selected, you will then be prompted to enter various types of selection criteria. Enter the appropriate
selections. To exit and return to Step 2, press the 'Exit' option key.

Order - Receipt Order - Name

Tax Roll Epf - Eecelpl @rder Taz Rell Eeporl = Hane Brder

Taw Year: Tax Wmar!

EBeglinning Recelipt B: Beginning Mane:
Ending Receipl ¥ R R R Emd img Mares

Order - Full Parcel

Tar Eoll Repori Parcal Order

Tax Fmar! 1950
CC¥Y

Oegimning Farcel &

Ermd img Farcal &1 08=H08=2F=0i0=22=F2=8H09. §3=22
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Step 4: Select receipt type

You will be prompted by "Process? Paid Unpaid All". Make the appropriate selection of the type of
receipt to process.

Step 5: Select report type
You will be prompted by "Report? Detailed Summary”. Make the appropriate selection of the type
of report.
Step 6: Confirm
When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y"
to continue or enter 'N' to go back and enter a new range.
Step 7: Select process
When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.
When the process has completed, you will be returned to Step 3.
TRQ351 1999/08/01 11:48:30 LGDPC Development System FlexGen4 (5.30) Page: 15
Detailed Tax Roll Report for 1995
Namel: ABERNATHY JAMES D ETUX Di Map Gp Ctl Parcel Si Land Value: 22,500 Taxes Due: 190.13 Date Paid
Name2: ERIN C 01-023- - -023- -072.00- -000 Bldg Value: 0 SSD Taxes: 0.00 10/16/1995
Subd: MELTON PROP Deed Bk: 137 Pg: 463 Pers Prop: 0
Prop: OLD HARDING RD Deeded Acres: 4.50 Total Value: 22,500 Total Due: 190.13 Comments
Receipt: 0000099 Calculated Acres: 0.0 Assess: 25% 5,625 Paid Amt: 190.13 Full
Bl: Lt: Bl: Lt: Class: RESIDENTIAL Tax Rate: 3.3800 SKP
City: 000 Mort: Int: 00000 SSD Rate: 2.8100 Balance: 0.00
Namel: ABERNATHY JOANIE L ATTY Di Map Gp Ctl Parcel Si Land Value: 0 Taxes Due: 69.86 Date Paid
Name2: 09-078-C -G -078-C -007.00-P -009 Bldg Value: 0 SSD Taxes: 28.84 06/07/1996
Subd: Deed Bk: Pg: Pers Prop: 8,288
Prop: 4TH AVE S 136 Deeded Acres: 0.00 Total Value: 8,288 Total Due: 98.70 Comments
Receipt: 0000100 Calculated Acres: 0.0 Assess: 30% 2,486 Paid Amt: 98.70 Full
Bl: Lt: Bl: Lt: Class: COMMERCIAL Tax Rate: 2.8100 SKP
City: 263 Mort: Int: 00000 SSD Rate: 3.2600 Balance: 0.00
TRQ351 1999/08/01 11:48:30 LGDPC Development System FlexGen4 (5.3U) Page: 16
Detailed Tax Roll Report for 1995
Report Totals: Land Value: 1,334,300
Building Value: 2,875,300
Personal Property Value: 3,687,536
Total Value: 7,897,136
Assessed Value: 2,128,449
Taxes Due: 67,729.62
SSD Taxes: 6,751.61
Total Taxes Due: 74,481.23
Paid Amount: 74,400.11
Balance: 81.12
Beginning Receipt Number: 0000001
Ending Receipt Number: 0000100

page 6-54

LGDPC



B Reports - Audit

Audit

Summary

The Reports section allows you to print various types of reports. This section contains the printing of Audit listings.

Menus
Reports
Audit

Step 1: Select process
After selecting 'Menus', a pull down menu will appear and you will select 'Reports’. This will now

take you to the Reports menu where you can select different categories of report information to print.
Select 'Audit' reports. A pull down menu will appear and you can choose an individual report.

( N\
an/80/16 TRMS11

I .Recuiplin 2. Masler 3. Radit t.00her

B. Budit Reperls
B. Tax Aggregate Report
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B Reports - Audit

Audit Reports

Summary

This option allows you to process various audit listings by the type of change that was made to the information. You
will select the order and enter a beginning and ending range for the information to be processed.

Menus

Reports

Step 1:

Step 2:

Step 3:

Step 4:

Audit

Audit Reports

Select process
Select '‘Menus', 'Reports’, 'Audit’, and then 'Audit Reports'.
Select change type

A menu will be displayed and you will select the type of change that was made to the information.
Make the appropriate selection.

. Name & Address
. Parcel

. Property Values
. fAcreage, ACU, Etc
. Distribution

Select order

A menu will be displayed and you will select the order in which the property information will be
processed. Make the appropriate selection.

Lzid
. Barlificale

. Epoeipi

. Champge Dain
. Chamge Reason

Enter selection criteria

Depending on the order selected, you will then be prompted to enter either a range of certification
numbers, receipt numbers, or receipt dates. Enter the appropriate selections.
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Order - Certificate

Harme & Bdd Aud Rpl By Cerl

Tax Frar! (BT
CCYY
Heglmnimg Ceriifiocsl |lon Mosber: 1

Emndimg Carlifical ion Busnber: 1.1}

Order - Change Date

Mare & HAdd Aud Ept By Chy Dale

Tark Foar: 1855
CEwY
Begimning Chamge Daflei B1SA171855

Emdimg Chamge Dain!

Step 5: Select audit type

Order - Receipt

Mane & Add Aud Epl D Recaipl

Tax Year 1885
CLYY

Baginming Reoeipt Humber:
Ending Recaipt Humhar! - HE R HE]

Order - Change Reason

Harmme & Bdd Aud Rpi By Chy Code
Taz Yaar

Hieginming Lhangs Code: #H1

Ending Lhange Code: a2

You will be prompted by "Audit Type: Add Delete Change All". Make the appropriate selection of

the type of audit process.

Step 6: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?".

to continue or enter 'N' to go back and enter a new range.

Step 7: Select process

Enter 'Y'

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make

the appropriate selection.

When the process has completed, you will be returned to Step 4.

City Property Tax
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Distribution

Change

Receipt Order

TRQ640A

Tax
Year Receipt

1995-0000018
Tax Code:

1995-0000018
Tax Code:

1995-0000018
Tax Code:

1995-0000018
Tax Code:

1995-0000018
Tax Code:

1995-0000018
Tax Code:

1995-0000018
Tax Code:

1995-0000018
Tax Code:

1995-0000018
Tax Code:

1995-0000018
Tax Code:

Tax Year:

Cert
Number

09340983 03
01 Tax Rate:

09340983 04
01 Tax Rate:

09340983 04
02 Tax Rate:

09340983 04
03 Tax Rate:

09340983 04
05 Tax Rate:

09340983 04
07 Tax Rate:

09340983 04
04 Tax Rate:

09340983 04
02 Tax Rate:

0450980349 03
01 Tax Rate:

0450980349 03
02 Tax Rate:

1995
Beginning Receipt Number:
Ending Receipt Number:

97/04/25 14:14:18

File

Audit Type Seq
BEFORE CHANGE 0001
2.6900 SSD Code:

AFTER CHANGE 0001
2.6900 SSD Code:

AFTER CHANGE 0002
1.0000 sSSD Code:

AFTER CHANGE 0003
1.0000 sSSD Code:

AFTER CHANGE 0004
1.0000 sSSD Code:

AFTER CHANGE 0005
1.0000 SSD Code:

AFTER CHANGE 0006
1.0000 SSD Code:

AFTER CHANGE 0007
1.0000 SSD Code:

BEFORE CHANGE 0001
2.6900 SSD Code:

BEFORE CHANGE 0002
1.0000 SSD Code:

0000000
0000100

* End of Report: LOCAL GOVERNMENT DATA DEMO *

LGDPC Development System

Distribution Audit Report

User Name

JANA

JANA

JANA

040 ATWOOD

JANA

JANA

JANA

JANA

JANA

040 ATWOOD

JANA

JANA
040 ATWOOD

01

01

01

01

01

01

01

01

01

Reason For

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

REQUEST BY
Fire Code:

Change

CLERK & MASTER

CLERK & MASTER

CLERK & MASTER

CLERK & MASTER

CLERK & MASTER

000 CITY LIMIT

CLERK & MASTER

CLERK & MASTER

CLERK & MASTER

CLERK & MASTER

CLERK & MASTER

Change
Date Time

02/24/1996
3:43 PM

02/24/1996
3:43 PM

02/24/1996
3:43 PM

02/24/1996
3:43 PM

02/24/1996
3:43 PM

02/24/1996
3:43 PM

02/24/1996
3:43 PM

02/24/1996
3:43 PM

02/24/1996
3:46 PM

02/24/1996
3:46 PM

FlexGen4 (4.0A)

Paid
Amount

Page: 1

Distribution

Amount

25.56

25.56

100.00

150.00

140.00

310.00

110.00

25.56
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B Reports - Audit

Tax Aggregate Report

Summary

This option allows you to process the Current Tax Aggregate Report. You will select a beginning and ending range of
receipt dates to be processed. This report uses the beginning tax aggregate from the Trustee Control File and includes
any additions, deletions, or changes.

Menus

Reports
Audit

Step 1:

Step 2:

Step 3:

Step 4:

Tax Aggregate Report

Select process
Select 'Menus', 'Reports', 'Audit’, and then "Tax Aggregate Report'.
Enter date range

Enter the beginning and ending range of receipt dates (MMDDCCYY) to be selected. The system
will automatically insert slashes when the date is entered. When the dates are entered, press the
'‘Update’ key.

- Current Tax Aggregate Report
Beginning Date: 012012 95
MMBBC

Ending Date:

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?”. Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.

City Property Tax
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Bl Reports - Other

Other

Summary

The Reports section allows you to print various types of reports. This section contains the printing of miscellaneous
listings not associated with the Receipting, Other, or Audit.

Step 1: Select process

After selecting 'Menus', a pull down menu will appear and you will select 'Reports’. This will now
take you to the Reports menu where you can select different categories of report information to print.
Select 'Other' reports. A pull down menu will appear and you can choose an individual report.

e IHMULL )

1 Becaipling 2 Waster 3. Audid

M Listimg
on Report
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Bl Reports - Other

ACYV Listing
I

Summary

This option allows you to process the information for the ACV listing. The information is selected by entering a tax
year and a beginning and ending range for the information to be processed. Then, you can choose to have information
selected by paid/unpaid and reconciled/unreconciled/all.

Menus
Reports
Other
ACV Listing

Step 1: Select process
Select 'Menus', ‘Reports’, 'Other’, and then '"ACV Listing'.
Step 2: Select order

A menu will be displayed that allows you to select the order in which the listing will be processed.
Select either receipt, name, or parcel order. Make the appropriate selection.

Step 3: Enter selection criteria

The tax year will be displayed and you can enter a new year if necessary. Depending on the order
selected, you will then enter either a beginning and ending range of receipt numbers, names, or parcel
numbers to be selected. When the information is entered, press the 'Update’ key.

ACV Listing By Name

1995
CovY

| Beginning Name: ‘._
Ending Name: LT LRLLR LT ERLEeZE |

ACY Listing By Parcel

393-24-44-333 . 93-24

City Property Tax page 6-61



Step 4:

Step 5:

Step 6:

Step 7:

Receipt Order

Paid or unpaid?

You will be prompted by "Select - Paid Unpaid". Select 'Paid' for receipts that have been paid or
'Unpaid' for receipts that are still unpaid.

Reconciled or Unreconciled?

You will be prompted by "Select - Reconciled Unreconciled All". Select 'Reconciled’ for receipts
that have been reconciled, 'Unreconciled' for receipts that have not been reconciled, or "All' for all
receipts.

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and enter new criteria.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 3.

TRQ190 97/04/07 08:59:59 LGDPC Development System FlexGen4 (4.0A) Page: 1

ACV Listing By Receipt No

Receipt No Parcel ID/Property Address Name Total Taxes ACV Amount Applied Reconciled
1995-0000005 01-110- -110- - -001.00- -000 ABBEY DIANE 237.39 100.00 YES
HWY 66 7766 ABBEY LAWNS CV
LAWRENCE, TN 38401
1995-0000018 02-070- -070- - -014.04- -000 ARRBUCKLE WILLIAM R 1,065.56 400.00 YES
HWY 64-EAST 1234 N W 4TH
MOORE, OK 73160
1995-0000023 13-171- -171- - -004.09- -000 ADAIR JESSE 151.31 10.52 YES
FORTY FIVE RD 100 ADAIR WAY
LAWRENCE, TN 38401
1995-0000028 13-171- -171- - -004.14-B -000 ADAIR WILLIAM 811.05 35.00 YES
FORTY FOUR RD 125 ADIAR WAY
LAWRENCE, TN 38401
1995-0000029 01-109- -109- - -024.10- -000 ADAIR DANIEL 791.87 35.00 YES
ASH DR - HWY 195 PO BOX 543
NASH TOWN, TN 38214
1995-0000030 02-070- -070- - -010.01- -000 ADAIR KAREN 667.19 35.00 YES
WESTSIDE DR 320 WEST SIDE RD
NASH TOWN, TN 38214
1995-0000051 10-167- -167- - -014.05- -000 ADAMS JOHN 297.39 50.00 YES

Tax Year: 1995
Beginning Receipt Number: 0000000
Ending Receipt Number: 0000100
* End of Report: LOCAL GOVERNMENT DATA DEMO *

SOUTHERN RAILWAY 8765 HWY 66
KNOXBURO, TN 38111

5,454.29 955.52
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Bl Reports - Other

Allocation Report
|

Summary

This option allows you to process a allocation listing by selecting a range of allocation table numbers. This will list
individual breakdowns for each Allocation Table.

Menus
Reports
Other
Allocation Report

Step 1: Select process
Select 'Menus', 'Reports', 'Other’, and then 'Allocation Report'.
Step 2: Enter range

Enter the beginning and ending range of allocation tables to be selected. When the information is
entered, press the 'Update’ key.

Allocation Report :

Step 3: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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TRQ230

Table
Total

Table
Total

Table
Total

97/04/07

Number:

Tax Rate:

Number:

Tax Rate:

Number:

Tax Rate:

Allocation Report

Dept Comm Comm Dept Tax Percent
Function Object

001 INTEREST

0.0000

101 58900 510 0.0000 062.0000
131 65000 510 0.0000 016.0000
141 72310 510 0.0000 019.0000
151 81100 510 0.0000 003.0000

050 1/2 COUNTY 1/2 SCHOOL

0.0000
101 58900 510 0.0000 050.0000
141 72310 510 0.0000 050.0000

093 1993 PROPERTY TAXES

0.0000

101 58900 510 0.0000 040.1899
131 65000 510 0.0000 007.5949
141 72310 510 0.0000 034.8102
151 81100 510 0.0000 017.4050

Beginning Table Number:
Ending Table Number: 2272
* End of Report: LOCAL GOVERNMENT DATA DEMO *

LGDPC Development System 01.00.00 Page:
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Bl Reports - Other

Bank Report

Summary

This option allows you to process a bank listing by selecting a range of bank numbers.

Menus
Reports
Other

Bank Report

Step 1: Select process
Select 'Menus', 'Reports', ‘Other’, and then 'Bank Report'.

Step 2: Enter range
Enter the beginning and ending range of bank numbers to be selected. When the information is
entered, press the 'Update’ key.

Bank Report
eginning;
Ending Bank Bumber: &8

Step 3: Confirm
When the information has been entered, you will be prompted by "Is This Screen Correct?”. Enter "Y"
to continue or enter 'N' to go back and enter a new range.

Step 4: Select process
When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.
When the process has completed, you will be returned to Step 2.
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TRQ100 97/04/07 LGDPC Development System 01.00.00 Page: 1

Bank Report

Bank Bank Name Account Number
Number

100 SUNTRUST BANK

200 NATIONS BANK

300 FIRST FARMERS & MERCHANTS
400 COMMUNITY BANK & TRUST

500 FED. RES. MORGAN KEEGAN ACT.
600 TNB FED. RES. ACCT T BILLS
700 BOATMENS BANK

800 NATIONS SECURITIES T BILLS
CBT COMMUNITY BANK & TRUST - INV

Beginning Bank Number:
Ending Bank Number: 222
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Other

Check Number

Summary

This option allows you to process a listing that contains property tax check information for the date range entered.

Menus
Reports
Other A-M
Check Number

Step 1: Select process

Select 'Menus', 'Reports’, 'Other A-M', and then 'Check Number".
Step 2: Select report order

A menu will be displayed and you will select to have the report in check number, name, or receipt

number order. To exit the process and return to the Reports menu, select the 'Exit' option.

|||l||||-l_ Drder I'_||I Tons
. Exin
CherckE Humhbher
L. Hame
. Receipt Mumber

Step 3: Enter selection criteria

Enter the beginning and ending range of receipt dates to be processed.

deqimning Hecelipr Bate: H9-01-70
Emding Aeceipt Bate:

Step 4: Confirm selection

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y"

to continue or enter 'N' to go back and enter a new range.
Step 5: Confirm process

As the information is being processed, the receipt numbers will be displayed. When the processing
has completed, you will be prompted by “Check Number Listing: Continue Exit". Select 'Continue' to
proceed with the reporting or 'Exit' to exit the process and return to the Reports menu.

City Property Tax

page 6-67



Step 6:

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make

the appropriate selection.

When the process has completed, you will be returned to Step 5.

Check Number

83776377
83776405
153903101
2316,1678
420807334
420807334
420807334
420807334
651843325
761549813
3420463263
4717971358
4717971358
4717971359
9338645900
42293478940
83235352094
324379-326927-327450

TRQ380 2000/05/01

LGDPC Development System

Check Number Listing

Name

USDA RURAL LAND SERVICE
USDA RURAL LAND SERVICE

LIBERTY FINANCE
DAVIS DONALD

TOWN FINANCE CO
TOWN FINANCE CO
TOWN FINANCE CO
TOWN FINANCE CO

THORNTON THEO & THELMA

WILLHITE WILL W
FORTNER FRANK

GOODGAME GRAHAM
GOODGAME GRAHAM

GOODGAME GRAHAM JR

OWENS OLLIE
UNGER FELIX JR
ANDERSON ANDREW A

SUNTRUST MTG/TRANSAMERICA

* End of Report: LOCAL GOVERNMENT DATA DEMO *

Year Receipt Tran

1998-0029937-0001
1998-0014612-0001
1998-0009006-0001
1998-0011179-0002
1998-0008921-0001
1998-0008921-0003
1998-0008921-0004
1998-0008921-0005
1998-0045757-0001
1998-0049898-0001
1998-0014816-0001
1998-0009107-0001
1998-0017110-0001
1998-0017111-0001
1998-0034416-0001
1998-0046557-0001
1998-0001330-0001
1998-0039379-0001

FlexGen 4 (C) Page:

18
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Bl Reports - Other

City Code Report

Summary

This option allows you to process a city code report by selecting a range of county numbers.

Menus
Reports
Other

City Code Report

Step 1: Select process
Select 'Menus', 'Reports', 'Other’, and then 'City Code Listing'.

Step 2: Enter range
Enter the beginning and ending range of county numbers to be selected. When the information is
entered, press the 'Update’ key.

City Code Report
{ Ending County Code: 999

Step 3: Confirm
When the information has been entered, you will be prompted by "Is This Screen Correct?”. Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Step 4: Select process
When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.
When the process has completed, you will be returned to Step 2.
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GBTRQ080  97/04/07 LGDPC Development System 01.00.00 Page: 1
City Code Report

City Description
Code

County Number: 001 CARROWAY

144 CLINTON

398 LAKE CITY

539 NORRIS

549 OAK RIDGE

554 OLIVER SPRINGS

County Number: 002 BEDLAMB
057 BELL BUCKLE
536 NORMANDY
659 SHELBYVILLE
755 WARTRACE
County Number: 003 BENSON

075 BIG SANDY
108 CAMDEN

County Number: 004 BLEDSOW
578 PIKEVILLE
County Number: 005 BLOWNT
012 ALCOA
269 FRIENDSVILLE
433 LOUISVILLE
464 MARYVILLE
616 ROCKFORD
725 TOWNSEND
County Number: 006 BRADKEY

126 CHARLESTON
138 CLEVELAND

Beginning County Code: 000
Ending County Code: 100
* End of Report: LOCAL GOVERNMENT DATA DEMO *

page 6-70

LGDPC



Bl Reports - Other

Collateral Report

Summary

This option allows you to process the information for collateral. The information is processed by the selected order and
by entering a range of bank numbers and dates. The type of date entered is dependent on the order selected.

Menus
Reports
Other
Collateral Report
Step 1: Select process
Select 'Menus', 'Reports’, ‘Other’, and then 'Collateral Report'.
Step 2: Select order
A menu will be displayed that allows you to select the order in which the listing will be processed.
Enter the appropriate response.
Select Report Order
8 Exit
B. Maturity Date
C. Document Date
D. Issue Date
E. Release Date
Step 3: Enter selection criteria
Depending on the order selected, you will then enter either a beginning and ending range of collateral
maturity dates, document dates, issue dates, or release dates to be selected. Enter the date as
MMDDCCYY and the system will automatically insert the slashes when the date is entered. The
example below is for maturity dates. When the information is entered, press the 'Update’ key.
e inning Maturity Date: 81.01
: MMDCEY
_Ending Maturity Date: 843021949
MHBBCCYY
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By Maturity Date

TRQ260

Bank #:
Document #:
Repurchase #:

Holding Bank:
Amount:

Bank Balance:
Max Balance:

97/04/07

CL Description: T NOTE

LGDPC Development System
Collateral Report By Mat Date
200 NATIONS BANK

91282791
00000000

01.00.00

Document Date:
Maturity Date:
Issue Date:

Release Date:

1,830,000.00
11,087,204.61
1,830,000.00

Beginning Bank Number:
Ending Bank Number: Z72Z
Beginning Maturity Date:
Ending Maturity Date:

01/01/1995
12/31/1995

* End of Report: LOCAL GOVERNMENT DATA DEMO *

Cusip #:

Page: 1

09/20/1994
08/31/1995
09/20/1994
08/08/1995
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Bl Reports - Other

Comment File Report

Summary

This option allows you to process a report containing the comment file information by selecting a range of receipt type,
tax year, and receipt number combinations. These are notes which would have been attached to a receipt by the user.

Menus

Reports
Other

Step 1:

Step 2:

Step 3:

Step 4:

Comment File Report

Select process
Select 'Menus', 'Reports’, 'Other’, and then 'Comment File Report'.
Enter range

Enter the beginning and ending range of receipt type, tax year, and receipt number combinations to
be selected. When the information is entered, press the ‘Update’ key.

1395 3933999

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.

City Property Tax
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TRQ210 97/04/07 LGDPC Development System 01.00.00 Page: 1

Note File Report

Receipt Type: PROP Tax Year: 1994 Receipt No: 0008004

TESSTING A BLANK LINE
Beginning Receipt Type: 00

Beginning Tax Year: 1995
Beginning Receipt Number: 0000000
Ending Receipt Type: 99
Ending Tax Year: 1995
Ending Receipt Number: 9999999

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Reports - Other

County Code Report

Summary

This option allows you to process a county code report by selecting a range of county numbers.

Menus

Reports
Other

Step 1:

Step 2:

Step 3:

Step 4:

County Code Report

Select process
Select 'Menus', 'Reports', 'Other’, and then 'County Code Listing'.
Enter range

Enter the beginning and ending range of county numbers to be selected. When the information is
entered, press the 'Update’ key.

County Code Report

ginning County Code: 080

Ending County Code! 993

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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GBTRQ070 97/04/25 LGDPC Development System 01.00.00 Page: 1

County Code Report

County Description
Code

001 ANDERSON
002 BEDFORD
003 BENTON
004 BLEDSOE
005 BLOUNT
006 BRADLEY
007 CAMPBELL
008 CANNON
009 CARROLL
010 CARTER
011 CHEATHAM
012 CHESTER
013 CLAIBORNE
014 CLAY
015 COCKE
016 COFFEE
017 CROCKETT
018 CUMBERLAND
019 DAVIDSON
020 DECATUR
021 DEKALB
022 DICKSON
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Bl Reports - Other

Mortgage Code Report

Summary

This option allows you to process a mortgage code report by selecting a range of mortgage codes.

Menus
Reports

Other
Mortgage Code Report

Step 1:

Step 2:

Step 3:

Step 4:

Select process
Select 'Menus', 'Reports’, 'Other’, and then 'Mortgage Code Report'.
Enter range

Enter the beginning and ending range of mortgage codes to be selected. When the information is
entered, press the '‘Update’ key.

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection. When the process has completed, you will be returned to Step 2.

TRQ220 97/04/30 LGDPC Development System 01.00.00 Page: 1
Mortgage Code Report

Mortgage Mortgage Code Desc Screen
Code Desc

01 30 YEAR 30YR
02 20 YEAR 20YR
03 THDA MORTGAGE THDA
04 VA GOVERNMENT VA

Beginning Mortgage Code:
Ending Mortgage Code: zz
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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Bl Reports - Other

Printer Alignment

Summary

This option allows you to print a sample to help with the printer alignment.

Menus
Reports
Other
Printer Alignment

Step 1: Select process
Select 'Menus', 'Reports’, 'Other’, and then ‘Printer Alignment'.
Step 2: Confirm

When the information has been entered, you will be prompted by "Printer Alignment”. Select
‘Continue’ to continue or 'Exit' to return to the Reports menu.

Step 3: Select process
When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Print’ to print the information to the assigned printer, 'Select Printer' to select the
printer to print the listing, 'File' to send the information to a file (you probably won't use this one), or
'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 2.
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B Reports - Other

Revenue Report

Summary

This option allows you to process a revenue report by selecting a range of revenue account numbers. Information
includes default allocation, commission type, commission amount, object, and cost center.

Menus

Reports
Other

Step 1:

Step 2:

Step 3:

Step 4:

Revenue Report

Select process
Select 'Menus', 'Reports’, 'Other’, and then 'Revenue Report'.
Enter range

Enter the beginning and ending range of revenue account numbers to be selected. When the
information is entered, press the 'Update’ key.

Revenue Report

Revenue . Cost Cen'tt}:r

aeeee aeeee

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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TRQ250 97/04/25 14:50:26 LGDPC Development System FlexGen4 (4.0R) Page: 1
Revenue Report

Rev Obj Cost Alloc Description Comm Description Comm Amt
Code Cde Ctr Table Code
11410 999 ACV PAYMENT 01 PERCENT AMOUNT 0.00
11430 141 GENERAL PURPOSE SCHOOL 01 PERCENT AMOUNT 0.00
11440 141 GENERAL PURPOSE SCHOOL 01 PERCENT AMOUNT 0.00
11460 151 GENERAL DEBT SERVICE 00 0.00
21500 141 GENERAL PURPOSE SCHOOL 01 PERCENT AMOUNT 0.00
28310 999 ACV PAYMENT 00 0.00
28610 141 GENERAL PURPOSE SCHOOL 01 PERCENT AMOUNT 0.00
28620 141 GENERAL PURPOSE SCHOOL 01 PERCENT AMOUNT 0.00
28630 141 GENERAL PURPOSE SCHOOL 01 PERCENT AMOUNT 0.00
28640 141 GENERAL PURPOSE SCHOOL 01 PERCENT AMOUNT 0.00
28650 141 GENERAL PURPOSE SCHOOL 01 PERCENT AMOUNT 0.00
29900 999 ACV PAYMENT 00 0.00
40110 095 1995 PROPERTY TAXES 01 PERCENT AMOUNT 2.00
40120 095 1995 PROPERTY TAXES 01 PERCENT AMOUNT 2.00
40130 095 1995 PROPERTY TAXES 01 PERCENT AMOUNT 1.00
40140 095 1995 PROPERTY TAXES 01 PERCENT AMOUNT 2.00
40150 095 1995 PROPERTY TAXES 01 PERCENT AMOUNT 2.00
40161 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00
40162 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00
40163 095 1995 PROPERTY TAXES 01 PERCENT AMOUNT 2.00
40210 122 SALES TAX CITIES 01 PERCENT AMOUNT 1.00
40220 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00
40240 151 GENERAL DEBT SERVICE 01 PERCENT AMOUNT 1.00
40250 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00
40260 112 COURTHOUSE & JAIL 01 PERCENT AMOUNT 1.00
40270 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00
40280 131 HIGHWAY 00 0.00
40320 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00
40330 131 HIGHWAY 01 PERCENT AMOUNT 1.00
41110 050 1/2 COUNTY 1/2 SCHOOL 01 PERCENT AMOUNT 1.00
41140 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00
41150 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00
41510 101 COUNTY GENERAL FUND 01 PERCENT AMOUNT 1.00

Beginning Revenue Code:

Beginning Object Code:

Beginning Cost Center:

Ending Revenue Code: ZZ22Z

Ending Object Code: ZZZ

Ending Cost Center: ZZ22Z

* End of Report: LOCAL GOVERNMENT DATA DEMO *

page 6-80 LGDPC



B Reports - Other

Special School District Report

Summary

This option allows you to process a report containing special school districts by selecting a range of special school

district codes.

Menus

Reports

Step 1:

Step 2:

Step 3:

Step 4:

Other

Special School District Report

Select process
Select '‘Menus', 'Reports’, 'Other’, and then 'Special School District Report'.
Enter range

Enter the beginning and ending range of special school district codes to be selected. When the
information is entered, press the 'Update’ key.

Special School Dist

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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GBTRQ020 97/04/25 LGDPC Development System 01.00.00 Page: 1

Special School District Report

Beginning SSD Code: 000
Ending SSD Code: 999
* End of Report: LOCAL GOVERNMENT DATA DEMO *

Code Description Screen
Description

040 ATWOOD ATWOOD

085 BRADFORD BRADFORD
097 BRUCETON HOLLOW ROCK BRUCETON
175 CROCKETT MILL CROCKETT
219 LEXINGTON LEXINGTON
222 DYER DYER

264 FRANKLIN 9TH FRANKLIN 9
273 GADSDEN GADSDEN
294 GIBSON GIBSON

354 HUNTINGDON HUNTINGDON
378 KENTON KENTON

405 LEBANON LEBANON
447 MCKENZIE MCKENZIE
450 MCLEMORESVILLE MCLEMORESV
487 MILAN MILAN

558 ONEIDA ONEIDA

567 PARIS PARIS

600 RICHARD CITY RICHARD CI
627 RUTHERFORD RUTHORFORD
681 SOUTH CARROLL COUNTY S CARROLL
732 TRENTON TRENTON
735 TREZEVANT TREZEVANT
765 WEST CARROLL W CARROLL
950 WILSON WILSON

955 KINGSPORT KINGSPORT
956 BRISTOL BRISTOL
958 HUMBOLDT HUMBOLDT
960 JOHNSON CITY JOHNSON CI
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Bl Reports - Other

Voided Receipts Report
|

Summary

This option allows you to process the a report that contains receipts that have been voided. The receipts will be
processed in receipt number, name, or receipt date order and you will enter a beginning and ending range of
information to be selected.

Menus
Reports
Other
Voided Receipts Report

Step 1: Select process
Select 'Menus', 'Reports', 'Other’, and then "Voided Receipts Report'.
Step 2: Select order

A menu will be displayed that allows you to select the order in which the listing will be processed.
Select either receipt number, name, or receipt date order. Enter the appropriate response.

Step 3: Enter selection criteria
Depending on the order selected, you will then enter either a beginning and ending range of receipt

types/tax years/receipt numbers/transaction numbers, names, or voided receipt date to be selected.
When the information is entered, press the ‘Update’ key.

Void Receipt Report By Rct No
Res Ryt i

Uoid Receipt Report By Date

t01/01,1995
MMBBCCYY
04,30.1395
MMBDCCY

City Property Tax page 6-83



Step 4:

Step 5:

Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y"
to continue or enter 'N' to go back and enter new criteria.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 3.

By Receipt Number:

TRQ180

Tax
Year

1998
1998
1998
1998
1998

1998

1999/08/01 15:01:23

Receipt
Number

0001135
0001159
0001212
0001256
0001271

0001274

Trans
No

0001

0001

0001

0001

0001

0001

Beginning Receipt Type:
Beginning Tax Year:
Beginning Receipt Number:
Beginning Trans Number:
Ending Receipt Type:
Ending Tax Year:
Ending Receipt Number:
Ending Trans Number:

Rept
Type Void Date
MISC 01/11/1995
MISC 01/20/1995
MISC 01/22/1995
MISC 01/29/1995
MISC 01/29/1995
MISC 01/11/1995
0

1998

0000000

0000

99

1998

9999999

9999

LGDPC Development System

Void Receipt Report By Rct No

Void Time

09:14 AM

02:42 PM

11:50 aM

06:21 PM

02:01 PM

09:44 AM

User Name

TRUSTEE

TRUSTEE

TRUSTEE

TRUSTEE

TRUSTEE

TRUSTEE

Void Reason

10

11 RETURNED CHECK

09

01 Request By Clerk & Master
03 WRONG PAYMENT TYPE INFO

01 Request By Clerk & Master

FlexGen4 (5.3U)

Receipt
Date

01/11/1999
01/14/1999
01/22/1999
01/29/1999
01/29/1999

01/11/1999

Page: 3

Receipt
Amount

83.48
177,288.48
130,606.98
605,997.91

45.08

83.48

Total:

2,599,673.93
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B ACV

Maintenance

Summary

The maintenance process allows you to enter and maintain all information pertaining to the applicant.

Menus
ACV
Maintenance
Step 1: Select process

After selecting 'Menus', '"ACV', and 'Maint." pull down menu will appear that allows you to select the

type of process to be performed.

1.Files & .Control

s N
) 1 [ L il
1. .Dagly €. .¥Warrants 3. Raintepance 4. 0ther 5.0nguiry &, Fepos
Control
Control Code
fidmin
»ysten Lonkrol
. Reparts
.. Brosuncing
. ALY
Ernad Ease
| mide T
BankKing Seru
( N
 — ) T ] VM1
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B ACV

Master Maintenance

Summary

This option provides access to the main elements of the ACV process. From the ACV screen, you can maintain the

owner and parcel information. Also, Income Verification Cards can be printed. Each element is accessible by

activating the 'OthInf' pop-up menu and selecting the appropriate option. If an applicant does not exist on the ACV
file, his/her application must be completed manually.

Menus
ACV
Maintenance
Master
Step 1: Select process
Select 'Menus', 'ACV', 'Maint.', and then 'Master".
Step 2: Enter/Select person for ACV

Enter the tax year and the ACV number to be entered/accessed. The 'Lookup’ option is available to
select from ACV numbers on file. The 'Lookup' option will display a pop-up menu and you can select

by 'Tax Year/ACV & Mailing Name', 'Tax Year/SSN & Owner Name', or ‘Tax Year/Act & Prop

Address'. Press the 'Exit' key to exit the process and return to the ACV menu.

ACV 1st Screen

Step 3:

If the ACV number is already on file, the existing information will be displayed. Enter the

Enter 1st screen of information

information as prompted. The 'Lookup' option is available on most of the fields and the 'Help' option

is available.

( Kel: 13¥6

Tax Year 2800
ACY Number: 080080381
Ready lo Iransmit

County Number:
City Nuxber

0K To Issue TR Payment

Is:

|--n:u,r.-|r i IV Re
fApplicant Moved

Life Estate

Lives ¥ith Foplicent

O TRANSMITIED

Nen Information

Fath: IKUSIEL )

HUV Veritication Naint.

i F
Receipt No

Iransait Date
File Extension

Current Information

1 ¥ES fe Estate: 2 N

2 JRISDICTI | Recertification: 2 N

1 ¥5§ Roplicent Type 2 ELDERLY

1 V&S Maximum Income 11.510.80
2 N .

2N

2N
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Field Descriptions:

OK To Issue TR Payment
Issue TR Payment To
Had Personal Contact
Resides At Property
Temporarily Relocated
Applicant Moved

Life Estate

Option Keys Available:

NewlInf
StCmts

TrCmts

OthInf

Step 4: Confirm

The fields not listed are for display purposes only.

This indicates if a payment can be issued by the Tax Relief department.

This determines who will receive the tax relief payment

This indicates if personal contact has been made with the applicant.

This indicates if the applicant resides at the property.

This indicates if the applicant has temporarily relocated.

This indicates if the applicant has moved.

This indicates if a Life Estate deed is attached.

See Steps 7-15 for an explanation of other information screens

This will take you to the 'ACV 2nd Screen Maint." screen.

(display only) This contains any comments about this ACV sent from the state.

This will take you to the screen where ACV comments can be added and
maintained.

This will display a pop-up menu where you can go to the owner, parcel, or
verification card process, or print a voucher.

* Information

-.I.l

Vi i‘i'l-: ation Card

t. Voucher

When information is initially being entered, you will be prompted by "Next Screen? No Yes". If not,
you will be prompted by "Data OK: Yes No Can Xit" if you pressed the 'DataOk’ option key. Enter
the appropriate response.

City Property Tax
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ACV 2nd Screen

Step 5:

Enter 2nd screen of information

Enter any 'New Information' that is not correct under the 'Current Information’. The 'Lookup' option
is available on some of the fields and the 'Help' option is available. The 'Return’ option key will take

you to Step 6.

(Rel: 84.89.1¢

lax Year

Mailing Neme IEEY. [ IIEEFE &Rl

~
Path: TRUSTEE

Address/Tax Information Maint

2000  ACY Number: D0B00B331

New Information Current Information

Ade 100 & ACES LANE SBORNE STREET

City LOS ANGELRS

Field Descriptions:

Mailing Name, Adr,
City, St, Zip

Home Phone

Other Phone

Phone Contact
Phone Type
Tax Rate
Assessed Value
Appraisal Ratio

Tax Relief Amt

The fields not listed are for display purposes only.

This is the mailing address for the applicant. Enter any information that is not

correct as displayed under 'Current Information'.

This is the applicant's home telephone number. It contains the area code, prefix,

and phone number. The extension can also be entered.

This contains an alternate telephone number. It contains the area code, prefix, and

phone number. The extension can also be entered.

This is the name of the person that is the telephone contact.
This code identifies the type of telephone. Example: 01 = Tone
This contains the applicant's tax rate.

This is the applicant's assessed value.

This is the applicant's appraisal ratio.

This is the applicant's tax relief amount.

Total Tax  This is the total tax for the applicant.
Step 6: Confirm
The information has been entered, you will be prompted by "Is This Screen Correct?". Enter the
appropriate response.
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The following steps describe the option keys that are available on the 1st screen in Step 3.

'TrCmts' option key

Step 7: Enter 2nd screen of information

Enter the comments that apply to this applicant. Enter as many lines as applicable and hit <enter>
through the remaining lines until you get to the confirmation prompt. The 'Return’ option key prompts
you for "Is This Correct?". 'Yes' will save the changes. The 'Exit' option exits without saving.

Date: Bi/Za000 )
Path- TRUSTEF

[ brog: HYHHLS
Bel: Mk D 14

e Yoar: OB Mama: LUCKEY, GLORTR
HLY Mumba

feady Ta law Yoor: JERIH

HEY Rumbssr; HERIHENLSE]

Local bowermment Data Froceszing Lorporation
smanfis Maint

Coundy My -
Laty Humb |has person hes duplicate properiies
Hatch for duplicaie applications

ERLY
1.510, M

Life E;=.1n'
Lives With

\,

Step 8: Confirm
The information has been entered, you will be prompted by "Is This Screen Correct?". Enter the
appropriate response. Enter 'No' to return to Step 7 where the information can be re-entered. Enter
"Yes' to update the information and return to Step 3.

'OthInf' option key and then menu option 'Owner’

Step 9: Select owner

The available owners will be displayed and you will select the owner to access by pressing the 'Maint
option key. To exit the process and return to the Other Information pop-up menu, press the 'Exit’

option key.
r!"rog. HVIU11 Local Governeent Uata Processing Lorporation Date: UI/ZJ/U]’

Rel: 1306 ACY Verification Maint. Path: TRUSTEE

lax Yeor: 2080 Nome: |NENDE i3 BETE
RCV Number: 008008381

! Dwner For Maint
Tax Year 2000
ACY Number: 080080381

| |l(||u-‘m‘, SSN

- Dwner information has been completed
"'l'-",'A '|!|'n(' or \‘rlw' 1 '.o':m t for H]lll"‘l"' e
Press <tsc> when vou are readv to exit this screen
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Step 10:

Enter 1st screen of information

The information from the prior year's income will be displayed and you will be prompted to enter the
current year's income. Enter the information as prompted. The 'Help' option key is available.

When the information has been entered, press the 'DataOk’ option key. You will be prompted by
"Data Ok: Yes No Can Xit". Enter "Yes' to update the information and proceed to the next step, 'No'
to return to the screen where additional changes can be made, 'Can’ or 'Xit' to exit the process. If you
select 'Can’ or "Xit', you will be prompted by "Cancel All Screens? No Yes". Select 'No' to be returned
to the screen or 'Yes' to cancel the information and return to Step 9.

Rel:

Tax Year
ACY Number

rl»’rog' HVFOD
86 00 14

.‘l“l"'f' llv'ﬁ.»'
Monthly SSH

Lurrent Year s

Uate: UII[J/UP
Path- TRUSTEE

Local Governeent Uata Processing Lorporation
Dwner Income Information Maint

2000 1D Number

08ROAN381 =Y. BE)
2 N Date Of Death
SSA Cew SSA Year:

I'll ome ;'r 10r VD‘-Y‘ S lrlr’l‘ﬂs‘

8.356.80

62080

8.976.80

Field Descriptions:

Zero Income
Date Of Death
Monthly SSA

SSA Cnv

SSA Year
SSA

SSi
Retirement
VA Benefits

WC Benefits
Wages
Div/Int

Other

Other Desc

The fields not listed are for display purposes only.

This required field indicates if the owner has a zero income amount.
If applicable, this is the owner's date of death. Format: MMDDCCYY
This is the owner's monthly amount of social security.

This is the SSA conversion factor.

This is the SSA century and year. Format: CCYY
This is the owner's social security amount of income.

This is the owner's supplement security income.
This is the owner's amount of retirement benefits income.
This is the owner's amount of veteran's benefits income.
This is the owner's amount of workman's compensation income.
This is the amount of wages the owner is receiving.
This is the owner's amount of dividend and interest.
This is the amount of any other type of income not categorized above.

This is a description of the type of income entered as 'Other'.
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Step 11:  Enter 2nd screen of information

To get to this second screen, press the 'NewlInf' option key. Or, you can get to this screen by entering
all of the fields on the 1st screen or pressing <enter> through the last field. You will be prompted by
"Next Screen? No Yes" where you will select "Yes'.

The owner's current information will be displayed and you can enter the new or changed information.
Enter the information as prompted where necessary. The 'Help' option key is available.

When the information has been entered, press the 'Return’ option key or go through all fields on the
screen. You will be prompted by "Is This Screen Correct? Yes No". Enter "Yes' to update the
information and return to the 1st screen, 'No' to return to the screen where additional changes can be
made.

rPrOQZ HVHE21 Local Governwent Data Processing Lorporation Date: UII?J/U]‘
Rel: ©4.00.1& Ouner Naxe/Adr Information Mnt Path: TRUSTEE

Tax Year: 2008 ACY Number: 080000381

N DD

New Information Current Information
er (M.F) f Birthday: 08/28/1956
1 First Nome
SSA Niddle Naxe
. Last N-il-'

[=1

ity
St/l1p:
1C0:
Stalus

viving Spouse

S
S
R
v
Y
Y
D
0
0
i

|

\.

Field Descriptions:  The fields not listed are for display purposes only.

Gender (M,F)  This is the code for the gender of the owner.

SSA First Name  This is the owner's new/changed first, middle, and last name.
SSA Middle Name
SSA Last Name

SSN  This is the owner's new social security number.
Medicare # This is the owner's medicare number.

Common Fst Name  This is the first, middle, and last name that is commonly used for the owner.
Mdl Name
Lst Name

Living At Adr  This is the address where the owner is living. It also contains an 'In Care Of' field
City and a status code. The status code indicates if the owner's 'Living At..."
St/Zip  information is temporary or permanent.
ICO
Status

Surviving Spouse  This is the name of the non-owner surviving spouse.
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'OthInf' option key and then menu option 'Parcel'

Step 12:  Select parcel

The available parcels will be displayed and you will select the receipt number of the parcel to access
by pressing the 'Maint' option key on the appropriate line. To exit the process and return to the Other
Information pop-up menu, press the 'Exit' option key.

rProg: HVHU1] Local Government Uata Processing Lorporalion Date UI/'/J/U]‘
Rel: 1386 ACY Verification Maint, Path: TRUSTEE

Tax Yeor: 2080 Nome: LECEES B 010
ACV Number : 008008381
Ready
— \."ls' t Vor (]| ‘V'-' Hnr.l
Count| lTax Year 2000
City | ACY Number: 080080381
l:'_mpln-'.t'lf oCelp Parcel H
- 15153 83-178-G -17190-6 -6 -809.M

= = Parcel information has been completed.
Press <ENTER> or <Select> 1« lect for Maintenance
Press <Esc> when vou are readv to exit this screen

Step 13: Enter parcel information

The parcel information and the current information about the parcel will be displayed and you will be
prompted to enter the current owner code, date paid, and amount paid. You can also enter any new
information for the taxes amount, assessed value, property location, tax rate and effective rate. Enter
the information as prompted. The 'Help' option key is available.

When the information has been entered, press the 'DataOk" option key. You will be prompted by
"Data Ok: Yes No Can Xit". Enter "Yes' to update the information and return to Step 12, 'No' to
return to the screen where additional changes can be made, 'Can’ or 'Xit' to exit the process.

~
[ vrog: WHom Local Government Uata Frocessing Lorporation  Uate: WisZa/vl

Rel: @4.00.14 Parcel Maint. Path: TRUSTEE

fax Year 2000 Receipt: 0080015153 fnt Owed:
ACY Number: 000000381 Nawe (] =L

)} WP Ctl-Wp Gp Parcel SI
o ra 3l 7 No 1D
83-170-6 -170-C -G -099.01 Current Owner 1 ¥&5§

Date Paid: 02/01/2081 HCY Pt J6. 00 Pt Paid:

New Information Current Information
t: 97.0
Value 12.250.00
v \'rf'i" No
Street Nome OSBORNE ST 1823
Street City
Street Zip:
g9

D
ive Nale
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Field Descriptions: ~ The fields not listed are for display purposes only.

Current Owner  This indicates if the applicant has been verified as the current owner.
01=Yes, 02=No

Date Paid  This is the date the applicant's taxes were paid.

ACV Amt  This contains the ACV amount that has been applied. If the ACV amount has not
been applied, this field should be blank.

Amt Paid  This is the amount of taxes that were paid on the 'Date Paid'.
Tax Amount  This is the applicant's new tax amount.
Assessed Value  This the applicant's new assessed value for the property.
Property Street No  This is the complete address for the property.
Street Name

Street City
Street Zip

'OthInf' option key and then menu option 'Verification Card'

Step 14:  Confirm

You will be prompted by "Options: Print Select Printer EXxit". Select 'Print' to print the verification
card, 'Select Printer' to select the printer that will be used to print the verification card, or 'Exit' to
exit the process and return to the Other Information menu.

'OthInf' option key and then menu option 'Voucher'

Step 15:  Confirm

You will be prompted by "Options: Print Select Printer EXit". Select 'Print' to print the voucher,
'Select Printer' to select the printer that will be used to print the voucher, or 'EXit' to exit the process
and return to the Other Information menu.
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B ACV

Reports

Summary

The reporting process allows you to process listings that contain the applicant information.

Menus
ACV
Reports
Step 1: Select process

After selecting 'Menus', 'ACV", and 'Reports' pull down menu will appear that allows you to select the
type of listing to be processed.
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B ACV

ACV Report
|

Summary

This option allows you to print or display a listing that contains the applicant's ACV number, date of transmission, and
the transmit flag status. You can produce the listing in ACV number, name, transmit date, or transmit flag order.

Menus
ACV
Reports
ACV

Step 1: Select process
Select 'Menus', 'ACV', 'Reports', and then 'ACV".
Step 2: Select order
A pop-up menu will be displayed and you can select the order in which the information will be

selected and listed. Select the appropriate option. To edit the process and return to the ACV menu,
select the 'Exit' option.

Hepart Opder OpCions
. Ewit
. BCU Humher
. Wang

. Tran=nit Date
Tramsnit Flag

Step 3: Enter range

Enter the tax year to be processed. Then, depending on the order selected, enter the beginning and
ending range to be selected. To select all records, press <enter> through each field.

Tax Year

Ergqanning HLY Huinher

Eid i|||| ACY Hunber nganganoa

Step 4: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.
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Step 5: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File’ to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.

AVQ010 2000/05/01 11:46:18 LGDPC Development System FlexGen4 (5.3U) Page: 1
ACV Listing - Ordered By ACV Number
Tax ACV Transmit
Year Number Name Date Transmit Flag
1999 000000001 Don and Donna Donson 01 YES
1999 000000002 John Jonesely 02 NO
1999 000000003 Abe and Abby Apples 02 NO
1999 000000004 Mori and Maureen Marton 02 NO
1999 000000005 Shelley and Sheldon Shilten 02 NO
1999 000000006 Carl and Carol Carls 02 NO
1999 000000007 Earl and Evelyn Eberheart 02 NO
1999 000000008 Zemma and Zerro Zywilckey 01 YES
1999 000000009 Mary and Gary Larsmore 02 NO
1999 000000010 Bob and Barbara Buggers 02 NO
1999 000000011 Charles Chase 03 INCOMPLETE
1999 000000012 Dolly Digler 02 NO
1999 000000013 Ema Emeranta 02 NO
1999 000000014 Fanny Funtowith 02 NO
1999 000000015 Grant U Woshis 02 NO
1999 000000016 Holly Treetaker 02 NO
1999 000000017 Ima Heres 02 NO
1999 000000018 Justin Tymer 02 NO
1999 000000019 Kelly Greenlick 02 NO
1999 000000020 Louise Luisby 02 NO
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B ACV

ACYV Status Report

Summary

This option allows you to print or display a listing that contains the applicant's ACV status information.

Menus
ACV
Reports
ACV Status

Step 1: Select process
Select 'Menus', '"ACV', 'Reports’, and then 'ACV Status'.
Step 2: Select status codes

Use the option keys to select the status codes to be included in the listing.

HZY status Hepord

| TRAMSHIT
READY TRANSHIT

Status Selection: SELECTED STATUSES

Step 3: Confirm

When the information has been selected, you will be prompted by "Is This Screen Correct?". Enter
"Y' to continue or enter 'N' to go back and make other selections.

Step 5: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to the ACV menu.
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AVQ015 2001/07/23 09:05:40 Local Government Data Demo FlexGen4 (5.30U) Page: 15
ACV Status Report

Tax [—— TRMS 1 [- Verified Amounts -] Transmit Pending No Action
Year ACV No Mailing Name ACV_Amt Apl Issue No Issue Date Amount Amount
ACV Status: 05 TRANSMITTED
2000 000000692 WILLIAMS, IMA I 99.00 YES 99.00 0.00 01/02/2001 0.00 0.00
2000 000000699 WILSIN, SUSAN S 36.00 YES 36.00 0.00 02/07/2001 0.00 0.00
2000 000000702 WILLAMSON, WILLIAM W 99.00 YES 99.00 0.00 02/20/2001 0.00 0.00
2000 000000704 WOODSON, MARY M 98.00 YES 98.00 0.00 12/04/2000 0.00 0.00
2000 000000707 WORKMEN, WILL 99.00 YES 99.00 0.00 02/09/2001 0.00 0.00
2000 000000708 WRIGHT, WAYANET W 104.00 YES 104.00 0.00 03/05/2001 0.00 0.00
2000 000000712 YANCIE, YVONNE 0.00 NO 0.00 0.00 01/30/2001 0.00 0.00
Total TRANSMITTED 413 31,278.00 31,230.00 202.00 0.00 0.00
Total Count: 714 53,224.00 31,266.00 202.00 36.00 26,240.00

* End of Report: Local Government Data Demo *
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B ACV

Owner Report
|

Summary

This option allows you to print or display a listing that contains the owner's social security number, income flag, and
date of death by tax year and ACV number. You will have the option to select the report to be in ACV number, social
security number, or name order.

Menus
ACV
Reports
Owner

Step 1. Select process
Select 'Menus', 'ACV', 'Reports', and then 'Owner".
Step 2: Select order
A pop-up menu will be displayed and you can select the order in which the information will be

selected and listed. Select the appropriate option. To edit the process and return to the ACV menu,
select the 'Exit' option.

|||l|_|' Ft Drder 'I|_|I ionE
1, Exit
. BCU Humhber

H
. Hang

Step 3: Enter range

Enter the tax year to be processed. Then, depending on the order selected, enter the beginning and
ending range to be selected. To select all records, press <enter> through each field.

Tax Yaap 19

Beginning ACY Hunber

Endang HLY Hunber Fhebb bl ]

Step 4: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter 'Y’
to continue or enter 'N' to go back and enter a new range.
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Step 5: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.

AVQ020 2000/05/01 11:50:29 LGDPC Development System FlexGen4 (5.3U) Page: 1

Owner Listing - Ordered By ACV

Tax ACV Zero
Year Number SSN Name Income DoD
1999 000000001 222-33-5555 Donalson, Donna D 01 YES
1999 000000002 222-33-4444 Donalson, Don D
1999 000000002 333-44-5555 Janes, John J
1999 000000003 123-45-6770 Appletons, Abe A
1999 000000003 123-45-6789 Appletons, Abby A
1999 000000004 321-65-9874 Morten, Maureen M
1999 000000004 654-32-1879 Morten, Mori M
1999 000000005 111-22-3333 Sheltin, Sheldon S
1999 000000005 987-65-4321 Sheltin, Shelly S
1999 000000006 111-22-4444 Carlten, Carl C
1999 000000006 111-22-5555 Carlten, Carol C
1999 000000007 111-22-1111 Eberhort, Evelyn E
1999 000000007 111-22-6666 Eberhort, Earl E
1999 000000008 111-22-2222 zZywocky, Zerro Z
1999 000000008 111-22-7777 Zywocky, Zemma Z
1999 000000009 111-22-8888 Larrymores, Mary M
1999 000000009 111-33-0000 Larrymores, Gary G
1999 000000010 111-22-9999 Boggers, Bob B
1999 000000010 111-33-1111 Boggers, Barbara B
1999 000000011 111-22-0000 Chase, Charles C 02 NO
1999 000000012 111-33-2222 Dugler, Dolly D
1999 000000013 111-33-3333 Emerant, Ema E
1999 000000014 111-33-4444 Funtobewith, Fanny F
1999 000000015 111-33-5555 Wishes, Grant U
1999 000000016 111-33-6666 Tree, Holly H
1999 000000017 111-33-7777 Here, Ima I
1999 000000018 111-33-8888 Tyme, Justin J
1999 000000019 111-33-9999 Green, Kelly K
1999 000000020 111-44-0000 Luis, Louise L
1999 000000021 111-44-1111 Bull, Mandi M
1999 000000022 111-44-2222 Secondia, Nanna N
1999 000000023 111-44-3333 Potts, Olivia P
1999 000000024 111-44-4444 Partaker, Otto Rama
1999 000000025 111-44-5555 Foradae, Queen F
1999 000000026 111-44-6666 Porthman, Richard M
1999 000000027 111-44-7777 Survivor, Susan B
1999 000000028 111-44-8888 Darker, Tanya Moore
1999 000000029 111-44-9999 Underwoo, Ullysis Sandy
1999 000000030 111-55-0000 Wontee, Willie Orr
1999 000000031 111-55-1111 Rhee, Victor V
1999 000000032 111-55-2222 Werum, Xavier X
1999 000000034 111-55-3333 Laquery, Zachary Emmanual
1999 000000035 111-55-4444 Happy, Marvin G
1999 000000036 111-55-5555 Shorter, Tablert S
1999 000000037 111-55-6666 Thannery, Bigger B

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B ACV

Parcel Report
|

Summary

This option allows you to print or display a listing that contains the applicant's receipt number, parcel number, and
property address by tax year and ACV number. You will have the option to select the report to be in ACV number,
receipt number, parcel number, or property tax order.

Menus
ACV
Reports
Parcel

Step 1. Select process
Select 'Menus', 'ACV', 'Reports', and then 'Parcel'.
Step 2: Select order
A pop-up menu will be displayed and you can select the order in which the information will be

selected and listed. Select the appropriate option. To edit the process and return to the ACV menu,
select the 'Exit' option.

|||l|_|' Ft Drder 'I|_|I ionE
1, Exit

. BCU Humher

Hece ||_ I Himmher
. Parcel Mumhe
. Property Address

Step 3: Enter range

Enter the tax year to be processed. Then, depending on the order selected, enter the beginning and
ending range to be selected. To select all records, press <enter> through each field.

Tax Yaar 1790

Ending HLW: RugEngs

Step 4: Confirm

When the information has been entered, you will be prompted by "Is This Screen Correct?". Enter "Y'
to continue or enter 'N' to go back and enter a new range.
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Step 5: Confirm report

You will be prompted by "Parcel Listing: Continue Exit". Enter 'Continue' to proceed or enter 'Exit'
to exit the process and return to Step 3.

Step 6: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 5.

AVQ030 2000/05/01 11:53:51 LGDPC Development System FlexGen4 (5.3U) Page: 1
Parcel Listing - Ordered By ACV Number

Tax ACV Receipt Di Map Ctl-Mp Gp Parcel SI

Year Number Number 1 2 1 2 No ID Property Address
1999 000000001 0000000046 09- 10-9K- 10-9K- C- 02.40-0 -000 101 Main St
1999 000000002 0000000048 09- 10-9B- 10-9B- B- 00.40-0 -000 102 Main St
1999 000000003 0000000050 09- 12-4B- 12-4B- B- 00.80-8 -000 103 Main St
1999 000000004 0000000051 09- 12-4F- 12-4F- A- 01.30-0 -000 104 Main St
1999 000000005 0000000053 09- 10-9 - 10-9 - - 05.70-7 -000 105 Main St
1999 000000006 0000000054 09- 08-5A- 08-5A- F- 00.60-0 -000 106 Main St
1999 000000007 0000000055 09- 08-5G- 08-5G- C- 02.70-0 -000 107 Main St
1999 000000007 0000000057 09- 10-6K- 10-6K- A- 01.90-0 -000 107 Main St
1999 000000008 0000000058 09- 10-90- 10-90- A- 00.50-0 -000 108 Main St
1999 000000008 0000000059 09- 04-90- 04-90- B- 02.00-0 -000 108 Main St
1999 000000009 0000000060 09- 10-9H- 10-9H- E- 05.70-0 -000 109 Main St
1999 000000009 0000000061 09- 05-8I- 05-8I- A- 06.00-0 -000 109 Main St
1999 000000010 0000000062 09- 12-6E- 12-6E- A- 01.30-0 -000 110 Main St
1999 000000011 0000000064 09- 12-6D- 12-6D- J- 02.10-0 -000 111 Main St
1999 000000012 0000000066 09- 12-5M- 12-5M- J- 01.30-0 -000 112 Main St
1999 000000013 0000000068 09- 12-6D- 12-6D- J- 02.60-0 -000 113 Main St
1999 000000014 0000000070 09- 10-9K- 10-9K- C- 03.50-0 -000 114 Main St
1999 000000015 0000000086 09- 04-9H- 04-9H- A- 01.40-0 -000 115 Main St
1999 000000016 0000000087 09- 10-90- 10-90- A- 01.20-0 -000 116 Main St
1999 000000017 0000000088 09- 12-6D- 12-6D- D- 03.90-0 -000 117 Main St
1999 000000018 0000000089 09- 12-0 - 12-0 - - 01.80-1 -000 118 Main St
1999 000000019 0000000090 09- 10-9F- 10-9F- A- 01.60-0 -000 119 Main St
1999 000000020 0000000091 09- 12-6D- 12-6D- J- 02.90-3 -000 120 Main St
1999 000000021 0000000112 09- 12-5M- 12-5M- B- 01.10-0 -000 121 Main St
1999 000000022 0000000137 09- 10-9H- 10-9H- E- 03.50-0 -000 122 Main St
1999 000000023 0000000140 09- 12-7B- 12-7B- K- 02.60-0 -000 123 Main St
1999 000000024 0000000141 09- 10-9J- 10-9J- E- 01.40-0 -000 124 Main St
1999 000000025 0000000142 09- 12-5M- 12-5M- K- 01.70-0 -000 125 Main St
1999 000000026 0000000143 09- 10-9F- 10-9F- O- 02.20-0 -000 126 Main St
1999 000000027 0000000144 09- 05-9B- 05-9B- A- 08.20-0 -000 127 Main St
1999 000000028 0000000145 09- 08-7p- 08-7P- C- 01.10-0 -000 128 Main St
1999 000000029 0000000146 09- 12-7H- 12-7H- A- 00.10-0 -000 129 Main St
1999 000000030 0000000148 09- 11-0H- 11-0H- A- 00.30-0 -000 130 Main St
1999 000000031 0000000169 09- 12-4J- 12-4J- D- 01.00-0 -000 131 Main St
1999 000000032 0000000174 09- 10-9L- 10-9L- A- 02.20-0 -000 132 Main St
1999 000000033 0000000176 09- 12-6D- 12-6D- J- 02.90-2 -000 133 Main St
1999 000000034 0000000178 09- 05-2 - 05-2 - - 02.70-0 -000 134 Main St
1999 000000035 0000000180 09- 12-7A- 12-7A- G- 03.70-0 -000 135 Main St
1999 000000036 0000000185 09- 10-9H- 10-9H- E- 05.40-0 -000 136 Main St
1999 000000037 0000000186 09- 12-4G- 12-4G- E- 04.60-0 -000 137 Main St

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B ACV

Post Load Report
|

Summary

This option allows you to print or display a listing that contains all applicants, owners, and parcel for the tax year
selected.

Menus
ACV
Reports
Post Load

Step 1: Select process
Select 'Menus', 'ACV', 'Reports’, and then 'Post Load'.
Step 2: Enter tax year

Enter the tax year to be processed. To exit the process and return to the ACV menu, press the 'Exit'

option key.

You will be prompted by "Post Load Listing: Continue Exit". Enter 'Continue’ to proceed or enter
'EXit' to exit the process and return to Step 2.

Step 3: Confirm report

Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.
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AVQ060 2000/05/01 11:55:19 LGDPC Development System FlexGen4 (5.30U) Page: 2
Post Load Listing
Di Map Ctl-Mp Gp Parcel SI
Year ACV # Mailing Name Mailing Address Owner SSN Owner Name Receipt # 1 2 1 2 No D
| | | | | |
1999|000000027 | Susan Survivor |127 Main St 1111-44-7777|Survivor, Susan B |0000000144|09- 05-9B- 05-9B- A- 08.20-0 -
1999:000000028|Tanya Darker :128 Main St :111-44-8888:Darker, Tanya Moor:0000000145:09- 08-7p- 08-7P- C- 01.10-0 -
1999:000000029|Ullysis Underwood :129 Main St :111-44-9999:Underwood, Ullysis:0000000146:09- 12-7H- 12-7H- A- 00.10-0 -
1999:000000030|Wi11ie Wontee :130 Main St :111-55-0000:Wontee, Willie Orr:0000000148:09- 11-0H- 11-0H- A- 00.30-0 -
1999:000000031|Victor Rhee :131 Main St :111-55-1111:Rhee, Victor V :0000000169:09- 12-4J- 12-4J- D- 01.00-0 -
1999:000000032|Xavier Xerum :132 Main St :111-55-2222:Werum, Xavier X :0000000174:09- 10-9L- 10-9L- A- 02.20-0 -
1999:000000033|Yovonne Meavon :133 Main St : : :0000000176:09— 12-6D- 12-6D- J- 02.90-2 -
1999|000000034 | Zachary Laquery :134 Main St |111—55—3333:Laquery, Zachary E:0000000178:09— 05-2 - 05-2 - - 02.70-0 -
1999:000000035|Marvin Happy :135 Main St :111—55—4444|Happy, Marvin G :0000000180:09— 12-7A- 12-7A- G- 03.70-0 -
1999:000000036|Talbert Shorter :136 Main St 1111-55-5555|Shorter, Tablert 3:0000000185:09— 10-9H- 10-9H- E- 05.40-0 -
1999000000037 |Bigger Thannery :137 Main St |1111-55-6666 | Thannery, Bigger 3:0000000186:09— 12-4G- 12-4G- E- 04.60-0 -
* En; of ReporL: LOCAL GOVERNMENT D}IKTA DEMO * ! : ! :
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B ACV

Pre-Transmit Report
]

Summary

This option allows you to print or display a listing of all applicants that are ready to be transmitted.

Menus
ACV
Reports
Pre-Transmit

Step 1: Select process
Select 'Menus', 'ACV', 'Reports’, and then 'Pre-Transmit'.
Step 2: Confirm report

You will be prompted by "Pre-Transmit Listing: Continue EXit". Enter 'Continue’ to proceed or enter
'EXit' to exit the process and return to the ACV menu.

Step 3: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this one), or 'Exit' to cancel the process. Make
the appropriate selection.

When the process has completed, you will be returned to Step 2.

AVQO070 2000/05/01 11:56:11 LGDPC Development System FlexGen4 (5.3U) Page: 1
Pre-Transmit Listing
Year ACV # Name Address Transmit Flag

1999 000000001 Don and Donna Donelsen 101 Main St 01 YES
Thistown, TN 37000

1999 000000008 Zemma and Zerro Zylwicky 108 Main St 01 YES
Thistown, TN 37000

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B ACV

Files

Summary

The reporting process allows you to create, maintain, and load the files for the state ACV processing.

Menus
ACV
Files
Step 1: Select process
After selecting 'Menus', 'ACV', and 'Files' pull down menu will appear that allows you to select the
appropriate file process.
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B ACV

State ACV - Create

Summary

This option allows you to create the state ACV transfer files that will be transmitted to the state. This process should be
run daily. Files can only be transmitted to the state once per day. You will be prompted for a transmit date. The
system will assign the julian date as the file's extension. For example: 123456A.yyddd (123 = county number, 456 =
city number, A = file type, yyddd = julian date)

Menus
ACV
Files

State ACV - Create

Step 1:

Step 2:

Step 3:

Step 4:

Select process
Select 'Menus', 'ACV', 'Files', and then Transfer 'State ACV - Create'.
Enter transfer date

Enter the transfer date of the file. To exit the process and return to the ACV menu, press the 'Exit'
option key.

Confirm

You will be prompted by "Is This Screen Correct?". Select "Yes' to proceed, or ‘No' to go back to Step
2.

Process

When you select 'Yes' to the confirmation prompt, the file information will be processed. When the
process is complete, you will be returned to the ACV menu.

City Property Tax
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B ACV

State ACV - Create Diskette
|

Summary

This option allows you to copy the state ACV transfer files to a diskette. You will be prompted for a transmit date or a
file extension.

For UNIX operating systems: A DOS batch file will also be contained on the diskette. Before transmitting the state
ACYV files, the DOS batch file process will need to be executed on a Windows platform. The DOS batch file will
rename the state ACV files to the correct format.

Menus
ACV
Files
State ACV - Create Diskette

Step 1: Select process
Select ‘Menus', '"ACV', 'Files', and then Transfer 'State ACV - Create Diskette'.
Step 2: Enter selection information

Enter the transmit date. When the date is entered, the file extension will be displayed. To exit the
process and return to the ACV menu, select the 'EXit' option.

Transmif Date: @7

HH

File Extension: @1192

Step 3: Confirm

When the entry has been made, you will be prompted by "Is This Screen Correct?". Select 'Yes' to
proceed, or 'No' to go back to Step 2.

Step 4: Load to diskette

A pop-up menu will be displayed and you will select the option to use a 3 %2" high density diskette.
To exit the process and return to Step 2, select the 'Exit' option.

f:u pct Diskette Type

Put a pre-formatted 3 %2" high density into the diskette drive and follow the instructions given. The
file will be loaded to the diskette. When the process is complete, you will be returned to the ACV
menu.
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B ACV

State ACV - Delete

Summary

This option allows you to delete the ACV files that have been transmitted to the state. This process should be run at
least once per month. You will be prompted to enter the deletion date. The program will subtract 14 days from the
date entered leaving two weeks of current files. Files that were transmitted prior to this date will be removed.

Menus
ACV
Files
State ACV - Delete
Step 1: Select process

Select 'Menus', 'ACV', 'Files', and then Transfer 'State ACV - Delete'.
Step 2: Enter deletion date

A warning message about the deletion process will be displayed and you will be prompted to enter the
deletion date. To exit the process and return to the ACV menu, press the 'Exit’ option key.
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Step 3: Confirm

You will be prompted by "Is This Screen Correct?". Select "Yes' to proceed, or 'No' to go back to Step
2.

Step 4: Delete file

The ACV file will be deleted and you will be returned to the ACV menu.
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B ACV

State ACV - Reset
I

Summary

This option resets the 'Ready To Transmit' flag from '05 Transmitted' to ‘01 Yes'. You will be prompted to enter the
transmit date or a file extension. When the 'State ACV - Create' process is executed, all applicants with a 'Ready To
Transmit' flag of '01 Yes' will be transferred to the state.

Menus
ACV
Files
State ACV - Reset
Step 1: Select process

Select 'Menus', 'ACV', 'Files', and then Transfer 'State ACV - Reset'.
Step 2: Select option

A pop-up menu will be displayed and you will select to enter either the transfer date or the file
extension of the file to reset. To exit the process and return to the ACV menu, select the 'EXit' option.

Step 3: Enter information

Rasat Upcioms

mit Dabe
Ex [&iE Do

Depending on the selection in Step 2, enter either the transfer date or the file extension.
Step 4: Process

The file will be processed and a message will be displayed when the process is complete. You will be
returned to Step 2.
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l ACV

State ACV - Load

Summary

This option will load the state ACV files into the Trustee System. The state files should be loaded before the state ACV
files.

Menus
ACV
Files
State ACV - Load

Step 1: Select process
Select 'Menus', 'ACV', 'Files', and then 'State ACV - Load".

Step 2: Enter county and city numbers
You will be prompted to enter a county and city number to the loaded. The ‘Lookup' option is
available to select from existing counties and cities. To exit the process and return to the ACV menu,
select the 'Exit' option.

Step 3: Confirm

When the entry has been made, you will be prompted by "Data OK: Yes No Can Xit". Select Yes' to
proceed, or 'No' to go back to Step 2, or ‘Can’ or 'Xit' to exit the routine and return to the ACV menu.

If you select "Yes' to proceed, the file will be loaded. When the process is complete, you will be
returned to the ACV menu.
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B ACV

Control - Parameter Maintenance
| |

Summary

The maintenance process allows you to enter and maintain the ACV parameter information.

Menus
ACV
Control
Parameter Maint.
Step 1: Select process
After selecting 'Menus', '"ACV', and 'Maint." pull down menu will appear that allows you to select the
parameter maintenance option.
a D
y wil 1
l.Daily £.¥Warrants 3. Faintenance S.0npuiry &.PB=nus
Conktrol
Conkrol Code
en fidmin
en Lomtrol
. Reparts
. BrComuncing
4 ~\
N O ] HYMILE
aint. 7. Reporis & Cantral
A, Paramefer Maint
\ J
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Step 2:

Enter year and conversion factor

Enter the ACV tax year and the SSA conversion factor. The year will default into the information on
the ACV maintenance screen and the conversion factor will default into the information on the owner
screen. To exit the process and return to the ACV menu, select the 'Exit' option.

ACY Tax Year ol

85l Cny Facter: 3.4l

Step 3: Confirm
When the entries has been made, you will be prompted by "Data OK: Yes No Can Xit". Select "Yes' to
proceed, or 'No' to go back to Step 2, or 'Can' or 'Xit' to exit the routine. When the process is
complete, you will be returned to the ACV menu.
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Bl Accounting - Maintenance

The Process
|

Summary

The Maintenance section of the Accounting describes the maintenance that can be performed on the different
controlling and account files included with the accounting process.

Menus
Accounting
Maintenance

Step 1: Select process

After selecting 'Menus' and 'Accounting’, a pull down menu will appear that allows you to select the
type of maintenance to be performed.

(w1 Hecounling TN
| Maintenance @ Beports 3. lransactions & Period Fed 5 BAudid
0. System Control

\_ J
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B Accounting - Maintenance

System Control

Summary

This option allows you to maintain the system parameters for the Accounting processing. Changes to this information
should only be done under the guidance of LGDPC.

Accounting
Maintenance

System Control

Step 1: Select process

Step 2:

Maintenance

Select 'Menus', 'Accounting’, 'Maintenance', and 'System Control'.

Make necessary changes

The information will be displayed and you can make any necessary changes to the Accounting Date,
Block Transactions code, and the Year-End Complete code. The 'Lookup' option is available. Press
the 'Exit' key to return to the Accounting menu.

{ N\
Prog: HIFAELL Local Lowsrsmemd Bats Processing Lorporabion lafn: HESHDSDY
Ewl: @#1_88.88 Byslen Cenlrol Hainlenance Falh: Hill

User Hanme: KBREN
Terninal Henmberi aL
Lamt Updated Ey! KRREH
Heoomnt ing Dafe: ]HHI piE
Hicok Transaol ioms: . =il
Yoar=End Compluim] * HO
\. J

Field Descriptions:

Accounting Date

Block Transactions

Year-End Complete

This holds the system accounting date.

This contains a period end process indicator. This indicator is normally set to 2-
No'. The system will set the indicator to '1-Yes' during period end processing to
block posting of transactions until the period end processing has been completed.
'‘Lookup' is available.

This field indicates if the year end processing has been completed. 'Lookup' is
available.

The remaining information is for display purposes only.
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Step 3: Confirm

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response.
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B Accounting - Maintenance

Add New G/L Account

Summary

This option allows you to add new records to the General Ledger File. This file contains records that are active account
numbers. Only new accounts can be added. Maintenance cannot be performed with this option.

Accounting
Maintenance

Add New G/L Account

Step 1: Select process

Select 'Menus', 'Accounting’, 'Maintenance', and 'Add New G/L Account'.

Step 2: Enter account information

Enter the appropriate fund, function, object, department, cost center, and bank number fields for the
account to be added to the General Ledger File. The 'Lookup' option is available. To exit the process

and return to the Accounting menu, press the 'Exit' option key.

7
Prog: TRAFOLE
Med: @i_ @0 a0

Funad
Fum T inn

'||‘_|"| Ei

[ip partment:

Lozt Center

Bank Runher

Local Gowermnemt Data Frocessing Corporation
fidd Hew G#1 Account

11} CO GEH

TRUETEE

N
Date: D510
Fath: will

Step 3: Confirm

When the information has been entered, you will be prompted by "Add Account To The G/L? No
Yes". Enter the appropriate response. You will be returned to the fund number in Step 2.
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B Accounting - Maintenance

Fund Control
|

Summary

This option allows you to maintain the fund controlling accounts. Changes to this information should only be done
under the guidance of LGDPC.

Accounting
Maintenance
Fund Control

Step 1: Select process
Select 'Menus', 'Accounting’, ‘Maintenance', and Account 'Fund Control'.

Step 2: Select fund and group
Enter the fund number for the controlling accounts. The default fund will be displayed but another
fund can be entered if necessary. When the fund is entered, the description will be displayed. The
‘Lookup’ and option is available. Press the 'Exit' key to return to the Accounting menu.
Enter the group number of the control accounts to be accessed. The first one on file will be displayed
but another group can be entered if necessary. When the group number is entered, the description
will be displayed along with all of the account information for the fund and group number.

Step 3: Make necessary changes

Make any necessary changes to the information on the screen.

r;rni! 1 KHF W31 Local linesrmmamt Bats Frocessing Lorporafion Daim: HESHESHE
Eal: @1_.80.88 Fumd Conlrol Haind. Palh: Hill

l&s Eank Hamber: B el iuAsL

Comte o | HoooumEs
Cash In Bank! 111%A Undistributad Harrsnk
Cash n Hand: 111z Pisl. Harranl Expendiliure:
Summarg: F1508H Buarpagmant:
Fumd Balsnce: TAREA BCY
Irigstes Conaission: FTHIEH Undiste buted Tages:
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Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup’ information available for the field.

DataOk All information has been entered. Confirm and continue.

Group Go to the Fund Group Maintenance screen.

Delete Delete the selected information. You will be prompted to confirm the process.
Prev Return to the previously displayed screen of information.

Next Go to the next group of information.

Field Descriptions:

Use Dept/Sub-Fund  This flag is used in fund control to set the option of using departments on
Accounting account numbers. ‘Lookup' is available.

Use Cost Center  This flag is used in fund control to set the option of using cost centers on
Accounting account numbers. ‘Lookup' is available.

Use Bank Number  This flag is used in fund control to set the option of using bank numbers on
Accounting account numbers. ‘Lookup’ is available.

Step 3: Confirm

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate response.
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Bl Accounting - Maintenance

Department

Summary

This option allows you to maintain

the department accounts on the Chart of Accounts.

Accounting
Maintenance
Department

Step 1: Select process

Select 'Menus', 'Accounting’, 'Maintenance’, and Account 'Department'.

Step 2: Select department number

Enter the department number to be changed. The 'Lookup’ and 'Help' option is available. Press the
'Exit' key to return to the Accounting menu.

e N
Prog: TRAFHLT Local Goesrsmest Bats Processing Corporation aim: HEFHDSDY
Ewl: @1_88_.8R Bupar lneni Hainlznance Palhr Hill

Bopartrend ! A1
Tithm: ISLHE EHL
\. J

Action Keys Available:

Exit
Help
Lookup
DataOk
Prev
Next

Field Descriptions:

Department

Title

Step 3: Confirm

Exit routine, return to the main menu.

View the help message for the field.

'Lookup' information available for the field.

All information has been entered. Confirm and continue.
Return to the previously displayed screen of information.
Go to the next department number on file.

This contains the department number which must be a valid fund number. 'Lookup'
is available.

This contains the description of the department code.

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate response.

City Property Tax
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B Accounting - Maintenance

Cost Center

Summary

This option allows you to maintain the cost center accounts on the Chart of Accounts.

Accounting

Maintenance
Cost Center

Step 1:

Step 2:

Select process

Select 'Menus', 'Accounting’, 'Maintenance', and Account 'Cost Center'.

Select cost center

Enter the cost center to be changed. The 'Lookup’ and 'Help' option is available. Press the 'Exit" key
to return to the Accounting menu.

r
Prog: RFFAELE
Eal:

\,

B1.8A.88

N
Dain: AWSHEFOY
Falhs Hill

Local Gowsrememi Bats Processing Corpocation
Cosl Comler Hainlenance

Cael Cemiar: @21

Descriplion: HIOEHAY COHBT

Action Keys Available:

Exit
Help
Lookup
DataOk
Delete
Prev
Next

Field Descriptions:

Step 3:

Cost Center

Description

Confirm

Exit routine, return to the main menu.

View the help message for the field.

'‘Lookup’ information available for the field.

All information has been entered. Confirm and continue.

Delete the selected information. You will be prompted to confirm the process.
Return to the previously displayed screen of information.

Go to the next cost center on file.

This is user defined and will be associated with the Accounting account number.
'‘Lookup' is available.

This contains the description of the cost center code.

When the information has been entered, press the '‘DataOk' key. You will then be prompted by "Data
Ok: Yes No Can Del Prv Nxt Xit". Enter the appropriate response.
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Bl Accounting - Maintenance

Bank
|

Summary

This option allows you to maintain the bank account numbers on the Chart of Accounts.

Accounting
Maintenance
Bank

Step 1: Select process
Select 'Menus', 'Accounting’, '‘Maintenance’, and Account '‘Bank'.
Step 2: Select bank number

Enter the bank number to be changed. The 'Lookup' and 'Help' option is available. Press the 'Exit’
key to return to the Accounting menu.

f N
Prog: TRF 1A Locsl Gowernmeni Dets Precessisg Corporstien Bate: @058 0
Eel:z: @1.80.88 Bank Mainlenamce Falk: Hill

Hamk Munber: H#l

Damk Mane: SCHDOL CAFETEEIR

Reel Hunber: 1Z3458-12

\. J

Action Keys Available:

Exit Exit routine, return to the main menu.

Help View the help message for the field.

Lookup 'Lookup' information available for the field.

DataOk All information has been entered. Confirm and continue.

Delete Delete the selected information. You will be prompted to confirm the process.

Field Descriptions:

Bank Number  This bank number is used to identify a particular bank. 'Lookup' is available.
Bank Name  This contains the name of the bank.
Acct Number  This contains the account number for the bank.
Step 3: Confirm

When the information has been entered, press the 'DataOk’ key. You will then be prompted by "Data
Ok: Yes No Can Del Xit". Enter the appropriate response.
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Bl Accounting - Reports

The Process

Summary

The Reports section of the Accounting describes the reports that can be produced through the Trustee System that
contain the accounting information.

Menus

Accounting
Reports

Step 1:

Select process

After selecting 'Menus', 'Accounting’, and then 'Reports’, a pull down menu will appear that allows

you to select the type of report to be produced.

7
dyseus11
I . Maintenance 7 . Keports J. lransactions 1, Feried ind

General Ledger Listing

. Bank Amalgsis Reporl
Baily Tramsaction Report
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Standard Reports Print

. Month Range E«D+8 Repeor!
Year Te Date R-P-0 Report
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5. Hudi
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Bl Accounting - Reports

General Ledger Listing
|

Summary

This option allows you to process the General Ledger Listing. The report will be processed for a selected month and a
range of account numbers.

Accounting
Reports
General Ledger Listing

Step 1: Select process
Select 'Menus', ‘Accounting’, 'Reports’, and then 'General Ledger Listing'.

Step 2: Select criteria
The default information will be displayed but changes can be made. Enter the general ledger month
to be processed and then enter a beginning and ending range of account numbers. The 'Lookup’

option is available. When the information has been entered, press the 'Update’ key to continue. Press
the 'Exit' key to return to the Accounting menu.

{ N\
Prog: TRAQ310 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 General Ledger Listing Path: SHEILA

\. J

Step 3: Confirm

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.
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Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 2.

TRAQ310 97/04/25 14:52:37 LGDPC Development System FlexGen4 (4.0R) Page: 7

General Ledger Listing
May 31, 1997
999 COUNTY TRUSTEE

Beginning
Cost Bnk Account Prior Fiscal Y-T-D Y-T-D Ending
Funct-Obj-Dep-Centr-Num Name Year Balance Debit Credit Balance
99998-590-101 GENERAL 1,117.94- 0.00 111.00 322.49 211.49-
99998-590-115 PUBLIC LIBRARY 1,117.94 0.00 322.49 0.00 322.49
99998-590-131 HIGHWAY/PUBLIC WORKS 12,077.87- 0.00 0.00 0.00 0.00
99998-590-141 GENERAL PURPOSE SCHOOL 8,259.31 0.00 0.00 0.00 0.00
99998-590-176 HIGHWAY CAPITAL PROJECTS 3,182.26 0.00 0.00 0.00 0.00
99998-599-101 GENERAL 7,607,737.42 0.00 5,257,152.23 111.00 5,257,041.23
99998-599-115 PUBLIC LIBRARY 347,570.61 0.00 111,421.76 0.00 111,421.76
99998-599-131 HIGHWAY/PUBLIC WORKS 3,328,350.12 0.00 2,521,566.50 0.00 2,521,566.50
99998-599-141 GENERAL PURPOSE SCHOOL 20,142,916.03 0.00 15,431,454.44 0.00 15,431,454.44
99998-599-142 SCHOOL FEDERAL PROJECTS 1,366,671.56 0.00 987,610.72 0.00 987,610.72
99998-599-143 CENTRAL CAFETERIA 2,054,056.12 0.00 1,536,273.12 0.00 1,536,273.12
99998-599-145 OTHER EDUCATION SPECIAL R 56,953.43 0.00 43,378.18 0.00 43,378.18
99998-599-151 GENERAL DEBT SERVICE 11,895,750.04 0.00 4,300,257.96 0.00 4,300,257.96
99998-599-171 GENERAL CAPITAL PROJECTS 2,075.40 0.00 374,423.05 0.00 374,423.05
99998-599-176 HIGHWAY CAPITAL PROJECTS 55,120.78 0.00 450,639.46 0.00 450,639.46
99998-599-177 EDUCATION CAPITAL PROJECT 796,640.23 0.00 1,624,311.39 0.00 1,624,311.39
99998-599-180 25,521.62 0.00 256,302.25 0.00 256,302.25
99998-599-307 JUDICIAL DISTRICT DRUG 158,448.30 0.00 109,990.85 0.00 109,990.85
TOTAL EXPENDITURES 51,498,591.81 0.00 36,195,286.22 128,316.03 36,066,970.19
TOTAL COUNTY TRUSTEE 8,919,077.91- 0.00 230,495,596.90 230,495,596.90 0.00
G/L Month: 05 May
Cost Bnk

Fnd-Funct-0Obj-Dep-Centr-Num
Beginning Account: 101- - - - -
Ending Account: 999-22222-222-222-22222~222Z
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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Bl Accounting - Reports

Bank Analysis Report

Summary

This option allows you to process the Bank Analysis Listing. The report will be processed for a selected fund and
through a selected ending month. It provides running totals for selected banks or all banks.

Accounting

Reports
Bank Analysis Report

Step 1: Select process
Select 'Menus', 'Accounting’, 'Reports’, and then '‘Bank Analysis Report'.
Step 2: Select criteria
The default information will be displayed but changes can be made. Enter the fund to be processed
and then an ending month. The 'Lookup’ option is available. When the information has been
entered, press the '‘Update’ key to continue. Press the 'Exit" key to return to the Accounting menu.
Step 3: Select bank(s)
4 D
Prog: TRAF300 Local Government Data Processing Corporation Date: 0©5,/0Z2/96
Rel: ©01.00.00 Bank finalysis Path: SHEILA
| Trustee Fund: 999
Process Thrua Month: 65
\. J
The banks on file will be displayed and you will select the ones to be included on the report. Use the
action keys at the bottom of the screen to make the appropriate selections.
Step 4: "Select All YTD Transactions?"
You will be prompted by "Select All YTD Transactions? No Yes". Enter the appropriate selection.
Step 5: Confirm
City Property Tax page 8-13



Step 6:

Step 7:

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.

The selected information will be displayed as it is being processed.
Continue?

When the information has completed processing, you will be prompted by "Bank Analysis Report:
Continue Exit". Select 'Continue’ to continue to the next step or 'Exit' to return to the Step 2.

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 6.

TRAQ300

Bank:

97/04/25 14:53:57 LGDPC Development System FlexGen4 (4.0R) Page:

Bank Analysis Report

100 SUNTRUST BANK Beginning Bank Balance: 1,334,230.05

Account: 11130 CASH IN BANK

Individual Total
Type Trans Date Description Amount Account Balance Bank Balance
DP 250 12/18/1996 BANK DEPOSIT - CASH IN BANK 200.00 200.00 1,334,430.05
DP 251 12/18/1996 BANK DEPOSIT - CASH IN BANK 700.00 900.00 1,335,130.05
DP 252 12/19/1996 BANK DEPOSIT - CASH IN BANK 2,957.66 3,857.66 1,338,087.71
DP 253 12/19/1996 BANK DEPOSIT - CASH IN BANK 2,000.00 5,857.66 1,340,087.71
DP 254 01/03/1997 BANK DEPOSIT - CASH IN BANK 820.30 6,677.96 1,340,908.01
DP 34 02/06/1997 Void Prop Rct No: 95 0000034 154.68- 6,523.28 1,340,753.33
DP 47 02/06/1997 Void Prop Rct No: 95 0000047 446.55- 6,076.73 1,340,306.78
DP 12 02/21/1997 BANK DEPOSIT - CASH ON HAND 796.07 6,872.80 1,341,102.85
DP 13 02/21/1997 BANK DEPOSIT - CASH ON HAND 1,392.20 8,265.00 1,342,495.05
CcD 1 05/01/1997 TESTING RDB & TRT REPORTS 200.00- 8,065.00 1,342,295.05
DP 14 05/01/1997 TESTING RDB & TRT REPORTS 500.00 8,565.00 1,342,795.05
DP 15 05/01/1997 TESTING DP 1,000.00 9,565.00 1,343,795.05
Ending Bank Balance: 1,343,795.05
TRAQ300 97/04/25 14:53:57 LGDPC Development System FlexGen4 (4.03) Page:
Bank Analysis Report
Bank: 300 FIRST FARMERS & MERCHANTS Beginning Bank Balance: 761,785.16
Account: 11150 CASH WITH PAYING AGENTS
Individual Total
Type Trans Date Description Amount Account Balance Bank Balance
BB 9 05/01/1997 CONTRACTED SERVICES 150.00 150.00 761,935.16
BB 10 05/01/1997 CONTRACTED SERVICES 100.00 250.00 762,035.16
Account: 11160 CASH WITH STATE - PUBLIC HEALTH
BB 9 05/01/1997 CONTRACTED SERVICES 150.00- 150.00- 761,885.16
Ending Bank Balance: 761,885.16

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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Bl Accounting - Reports

Daily Transaction Report

Summary

This option allows you to process the Daily Transaction Report. The report will be processed for a selected range of
transaction dates.

Accounting
Reports
Daily Transaction Report

Step 1: Select process
Select 'Menus', ‘Accounting’, 'Reports’, and then 'Daily Transaction Report'.
Step 2: Select criteria
The default information will be displayed but changes can be made. Enter the beginning and ending

range of transaction dates to be selected. When the information has been entered, press the ‘Update’
key to continue. Press the 'Exit' key to return to the Accounting menu.

< ™
Prog: TRAQ330 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Daily Transactions Report Path: SHEILA

\. J

Step 3: Confirm

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.
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Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 2.

TRAQ330 97/04/25 14:54:32 LGDPC Development System FlexGen4 (4.03) Page: 1
Daily Transactions Report

Effective Date: 04/01/1997

Transction Fnd Funct Obj Dep Cost Bnk Description Debits Credits
Number Cntr
10000015 999-29900 Prorate Property Receipts 0.00 59.36
10000015 999-58900-510-101 Prorate Property Receipts 23.86 0.00
10000015 999-65000-510-131 Prorate Property Receipts 4.51 0.00
10000015 999-72310-510-141 Prorate Property Receipts 20.64 0.00
10000015 999-81100-510-151 Prorate Property Receipts 10.35 0.00
10000015 999-11120 Prorate Property Receipts 2968.25 0.00
10000015 999-40110- -101 Prorate Property Receipts 0.00 1114.90
10000015 999-40110- -131 Prorate Property Receipts 0.00 210.68
10000015 999-40110- -141 Prorate Property Receipts 0.00 965.67
10000015 999-40110- -151 Prorate Property Receipts 0.00 482.83
10000015 999-40120- -101 Prorate Property Receipts 0.00 78.03
10000015 999-40120- -131 Prorate Property Receipts 0.00 14.74
10000015 999-40120- -141 Prorate Property Receipts 0.00 67.59
10000015 999-40120- -151 Prorate Property Receipts 0.00 33.81
Transaction Totals: 3027.61 3027.61
Daily Totals: 3027.61 3027.61

Effective Date: 04/07/1997

91 999-14310 Distribute Warrants 0.00 111.00
91 999-99998-590-101 Distribute Warrants 111.00 0.00
Transaction Totals: 111.00 111.00

500 999-21500 Void Prop Rct No: 95 0000500 1.57 0.00
500 999-58900-510-101 Void Prop Rct No: 95 0000500 0.00 0.63
500 999-65000-510-131 Void Prop Rct No: 95 0000500 0.00 0.12
500 999-72310-510-141 Void Prop Rct No: 95 0000500 0.00 0.55
500 999-81100-510-151 Void Prop Rct No: 95 0000500 0.00 0.27
500 999-11120 Void Prop Rct No: 95 0000500 0.00 78.68
500 999-40110- -101 Void Prop Rct No: 95 0000500 31.62 0.00
500 999-40110- -131 Void Prop Rct No: 95 0000500 5.98 0.00
500 999-40110- -141 Void Prop Rct No: 95 0000500 27.39 0.00
500 999-40110- -151 Void Prop Rct No: 95 0000500 13.69 0.00
Transaction Totals: 80.25 80.25

Daily Totals: 191.25 191.25

Grand Totals: 3218.86 3218.86

Beginning Date: 04/01/1997
Ending Date: 04/30/1997
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Accounting - Reports

Month-To-Date Trustee's Report
]

Summary

This option allows you to process the Trustee's Month-To-Date Report. The report will be processed for a selected
month or range of months and fund number.

Accounting
Reports
Month-To-Date Trustee's Report

Step 1: Select process
Select 'Menus', 'Accounting’, 'Reports’, and then 'M-T-D Trustee's Report'.
Step 2: Select criteria

The default information will be displayed but changes can be made. Enter the beginning and ending
range of fund numbers to be processed. The ‘Lookup’ option is available.

After entering the fund, a pop-up menu will display where you can select the departments to be
processed. Use the action keys at the bottom of the screen to make the appropriate selection(s).

You will be returned to the original where you will select the report month to be processed. When all
information has been selected, press the '‘Update’ key to continue. Press the 'Exit' key to return to the
Accounting menu.

4 ™
Frog: THEQI9H Local boweresest Bats Processing Loeporation Date: HASHESHT
Fel: @2.88.27 M=T-0 Trusiee's Report Fath: Tiles

A=T-0 Treates & Report
Heginming Hanth: 3 Harch 1337
Ending Hanth: 4 Hareh 13487
lrmeiss Fupd: FHY
\. y

Step 3: Confirm

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.

The information will be displayed as it is processed.
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Step 4: Select process

When all information for the report has been processed, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 3.

TRAQ340 97/04/25 14:55:18 LGDPC Development System FlexGen4 (4.0R) Page: 1

M-T-D Trustee’s Report - For The Period April 1997 Thru May 1997
(A Minus Sign Denotes A Credit Balance)

Department: 101 GENERAL

Receipts
Cost
Funct Obj Centr Description Amount
40110 CURRENT PROPERTY TAX 1,383.28-
40120 TRUSTEE’S COLLECTIONS - PRIOR 78.03-
Total Receipts: 1,461.31-
TRAQ340 97/04/25 14:55:18 LGDPC Development System FlexGen4 (4.0A) Page: 2

M-T-D Trustee’s Report - For The Period April 1997 Thru May 1997
(A Minus Sign Denotes A Credit Balance)

Department: 101 GENERAL
Recap

TRAQ340 97/04/25 14:55:18 LGDPC Development System FlexGen4 (4.0A)
M-T-D Trustee’s Report - For The Period April 1997 Thru May 1997

(A Minus Sign Denotes A Credit Balance)

Department: 112 COURTHOUSE & JAIL MAINTENANCE

Recap
Amount Balance
Trustee’s Beginning Balance: 1,545.25-
Trustee’s Ending Balance: 1,545.25-

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Accounting - Reports

Year-To-Date Trustee's Report
]

Summary

This option allows you to process the Trustee's Year-To-Date Report. The report will be processed through a selected
month and fund number.

Accounting
Reports
Year-To-Date Trustee's Report

Step 1: Select process
Select 'Menus', 'Accounting’, 'Reports’, and then "Y-T-D Trustee's Report'.
Step 2: Select criteria

The default information will be displayed but changes can be made. Enter the fund number to be
processed. The 'Lookup’ option is available.

After entering the fund, a pop-up menu will display where you can select the departments to be
processed. Use the action keys at the bottom of the screen to make the appropriate selection(s).

You will be returned to the original where you will select the report month to be processed. When all
information has been selected, press the '‘Update’ key to continue. Press the 'Exit' key to return to the
Accounting menu.

< R
Prog: TRAQ34S Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Y-T-D Trustee’s Report Path: SHEILA

. J

Step 3: Confirm

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.

The information will be displayed as it is processed.
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Step 4: Select process

When all information for the report has been processed, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 3.

TRAQ345 97/04/25 14:56:21 LGDPC Development System FlexGen4 (4.0R) Page: 1

Y-T-D Trustee’s Report - For The Period Ending Funct Obj Centr
(A Minus Sign Denotes A Credit Balance)

Department: 101 GENERAL

Receipts
Cost

Funct Obj Centr Description Amount
40110 CURRENT PROPERTY TAX 12,799.20-
40120 TRUSTEE’S COLLECTIONS - PRIOR 81.60-

Total Receipts: 12,880.80-

TRAQ345 97/04/25 14:56:21 LGDPC Development System FlexGen4 (4.03) Page: 2
Y-T-D Trustee’s Report - For The Period Ending

(A Minus Sign Denotes A Credit Balance)

Department: 101 GENERAL
Recap

TRAQ345 97/04/25 14:56:21 LGDPC Development System FlexGen4 (4.0R)
Y-T-D Trustee’s Report - For The Period Ending

(A Minus Sign Denotes A Credit Balance)

Department: 112 COURTHOUSE & JAIL MAINTENANCE

Recap
Amount Balance
Trustee’s Beginning Balance: 0.00
Trustee’s Ending Balance: 0.00

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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Bl Accounting - Reports

Posted Transactions Report
|

Summary

This option allows you to process the Posted Transactions Report. The report will be processed for a selected date and a
range of account numbers.

Accounting
Reports
Posted Transactions Report

Step 1: Select process
Select 'Menus', ‘Accounting’, 'Reports’, and then 'Posted Transactions Report'.

Step 2: Select criteria
The default information will be displayed but changes can be made. Enter the beginning and ending
range of account numbers and transaction dates to be selected. The 'Lookup' option is available.

When the information has been entered, press the '‘Update’ key to continue. Press the 'EXit' key to
return to the Accounting menu.

(. N\
Prog: AFQ320 Local Government Data Processing Corporation Date: 05/02/96
Rel: ©01.00.00 Posted Transactions Report Path: SHEILA

\. J

Step 3: Confirm

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.
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Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 3.

AFQ320 97/04/25 14:57:18 LGDPC Development System FlexGen4 (4.03) Page: 217

Posted Transactions Report
January 01, 1995 Thru June 30, 1997
Seq Trans Trans Sub Cost Sub Effective
No. Type Number Fnd-Funct-Obj-Fnd-Centr-Obj Description Date Debit Credit

999 COUNTY TRUSTEE
WARRANT DISTIBUTION

10067 WA 11901 999-99998-599-307 DISTRIBUTE WARRANTS 01/19/1996 24.63
10068 WA 12301 999-99998-599-307 DISTRIBUTE WARRANTS 01/23/1996 356.56
10069 WA 12401 999-99998-599-307 DISTRIBUTE WARRANTS 01/24/1996 5.76
10070 WA 12901 999-99998-599-307 DISTRIBUTE WARRANTS 01/29/1996 454.84
10071 WA 13001 999-99998-599-307 DISTRIBUTE WARRANTS 01/30/1996 5,444.91
10072 WA 13101 999-99998-599-307 DISTRIBUTE WARRANTS 01/31/1996 598.37
10073 WA 20101 999-99998-599-307 DISTRIBUTE WARRANTS 02/01/1996 358.40
10074 WA 20501 999-99998-599-307 DISTRIBUTE WARRANTS 02/05/1996 278.45
10075 WA 20601 999-99998-599-307 DISTRIBUTE WARRANTS 02/06/1996 277.20
10076 WA 20701 999-99998-599-307 DISTRIBUTE WARRANTS 02/07/1996 80.88
10077 WA 22001 999-99998-599-307 DISTRIBUTE WARRANTS 02/20/1996 700.00
10078 WA 22201 999-99998-599-307 DISTRIBUTE WARRANTS 02/22/1996 155.29
10079 WA 22601 999-99998-599-307 DISTRIBUTE WARRANTS 02/26/1996 156.60
10080 WA 22801 999-99998-599-307 DISTRIBUTE WARRANTS 02/28/1996 481.71
10081 WA 22901 999-99998-599-307 DISTRIBUTE WARRANTS 02/29/1996 91.68
10082 WA 30501 999-99998-599-307 DISTRIBUTE WARRANTS 03/05/1996 93.00
10083 WA 30601 999-99998-599-307 DISTRIBUTE WARRANTS 03/06/1996 14.69
10084 WA 31101 999-99998-599-307 DISTRIBUTE WARRANTS 03/11/1996 200.00
10085 WA 31301 999-99998-599-307 DISTRIBUTE WARRANTS 03/13/1996 1,089.07
10086 WA 31501 999-99998-599-307 DISTRIBUTE WARRANTS 03/15/1996 22.78
10087 WA 31901 999-99998-599-307 DISTRIBUTE WARRANTS 03/19/1996 800.00
10088 WA 32001 999-99998-599-307 DISTRIBUTE WARRANTS 03/20/1996 294.00
10089 WA 32501 999-99998-599-307 DISTRIBUTE WARRANTS 03/25/1996 253.53
10090 WA 32601 999-99998-599-307 DISTRIBUTE WARRANTS 03/26/1996 76.89
10091 WA 32701 999-99998-599-307 DISTRIBUTE WARRANTS 03/27/1996 371.21
10092 WA 32801 999-99998-599-307 DISTRIBUTE WARRANTS 03/28/1996 324.35
10093 WA 32901 999-99998-599-307 DISTRIBUTE WARRANTS 03/29/1996 814.24
Grand Total: 230,496,346.90 230,496,346.90

Beginning Account: 101

Ending Account: 999 ZZ2ZZ Z22Z ZZZ ZZZZZ ZZZ
Beginning Date: 1/ 1/1995
Ending Date: 06/30/1997

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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Bl Accounting - Reports

Standard Report Selection
|

Summary

This option allows you to process the standard reports available in the Trustee's Accounting System. Various reports
can be selected in either regular account order or in department order. When the reports are selected, you can then
enter more detailed selection criteria.

Note: This differs from the 'Standard Reports Print' in that you can print (one copy) or display and can only select only
report at a time.

Accounting
Reports
Standard Report Selection

Step 1: Select process
Select 'Menus', 'Accounting’, 'Reports', and then 'Standard Report Selection'.

Step 2: Select report order
You have the option to process the reports in regular account number order or department order.
Make the appropriate selection. The 'Lookup' option is available. When the information has been
entered, press the '‘Update’ key to continue. Press the 'Exit" key to return to the Accounting menu.

Step 3: Select report

The reports shown to be selected are dependant on the report order selected. Use the function keys at
the bottom of the screen to select the report to be processed. Press the 'Exit' key to return to Step 2.

( N
Prog: TRAF340 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Standard Report Selection Path: SHEILA

Enter Desired Report Order:

Regular
Report Order
» : nt Analysis Report By Account
Thal) fAccount Analysis By Transaction Number
TRAB3GEC  Account Analysis By Funclion
TRAQ6ES  Balance Sheet

. TRAQY4S Balance
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Step 4: Enter selection criteria

You will be prompted to enter the selection criteria for the information to be processed. Enter the
appropriate information. 'Lookup' may be available.

Step 5: Confirm

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.

Step 6: Select process
When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display' to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 3.

Reqular Order - Report Descriptions

Accounting Listing - This lists active accounts including activity and balance which are associated with the fund.

Journal Listings - These allow the user to select information to be reported in transaction type order (CR-Cash
Receipts, CD-Cash Disbursements, DP-Deposits, etc.).

Account Analysis - This allows the user to specify a data range and account or transaction order depending on the
option chosen. The report lists detailed entries for accounts.

by Account - You will specify a beginning date and full account number.
by Transaction - You will specify date and transaction number.

by Function - You will specify the fund and function number. The department is not used in the selection
criteria. The report shows detailed entries and produces totals by function.

Balance Sheet - This lists those accounts (assets, liabilities, ‘control’) which currently have an existing balance.

Trial Balance - This lists those accounts (assets, liabilities, ‘control’) which currently have or have had activity
during the current fiscal year.

page 8-24 LGDPC



Bl Accounting - Reports

Standard Reports Print

Summary

This option allows you to process the standard reports available in the Trustee's Accounting System. Various reports
can be selected in either regular account order or in department order. When the reports are selected, you can then

enter more detailed selection criteria.

Note: This differs from the 'Standard Report Selection’ in that you can select multiple reports to print (not display), can
print multiple copies, and can select the reports in a certain order.

Accounting

Reports
Standard Reports Print

Step 1: Select process
Select 'Menus', 'Accounting’, 'Reports', and then 'Standard Reports Print'.
Step 2: Select selection criteria
Enter the information to use in selecting the information to process for the report(s). The 'Lookup'
option is available. When the information has been entered, press the 'Update’ key to continue. Press
the 'Exit' key to return to the Accounting menu.
< N
Frog: TEEEIA] Local liowermment Bats Processing LDorporation afs: HOFHYSDY
Eul: @4.80.88 Slandard Eeperls Prini Faflhi Hill
Repart Order: H1 ELLULHE
Beginning Dale:  BE/ELSN
Emding Dafm! B
(HE|
I nad=) wnc =1k |=Beap=Lnisr=Hnk
Beginning Accouml = - . =
Emding Hocoumi:
\ y
Step 3: Confirm
When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.
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Step 4:

Select report(s), order, and copies

The reports shown to be selected are dependant on the report order selected. First, position the cursor
on the report you want to print first and press <enter>. You will then enter the number of copies to be
printed. After entering the number of copies, the report order will be automatically assigned. If you
want to process more reports, follow the same routine. Remember to select the reports in the order in
which you want them to be printed and refer to the function keys at the bottom of the screen for

instructions.

When all reports have been selected, press the 'Update’ key to begin the processing. As each report
processes, the information will be displayed on the screen. After the information is processed, the
report(s) will print. When finished, you will be returned to Step 2.

Rel: 01.00.00

Report
firder Copies
1 1

2 1
3 1
4 i

-
Prog: TRAF341 Local Government Data Processing Corporation

Standard Reports Print

Select Desired Report

Report Description

fccount Analysis By Function PR

Account Analysis Report By Account PR
Audit Adjusteents Joarnal PR
Balance Sheet PR

Cash Deposits Journal PR

Cash Dishursements dournal £8
Cash Receipts dournal PR
Commissions Joarnal PR
General Jouarnal PR

General Ledger Listing PR
Befunds Jdournal PB

Transfers Journal PR

~
Date: 05/02/96

Path: SHEILA
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Bl Accounting - Reports

Month Range R-D-B Report

Summary

This option allows you to process the Month-To-Date Receipts, Disbursements, and Balances Report. The report will
be processed for a selected month or range of months.

Accounting
Reports
Month Range R-D-B Report

Step 1: Select process
Select 'Menus', 'Accounting’, 'Reports', and then ‘Month Range R-D-B Report'.
Step 2: Select criteria

Enter the month of the transactions to be processed. When the information has been entered, press
the 'Update’ key to continue. Press the 'Exit' key to return to the Accounting menu.

(. N\
Prog: TRAQ?10A Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Month Range R-D-B Report Path: SHEILA

Step 3: Confirm

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.
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Step 4:

Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 3.

TRAQ710A  97/04/25 14:59:24 LGDPC Development System FlexGen4 (4.0R) Page: 1
Trustee’s M-T-D Cash Receipts, Disbursements And Balances - January 1997 Thru May 1997
(A Minus Sign Denotes A Credit Balance)
Description/ Transfers Transfers Commission Ending
Acct # Beg Balance Adjustments Receipts In Disbursements Out Transfers Balance
101 GENERAL
219,773.32- 500.00- 7,415.65- 333.00 1,211.00 111.00- 257.72- 226,513.69-
112 COURTHOUSE & JAIL MAINTENANCE
150.00- 0.00 0.00 0.00 0.00 0.00 0.00 150.00-
115 PUBLIC LIBRARY
10,075.13 0.00 0.00 0.00 0.00 0.00 0.00 10,075.13
131 HIGHWAY/PUBLIC WORKS
126,826.43- 0.00 1,344.70- 111.00 0.00 0.00 26.94 128,033.19-
141 GENERAL PURPOSE SCHOOL
1,189,230.56- 0.00 6,163.22- 0.00 0.00 0.00 123.23 1,195,270.55-
142 SCHOOL FEDERAL PROJECTS
65,662.94- 0.00 0.00 0.00 0.00 0.00 0.00 65,662.94-
143 CENTRAL CAFETERIA
88,524.24 0.00 0.00 0.00 0.00 0.00 0.00 88,524.24
145 OTHER EDUCATION SPECIAL REVENUE
383.49- 0.00 0.00 0.00 0.00 0.00 0.00 383.49-
151 GENERAL DEBT SERVICE
2,779,702.56 500.00 3,081.63- 333.00- 0.00 0.00 61.66 2,776,849.59
171 GENERAL CAPITAL PROJECTS
200,484.29 0.00 0.00 0.00 0.00 0.00 0.00 200,484.29
176 HIGHWAY CAPITAL PROJECTS
373,139.46 0.00 0.00 0.00 0.00 0.00 0.00 373,139.46
177 EDUCATION CAPITAL PROJECTS
476,540.39 0.00 0.00 0.00 0.00 0.00 0.00 476,540.39
180
115,117.40 0.00 0.00 0.00 0.00 0.00 0.00 115,117.40
301 DRUG CONTROL
7,558.95 0.00 0.00 0.00 0.00 0.00 0.00 7,558.95
304 DISTRICT ATTORNEY GENERAL
911.76- 0.00 0.00 0.00 0.00 0.00 0.00 911.76-
307 JUDICIAL DISTRICT DRUG
51.16 0.00 0.00 0.00 0.00 0.00 0.00 51.16
21500 DUE TO OTHER FUNDS
15,053,544.56- 0.00 0.00 0.00 0.00 0.00 1.57 15,053,542.99-
12,605,289.48- 0.00 18,005.20- 111.00 1,211.00 111.00- 44.32- 12,622,128.00-
January May
Summary Of Assets Beginning Balance Ending Balance
11110 PETTY CASH 100.00- 100.00-
11120 CASH ON HAND 10,025.56 27,762.57
11130 CASH IN BANK 4,623,552.47 7,011,740.83
11150 CASH WITH PAYING AGENTS 250.00 250.00
11160 CASH WITH STATE - PUBLIC HEALTH 150.00- 150.00-
11300 INVESTMENTS 7,968,299.34 8,568,299.34
11410 ACCOUNTS RECEIVABLE 24,403.00 39,043.23
14310 UNDISTRIBUTED WARRANTS 0.00 1,011.00-
21500 DUE TO OTHER FUNDS 0.00 0.00
Total 12,626,280.37 15,645,834.97
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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Bl Accounting - Reports

Year-To-Date R-D-B Report

Summary

This option allows you to process the Year-To-Date Receipts, Disbursements, and Balances Report. The report will be
processed for a selected month.

Accounting
Reports
Year To Date R-D-B Report

Step 1: Select process
Select 'Menus', 'Accounting’, 'Reports’, and then "Year To Date R-D-B Report'.
Step 2: Select criteria

Enter the month of the transactions to be processed. When the information has been entered, press
the 'Update’ key to continue. Press the 'Exit' key to return to the Accounting menu.

( N\
Prog: TRAQ?10 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Year To Date R-D-B Report Path: SHEILA

Step 3: Confirm

When the selection criteria has been entered, you will be prompted by "Is This Screen Correct?".
Select "Yes' to continue or 'No' go back and enter new criteria.
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Step 4: Select process

When all information for the report has been selected, you will be prompted for what to do with the
information. Select 'Display’ to display the information on the terminal screen, 'Print' to print the
information to the assigned printer, 'Select Printer' to select the printer to print the listing, 'File' to
send the information to a file (you probably won't use this), or 'Exit' to cancel the process. Make the
appropriate selection.

When the process has completed, you will be returned to Step 3.

TRAQ710 97/04/25 15:00:03 LGDPC Development System FlexGend4 (4.0R) Page: 1

Trustee’s Y-T-D Cash Receipts, Disbursements And Balances - April 1997
(A Minus Sign Denotes A Credit Balance)

Description/ Transfers Transfers Commission Ending
Acct # Beg Balance Adjustments Receipts In Disbursements Out Transfers Balance

101 GENERAL

50.00- 0.00 12,880.80- 0.00 111.00 0.00 257.58 12,562.22-
112 COURTHOUSE & JAIL MAINTENANCE
150.00- 0.00 0.00 0.00 0.00 0.00 0.00 150.00-
115 PUBLIC LIBRARY
300.00 0.00 0.00 0.00 0.00 0.00 0.00 300.00
131 HIGHWAY/PUBLIC WORKS
0.00 0.00 2,372.33- 0.00 0.00 0.00 47.47 2,324.86-
141 GENERAL PURPOSE SCHOOL
100.00- 0.00 10,873.27- 0.00 0.00 0.00 217.45 10,755.82-
151 GENERAL DEBT SERVICE
0.00 0.00 5,436.68- 0.00 0.00 0.00 108.78 5,327.90-
21500 DUE TO OTHER FUNDS
15,053,544 .56 0.00 0.00 0.00 0.00 0.00 1.57  15,053,542.99-
15,053,544 .56- 0.00 31,563.08- 0.00 111.00 0.00 632.85 15,084,363.79-
TRAQ710 97/04/25 15:00:03 LGDPC Development System FlexGen4 (4.0A) Page: 2

Trustee’s Y-T-D Cash Receipts, Disbursements And Balances - April 1997
(A Minus Sign Denotes A Credit Balance)

Fiscal Year April

Summary Of Assets Beginning Balance Ending Balance
11110 PETTY CASH 100.00- 100.00-
11120 CASH ON HAND 1,000.00 27,962.57
11130 CASH IN BANK 6,805,259.04 7,010,440.83
11150 CASH WITH PAYING AGENTS 250.00 250.00
11160 CASH WITH STATE - PUBLIC HEALTH 150.00- 150.00-
11300 INVESTMENTS 8,268,299.34 8,568,299.34
11410 ACCOUNTS RECEIVABLE 380.00 39,043.23
14310 UNDISTRIBUTED WARRANTS 0.00 111.00-
21500 DUE TO OTHER FUNDS 0.00 0.00

Total 15,074,938.38 15,645,634.97

This Report Is Submitted In Accordance With Requirements Of Section S-8-505,
And/Or 67-5-1902, Tennessee Code Annotated, And To The Best Of My Knowledge
And Belief Accurately Reflects Transactions Of This Office For The Year Ended
April 1997.

(Signature) (Date)

(Title)
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Accounting - Transactions

The Process

Summary

The Transactions section of the Accounting allows you to manually maintain and post transactions to the Accounting
and also print various transaction reports.

Menus

Accounting
Transactions

Step 1: Select process

After selecting 'Menus', 'Accounting’, and then "Transactions', a pull down menu will appear that

allows you to select the type of process to be produced.

4 B

29/80/11 6 TRANSH 1
I . Maintenance 2. Reporis 3. .Transeclions 4.Period End 5.RAudil
Manual Tramsaclion Procussing
Rilogcation Transactions
Transaclion Mainlenance
Iransaction Listing
Purge Posting Jowrnal
Perge Poxting Jowrnal
J
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B Accounting - Transactions

Manual Transaction Processing - Transaction Maintenance
|

Summary

This option allows you to manually maintain transactions.

Accounting
Transactions
Manual Transaction Processing

Step 1: Select process

Select 'Menus', 'Accounting’, 'Transactions', 'Manual Transaction Processing’, and then Transaction
Maintenance'.

Step 2: Select transaction type

A pull-down menu will display and you will select the type of transaction that is to be added or
accessed. Make the appropriate selection. Select 'Exit' to return to the Accounting menu.

4 ™)
Prog: TRAFO40 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Manual Transaction Processing Path: SHEILA

1.Transaction Maintenance 2.Posting Options

. Ad - Audit Adjustments
. CD - Cash Disbursements
. CR - Cash Beceipts
Commissions

. DP - Deposits

- Journal Entries
Refunds

Transfers

Warrants

O i ol vp Hio > By B8~ B oo B~ - e o 3
)
=
§

Step 3: Enter transaction information

Enter the Transaction Type, Fund, and Transaction Number. When adding a transaction, the
transaction number is assigned automatically on all entries except cash disbursements.

If the transaction is already on file, the information will be displayed and you can make any necessary
changes. Otherwise, enter the information for the new transaction. Use the function keys at the
bottom of the screen. As the transaction lines are entered, the transaction and batch total at the
bottom of the screen will be updated.

When all the transaction is correct and complete, press the 'DataOk’ key.
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Step 3:

Transaciisn Typs Gk
Fainid = B

Transacilan Eunber

Line
Hiimhisr Fumpt Obj Dep
1 11118
FETTY CHEM

11118
FETTY CRGH

CREE D
CousTY

Descriplien;: HIBCELLAHERUS

Comm | Enk
Lentr MHus
ELL

[ K

Iranasciion latal

Dalch Telal

( N
Prog: TRAFA4ERD Local linesrement Bats Processing Corporation Hafm: HEFADSOD
Palh: Hill

Eel: @4.80.88 Hanual Tramsaclisn Haimlesmance

Tramsaction Bate:

Deki b
Hemiin
85 88

LUEL B B

Crudil
Hrous 1

Confirm

When the transaction has been entered and you press the 'DataOk’ key, you will be prompted by "Data
Ok: Yes No Can Prv Nxt Xit". Select "Yes'to update, 'No' go back and make changes, ‘Can’ to

completely cancel the changes made to the transaction, 'Prv' to go to the previously selected

transaction, ‘Nxt' to go to the next transaction on file, or "Xit' to exit the routine.

When the transaction is updated, you will be returned to the transaction number field.

City Property Tax
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B Accounting - Transactions

Manual Transaction Processing - Posting Options
|

Summary

This contains the Posting Option processes.

Accounting
Transactions
Manual Transaction Processing
Posting Options

Step 1: Select process

Select 'Menus', 'Accounting’, ‘Transactions', 'Manual Transaction Processing', and then 'Posting
Options'.

Step 2: Select process

A pull-down menu will display and you will select the type of process to be performed. Make the
appropriate selection. Select 'Exit' to return to the Accounting menu.

< ™

Frog: TRAFA4E Loeal Gowersnemi Bata Processing Corporation Date: B4sAZA07

Enl: ®1_#0_AH Hanual Tramsaetisn Processing Panh: filas
Transaction Aalntenamece 2.Posiing Options
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- Pest Individus| Tramsasctiens
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B Accounting - Transactions

Manual Transaction Processing - Posting Options
Pre-Post Transaction Report

Summary

This option allows you to process the transaction report before posting. This is used for checking to be sure all
transactions are correct before they are posted.

Accounting
Transactions
Manual Transaction Posting
Posting Options
Pre-Post Transaction Report

Step 1: Select process

Select 'Menus', 'Accounting’, ‘Transactions', ‘Manual Transaction Posting', 'Posting Options', and then
'Pre-Post Transaction Report'.

Step 2: Continue?

You will be prompted by "Pre-Posted Transaction Rpt: Continue Exit". Select '‘Continue' to continue
to the next step or 'EXit' to return to the Posting Options menu.

Step 3: Select process
You will be prompted for what to do with the information. Select 'Display' to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 2.

TRAQ060 97/04/25 15:08:00 LOCAL GOVERNMENT DATA DEMO FlexGen4 (4.0R) Page: 1

Pre-Posted Transaction Rpt

Trans Fnd Funct Obj Dept Cost Bnk Trans Description Effective Debit Amount Credit Amount Control Post
Type Centr Num  Number Date Number
AJ 999-40110- -101 8 TEST 05/14/1997 100.00 0.00
AJ 999-40110- -151 8 TEST 05/14/1997 0.00 100.00
8 Total 100.00 100.00
AJ Total 100.00 100.00
Batch Total 100.00 100.00

Number Of Transactions 2
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Accounting - Transactions

Manual Transaction Processing - Posting Options
Post All Transactions

Summary

This option posts all existing transactions to the Accounting.

Accounting
Transactions
Manual Transaction Posting
Posting Options
Post All Transactions

Step 1: Select process

Select 'Menus', 'Accounting’, "Transactions', 'Manual Transaction Posting', 'Posting Options', and then
'Post All Transactions'.

Step 2: Post transactions

No information will be displayed and you will not be prompted for any kind of information. When
the posting process has completed, you will be returned to the Posting Options menu.
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B Accounting - Transactions

Manual Transaction Processing - Posting Options
Post Transactions By Type

Summary

This option allows you to post the transactions by selecting a transaction type.

Accounting
Transactions
Manual Transaction Posting
Posting Options
Post Transactions By Type

Step 1: Select process

Select 'Menus', 'Accounting’, "Transactions', 'Manual Transaction Posting', 'Posting Options', and then
'Post Transactions By Type'.

Step 2: Select transaction type

The transaction types available will be displayed and you will use the arrow keys to move the cursor
to the transaction type to be posted. When the appropriate line is highlighted, press the 'Post' key.

7 D
Prog: TRAFO40 Local Government Data Processing Corporation Date: 05,/02/96
Rel: 01.00.00 Manual Transaction Processing Path: SHEILA

Select Transaction Type To Post
Tup Deseription
¢ AUDLT ADGUSTHENTS

NAL ERTRIES

ND3
TRANSFERS
WARRANTS

\. J

Step 3: Post transactions

The transactions for the transaction type will be posted. You will not have to enter any additional
information and no other information will be displayed. When the process is complete, you will be
returned to the Posting Options menu.
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B Accounting - Transactions

Manual Transaction Processing - Posting Options
Post Individual Transactions

Summary

This option allows you to post a specific transaction to the Accounting.

Accounting
Transactions
Manual Transaction Posting
Posting Options
Post Individual Transactions

Step 1: Select process

Select 'Menus', 'Accounting’, ‘Transactions', 'Manual Transaction Posting', 'Posting Options', and then
'Post Individual Transactions'.

Step 2: Select transactions to post

The unposted transactions will be displayed. Use the arrow keys to select the transaction number to
be posted. Then, press the 'Post' key.

r ~N
Prog: TRATA4R Local Gowsrsmand Bats Processing Corporat lon Dain: HEFALSOE
Eel: @4.80.88 Hanual Tramsaclisn Frocessing Palh: Hill

il Imdiwidesl Iranssction |o Post

Iranz B Bascr lpt lan

BH@AR@A2 HIBCELLAREDUE

Step 3: Post transaction

The transaction will be posted. You will not have to enter any additional information and no other
information will be displayed. When the process is complete, you will be returned to the Posting
Options menu.
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B Accounting - Transactions

Manual Transaction Processing - Posting Options
Posting Journal

Summary

This option allows you to process the transactions that have been posted. This is used for checking to be sure all
transactions were posted correctly.

Accounting
Transactions
Manual Transaction Posting
Posting Options
Posting Journal

Step 1: Select process

Select 'Menus', 'Accounting’, ‘Transactions', ‘Manual Transaction Posting', 'Posting Options', and then
'Posting Journal'.

Step 2: Continue?

You will be prompted by "Posting Journal: Continue Exit". Select '‘Continue' to continue to the next
step or 'Exit' to return to the Posting Options menu.

Step 3: Select process

You will be prompted for what to do with the information. Select 'Display' to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection. When the process has completed, you
will be returned to Step 2.

TRAQO070 97/04/25 15:08:36 LGDPC Development System FlexGen4 (4.0A) Page: 1
Posting Journal
Proc Tra: Trans Fnd Funct Obj Dep Cost Bnk Description/Remarks Trans Date Debit Amount Credit Amount
Type Typ: Number Centr Num
02 co 10000015 999-29900 Prorate Property Receipts 04/01/1997 0.00 59.36
02 co 10000015 999-58900-510-101 Prorate Property Receipts 04/01/1997 23.86 0.00
02 co 10000015 999-65000-510-131 Prorate Property Receipts 04/01/1997 4.51 0.00
02 co 10000015 999-72310-510-141 Prorate Property Receipts 04/01/1997 20.64 0.00
02 co 10000015 999-81100-510-151 Prorate Property Receipts 04/01/1997 10.35 0.00
59.36 59.36
02 CR 10000015 999-11120 Prorate Property Receipts 04/01/1997 2807.89 0.00
02 CR 10000015 999-40110- -101 Prorate Property Receipts 04/01/1997 0.00 1114.90
02 CR 10000015 999-40110- -131 Prorate Property Receipts 04/01/1997 0.00 210.68
02 CR 10000015 999-40110- -141 Prorate Property Receipts 04/01/1997 0.00 965.67
02 CR 10000015 999-40110- -151 Prorate Property Receipts 04/01/1997 0.00 482.83
02 CR 10000015 999-40120- -151 Prorate Property Receipts 04/01/1997 0.00 33.81
2807.89 2807.89
*** Total Transmitted 2867.25 2867.25
*** Total Posted To G/L 2867.25 2867.25
* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Accounting - Transactions

Allocation Transaction Maintenance
| |

Summary

This option allows you to maintain the account allocation or detail lines for a selected transaction. Account lines can
be added, deleted, or changed. Also, you can directly post the transaction to the Accounting.

Accounting

Transactions

Step 1:

Step 2:

Step 3:

Step 4:

Select process

Allocation Transaction Maintenance

Select 'Menus', 'Accounting’, ‘Transactions', and Allocation Transactions "Transaction Maintenance'.

Select transaction

Enter the Transaction Type, Fund, and Transaction Number of the transaction. The 'Lookup' option is
available. The "Exit' key will return you to the Accounting menu.

Make necessary changes

The remaining information for the transaction will be displayed. Make any necessary changes to the
transaction. You can add, delete, or change the line items. Use the function keys at the bottom of the

screen.

LETLT:

Line Mo
|

rI"rn,: VEHF B5H
Eel= @4.00.H8
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Fume | L j Camn Lar Thi
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1112R
Lo Caode:

Conm Code Corm Pk
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B Tirams: H Baloh Tobal:

Cosw Pok:
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Maniaal Tran#kaclion Allecalion
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1HEL HH
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Craedil Brousl

Corm BRt:

Carm Brl
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Post transaction

When the information is correct and you want to go ahead and post the transaction, press the 'Post'
key. The transaction will be posted to the Accounting and you will be returned to Step 2.
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Bl Accounting - Transactions

Allocation Transaction Listing
|

Summary

This option allows you to process a Manual Allocation listing.

Accounting
Transactions
Posting Options
Posting Journal

Step 1: Select process
Select 'Menus', 'Accounting’, 'Transactions', and Allocation Transactions Transaction Listing'.
Step 2: Continue?

You will be prompted by "Manual Allocation Listing: Continue Exit". Select 'Continue' to continue
to the next step or 'EXit' to return to the Posting Options menu.

Step 3: Select process
You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print’ to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 2.

TRAQO055 97/04/25 15:11:54 LGDPC Development System FlexGen4 (4.0R) Page: 1
Manual Allocation Listing

Trans Type: CD CASH DISBURSEMENTS

Fund Trans Seq Effective Funct Obj Alc Cost Bnk Description Debit Amt Credit Amt
Number No Date Tbl Cntr

999 12345 00001 05/01/1997 11130 300 KAREN BREENS 100.00 0.00

999 12345 00002 05/01/1997 21352 KAREN BREENS 0.00 100.00

Total For: CD 100.00 100.00

Total For All Transactions: 100.00 100.00

* End of Report: LOCAL GOVERNMENT DATA DEMO *
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B Accounting - Transactions

Purge Posting Journal

Summary

This option reports information which has been posted to the Accounting and then purges the contents of the file. This
option should be printed daily.

Accounting

Transactions

Step 1:

Step 2:

Step 3:

Posting Options

Purge Posting Journal

Select process
Select 'Menus', 'Accounting’, "Transactions', and then 'Purge Posting Journal'.
Continue?

You will be prompted by "Purge Posting Journal: Continue Exit". Select 'Continue’ to continue to the
next step or 'EXit' to return to the Posting Options menu.

Select process

You will be prompted for what to do with the information. Select 'Display' to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 2.
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B Accounting - Period End

The Process

Summary

The Period End section of the Accounting allows you to perform the processes to close out a day, month, or year.

Menus
Accounting
Period End
Step 1: Select process
After selecting 'Menus', 'Accounting’, and then 'Period End', a pull down menu will appear that
allows you to select the type of process to be produced.
4 N
29/80/11 TRANEN 1
I . Maintenance 2. Reporis 3. Transaclions 4.Peried End 5.Audil
’l Rccounting Day End
B. Monih~End Clesing
€. Year-End Frocessing
. J
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B Accounting - Period End

Day End Processing
|

Summary

The Day End Processing section of Period End allows you to perform the processes to close out a day, month, or year.

Menus
Accounting
Audit File
Period End
Accounting Day End

Step 1: Select process

After selecting 'Menus', 'Accounting’, ‘Period End’, and then ‘Accounting Day End', a pull down
menu will appear that allows you to select the type of day end process to be produced.

< N

an/e8/11
I.Day End
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Bl Accounting - Period End

Day End

- Purge Posting Journal

Summary

This option reports information which has been posted to the Accounting and then purges the contents of the file. This
option should be run daily.

Accounting

Period End
Day End Processing
Accounting Day End

Step 1:

Step 2:

Step 3:

Purge Posting Journal

Select process

Select 'Menus', 'Accounting’, 'Day End Processing’, 'Accounting Day End', and then 'Purge Posting
Journal'.

Continue?

You will be prompted by "Purge Posting Journal: Continue Exit". Select 'Continue’ to continue to the
next step or 'Exit' to return to the Accounting Day End menu.

Select process

You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 2.
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B Accounting - Period End

Day End - Daily Posted Transaction Report
|

Summary

This option allows you to process a listing that contains the transactions by day that have been posted.

Accounting
Period End
Day End Processing
Accounting Day End
Daily Posted Transaction Report

Step 1: Select process

Select 'Menus', 'Accounting’, 'Day End Processing', Accounting 'Day End', and then 'Daily Posted
Transaction Report'.

Step 2: Print report

You will not be prompted to enter any information. The report will automatically print. When it is
completed, you will be returned to the Accounting Day End menu.
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B Accounting - Period End

Day End

- New General Ledger Accounts Journal

Summary

This option allows you to process a listing that contains the new accounts made on the Accounting.

Accounting

Period End
Day End Processing
Accounting Day End

Step 1:

Step 2:

Step 3:

New G/L Accounts Journal

Select process

Select 'Menus', 'Accounting’, 'Day End Processing', ‘Accounting Day End’, and then '‘New G/L
Accounts Journal'.

Continue?

You will be prompted by "New G/L Accounts Journal: Continue Exit". Select '‘Continue' to continue
to the next step or 'EXit' to return to the Accounting Day End menu.

Select process

You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 2.
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B Accounting - Period End

Month-End Processing
|

Summary

The Month-End Processing section of Period End allows you to perform the processes for the Month-End in addition to
handling commissions.

Menus
Accounting
Period End
Month-End Closing

Step 1: Select process

After selecting 'Menus', 'Accounting’, 'Period End', and then '‘Month-End Closing’, a pull down menu
will appear that allows you to select the type of month-end process to be produced.

{ N
an/es/11
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B Accounting - Period End

Month-End - October Commissions
|

Summary

This option calculates the October commission amount. This calculated amount is allocated and posted to the
Accounting when this program is executed.

Menus
Accounting
Period End
Month-End Closing
Special Commissions
October Commissions

Step 1: Select process

Select 'Menus', 'Accounting’, 'Period End', 'Month-End Closing', 'Special Comm', and then 'October
Commissions'.

Step 2: Select month

Enter the appropriate month to be used as the commission month and then press the 'Update’ key.
'‘Lookup' is available. Press the 'Exit' key to return to the Month-End Closing menu.

~
rl"r-:lrg= TREFa@ Local Gowsrement Bats Processing Corporation Dafn: HOSHLSOS
Eel: B@3.80.43 Detober Conmissions Paflh: Hill

o fober CoFemisslons

Conmission Menlh: 18

\. J

Step 3: Confirm

After entering the month, you will be prompted by "Is This Screen Correct?". Enter "Y' to continue or
'N' to enter another month.

Step 4: Process commissions

As the information is being processed, the information is displayed on the screen. When the process
is complete, you will be returned to the Month-End Closing menu.
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B Accounting - Period End

Month-End - School Commissions
|

Summary

This option applies school commissions for a selected month. The month defaults to the current accounting month but
can be changed. A lookup for the commission information for all months is available. If the process does not
complete, it will restart at the point of failure. Posting errors may be corrected through the manual entry process.

Menus
Accounting
Period End
Month-End Closing
Special Commissions
School Commissions

Step 1: Select process
Select 'Menus', ‘Accounting’, 'Period End’, ‘Month-End Closing’, 'Special Comm’, and then 'School
Commissions'.

Step 2: Select criteria

Enter the appropriate month of the Trustee commission. Then, press the 'Update’ key. 'Lookup'is
available. Press the 'Exit' key to return to the Month-End Closing menu.

(krugi TRRAF 162 Lozal Howersmeml Dalas Processing Corporalion Dale: IRIILFBE‘
Esl: @480 A8 Npply Schosl Conelsslons Paih: HINI

Conm i ssien Honlh: B2 February

Conmission Bueailakile ¥EB

Cormission Brinenl IHAEA . &2
Allocalien Table: 141 IBRE% PUBLIC ECHOOL

Connissien Bpplied; B H0

\. J

Step 3: Confirm

After entering the month, you will be prompted by "Continue?". Enter "Y' to continue or 'N' to enter
different selection criteria.

Step 4: Confirm report

You will be prompted by "Special Commissions Journal: Continue Exit". Select 'Continue' to
continue to the next step or 'Exit' to return to the Month-End Closing menu.
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Step 5:

Select process

You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select

the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 3.
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B Accounting - Period End

Month-End - Warrant Listing

Summary

This option allows you to process a listing that contains warrants for a selected expense month and range of

departments.

Menus
Accou

nting

Period End

Step 1:

Step 2:

Step 3:

Month-End Closing
Month-End
Warrant Listing

Select process

Select 'Menus', 'Accounting’, 'Period End’, 'Month-End Closing’, 'Month-End’, and then "Warrant

Listing'.

Select criteria

Enter the beginning and ending range of expense dates and departments to process. Then, press the
'‘Update’ key. 'Lookup' is available. Press the 'Exit' key to return to the Month-End Closing menu.
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Confirm

After entering the month, you will be prompted by "Is This Screen Correct?". Enter "Y' to continue or

'‘N' to enter different selection criteria.
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Step 4: Select process

You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 2.

TRQ110 1999/08/01 11:50:50 LGDPC Development System FlexGen4 (5. 3U) Page: 8
Monthly Warrant Listing

Dept: 307 JUDICIAL DISTRICT DRUG
Type: 02 VENDOR

Warrant Seq Warrant Reconciled Unreconciled Bnk Check Reconcile
Number Num Date Description Amount Amount Num Bank Name Number Date
00001356 01 07/01/1996 A B C 122.04 0.00 00060796 07/07/1997
00001357 01 07/01/1996 MY CO PAYROLL 430.69 0.00 00060796 07/07/1997
00001358 01 07/01/1996 A-PLUS HATS 267.00 0.00 00062496 07/14/1997
00001359 01 07/01/1996 BELLSOUTH 63.36 0.00 00062496 07/14/1997
00001360 01 07/04/1996 CITY OF SAMPLE 14,439.37 0.00 00062496 07/14/1997
00001361 01 07/04/1996 FULL SERVICE GAS 212.00 0.00 00062196 07/16/1997
00001362 01 07/04/1996 BATMAN OIL 39.90 0.00 00062196 07/18/1997
00001363 01 07/04/1996 SHELL OIL 38.09 0.00 00062896 07/18/1997
00002223 01 07/15/1999 UNITED CITIES GAS CO 55.05 0.00 400 FIRST NATIONAL 02021999 07/21/1997
00002224 01 07/15/1999 WALMART STORE 123 42.06 0.00 400 FIRST NATIONAL 02021999 07/21/1997
00002225 01 07/15/1999 SAMPLE CO PAYROLL ACCOUNT 842.05 0.00 400 FIRST NATIONAL 02011999 07/22/1997
00002226 01 07/15/1999 BELLSOUTH 211.62 0.00 400 FIRST NATIONAL 02041999 07/24/1997
Total: 20,045.43 20,045.43 0.00
Total For Department:
307 JUDICIAL DISTRICT DRUG 20,045.43 20,045.43 0.00
*kkkkkkkkkkkkkkk Grand Total: 11,881,076.13 11,881,054.51 21.62 kkkkkkkdkkkkkhkk

Beginning Expense Date: 07/01/1997

Ending Expense Date: 07/31/1997

Beginning Warrant Dept:

Ending Warrant Dept: ZZZ

Total Number Warrants: 96

Total Reconciled Warrants: 95

Total Unreconciled Warrants: 1
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B Accounting - Period End

Month-End - Summarized Receipt Listing
I

Summary

This option allows you to process a Summarized Receipt Listing.

Menus
Accounting
Period End
Month-End Closing
Month-End
Summarized Receipt Listing

Step 1: Select process
Select 'Menus', 'Accounting’, 'Period End', 'Month-End Closing’, 'Month-End', and then 'Summarized
Receipt Listing'.

Step 2: Select criteria

Enter the beginning and ending range of receipt dates to process. Then, press the 'Update’ key.
'‘Lookup' is available. Press the 'Exit' key to return to the Month-End Closing menu.

4 N
Prog: TRQ415 Local Government Data Processing Corporation Date: 05,/02/96
Rel: 01.00.00 Summarized Receipt Listing Path: SHEILA

Ending Receipt Date: 023121995
HBCCYY
. J

Step 3: Confirm

After entering the month, you will be prompted by "Is This Screen Correct?". Enter "Y' to continue or
'N' to enter different selection criteria.
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Step 4: Select process

You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print' to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or

'Exit' to cancel the process. Make the appropriate selection.

When the process has completed, you will be returned to Step 2.

TRQ415 97/04/25 15:21:09 LGDPC Development System

Summarized Receipt Listing

Miscellaneous Receipts

Total For Receipt

01/21/1997 SCOTT CHECK 1.00
40110 095

Total For Receipt

Receipt Receipt Paymt Payment Rev Obj Cost Alc
Number Date Received Of Type Amount Code Cod Centr Tbl
1995 0000001 0003 SHEILA JANETTE EVANS Change: 0.00 Overpayment: 02 NO Prorate:
02/04/1997 SHEILA JANELLE EVANS CHECK 125.00
40110 095

1995 0000002 0001 LAST NUMBER - 0000000 Change: 0.00 Overpayment: 02 NO Prorate:

FlexGen4 (4.0Aa) Page: 1
Distribution Commission
Amount Amount
02 NO
125.00 2.50
125.00 2.50
02 NO
1.00 0.02
1.00 0.02
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B Accounting - Period End

Month-End - Voided Receipts Report

Summary

This option allows you to process a listing that contains either voided property tax receipts or voided miscellaneous
receipts. The reports can be processed in either date or receipt number order.

Menus
Accounting
Period End
Month-End Closing
Month-End
Voided Receipts Report
Step 1: Select process
Select 'Menus', 'Accounting’, 'Period End', ‘Month-End Closing’, 'Month-End', and then "Voided
Receipts Report'.
Step 2: Select order
You will have the option of processing the information in either date or receipt number order. Make
the appropriate selection. Press the 'Exit' key to return to the Month-End Closing menu.
Step 3: Select order
You will have the option of processing the information in either receipt number, name, or receipt
number order. Make the appropriate selection. Select the 'Exit' option to return to the Month-End
Closing menu.
A. Exil
: :t-uﬂpl Humber
- Racalpd Duks
Step 4: Enter selection criteria

Depending on the order selected, enter the criteria to be used in selecting the information for the
report. Then, press the 'Update’ key. 'Lookup' is available. Press the 'Exit' key to return to the
Month-End Closing menu.
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Step 5: Confirm

After entering the month, you will be prompted by "Is This Screen Correct?”. Enter "Y" to continue or
'N' to enter different selection criteria.

Step 6: Select process

You will be prompted for what to do with the information. Select 'Display’ to display the information
on the terminal screen, 'Print’ to print the information to the assigned printer, 'Select Printer' to select
the printer to print the listing, 'File' to send the information to a file (you probably won't use this), or
'Exit' to cancel the process. Make the appropriate selection. When the process has completed, you
will be returned to Step 3.

TRQ182 1999/08/01 13:44:13 LGDPC Development System FlexGen4 (5. 3U) Page: 2

Void Receipt Report By Date

Tax Receipt Trans Rcpt Receipt Receipt
Year Number No Type Void Date Void Time User Name Void Reason Date Amount
1996 0022274 0001 MISC 07/15/1997 10:13 AM SHARON 09 07/15/1997 150.00
1996 0046292 0001 PROP 07/16/1997 03:46 PM BRENDA 03 WRONG PAYMENT TYPE INFO 07/14/1997 20.38
1996 0034061 0003 PROP 07/21/1997 07:52 AM  JENY 03 WRONG PAYMENT TYPE INFO 01/07/1997 1,787.85
1996 0008735 0001 PROP 07/22/1997 08:11 AM  SHARON 09 07/22/1997 228.87
1996 0039877 0001 PROP 07/24/1997 03:43 PM  JUDY 09 07/24/1997 424.00
1996 0003742 0002 PROP 07/24/1997 09:48 AM SHARON 03 WRONG PAYMENT TYPE INFO 07/24/1997 2,036.48
1996 0022311 0001 MISC 07/25/1997 02:02 PM SHARON 09 07/25/1997 263,762.08
1996 0038325 0001 PROP 07/27/1997 09:54 AM BRENDA 06 WRONG DRAWER CODE 07/10/1997 4.61
1996 0022329 0001 MISC 07/31/1997 09:35 AM  SHARON 02 WRONG RECEIPT 07/30/1997 26,505.67

Total: ZI;TI;;T;;

Beginning Void Date: 07/01/1997
Ending Void Date: 07/31/1997
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B Accounting - Period End

Month-End - Purge Warrant File
|

Summary

This option purges the check/warrant records from the file. Records to be purged are selected by entering a beginning
and ending check/warrant date. Records may be selected for purging only if they have been reconciled and updated to
the Accounting. The exception would be a voided warrant which may not have been reconciled or prorated. If no
records within the selected date range are eligible for purging, a message will be displayed stating that no records were
purged. After records have been purged, an option is given to print the Purged Warrant Report.

Menus
Accounting
Period End
Month-End Closing
Month-End
Purge Warrant File

Step 1: Select process
Select 'Menus', 'Accounting’, 'Period End', 'Month-End Closing', 'Month-End’, and then 'Purge
Warrant File'.

Step 2: Select criteria

Enter the beginning and ending range of effective dates to process. Then, press the 'Update’ key.
'‘Lookup' is available. Press the 'Exit' key to return to the Month-End Closing menu.

e ™
Prog: TRE160 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Purge Warrant Records Path: SHEILA

ate: 07/01/199
MMBDCCY
0720121395
MHBDCCY Y
\. J

Step 3: Confirm

After entering the month, you will be prompted by "Is This Screen Correct?". Enter "Y' to continue or
'N' to enter different selection criteria.
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Step 4:

Warning message display

A warning message will be displayed. After reading it, make the selection to continue.

( N
Prog: TRE1G® Local Gowersment Bats Processing Lorporation Date: 84707797
Bel: @82.88.10 Purge Warrant Records Path: files

s HERNING
Hake Sure That No Une Om The Systen Is In fing
0f The Fellewing Processes Hefore Continuing
This Purge Process:

= Bdd Harramt

= Change Marraat

= Yoid Harrant

= Disribute Harramis

= Rarrant Recomcliliation

- Bateh Marrant Recomciliation
= Looad Harrants By New File

= Load Harrants Hig Uid File

Onee This Process Begins. Everyose On The
Systen Hill Be Locked Dut OF 811 OF These
Freocesses Until The Purge Mas Completed.

\. J

When the process has completed, you will be returned to Step 2.

City Property Tax
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B Accounting - Period End

Month-End - Purge Receipt Files
|

Summary

This option removes records from the Receipt File and writes them to a Receipt History File. You will be prompted to
enter a date range to select the records to be deleted. Records may be purged only if they have been prorated.

Menus
Accounting
Period End
Month-End Closing
Month-End
Purge Receipt Files

Step 1: Select process
Select 'Menus', 'Accounting’, 'Period End', ‘Month-End Processing’, ‘Month-End Closing’, and then
'Purge Receipt Files'.

Step 2: Select criteria

Enter the beginning and ending range of receipt dates to process. Then, press the '‘Update’ key.
'‘Lookup’ is available. Press the 'EXit' key to return to the Month-End Closing menu.

< ™
Prog: TRE?00 Local Government Data Processing Corporation Date: 05/02/96
Rel: 01.00.00 Create Receipt History Files Path: SHEILA

- Create Receipt History Files

. J

Step 3: Confirm

After entering the month, you will be prompted by "Is This Screen Correct?". Enter "Y' to continue or
'N' to enter different selection criteria.
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Step 4:

Warning message display

A warning message will be displayed. After reading it, make the selection to continue.

d D
Prog: TRE78# Local Goeersment Bata Processing Corporation Date: BAZR7/97
Rol: #2.80.19 Cruatn Rucoipt Mistory Files Path: files

wux HARNING xxx
Hake Sure That No One Om The System Is In flny
0f The Fellewing Processes Before Centinuing
This Purge Process:
Froperty Tax Recelpting
Vold Property Tax Recelpts
Chaage Preperty Tax Receipts
Misewl lansous Receipting
Void Niscellancous Receipts
Change Miscellameous Receipts
Procate Property Tax Becelpis
Procate Miscellanesus Receipts
Bateh Receipting
Unce This Process Heglins, Everyome On The
Systen Hill Be Locked Out 81 All OF These
Processes Uatil The Purge Mas Conmpleted,
\ J

When the process has completed, you will be returned to Step 2.

City Property Tax
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B Accounting - Period End

Month-End - Month-End Closing
||

Summary

This option allows the processing of reports and updating of necessary information for the month-end close. A menu
will be displayed allowing selection from steps previously defined in the Period-End Control Transaction Maintenance
form.

Menus
Accounting
Period End
Month-End Closing
Month-End
Month-End Closing

Step 1: Select process
Select 'Menus', 'Accounting’, 'Period End', 'Month-End Processing’, 'Month-End Closing', and then
'‘Month-End Process'.

Step 2: Select steps for processing

Select the steps to be processed during the month-end. Begin with step 1 and continue through step
4. When you have completed the month-end processing, you will be returned to the Month-End

Closing menu.
rfruﬁl AFFARR Local Howersmes| Dals Processing Corpoaralion Dalle: HEI!LIBQ‘
Egl: H9.08H,.HH Perled End Haleci Path: Hill

HODMWHTH ERD
From This Foint On, The Sysfen Hill Taks Yeu Through Each Step.
HBiop AL Any Biep And BRlari Agaism AT A Lafer Time.

BCAH FOR UMPOSTEN TEAHSACTIOEE
2 TRUSTEE REPORTS
F RACCNINHT IHO REFORTS

CLEAR ACCOINHTIME FLARES

. J

1 SCAN FOR UNPOSTED TRANSACTIONS - This looks for transactions which may not have been posted.
2 TRUSTEE REPORTS - This prints the M-T-D Trustee's Report and M-T-D RDB Report.

3 ACCOUNTING REPORTS - This prints the reports including the Journal Listings, Department Reports, Trial
Balance, and M-T-D Account Analysis.

4 CLEAR ACCOUNTING FLAGS - This sets the accounting month to the correct month and year and updates the
year-to-date totals with the current month's information along with setting the appropriate flags for the
next month's activity.
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B Accounting - Period End

Year End
|

Summary

This option allows the processing of reports and updating of necessary information for the year-end close. A menu will
be displayed allowing selection from steps previously defined in the Period-End Control Transaction Maintenance
form. This step must follow the close of the last month of the fiscal year.

Menus
Accounting
Period End
Year End Processing

Step 1: Select process
Select 'Menus', 'Accounting’, 'Period End', and then "Year End Processing'.
Step 2: Select steps for processing

Select the steps to be processed during the year-end. Begin with step 1 and continue through step 6.
When you have completed the year-end processing, you will be returned to the Accounting menu.

4 N
Frog: AFFARE Local Howersmenl Pala Processing Corporalion Dale: HESIRSOE
Esl: H4.HH.HH Peried End Seleci P'aih: Hill

YEARRE EMND
From This Point On, The Sysfen Hill Taks Yeu Through Esch
Yoii May HSY%ep AL Ang Blep And Blarl Agaim AT A Laler Tina.

BCAH FOR UMPOETER TEAHEACTIODEE
COPY FILES TO LGMPHOEE

ACCOWMHT IHE REP

CLOSE ACCONHTE

AECOWHT IHE REPORTS (AFTER CLBSISG)
CREATE STATEPE AWDIT FILE

[ N

Bption

J

1 SCAN FOR UNPOSTED TRANSACTIONS - This looks for transactions which may not have been posted.
2 COPY FILES TO LGDPWORK - This copies specific files before the close process begins.

3 ACCOUNTING REPORTS - This prints the appropriate accounting reports. This option could take a long time to
process. Please allow yourself adequate time to finish this step.

4 CLOSE ACCOUNTS - This will clear balances for revenue and expenditure accounts.
5 ACCOUNT REPORTS (AFTER CLOSING) - This will print the appropriate account report after the close
process. These should be compared to the reports before the close process (Step 3) and checked for

accuracy.

6 CREATE STATEPC AUDIT FILE - This will create the file to be downloaded for audit.
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Bl Accounting - Audit

Audit
I

Summary

The Audit section of Period End allows you to perform the processes to load an audit diskette and the YTD Audit File.

Menus
Accounting
Audit File

Step 1: Select process

After selecting 'Menus', 'Accounting’, and then 'Audit’, a pull down menu will appear that allows you
to select the type of process to be performed.

réﬂ/lﬂlll

I Maintenance

2. Reports Jd.Transactions 1.Peried End 5. Hudit
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Bl Accounting - Audit

Write STATEPC File to Diskette

Summary

This option allows you to create a diskette containing the STATEPC audit file. The STATEPC audit file is created
during the year-end process. So, this option should not be chosen until the year-end process has been completed.
When this option is chosen, you will be prompted for your diskette type (5 %" or 3 %2"), and you will be prompted to
insert the diskette.

Accounting
Audit
Write STATEPC File to Diskette

Step 1: Select process
Select 'Menus', 'Accounting’, 'Audit’, and then 'Write STATEPC File To Diskette'.
Step 2: Select diskette type

Enter the appropriate selection for the type of diskette that will be used for the file. Select 'Exit' to
return to the Accounting menu.

< R
Local Bowersmesi Bata Processing

SCL: AFPETS Copy STATEPC Fila To Disk Ral: A2 HE. 78

\. J

Step 3: Confirm

You will be prompted to insert the diskette into the drive and then to select to continue. Follow the
instructions given. When the process has completed, you will be returned to the Accounting menu.

City Property Tax page 8-65



Bl Accounting - Audit

Create YTD Audit File

Summary

This option allows you to create the Year-To-Date Audit Account Analysis File. You will enter a beginning and ending

month range and a beginning and ending account number range for the information to be processed.

Accounting
Audit
Create YTD Audit File

Select 'Menus', ‘Accounting’, 'Audit’, and then 'Create Y-T-D Audit File'.

Enter the beginning and ending range of dates and account numbers to be processed. ‘Lookup'is

available for the account number fields. Press the 'Exit' key to return to the Accounting menu.

Hgginuing Honth:
Erdimg Honth:

Emdimg Boooun® Hember:

Local Gowersaent Bata Processing Corporation
¥-T-B Aecownt Analyzis - Budii

¥-T-0 Aeeoumt Bna yalia - Radd i 1

& JULY
3 HPEIL

13k
1347

Lot

Frodl =Franet =1 j-Bap-Cant e -Ank
Hegimnimg Boosunt Hember: H43- = = o= -

dA = £ = = = AR =2 2T

Step 1: Select process
Step 2: Enter selection criteria
Step 3: Confirm

rl?'r'u-g: RAFESEY

Ral: @2.80.20

g

~
Date: BASATAT

Paih:

Filas

You will be prompted by "Is This Screen Correct?". Select "Yes' if the selection criteria is correct and
the process should begin or 'No' to return to Step 2. When the process has completed, you will be

returned to Step 2.
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