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The following topics are covered in this section:

Debtors Parameters Maintenance
Council Code Maintenance

Debt Type Maintenance

Rating Period Debt Type Maintenance
Generation run Id Maintenance

Term Maintenance

Merge Type Maintenance

Debt Type/Transaction Type Maintenance
Debt Category Maintenance

Debtor Type Maintenance

Direct Debit Type Maintenance
Response Type Maintenance

External Source Maintenance
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Parameters

Debtors Parameter Maintenance

Debtors Parameter Maintenance Form

The System Parameters enable the setting of the Responsibility Structure and Default Debtor Type, Term,
Statement Type, Statement Print Option to be used upon creation of each Debtor assessment, and
Document Number Ranges to be used when creating Invoices, Credit Notes and Journals. Also default
Activities can be set when certain actions have occurred on the assessment such as the addition of an
Arrangement to Pay, Direct Debit or Recovery Group. Additionally Ledger Accounts for Overpayments,

Refunds and Small Balance Debits and Credits can be set up from this form.

NOTE: When entering in the Document Number Ranges define them to cater for the expected volumes of
documents that are to be created.

Example:
Invoices 1 —-999999

Credit Notes 1000000 — 1999999
Journals 2000000 — 2999999

B Debtors Parameter Mainienance

Responsikility Structure
Detault Debtor Type
Default Term
Default Statement Type
Default Statement Print Cption
Default Credit Limit
Arrangement to Pay
Direct Debit
Arrangement Default Recovery Group
Validate Check Digit
Copy Owener as Debtor
Apportion to Disputed Debts
Mext Debtor Mumber
Force Receipt Quslifier
Document Humbers
Irvoice
Credit Mate
Journal
Accounts
J Cwerpayment Accounts
J Refund Accounts

- |
perauL T IRNNEY

MONTHLY | |

&=

Default Type

rorithly

Open kem w

Always Print
99,999,999.00
ARRANGE El

DIRDEBIT El
DEBREC B

Uze Overtide Accounts

Arrangements to Pay facility

Direct Debit Facilty

Dekbtor Recovery Group

L]

Search Status Default
] Disputed Action E-mail
30179 | Default Tranzaction Search
Manually Appartion

Start Number End Mumkber

1| - S00000000

200000001 | - 900000000

00000001 | - 999993993

Conzolicate on Statements: Documents

{any)

Receipts

w

[thiz i the test for dispute

122 | Days

Mext Mumber
19188
500000380
00000208

Small Balance Dehit Accounts
Small Balance Credit Accourts

Cancel

Debtors Parameter Maintenance Form

Responsibility Structure

A new Responsibility Structure will have to be defined in the Core Responsibility Module to determine the
security of staff to Accounts Receivable functions. This new structure must be entered here.

Default Debtor Type

Select from the popup the Debtor Type that will be used as a default when a new Debtor is created.

Default Term
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The Default Terms, having been previously created, is entered here and will be used as the Default Terms
on all new Debtor Types.

Default Statement Type

Select from the list the Default Statement Type to be used when a new Debtor Type is created. Available
options are:

e Open item

e Brought Froward

Default Statement Print Option

Select from the list the Default Statement Print Option to be used when a new Debtor Type is created.
Available options are:

e Always Print

e Print if non-zero Balance

e Print if non-zero Balance or current transactions

e Never Print

Default Credit Limit
Enter a default Credit Limit amount. This amount will be used as a default in the Credit Limit when creating a
new Debtor Type.

Use Override Accounts

Tick ON this option if you wish to enable Council Code Override Account functionality. By default, this
parameter is OFF. If enabled, this will enable the use of a Council Code parameter to define Assessments
within different Councils, subsequently enabling different ledger account processing to occur for transactions
which are not associated with a Debt Type. (i.e. Overpayments, Small Balance Write-Off, Refunds).

Arrangement to Pay

Select from the popup an Activity to be added to the Debtor when an Arrangement to Pay is created for the
Debtor.

Direct Debit
Select from the popup an Activity to be added to the Debtor when a Direct Debit is created for the Debtor.

Arrangement Default Recovery Group

Select a default Arrangement Recovery Group from the Pop Up Form. Alternatively the Recover Group can
be manually typed in (if already known).

Validate Check Digit

If this checkbox is checked on, the Check Digit entry for the Debtors Debtor assessment Number will be
verified for accuracy for functions such as Debtors Transaction Entry, Maintaining Debtors Debtor
assessments, Receipt Entry etc

Consolidate on Statements — Documents

If turned on, any Invoices, Credit Notes and Journals that have more than one transaction line will appear on
a Debtors statement as a single entry (i.e. consolidated). Otherwise, each individual transaction line will
appear on a statement as a separate entry (i.e. unconsolidated) as per previous functionality.

Consolidate on Statements — Receipts

If turned on, any Receipt Transaction Headers that have more than one transaction line present will appear
on a Debtors statement as a single entry (i.e. consolidated). Otherwise, each individual receipt transaction
line will appear on a statement as a separate entry (i.e. unconsolidated) as per previous functionality.

Copy Owner as Debtor

If this checkbox is ticked ON, when creating a new Debtor using a property address, the property owner/s will
automatically be copied across as the Debtor Names. Names can still be maintained from the Add Debtor
form if all property owner/s are not to be on the Debtor Account. This item can be Activated / Deactivated at
any time.

Search Status Default
Set the Search Status Default to be used for assessment searching. Available options are:

e (any)
e Current

Infor Public Sector July 17 Page 4



Debtors User Guide Parameters

e Proposed
e Current & Proposed
e Historic

Apportion to Disputed Debts

Check this on to allow receipts to be apportioned to debts flagged as disputed. Apportionment to a disputed
transaction will only occur after all other debts have been apportioned to. If turned off debts flagged as
disputed will never be apportioned to.

Disputed Action Email

Competing details on the E-mail Action parameter Maintenance form will allow nominated staff members to
be notified by e-mail when debts are flagged disputed by cashiers.

Next Debtor Number
This field shows the next Debtor number to be allocated when creating a new debtor account. This field can
be maintained, but is not recommended unless under direction from a Infor Support Representative.

Default Transaction Search

If a value is entered in this field then the number of days entered is subtracted from the current date and the
resulting date is defaulted in to the first ‘Header Date’ search profile field on the new ‘Transaction Header
Selection’ form accessed via the ‘Debtor Summary form. This has the effect of only retrieving the last
number of days worth of Transaction Headers when the ‘Transaction Header Selection’ form is first
displayed.

Force Receipt Qualifier
When this flag is on, all Receipts will require a valid Qualifier to be entered.

Manually Apportion

When this flag is on it forces all Credit Journals to be manually apportioned.

When Receipts or Credit Journals are reactivated and can not be apportioned to the debit transaction they
were originally apportioned to (e.g. another credit may have been apportioned to this debit), then the Receipt
or Credit Journal will be left to be manually apportioned by the User.

Document Numbers — Start Number
Unique Document Number ranges for Invoices, Credit Notes, and Journals must be specified when the
Account Receivable Parameters are initially defined.

Note: Once defined, these ranges cannot be changed. The complete range of document numbers runs
from 1 through to 999,999,999.

Document Numbers — End Number
Unique Document Number ranges for Invoices, Credit Notes, and Journals must be specified when the
Account Receivable Parameters are initially defined.

Note: Once defined, these ranges cannot be changed. The complete range of document numbers runs
from 1 through to 999,999,999.

Document Numbers — Next Number

This field displays the next number that will be utilised on production of the specific document. This number
may be maintained should it be required to amend the Next Number that will be used for the next document
to be produced.

Note: This number must NEVER be set to a lower number.

Accounts — Overpayment Accounts
This button opens the Overpayment Account Maintenance form to specify the appropriate General Ledger
accounts.

Accounts — Refund Accounts
This button opens the Overpayment Account Maintenance form to specify the appropriate General Ledger
accounts.

Accounts — Small Balance Debit Accounts
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This button opens the Default Refund Account Maintenance form to specify the appropriate General Ledger
accounts.

Accounts — Small Balance Credit Accounts

This button opens the Default Refund Account Maintenance form to specify the appropriate General Ledger
accounts.

Term Pop Up Form

The Term Pop Up form displays a list of the various Terms to assist searching and selection of the required
Term.

Rl =] E3

— Term ————— Description |

DALY Diaily -

DEIJ_TEST David's Test

DEBTIMT Debitor interface

DEMO Wizekly invoices

ErDMCMNTH Encd Monith

FORTE Fortnighitly - ke

FORTO Fartnightly - open

HT-MOMNTHLY KT morthly invoices

MONTHL Y Worthly _v|_|
— Search Profile

Term ||
Description
Search Select Close

Term Pop Up Form

Term / Description

These fields contain the Term Code and the description of the Terms. The Terms available for selection are
displayed. The Terms and Description fields are display only and cannot be maintained.

Search Profile — Term / Description

If a search is required then this can be done using either the Term Code or the Description. Wild Card
searching is available.

Overpayment Maintenance Form

The Overpayment Account is used to manage the value of a Receipt that is un-allocated to an Invoice on
any Debtor record i.e. the excess value over and above the amount allocated to an invoice or statement
balance. This should be a Liability type account and is used for Reconciliation between Pathway Accounts
Receivable and the General Ledger.

The Bank Account is used for Overpayment Receipts and the default for Rate Type/Transaction Type
settings. If required, different debts (Rate Types) can be defined with an override Bank Account. When a
Receipt is allocated to these debts, they will be updated to the override Bank Account. These overrides will
need to be set up, if Trust Bank Accounts are required for certain debts, or if some debts are to attract Bank
Duties (FID) and therefore must pass through a different Bank Account.

All Accounts entered must be from the same Ledger.
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5| Overpayment Account Maintenance

Transaction Type  [Overpayment |
Overpayments Taxshle [
Tax Code [LDRSYS | [Acct Rec System Tax Code
Ledger
Overpayment Accourt |BIREe USRS ) L}I Acocts Rec Overpayments
Receipt Bank Account |[LDR-BAHK-ACCOUHT ;}I Lccts Rec Bank Account

(04 Cancel

Overpayment Account Maintenance Form

Transaction Type
This field defaults with the type of transaction. This field is not maintainable.

Overpayments Taxable

The Overpayments Taxable Flag allows for the control of tax transactions being generated on any
overpayments. When this flag is unchecked the Tax Code field will be dimmed as it is not required. If
council applies Tax to the overpayment component then this flag should be checked on and the appropriate
Tax Code allocated.

It is expected that for Australian sites, the Overpayments Taxable field will be checked OFF.
It is expected that for New Zealand sites, the Overpayments Taxable field will be checked ON.

Tax Code & Description

The Tax Code and its description are displayed. The Pop Up can be used to select the appropriate Tax
Code to be used if Tax is to be calculated.

Ledger
The Ledger Associated to the General Ledger Accounts defined is displayed in this field. This field is display
only.

Overpayment Account & Receipt Bank Account

Click on the pop-up to select the appropriate account (and corresponding Ledger) for the Overpayment
Account and the Receipt Bank Account.

Default Refund Account Maintenance Form

An Account is required for Refund Clearing and Refund Suspense. It is recommended that both of these
Accounts are the same and will effectively be credited when a Refund is created.

The subsequent drawing of the Cheque through Accounts Payable should debit this account and thereby
reduce the balance to zero. This Refund Clearing Account should be a Liability Type account.

The Bank Account associated with the Refund Accounts should be the same as the Bank Account defined
for the Overpayment Account.

All Accounts entered must be from the same Ledger.
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B Default Refund Account Maintenance

Transaction Type [RFND | [|refund |

Leder

Refund Suszpense Account | BTSN EFI [ ERSATES oS L L}I Acctz Rec Refund Suspense
Refund Clearing Accourt |LDR-REFUND-CLEARING il Acctz Rec Refund Clearing
Receipt Bank Account |LI]R-BAHH-ACCOUHT L}I Acctz Rec Bank Account
(] 4 Zancel

Default Refund Account Maintenance Form

Transaction Type
These fields are populated with the Transaction Type code and description. The fields are not maintainable.

Ledger
The Ledger Associated to the General Ledger Accounts defined is displayed in this field. This field is display
only.

Refund Suspense, Refund Clearing & Receipt Bank Accounts

Click on the pop-up to select the appropriate account (and corresponding Ledger) for the Refund Suspense
Account, Refund Clearing Account and the Receipt Bank Account.

Default Small Balance Account Maintenance Form

Accounts are required for Small Balance Suspense and Write Off.

e Small Balance Debit Account

The Write Off Account will be an Expenditure Type account and will be used if a Small Balance Debit
Transaction Type is used to write-off a credit balance.

The Suspense Account is used to balance entries where multiple Control Accounts may be used. This will
normally result in a zero balance.

e Small Balance Credit Account
The Write Off Account will be an Expenditure Type account and will be used if a Small Balance Credit
Transaction Type is used to write-off a debit balance.

The Suspense Account is used to balance entries where multiple Control Accounts may be used. This will
normally result in a zero balance.

In both of the above the default Bank Account must also be specified.
If required, the Debit and Credit Account can be the same Account.

All Accounts entered must be from the same Ledger.
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B Default small Balance Account Maintenance

Transaction Type [BALD | |small Balance Dekit |
Lectger
Small Balance Suspense Accourt | B LB TRT [e 1] L}I Accts Rec Small Balance Debit
Small Balance Write-Off Account |LODR-COHTROL-ACCOUNT ;}I Acctz Rec Control Account
Receipt Bank Account |LI.'IR-BA.NI{-ACCOUHT ;}I Accts Rec Bank Account

o Cancel

Default Small Balance Account Maintenance Form

Transaction Type
This field defaults the Transaction Type code and the description. These fields are not maintainable.

Ledger
The Ledger Associated to the General Ledger Accounts defined is displayed in this field. This field is display
only.

Small Balance Suspense, Small Balance Write-Off and Receipt Bank Accounts

Click on the pop-up to select the appropriate account (and corresponding Ledger) for the Small Balance
Suspense Account, Small Balance Write-off Account and the Receipt Bank Account.
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Council Code Maintenance

Council Code Maintenance enables individual Council Codes to be created, for the purpose of defining
Override Accounts for certain transaction types (BALC/BALD/RFND) and Overpayments.

Council Code Maintenance Form

This form allows the entry of overriding General Ledger Accounts to be entered for each Council Code.
Council Codes only need to be created once and will be available across all modules (Rates/Water
Billing/Trade Waste/Debtors). The overriding General Ledger Accounts must be entered for each module via
the Council Code Menu in each module.

R =
Refund  Owerpaymert  Small Balance  Small Balance
— Council Code — Description Accourt — Account Credi Accourt _Debit Accourt o cgiee
Playford ] ] =] ) ¥
GEELONG Geelong = = ] = Ird
|REDCLIFFE Redcliffe = = = = Ird

Insert | [0]4 I Cancel

Council Code Maintenance Form

Refund Account

Three Accounts will be required. They are:-

e Receipt Bank Account

e Refund Clearing Account

e Refund Suspense Account

Select the Pop-up to access the Account Pop-up that the required accounts may be selected.

Overpayment Account

Two Accounts will be required. They are:-

e Receipt Bank Account

e Overpayment Account

Select the Pop-up to access the Account Pop-up that the required accounts may be selected.

Small Balance Credit Account

Three Accounts will be required. They are:-

e Small Balance Suspense Account

e Receipt Bank Account

¢ Small Balance Write Off Account

Select the Pop-up to access the Account Pop-up that the required accounts may be selected.

Small Balance Debit Account

Three Accounts will be required. They are:-

e Small Balance Suspense Account

e Receipt Bank Account

¢ Small Balance Write Off Account

Select the Pop-up to access the Account Pop-up that the required accounts may be selected
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Council Maintenance

Council Options and Group Options can be assigned from this form. In addition authority can be given for
users to have access to secured functions.

B Council Maintenance

Responsibility Details

Structure [ACCREC | |fccounts Receivable |
Options
Council Options | Group Options
Council Authorities | Group Authorities

Clase

Council Maintenance Form

Responsibility Details — Structure
This field displays the structure used within Responsibilities for Debtors.

Options — Council Options Button
Use this button to assign Debtors Maintenance/Enquiry options.

Options — Group Options Button
Use this button to access Responsibility Groups and assign Debtors Maintenance/Enquiry options.

Options — Council Authorities Button
Use this button to assign Debtors secured functions.

Options — Group Authorities Button
Use this button to access Responsibility Groups and assign Debtors Maintenance/Enquiry options.
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Debt Type Maintenance

Debt Type Maintenance Form

Debt Types are used within Accounts Receivable. Every document entered must have a Debt Type
assigned.

Debt Types hold the default monetary rate and the default Revenue Account. They can be defined as Fixed
Charge amounts or Unit Based, therefore controlling the calculations performed within Document Entry.

The Debt Type also manages the taxable status of the charge. Debt Types are used to reflect the ‘standard
fees and charges’.

Examples of Debt Types that may be required are: -

e Leases

e Rentals

e Private Works, such as Clearing Inflammable Undergrowth, Driveway Grading etc

Additionally, Miscellaneous Codes can be created using both a Fixed Charge and Unit Based calculation.
This will cater for charges that do not fall into any standard fee/charge. If Tax is to be applied then additional
Debt Types that are flagged as Taxable will also need to be defined.

Examples of Miscellaneous Codes that may be required are: -
e MISCUNIT — Miscellaneous (Unit Based)

e MISCFLAT — Miscellaneous (Flat Charge)

e MISCUNITTX — Miscellaneous (Unit Based) Taxable

e MISCFLATTX — Miscellaneous (Flat Charge) Taxable

B Debt Type Maintenance

— Debt Type Irternal Description
HALL Council Hall Hire -~
SUPPORT Support Bookings
ABH Event and Facilty Bookings
HOMEC ARE HOMECARE SERVICES E
CHURCH Church Hire hdorve
O AL HIRE Hire of &AM Stadium LI
ALk admin fee (LLC, 1PCPC)
BCND Bond for WOW = $19999 (LLE, 1PCPC)
i Blond account (LAP, 1PPPC) _v'J
Dekt Type [HALL Active v
Internal Description  |Council Hall Hire
External Description  [Council Hall Hire
Cetegory [HALLHIRE  # | [Hall Hire |
Calculation Method |Numher of Units = Unit Charge =
Taxzahle [ [antazatle —;I Tax Calculation Frm
Tax Code [LRASYS | [Rstes System Tax Code |
Soutce. | | Fineable [ Fehate &pplies [
Defauft Transaction Ref. [Hall Rental

Insert | w8 I Cancel
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Debt Type Maintenance Form

Debt Type

This field contains a Debt Type currently existing in the system. Highlighting this field will display full details
of that particular Debt Type in the bottom section of the form where maintenance can be performed. This
field is display only and cannot be maintained

Internal Description

This field contains the Description of the Debt Type that Council staff uses to describe the Debt Type (i.e. it
is used internally in the organisation). Highlighting this field will display full details of that particular Debt
Type in the bottom section of the form where maintenance can be performed. This field is display only and
cannot be maintained.

Debt Type
This field contains a ten-character code representing a Debt Type.

Active

If this checkbox is checked on, the Debt Type may be selected within Debtors functions. The default setting
is “Active’.

Internal Description

This field contains the Description of the Debt Type that Council staff uses to describe the Debt Type. This
Internal Rate Type will be displayed on all enquiry & maintenance forms. E.g., the Internal Description that

appears on enquiry & maintenance forms may be “Fixed Charge — GST Inclusive” while the external
description that appears on Invoices and other documents may be “Miscellaneous”.

External Description

This field contains the Description of the Debt Type that will be printed on all notices, letters etc. E.g., the
Internal Description that appears on enquiry & maintenance forms may be “Fixed Charge — GST Inclusive”
while the external description that appears on Invoices and other documents may be “Miscellaneous”. Some
documents only allow a limited number of characters to be printed for the Description. For these documents,
care should be taken to keep the Description within their character limits if possible; otherwise the printed
description may not be meaningful.

Category

This shows the Debt Category code that the Debt Type belongs to, and a display-only Description of the
Category. Click on the Category pop up button to select a Debt Category. These Debt Categories must
previously have been set up in “Debt Category Maintenance”.

Calculation Method

Click on the Drop Down to select the rate calculation method appropriate to this Debt Type. There are only
two options available to Debtors-

e Number of Units x Units Charge

o Fixed Charge

Taxable

Check this flag on if the Debt Type is to have tax calculated as part of the charge.
For more information refer to the section on Tax Processing in the Rates Accounting Overview.

Non-taxable Code

If the Taxable field has not been flagged on, therefore making it Non Taxable, then a Non-taxable Type
needs to be defined. There are 3 options available in the dropdown list. These are as follows:

GST Free
GST Exempt
Division 81
Input Tax
Out of Scope
Export Sales
Undefined.
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It is expected that Australian sites will use GST Free and Division 81 only. Financial systems can use these
values, as the applicable codes, below, are output in the Pathway Financial Transaction File in place of the
previous 'N' value.

N - GST Free

X - GST Exempt

8 - Division 8

| — Input Tax

O — Out of Scope
E — Export Sales

Z - Undefined

Tax Calculation

If the taxable flag is set “on”, click on the Drop Down to select the method of calculating Tax. The two
options available are:

e Inclusive: The fee or rate that is defined is deemed to be inclusive of Tax and therefore the tax
transaction generated is calculated on this amount (1/11 for 10% or 1/9 for 12.5% of fee/rate amount). For
example, a total Fixed Charge rate of $10.00 is subject to a 10% GST. The actual charge would consist of a
charge component of $9.09 and a GST component of $0.91 for a total of $10.00.

e Exclusive: Any tax applicable is in addition to the fee or rate that is defined. For example, a total Fixed
Charge rate of $10.00 is subject to a 10% GST. The actual charge would consist of a charge component of
$10.00 and a GST component of $1.00 for a total of $11.00.

Tax Code

If a Debt Type is defined as taxable a Tax Code must be entered in this field. The code can be selected from
a pop-up. To be selected, the Tax Code must first be created in the Tax System Parameters.

Rebate Applies

If this checkbox is checked on, then Rebates can be applied to charges made against this Debt Type. The
default setting is off.

Fineable

If this checkbox is checked on, then charges made against this Debt Type will attract Fines/Interest/Penalties
if paid late. The default setting is off.

Debt Category Pop Up Form

This form enables the selection of a Debt Category code to be linked to a Rate Type
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& Debt Category Pop Up M =] E3

— Category ———— Description

HOMECLARE Home Care Services

SUPPORT Support Booking Debtor

Lit=] o8 Ewent and Facilty Bookings

LICENSING Licenszing Patheeeay Debtars

APPLICS Application Pathweay Debtors

HALLHIRE Hall Hire

SLMDRY =undry Charges

SEN zeneral

DEBTORS Debtars
— Search Profile

Catenory ||
Description
Search Select Close

Debt Category Pop Up Form

Category
This field contains a list of Debt Category Codes. (These Debt Categories must previously have been set up
in “Rate Categories Maintenance”)

Description
This field contains a Description that more fully describes the Debt Category.

Search Profile — Category

Enter a Debt Category Code to base your search on and press the Search button to initiate the search for a
particulate Code. Wildcard searching is available on this field.

Search Profile — Description
Enter a Description (or part thereof) to base your search on and press the Search Button to initiate the
search. Wildcard searching is available on this field.
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Rating Period Debt Type Maintenance

Rating Period Debt Type Search Profile Form

This form enables you to select an option of either entering a new Debt Type for a particular Rating Period or
searching for existing Debt Types in a Rating Period. To enter a new Debt Type, click on the New Button.
To search for a particular Debt Type, click on the Search Button.

B Rating Period Debt Type Search Profile

Fating Period (200452005 | 2004005 Rates Generation
Dkt Type ;}I

W= Search Close

Rating Period Debt Type Search Profile Form

Rating Period
This field contains a code representing the Rating Period to be used when assigning Debt Types. This field
defaults the current Rates ‘Rating Period’ and cannot be maintained.

Description
This field contains a Description that more fully describes the Rating Period displayed. This field is display
only and cannot be maintained.

Debt Type

This field contains the code representing the Debt Type. Click on the Debt Type Pop Up to select a Debt
Type. (These Debt Types must previously have been set up in ‘Debt Type Maintenance’).
Use the Search Button to perform a search based on the entered or selected Debt Type.

Description
This field contains the Description of the Debt Type that has been entered or selected. This field is display
only and cannot be maintained.

Debt Type Pop Up Form

This form enables you to select a Debt Type for current Rating Period.
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& Debt Type Pop Up M =] E3

—Deht Type De=crigtion |

1 1 - Baze Fee (Application Fee) (LAP, ACCRLA) -

0,000 ASLAPOTH209

Lit=] o8 Ewent and Facilty Bookings

A0 additional fee (LAP, 1PPPC)

ADDABK Additional charge (&BK, FB)

A0k admin fee (LLC, 1PCPC)

ADWERT Acvertizing Fees (LAP, OTH209)

AP3 ap type 2 fees (LAP, 0TH209)

AP ap type 4 fee (LAP, OTH209) _vrl
— Search Profile

Debt Type |
Description
Search Select Close

Debt Type Pop Up Form

Debt Type
This field contains a code representing the Debt Types available for selection.

Description
This field contains the associated Description of the Debt Types available for selection.

Search Profile - Debt Type
Enter in the Debt Type Code required for Search. Wildcard searching is available in this field.

Search Profile — Description
Enter in the Description (or part thereof) for the Debt Type required for Search. Wildcard searching is
available in this field.

Rating Period Debt Type Selection Form

This form displays the Rating Period and the Debt Types that are associated to the Period.

From this form you are able to maintain an existing Rating Period Debt Type or create a new entry.
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B Rating Period Debt Type Selection
— Rating Period Description
[2004,2005 | 2004105 Rates Generation | ‘
— Dehlt Type De=cription |
h 1 - Bage Fee [(Application Fee) (LAP, ACCRLA) ﬂ
0,00, 0, ASLAPOTH209
200 addtional fee (LAP, 1PPPC)
AD0DABK Additional charge (ABK, FB)
Dbl admin fee (LLC, 1PCPC)
40WERT &chverizing Fees (LAP, OTH209)
APS ap type 3 fees (LAP, 0TH209)
P4 ap type 4 fee (LAP, 0TH209)
LPFEE app feetests (LAP, 0TH209) :|_|
Tt Iodify | Close |

Rating Period Debt Type Selection Form

Rating Period
The current Rating Period from Rates and its associated Description are displayed in these fields.

Debt Type
The Debt Types that are associated to the Rating Period are listed along with the Description of the Debt
Type

Rating Period Rate Debt Maintenance Form

All Debt Types need to be defined initially in the current Rates ‘Rating Period’, to enable them to be utilised
in Document Entry. This parameter will also control the Fixed Charge Amount or Charge per unit.

These rates should be reviewed as per existing Council policy on rate changes, however during the Rates
End of Year; they will automatically be assigned to the new Rating Period.

Note: A rate or amount must be entered; however this can be overridden within the Journal Entry function.
Where the rate or amount is not a standard fee, it is recommended that amounts such as .01 be entered to
ensure that it is obvious that it is to be overridden.
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B Rating Period Debt Type Maintenance

Rating Period  [2004/2005 2004005 Rates Generstion
Debt Type |[CHURCH Church Hire

el el wation Brarty [
lize Detault Rateatle Valuation Tvpe v

Reteatle Waluation Type _/I |
iActive!
— Calculation Details
Fized Amournt 30.00

fatein the Moflaf Allance
nit Ehare specialRead Fes
Aolditioma| Eharge Tenant ke Fee
Timimm Ehanee ather Eead Fee

I &I EHErHE

feEsairmary ke o Lhits:

Delete Ik Cancel

Rating Period Debt Type Maintenance Form

Rating Period
These fields default the current Rating Period from Rates and its associated Description.

Debt Type

The Debt Type selected and its associated Description is displayed. If the Debt Type is not know or is to be
changed then use the Pop Up to access the Debt Type Pop up to select the appropriate Debt Type.

Rateable Valuation Type

The field will be greyed out once a selection of the appropriate debtor’s rate type has been made. The field
is only used when in the rates Application.

Rateable Valuation Type Description
This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Use Default Rateable Valuation
This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Active
If this checkbox is checked on, the Rating Period Rate Type may be selected during maintenance functions

Fixed Amount
Insert the amount that will be the charge to be applied.

Rate in the Dollar
This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Unit Charge
Insert in this field the amount to be charged for each unit.

Additional Charge
This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Minimum Charge
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This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Maximum Number of Units
Insert in this field the maximum number of units for the rate type.

Allowance
This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Special Read Fee
This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Tenant Read Fee
This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Other Read Fee
This field should not be available. The field will be greyed out once a selection of the appropriate debtor’s
rate type has been made.

Tiers Button
This Button should not be available. The Button will be removed once a selection of the appropriate debtor’'s
rate type has been made.

Delete Button
Select the Delete Button if it is required to delete a rate Type.
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Generation Run Id Maintenance

Generation Run Search Profile Form

This form enables you to select an option to either enter a new Generation Run Id or search for an existing
Generation Run Id.

Generation Run Id Codes are required to be assigned to every transactions generated within Accounts
Receivable.

e Click New to enter a new Generation Run Id.

e Click Search to view a summary of ALL previously entered Generation Run Ids.

e Enter a Generation Run Id, a Description of a Generation Run Id, or a combination of both to narrow
your Search.

B Generation Run Search Profile

Generstion Fun

Description

W= Search Close

Generation Run Search Profile Form

Generation Run

Enter the Generation Run Code or alternatively, leave the field blank and click on the Search Button to
access the Pop-up to select the required Generation Run.
The field can be used to conduct a wildcard search for all existing Generation Runs.

Description
This field contains a fifty character Description to more fully describe the Generation Run. The field can be
used to conduct a wildcard search.

Generation Run Selection Form

This form enables you to select an option to either enter a new Generation Run Id or select an existing
Generation Run Id to maintain from a list.
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B Generation Run Selection
— Generation Run —— Description
',31 JUr 2004 01 -Jun-2004 -
(DR My Diebitor Gen Run
01 WAy 2004 01 -Mary-2004
01 APR20048 01-Apr-2004
01 APRZ2004 .4 01-Apr-2004
01 APR2004 01-Apr-2004
14APR2004 14-Apr-2004
07 APR2004 07-Apr-2004
DEBTIMT debtors interfacing _vrl
W= Madify | Close |

Generation Run Selection Form

Generation Run
This field contains a ten character code representing a Generation Run Id. This field is display only and
cannot be maintained.

Description
This field contains a fifty character Description to more fully describe the Generation Run Id. This field is
display only and cannot be maintained.

Generation Run Id Maintenance Form

Generation Run Id is required for every transaction generated within Accounts Receivable. The Generation
Run Id will be linked to Notice Groups and the allocation within Document Entry will be automatic.

Effectively, there will be a Generation Run Id automatically created for each ‘terms period’ as part of the
Statement/Ageing process. The Generation Run Id Code will be the Next Statement Date from the Notice
Group.

Initial Creation of a Generation Run Id for each Notice Group is required.

Note: A Generation Run Id code cannot be created with the same Next Statement Date as an existing
Generation Run Id. However, the system will cater for Next Statement Dates that match, during the course
of Statement/Ageing, if multiple Terms result in matching Next Statement Dates.

B Generation Run ID Maintenance

Generation Fun
Description
Rating Period

» | [200405 Rates Generation

Ztatement Date  |(01-Jun-2004 Fire From Date  {(04-Jul-2004 Last Current Fine Date
Pay by Date  (04-Jul-2003 Fine After Date (04-Jul-2004 Last &Arrears Fine Date

Active [V

(04 Cancel
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Generation Run ID Maintenance Form

Generation Run
The unique code to identify the Generation Run Id. This should be the Next Statement Date in
DDMMMCCYY format. l.e.: Next Statement Date of 315t December 2000 would be 31DEC2000.

Description
The appropriate text description of the Generation Run Id. For example a Generation Run Id of 31AUG2000
could have a Description of August 2000.

Rating Period
Accounts Receivable uses the same Rating Period as Rates. The Rating Period must be the current Rates

Rating Period as defined within the Rates System Parameters.
Click on the Pop-up to select the appropriate Rating Period.

Date of Notice
The Notice Date is the next Statement Date for this Generation Run Id. This must be set to that of the
required Next Statement Date.

Fine From Date

This field contains the date that Fines/Interest/Penalties will be calculated from if the amount due is not paid
by the Pay By Date. Pressing F2 or double clicking on this field displays the default calendar that can be
utilised to select the required date.

Last Current Fine Date
This field is not currently utilised by the Accounts Receivable system.

Pay By Date

The Pay By Date field can be defined as the date that Statements are due (perhaps 14 days after Statement
Date) or, the date that Invoices are to be paid (perhaps the next Statement Date). The Receipting process
also uses the pay by Date to control the apportionment of payments, in order that the oldest debt will be paid
first.

Fine After Date

This field contains the date that Fines/Interest/Penalties will commence to be raised if the amount due is not
paid by the Pay By Date. Pressing F2 or double clicking on this field displays the default calendar that can
be utilised to select the required date

Last Arrears Fine Date
This field is not currently utilised by the Accounts Receivable system.

Active
If this checkbox is checked on, the Generation Run may be selected during maintenance functions.

Rating Period Pop Up Form

The Rating Period Pop Up is displayed when the Pop Up button has been selected from the Debtors
Generation Id Maintenance form. It shows a list of the Rating Periods available for selection.
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B Rating Period Pop Up M =] E3

— Rating Period De=crigtion |

200652007 200607 Rates Generation -

200552006 2005/06 Rates Generation

200452005 200405 Rates Generation

2003552004 200304 Rates Generation

2002520035 2002003 Rates Generation

2001002 2001 zecond half generation

200148 2001 first half generation

200001 200001 - Rates Generation

199920008 1999/20008- Rates Generation _v|_|
— Search Profile

Resting Period ||
Description
Search Select Close

Rating Period Maintenance Form

Rating Period
This field contains a ten-character code representing the Rating Period (These Rating Periods must
previously have been set up in the Rating Period Maintenance within Rates).

Description
This field contains a fifty character Description that describes the Rating Period.

Search Profile — Rating Period

This field contains a ten-character code representing the Rating Period. The field can be used to conduct a
wildcard search for all existing Rating Periods in the System, fitting a particular naming criteria. Eg. Entering
*1999 * and searching will retrieve all periods with 1999 somewhere in that code.

Search Profile — Description
This field contains a fifty character Description to be used to conduct a wildcard search. Eg. Entering *1999
* and searching will retrieve all periods with 1999 somewhere in that description.
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Term Maintenance

Term Maintenance Form

The Term Maintenance parameter enables the ‘Terms’ to be defined. Terms are required to control the
Statement Print and Ageing process. Multiple Terms can be set up and each Debtor will be defined using
only one Term Code. In addition, the Term will also manage the Type of Statement Print that is required —
either Open Item or Brought Forward.

To set up a Term, firstly determine whether all Debtors are processed using the same Ageing Terms, if so,
only one Term will be required.

To create a new Term, select the Insert Button.

Note: If there is a need for a Debtor not to have a Statement Printed, and they fall into the same Terms
Period, it will be necessary to set up a separate Term with the same Terms Period, Frequency, Date and
Statement Type.

% Term Maintenance

Mext Statement
— Term Description Period Frequency - Date — Genetation Run —
i |Daily [pays -] [ 1] [03-Sep-2002  [03sEPzo0z -
DBU_TEST |David's Test [pays -] [ 1 [24Aug-2003  [2480G2003
|DEBTINT {Debtor interface [pays -1 [ 7[5 N4-aApr-200a  [1a2PR2004
{DEMO Weekly invoices [pays .| [ 7 [08-0ct-2002 | [0sOcT2002
|EHDMONTH {End Month [Months .| [ 1/ [31-Jan-2001  [31J4M2001
|[FORTB {Fortnightly - b/fwd [pays -] [1aF |07-0ct-2000 | [07OCTZ000
{FORTO |Fortnightly - open [pays -] [1a}5 [18-Hov-2000  [18MOv2000
[KT-MONTHLY  |[KT monthly invoices [Months .| [ 1] |M-Aug-2003  [01aUG2003A
|MONTHLY {Monthiy [Months .| [ 1[5 [20-0ct-2003  [200CT2003 _vr|
Insert | ok Cancel |

Term Maintenance Form

Term
To create a new Notice Group, take the Insert Button and enter up to 10 characters (alpha &/or numeric) to
create a unique code to identify a Notice Group.

Description
Enter a description to describe the Notice Group.

Period

Click on the drop down to select the available options. The options are “Daily” and “Monthly”. The Term

Period combines with Term Frequency to define the length of the ageing period for this Term Group, e.qg.

“Daily” and “14” would mean fortnightly ageing. The length of the term will determine how often debts are
aged for Debtors that are part of this Term Group.

Note: It is common to set up Terms referred to as 30 days, however if a Period of ‘Days” and Frequency of
‘30’ is used, it will cause Statements to be due every 30 days, not every month, hence the date will differ
most months.
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Frequency

Set the Frequency to the required number. The Frequency combines with Period to define the length of the
term period for this Term Group, eg. “Daily” and “14” would mean fortnightly ageing. The length of the term
will determine how often debts are aged for Debtors that are part of this Notice Group.

Note: It is common to set up Terms referred to as 30 days, however if a Period of ‘Days” and Frequency of
‘30’ is used, it will cause Statements to be due every 30 days, not every month, hence the date will differ
most months.

Next Statement Date
The next due date for this Term Group. This date must match an existing Due Date for a Generation Run.

Generation Run

This field defaults the Generation Run Id that matches the Next Statement Date with the Date of Notice field
entered on the Generation Run ID. Debts raised by this Generation Run will use the Terms defined by this
Notice Group.
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Merge Type Maintenance

Merge Type Maintenance Form

5| erge Type Options

Options
Statement and Letter Metge Types
I Document Merge Types

(04 Cancel

Merge Type Maintenance Form

Options - Statement Merge Type
Opens the Merge Type Search Profile form.

Options - Invoice Merge Type
Opens the Merge Type Search Profile form.

Merge Type Search Profile Form

B Merge Type Search Profile

Werge Type ||
Dezcription
Extract Type Code —;}I [
Field Mame | | = |

W= | Search Close |

Merge Type Search Profile Form

Merge Type
Insert the Merge Type code.

Description
Insert the Merge Type description.

Extract Type Code

Insert the Extract Type code or alternatively, click on the Pop-up to access the Extract type Pop up to select
the appropriate extract type.

Field name

Insert the field name or alternatively, click on the Pop-up to access the Extract field Pop-up to select the
required field.
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Debt Type/Transaction Type Maintenance

Debt Type/Transaction Type Account Search Profile

The function provides the process to establish General Ledger Account numbers that the transactions of this
particular Transaction Type will be directed.
The account must be established prior to attempting the generation of debts.

B Debt Type / Transaction Type Account Search Profile

Debt Type L}I

Tranzaction Type 1

Search Close

Debt Type / Transaction Type Account Maintenance Form

Debt Type

Enter in this field the Debt Type Code. Alternatively, select the Pop-up to access the Debt Type Pop-up to
select the appropriate Debt Type.

Transaction Type

Insert the Transaction Type required. Alternatively, select the Pop-up to access the Transaction Type Pop-
up to select the required transaction.

Transaction Type Pop-up
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& Transaction Type Pop Up
— Type ————  De=cription
TR UMIT Wister Unit Charges -
TR UMIT-R Wigter Unit Charge Reversal
FIME-PRF: Fine Remizsion reversal
REBI Inner City Rebate
REBI-F Inner City Rebate Reversal
FREMARR MZ FINE-A Remisszion
FEBF:M Febate - Rundle hall
REBRE Rebate - Residertial
IN=I-P Previous Period Instalment Interest _vrl
— Search Profile
Tranzaction Type ||
Description
Search Select Close

Transaction Type Pop Up Form

Type
This field defaults the Transaction Type code. This field is not maintainable on this form.

Description
This field defaults the description of the Transaction Type.

Search Profile/Transaction Type

Insert the Transaction Code that the search is to be performed over. Wildcard searching is available in this
field.

Search Profile/Description

Enter the description of the Transaction Type that the search is to be performed. Wildcard searching is
available in this field over.

Debt Type/Transaction Type Account Selection Form
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& Debt Type / Transaction Type Account Selection

— Debt Type ——— Description
[CHURCH | |church Hire |
— Tranzaction Type — Description |
TR LINIT Witer Unit Charges -
VTR LIMIT-F Wigter Unit Charge Reverszal
FIME-PRR Fine Retnizsion reversal
REBI Inner City Rebate
REBI-FR Inner City Rebate Reverszal
REMARR MZ FINE-A Remiszion
FREBRM Fehbate - Rundle kall
REBRE Rebate - Residertial
INSI-P Previous Period Instalment Interest :|_|
Iodify | Close |

Debt Type/Transaction Type Account Selection Form

Debt Type/Description

These fields display the Debt Type and Description selected in the Search Profile. These fields are not
maintainable.

Transaction Type/Description

These fields display the Transaction Types attached to the selected Debt Type. Focus may be placed on
one Transaction Type and the Modify button selected.

Debt Type/Transaction Type Maintenance Form

This form provides the functionality to establish (and maintain) accounts that will direct the value of
transactions generated utilising this Debt Type and Transaction type to.
Accounts MUST be established prior to generation of any debts.

B Debt Type / Transaction Type Account Maintenance

Debt Type |CHURCH Church Hire
Tranzaction Type Iy Invoice
Ledger Details Defaulted from  |Transaction Type

Loy ifu YT A | DR-COHTROL-ACCOUNT _I Accts Rec Control Account

Revenue Account |LDR-REVEHUE-ACCOUNT Accts Rec Revenue Account
Receipt Bank Account |LDR-BAHK-ACCOUNT L)I Accts Rec Bank Accourt
Receipt Cortral  [LDR-RECEIPTS il Accts Rec Receipts
Project Code | ;)I [ |

Debt Type / Transaction Type Maintenance Form

Debt Type
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This field defaults the Debt Type Code, and the description, from the selection form. This field cannot be
maintained on this form.

Transaction Type

This field defaults the Transaction Type, and description, from the selection form. This field cannot be
maintained on this Form.

Ledger
This field defaults with the Ledger that the Transaction Type has been prescribed in the Transaction Type
Parameters.

Accounts Default From
This field indicates that the accounts have defaulted from the Transaction Type Parameters. If overrides
have been inserted in the account fields, this field will not be displayed.

Accounts

This field is populated with the Account Numbers that the particular transaction type has been prescribed to
in the Transaction Type Parameters. Click on the pop up to select the account number to the value of
transactions will be directed for this particular Transaction Type when associated with this rate Type.

Project Code

Insert into this field the Project Code that is to be attached to the transaction. Alternately, click on the pop up
to access the Project Code Pop-up to select the appropriate Project Code. The description of the Project
Code will be defaulted once selected.
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Debt Category Maintenance

Debt Category Maintenance Form

This form enables the addition of Debt Categories or the maintenance of existing ones.

Debt Categories are used to group similar Debt Types together for display purposes. E.g., there may be
three types of hall hire charges your Council charges, one for ratepayers, one for people outside of the
council area and one for businesses. All of these may have the one Debt Category of Hall Hire.

B Debt Category Maintenance

— Category Description Active —
Home Care Services 7
SUPPORT Support Booking Debtor |7
ABK Event and Facility Bookings |7
LICEHSIHG Licensing Pathway Debtors [w Ll
APPLICS Application Pathway Debtors [vw howe
HALLHIRE Hall Hire v +
SUNDRY Sundry Charges v
GEH General ¥
DEETORS Debtors v

Inserk | (0] 4 I Cancel

Debt Category Maintenance Form

Category
This field contains a ten-character code representing a Debt Category.

Description
This field contains a fifty character Description to more fully describe the Debt Category.

Active
If this checkbox is checked on, the Debt Category may be selected during maintenance functions.

Move Buttons

By pressing the move buttons, the highlighted Debt Categories may be re-positioned within the list. Debt
Categories will display in this order on screens and reports.
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Debtor Type Maintenance

Debtor Types can be created to control the Debt Types that can be added to a Debtor. They can also control
the Term, Statement Type and Statement Print Options of the Debtor.

Debtor Type Search Profile Form

The Debtor Type Search Profile form allows searching for existing Debtor Types or by pressing the New
button allows new Debtor Types to be created.

& Debtor Type Search Profile

Dektor Type

Description

W= Search Close

Debt Type Search Profile Form

Debtor Type
Enter a Debtor Type or part of a Debtor Type and a wild card to search for matches.

Description
Enter a Debtor Type Description or part of a Debtor Type Description and a wild card to search for matches.

New Button
Press this button to navigate to the Debtor Type Maintenance form to create a new Debtor Type.

Debtor Type Selection Form

This form displays the results of a search for a Debtor Type. It allows a Debtor Type to be selected for
modifying. New Debtor Types can also be created by pressing the New button.
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& Debtor Type Selection

— Dehtar Type —— Description
BU_TEZT Dravid's Test Debtor Type
DEBTYPE Diebtor Type
DEFALLT Default Type
MAWDEBTOR ry Debtar Type
T Y PEZ r Debtor Type 2
FPATHEWD Patheoeay Debtors - Brought Foraard
PATHOPEM Pathrocay Interface Debtor - Open item
=FLI Susan's Debtor Type
TIM= =pecial Debtor Type

=] adify

Close

Debtor Type Selecti
Debtor Type

on Form

This field displays the Debtor Type code.

Description

This field displays the Description for the Debtor Type code.

New Button

Press this button to navigate to the Debtor Type Maintenance form to create a new Debtor Type.

Debtor Type Maintenance Form

This form is used to create new or maintain existing Debtor Types. The Default Term, Default Statement
Type and Default Statement Print Option fields will be populated by the entries in the Debtors Parameter

Maintenance form.

8 Debtor Type Maintenance

Default Stateme

Credit Limit Re

Dektor Type |1
Description  |Default Type

Active

v
Defautt Term [MONTHLY ~ »| [Manthiy

Default Statemert Type  (Open Rem ;|
rit Prirt Cption |Always Print ;|
COvEry Group ;)I |

Credit Limit 99,999,999.99

Categories

Cancel |

Debtor Type Maintenance Form

Debtor Type

This field displays the Debtor Type Code. If adding a new Debtor Type, enter the Debtor Type Code.

Description
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This field displays the Description associated with the Debtor Type Code. If adding a new Debtor Type,
enter the Description to be associated with the Debtor Type Code.

Active
If this checkbox is checked on, the Debtor Type may be selected during maintenance functions.

Default Term
Select from the popup the Default Term to be associated with this Debtor Type.

Default Statement Type

Select from the list the Default Statement Type to be associated with this Debtor Type. Available options

are:

e Open Item — Open Item should be selected if Statements are to contain all documents until such time
that they are fully paid.

e Brought Froward — Brought Forward should be selected if Statements are to contain detailed
transactions for the current period only and any previous unpaid documents totalled within a Brought
Forward figure.

Default Statement Print Option

Select from the list the Default Statement Print Option to be associated with this Debtor Type. Available
options are:

e Always Print

e Print if non-zero Balance

e Print if non-zero Balance or current transactions

e Never Print

Credit Limit Recovery Group

Enter (or select from the pop up) a Recovery Group to be added to a Debtor via the Batch Update when the
“Add Credit Limit Recovery Group” check box is on and the credit limit for the debtor has been exceeded.

Credit Limit

Enter the Credit Limit for the Debtor Type. The value will default from the Debtor Parameter “Default Credit
Limit” but can be maintained.

Categories Button
Use this button to select the Categories of the Debt Types that can be associated with this Debtor Type.

Debtor Type Category Maintenance Form

Use this form to select the Categories of the Debt Types that can be associated with this Debtor Type.

B Debtor Type Category Maintenance

— Debtor Type
[pEFAOLT | [Defautt Type |

— Available —Assigned
:—IOMECARE Home Care Services DEBTORS Debtors
SUPPORT Zupport Booking Debtor GEN General
L= Event and Facility Bookings _.. SLUMDRY Sundry Charges
LICENZING Licensing Pathway Dehtors = HALLHIRE Hall Hire
APPLICS Application Pathvweay Debtars

B

Cankinue I Quik
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Debtor Type Maintenance Form

Debtor Type
The Debtor Type Code and associated description are displayed and are not maintainable on this form.

Available

Select from the Available Categories those that will be associated with this Debtor Type. Use the Select
button to make the Category assigned.

Assigned
Displayed are the Categories that are currently associated with this Debtor Type. These categories will only
allow Debt Types with the category to be added to the Debtor. Use the Remove Button to make Categories
available.

Select Button
Highlight the required Category in the “available Fields” and click on the Select Button to assign that
Category to the Debtor Type.

Remove Button
Highlight the required Category in the “assigned Fields” and click on the Remove Button to remove that
Category from the Debtor Type.
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Direct Debit Type Maintenance

Direct Debit Type Search Profile Form

Use this form to find an existing Direct Debit Type or press the New button to create a new Direct Debit
Type.

B Direct Dehit Type Search Profile

Direct Dekit ||
Description

W= Search Close

Direct Debit Type Search Profile Form

Direct Debit
Enter a Direct Debit Type to search on.

Description
Enter a Direct Debit Type Description to search on.

Direct Debit Type Selection Form

This form displays search results of Direct Debit Types. Selection of a Direct Debit Type will allow it to be
modified.

& Direct Debit Type Selection
— Direct Debit —— Description Active
OCURRRCAL | [Dettors Currert I
DINSTRCAL Debtors Instalments ¥
DRETTRCAL Debitors Mett I
DROM-EXTR Debtars Mon-Extractable ¥
D=CHEDF Debtors Scheduled (fixed) v
DSCHEDRCAL  [Debtors Scheduled - Recalc ¥
HTSCHED Waren's Scheduled DD ¥
rWDDTLDR MY DDT LDR 7
=] Iodify Close

Direct Debit Type Selection Form

Direct Debit
This field displays the Direct Debit Type.
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Description
This field displays the Description for the Direct Debit Type.

Active
This field displays the Active flag for the Direct Debit Type.

Direct Debit Type Maintenance Form

This form is used to add or maintain Direct Debit Type details.

% Direct Debit Type Maintenance !El E

Ditect Debit Type
Description
Type [Current =1
Recalculation Method  [Fixed =1
Print on Motice [~ Print Acknowledge [
Active [
COverride Interest Date [~ Interest Date I—

Payer Reference
Payer Particulars
Payer Code

Schedule Bazed On ¢ Date Range
 Cutstanding Amaurt
% (none)
Frequency =1
Day of Morth |
Wieek of orth [ <]
Dayofwesk [ -]

i Cancel

Direct Debit Type Maintenance Form

Direct Debit Type
Enter the Direct Debit Type Code that will be used when adding a Direct Debit to an assessment.

Description
Enter the description of the Direct Debit Type.

Type
Select from the drop down the correct Direct Debit System Type. The default is Current and the available
options are:

Current — Select this option if you wish to extract amounts outstanding on an assessment that relate to a
nominated Generation Run.

Nett — Select this option if you wish to extract all rates outstanding on an assessment regardless of the
Generation Run they were raised on.

Instalment — Select this option if you wish to extract the amount of the instalment when the Instalment
becomes due.

Schedule — Select this option if you wish to extract the rates outstanding according to a particular
schedule.

Non-Extractable — This option has been provided so that details of bank accounts etc are held but the
Ratepayer initiates the Direct Debit, not Council - i.e. the Direct Debit Record is not automatically
extracted.

Recalculation Method
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Select from the drop down the correct recalculation method. This will be used by the Direct Debit
Recalculation batch job to determine the calculation of the Direct Debit. The default is Fixed and the
available options are:

e Fixed

When processing Direct Debit Recalculation, Direct Debits with this method will not delete any Direct Debit
Amounts within the entered period, instead only creating new Scheduled Amounts to continue the Schedule
from the last payment date or the Recalculate From date (whichever is later) to the Clear To Zero/Payment
From date (depending on what other options are selected).

e Recalculation

When processing Direct Debit Recalculation, Direct Debits with this method will delete any Payment
Amounts with a status of “Created” and calculate new payment amounts from the date of the last Updated or
Extracted Payment, or the Recalculate From date (whichever is later) to the Clear to Zero/Payment From
date.

Print on Notice
Use this check box to enable extraction of Direct Debit details via Rates and Instalment /Reminder Notice
processing.

Print Acknowledge
This check box is for future development.

Active

If this checkbox is checked on, the Direct Debit Type may be selected during maintenance functions. This
field defaults to on for a new Direct Debtor Type.

Override Interest Date

Check this on so that upon the creation of a new Direct Debit of this type, the Current Fines Override Date,
the Current Arrears Fines Override Date and the Arrears Fines Override Date on Assessment Details
Maintenance will be updated with the value of Penalty Date for this Direct Debit Type. When a Direct Debit
of this type is archived, the Override Dates will be removed.

Interest Date

Enter the date to be used in the creation of a new Direct Debit of this type in the Current Fines Override
Date, the Current Arrears Fines Override Date and the Arrears Fines Override Date on Assessment Details
Maintenance. When a Direct Debit of this type is archived, the Override Dates will be removed.

Payer Reference
A specific Payer Reference may be entered here. Any Payer Reference entered at this level will override a
Payer Reference set at the System Parameter level.

Payer Particulars
Specific Payer Particulars may be entered here. Any Payer Particulars entered at this level will override
Payer Particulars set at the System Parameter level.

Payer Code
A Payer Code may be entered here. Any Payer Code entered at this level will override a Payer Code set at
the System Parameter level.

Schedule Based On

Choose which option the direct debit is to be based on. Outstanding Amount will calculate payments based
on the frequency and the remaining balance, while Date Range will calculate the payment based on the
dates entered and the remaining balance. These options are only available for a Direct Debit Type of
Scheduled

Frequency

Select a frequency from the drop-down menu. There are 8 options:
Weekly

Fortnightly

Monthly

Bi-Monthly

Quatrterly

Half Yearly

Ad-hoc
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e (none)

This option is only available for a Direct Debit Type of Scheduled.

Day of Month

Enter a day of the month from 1 to 31.

Week of Month

Choose a week from the drop-down menu

Day of Week

Choose a day of the week from the drop-down menu

Frequency Day of Week Day of Month Week of Month
Weekly Available Non-edit Non-edit
Fortnightly Available Non-edit Non-edit
Monthly Available Available Available
Bi-Monthly Non-edit Available Non-edit
Quarterly Non-edit Available Non-edit
Half-Yearly Non-edit Available Non-edit
Ad-Hoc Non-edit Non-edit Non-edit
(none) Non-edit Non-edit Non-edit

Table showing which fields are available depending on options chosen
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Response Type Maintenance

This section enables the creation of response types. Responses are utilised within the Word Processing link
to various applications. A response is a text base informational message, recorded against a Word
Processing document. They may record phone calls or objections to documentation received.

Response Type Maintenance Form

From this form users are able to select whether they wish to maintain response types for Statements and
Letters or for Documents (eg Invoices).

B Response Type Maintenance =] E3

Options
| Statement and Letter Response Types
| Document Response Types

(0] 4 Cancel

Response Type Maintenance Form

Statement and Letter Response Types Button
Click on this button to display the Response Types Maintenance Form for Statements and Letters.

Document Response Types Button
Click on this button to display the Response Types Maintenance Form for Documents eg Invoices.
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External Source Maintenance

External Source Maintenance Form

External system details can be recorded against transactions that have originated from sources external to
the Pathway Debtors module. This parameter maintenance form displays all system defined External
Sources as well as allowing user defined External Sources to be defined. Following are examples of
external sources:

e User Defined external sources (e.g. Oracle Financials)
o WorkSmart
o Pathway Applications and Licensing (")

(™ The Pathway Applications and Licensing modules interface with the Pathway Debtors module, so that
any fees raised can be sent to Debtors.

External Source
This field contains a ten-character code representing an External Source.

Description
This field contains a twenty-five character description representing an External Source.

System
If this checkbox is checked on, it indicates that the External Source is a pre-released system External
Source. This checkbox will not be accessible when creating user defined External Sources.

Active
If this checkbox is checked on, the External Source is available for use within Debtors functions. The default
setting is ‘Active’.

Infor Public Sector July 17 Page 42



Debtors User Guide Maintenance/Enquiry

Maintenance/Enquiry
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Maintenance/Enquiry

The following topics are covered in this section:

Debtor Maintenance
Names Maintenance
Property Links

Debt Types Maintenance
Rebate Maintenance
Activities Maintenance
Aged Balances Enquiry
Arrangements to Pay
Direct Debits
Transaction Maintenance
Related Debtors

Debtor Status

Document Enquiry

Receipt Entry
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Debtor Maintenance

Debtor Search Profile Form

Debtor accounts are managed via the creation of a Debtor assessment. The Debtor Search Profile form has
the following search criteria: -

Debtor Number Search

Document Number Search

Status

Arrangements

Names

Property

Query Results

References

This form allows searching for an existing Debtor or creating a new Debtor Assessment.

B Debtor Search Profile =] E3

—Iv —5Select Using Debtor Humber

Debtor Mumber I I:l

—I —Select Using Document Humber
Document Mumber |

— General Options
Status  [Current
Suzpended Status  (any)
Suspended Date |

L« Il |

— Search Options

Arrangemerts |

Mames _I |Debtor =
Property |
Cery _I
References |

Tt | Search I Close

Debtor Search Profile Form

Select Using Debtor Number Checkbox
If this checkbox is checked on, then a search based on “Select Using Debtor Number” will be performed
when “Search” is selected.

The checkbox is automatically checked on when data is entered into any of the associated fields for
searching.

The checkbox can be manually turned on by clicking on the checkbox and will be turned off when a different
checkbox is checked on.

Debtor Number

This field contains up to a nine-digit Debtor Number that has been automatically allocated when the Debtor
Assessment was created.
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Enter the Debtor number that you require the search to be executed over. The check digit associated with
the entered Debtor number will display for informational purposes.

Select Using Document Number Checkbox
If this checkbox is checked on, then a search based on “Select Using Document Number” will be performed
when “Search” is selected.

The checkbox is automatically checked on when data is entered into the Invoice Number field for searching.

The checkbox can be manually turned on by clicking on the checkbox and will be turned off when a different
checkbox is checked on.

Document Number
Enter the document number that you require to search on. Wild card searches can be performed e.g. less
than < or Greater than >.

If the field is left blank, the search will be conducted on all documents and returned in document number
order. However, when considering the size of the database, this type of search may take some time.

General Options — Status

Select a status of debtor (if required), on which to base a search. Only Debtors with the same Status will be
returned. This means that if a Debtor number is searched for, but the Status on the Search Profile form is
different from the status of the Debtor, then the message "No occurrences match the search profile" will be
issued. The Default is set on the Debtors Parameters Maintenance form.

General Options — Suspended Status
Select a Suspended status (if required) on which to base your search.

General Options — Suspended Date
Enter a date range (if required) if searching by Suspended Status.

Search Options — Arrangements
Click this button to go to the Arrangements to Pay Search Profile form. Debtors can be searched on by
Arrangement.

Search Options — Names
Click this button to go to the Debtor — Name Search Profile form. Debtors can be search on by Name.

Search Options — Role Type
Select a Role Type from the dropdown on which to base your search.

Search Options — Property

Click this button to go to the Address Search Profile form. When searching by Property from the Debtor
Search Profile form, the Debtors that will be returned will be those that have Property Debt Documents
(regardless of the balance) that are directly linked to the given Property.

Search Options — Query
This button is only displayed when the authorised function “LPA-Document & Query Search” is licensed and
active.

Click this button to go to the Query Result Search Profile form. Debtors can be search on by using a query
result.

Search Options — References
Click this button to go to the References Search Profile form. Debtors can be search on by Reference.

Arrangements to Pay Search Profile Form
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B Arrangements to Pay Search Profile

— Arrangement Details
Start Date || _
End Date =
Schedule Crested -
Frequency [(any) =1
Avtomatic Payment  (any)  ~
Status  |(any) -

Search I Close

Arrangement to Pay Search Profile Form

Start Date
Enter a Start Date Range for the Arrangement on which to base your search.

End Date
Enter an End Date Range for the Arrangement on which to base your search.

Schedule Created
Enter a Scheduled Date Range for the Arrangement on which to base your search.

Frequency

Select a Frequency for the Arrangement on which to base your search. There are 8 options:-
e (any)

o Weekly

e Fortnightly

e Monthly

e Bi-Monthly

e Quarterly

e Half Yearly

e Ad-Hoc

The Default is (any).

Automatic Payment
Select whether or not there is an Automatic Payment for the Arrangement on which to base your search.
There are 3 options:-

e (any)
e Yes
e No

The Default is (any).

Status
Select a Status for the Arrangement on which to base your search. There are 3 options:-

e (any)
e Current
e Historic

The Default is (any).

Query Result Search Profile Form
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<] Query Result Search Profile

Query Result
’7 Descrigtion || |

Search I Close |

Query Result Search Profile Form

Query Result Description

Enter the Query Result Description (or part thereof) on which to base your search. Alternatively a selection
may be made from the Query Result Selection form, which is displayed when the Pop Up button is clicked.

Add Debtors Form

When creating a new Debtor Assessment the following information will be required: -

e Debtor Names

o Debtor Type (will be the Default Debtor Type specified on the Debtors Parameter Maintenance form but
may be changed)

e Term (will be defaulted from the Debtor Type selected)

e Statement Type (will be defaulted from the Debtor Type selected)

e Statement Print Option (will be defaulted from the Debtor Type selected)

o References or Activity Codes (optional)

¢ Primary Location (optional)

B Add Debtor =10/ %]

Primary Location | | | |
Dektar Mames d “‘I
Debtar Type |TIMS il Special Debtor Type
Term |MOHTHLY B hdarthly
Statement Type [Open ftem =
Statement Print Option [Print if a nen-zero Balance =
Document Print Options  [Always Print ;[
Credit Limit 5.000.00
— Reference Mumber Status
— Activity
Insert (0] 4 Cancel

Add Debtor Form

Primary Location
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The Primary Location is the Optional Property Address for the Debtor. Selecting the Detail button will
provide access to Property and the required property can be selected.

Note: If charges are to be raised on the Debtor and they are likely to be Property Related, then the Property
should be linked at the time of creating the Debtor assessment. A Property Related charge can only be
raised on a Debtor, where the Debtor record is linked to the required Property.

Debtor Names

The nominated Debtor Names will display in this field. Selecting the Detail button will display the Names
Maintenance form where Debtor Names can be modified or added.

Debtor Type

Select from the popup the Debtor Type for this Debtor. The field will be defaulted to the Default Debtor Type
specified on the Debtor Parameter Maintenance form but can be maintained. The Debtor Type controls the
Debt Types that can be added to the Debtor. It can also be used as a grouping mechanism. Selection of a
Debtor Type also automatically populates the Term, Statement Type and Statement Print Options.

Term

The Default Notice Group as defined for the selected Debtor Type is displayed. The Term can be changed
by either inserting a new Term, or by using the Pop Up button to display a list of Terms available, and
subsequently selecting one.

Statement Type

The Statement Type for the Debtor Type is displayed but can be maintained. Available options are:

e Open Item — Open Item should be selected if Statements are to contain all documents until such time
that they are fully paid.

e Brought Froward — Brought Forward should be selected if Statements are to contain detailed
transactions for the current period only and any previous unpaid documents totalled within a Brought
Forward figure.

Statement Print Options

The Statement Print Option for the Debtor Type is displayed but can be maintained. Available options are:
Always Print

Print if non-zero Balance

Print if non-zero Balance or current transactions

Never Print

Document Print Option

Use this field to control if Documents are printed for the Debtor. Available options are:

e Always Print

e Never Print
If the Debtor is set to never print documents, then the Document Printing process will not print
documents for that Debtor when the printing Batches process is run. If the Document Printing process is
run using a Document Number, then the Document will always print, regardless of the setting of
Document Print Options.

Credit Limit
The value in this field is defaulted from the selected Debtor Type and can be maintained for an individual
Debtor.

Reference Number — Reference Number

If a Reference has been associated to this Debtor assessment then the Reference Type and Number are
shown in these fields.

Reference Number — Status
The Status of the Reference is displayed in this field. The Status can be either Current, Historic or
Proposed.

Reference Number — Status Date
The Status Date field shows the date that the Status for the Reference was last changed.

Activity — Activity
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If an Activity has been added then its Code and Description are displayed in these fields. The Pop Up button
will allow you change the Activity that has been entered.

Insert Button

The first time the Insert Button is selected a Question Box is displayed showing Reference or Activity. It is
necessary to nominate what is to be inserted.

Once either a Reference or an Activity have been inserted, selecting the Insert Button again will insert the
same type of record that focus has been placed on. For example, if the cursor is in the Reference area of
the form when the Insert Button is selected, a new Reference entry will be shown.

Debtor Selection by Debtor Number Form

This form provides an option to enter a new Debtor record or Select (by Debtor Number) an existing Debtor
record to maintain.

There exists the facility to multi select Debtors. By highlighting one or more Debtors you multi select those
Debtors and then if you subsequently select the Modify Button, you will be provided only those Debtors
selected. You can then step through each Debtor one at a time to enquire or modify that assessment.
Having multi selected Debtors, if you select the Options Button you will then be displayed the Debtors one at
a time but for only those Options you have selected.

B Debtor Selection by Debtor Number

— Debtor Ma. Debtar Mames Debtar Details I
20008| | & |Mr GregVWoodhesd SFU - Susan's Debtor Type -
22551 E Compang Computer Australia PIL MAWDEBTOR: - My Debitor Type
225453 I Compag Computer Australia PAL ar DEFALLT - Default Type
22554 E Cut Lunch DEFALLT - Default Type
22555 E John Andresy Rapson DEFALLT - Default Type
22556 E = Wate Jennifer Rankine DEFALLT - Default Type
22547 E Cut Above and 176 Morphett Stree DEFALLT - Default Type
22558 E MMis= Eddi Chicoo DEFALLT - Default Type
22560 E Susan Furber DEFALLT - Default Type _vrl
— SUMMmary
Debtor Status: Currert Py -
Debtor Type: SFU - Susan's Dektor Type
w w
Cptions Tew Tloudifey Close

Debtor Selection by Debtor Number Form

Debtor Number

This field contains a nine-digit Debtor assessment Number that has been automatically allocated when the
Debtor was created.

The one-digit check digit number that is used in conjunction with the Debtor Number to ensure that digits of
the Debtor number are not keyed incorrectly when maintenance on a Debtor assessment is being performed
or receipts are being entered is also displayed.

Debtor Name
This field contains the Debtor Name(s).

Debtor Details
This field displays the Debtor Type associated with the Debtor.

Summary
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This frame is split in two. The left hand side displays varying information relative to the Debtor assessment
highlighted above and includes: Debtor Status, Debtor Type etc. The right hand side displays property
information and includes: Property Address, Occupier, Zone Types etc.

Options Form

In conjunction with the Selection of one or more Debtor assessments, you can use this Options form to only
display those Options you wish to maintain. It is possible to select more than one Available Option at a time.
Once the Select Button has been used then the nominated Options will cycle through displaying the
appropriate forms.

B options M= E3
— Available Options
[T Detsil [T Mames [T References
[ Property Links [T Dekt Types [~ Rehstes
[T Aciivities [ Aged Balances [T Relsted Assessments
[ Arrangements to Pay [T Transactions [~ Delete Aszessment
[T Assessment Status [~ Direct Debit [T Documerts
[T Statements [T Linkto Regizters [~ Linkto Customer Reqguests
[ Recovery Groups [T Letters

Select Close

Options Form

Available Options

The Available Options are displayed. To select those Options needed simply tick the Option on. Once all
Options required have been selected, initiate the Select process.

Available Options include Details, Property Links, Activities, Arrangements to Pay, Assessment Status,
Names, Rate Types, etc.

Debtor Selection by Document Number Form

This form provides an option to enter a new Debtor record or Select by Document Number an existing Debtor
record to maintain.

There exists the facility to multi select Debtor assessments. By highlighting one or more Debtors you multi
select those Debtor assessments and then if you subsequently select the Modify Button, you will be provided
only those Debtors selected. You can then step through each Debtor one at a time to enquire or modify that
Debtor assessment.

Having multi selected Debtors, if you select the Options Button you will then be displayed the Debtors one at
a time but for only those Options you have selected.
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& Debtor Selection by Document Number

— Debtar Ma. Debtar Mames ———— Document Mo. Debtar Details I
| 23448 [ | [ 1] DEFALLT - Default Type -
DEFALLT - Default Type
22353 Compag Computer Australia PIL ar ] DEFALLT - Default Type
22353 Compag Computer Australia PIL ar T DEFALLT - Default Type
22353 Compag Computer Australia PIL ar =] DEFALLT - Default Type
22554 El Cut Lunch 9 DEFALLT - Default Type
22551 (Compag Computer Australia PIL 12 MAWDEBTOR - MY Debtor Type
22551 (Compag Computer Australia PIL 13 MAWDEBTOR - MY Debtor Type
22551 Compag Computer Australia PIL 14 MAWDEBTOR - MY Debtor Type _vrl
— SUmmary
Dektor Status: Current - -
Debtor Type: DEFALLT - Default Type
- w

Options T TodiFe Close

Debtor Selection by Document Number Form

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor was
created.

The one-digit check digit number that is used in conjunction with the Debtor Number to ensure that digits of
the Debtor number are not keyed incorrectly when maintenance on a Debtor is being performed or receipts
are being entered is also displayed.

Debtor Names
This field contains the Debtor Name(s).

Document Number
The Document Number is displayed in this field.

Debtor Details
This field contains the Debtor Type.

Select Debtor by Reference Number Form

This form provides an option to enter a new Debtor record or Select (by Reference Number) an existing
Debtor record to maintain.

There exists the facility to multi select Debtor assessments. By highlighting one or more Debtors you multi
select those Debtors and then if you subsequently select the Modify Button, you will be provided only those
Debtors selected. You can then step through each Debtor one at a time to enquire or modify that Debtor
record.

Having multi selected Debtors, if you select the Options Button you will then be displayed the Debtors one at
a time but for only those Options you have selected.
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B Select Debtor by Reference Number |- [O] =]
— Reference Type — Reference Number Dekbtor Ma. Property Address Status Application
ALK 1501 22953 139-149 Frome Street, ADELAIDE S& 5000 Current Dehbtors
2] K 1525 22555 27 Little Gilbert Street, ADELAIDE 54 5000 Currernt Dehitors
Ak 1559 22554 El 209 Pirie Street, ADELAIDE S&, 5000 Current Dehtors
2] K 1595 22556 "BOULEYARD", 3 Chapman Court, ADELAIDE  |[Current Dehitors
ALK 1959 22557 Currert Dettors
Options Hew Moadify Lloze

Select Debtor by Reference Number Form

Reference Type
The Reference Type is displayed in this field.

Reference Number
The associated Reference Number for the Reference Type is displayed in this field.

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor was
created.

The one-digit check digit number that is used in conjunction with the Debtor Number to ensure that digits of
the Debtor number are not keyed incorrectly when maintenance on a Debtor is being performed or receipts
are being entered is also displayed.

Property Address

If a Property has been selected as the Primary Location for the Debtor Assessment, then its formatted
address is shown in this field.

Assessment Status
This field contains the Status of the Debtor assessment. This can be either Current, Historic or Proposed.

Application
This field shows the Application that the Debtor assessment / Reference Type combination belong to.

Debtors Summary Form

The Debtors Summary Form displays key details for a selected Debtor Assessment. These details include a
Financial Summary, Aged Balances display, Debtors Names and Address details, Terms Code and Property
Locations (for property related debts).
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E Debtor Summary M [=] B3

Primary Location | il
Diektor Mumber 23524] Currert
Debtor RMames v E Dalidowicz
hgiling Addrezz  |1-150 Childers St, NORTH ADELAIDE S S006
Property Description Dektor Type  [DEFALLT
Recovery Group Recovery Group Activity Term  |WMOMTHLY
— &Aged Balances — Financial Summary —Messages
Brought Forward -1,055.00 Current 3,005.00 [T fctivities
Current -995.00 Interest 0.00 [~ Direct Dehits
Others 0.00 [T Rehates
Period 1 0.00 Febates 0.00 v Debt Types
Period 2 0.00 Sub Tatal 3,005.00 [ Ao Pay
Petiad 3 0.00 Paymerts -4,060.00 " Dispute
Period 4+ 0.00 Refunds 0.00
Total Balance | -995.00] Balance -1 05500
Cwerpayment 99500
Batch Transactions 210.00
Credit Limit 99,999,993.99 Cetificate Requests 0.00
Availshle Credit 100,001,054 99 Available Balance -785.00
Opkions Close

Debtors Summary Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, then its formatted
address is shown in this field.

Click on the Detail button to maintain property details.

The Status of the property is populated to this field.

Debtor Number

This field contains a nine-digit Debtor assessment Number that has been automatically allocated when the
Debtor assessment was created.

The one-digit check digit number that is used in conjunction with the Debtor assessment Number to ensure
that digits of the Debtor assessment number are not keyed incorrectly when maintenance on a Debtor
assessment is being performed or receipts are being entered is also displayed.

Debtor Status
This field shows the status of the Debtor eg, Proposed, Current or Historic.

Debtor Names
This field contains the Debtor Name(s) for the Debtor assessment.

Mailing Address
This field contains the mailing address for correspondence to the Debtor. If there is more than one Debtor
Name on the Debtor assessment, then the Mailing Address is that of the first listed Debtor Name.

Property Description
This field contains the formatted Parcel details or the overriding Property Description of the Property that the
Debtor assessment is linked to.

Debtor Type
This field displays the Debtor Type of this Debtor.

Term
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This field shows the Term for the Debtor Assessment. The Term controls the terms for the Debtor
assessment and hence how frequently statements are printed and how often outstanding debts are aged.
Double clicking this field opens the Debtor Details Maintenance form where the selected Term may be
amended.

Recovery Group
This field displays the current Recovery Group on this Debtor.

Recovery Group Activity
This field displays the current Recovery Activity for this Debtor.

Aged Balances — Brought Forward
This field shows the Balance outstanding on the date the Debtor assessment debt was last aged.

Aged Balances — Current
This field shows the debt that has been raised on this Debtor assessment since its debt was last aged.

Aged Balances — Period 1
This field shows the debt that was raised in the preceding period but is still unpaid.

Aged Balances - Period 2
This field shows the debt that was raised two ageing periods ago but is still unpaid.

Aged Balances - Period 3
This field shows the debt that was raised three ageing periods ago but is still unpaid.

Aged Balances - Period 4+
This field shows the debt that was raised four or more ageing periods ago but is still unpaid.

Aged Balances - Total Balance
This figure represents the total amount of debt outstanding on the Debtor assessment at the present time.

Financial Summary — Current
This field shows the total of all debts that have been raised on the Debtor assessment.

Financial Summary - Interest
This field contains the total of any Interest / Fines / Penalties levied for this Debtor assessment.

Financial Summary — Others
This field contains any other charges for this Debtor assessment e.g. Legal Fees.

Financial Summary — Rebates
This field contains the total of any Rebates granted for this Debtor assessment

Financial Summary — Sub Total
This field contains the sub total of all the preceding amounts.

Financial Summary — Payments
This field contains the total of all Payments made on this Debtor assessment.

Financial Summary — Refunds
This field contains the total of any refunds given on this Debtor assessment.

Financial Summary — Balance
The sum of all the preceding amounts, this field shows the total amount of debt outstanding on the Debtor
assessment at the present time.

Financial Summary — Overpayment
If the Debtor assessment is in credit, this field shows the amount it has been overpaid by.

Financial Summary — Batch Transactions

This field is only displayed when the debtor is linked to ePathway. This field displays all batch transactions
that have not yet been updated to the Debtor account.

Financial Summary — Certificate Requests
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This field is only displayed when the debtor is linked to ePathway. This field displays the total cost of the
certificates requested of the Debtor that have not yet been updated.

Financial Summary — Available Balance

This field is displayed only when the debtor is linked to ePathway. This field is the balance remaining after
subtracting the Batch Transactions total and the Certificate Requests total from the Overpayment field. This
field is display only

Credit Limit
This field displays the Credit Limit that has been set for this Debtor.

Available Credit

This field displays the Available Credit for this Debtor after current transactions and any un-processed
transactions in Batches have been considered. If the Credit Limit has been exceeded, the Available Credit
will display as a negative amount.

Messages — Activities
A tick in this box indicates that activities have been associated with this Debtor assessment. Clicking on this
box will take you to the Activity Maintenance Form.

Messages — Direct Debits
A tick in this box indicates that Direct Debit details have been entered for this Debtor assessment. Clicking
on this box takes you to Direct Debit Maintenance.

Messages — Rebates
A tick in this box indicates that Rebates have been associated with this Property. Clicking on this box takes
you to the Rebate Maintenance Form.

Messages — Debt Types
A tick in this box indicates that Rate Types have been set up for this Debtor assessment. Clicking on this
box takes you to the Rate Type Maintenance Form.

Messages — Arr. to Pay
A tick in this box indicates that an Arrangement to Pay has been associated with this Debtor assessment.
Clicking on this box will take you to the Arrangements to Pay Selection Form.

Messages — Dispute
A tick in this box indicates that a transaction is currently flagged as disputed. Clicking on this box will
navigate to the Transaction Maintenance Form.

Debtor Details Maintenance Form

The Debtors Details Maintenance Form displays details for a selected Debtor Assessment. These details
include the Application the Debtor assessment is for, the Term and various Interest Override Dates.
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R=F

Primary Location
Debtar Rumber QDDDB| Current

Council Code B
Debtar Type |DEFAULT HE Default Type
Term [DAILY 2 Daily

| LB

Statemert Type |Open Bem
Statement Print Option |Always Print ;l
Document Print Options  [Always Print ;[
Credit Limt | 99,999,999.99

Current Interest Override Date Mates =
Currert Arrears Interest Override Date
Arrears Interest Cwverride Date

Suspended [ Suspended Date |
Mt | =

ok Cancel |

Debtor Details Maintenance Form

Council Code

This field contains the Council Code used to determine the overriding General Ledger Accounts for non-Debt
Type specific transactions (BALC/BALD/RFND and Overpayments). If the Council Code is not specified the
default non-Debt Type specific General Ledger accounts will be used.

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, then its formatted
address is shown in this field. The Status of the property is populated to this field. These fields are not
maintainable from this Form.

Debtor Number

The Debtor assessment Number, Check Digit and Status are displayed. These fields are not maintainable
from this Form.

Debtor Type

Select from the popup the Debtor Type for this Debtor. This controls the Debt Types that can be processed
for the Debtor. It can also be used as a grouping mechanism.

Term

The Term, together with the description, currently assigned to the Debtor Assessment is displayed. Use the
Notice Group Pop Up to display a list of the available Notice Groups.

Statement Type

Select from the list the Statement Type to be used for this Debtor. Available options are:

e Open Item — Open Item should be selected if Statements are to contain all documents until such time
that they are fully paid.

e Brought Froward — Brought Forward should be selected if Statements are to contain detailed
transactions for the current period only and any previous unpaid documents totalled within a Brought
Forward figure.

Statement Print Option
Specifies the criteria under which a Statement is to be produced for the Debtor. Available options are:

e Always Print — A Statement will always be produced, even if no balance or transactions exist for the
Debtor.

e Print if non-zero Balance — A Statement will only be produced if the Debtor has an overall debit or credit
Balance.
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e Print if non-zero Balance or current transactions — A Statement will be produced if the Debtor has an
overall debit or credit Balance, or if any transaction has been raised for the Debtor since the last
Statement was produced.

e Never Print — A Statement will never be produced for the Debtor.

Document Print Option

Use this field to control if Documents are printed for the Debtor. Available options are:

e Always Print

e Never Print
If the Debtor is set to never print documents, then the Document Printing process will not print
documents for that Debtor when the printing Batches process is run. If the Document Printing process is
run using a Document Number, then the Document will always print, regardless of the setting of
Document Print Options.

Credit Limit
Holds the maximum amount of credit available for the Debtor. Users will be notified if a Debtor’s Credit Limit
will be (or has been) exceeded during the entry and updating of Document Batches.

Current Interest Override Date

A date may be inserted in this field that will override the date that Current Interest / Fines / Penalties will be
raised from on this Debtor assessment. Pressing F2 or double clicking on this field will display a calendar
that can be used to choose the required date.

Notes
This field contains a note on the reason for the date override on Interest / Fines/ Penalties for this Debtor
assessment

Current Arrears Interest Override Date

A date may be inserted in this field that will override the date that Current Arrears Interest / Fines / Penalties
will be raised from on this Debtor assessment. Pressing F2 or double clicking on this field will display a
calendar that can be used to choose the required date.

Arrears Interest Override Date

A date may be inserted in this field that will override the date that Arrears Interest / Fines / Penalties will be
raised from on this Debtor assessment. Pressing F2 or double clicking on this field will display a calendar
that can be used to choose the required date.

Suspended

Click on this check box if the Debtor assessment is to be suspended. If a Debtor assessment is Suspended,
Rates and Fines / Interest / Penalties will not be calculated for any Generations although Journals and
receipts can still be accepted.

Suspended Date
This field contains the date that the Debtor assessment was Suspended on. Pressing F2 or double clicking
on this field displays a calendar that can be used to choose the required date from

Notes
This field contains a note on the reason for the Debtor assessment being suspended.
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Names Maintenance

Names Maintenance Form

This form provides the functionality to add or amend Debtor's names on the Debtors assessment. A
message is displayed to the User if a Debtor Name has not been nominated and the OK button is clicked.

Pathway

@ Thete must be at least one Debkor

B Names Maintenance g@@

Primary Location |

Debtor Number 7 El Current
Role Type Formatted Name and Address
Debtor J & B MAYBANK pas |Current as of 21-Jun-2010

104 Valetta Rd, Fulham Gardenz SA& 5024

B B

Property Owners
|N|:| Property Owners exist

Mame Status | Current e Replace Histaric Insert oK Cancel

Names Maintenance Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, then its formatted
address is shown in this field.

The Status of the property is populated to this field.

These fields are not maintainable from this Form.

Assessment Number

The Debtor Number, Check Digit and Status are displayed.
These fields are not maintainable from this Form.

Role Type/Debtor
Click on he Role Type Button to access the Names Selection Maintenance Form to add a Debtor’'s name to
the Debtor Assessment.
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Formatted Name and Address

The formatted name and address of the Debtors attached to the Debtor assessment will be populated to
these fields. Drill out on the Button to access the Names Selection and Maintenance Form if you wish to
amend any details of the name and address.

Highlight the name and address field and take the Edit function if you wish to delete the name and Address
from the Debtor assessment.

The Currency field will default the system date being the date the hame(s) was added to the Debtor
assessment.

Clicking the ‘envelope’ button displays the Mailing Address Enquiry form.

Property Owners

If the Debtor Assessment has been linked to a property, the Owner’s name will be populated in this field.
These fields display current and historic property owners.

Click on the detail button to access the Names Selection and Maintenance Form.

Name Status

Click on the drop down to access the options available. The Options are-

e Current

e Historic

e Current and Historic

The field will default to Current. By selecting one of the options, the form will search for any records on the
specific Debtor assessment with that status. That is, if historic is selected, name records that are historic will
be presented.

Replace Button
Click on this button to replace the current Debtor Name.

The Debtor Name must already be highlighted, and then the Replace button can be clicked and a new name
can be searched for. Once the new name has been selected, a message will be displayed, asking whether
you are sure.

If Yes is clicked, the newly searched name will replace the existing name as the Debtor Name

If No is clicked, you are returned to the Names Maintenance Form, and no changes have been made.

Historic Button
Click on this button to historicise the Debtor Name.

The Debtor Name must already be highlighted and then the button can be clicked to make the current name
historic.

Please Note
There is no warning message shown for this process, so if a name is made historic in error, simply close the
form and DO NOT save any changes.

Insert Button
Click on the Insert Button to add a further Role type.
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Property Links

Property Links Maintenance Form

This form enables the maintenance of the Property linked to this Debtor Assessment. Alternatively, other
Property links may be created to be associated with this Debtor assessment.

& Property Links Maintenance

Primary Location (240 Belevus Parade, CARLTOM NZW, 2213 | |currert
Debtor Mumbet 26630 Current
— Location Primary -Status Links
240 Bellevus Parads, CARLTON MSW, 2215 | v L

Location Type  |Property |

— SUmImanny
240 Bellevue Parade, CARLTON MNZW, 2215 (Base, Occupancy, Land) Type: Standard &
O ner (S

K Taylor

Insert (04 Cancel

Property Links Maintenance Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, its formatted address is
shown in this field.

If a property has not been previously linked with the Debtor Assessment, taking the Property Links
Maintenance option will provide the user with the Property Maintenance Form. Upon searching a property
and selecting that property, the property will be linked to the Debtor Assessment.

Status

This field contains the status of the Primary Location that the Debtor assessment record is linked to. This
field is not maintainable from this form

Possible status values are:

e Historic

e Current

e Proposed

Debtor Number
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This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor was
created.

The one-digit check digit number that is used in conjunction with the Debtor Number to ensure that digits of
the Debtor number are not keyed incorrectly when maintenance on a Debtor is being performed or receipts
are being entered is also displayed.

This field is not maintainable from this form.

Status

This field contains the status of the Debtor assessment you are maintaining the Debtor assessment Status
for.

Possible values are:

e Historic

e Current

e Proposed

Location

This field contains the location of a property that is linked to this Debtor assessment. Click on the detail
button to go to the Property Summary form where maintenance can be performed on that property.

Detail Button
Click on this button to go to the Property Summary Form for the property displayed.

Primary

If this checkbox is checked on, then this property is designated as the primary property that the Debtor
assessment is linked to.

Status

This field contains the status of the property. This field is not maintainable from this form
Possible status values are:

e Historic

e Current

e Proposed

Links Detail Button
Click on this detail button to view any additional linked Debtor assessments to this property

Location Type
This field contains the location type of the linked property

Summary

This frame displays varying information relative to the Property highlighted above and includes:
Debtors Names, Owners, Property Details of address, Parcel & Title details, Zoning & Land Use etc
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Debt Types Maintenance

Debt Types are used to define all charges that can be levied on a Debtors Assessment Every document
entered MUST have a Debt Type assigned.
For further information and examples, please access the Debt Types Help Text under the Parameters.

Debt Type Maintenance Form

This form enables the entry, or maintenance, of Debt Types on a Debtors Assessment.
Debt Types are used to define all charges that can be levied on a Debtor assessment
For further information and examples, please access the Debt Types Help Text under the Parameters.

B Debt Type Maintenance

Primary Locstion |

Debtor Mumber 20005 Current

Rating Period  |={iTiE el ;}I [2004/05 Rates Generation |

Arrears ! Aot Cther Aot
— Category Debt Type BFwd _ Generated  Amounts Paid Balance =
[EN | [oROKMARY | [oRDIMARYIGEMERAL RATE 0.00 0.00 0.00 0.00 000 -
Category Total 0.00
[SUNDRY | [iscunT | [Mizcelaneous (Unit Based) 0.00 10.01 0.00 -10.0 0.00
Category Total 0.00
[zEN | [MamFLaT | [Fist charge $20 0.00 20.00 0.00 2000 0.00
Category Total 0.00
[oEBTORS | [om | [Misc (Unit Bassd) Taxable Inclusive 0.00 35.00 0.00 -35.00 0.00 1j
— SUMmmary

Modify Insert | o] 4 I Cancel

Debt Type Maintenance Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, its formatted address is
shown in this field.

This field is not maintainable from this form

Status

This field contains the status of the Primary Location of the Debtors Assessment that you are maintaining
Rate Types for. This field is not maintainable from this form. Possible status values are:

e Historic

e Current

e Proposed

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor was
created.
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The one-digit check digit number that is used in conjunction with the Debtor assessment Number to ensure
that digits of the Debtor assessment number are not keyed incorrectly when maintenance on a Debtor
assessment is being performed or receipts are being entered is also displayed.

These fields are not maintainable from this form.

Status

This field contains the status of the Debtor assessment you are creating Debt Types for.
Possible values are:

e Historic

e Current

e Proposed

Rating Period

This field contains the Rating Period relative to the Debt Type you are adding. Click on the Rating Period
pop up to select a new Rating Period. (Rating Periods must have previously been set up in Rating Period
Parameter Maintenance in the Rating Module)

Category
This field contains the Category of the Debt Type that has been added to the Debtor assessment.

Debt Type
This field contains the Debt Type that has been added to the Debtor assessment.

Internal Description
This field contains the Internal Description of the Debt Type that has been added to the Debtor assessment.

Arrears Brought Forward
This field displays the Amount Brought Forward / Arrears from a previous rating period.

Amount Generated
This field displays the Amount raised for this Debt Type when the Generation was run.

Other Amounts

This field displays the Amounts Debited / Credited using journal adjustments and associated with this Debt
type.

Amount Paid

This field displays the Amount that has been credited to the Debt Type.

Balance
This field displays the Outstanding Balance for the Debt Type.

Summary
This field contains additional information regarding the Debt Type highlighted.

Modify Button

Click on the Modify Button to access the Debtor Rating Period Debt Type Maintenance Form if you wish to
maintain the Debt type or delete the Debt type.

Insert Button

Click on the Insert Button to access the Debtor Rating Period Debt Type Maintenance Form in order to add a
Debt Type to the Debtor assessment.

Debtor Rating Period Debt Type Maintenance Form

This form enables the maintenance of Rating Period Debt Types on a Debtors Assessment. In particular, the
specifying of the number of Units applicable to the Debtors Assessment.

Debt Types are used to define all the charges that can be raised on a Debtor assessment in a particular
Rating Period.
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B Debtor Rating Period Debt Type Maintenance

Primary Location |

Debtor Mumbet 20008 Current
Cekt Type |WMISCUMIT hizcellanecus (Unt Bazed)
Category  |SUNDRY =undry Charges

Mumber of Units
Suspended Date

Delete | Conkinue I it

Debtor Rating Period Debt Type Maintenance Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, its formatted address is
shown in this field.

This field is not maintainable from this form

Status

This field contains the status of the Primary Location of the Debtor assessment that you are maintaining the
Rating Period Rate Types for. Possible status values are:

e Historic

e Current

e Proposed

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor
assessment was created.

The one-digit check digit number that is used in conjunction with the Debtor assessment Number to ensure
that digits of the Debtor assessment number are not keyed incorrectly when maintenance on a Debtor
assessment is being performed or receipts are being entered is also displayed.

Status

This field contains the status of the Debtor assessment you are maintaining the Rating Period Debt Types
for. Possible values are:

e Historic

e Current

e Proposed

Debt Type

This field contains the Debt Type that you are maintaining / adding to the Debtor assessment.
If you are adding a Debt type, click on the pop-up to access the available Debt Types.

Category

This field contains the Category of the Debt Type that you are maintaining. This category is selected when
the Debt Type is created via Debt Type Maintenance.

This field cannot be maintained from this form.

Units

Enter the number of Units on the Debtor assessment for a Unit based Debt Type. That is, the debt
calculation is Number of Units x Rate per Unit. Example, if you are charging for re-instatement of footpaths
at a square metre rate and 10 square metres have been reinstated on this particular property, and you are
maintaining the Reinstatement Debt Type, enter 10 in this field.
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Suspended Date

This field contains the date that the Debt Type was Suspended on. If a Debt Type is suspended on a Debtor
assessment, then debts will not be generated for that debt Type on that Debtor assessment. Pressing F2 or
double clicking on this field will display a calendar that can be used to choose the required date from.

Number Of Generations

Enter the number of generations in this Rating Period that the Debt Type will be used. The number cannot
be more than the number of generations allowed on the Rating Period Debt Type Maintenance for this rate

Type
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Rebate Maintenance

Note: The Rebate functionality is not fully incorporated within the Debtors module.
Please contact the Infor Help Desk if you wish to utilise these facilities.
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Activities Maintenance

The Activities Functionality provides the option to track certain Debtor assessments.

Activities can be used to:

1. Track the progress of a Debtor assessment over time (e.g. Invoices have been generated, Original
Invoice sent, Invoice Returned Unclaimed, Duplicate Invoice sent, Legal Action commenced etc)

2. Identifies a Debtor Assessment as a certain type of Debtor. (E.g. Debtor is Councillor or other Politician,
Debtor cannot be located, Direct Debit Assessment, Debtor on Arrangements To Pay)

3. Qualify a Debtor assessment for a further course of action (e.g. Do not send a Final Notice if the Invoice
has been returned unclaimed and another notice has not been sent in its place etc)

4. Specifically identify a Debtor assessment to be included or excluded from a processing run.

Activities Maintenance Form

This form enables the entry or maintenance of Activities on a Debtor Assessment. Duplicate activity codes
are not permitted, e.g. RATESGEN and RATESGEN.

Activities are used to:

1. Track the progress of a Debtor assessment over time (e.g. Invoices have been generated, Original
Invoice sent, Invoice Returned Unclaimed, Duplicate Invoice sent, Legal Action commenced etc)

2. ldentifies a Debtor Assessment as a certain type of Debtor. (E.g. Debtor is Councillor or other Politician,
Debtor non-locatable, Direct Debit Assessment, Debtor on Arrangements To Pay)

3. Qualify a Debtor assessment for a further course of action (e.g. Do not send a Final Notice if the Invoice
has been returned unclaimed and another notice has not been sent in its place etc)

4. Specifically identify a Debtor assessment to be included or excluded from a processing run.

_iojx

Primary Location

Debtar Mumber 22560 El Current
— Activity —— Description Diate Added Mext Action Date — Expiry Date —— Creation Method —
BADDERT LDR - Bad Debtor 25-Sep-2000 System
CIRDEBIT Direct Debit Facilty 26-Sep-2003 System
CIFDEBIT Direct Debit Facilty 01 -Dec-2000 System
— Activity Details
Activity |BADDEBT |LOR - Bad Debtor

Date Added  [25-Sep-2000

Mext Action Date
Expiry Date
Comments =

Insert | (0] Cancel

Activity Maintenance Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, its formatted address is
shown in this field.
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This field is not maintainable from this form

Status

This field contains the status of the Primary Location that the Debtor assessment record is linked to. This
field is not maintainable from this form. Possible status values are:

e Historic

e Current

e Proposed

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor
assessment was created.

The one-digit check digit number that is used in conjunction with the Debtor assessment Number to ensure
that digits of the Debtor assessment number are not keyed incorrectly when maintenance on a Debtor
assessment is being performed or receipts are being entered is also displayed.

Status

This field contains the status of the Debtor assessment you are maintaining the Activities for. Possible
values are:

e Historic

e Current

e Proposed

Activity
This field contains the Activity you are maintaining. Clicking on the field label will change the sort order of
the Activities.

Description

This field contains the Description of the Activity you are maintaining. Clicking on the field label will change
the sort order of the Activities.

Date Added

This field contains the Date that the Activity was added. Clicking on the field label will change the sort order
of the Activities.

Next Action Date

This field contains the Date that the next action on this Activity will take place. Clicking on the field label will
change the sort order of the Activities.

Expiry Date
This field contains the Date that the Activity expires on. Clicking on the field label will change the sort order
of the Activities.

Creation Method

This field contains the method that the Activity was created. Possible options are:
¢ Manual - created manually

e Automatic - created by a bulk update process

Clicking on the field label will change the sort order of the Activities.

Activity
These fields contain the Activity Code you are maintaining.

Description
This field contains the Description of the Activity you are maintaining

Date Added
This field contains the Date that the Activity was added. Pressing F2 or double clicking on this field displays
a calendar that can be used to choose the required date from.

Next Action Date

This field contains the Date that the next action on this Activity will take place. The date is used to trigger
reports or other activities. For example, a Debtor has promised to pay and you want to check in a month’s
time that they are keeping to the Arrangements. A report could be run in a month to check that the
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Arrangements have been kept and if not, a warning letter produced. Pressing F2 or double clicking on this
field will display a calendar that can be used to choose the required date from.

Expiry Date

This field contains the Date that the Activity expires on. For example, Arrangements To Pay may only be
allowed for three months from the date of the Arrangement. During these three months, there will be no
Legal Action taken if money is still outstanding. If there is money still outstanding after the three months,
Legal Action might commence. Pressing F2 or double clicking on this field will display a calendar that can be
used to choose the required date from.

Comments
This field contains a Narrative that can be used for recording additional details regarding the Activity.
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Aged Balances Enquiry

Aged Debtors Enquiry Form

This form provides the facility to enquire on the Aged Balances of the Debtor Assessment.

B Aged Balances Enquiry

— Statement Date ————— Balance —— — &ged Balance Detailz
| | | 1,091 79 StatemertDate |

Brought Forward 0.0

Cuirrert -1,091.79

Period 1 .00

Period 2 0.0

Period 3 0.0

Period 4+ 0.00

Balance -1,091 79]

Close |

Aged Debtors Enquiry Form

Statement Date
This field contains the date of the issue of the Statement

Balance
This field contains the balance of Debtors assessment as at the date of the statement issue.

Aged Balance Details — Statement date
This field contains the date of the current statement (ageing date).

Aged Balance Details — Brought Forward
This field shows the Balance outstanding on the date the Debtor assessment debt was last aged.

Aged Balance Details — Current
This field contains the current period balance of the Debtor Assessment.

Aged Balance Details — Period 1 to Period 4

These fields display any aged amount from previous periods, up to 4 periods ago.

Please Note:
Any amount from 4 periods ago and beyond is grouped together in the Period 4+ field.

Aged Balance Details — Balance
The field contains the current balance of the Debtor Assessment.
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Arrangement to Pay

This functionality provides the ability to create Arrangements to Pay Schedules to record arrangements
made with debtors in respect to the payment of accounts.
Subsequent payment made on the Debtors Assessment will update the Arrangements to Pay Schedules.

Arrangements to Pay Selection Form

This form enables the creation of an Arrangement to Pay Schedule. Click on the drill out button to access
any existing Arrangements to Pay Schedules.

Click on the Insert button to access the Arrangements to Pay Maintenance Form to create a new
Arrangement.

B Arrangements to Pay Selection

Primary Location
Debtar Mumber 22774 El Currert
— Start Date End Date Outstanding Status Mext Date ——— Mext Amount
01 - Jul-2003 h 01.50| |Historic
01 - Jul-2002 30-Jun-2003 Historic:
01 -Mary-2002 30-Jun-2003 Current aaa
Insert Close

Arrangements to Pay Selection Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, its formatted address is
shown in this field.

This field is not maintainable from this form

Status

This field defaults the status of the Primary Location that the Debtor assessment record is linked to. This
field is not maintainable from this form

Possible status values are:

e Historic

e Current

e Proposed

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor
assessment was created.

The one-digit check digit number that is used in conjunction with the Debtor assessment Number to ensure
that digits of the Debtor assessment number are not keyed incorrectly when maintenance on a Debtor
assessment is being performed or receipts are being entered is also displayed.
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Status

This field defaults the status of the Debtor assessment you are maintaining. Possible values are:
e Historic

e Current

e Proposed

Start Date
This field defaults the Start Date of the Arrangement.

End Date
This field defaults the Ending Date of the Arrangement.

Outstanding
The field defaults the balance outstanding under the Arrangement.

Status

This field contains the status of the Arrangement you are maintaining. Possible values are:
e Historic

e Current

e Proposed

Next Date
This field contains the next date that a payment is to be made.

Next Amount
This field contains the amount that is due on the Next Payment Date.

Detail Button
Click on the Arrangement Detail Button to go to the Arrangements to pay Maintenance Form if you wish to
maintain the existing Arrangement.

Insert Button
Click on the Insert Button to access the Arrangements to Pay Maintenance Form to create a new
Arrangement.

Arrangements to Pay Maintenance Form

This form enables the creation of an Arrangement to Pay facility for the Debtor. The process records specific
arrangements particular to individual Debtors whom Council may have agreed can make payments outside
the usual payment terms.
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B Arrangements to Pay Maintenance

Primary Location

Dektor Mumber 22774 El Current
Schedule Bssed On (s Date Range Status

" Cutstanding Amaount
Auto. Re-calculste [

Cate From m To |3l]-.lun-2l]l]3
Freguency Il'u'lunthl].r -.-I

Periodic Amourt 10.00
Outstanding Amount =
Dary of Morith
Week of Morth |First =
Dy of ieek  [Monday -

Schedule Created I

Mext Payment | | | |

Recovery Groups Archive Schedule (04 Cancel

Arrangements to Pay Maintenance Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, its formatted address is
shown in this field.

This field is not maintainable from this form

Status

This field defaults the status of the Primary Location that the Debtor assessment record is linked to. This
field is not maintainable from this form. Possible status values are:

e Historic

e Current

e Proposed

Assessment Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor was
created.

The one-digit check digit number that is used in conjunction with the Debtor assessment Number to ensure
that digits of the Debtor assessment number are not keyed incorrectly when maintenance on a Debtor
assessment is being performed or receipts are being entered is also displayed.

Status

This field defaults the status of the Debtor you are maintaining. Possible values are:
e Historic

e Current

e Proposed

Schedule Based On

This field contains the type of Direct Payment Arrangement entered into.

Possible choices are:

e Date Range - select this option if you wish to extract amounts outstanding between two dates

e Outstanding Amount - select this option if you wish to extract amounts up to a balance outstanding
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Status

This field contains the status of this Arrangement. Possible choices are:
e Current

e Historic

Date From

Enter in this field the commencement date of the Arrangement. Pressing F2 or double clicking on this field
will display a calendar that can be used to choose the required date from

To
Enter in this field the completion date of the Arrangement. Pressing F2 or double clicking on this field will
display a calendar that can be used to choose the required date from

Frequency

This field allows selection of the frequency of payment by the Ratepayer. Possible Choices are:
o Weekly

Fortnightly

Monthly

Bi-Monthly

Quarterly

Half Yearly

e AdHoc

Periodic Amount
Enter in this field the amount that will be paid, dependant on the frequency above.

Outstanding Amount
This field contains the outstanding amount of the Debtor assessment.

Day Of Month
This field contains the day of the month that the payment is to be made on if the Monthly payment Frequency
was chosen.

Week Of Month
This field contains the week of the month that the payment is to be made if the Monthly payment frequency
was chosen.

Day Of Week

This field contains the day of the week that the payment is to be made if the Weekly payment frequency was
chosen.

Next Payment
This field contains the next date that a payment is to be made.

Next Amount
This field contains the amount that is due on the Next Payment Date.

Archive/Re-Instate Button

Click on the Archive Button to make the Arrangement To Pay Historic
Click on the Re-Instate button to make the Arrangements To Pay Current

Schedule Button
Click on this button to go to Direct Payment Schedule Maintenance Form.

Arrangements To Pay Schedule Maintenance Form

This form enables the maintenance of an Arrangement to Pay Schedule of dates and amounts that the
Debtor agrees to pay. The dates and amounts are automatically constructed based on details entered on
the Direct Payment Maintenance Form.

Subsequent payments are recorded on the form together with the date. The amount outstanding is
amended following the payment.
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The Due date fields and Amount Fields can be maintained if required. If an Ad-Hoc Arrangement has been
selected, Due dates and Amounts may be entered to construct the Schedule.

B Arrangements to Pay Schedule Maintenance
Pritnary Location
Debtor Mumber 22774 Currert
Date Fram [01-tay-2002 | To  [02-Jun-2003 Outstanding &mourt [ ]

—Due Date —————————————— Amourt Due — Payment Date ——— Paid Amount Balance Due —
D6-May-2002 10.00 10.00 -
03-Jun-2002 10.00 20.00

Il]'l -Jul-2002 10.00 20.00

Il]ﬁ-Aug-El]l]E 10.00 40.00

|[l2-5f.!p-2l]ll2 10.00 S0.00

Il]?-ﬂn’t-2l]l]2 10.00 E0.00

Il]4—HDu-2l]l]2 10.00 7000

Il]E-I]E(:-:El]l]:E 10.00 a0.00

[06-Jan-2003 10.00 a0.00 :rl
Letkers Refresh Insert: Continue Qi |

Arrangements to Pay Schedule Maintenance Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Account, its formatted address is
shown in this field.

This field is not maintainable from this form

Status

This field defaults the status of the Primary Location that the Debtor record is linked to. This field is not
maintainable from this form. Possible status values are:

e Historic

e Current

e Proposed

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor
assessment was created.

The one-digit check digit number that is used in conjunction with the Debtor Number to ensure that digits of
the Debtor assessment number are not keyed incorrectly when maintenance on a Debtor assessment is
being performed or receipts are being entered is also displayed.

Status

This field defaults the status of the Debtor assessment you are maintaining. Possible values are:
e Historic

e Current

e Proposed

Date From/To

These fields default the Start Date and End Date of the Arrangement from the data entered on the
Arrangements to Pay maintenance Form.

Due Date
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This field contains the Due Date of the payment. Pressing F2 or double clicking on this field will display a
calendar that can be used to choose the required date from. The dates may be amended where appropriate.

Amount Due
This field contains the Amount Due on the Due Date. This field may be amended where appropriate.

Payment Date
This field contains the date that the payment for the amount due was received.

Paid Amount
This field contains amount paid on the payment date

Balance Due
This field contains the amount of the Arrangement left to pay.

Refresh Button

Clicking on the Refresh Button will refresh the screen after making changes to the amounts. l.e. if an
amount is amended somewhere within the table, the Refresh Button will re-calculate the balance due to
incorporate the recent change.
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Direct Debits

The functionality is provided for the creation of various Direct Debit Arrangements. Subsequently, a bulk
processing function creates a file containing the Debtor’s details and the amount of debts due, (or the
amount to be debited on that date) and is passed to the Council’s Bank for on processing to the Debtor’s
bank accounts for debiting. This process may be invoked from time to time when debts are due for payment.
A pre requisite of the Direct Debit process is that all Parameters have been set, and the necessary Query
Extract Formats have been created.

Direct Debit Selection Form

This form enables the creation of Direct Debit Arrangements.

Click on the drill out button to access any existing Direct Debit Arrangements.

Click on the Insert button to access the Direct Debit Maintenance Form to create a new Direct Debit
Arrangement.

B Direct Debit Selection

Primary Locatian
Debtor Mumber 22774 Current
— Twpe ————— Start Date Endi Date Suzpended — Status Met Diate Mext Amount
Scheduled 30-Sep-2003 24-Dec-2003 r Created 02-Jul-2005 10,00
Scheduled 30-Sep-2003 r Historic _|
Currert 01 -Jul-2002 S30-Jdun-2003 r Histaric _I
Inserk Close

Direct Debit Selection Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Account, its formatted address is
shown in this field.
This field is not maintainable from this form

Primary Location - Status

This field defaults to the Status of the Primary Location that the Debtor account Record is linked to. This
field is not maintainable.

Debtor Number
This field defaults the Debtor account Number and Check Digit of the Debtor assessment.

Debtor Number — Status

This field defaults the status of the Debtor assessment. Possible values are:
e Historic

e Current

e Proposed
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Type
The field defaults the type of Direct Debit Arrangement. This field is not maintainable.

Start Date
The field defaults the sate date of the Direct debit Arrangement. This field is not maintainable.

End Date
This field defaults the end date of the Direct Debit Arrangement. This field is not maintainable.

Suspended
The Box will default with a tick if the Direct Debit Arrangement has been Suspended.

Status
The field defaults the Status of the Direct debit Arrangement. This field cannot be maintained.

Next Date
This field contains the Due Date of the next payment.

Next Amount
This field contains the Amount Due on the next date.

Detalil
Take the Detail Button to access the Direct Debit Maintenance Form to maintain the Direct Debit
arrangement.

Direct Debit Maintenance Form

This form enables the creation of various Direct Debit Arrangements. Subsequently, a bulk processing
function creates a file containing the Debtor’s details and the amount of Debts due, (or the amount to be
debited on that date) and is passed to the Council’'s Bank for on processing to the Debtor’s bank accounts
for debiting. This process may be invoked from time to time when Debts are due for payment.

A pre requisite of the Direct Debit process is that all Parameters have been set, and the necessary Query
Extract Formats have been created.
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E Direct Debit Maintenance

Primatry Location

Debtar Mumizer 22774 Current

Stetus  [Created
Direct Dekit Type | A& | [Karer's Scheduled DD | |scheduled |
Bank Mumber Branch Mumber |55?
Accourt Mumber lm Account Sutfix W B J
Sccount Tile [k taylor
Payer Particulars W Payer Code W
Payer Reference W
N

Date From [30-Sep-2003 ~ To  [31-Dec-2005

[ [

Schedule Bazed On  Date Range
{» Cutstanding Amount

Freguency |Weekhr -

Periodic Amount Outstanding Amount -108.50 ﬂ
Day of Month |
Week of Month |(none) - Day of Week |[(none) -
Last Dehit | | | Mext Debit Due J02-Jul-2005 &mourt 10.00

Paszt Due Total 10,00

Archive | Suspend | Schedule | o] | Cancel

Direct Debit Maintenance Form (NZ Mode)

E Direct Debit Maintenance

Primatry Location

Debtar Mumbzer 22774 Current

Status

Direct Debit Type | Eia11E1] # | |Harer's Scheduled DD | |scheduled

BSB Code
Account Mumber

Sccount Tile [k taylor

N

Dste From [30-Sep-2003 | To  [31-Dec-2005

Zchedule Bazed On  Date Range
{» Cutstanding Amount

Freguency |Weekhr -

Periodic Amount Outstanding Amount -108.50 ﬂ
Dayof Morth |
Week of Month |(none) - Day of Week (none) -
Last Dehit | | | Mext Debit Due [02-Jul-2005 &mourit 10.00
Past Due Total 10.00

Archive | Suspend | Schedule | o] | Cancel

Direct Debit Maintenance Form (Aust Mode)
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Primary Location

If a Property has been selected as the Primary Location for the Debtor Account, its formatted address is
shown in this field.

This field is not maintainable from this form

Status

This field defaults the status of the Primary Location that the Debtor account record is linked to. This field is
not maintainable from this form. Possible status values are:

e Historic

e Current

e Proposed

Debtor Number

This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Debtor assessment was created.

The one-digit check digit number that is used in conjunction with the Debtor account to ensure that digits of
the Debtor assessment number are not keyed incorrectly when maintenance on a Debtor assessment is
being performed or receipts are being entered is also displayed.

Status

This field defaults the status of the Debtor assessment you are maintaining. Possible values are:
e Historic

e Current

e Proposed

This field cannot be maintained.

Type

This field contains the type of Direct Debit Arrangement entered into.

Possible choices are:

e Current — select this option if you wish to extract amounts outstanding on a Debtor assessment that
relates to a nominated Generation Run.

o Nett — select this option if you wish to extract all debts outstanding on a Debtor assessment regardless of
the Generation Run they were raised on.
Instalment — Not applicable to Debtors Module.
Scheduled — select this option if you wish to extract the rates outstanding according to a particular
schedule on payments.

e Non extractable — do not extract this Direct Debit Record.

Status
This field is populated with the current status of the Direct Debit Arrangement. The possible statuses are: -
e Created — When the Direct debit Arrangement is first created.
o Extracted — When the last (final) extraction has been completed.
e Updated — When the last (final) payment has been processed. This stage completes the Direct Debit
Arrangement and cannot be re-activated.
Historic — When the Direct Debit Arrangement has been Historicised (stopped)
Suspended — When the Direct Debit Arrangement has been Suspended. The Direct Debit Arrangement
may be re-activated.

BSB Code
This field contains the Debtor's BSB number (Bank, State & Branch) that the amounts will be paid from.

Account Number
This field contains the Debtor’'s Bank Account Number where the funds will be debited.

Account Title
This field contains the Debtor’'s Bank Account Title of the Account where the funds will be debited.

Do Not Amalgamate

This field will only be available if there is another Direct Debit in the System with the same Bank Number,
Branch Number, Account Number and Account Suffix, and if the Bank Number, Branch Number, Account
Number and Account Suffix are populated.
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This field is only applicable to New Zealand Sites.

Generation Run

This field contains the Generation Run that the Arrangements apply to. Click on the pop up to select a
generation Run.

Note: the Generation Run information will not be required in every case and will be (greyed out) in those
cases e.g. Scheduled Arrangements.

Date From

Insert in this field the Start Date of the Arrangement. Pressing F2 or double clicking on this field will display a
calendar that can be used to choose the required date from.

In the case of Nett, Current and Instalment Arrangements, the date will default from the selected Generation
Run and need not be completed.

Date To

Insert in this field the Ending Date of the Arrangement. Pressing F2 or double clicking on this field will
display a calendar that can be used to choose the required date from

In the case of Nett, Current and Instalment Arrangements, the date will default from the selected Generation
Run and need not be completed.

Auto. Recalculate
Check on this Box if this Direct Debit Arrangement is to be subject to Automatic re-Calculation.

Note: This function, and the related function of Arrangement Creation, has been created specifically for a
site. Please refer to INFOR should you have any questions on this facility.

Schedule Based On

Check on the Date Range Radio Button if you require the Scheduled Arrangement to be based on a date
range.

Check on the Outstanding Amount radio Button if you require the Scheduled Arrangement to be based on
the outstanding amount of the Debtor assessment.

Frequency

Select the dropdown to access the options available. The options are: -
Weekly

Fortnightly

Monthly

Bi-Monthly

Quatrterly

Half yearly

Ad-Hoc

Periodic Amount
Insert the amount to be debited to the ratepayer’s Bank account.

Outstanding Amount

This field is populated with the balance of the Debtor account at the time of creation of the Direct debit
Arrangement. This field is not populated when Current, Nett, or Instalment Direct Debit Arrangements are
being established.

Click on the Sigma Sign (X) next to the outstanding amount field and the balance will be refreshed to the
current outstanding amount.

Day of Month
Insert the day of the month that the amount is to be extracted on. This date will be incorporated within the
range of dates that the bulk extract process is run over.

Week of Month
Select the dropdown to access the week of the month that the Direct Debit Arrangement is to be extracted
on. The options are: -
e None
First
Second
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e Third

e Fourth

e Last

Day of Week

Select the drop down to select the day of the week that the Direct debit Arrangement is to be extracted on.
The Options are: -

e None

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Last Debit
These fields populate with the date of the last debit extracted and the amount.

Next Debit Due
These fields populate with the date of the next Debit extract for this Arrangement.

Amount
These fields populate with the amount of the next Debit extract for this Arrangement.

Past Due
This field populates with any amount that has not been extracted and is past due.

Total
This field populates with the total of the next amount to be extracted together with any past due amounts not
extracted.

Archive Button
Click on the Archive Button if it is required to Archive the Arrangement. Once archived, the arrangement
cannot be re-instated.

Suspend/Re-instate Button

Click on the Suspend Button if it is required that the Arrangement be suspended from being included in the
general processing and subsequent debiting to the bank account. Click on the Re-instate Button if is
intended that the Arrangement be re-instated.

Schedule Button
Click on the Schedule Button if you wish to access the Direct Debit Schedule Maintenance Form.

Direct Debit Amalgamation Maintenance Form

B Direct Debit Amalgamation Maintenance

Do Mot
— Azzeszment Number —— Primary Location Amalgamate —

| 3| |Teresa Avenue Coffee House, 5 Teresa Avenue, COLONEL LIGHT GARDE| I

Select Al Clear al | Conkinue I ik

Direct Debit Amalgamation Maintenance Form
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Assessment Number
This field shows the assessment or debtor number and the check digit. This field is not maintainable.

Primary Location
This field shows the address for the property. This field is not maintainable.

Do Not Amalgamate
Tick ON this option if you wish for a specific property to Not Amalgamate.

Select All
Click on this button if you wish for all properties to be ticked ‘Do Not Amalgamate’.

Clear All
Click on this button if you wish for all properties to not be ticked ‘Do Not Amalgamate’.

Direct Debit Schedule Maintenance Form

This Form displays the dates and amounts resulting from the information entered in the Direct Debit
Maintenance Form. Having generated the Schedule, the amounts and date fields may be amended, if
required, prior to the running of the batch extraction process.

In Ad-Hoc mode, the form will be presented without any amounts or dates. You may enter the appropriate
dates and amounts to create a specific schedule.

The Status field will be updated from created, to extracted, to updated, as each debit transaction is
processed.

| Note: This form will not be available for Current or Nett Direct Debit Arrangements.

B Direct Debit Schedule Maintenance

Primary Location |
Dektor Mumber 22774 El Current
Diste From To Outstanding Amourt
—Due Date ————————Due Amount — Status ——Due Date ——————————————— Due Amount — Status =
[02-Ju1-2005 [ 1000 [Created [09-Jul-2005 1000 [Created -
16-Jul-2005 10.00 Crested 23-Jul-2005 10.00 Crested
30-Jul-2005 10.00 Created |06-Aug-2005 10.00 Crested
13-Aug-2005 10.00 Crested 20-Aug-2005 10.00 Crested
27-Aug-2005 10.00 Created |03-Sep-2005 10.00 Crested
10-Sep-2005 10.00 Crested 17-Sep-2005 10.00 Crested
24-Sep-2005 10.00 Created (01-Oct-2005 10.00 Crested
[08-Oct-2005 10.00 Crested 15-0ct-2005 10.00 Crested
|22-0(:t-2l]l]5 10.00 Crested 29-0ct-2005 10.00 Crested _vrl
Insert Continue ik |

Direct Debit Schedule Maintenance Form

Primary Location
If a Property has been selected as the Primary Location for the Debtor Account, its formatted address is
shown in this field. This field is not maintainable from this form

Status
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This field contains the status of the Primary Location that the Debtor assessment record is linked to. This
field is not maintainable from this form. Possible status values are:

e Historic

e Current

e Proposed

Assessment Number

This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Debtor assessment was created.

The one-digit check digit number that is used in conjunction with the Account Number to ensure that digits of
the Debtor assessment nhumber are not keyed incorrectly when maintenance on an Account is being
performed or receipts are being entered is also displayed.

This field cannot be maintained from this form.

Status

This field contains the status of the Debtor assessment that you have created the Direct debit Arrangement
on. Possible values are:

e Historic

e Current

e Proposed

This field cannot be maintained.

Date From

This date is populated from the date entered in the Direct Debit Maintenance Form.
The dates cannot be maintained from this form.

Date To

This date is populated from the date entered in the Direct Debit Maintenance Form.
The dates cannot be maintained from this form.

Due date

e This date is derived from the data entered on the Direct Debit Maintenance Form. The dates may be
amended or maintained as required.

¢ In Ad-Hoc Schedule Direct debit Arrangements, the date field will be blank. Enter in the dates that are
required.

Amount

e This amount is populated from the data entered on the Direct debit Maintenance Form. The amount may
be amended or maintained as required.

¢ In Ad-Hoc Schedule Direct debit Arrangements, the amount field will be blank. Enter in the amounts that
are required.

Status

This field is populated with the status of the Direct Debit entry. The possible statuses are: -

e Created — When the schedule Direct Debit Line is created.

e Extracted — When the particular Direct Debit line has been extracted to file pending forwarding to the
Council’s bank for on forwarding to the ratepayer’s bank.

o Update — When the payment process has been passed through receipting and the Debtor assessment
updated.
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Transaction Maintenance

Transaction Header Selection

This form displays all the Transaction Headers for the Debtor along with ‘Totals’ and ‘Search Profile’
sections. Summary information is displayed for each Transaction Header.

B Transaction Header Selection M=l E3
Primary Location |
Diebtor Mumber 27513 Current
Headet Transaction External Appn
— Doc.Ropt. Mo. —Header Date — 1¥pe - Type — Debt Type —Reference e Amount Applied Balance ——
1999414683] [18-Ju-2005 ] [Rept] [RCPT O _65.00 0.00 _65.00
1999414641 | [o7-Ju-2005_| [Rept] [RCPT O 1 ,553.90 1,373.00 21050
1998414521 ] [28-Jun-2005 | [Rept] [RCPT O 5B EO = 0.00
18800 [28-0un-2005 | v | v BASIC 144/2004EDEBT | [ 141500 1,115.00 0.00
18799] [28-dun-2005 | firee | [ FEWY 152BASIC O 58 B 56 B 0.00
500000295 [27-Jun-2005 | [om | [oR MOTE Il 151 BASIC 3310 -59.10 0.00
500000295 ] [27-Jun-2005 | [om | [oR MOTE Il 151 BASIC E410 5410 0.00
500000294 [27-Jun-2005 | [om | [oR MOTE Il 151 BASIC 22100 2200 0.00
16797] [p7-dun-2005 | e | e 151 BASIC 64410 433,20 21040
— Search Profile Totals
Header Date | - | -55.00] | 0.00] | 55.00]
Cocument Mumber {* Document  Receipt
External Reference
Paid Status  [(AIl) -
Apportionment Receipk Dretail Search Todify Close

Transaction Header Selection Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Account, its formatted address is
shown in this field, and the current Status of this Property. This field is not maintainable from this form.

Debtor Number
This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Debtor assessment was created. The current Status of the Debtor assessment is also shown.

Doc./Rcpt. No.

This field displays either the Document Number or the Receipt Number. Column sorting is available by
placing the cursor on the column heading and clicking once. Clicking on the column heading a second time
reverses the order.

Header Date

This field displays the Header Date. Column sorting is available by placing the cursor on the column heading
and clicking once. Clicking on the column heading a second time reverses the order.

Header Type
This field displays the Header Type. Column sorting is available by placing the cursor on the column
heading and clicking once. Clicking on the column heading a second time reverses the order.

Infor Public Sector July 17 Page 86



Debtors User Guide Maintenance/Enquiry

Transaction Type

This field displays the Transaction Type. If all the underlying Transaction Lines for the Transaction Header
have the same Transaction Type then this value is displayed. If the Transaction Types for all the underlying
Transaction Lines for the Transaction Header are not the same this field will be blank.

Debt Type

This field displays the Debt Type. If all the underlying Transaction Lines for the Transaction Header have the
same Debt Type then this value is displayed. If the Debt Types for all the underlying Transaction Lines for
the Transaction Header are not the same this field will be blank.

External Reference

This field displays the External Reference. The External Reference is an optional free format text field that is
entered via Transaction Entry, and may be set to a reference value that relates to the external system.

Appn Override

This field will be displayed for transaction headers that contain transactions that can be either disputed or
flagged for manual apportioning. The check box will be set on if a transaction within the header has been
either disputed or flagged for manual apportionment.

Amount
This field displays the amount of the Transaction Header.

Applied
This field contains the amount applied to the Transaction Header from receipts or journals

Balance
This field contains the balance outstanding for this Transaction Header.

Search Profile — Header Date

If a value has been entered in the ‘Default Transaction Search’ field in the ‘Debtors Parameter Maintenance’
form, this number of days is subtracted from the current date and the resulting date defaulted into the first
‘Search Profile - Header Date’ field. This has the effect of limiting the number of Transaction Headers that
are retrieved when the form is first displayed. The defaulted date can be overridden if required.

Search Profile — Document Number
Toggle the button between Document and Receipt and enter a number to search for.

Search Profile — External Reference
Use this field to search for Transaction Headers with a particular External Reference value.

Search Profile — Paid Status

The ‘Paid Status’ search profile field doesn’t simply filter Transaction Headers based on the Transaction
Header ‘Balance’ field as it could be that the underlying Transaction Lines are outstanding but the sum of
those Line (and hence the ‘Balance’ field on the Transaction Header) is zero. Instead, a Transaction Header
is deemed to be ‘unpaid’ if at least one of the underlying Transaction Lines has a non-zero balance.
Otherwise, the Transaction Header is deemed to be ‘paid’. Valid options are:

o (Al

e Paid

e Unpaid
Totals

These three fields are the totals of the three columns directly above them (Amount, Applied, and Balance).

Apportionment Button

Click on the Apportionment Button to access the Transaction Apportionment Enquiry Form for further
information of the apportionment of the transaction. The ‘Apportionment’ button is only available for single-
line Transaction Headers.

Receipt Button

Click on the Receipt Button to access the Receipt Enquiry Form for further information on the receipt. The
‘Receipt’ button is only available for receipt Transaction Headers (single-line or multi-line).

Detail Button
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Click on the detail Button to access the Transaction Detail Form for further information on the transaction.
The ‘Detail’ button is only available for single-line Transaction Headers.

Transaction Header Maintenance Form

The Transaction Header Maintenance/Enquiry form is invoked via the Transaction Header Selection form.
This form displays all details for the selected Transaction Header, along with a list of its underlying
Transaction Lines. ‘Totals’ and ‘Search Profile’ sections are also included.

H| Transaction Header, Maintenance Q@@
Prirmary Location |
Diebtor Mumber 25546 Current
Documernt Mumber Q00000205 Headet Type |Journal Document Date  |27-Jul-2006
Document Reference

External Source |

External Reference | Payment Reference |
Dan't
Line Ma. Tran Date Transaction Type Debt Type Dizp. mppn Transaction Reference Amaount Applied Balance
[ 1] [z7-dui-z006 | [AR-JnL | [LEvvLar ] [ || -5250] | -10.00] | 4250
Search Profile Totals
Paid Status |{All) v Property Debt [ [ -5250] | -10.00] | -42.50]

Manually Apportion Apportionment Dekail Search ‘ Qi | Zancel

Transaction Header Maintenance Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Account, its formatted address is
shown in this field, and the current Status of this Property. This field is not maintainable from this form.

Debtor Number
This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Debtor assessment was created. The current Status of the Debtor assessment is also shown.

Document Number
This field displays either the Document Number.

Header Type
This field displays the Header Type.

Document Date
This field displays the Document Date.

Document Reference

This field displays the Document Reference. The ‘Document Reference’ Transaction Line column heading is
not applicable and therefore not displayed for Receipts.

External Source
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This field displays the External Source. The ‘External Source’ is not applicable and therefore not displayed
for Receipt Transaction Headers. For receipts they only apply at the Allocation Line (i.e. Transaction Line)
level.

External Reference

This field displays the External Reference. The ‘External Reference’ field is not applicable and therefore not
displayed for Receipt Transaction Headers. For receipts they only apply at the Allocation Line (i.e.
Transaction Line) level.

Payment Reference

This field displays the Payment Reference. The ‘Payment Reference’ field is not applicable and therefore
not displayed for Receipt Transaction Headers. For receipts they only apply at the Allocation Line (i.e.
Transaction Line) level.

Line Number

This field displays the Line Number. Column sorting is available by placing the cursor on the column
heading and clicking once. Clicking on the column heading a second time reverses the order. The ‘Line
Number’ Transaction Line column heading is not applicable and therefore not displayed for Receipts.

Tran Date
This field displays the Transaction Date. Column sorting is available by placing the cursor on the column
heading and clicking once. Clicking on the column heading a second time reverses the order.

Transaction Type
This field displays the Transaction Type. Column sorting is available by placing the cursor on the column
heading and clicking once. Clicking on the column heading a second time reverses the order.

Debt Type

This field displays the Debt Type. Column sorting is available by placing the cursor on the column heading
and clicking once. Clicking on the column heading a second time reverses the order. The Debt Type’
Transaction Line column heading is not applicable and therefore not displayed for Receipts.

Disp.

The ‘Dispute’ flag is only maintainable for disputable Transaction Lines when this form is called in
maintenance mode. The ‘Disputed’ Transaction Line column headings are not applicable (and therefore not
displayed) for Receipts. In addition, the ‘Property Debt’ search profile field is also not displayed for Receipts.

Don’t Appn

This field will only be displayed if a transaction can be flagged for Manual Apportionment. It will be checked
on if the transaction has been flagged for manual apportionment and the transaction has not been fully
apportioned. This checkbox is maintainable. Changing the check box from off to on will cause the
transaction to be unapportioned. Changing the check box from on to off will cause the transaction to be
apportioned. Changes to Apportionment occur on Acceptance of the form or when the Manually Apportion
button is pressed.

Transaction Reference
If a Transaction Reference was entered when this transaction was created, it will be shown here.

Amount
This field contains the total amount of this transaction.

Applied
For a transaction that raises a charge, this field contains the amount apportioned to this debt from receipts or
journals. For a receipt or journal, this shows the amount that has been apportioned to a charge transaction.

Balance
If the transaction is a receipt or journal and this field is not 0.00, this reflects an overpayment amount. If the
transaction is a charge, then this field shows the amount of the debt that is unpaid.

Search Profile — Paid Status

Enter a Paid Status to restrict the Transaction Lines displayed. The ‘Paid Status’ search profile field will
always default to the value set on the ‘Transaction Header Selection’ form. Valid options are:

o (Al

e Paid
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e Unpaid

Search Profile — Property Debt
Check this on to restrict the Transaction Lies displayed to those that are Property Related Debts. This field
is not displayed for Receipts.

Totals
These three fields are the totals of the three columns directly above them (Amount, Applied, and Balance).

Apportionment Button
Click on the Apportionment Button to access the Transaction Apportionment Enquiry Form for further
information of the apportionment of the transaction.

Manually Apportion Button

This button gives access to the Manual Apportionment Enquiry and Manual Apportionment Maintenance

forms. Itis only available when the:

e Transaction can be Manually Apportioned, (i.e. Receipt, Credit Small Balance Transaction or Credit
Journal)

e User has Authorisation to alter the Manual Apportionment.

Detail Button
Click on the detail Button to access the Transaction Detail Form for further information on the transaction.

Transaction Detail Form

This Form contains the details of the particular transaction.

JR1=TEe

Primary Lacation
Debtor Mumber 27513 Currert
Deht Type [BASIC basic fee of 12550 onlyLLC1PCPC
Category  |LICENSING Licensing Pathway Debtors
Generation Run (200072003 20-0ct-2003
Property Dekt [
Batch humber 1964 Last Statement Date [ |
Document Mumber 18500 Line Mumber |_1| Laszt Statemert Amourt —|
Transaction Type [y | [revoice |
Transaction Date [25-Jun-2005 | Ciuantity
Tranzaction Ref. [153269 Rate
Posting Date  |25-Jun-2005 14:12:36 | Amourt 1,415.00
Pay by Date  [20-hore-2003 Tax Amount 101 .36
Disputed [ Amourt Met Tax 101364
External Source [LLC | |Patreovay Licensing | Apportioned 0.00
External Reference |[144s2004/EDEBT Paid 1,115.00
Payment Reference |1532539 Balance 0.00
Revenue Account 2L | |LLC-LIC FEE REWEMLIE ACC(| |LIC FEE REWEMIIE ACCOUNT
Comments  [this is the debtor license test —]
Appoartionment |

Transaction Detail Maintenance Form

Primary Location
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This field contains the formatted address of the Primary location of the Debtor account record you are
maintaining, and the current Status of this address. This field will be blank if the Account is not linked to a
Property.

Debtor Number

This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Account was created. The current Status of the Account is also shown.

Debt Type
This field contains the Debt Type code and Debt Type description for this transaction.

Category
The field contains the Rate Category of the Debt Type for this transaction.

Generation Run

These fields show the Code and Description for the Generation Run that was used when the transaction was
generated.

Property Debt
This flag indicates whether this debt is Property Related or not.

Property Address
If the Property Debt flag has been checked on then the associated property address is displayed in this field.

Batch Number
This field contains the identifying number of the Batch that created this transaction.

Document Number
The unique identifying number of the Document related to this transaction.

Line Number
This field displays the Line Number of the Transaction.

Transaction Type
This field contains the Code and Description of the Transaction Type for this transaction.

Transaction Date
This field contains the date of this transaction.

Transaction Ref
If a Transaction Reference was entered when this transaction was created, it will be shown here.

Disputed
This field displays the disputed flag for the transaction. Checking on the box will display the reason for the
dispute.

Do Not Apportion

This field will only be displayed for Transactions that can be flagged for Manual Apportioning (Credit Small
Balance Transactions and Credit Journals). When checked on this field indicates that the Transaction is
flagged for Manual Apportionment but apportionment has not yet been completed.

External Source
If applicable, the External Source Code and Description associated with the transaction are displayed.

External Reference
If applicable, the External Reference associated with the transaction is displayed.

Payment Reference

If the transaction has originated from a system defined external source (such as Pathway
Applications/Licensing) the Payment Reference (used for receipting purposes) associated with the
transaction is displayed. The Payment Reference is not shown for WorkSmart transactions since it simply
holds the WorkSmart Request Number as displayed in the External Reference.

Posting Date
The time and date that this transaction was actually processed.
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Pay By Date

This field contains the due date that this transaction is/was due to be paid. If this transaction remains unpaid
(in whole or in part), the outstanding debt will be aged on this date, and on the anniversary of this date,
according to the Term assigned to the Account.

Last Statement Date
The most recent date that a Statement was issued that included this transaction.

Last Statement Amount
The amount still outstanding on this transaction at the time the last Statement was issued.

Quantity
If the amount of this transaction is unit-based, the number of units used in this calculation will be shown here.

Rate
If the amount of this transaction is unit-based, the rate-per-unit used in this calculation will be shown here.

Amount
This field contains the total amount of this transaction.

Tax Amount
This field displays the amount of tax that forms part of the transaction amount.

Amount Net Tax
This field displays the amount value minus the tax amount for the transaction.

Apportioned
For a transaction that raises a charge, this field contains the amount apportioned to this debt from receipts or
journals. For a receipt or journal, this shows the amount that has been apportioned to a charge transaction.

Paid
This field contains the amount paid against this transaction.

Balance
If the transaction is a receipt or journal and this field is not 0.00, this reflects an overpayment amount. If the
transaction is a charge, then this field shows the amount of the debt that is unpaid.

Revenue Account
These fields display the General Ledger posting details for the transaction.

Comments
Comments are those attached to the transaction when generated.

Dispute Detail Button

Select the Dispute Detail Button to display the reason for the transaction being flagged as disputed. If the
disputed flag has been removed then the original reason along with the User Id of the user that removed the
flag will be displayed.

Apportionment Button
Select the Apportionment Button to access the Transaction Apportionment Enquiry Form for further
information of the apportionment of the transaction.

Receipt Transaction Detail Form

This form displays the details of a Receipt transaction.
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8 Transaction Detail

B

Fritnary Location |
Dekbtar Mumber 24530 Current
Receipt Mumber 10107
Transaction Type [RCPT [Receipt
Group  |Receipt
Tranzaction Date  [14-Oct-2003 Amount -10.00
Posting Date [14-Oct-2003 10:49.25 | Appartioned -10.00
Do Mot Apportion [ Faidl 0.00
Balance 0.00
Category [HALLHIRE | |Hall Hire
Comments  |Dektors Receipt
Apportionment (8] 4 Cancel

Category Receipt Transaction Detail Form

B Transaction Detail
Primary Location |
Debtor Mumber 25391 Current
Receipt Mumber 199341 3549
Transaction Type [RCPT-R [Receipt Reversal
Group  [Receipt
Transaction Date  [16-MNow-2004 Amovirit 10.00
Posting Date [16-Mov-2004 09:5106 | &pportioned .00
Paid 10.00
Balance 0.00
Comments  [ftesting reversal - debtors =i
Apportionrent | | Continue I | Quik I
Receipt Transaction Detail Form
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B

8 Transaction Detail

Primaty Location
Dekbtar Mumber 24530 Current
Receipt Mumber 410108
Transaction Type [RCPT [Receipt
Group  |Receipt
Tranzaction Date  [14-Oct-2003 Amount -15.00
Posting Date [14-0ct-2003 10:53:35 | Apportioned -15.00
Do Mot Apportion [ Faidl 0.00
Invoice/line Mumber [1045 | Balance 0.00
Commerts |Debtors Receipt |
Apportionment | (8] 4 Cancel
Invoice Receipt Transaction Detail Form
8 Transaction Detail @@@
Primary Locetion  ["The Height=", 5 Myrtle Rosd, Dernancourt 54 5075 Currernt
Debitor Mumber 24456 Currert
Receipt Mumber 4091
Tranzaction Type [RCPT |Receipt
Group  |Receipt
Tranzaction Date  [14-Aug-2003 Amorit -150.00
Posting Date |14-2A0g-2003 16:11:40 | Appottioned -50.00
Do Mot Apportion [ Paicl 0.00
Balance -100.00
External Source [0S | |iorkSmart |
Payment Reference  [MyI00001 |
Comments  [Debtors Receipt |
Apportionment QK Cancel
WorkSmart Receipt Transaction Detail Form
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B Transaction Detail g@@

Fritnary Location |

Dektor Mumkber 25393 El Current

Receipt Mumber 1999412422

Transaction Type [RCPT [Receipt
Group  |Receipt

Transaction Date  [25-Mar-2004 | Amarnt -250.00

Posting Date [25-Mar-2004 16:07:22 | Apportioned -250.00

Do Mot Apportion [ Faidl 0.00

Invoice/Line Mumber 1553 | Balance 0.00
External Source [Lap | |2pplication

Payment Reference |150547 |

Commerts |Debtors Receipt |

Apportionmment Continue Quik

External Source Transaction Detail Form

Primary Location
This field contains the formatted address of the Primary location of the Debtor if one exists.

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor was
created. The one-digit check digit number that is used in conjunction with the Debtor Number to ensure that
digits of the Debtor number are not keyed incorrectly when maintenance on a Debtor is being performed or
receipts are being entered is also displayed.

Receipt Number
This field displays the Receipt Number.

Transaction Type
This field displays the Transaction Type and its description.

Group
This field displays the Transaction Group.

Transaction Date
This field displays the transaction date of the receipt.

Posting Date
This field displays the date that the receipt transaction was entered into Pathway.

Do Not Apportion

This field is only displayed for Transactions that can be flagged for Manual Apportioning (Receipts, Credit
Small Balance Transactions and Credit Journals). This field indicates if the Transaction is flagged for
Manual Apportionment but apportionment has not yet been completed.

Amount
This field displays the amount of the receipt.

Apportioned
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This field displays the amount of the receipt that has been apportioned.

Paid
This field displays any amounts that may have been paid.

Comments
This field displays a comment, which may have been entered during the receipt process.

Balance
This field displays the amount of the receipt that is yet to be apportioned.

Invoice
This field displays the Invoice Number that the receipt is apportioned to.

External Source

This field displays a receipt’s External Source details.

For receipts specifically allocated to a Payment Reference or WorkSmart Request Number (applicable for
Debtors WorkSmart and Debtors Pathway Applications/Licensing receipts only) the relevant External Source
to which it applies is shown.

For receipts specifically allocated to an Invoice Number where the Invoice Number is associated with a
system defined External Source, the relevant External Source is also shown (in addition to the Invoice
Number itself).

Payment Reference

For receipts specifically allocated to a Payment Reference or WorkSmart Request Number (applicable for
Debtors WorkSmart and Debtors Pathway Applications/Licensing receipts only) the relevant Payment
Reference/WorkSmart Request Number to which it applies is shown.

For receipts specifically allocated to an Invoice Number where the Invoice Number is associated with a
system defined External Source, the relevant Payment Reference/WorkSmart Request Number are also
shown (in addition to the Invoice Number itself).

Category
These fields display the Category Code and Category Description that the receipt is apportioned to.

Apportionment Button
Press the Apportionment Button to see the transactions that the receipt has been apportioned to.

Transaction Apportionment Enquiry Form (1)

This form displays the details of the apportionment relative to the transaction.
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B Transaction Apportionment Enquiry |_ (O] x|
Pritnary Location  [1:39-149 Frome Street, ADELAIDE 52 5000 | Jourrent
Debtor Mumber 225453 Kourrent
— Document — Date —— Transaction Type — Debt Type Amaunt Apportioned ————— Balance ——
[ z94z37] [14-Mov-zooo | [RoPT | | -20000] | -2000] | 0.00]
—— Document — Date ——— Tranzaction Type — Debt Type Aot Apportioned ———Balance ——
[ 7] |[01-Sep-zoo0 | [mvoIcE | [MiscrLaTT® | | 187.00] | z000] | 167.00]

Close |

Transaction Apportionment Enquiry Form

Primary Location

This field contains the formatted address of the Primary location of the Debtor Account record you are
maintaining, and the current Status of this address. This will be blank if the Account is not linked to a
Property.

Debtor Number

This field contains a nine-digit Debtor assessment Number that has been automatically allocated when the
Debtor assessment was created. The current Status of the Debtor assessment is also shown.

Document

The unique identifying number of the Document related to this transaction.

Date
This field contains the effective date of this transaction.

Transaction Type
This field contains the Code and Description of the Transaction Type for this transaction.

Debt Type
This field contains the Debt Type code and Debt Type description for this transaction.

Amount
This field contains the total amount of this transaction.

Apportioned

For a transaction that raises a charge, this field contains the amount apportioned to this debt from receipts or
journals. For a receipt or journal, this shows the amount that has been apportioned to a charge transaction.

Balance

If the transaction is a receipt or journal and this field is not 0.00, this reflects an overpayment amount. If the
transaction is a charge, then this field shows the amount of the debt that is unpaid.

Transaction Apportionment Enquiry Form (2)

This form displays the details of the apportionment relative to the transaction.
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B Transaction Apportionment Enquiry |_ (O] x|
Pritnary Location  [1:39-149 Frome Street, ADELAIDE 52 5000 | Jourrent
Debtor Mumber 225453 Kourrent
— Document — Date —— Transaction Type — Debt Type Amaunt Apportioned ————— Balance ——
[ 7] [01-sep-z000 | [mvoIcE | iscrLatTx | | 187.00] | 2000] | 167.00]
—— Document — Date ——— Tranzaction Type — Debt Type Aot Apportioned ———Balance ——
[ 394837 [14-Novzoon | [RCPT | [ -z0.00] | -2000] | 0.00]

Close |

Transaction Apportionment Enquiry Form

Primary Location

This field contains the formatted address of the Primary location of the Debtor Account record you are
maintaining, and the current Status of this address. This will be blank if the Account is not linked to a
Property.

Debtor Number

This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Account was created. The current Status of the Account is also shown.

Document

The unique identifying number of the Document related to this transaction.

Date
The effective date of this transaction.

Transaction Type
This field contains the Code and Description of the Transaction Type for this transaction.

Debt Type
This field contains the Debt Type code and Debt Type description for this transaction.

Amount
This field contains the total amount of this transaction.

Apportioned

For a transaction that raises a charge, this field contains the amount apportioned to this debt from receipts or
journals. For a receipt or journal, this shows the amount that has been apportioned to a charge transaction.
Balance

If the transaction is a receipt or journal and this field is not 0.00, this reflects an overpayment amount. If the
transaction is a charge, then this field shows the amount of the debt that is unpaid.

Manual Apportionment Enquiry Form
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This form lists the debit transactions that the selected credit transactions have been manually apportioned to.
Two apportionment amounts are listed on this form, the Actual Apportionment, and the Nominated
Apportionment.

The Nominated Apportionment is the amount the user entered in the Manual Apportionment entry form.

The Actual Apportionment is the amount the system has apportioned to the transaction. Normally this value
would be equal to the nominated amount, however reversals and refunds are applied before Manual
Apportionment and if they are assigned to a transaction, then it is possible that the Nominated Amount may
exceed the amount that is available to be apportioned. In this case the Manual Apportionment record is left
unaltered for future reference.

B Manual Apportionment Enguiry E@@
Primary Location |
Debtar Mumber 255456 Current
Dacument Mumber 900000205 Line Mumker 1 Reference
Agmourit -52.50 Tranzaction Date  [27-Jul-2005 Posting Date  [27-Jul-2006 16:28: 45
Cracument Line Tranzaction  Transaction Tranzaction Actual Marminsted
Mumber — Mumber  External Reference Diate Type Dizputed — Amourt Apportionment — Apportionment
| 1910] | 2| hareoo4oncEn | [01-2pe-2004 | My | O | 1,000.00] | 10.00] | 52.50]

Zhange Manual

o Annorbionment.. . S pRIE: e

Manual Apportionment Enquiry Form

Primary Location

This field contains the formatted address of the Primary location of the Debtor Account record you are
maintaining, and the current Status of this address. This will be blank if the Account is not linked to a
Property.

Debtor Number

This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Account was created. The current Status of the Account is also shown.

Document Number
The unique identifying number of the Document related to this transaction.

Line Number
The unique identifying number of the line within the document related to this transaction. (One document
may have multiple lines.)

Reference
This field displays the External Reference for the Transaction selected to be Manually Apportioned.

Amount
The amount of the Transaction to be Manually Apportioned.

Transaction Date
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The Transaction Date of the Transaction to be Manually Apportioned.

Posting Date
The Posting Date and time of the Transaction to be Manually Apportioned.

Document Number

The unique identifying number of the Document related to this transaction to have credit Manually
Apportioned against.

Line Number
The unique identifying number of the line within the document related to this transaction to have credit
Manually Apportioned against. (One document may have multiple lines.)

External Reference

This field displays the External Reference of the transaction to have credit Manually Apportioned against.
The External Reference is an optional free format text field that is entered via Transaction Entry, and may be
set to a reference value that relates to the external system.

Transaction Date
The Transaction Date of the Transaction to have credit Manually Apportioned against.

Transaction Type
This field displays the Transaction Type of the Transaction to have credit Manually Apportioned against.

Disputed
This field displays the disputed flag for the transaction.

Transaction Amount
This field displays the Transaction Amount for the Transaction to have credit Manually Apportioned against.

Actual Apportionment

This field displays the Actual Apportionment the system has apportioned to the transaction. Normally this
value would be equal to the nominated amount, however reversals and refunds are applied before Manual
Apportionment and if they are assigned to a transaction, then it is possible that the Nominated Amount may
exceed the amount that is available to be apportioned. In this case the Manual Apportionment record is left
unaltered for future reference.

Nominated Apportionment
This field displays the amount nominated to be Manually Apportioned. As reversals and refunds are applied

before Manual Apportionment it is possible that the amount actually apportioned is different to the amount
nominated.

Change Manual Apportionment Button
Press this button to go to the Manual Apportionment Maintenance form.

Manual Apportionment Maintenance Form

The Manual Apportionment Maintenance form allows an authorised user to alter the Manual Apportionment
of a selected transaction.

When a valid Document Number or a valid Document and Line Number combination has been entered
pressing the Add button will generate Manual Apportionment records. If a multiple line document is selected
without a Line Number being specified, pressing the Add button will generate Manual Apportionment records
for all debit transactions in the document. Lines that are not required will need to be deleted as an Apportion
Amount of zero cannot be entered.

If a Manual Apportionment record is deleted the apportionment of the Debtor will change. Refund (RFND)
and Reversal (*-R) transactions are the first transactions to be reapportioned.
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B Manual Apportionment Maintenance g@@
Primary Locstion |
Debtar Mumber 25546 Current
Dacument Mumber QO0000205 Line Mumber 1 Reference
Amount -52.50 Tranzaction Date  [27-Jul-2006 Pozting Date  |27-Jul-2006 16:29:45
Document Line Tranzaction Tran=zaction Tran=zaction Avgilable Apportion
Mumber Mumker Reference Drate Type Disputed  Amount Arniowirt Armount
| 190| [ 2| hseoosioncEn | [-apr-2004 | My | 0 [ 1.0o0000] | 10.00] 52.50
Cocument Mumker ﬂ Ling Mumker Total 52.A0
Add | ‘ Continue | | Quit |

Manual Apportionment Maintenance Form

Primary Location

This field contains the formatted address of the Primary location of the Debtor Account record you are
maintaining, and the current Status of this address. This will be blank if the Account is not linked to a
Property.

Debtor Number

This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Account was created. The current Status of the Account is also shown.

Document Number
The unique identifying number of the Document related to this transaction.

Line Number
The unique identifying number of the line within the document related to this transaction. (One document
may have multiple lines.)

Reference

Amount
The amount of the Transaction to be Manually Apportioned.

Transaction Date
The Transaction Date of the Transaction to be Manually Apportioned.

Posting Date
The Posting Date and time of the Transaction to be Manually Apportioned.

Document Number
The unique identifying number of the Document related to this transaction to have credit Manually
Apportioned against.

Line Number
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The unique identifying number of the line within the document related to this transaction to have credit
Manually Apportioned against. (One document may have multiple lines.)

External Reference

This field displays the External Reference of the transaction to have credit Manually Apportioned against.
The External Reference is an optional free format text field that is entered via Transaction Entry, and may be
set to a reference value that relates to the external system.

Transaction Date
The Transaction Date of the Transaction to have credit Manually Apportioned against.

Transaction Type
This field displays the Transaction Type of the Transaction to have credit Manually Apportioned against.

Disputed
This field displays the disputed flag for the transaction.

Transaction Amount
This field displays the Transaction Amount for the Transaction to have credit Manually Apportioned against.

Available Amount

This field displays the calculated amount remaining after existing manual apportionment, reversals, and
invoice specific receipts have been taken into account. The Available Amount may include amounts that
have already been automatically apportioned to other transaction, and if necessary, these amounts will be
displaced in favour of the Manual Apportionment.

Apportion Amount
Enter an Apportion Amount less than the Available Amount and less than the transaction amount of the
original transaction. This field is mandatory and must have an Amount greater than $0.00.

Document Number
This field allows a user to enter a Document Number or select one from the pop up.

Line Number
This field allows a user to select a specific Line Number of a Document.

Total
This field displays the Total Amount Manually Apportioned across the listed transactions.

Add Button

Use this button to add a Transaction to Manually Apportion credit to. If a Document is selected that has
multiple Lines and a Line Number has not been specified then, all Lines for the Document that can have an
amount apportioned to them will be added. Lines may then be deleted if Manual Apportionment is not going
to be made to them.
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Related Debtors

This form can be used to associate other debtor accounts with the debtor account currently being viewed.
Only 1 debtor account can be the primary account.

To add an additional debtor account, simply click Insert and search for the required debtor account, using the
normal methods.

Related Debtor Maintenance Form

This form can be used to associate other debtor accounts with the debtor account currently being viewed.
Only 1 debtor account can be the primary account.

To add an additional debtor account, simply click Insert and search for the required debtor account, using the
normal methods.

B Related Debtor Maintenance
— Dehbtar Mo, ——Primary Location Primary —
| 22555) [ 6] [27 Little Gilert Street, ADELAIDE 54 5001 |
Insert [0 Cancel

Related Debtor Maintenance Form

Debtor Number
These fields show the Debtor Number and associated Check Digit for the debtor account.

Primary Location
This field displays the property address attached to the debtor. Not all debtor accounts will have a property
attached.

Primary Checkbox
This field identifies which debtor account is the primary account. The Primary record can be changed,
however only 1 record can be the Primary record.
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Debtor Status

Debtor Status Maintenance Form

B Debtor Status Maintenance

Pritnary Location
Debtor Mumber 20002 Current
Status % Current  Histaric  Proposed Status Date I1D-Apr-1998
o, Cancel |

Debtor Status Maintenance Form

Primary Location
This field contains the formatted address of the Primary location of the Debtor Account record you are
maintaining. This will be blank if the Account is not linked to a Property.

Status

This field contains the status of the Primary Location that the Debtor Account record is linked to. This field is
not maintainable from this form. Possible status values are:

e Historic

e Current

e Proposed

Debtor Number

This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Account was created.

The one-digit check digit number that is used in conjunction with the Debtor Account Number to ensure that
digits of the Account number are not keyed incorrectly when maintenance on a Debtor assessment is being
performed or receipts are being entered is also displayed.

Status

This field contains the status of the Account you are maintaining the Status for. Possible values are:
e Historic

e Current

e Proposed

Status

This field contains the Status of the Account. Click on the appropriate button to select the Status. Possible
selections are:

e Current

e Historic

e Proposed

Status Date
This field contains the date that the Status was set.
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Document Enquiry

This facility provides the detailed information on the Invoices and Credit Notes on the Debtor account.

Document Enquiry Form

The Form provides the detailed information on the Credit Notes and Invoices on the Debtor account. Only
one record is displayed per Document Number. Document Numbers are displayed in Header Date order,
with the most recent at the top of the list. The exception to this rule is when a Document Number search
profile is entered, in which case the ordering is by Document Number, with the highest numbers at the top of
the list. The ‘Detail’ button on the right hand side of a Document will now only be displayed if the Document
has actually been printed (using a Merge Type). If a user is not authorised to view the associated printed
document then pressing the ‘Detail’ button will result in an error message.

=101x|

Primary Location |
Dektor Mumber 23524 Current
— Document Mo, — Document Type —Header Date Generation Run ——Dekt Type Amount —
G085 |Invu:uiu:e 04-Cict-2002 01 SEP2002 FTI 10.00 s A
574 |Invu:uiu:e 15-Apr-2002 01 JUR2002 FTE 30.00
578 |Invu:uiu:e 12-Apr-2002 01 JUR2002 FTI 10.00
577 |Invu:uiu:e 10-Apr-2002 01 JUR2002 FTE 30.00
576 |Invu:uiu:e 10-Apr-2002 01 JUR2002 FTE 30.00
575 |Invu:uiu:e 10-Apr-2002 01.JUr2002 FTI 10.00
574 |Invu:uiu:e 10-Apr-2002 01 JUR2002 FTI 10.00
573 |Invu:uiu:e 05-Apr-2002 01 JUR2002 FTI 10.00
572 |Invu:uiu:e 03-Apr-2002 01 JUR2002 FTE 30.00 _v|J
— Search Profile
Document Mumber ]—
Header Date |
Document Type
Search Zlose

Document Enquiry Form

Primary Location

This field contains the formatted address of the Primary location of the Debtor account record you are
maintaining together with the status of that property record. This will be blank if the Account is not linked to a
Property.

Click on the detail button if you wish to access the property details.

Debtor Number
This field contains a nine-digit Debtor Account Number that has been automatically allocated when the
Account was created. The current Status of the Account is also shown.

Document Number
The unique identifying Document number related to this transaction.

Document Type
This field contains the description of the Document type i.e. Invoice, Credit Note.
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Header Date
This field contains the date of this transaction.

Generation Run
The Code for the Generation Run that was used when the transaction was generated. The Generation Run
is only displayed where all lines of a Document have the same values.

Debt Type
This field contains the Debt Type code for this transaction. The Debt Type is only displayed where all lines
of a Document have the same values.

Amount
This field contains the amount of the transaction. The Amount is the total amount for the Document Number
(accumulated over all the document lines).

Detail Button
Detail out on this button to access the Document/Statement Selection Form.

Search Profile — Document Number
Enter the document number that the search is to be requested on. Execute the Search Button to display the
transaction.

Search Profile — Header Date
Enter the transaction date that the search is to be requested over. Execute the Search Button to display the
transactions with the date requested.

Search Profile — Document Type
Enter the Document Type that the search is to be requested on. Execute the Search Button to display the
transactions with the document type requested.
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Receipt Entry

Debtors Allocation Line Maintenance form

When adding a receipt for a Debtor the ability exists to pay a certain invoice.

B Debtors Allocation Line Maintenance -0 x|

— Allocation Reference

Dekitor Mumber [ 1= | |
Category ;)l | |

— Allocation Qualifier

Invaoice Mumber L}I
Line Murmker

— Allocation Amount

Amovnt |

Dispute | Conkinue I Qe

Debtors Allocation Line Maintenance Form — Debtors Category Receipt

B Debtors Allocation Line Maintenance

— Allocation Reference

Dektor Mumber I Dil | |

— Allocation Qualifier
Wark=mart Reguest Mumber |

— Allocation Amount

Amovnt |

Dispute | Conkinue I ik

Debtors Allocation Line Maintenance Form — Debtors WorkSmart Receipt
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B Debtors Allocation Line Maintenance

— Allocation Reference

Debtor Mumber I Dil | |

— Allocation Qualifier

Payment Reference |

— Allocation Amount

Amount |

Dispuke Conkinue ik

Debtors Allocation Line Maintenance Form — Debtors Applications/Licensing Receipt

Allocation Reference — Debtor Number

This field contains a nine-digit Assessment Number that has been automatically allocated when the
Assessment was created. The one-digit check digit number that is used in conjunction with the Assessment
Number to ensure that digits of the Assessment number are not keyed incorrectly when maintenance on an
Assessment is being performed or receipts are being entered is also displayed.

Allocation Reference — Category

Enter or select form the pop up a Category for the Receipt to be allocated to. This is equivalent to entering a
Debtor and category Code in the Allocation Reference field on the Receipt Entry form.

A Receipt can only be allocated to an Invoice Number, WorkSmart Request number or Category but not any
combination of these three.

Allocation Qualifier — WorkSmart Request Number/Invoice Number/Payment Reference

Invoice Number
Enter into this field the Invoice Number that the payment is to be allocated to. The pop up button may also
be used to display a list of the invoices for the selected Debtor.

Line Number
Enter a Line Number for the Receipt to be allocated to.

WorkSmart Request Number
Enter a WorkSmart Request Number for the Receipt to be allocated to. The WorkSmart Request Number is
mandatory when entering a Debtors WorkSmatrt receipt.

Payment Reference
Enter a Payment Reference for the Receipt to be allocated to. The Payment Reference is mandatory when
entering a Debtors Applications or Debtors Licensing receipt.

Allocation Amount - Amount
Enter the amount to be allocated to the Debtor and if entered the Invoice number.

Dispute Button
Press this button to maintain the disputed flag on a transaction.

Document Selection Form

Use this form to select an invoice for a Debtor to be paid by the receipt entry.
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B Document Selection o [m] |
Primary Locstion |
Dektar Mumber oy 322I:|| Current
Debtor Mames  |Holton Erterprises (Debtor 2132200 and Others. |
— Document Mo, — Date ——————————— Debt Type Muti-line Do, Amount —— Balance —Lines ——
16015] |31 -Jan-2005 |FEE2L2P | © B0.00 B0.00] .l
15921]  [20-Jan-2005 v 12000 12000] e
15920]  [20-Jan-z005 [TEMMIS | 50.00 5000] |
15918]  [20-Jan-2005 I 500.00 500.00
15917]  [20-Jan-2005 GREEMWRSTE v 300.00 209.85]
15896]  [19-Jan-2005 TEMNIS Iv 22,340.00 2234000] .
2915]  [D4-Feb-2004 TEMNIS [ 15.00 558] e
— Totals
| 2338500] | 2337540
Select | ik |

Document Selection form

Primary Location
This field contains the formatted address of the Primary location of the Debtor Assessment.

Debtor Number
This field contains a nine-digit Debtor Number that has been automatically allocated to the Debtor when the
Debtor Assessment was created.

Debtor Names
This field contains the Name(s) of the Debtor(s).

Document
This field displays the document number of the outstanding invoice.

Date
This field displays the transaction date for the document.

Debt Type
This field displays the Debt Type associated with the document.

Multi-line Doc.
If this check box is on then there are multiple transactions associated with the document. Selection of a
document with this field checked on will cause multiple Receipt Allocation Lines to be automatically created.

Multiple line Invoices are displayed as a single line for selection, with the Amount fields showing the
accumulated amounts for all lines of the Invoice. For such Invoices, the Date and Debt Type fields will only
be displayed if they have the same value for each line, otherwise they will appear as blank space.

Amount
This field displays the amount of the document.

Balance
This field displays the outstanding amount of the document.

Lines
Press the Detail button to display all Lines associated with the Document.

Totals
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These fields display the Amount Outstanding and the Balance Outstanding.

Search Profile — Date Range

Enter a Transaction Date Range to filter the transactions to be displayed. If no Transaction Date Range is
entered, all transactions will be displayed. Pressing F2 or double clicking on this field displays a calendar
that can be used to choose the required dates.

Search Profile —= Document Number
Enter a Document Number to search for on this Debtor.

Search Profile — External Reference
Enter an External Reference to search for on this Debtor.

Search Profile —Paid Status
Select a Paid Status for the Transactions on this Debtor. Valid options are:

e (Al
e Unpaid
e Paid

Line Number Selection Form

This form displays all lines of the nominated Invoice Number that are not yet fully paid. Disputed lines are
only displayed if the Debtors System Parameter ‘Apportion to Disputed Debts’ is turned on.

il %

Primary Location 10 Albert Place, ADELAIDE S8 5001 | [currert
Debtor Mumber 22558] [ 0] Current
Debtor Mames [Miz= Eddi Chicco |
Document Mumber 7rE Document Date |17 -MWar-2005
Document Reference  [WWiITH DOC REF
—Line Mumber — Tranzaction Date —— Delbit Type Amourt ———Balance ——
1 17 -Mar-2005 ITI 15.00 15.00
2 17 -Mar-2005 FTI 18.50 15.50
3 17-Mar-2005 FTE 2000 20,00
— Totals
s3s0| | 5350
Select | it |

Line Number Selection Form

Primary Location
The Primary Location is the Optional Property Address for the Debtor.
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Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated when the Debtor was
created.

Debtor Names
The nominated Debtor Names will display in this field.

Document Number
The Document Number is displayed in this field.

Document Date
This field displays the Document Date.

Document Reference
This field displays the Document Reference.

Line Number
This field displays the Line Number.

Transaction Date
This field displays the Transaction Date.

Debt Type
This field displays the Debt Type.

Amount
This field contains the total amount of this transaction.

Balance
This filed displays the amount of the debt that is unpaid.

Totals
These fields display the Amount and Balance totals

Dispute Detail Form

This form is used to enter the reason for a transaction being disputed. It is also used after the dispute flag
has been removed from a transaction to display the User Id that removed the disputed flag and the original
reason for the disputed flag being added.

B Dispute Detail Entry

Date Added [04-Fow-2004 Userld TAYL

Comments |Custumer disputes amount for Hall Hire

Conkinue ik

Dispute Detail Entry Form
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8 Dispute Detail Enquiry

Date Added  [04-Mow-2004 Uzerld  [KTAYL

Commerts  |Customer disputes amaount for Hall Hire |

Close

Dispute Detail Enquiry Form

Date Added
This field displays the date that the Dispute Reason was added.

User Id
This field displays the User Id of the person that added the Dispute Reason for the transaction.

Date Removed
This field displays the date that the Dispute Reason was removed.

User Id
This field displays the User Id of the person that removed the Dispute Reason for the transaction.

Comments
Enter up to 50 characters of reason for the transaction being disputed. This field is mandatory when a
transaction is flagged as disputed.
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Batch Processing

Infor Public Sector July 17 Page 113



Debtors User Guide

Batch Processing

The following topics are covered in this section:

Document Printing

Statement and Aged Balance Roll
Batch Document Maintenance
Batch Update

Bulk Debtor Maintenance Options
Debt Collection Generation Options
Direct Debit Extraction

Direct Debit Recalculation

Direct Debit Amalgamation
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Document Printing

Invoice and Credit Note printing is an optional process within the Debtors module. Sites may choose to print
individual invoice documents as well as statements.

The document printing function interfaces with the Pathway Word Processing modules. All the Core Word
Processing parameters MUST be defined in order to utilise the Document Printing function.

Document Printing Control Form

The form provides the facility to extract details to a file for issue to external printers or print single Invoices or
Credit Notes, or all documents associated with a particular batch. The necessary Word Processing
Parameters will have been defined prior to proceeding with the Document printing.

Batches must be complete (i.e. the batch has been updated) in order to print the documents associated with
the batch.

Documents can be re-printed by selecting the Status of Issued and entering the Issued Date. All documents
that were issued on this date will be re-printed, or alternatively nominate the specific document number with
the Status of Issued and Issued Date.

B Document Printing Control

— Search Profile
Bstch Mumber | =] | |
Document Mumber

— Processing Options

Status  |Hew - |zsued ate I
Merge Type | E1N |
Produce Data Extract [

Options Process Cancel |

Document Printing Control Form

Search Profile - Batch Number

Enter the batch number (or code) of the processed batch or alternately, select the Pop-up to access the
available batches for selection. The description of the batch will be provided

Search Profile - Document Number
If only printing a single document, enter the document number that is to be reprinted.

Processing Options - Status

Click on the drop down to select the appropriate status. The options are
e New

e Issued

Processing Options - Merge Type
Enter the Merge Type code or alternately click on the pop to select the appropriate merge type. This field is

not available if the Produce Data Extract check box is on. Either a Merge Document can be produced or an
Extract created but not both.

Processing Options - Produce Data Extract

This field is not available if the Status selected is Issued. Check this box on to populate reporting entity
LRPDRO2 ready for export to a file that can be sent to an external printer. Selection of this box will make the
Merge Type unavailable. Either an Extract can be produced or a Merge Document created but not both.
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Batch Header Pop-Up

This form displays the current batches for selection. Batches with a Status of ‘Update Errors’ can be
selected for processing. Details are displayed in descending Batch Number order.

B Baich Header, Pop Up E@@

Document
Batch Mumber — Description Uzer Creation Date Type
3946 | |test JBELILL 01 -Aug-2011 Journal
3929 |est SCASYS 12-Jul-2011 Journal
3820( |zcheduled import test SCASYS 02-Jun-2011 Invoice
Search Profile
Batch Mumber
Description Document Type (Al w
Search Select Close

Batch Header Pop Up Form

Batch Number

This field defaults the batch number of those Batches currently on the system. This field cannot be
maintained from this form.

Description
The field defaults the description of the Batch. This field cannot be maintained from this form.

User
This field defaults with the ID of the user who created the batch. This field cannot be maintained from this
form.

Creation Date
This field defaults the creation date of the batch. This field cannot be maintained from this form.

Last Print Date

When a batch is printed using Document Printing, then a new field “Last Print Date” will be updated with the
batch’s run date. Printing a single document in a batch will not update the Last Print Date, even if there is
only one document in the batch.

Document Type
This field defaults the Document Type of the Batch. This field cannot be maintained from this form.

Search Profile — Batch Number
Enter a Batch Number to restrict the number of Batch Headers displayed.

Search Profile — Print Status
Enter or select from the popup a Print Status to restrict the number of Batch Headers displayed.

Search Profile — Description
Enter a Description to restrict the number of Batch Headers displayed.

Search Profile — Document Type
Enter or select from the popup a Document Type to restrict the number of Batch Headers displayed.

Infor Public Sector July 17 Page 116



Debtors User Guide Batch Processing

Statement and Aged Balance Roll

The Statement and Aged Balance Roll enables both the Statement printing and ageing to occur in the one
process. However, the actual printing of the Statements is optional.

This process is to be run based on the “Next Statement Date” controlled by the Notice Group.

All transactions on the Debtor Assessment, regardless of the date, will be selected for inclusion on the
Statement and for the ageing process. Therefore, it is important that the process be run as soon as possible
after the close of business on the “Next Statement Date”.

Transaction date is not considered when ageing, therefore if documents are posted with an earlier Terms
period date, they will be considered as ‘Current’ and aged accordingly.

Statement & Aged Balance Roll Control Form

This form facilitates the Aged Balance Roll and the production of Statement. Details of the Statement can
either be produced via a Merge Document or through an extract file that can be sent to external printers.

B Statement 8 Aged Balance Roll Control

— Search Profile

stetus [ |
Statemert Date |
|Esued DEte
ekt Mumter

— Processing Options

Print Statemert [V
Produce Date Extract [T
Statement Print Date
Minitnurm Statement Amount Range - |
Merge Type il | |

Terms Options | Process I Cancel |

Statement & Aged Balance Roll Control Form

Search Profile - Status

Click on the drop down to access the options available. The options are
o New — Selected when statements are being issued for the first time.
e |ssued — Selected when re-printing a statement.

Search Profile - Statement Date

Enter the date that aligns with the “Next Statement Date” on the relevant Notice Group that is being
processed. Alternately, enter a date that is greater than all Notice Groups nominated.

Search Profile - Issued Date
Applicable only where the status is set to “Issued” and a re-print of a statement is required.

Search Profile - Debtor Number

Applicable only where the status is set to “Issued” and a re-print of a statement is required for a specific
Debtor assessment.

Processing Options - Print Statement

Check on this flag if you require statements to be printed. The flag defaults as checked on when first
entering the form. This field is not available if the Search Profile — Status is set to Issued. Check this off if a
data extract is required.

Processing Options - Produce Data Extract
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This field is not available if the Search Profile — Status selected is Issued. Check this box on to populate
reporting entity LRPDRO1 ready for export to a file that can be sent to an external printer. Selection of this
box will make the Merge Type unavailable. Either an Extract can be produced or a Merge Document created
but not both.

Processing Options - Statement Print Date
Enter the date of the Statement run.

Processing Options - Minimum Statement Amount Range

Enter a range of amounts that statements will not print for. E.g. —999999.99 (all credit balances) to 5.00.
Statements will be excluded if balances of Debtors assessments are in credit or of a value less than $5.00
Processing Options - Merge Type

Enter in the appropriate Statement merge type or select the Pop-up to select a merge type. This field is not
available if the Produce Data Extract check box is on. Either a Merge Document can be produced or an
Extract created but not both.

Terms Button
Select the Terms to access the Term Maintenance Form to enable the assignment of multiple Terms to the
particular run.

Term Maintenance

This form provides the functionality to select only those Terms required for the Statement and Ageing run.

B Term Maintenance M=l E3

— Available _“ — As=igned
DALY iy HT-MOMTHL Y KT monthly invoices
DBEL_TEST Diavicd'z Test WM THL Y Morthly
DEBTIMNT Debtor interface N E MOMTHLY O Monthly - open
DERO \Wieekly invoices = MY BOMTH MY hdorthly
EMCMONTH End harth MWTEST MY Test
FORTE Fortnichtly - kafwed '._ CUARTERLY Carterly
FORTO Fartnightly - open REMT Rert Dektors - End Marth
=FU SFU Test
=FL2 =FU Manthly
«
— Search Profile
Term
Description
Term Petiod |(any} = Search | oK I Cancel

Term Maintenance Form

Available Fields

The available Term, having been previously established in the Parameters, will be listed here. This data is
not maintainable on this form.

Assigned Fields

Those available Terms that have been assigned for the process will be listed here. All Terms established via
the Parameters will initially default to the 'Assigned' side.

Select All Button
Click on the Select All Button to assign all of the Term Types for running the Report.

Select Button
Highlight the required Term Type in the “available Fields” and Click on the Select Button to assign that Term
Type for the Report.

Remove Button
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Highlight the required Term Type in the “Assigned Fields” and Click on the Remove Button to remove that
Term Type.

Remove All Button
Click on the Remove All Button to remove all of the assigned Term Types.

Search Profile — Term
Enter the Term code and click on Search to find the required Term.

Search Profile — Description
Enter the Term Description and click on Search to find the required Term.

Search Profile — Term Period
Select a Term Period from the dropdown. There are 3 options:-

e (any)
e days
e months
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Batch Document Maintenance

This function provides the facility for the generation of Invoices, Credit Notes or Journal Documents.
A Batch Header is required to be created and there are two types of Batches: -

e Standard Batches — enables the entry of a group of invoices, credit notes or journals. Transactions can
be entered either manually, or uploaded via the Import/Export Function (for invoices or journals). These
batches are then finalised via the update function, creating actual transactions on the Debtor Assessment.
Linked transaction lines may also be imported (the field Document Link must be included in the Import
Format, which is set up through Query). Property Key can also be imported, to do so the Property Key field
must be included in the Import Format

e Recurring Batches — enables a template to be created that will result in the creation of a Standard Batch
on a regular basis. The batches can be automatically generated using the standard Batch Processor being
scheduled for intervals (e.g. weekly, monthly, quarterly etc). Once the batches are created, they can be
viewed, amended (if required) and update when ready. An example of these regular charges might be:-

» Leases/Rentals

» Regular facility Hire

» Loan repayments

If parameters have been defined within Property Module to generate an Invoice within the Debtors Module
for Transfer of Ownership then a Batch will be automatically created within this option and any Transfers with
Fees associated will create an Invoice in this Batch.

This one Batch will continually be utilised by the Transfer process until it has been updated. Once the
situation occurs that there is no open batch, the Transfer process will create a new Batch to be used.

Batch Header Selection

This form provides the option to access existing batches that are waiting to be updated, or the creation of a
new batch.

From this form you may: -

e Process a scheduled batch

Enquire on an existing Batch Header Record.

Create a new Batch Header Record

Modify an existing Batch Header Record.

B Batch Header Selection

—Batch Mumber — Description User Creation Date —— Batch Type — Documert Type — Status S

42 |dbutest DEY 03-Cwct-2000 Recurring Journal Scheduled 3
46 Fecurring Rent HICHMARN 25-0ct-2000 Fecurring Iy oice =cheduled

108 |Standing Invoices MORRISH 05-Feb-2001 Recurring I oice Scheduled

115 |Standing Take 2 MORRIZN 05-Feb-2001 Fecurring I ice Scheduledd

117 | |Standard with override MORRIZN 05-Feb-2001 Fecurring Irvoice =cheduled

119 Standing with Project FCRRISR 05-Fekb-2001 FRecurring Iy oice Scheduled

181 recurring batch job for Tikrook Ave|  [COOKP 25-Jul-2001 Recurring Irroice Scheduled

196  |Recurring MORRIZN 23-Aug-2001 Fecurring Iryoice Scheduled

316 test recurring journal entry WIDODHE 11 -Moy-2002 Fecurring Iy oice =cheduled :!'I

Schedule Header Mew Modify | Close

Batch Header Selection Form

Batch Number

This field contains the unique batch number assigned to the batch.
This field cannot be maintained from this form.
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Description
This field contains the description of the batch e.g. standard or recurring.

User
This field defaults the logon ID of the user who generated the Batch

Creation Date
This field contains the creation date of the Batch

Batch Type
This field contains the code of the batch Type

Document Type
This field contains the description of the Document e.g. invoice, credit note or journal.

Status

This field contains the current status of the batch. The possible options are: -

e Scheduled — Recurring Batch scheduled for generation at the next due date.

Awaiting Update — Batch is awaiting update.

Validation Errors — Update of batch has failed due to validation Rules e.g. rate type incorrect.
Being Updated — The Batch is in the process of being updated.

In Use — The Batch is open by another user for maintenance etc.

Schedule Button
Select the Schedule Button to access the Batch Generation Control Form.

Header Button
Select the Header Button to access the Batch header Form.

Batch Header Maintenance Form

Batches may also be deleted from this screen. By simply pressing F11, a message will be displayed stating
“Do you really want to delete this Batch Header Record? Yes/No/Cancel”. If yes is selected, the batch
header will be deleted immediately. If there are transactions in the batch, a further message will be
displayed stating “All Transactions for this Batch Header will also be deleted. Do you wish to Continue?
Continue/Cancel’.

Alternatively, individual transactions may still be deleted from the Batch Transaction Selection form.

B Batch Header Maintenance

— Batch Header Details

Batch Mumber 108 Creation Dete  [05-Feh-2001
U=ser Idertifier  MORRISH

Dezcription  |Standing Invoices

Batch Type ( Standard Cocumert Type (= Invoice
{* Recurring " Credit Maote
= Journal
Invaice Information Dates Frequency | |H {(none) ~]
[0 Cancel |

Batch Header Maintenance Form

Batch Number
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This field contains the unique Batch Header Number. If creating a new Batch Header, the number will be
automatically allocated by the system. This field cannot be maintained.

Creation Date
This field displays the date that the batch was created.

User Identification
This field contains the logon Id for the user creating the batch and automatically defaulted when creating a
new Batch Header.

Description
This field contains the description of the Batch Header. This field may be maintained. If creating a new
Batch Header, enter into the field the Batch Header description as required.

Batch Type — Standard/Recurring
Check on the applicable radio button to establish the type of Batch being created.

Document Type — Invoice/Credit Note/Journal
Check on the applicable radio button to establish the documents incorporated within the Batch.

Batch Total

This field is only available if the Batch Type is set to Standard. It is an optional field where the expected total
of the transactions in the batch can be entered. If the total of the transactions do not match the Batch Total
the status will be set to Imbalanced.

Invoice/Credit Note/Journal Information Date Frequency

These fields are only available if the Batch Type is set to Recurring. The description of the field reflects the
Document Type nominated. Enter Number and Frequency information that can be extracted as part of
Document printing.

Import Button
Press the Import button if a file of transactions is to be imported. Upon pressing Import, the Transaction
Import Control Form is displayed

Transaction Import Control Form

This form provides the ability to import transactions, rather than having to physically enter each transaction at
the Transaction Entry Form. The import function is especially useful when hundreds or even thousands of
debtor accounts are being considered

B Transaction Import Control

— Search Profile
Impart Format | | |

— Processing Options
Import Path | |

Options Process Cancel |

Transaction Import Control Form

Import Format

Click on the Pop Up button to display the Export/Import Pop Up Form. When a selection is made from the
pop up form, the description will be displayed in the Import Format field.

Import Path
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The path will automatically populate when the import format has been selected, if a path was entered when
the format was originally set up. This path may also be overwritten. Otherwise click the detail button and
you will be taken to Windows Explorer where a directory may be navigated to.

Batch Document Header Selection

This form provides the facility to modify (maintain) an existing transaction on the Batch, or alternately, add a
new transaction to the Batch.

Depending on the status, it is possible to select multiple Batch Document Headers for maintenance or
viewing. Statuses of “Current” and “Update Error” allow maintenance or deletion while “Updated” allows
display only.

If the ‘Modify’ button is pressed, the Batch Document Header Maintenance form is invoked where the Batch
Document Header and its Lines may be maintained. If the ‘Modify Lines’ button, the Batch Document Line
Maintenance form is invoked where each Line may be maintained in turn. This provides a fast and easy way
to maintain the Batch Document Line information (Debt Type, Amount etc.).

B Batch Document Header Selection o ] 4

—Batch Mumber — Description User Cregtion Date —— Document Type
| 364]  [Testing only | [oev | [z=-mar-2003 | [rvoice ]
Deltor Mumbet — Document Mo, — Document Date — Generation Fun —— Debt Type Amourt — Status
| 23939] [ 500] [25-mar-2003 | [o3sEP2002 | [cHURCH | | 30.00]  [current |

-

— Search Profile Totals
Debtor Mumber I |7 Documents Total Amount 30.00
Lines 1

Search T | Madiﬁ-'l:inesl Todify | Close

Batch Document Header Selection Form

Batch Number
This field contains the Batch Number defaulted from the Batch Header. This field cannot be maintained from
this form

Description
This field contains the description of the Batch defaulted from the Batch Header. This field cannot be
maintained from this form.

User
This field contains the logon code of the user who generated the Batch. This field cannot be maintained
from this form.

Creation Date
This field contains the creation date of the Batch. This field cannot be maintained from this form.

Document Type
This field contains the document type of the Batch. This field cannot be maintained from this form.
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Debtor Number

This field contains the Debtor Number and Check Digit that the transaction is to be raised on. Column
sorting is available by placing the cursor on the column heading and clicking once. Clicking on the column
heading a second time reverses the order.

Document Number

This field contains the document number assigned to the transaction when creating the transaction. Column
sorting is available by placing the cursor on the column heading and clicking once. Clicking on the column
heading a second time reverses the order. The ‘Document No.’ column is hidden for Recurring batches.

Document Date

This field contains the date that the Document was entered. Column sorting is available by placing the
cursor on the column heading and clicking once. Clicking on the column heading a second time reverses the
order.

Generation Run

This field contains the Generation Run ID to be utilised in the generation of the transaction. If all the
underlying Batch Document Lines for a given Batch Document Header have the same Generation Run then
this value is displayed in the corresponding columns on this form. The field is left blank if they are not the
same for all of the underlying Batch Document Lines. Column sorting is available by placing the cursor on
the column heading and clicking once. Clicking on the column heading a second time reverses the order.

Debt Type

This field contains the code of the Rate Type to be utilised in the generation of the transaction. If all the
underlying Batch Document Lines for a given Batch Document Header have the same Debt Type then this
value is displayed in the corresponding columns on this form. The field is left blank if they are not the same
for all of the underlying Batch Document Lines. Column sorting is available by placing the cursor on the
column heading and clicking once. Clicking on the column heading a second time reverses the order.

Amount

This field contains the amount of the transaction. Column sorting is available by placing the cursor on the
column heading and clicking once. Clicking on the column heading a second time reverses the order.

Status

This field contains the status of the transaction. The ‘Status’ field is set to:

e Errorif at least one of the underlying Batch Document Lines has an Error status.

e Historic if all the underlying Batch Document Lines have a Historic status (which is only possible for
Recurring batches).

e Current if the document lines are waiting to be updated.

e Update Errors if at least one of the underlying Batch Document Lines has a monitored failure during
update.

Column sorting is available by placing the cursor on the column heading and clicking once. Clicking on the

column heading a second time reverses the order.

Search Profile — Debtor Number
Enter a Debtor Number to restrict the Batch Document Headers displayed.

Totals — Documents
This field displays the total number of Documents for the Batch.

Totals — Total Amount
This field displays the Total Amount for the Batch.

Total — Lines
This field displays the total number of lines for the Batch.

Modify Lines Button
Select the Modify Button to access the Transaction Entry Screen to maintain an existing transaction.

Batch Document Header Maintenance Form
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Depending on the status this form allows the Batch Document Header fields to be maintained and displays
all of the underlying Batch Document Lines for selection. Statuses of “Current” and “Update Error” allow
maintenance or deletion while “Updated” allows display only.

There is also a ‘Totals’ section (total number and amount of Batch Document Lines). Deletion of the Batch
Document Header will also delete all the underlying Batch Document Lines Note that individual Batch
Document Lines may also be deleted on this form by selecting them (multi-select is available) and pressing
F11. Note that there must always be at least one Batch Document Line for a Batch Document Header. Itis
possible to select multiple Batch Document Lines for maintenance. If the ‘Modify’ button is pressed, the
selected Batch Document Lines are passed to the Batch Document Line Maintenance form.

B Batch Document Header Maintenance =10 x|

—Batch Mumber —Description =er Creation Date —— Document Type -
| 397|  |ePattewvay Certificate | [EDaLl | |23-Mav-2003 | Jrevoice |

Debtar Mumber I 23524 Documert Date I?E-May—?ﬂiﬂ

Document Mumber 67
Document Reference

External Source I ;}I External Reference |

—Line Ma. - Tranzaction Date — Generation Run ——Debt Type Amaount — Status
1 3Py 2003 01 MAR2003 FTI 1000  |Current
21 |23-May-2003 200CT2003 FTH 2000 |Currert
-
hove
a
— Totals
Lines Tatal Amourt | 30.00
W= | Madify | Ik Cancel

Batch Document Header Maintenance Form

Batch Number
This field contains the Batch Number defaulted from the Batch Header. This field cannot be maintained from
this form

Description
This field contains the description of the Batch defaulted from the Batch Header. This field cannot be
maintained from this form.

User
This field contains the logon code of the user who generated the Batch. This field cannot be maintained
from this form.

Creation Date
This field contains the creation date of the Batch. This field cannot be maintained from this form.
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Document Type
This field contains the document type of the Batch. This field cannot be maintained from this form.

Debtor Number

This field contains the Debtor Number and Check Digit that the transaction is to be raised on. The ‘Debtor
Number’ field may only be maintained if there are no underlying Batch Document Lines

Document Date
This field contains the date that the Document was entered. The ‘Document Date’ field defaults to the
current date and may be overridden at any time.

Document Number
This field contains the document number assigned to the transaction when creating the transaction. The
‘Document No.’ column is hidden for Recurring batches.

Document Reference
Enter the Document Reference if one is applicable to the Batch Document.

External Source

Enter the External Source if one is applicable to the Batch Document. The ‘External Source’ is only
displayed for a Standard batch and then only if there is at least one user-defined External Source.

External Reference
Enter the External Reference if one is applicable to the Batch Document. The ‘External Reference’ is only
displayed for a Standard batch and then only if there is at least one user-defined External Source.

Line Number
This field displays the Line Number.

Transaction Date
This field displays the Transaction Date.

Generation Run

This field contains the Generation Run ID to be utilised in the generation of the transaction. If all the
underlying Batch Document Lines for a given Batch Document Header have the same Generation Run then
this value is displayed in the corresponding columns on this form.

Debt Type

This field contains the code of the Rate Type to be utilised in the generation of the transaction. If all the
underlying Batch Document Lines for a given Batch Document Header have the same Debt Type then this
value is displayed in the corresponding columns on this form.

Amount
This field contains the amount of the transaction.

Status

This field contains the status of the transaction. The ‘Status’ field is set to:

e Errorif the Line has an Error status.

e Historic if all the underlying Batch Document Lines have a Historic status (which is only possible for
Recurring batches)

e Current if the underlying Batch Document Lines are waiting to be updated.

e Update Errors if at least one of the underlying Batch Document Lines has a monitored failure during
update.

Totals — Lines
This field displays the total number of lines for the Batch.

Totals — Total Amount
This field displays the Total Amount for the Batch.

Batch Document Line Maintenance Form
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Depending on the status this form provides the functionality to maintain an existing transaction, or create a
new transaction. Statuses of “Current” and “Update Error” allow maintenance or deletion while “Updated”
allows display only.

The transaction can be to generate an invoice, journal in a transaction or create a Credit Note on the Debtor
assessment.

The Transaction Entry screen caters for the Credit Limit of a Debtor as follows:

e If the Debtor Balance already exceeds the Credit Limit:
A warning message will appear stating “The Credit Limit for this Debtor has been exceeded. Do you
wish to continue?”
You may then either accept or cancel the transaction by replying Yes or No respectively. Pressing the
Help button on the message will display the Debtor’s Credit Limit amount and current Balance.

o If the current transaction will cause the Credit Limit to be exceeded:
A warning message will appear stating “The Credit Limit for this Debtor will be exceeded. Do you wish to
continue?”
You may then either accept or cancel the transaction by replying Yes or No respectively. Pressing the
Help button on the message will display the Debtor’s Credit Limit, current Balance, and potential Balance
(i.e. the Balance if this transaction and all other batch transactions for the Debtor were updated).

Note: All Standard (but not Recurring) Batch Transactions for a Debtor that are yet to be updated are taken
into consideration when checking whether the Credit Limit might be exceeded.

B Batch Document Line Maintenance -0 x|

Debitor Mumber | il
Wt Greg P Woodhesd
Transaction Date [02-Feb-2006  StartDate [01-Jan-2006 | EndDate [30-Dec-2006  Mext Due Date
Line Mumber l—'l
Tranzaction Reference  |Hall Hire
Hall Hire ==
Dekt Type |FTI il Flat Charge - taxable inclusive
Tranzaction Type |IN'-.|T ;}I Irrvoice
Generation Run [133EP2002 | D3-Sep-2002
Rate
BT,
amourt [ 15.00 Tae Amourit
Control Account |2l LOR-CONTROL-ACCOU [Accts Rec Control Account
Rewvenue Account |Gl LOR-REVEMUE-ACCOUr  JAccts Rec Revenue Account | il
Override Posting Period ES | [

Clear | (0] 4 I Cancel |

Batch Document Line Maintenance Form

Debtor Number

This field contains a nine-digit Debtor Number that has been automatically allocated to the Debtor when the
Debtor Assessment was created.

Location Description
This field contains the formatted location description of the Debtor Assessment to be used as a further check
to ensure that you are journaling entries into the correct Debtor Assessment.
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If the debtor assessment has not been linked to a property, this field will be Blank.

Debtor Name
This field contains the Name(s) of the Debtor(s).

Reversal Checkbox
If this checkbox is checked on, then the transaction you are entering is a reversal of a previous entry.

Note: This field will only be available if the Batch Document Type is Credit Note.

Reverse Transaction

This field contains the description of the Reversal Transaction. Click on the pop up to select a Transaction to
reverse.

Note: The pop up is not accessible until you have checked the Reversal Checkbox to ON.
This field will only be available if the batch Document Type is Credit Note.

Transaction Date

This field contains the Transaction date of the entry. When adding a new Batch Document Line, the
‘Transaction Date’ field will default to the ‘Document Date’ from the Batch Document Header and can be
overridden. The Transaction date is the date that the Transaction takes effect from. Pressing F2 or double
clicking on this field displays the default calendar that can be utilised to select the required date.

Start Date
The Start Date refers to the date that the recurring Transaction is to commence. This field is only displayed
when the Batch Header has been defined as a Recurring Batch.

End Date
The End Date refers to the date that the recurring Transaction will end. This field is only displayed when the
Batch Header has been defined as a Recurring Batch.

Next Due Date

The Next Due Date refers to the date that the recurring Transaction is due to be processed. This field is for
information only. The field is only displayed when the Batch Header has been defined as a Recurring Batch,
and an Invoice Information Date Frequency has been nominated on the Header.

Document Number
This field displays the Document Number.

Line Number
This field displays the Line Number for the Batch Document Line.

Transaction Reference

Enter in this field a Transaction Reference that is associated with this Transaction. The reference is limited
to 10 characters. The reference will appear on various transaction related on-line enquiries, and on the
Transaction Listing report.

Double click on the field to zoom the field in order to read the total contents, if necessary.

Comments

Enter in this field a Narrative to more fully describe the reason for the Transaction. The field is unlimited.
The comments will appear on various transactions related on-line enquiries, on the Transaction Listing report
and as an export field for the Property Certificates.

Double click on the field to zoom the field in order to read the total contents, if necessary.

Property Debt Flag

Check on this Flag if the transaction being raised is a property debt. Once checked on the Property Address
Field becomes available to allow the selection of the Property that the debt is associated to. The subsequent
amount generated will be viewed on the Property Summary Form and included within Certificates.

Property Address

The Property Address for the Debt is shown in this field. The Detail button can be used to search for the
property via the Property Search Profile function.

Debt Type
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This field contains the Debt Type that you are entering transactions against. Click on the pop up to select a
Debt Type. Only Debt Types for the Category assigned to the Debtor Type will be displayed for selection.
(These Debt Types must previously have been set up in “Debt Types Maintenance”).

Transaction Type

This field contains a Transaction Type. Click on the pop up to select the Transaction Type you wish to use
for this Transaction.

Generation Run

This field contains a code representing a Generation Run that controls Pay by Dates, Fine/Interest/Penalty
dates etc. Click on the pop up to select the Generation Run you wish this transaction to apply to. (These
Generation Runs must previously have been set up in “Generation Run Maintenance”).

Rate

This field is utilised when the rate type being used is based on a Unit calculation method. The field will
default the rate per unit from the Rate Type Parameters.

The field is not available unless a Unit based rate Type is used.

Quantity

Insert the quantity of units that will be utilised when the calculation is made against the rate appearing the
field above.

This field is not available unless the rate type being used is a rate type with a Unit based calculation method.

Amount

This field contains the amount of the transaction you are entering (the amount is defaulted in if the Rate Type
is set as a Fixed Charge).

If this amount is being overridden from the amount set in the Rating Period Rate Type Maintenance the
amount should include the Tax Component (even if the Tax is set at Exclusive).

When entering a Credit precede the amount with a - .

Tax Amount
This field displays the amount of tax that is part of the total transaction amount.

External Source

Enter, or select via the Pop Up, an External Source Code.
The External Source may be set to a user defined External Source that has been set up in External Source
Maintenance. It is not possible to select system defined External Sources.

External Reference
The External Reference is an optional free format text field. It can only be entered if an External Source has

been entered, and may be set to a reference value that pertains to the external system.

Control Account

These fields contain the Ledger Account that the Transaction amount is to be debited. These fields will
default with the details previously established at the Transaction Type Parameters.

Revenue Account

These fields contain the Ledger Account that the Transaction amount is to be credited. These fields will
default with the details previously established at the Transaction Type Parameters.

Revenue Account Detail Button

If there is a requirement to have multiple or different Revenue accounts being selected for this transaction,
then the Revenue Account Detail button can be used to display the Account Override Allocation
Maintenance form.

Override Posting Period
Insert the ledger date and period if it is required that the posting period be different to the current period.
Alternately, click on the pop-up to select the appropriate ledger period, year and description.

First Occurrence Button
This button will select the first Transaction Entry selected.

Previous Button
This button will select the previous Transaction Entry.
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Next Button
This button will select the next Transaction Entry.

Last Occurrence Button
This button will select the last Transaction Entry.

List Position
This indicates the number of occurrences selected and the current position in this list. For instance 2 of 8.

Clear Button
Select this button to clear the current transaction off the screen.

Transaction Pop-Up Form

This form provides the ability to select a transaction to reverse.

B Transaction Pop Up =] B3

— Dehit Type Transaction Type —Posting Date ———— Transaction Date — Document Mo, ———————————— Amount ——
WIS CUNIT I 07-Feb-2003 13:30:15 07-Feh-2003 744 10.01
TI I 07 -Fehb-2003 13:30:20 07-Feh-2003 743 10.00
TI I 05-Oet-2003 10:14:.08 05-Oct-2003 1076 25.00
MAMFLAT I 10-Oct-2003 13:30:40 10-Oct-2003 1123 20.00

— Search Profile

Debt Type

Tranzaction Type —
Pasting Date
Transaction Date
Documernt Ma.
Amaunrt

Search Select Close

Transaction Pop-Up Form

Debt Type
This field displays the Debt Type of the transaction.

Transaction Type
This field displays the Transaction Type of the transaction.

Posting Date
This field displays the Posting Date of the transaction.

Transaction Date
This field displays the Transaction Date of the transaction.

Document No.
This field displays the Document Number of the transaction.

Amount
This field displays the Amount of the transaction.

Search Profile — Debt Type
Enter a Debt Type to search on.
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Search Profile — Transaction Type
Enter a Transaction Type to search on.

Search Profile — Posting Date
Enter a Posting Date to search on.

Search Profile — Transaction Date
Enter a Transaction Date to search on.

Search Profile = Document No.
Enter a Document number to search on.

Search Profile = Amount
Enter an Amount to search on.

Document Number Pop-Up Form

This form provides the facility to select a Document Number to link the current document to.

B Document Number Pop Up M=] E3

Frimary Location |4 Cole Street, arabee VIC 3100 | Current

Debtor Mumber 22925 _urrent

Debtor Mames [ M Marriz |

Daocument Mumber Accumulated Document Amourit
330 20.00
329 20.00

Search Profile
Document Mumber

Search Select Cloze

Document Number Pop Up Form

Primary Location

If a Property has been selected as the Primary Location for the Debtor Assessment, then its formatted
address is shown in this field.

Debtor Number

This field contains up to a nine-digit Debtor Number that has been automatically allocated when the Debtor
assessment was created.

Debtor Names
This field contains the Name(s) of the Debtor(s).
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Document Number
This field shows a list of Document Numbers that have been entered previously for this Debtor in this Batch.
Select the Document Number that you wish to link the current Document to.

Accumulated Document Amount
This field shows the Accumulated Amount for the Document, including those that are linked to it.

Posting Period Pop-Up Form

This form provides the facility to select an appropriate posting period if an alternate posting period is required
in lieu of the current period. These periods will have been already established within the Ledger Parameters.

& Posting Period Pop Up
Ledger |l | oL Ledger no offset project accourt) |
—Period “ear — Descrigtion Currert Period =
12 2000  |June 2000 01 -Jun-2000 -
1 2001 July 2000 01 -Jul-2000
2 2001 Sugust 2000 01-Aug-2000
3 2001 September 2000 01 -Zep-2000
4 2001 Cictober 2000 01-Cct-2000
5 2001 Movember 2000 01 -More-2000
5] 2001 December 2000 01 -Dec-2000
7 2001 January 2001 01 -Jan-2001
3 2001 February 2001 11-Feb-2001 _v|_|
— Search Profile
Period ||
Year
Description
Search Select Close

Posting Period Pop Up Form

Ledger

These fields contain the Ledger Code and the Ledger Description. These fields cannot be maintained on
this form.

Period
This field contains the Ledger Period. This field cannot be maintained on this form.

Year
This field contains the Ledger year. This field cannot be maintained on this form.

Description
This field contains the description of the Ledger year. This field cannot be maintained on this form.

Current Period
This field contains the Current Period applicable to the Ledger year. This field cannot be maintained on this
form.

A/C Override Allocation Maintenance
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B A/C override Allocation Maintenance

Splt Accourts By {* Percentage £ Amourt Transaction Amount
— Accaunt f Project Code Petrcentage ———— Amount ——
| EAN | | |
| EIN
Totalzs | 0o00] | 0.00]

Insetk | (0] I Cancel |

AJ/C Override Allocation Maintenance Form

Split Accounts By

Select the method by which the accounts are to be split. Available options are:
e Percentage

e Amount

Transaction Amount
This field displays the amount of the transaction.

Account/Project Code
Enter (or select from the pop up) the Account or Project Code.

Percentage

Enter the percentage amount of the transaction to be posted to this General Ledger Account/Project. This
field is only maintainable when the Split Accounts By method of Percentage is selected.

Amount

When the Split Accounts By method is set to Percentage this field will display the dollar amount to be posted
to the General Ledger Account/Project. When the Split Accounts By method is set to Amount the dollar
amount to be posted to the General Ledger Account/Project must be entered.

Totals
These fields display the total Percentage and Amount for the entered Account Override Allocations.

Batch Generation Control Form

This form provides the facility to process the Recurring Batch. Subsequent to the processing of the batch, a
Standard Batch is created with the status of “Awaiting Update”. This Batch can be reviewed, maintained etc
prior to update.

Access to this process will only be available if a Recurring Batch is highlighted and subsequently, the
“Schedule” button is available.
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Batch Processing

B Batch Generation Control

— Search Profile

Batch Mumber 42

Description  |dbu test

Uszer |DEY

Creation Date  |03-Oct-2000
Document Type  |Journal

Options

Process

Zancel i

Batch Generation Control Form

Batch Number

The field contains the Batch Number defaulted from the selected Batch. This field cannot be maintained

from this form.

Description

This field contains the description of the Batch selected. This field cannot be maintained from this form.

User

This field contains the logon code for the User who created the Batch.

Creation Date

This field contains the date of the creation of the Batch.

Document Type

This field contains the description of the Document Type associated with the Batch.
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Batch Update

Batch Update Control

This Form will process the Batch and update the Debtor assessments with the transactions.

A warning message will be reported on the Exception Report if a transaction is posted for a Debtor where the
Credit Limit has been exceeded.

& Batch Update Control

Search Profile
Batch Number | |L}| [ |
Add Credit Limit Recovery Group [

Options Process Cancel |

Batch Update Control Form

Batch Number

Insert the Batch Header Number and tab out of the field. The system will validate the Batch header Number
and populate the description field with the description of the header. Alternately, click on the pop-up to
access the Batch header Pop-up to select the appropriate batch.

Add Credit Limit Recovery Group

When set on and the batch transactions for a Debtor result in the Debtor exceeding their Credit Limit, the
Credit Limit Recovery Group defined on the Debtor’s Debtor Type (along with its first Activity) will be added
to the Debtor.

Note the following points:

a) If the Credit Limit Recovery Group is already current for the Debtor, there will be no change.

b) If the Debtor already has another current Recovery Group, the Credit Limit Recovery Group will not be
added and an exception will be generated.

c) The Batch Update Report has been updated to include a Credit Limit Recovery Group Summary section
on the last page. This details the number of Debtors that each Credit Limit Recovery Group has been added
along with a total number of Debtors.
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Bulk Debtor Maintenance Options

These options allow for the Bulk Maintenance of Debtors. It is a two step process consisting of Generation
and Update processes.

Operations that can be performed under this option are:
e Add Activity

Change Activity

Remove Activity

Update Debtor Details

Update Fine Override Dates

Bulk Debtor Maintenance Options

This form enables you to choose from the following two options.
e Bulk Debtor Maintenance Generation
e Bulk Debtor Maintenance Update

& Bulk Debtor Maintenance Options

Bulk Dektor Maintenance Generation

I Bulk Debtor Maintenance Update

Close |

Bulk Debtor Maintenance Options Form

Bulk Debtor Maintenance Generation Button
Click on this button to enable entering of data to perform Bulk Debtor Maintenance.

Bulk Debtor Maintenance Update Button
Click on this button to perform the update of the Bulk Debtor Maintenance. Bulk Debtor Maintenance must
be carried out before this option is selected.

Bulk Debtor Maintenance Generation Control Form

This form enables the entry of details to Bulk update Debtors.
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B Bulk Debtor Maintenance Generation Control

— Search Criteria

Search Method = Dehtar Range |
Status [Current -1 Reference TyHE _,I |
Referene Ranue |
Giery Resuft LI
— Operation to Perform ———  — Activities
New Activity 2|
Change Activity Code CUTtEnt Aetivity, A
Ee’d“a'::%:;:g;:;: Mext Action Date Expiry Date |
Usdate Fine Override Dates I Aty
Change Credit Limit
— Interest Override Dates Credit Limit
GUrrEnt [~ | Glear e GreditLimit I—
Current Arrears [~ Glear
Lrrears [~ Glear
— Debtor Details
Debtor Tyvpe [ | LI |
Statement Tvpe [ -1
Stetement Brint Gptian [ -1

Debbors | Tracking | Options | Process I Cancel |

Bulk Debtor Maintenance Generation Control Form

Search Criteria — Search Method

Select from the list the Search Method to be used. Available options are:
Entered Debtors

Debtor Range

Reference Range

Search System

Search Criteria — Status

Select from the list the Debtor Status for the updating to occur over. Available options are:
e Current

e Current & Proposed

e Proposed

Search Criteria — Debtor Range

These fields are only available when the Search Method is set to Debtor Range. Enter a Debtor Range for
the maintenance to occur over.

Search Criteria — Reference Type

These fields are only available when the Search Method is set to Reference Range. Enter a Reference Type
for the maintenance to occur over.

Search Criteria — Reference Range

These fields are only available when the Search Method is set to Reference Range. Enter a Reference
Range for the maintenance to occur over.

Search Criteria — Query Result

These fields are only available when the Search Method is set to Search System. Enter (or select from the
pop up) a Query Result for the maintenance to occur over.

Operation to Perform

Select the Operation to Perform. The Operation selected enables entry of additional details. Available
options are:

e Add Activity

e Change Activity Code

e Remove Activity Code
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e Update Debtor Details
e Update Fine Override Dates
e Change Credit Limit

Activities — New Activity
Enter (or select form the pop up) a new Activity to be added.

Activities — Current Activity
Enter (or select form the pop up) the Current Activity that is to be replaced.

Activities — Next Action Date
Enter a Next Action Date to be associated with the Activity being added.

Activities — Expiry Date
Enter an Expiry Date to be associated with the Activity being added.

Activities — Add Activity

Check this on and select an Activity to be added to the Debtors that have the maintenance performed. This
check box is only available with the following Operations to Perform:

e Update Debtor Details

e Update Fine Override Dates

e Change Credit Limit

Interest Override Dates — Current

This field contains the date that you wish to use as the Current Fines Override Date. Pressing F2 or double
clicking on this field will display a calendar that can be used to choose the required date.

Interest Override Dates — Current Clear
Check this checkbox on if you wish to clear Current Fine Override Dates.

Interest Override Dates — Current Arrears

This field contains the date that you wish to use as the Current Arrears Fines Override Date. Pressing F2 or
double clicking on this field will display a calendar that can be used to choose the required date.

Interest Override Dates — Current Arrears Clear
Check this checkbox on if you wish to clear Current Arrears Fine Override dates.

Interest Override Dates — Arrears
This field contains the date that you wish to use as the Arrears Fines Override Date. Pressing F2 or double
clicking on this field will display a calendar that can be used to choose the required date.

Interest Override Dates — Arrears Clear
Check this checkbox on if you wish to clear Arrears Fine Override Dates.

Credit Limit = New Credit Limit
Enter the new Credit Limit Amount to be added to Debtors.

Debtor Details — Debtor Type

Check the box on if the Debtor Type is to be maintained. Enter (or select from the pop up) the new Debtor
Type to be associated with the Debtors.

Debtor Details — Statement Type

Check the box on if the Statement Type is to be maintained. Choose from the list the Statement Type to be
updated on the Debtors.

Debtor Details — Statement Print Option

Check this on if the Statement Print Option is to be maintained. Select from the list the Statement Print
Option to be associated with the Debtors.

Debtors Button

This button is only available if the Search Method is set to Entered Debtors. Press this button to bring up the
Debtor number Entry form to enter Debtors for Bulk Maintenance to occur to.
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Debtor Number Entry Form

This form allows users to manually enter Debtor Numbers, or alternatively import a file of Debtor Numbers.

& Debtor Number Entry

—Debtor Humber

| [ 2] | |

— Import File

Diektor Mumber file | e

Impart Insert o4 Cancel |

Debtor Number Entry Form

Debtor Number

These fields contain the entered debtor numbers and check digits. The Property Address (if applicable to the
debtor account) is also displayed.

Debtor Number File

This field displays the Path and File name for the Import File. Click on the Detail button and navigate
through Windows Explorer to where the import file is located

Import Button
After the Import File has been selected and appears on the form, click the Import Button to import the file. If
a file has not already been selected when the Import button is clicked, an error message is displayed.

Bulk Debtor Maintenance Generation Update Control Form

This form allows the user to update Bulk Debtor Maintenance performed.

8 Bulk Debtor Maintenance Generation Update Control

Search Profile
Description  [MIna |
Submit Date  |05-0ct-2003 11:14:11

Lazt Run Date  (08-Oct-2003

Opkions | Process | Cancel

Bulk Debtor Maintenance Generation Update Control Form

Description
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This field displays the description of the last Bulk Debtor Maintenance job generated.

Submit Date
This field displays the date and time the last Bulk Debtor Maintenance job was submitted.

Last Run Date
This field displays the last date the Bulk Debtor Maintenance was run.
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Debt Collection Generation Options

There are 2 steps in this process. Items for Debt Collection have to be generated first and then updated.

B Debt Collection Generation Options

Dekt Collection Generation

| Dekt Collection Generation Lpdate

Close |

Debt Collection Generation Options

Debt Collection Generation Control Form

This form allows users to

& Debt Collection Generation Control

— Search Criteria

Search Method  |IESLTERETTTE -

Dektor Range - |

ey Resuft LI
Balance Range -

— Processing Parameters

— Add Recovery Group
Add Recovery Graup [

REecayEry Groi LI [
@verdie Time Fetiad | =1
Oyerdue Balance Range - |

— Update Recovery Group
Update Recovery Group W

Print Letter Il:nnne]l -.-I

Remove if Fully Paid [~

TolerEnEe I

Debtor Tyvpes | Recovery Groups Options | Process I Cancel

Debt Collection Generation Control Form

Search Method

Select a search method from the dropdown menu. There are 2 choices:-
e Debtor Range

e Search System

Debtor Range

Enter a Debtor Range on which to base your search. If no debtor range is entered, ALL debtors will be
considered.

Query Result
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Select a Query Result from the Pop Up Form. Alternatively the Query Result description may be entered
manually (if already known).

Balance Range

Enter a Balance Range on which to base your search, if required. If no Balance Range is entered, ALL
balances will be considered.

Add Recovery Group
Tick ON this option if a Recovery Group is to be added to the debtors that are reported on.

Recovery Group

Select a Recovery group from the Pop Up Form. Alternatively the Recovery Group may be manually typed
in (if already known).

Overdue Time Period
Enter a number for the time and select a period from the dropdown list. There are 3 options to choose from:

e Days
e Weeks
e Months

Overdue Balance Range
Enter an Overdue Balance to be considered when the Recovery Group is being applied.

Update Recovery Group
Tick ON this option if the Recovery Group is required to be updated

Print Letter
Select an option for Letter Print from the dropdown. There are 3 options to choose from:

e (none)
e Draft
e Final

Remove if Fully Paid
Tick ON this option if the Recovery Group is to be removed if the debtor account is fully paid.

Tolerance
Enter a tolerance to be considered for a fully paid debtor account.

For example:
If 0.05 is entered, if a debtor account is paid to within 5¢ of the total, Pathway will consider this debtor
account to be fully paid.

Debtor Types Button
Click on this button to go to the Debtor Type Maintenance Form

Recovery Groups Button
Click on this button to go to the Recovery Group Maintenance Form

Debt Collection Generation Update Control Form

This form will update the most recent generation for Debt Collection. Simply click Process, then enter a
Description and then click OK
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Batch Processing

B Debt Collection Generation Update Control

Search Profile
Description

Submit Date

Lazt Run Date

kit

13-Sep-2004 133534

13-Sep-2004

Opkions I

Process

Cancel |

Debt Collection Generation Update Control Form

Description

This field displays the description of the last Bulk Debtor Maintenance job generated.

Submit Date

This field displays the date and time the last Bulk Debtor Maintenance job was submitted.

Last Run Date

This field displays the last date the Bulk Debtor Maintenance was run.
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Direct Debit Extraction

Direct Debit Extraction Form

This facility provides the option to extract amounts due, and their particulars, from those Debtor Accounts
that have Direct Debit Arrangements in place. Prior to running this option, the necessary System
Parameters will have been set, the Query Extract Formats will have been established and created, and the
direct debit arrangements created on the various assessments.

The process will create two files:-

e The Direct Debit Extract File to be forwarded to the Council’s Financial Institution to enable debiting of
customer’s bank accounts

e The Direct Debit Update File to be uploaded via receipting to update the respective assessments with
the payments.

Once the process has been run, various flags are set to ensure no duplication of payment. Should it be
necessary (for whatever reason) to run this process again, then the Re-Run checkbox should be ticked ON.
For assessments with a Direct Debit Record carried into the new rating year (after End Of Year Roll) the
generation of the annual rates will re-activate these arrangements (only Instalment, Nett or Current) for the
new year.

This function can be run in multi-batch mode.

& Direct Debit Extraction

— Search Profile

Date Range  [(mE ek -Il]d—l]et:-zl]l]-'-l

— Processing Parameters
Self Balancing File [ Rerun Extraction [
Output Farmat |R£:purt Oonly |

Direct Debit Extract File | L}I
Header b3
Detail =
Footer ExS

Direct Debit Update File | L}I
Header »
Detail b3

Direct Debit Type Cpkions | Process | Cancel

Direct Debit Extraction Form

Date Range

Enter an appropriate Date Range. Direct Debits that fall within the date range will be considered for
extraction.
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Self Balancing File
Tick ON this option if you wish to create a Self-Balancing file during the extraction process.

Re-Run Extraction
Tick ON this option if you are running the Extraction process again, and the original extraction has not been
updated.

Output Format

There are 3 Options from which to choose:-
e Report Only

e Export Only

e Export/Report

Direct Debit Extract File
Enter a directory and file name if there is not already details here, eg C:\Temp\DD_Extract.txt

Header
Select the appropriate Header Format from the pop-up.

Detail
Select the appropriate Detail Format from the pop-up.

Footer
Select the appropriate Footer Format from the pop-up.

Direct Debit Update File
Enter a directory and file name if there is not already details here, eg C:\Temp\DD_Extract.txt

Header
Select the appropriate Header Format from the pop-up.

Detail
Select the appropriate Detail Format from the pop-up.

Direct Debit Type Button
Click this button to go to the Direct Debit Type Maintenance Form

Direct Debit Type Maintenance Form

This form can be used to select some or all of the Direct Debit Types. Those that are ‘Available’ will not be
considered, while those that are ‘Assigned’ will be considered

B Direct Debit Type Maintenance

— Available _“ — Assigned
EWWTEST By Schedule DOR KTSCHED KT Scheduled Direct Debit
DF AUST DF M=RASCH Mikes Scheduled
DFMZE DF Schedule _._ RSCHEDFI Fates Schedule (fixed)
JSCSCH John's Scheduled Direct Dehit FSCHEDRCAL  [Rates Scheduled (recalculste)
SFSCHED Scheduled DUD - Fixed - Rates
SFSCHED2 Schedule Test - Recalc - Rates
~E
«Z
— Search Profile
Direct Debit Type
Description Search | o4 I Cancel

Direct Debit Type Maintenance Form
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Available
The Direct Debit Types that appear on this side will not be considered for the process being run.

Assigned
The Direct Debit Types that appear on this side will be considered for the process being run.

Search Profile — Direct Debit Type
Enter a Direct Debit Type (or part thereof) on which to base a search.

Search Profile — Description
Enter a Description (or part thereof) on which to base a search.
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Direct Debit Recalculation

Direct Debit Recalculation Control Form

B Direct Debit Recalculation Control

— Search Profile

Search Method | 1IELOIREGTE -
Debtar Range - |

Anery Fesuft ]

— Processing Parameters

A —lmport
Imipart Farmst |L|
It Pty _’I

-+ —Create Direct Debit Record!Scheduls
Schedule Date Range -
GEnEration R e

4~ —Recalculate
Reca|eulate Bayment Framm
Clest to) Zero DEte

Recaleulate Bayment 1@
[ REgulEr Payment

Direct Debit Type Tracking Options | Process I Cancel

Direct Debit Recalculation Control Form

Search Method

There are 2 methods in which to search for Debtor Accounts:
o Debtor Range — simply enter a range eg 100 to 200

e Search System — allows the selection of a query

Debtor Range
Simply enter a range of debtor account numbers over which to search, eg 100 to 200

Query Result
Select a query from the pop-up form. The results of the query will be the basis of your search.

Import Checkbox
Tick ON this checkbox if you wish to import a file of new direct debits

Import Format

Select the appropriate format for the import file. The import file must be the exact format as the import
format, otherwise the import will not work correctly. Import formats must be set up through Query
Parameters >> Export/Import Format Maintenance

Import Path
Enter the path where the import file is stored if this field is blank, eg C:\Temp\Import.txt

Create Direct Debit Schedule/Record Checkbox
Tick ON this checkbox if Direct Debit Schedules and/or Records are to be created.
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Schedule Date Range
Enter a Date Range for the schedule to be created over, eg 01-Sept-2003 to 31-May-2004.

Generation Run
Select a Generation Run from the pop-up for which the Direct Debits are being created for.

Recalculate Checkbox

This option is mandatory if Create Direct Debit Schedule/Record checkbox is ticked ON. For existing Direct
Debits, if this option is ticked ON, then direct debits will be recalculated from the date entered in the
Recalculate Payment From field

Recalculate Payment From
Enter the date here that the direct debits are to be recalculated from.

Clear to Zero Date
The outstanding balance must be paid off by the date entered in this field. This field is mandatory.

Recalculate Payment To
Enter the date here that direct debits are to be recalculated to.

Minimum Regular Payment

Enter an amount (if applicable) which is the lowest amount for a regular payment for the direct debits being
imported, eg you may decide the minimum amount will be $10 per week, therefore simply enter 10.00 in the
field.

Direct Debit Type Button
This form is where all direct debit types may be selected or only 1 direct debit type may be selected.

Tracking Button
Click on this button to go to the Tracking Selection Form

Generation Run Pop Up Form

B Generation Run Pop Up =] B3
— Generation Run —— Description Rating Period =
01 2020034 01 -Aug-2003 2004/2005 -
200CT2003 20-Cct-2003 2004/2005
292002003 [29-Aug-2003 2004/2005
284002003 25-Aug-2003 2004/2005
27 aU2003 27 -Aug-2003 2004/2005
264002003 26-Aug-2003 2004/2005
2520020034 [25-Aug-2003 2004/2005
2540052003 25-A00-2003 2004/2005
01.JUk2004 01 -Jun-2004 2004/2005 :!'I
— Search Profile
Generation Run ||
Dezcription
Rating Period

Search Select Close

Generation Run Pop Up Form

Generation Run
This field displays previously defined Generation Run IDs that are available for selection.

Description
This field displays previously defined Generation Run Descriptions that are available for selection.

Rating Period
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This field displays the Rating Period associated with the Generation Run. This field is non-maintainable.

Search Profile — Generation Run
Enter a Generation Run Id (or part thereof) on which to base your search.

Search Profile — Description
Enter a Generation Run Description (or part thereof) on which to base your search.

Search Profile — Rating Period
Enter a Rating Period (or part thereof) on which to base your search.
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Direct Debit Amalgamation

B Direct Debit Amalgamation Control

— Processing Parameters

Direct Debit Amalgamation File || L)I
Header B
Detail 53
Footer B

Options | Process I Zancel

Direct Debit Amalgamation Control

Direct Debit Amalgamation File

Double Click the field or click the Pop Up button to navigate through Windows Explorer, to where your Direct
Debit Amalgamation File is. Select this file by either double-clicking on it or by clicking it once and then
clicking Open.

Header

Double Click the field or click the Pop Up button to display the Export/Import Format Pop Up Form. Select
the appropriate Header format.

Detail

Double Click the field or click the Pop Up button to display the Export/Import Format Pop Up Form. Select
the appropriate Detail format.

Footer

Double Click the field or click the Pop Up button to display the Export/Import Format Pop Up Form. Select
the appropriate Footer format.
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Reporting
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The following topics are covered in this section:

Aged Balances Report

Next Action Date Report
Outstanding Balances Report
Transaction Listing
Arrangement Report
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Aged Balances Report

This function produces a report on Aged Balances. The report allows Council to identify in which period the
Outstanding Debts occur.

B Aged Balances Report Control

— Search Profile

REE R S B Nebtor Range -
Dektor Range - |

[FEsErHEtiEn LI
— Processing Parameters
Balance Range | -999,999,999.93 - | 999,999,999.99

Report Type & Detail

 Summary
" Totals
Terms Debtar Types Categories Debk Types Tracking Cptions | Process I Cancel

Aged Balances Report Control Form

Search Method

Select a Search Method on which to base your search. There are 2 options:

o Debtor Range — Enter a debtor range or leave blank to consider all debtors
e Search System — Use a Query Result

Debtor Range
Enter a debtor range on which to base your search or leave blank to assume all debtors.

Description
Select a query result from the pop up form, or type in the query name.

Balance Range

Enter a balance range on which to base your report. Alternatively leave as default (or make blank) and all
balances will be assumed.

Report Type

Select a report type from the 3 options shown. Detail will print all information, whereas Totals and Summary
Reports are much briefer reports.

Terms
Click on this button to display the Term Maintenance Form.

Debtor Types
Click on this button to display the Debtor Type Maintenance Form.

Categories
Click on this button to display the Debt Category Maintenance Form.

Debt Types
Click on this form to display the Debt Type Maintenance Form.

Debtor Type Maintenance Form
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B Debtor Type Maintenance

— Auvailable _» — As=igned
DEIL_TEST David's Test Debtor Type P& THEWWD: Pathwvay Debtors - Brought Forward
DEBTYPE Dektor Type P4 THOPEM Pathevay Interface Debtor - Open tem
DEFALLT Default Type —|- SFL Suzan's Debtor Type
MWDEBTOR M Debtor Type TIWS Special Debtor Type
rTYPE2 r Debtor Type 2
£
«
— Search Profile
Dektor Type
Description Search | [8]4 I Cancel

Debtor Type Maintenance Form

Available
These currently are the Available debtor types, which will not be considered when the report is processing.

Assigned
These currently are the Assigned debtor types, which will be considered when the report is processing.

Debtor Type
Enter a debtor type on which to base a search. Click Search button to execute search.

Description
Enter a description (or part thereof) on which to base a search. Click Search button to execute search.

Debt Category Maintenance Form

B Debt Category Maintenance

— Available _“ — Assigned
HOMEC ARE Home Care Services LICERSING Licensing Pathway Debtors
SUPPORT Support Booking Dektor APPLICS Application Pathevay Debtors
ABK Evvert and Facility Bookings _.. HALLHIRE Hall Hire
SUMDRY Sundry Charges
GER eneral
DEBTORS Celtors
+~E
«E
— Search Profile
Categary
Description Seatch | Ok I Cancel

Debt Category Maintenance Form

Available
These currently are the Available category types, which will not be considered when the report is processing.

Assigned
These currently are the Assigned category types, which will be considered when the report is processing.

Category
Enter a category on which to base a search. Click Search button to execute search.

Description

Infor Public Sector July 17 Page 154



Debtors User Guide Reporting

Enter a description (or part thereof) on which to base a search. Click Search button to execute search.
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Next Action Date Report

The Next Action Date Report will report on Debtor assessments that have activity codes logged (via the
Activity Maintenance screen), carrying a Next Action Date, for the purposes of debt recovery or other general
tracking.

The report will extract the Debtor assessments that have a Next Action Date that is less than or equal to the
date entered on the Control form. It will be able available to be run from both Debtors and Rates Accounting.

Next Action Date Control Form

This Form provides the functionality to report on Debtor assessments that have activity codes logged (via the
Activity Maintenance screen), carrying a Next Action Date, for the purposes of debt recovery or other general
tracking.

The report will extract the Debtor assessments that have a Next Action Date that is less than or equal to the
date entered on the Control form. It will be able available to be run from both Debtors and Rates Accounting.

B MNext Action Date Control

Processing Parameters

Mezxt Action Date I

Tracking | Cptions | Process Cancel

Next Action Date Control Form

Next Action Date

Insert the date that the report will process. Alternatively, double click on the field and the calendar will be
provided. Select the appropriate date that will be populated to the field.

If no date is entered or selected, the current system date will be utilised.

Tracking Button
Click on the Tracking Button to access the Tracking Selection Form.

Note: Any number of Activities may be selected for the report to process.

Tracking Selection Form

This form enables the selection of Debtor assessments by including or excluding Debtor assessments based
on Activities recorded against the Debtor assessment.

Activity Codes are placed on Debtor assessments either manually or via batch processes such as Rates
Generations, Fines Generations and Bulk Maintenance Functions.

Activities are used to:

e Track the progress of a Debtor assessment over time (e.g. Rates have been generated, Original Rate
Notice sent, Rate Notice Returned Unclaimed, Duplicate Rate Notice sent, Missed 1st Instalment Date,
2nd Instalment Notice sent, Missed 2nd Instalment Date, Legal Action commenced etc)
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o |dentifies a Debtor assessment as a certain type of Debtor assessment. (E.g. Ratepayer is Councillor or
other Politician, Ratepayers that cannot be located, Direct Debit Assessment, Ratepayer on
Arrangements To Pay)

¢ Qualify a Debtor assessment for a further course of action (e.g. Do not send a Final Notice if the Rate
Notice has been returned unclaimed and another notice has not been sent in its place etc )

B Tracking Selection

— Add Activity
Activity Mext Action Crate Expiry Diate

I 2] | | |

— Add Recovery Group
Recovery Group

| 2]
— Select Activities
AnciCr Test Activity Test  Mext Action Date | Status
| =1 2] [ =1 ] [Current or Historic - |

Insert | i I Cancel

Tracking Selection Form

Add Activity - Activity
Enter or select form the pop up the Activity to be added by this process.

Add Activity — Next Action Date

This field contains the date that the Next Action on this Activity is to take place. Reports can be run on a
daily basis to report on Debtor assessments that have an Activity with certain Next Action Dates. Pressing
F2 or double clicking on this field displays a calendar that can be used to choose the required date from.

Add Activity — Expiry Date

This field contains the date that the Activity Expires. If an Activity will never expire or the expiry date is not
known, leave this field blank. Pressing F2 or double clicking on this field displays a calendar that can be
used to choose the required date from.

Select Activities = And/Or

Click on the Drop Down menu to select the appropriate Operator to use in the selection process. Possible
choices are:

And Both this Activity and the previous Activity need to be present on
the Debtor assessment to create a match
Or This activity only has to be present on the Debtor assessment to

create a match

Select Activities — Test

Click on the Drop Down menu to select the appropriate operator to use in the selection process of an
Activity. Possible choices are:

= The Activity to be selected must exist on the Debtor assessment for
the Debtor assessment to meet this criteria for selection

<> The Activity to be selected must NOT exist on the Debtor
assessment for the Debtor assessment to meet this criteria for
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selection

Select Activities — Activity

This field contains the Activity that you are testing whether or not it exists on the Debtor assessment.
Click on the pop up to select an Activity.

Select Activities — Test
Click on the Drop Down menu to select the appropriate operator to use in the selection process of a
particular Next Action Date for this Activity Type. Possible choices are:

= For a Debtor assessment to meet this criteria, the Next Action Date on
the Activity on the Debtor assessment must be equal to the one
entered.

<> For a Debtor assessment to be selected, the Next Action Date on the
Activity on the Debtor assessment must be other than the one entered.

< For a Debtor assessment to meet this criteria, the Next Action Date on
the Activity on the Debtor assessment must be less than the one
entered

> For a Debtor assessment to meet this criteria, the Next Action Date on
the Activity on the Debtor assessment must be greater than the one
entered.

<= For a Debtor assessment to meet this criteria, the Next Action Date on
the Activity on the Debtor assessment must be less than or equal to
the one entered.

>= For a Debtor assessment to meet this criteria, the Next Action Date on
the Activity on the Debtor assessment must be greater than or equal to
the one entered.

Select Activities — Next Action Date
Enter in the field the appropriate date.

Select Activities — Status
For a Debtor assessment to meet this criteria, the Status on the Activity on the Debtor assessment must be
equal to the Status entered. Click on the Drop Down menu to select a status.

Activity Popup Form

This form enables the selection of an Activity that can be used to:

Track the progress of a Debtor assessment over time (e.g. Rates have been generated, Original Rate
Notice sent, Rate Notice Returned Unclaimed, Missed 1st Instalment Date, Missed 2nd Instalment Date,
Legal Action Proceeding etc)

Identifies a Debtor assessment as a certain type of Debtor assessment. (e.g. the Debtor assessment is
using Direct Debit, the Debtor assessment is on an Arrangement To Pay scheme, Debt Recovery Action
pending, Owners that cannot be located, Politicians property, etc)

Qualify a Debtor assessment for a further course of action (e.g. Do not send a Final Notice if the Rate Notice
has been returned unclaimed and another notice has not been sent etc)
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B Activity Pop Up M =] E3

— Activity ———— De=cription |

137309 Latrobe 137309 .

13825 DRM 13825

ARRAMGE Arrangements to Pay facility

ATP Arrangement to Pay - Debtors

BADDERT LDR - Bad Debtor

DEBCMLY Deptars Exclusive - 2.14

DREM1 3203 Debtors 13203

INCLUDED Included with &zzessments

MWDEBTOR [y Debtor &ctivity _v|_|
— Search Profile

Activity ||
Description
Search Select Close

Activity Pop Up Form

Activity
This field contains a ten-character code representing the Activity. (These Activities must previously have
been set up in “Activity Maintenance”).

Description
This field contains a fifty character Description to more fully describe the Activity

Activity

This field contains a ten-character code representing an Activity. The field can be used to conduct a wildcard
search for all existing Activities in the System fitting a particular naming criteria.

For example, to select all Activities containing the letters Fin, enter *Fin* that will return Activities such as
“FinGen1, FineGen2, Fines, GenFin etc

Description

This field contains a fifty character Description to more fully describe the Activity. The field can be used to
conduct a wildcard search.

For example, to select all Activities where one of the words in the Description is Land, enter *Land* that will
return Activities such as “Land Revalued, Parklands Private, Sale Of Land For Rates” etc.
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Outstanding Balances Report

Outstanding Balances Report Control Form

This report allows you to list all Debtor assessments with an Outstanding Balance between a specified debit
and credit range. Selection can be over a range of Debtor assessments or a Query Result can be used.

The detail for each Debtor assessment may be printed or a summary of the total Debtor assessments in the
range selected.

The Tracking facility can be used to include or exclude Debtor assessments with specific Activity Codes.

The function can be run in multi-batch mode.

8 Outstanding Balances Report Control

— Search Profile
== e M0 Sl B Nebtor Range -
Debtor Range - I

R FEESUT LI

— Processing Parameters
Balance Range -999,999,999.99 - | 9499,999,999.99
s A [Ete
Report Type  (+ Detail
 Summary
" Totals

Include Fero Balances [

Dektor Balance Report [

Cateqaries Debt Types Tracking Cptions Process Cancel

Outstanding Balances Report Control Form

Search Profile - Search Method
Click on the Drop Down to select the Search Method to be utilised.

Possible options are:

¢ Assessment Range - only Debtor assessments within the Range specified will be used in the
Outstanding Balances Report

e Search System - Only Debtor assessments that are included in the Query Result will be used in the
Outstanding Balances Report.

Search Profile - Assessment Range

Enter a “From Assessment Number” and a “To Assessment Number” if you selected Assessment Range as
your Search Method.

Search Profile — Query Result
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Click on the pop up to select a Query result if you selected Search System as your Search Method.

Processing Parameters — Balance Range

The field will default with a maximum debit amount and maximum credit amount to ensure that all balances
are retrieved for the Outstanding balances report.
The fields may be modified with a required selection.

Processing Parameters — As At Date

The ‘As At Date’ option is hidden if a ‘Detail’ report is selected. If an ‘As At Date’ is specified, then only
transactions up to and including this date are considered and the Debtor Balance at this date is compared
with the ‘Balance Range’ to determine whether or not the Debtor should be included. Note that the ‘Include
Zero Balances’ option will operate in a similar manner.

Processing Parameters — Report Type

Click on the radio button for the required report. The available options are:-

e Totals.

This report will provide the totals of the balances that the Outstanding Balances Report was run over.

e Summary.
This report will provide a total for each Debtor assessment on a Debtor assessment by Debtor assessment
basis. The report also provides overall totals for all Debtor assessments included in the report.

e Details.

This report will provide full details for each Debtor assessment. The report also provides over all totals for
each transaction type included in the report.

Only one report type may be selected with each Transaction Listing run.

Processing Parameters — Include Zero Balances
Click on the check box if you require Debtor assessments with a zero balances to be included. The report
will list these Debtor assessments together with transactions on those Debtor assessments.

Debtor Balance Report
Check this on if a separate report is required giving the debtor number and debtor balance. This check box
is only available if the Report Type selected is Detail or Totals.

Tracking Button

Click on this button to add an Activity to all Debtor assessments appearing on the Tape or Report or to select
only those Debtor assessments that have certain Activities and/or Next Action Dates present and are to
appear on the report or tape.

Transaction Listing Report

This function allows you to list the financial transactions for selected Debtor assessments.
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Transaction Listing

Transaction Listing Control Form

The functions available in this option include the following:

Allow selection of a range of Debtor assessments or use a Query Result.
Allow selection of Transactions for nominated Rate Types.

Allow selection of Transactions for nominated Transaction Types.
Allow selection of a range of Transaction Dates or Posting Dates.
Allow selection of a rating Period that the report will run over.
Allow selection of a Batch that the report will be run over.

Print only Debtor assessments with outstanding balances.

Print totals by Debtor assessment.

Print totals by Transaction Type.

¢ Print transaction details for each Debtor assessment.

The Tracking facility can be used to include or exclude Debtor assessments with specific Activity Codes.

The function can be run in multi-batch mode.

EBEX

B Transaction Listing Control

Search Profile

Search Methad v

Dektor Range -
Guety Resul J
Processing Parameters
Debtar Status  ((All) w
Include Cvetpayments |Yes L

Tranzaction Date Range
Posting Date Range =
Rating Period (20042005 ﬂ 200405 Rates Generation
Batch Mumber
Include Outstanding Transactions Only |:|
Debtors with CUS Debts and Receipts Only |:|
Debtars with Disputed Debts Only [

[

Dizputed Debts Only

|:| Fully or Partially Paid Cnly

Debtor Mumbers with Unappottioned Credits Only |:|
Report Layout | Totals w
Debt Types Tran. Types Tracking Options Process Zancel

Transaction Listing Control Form

Search Method

Click on the Drop Down Menu to select the Search Method to be utilised.

Possible options are:

e Debtor Range - only Debtors within the Range specified will be used in the Transaction Listing Report
e Search System - Only Debtors that are included in the Query Result will be used in the Transaction
Listing Report.
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Debtor Range

Enter a “From Debtor Number” and a “To Debtor Number” if you selected Debtor Range as your Search
Method.

Query Result
Click on the pop up to select a Query result if you selected Search System as your Search Method.

Debtor Status

Click on the Drop Down to select the Status of the Debtor assessments to be included in the report, i.e.
Current, Historic, Proposed or All.

Include Overpayments

Click on the Drop Down to select whether you require Overpayments to be included in the report or to report
only on overpayments.

Transaction Date Range

Entering a Transaction date range will further qualify the transactions to be addressed within the rating
Period selected. If no Transaction Date Range is entered, all transactions falling within the Rating Period
selected will be reported.

Enter a ‘from’ and ‘to’ date for Transactions bearing those dates to appear on the report or tape. Pressing F2
or double clicking on this field displays a calendar that can be used to choose the required dates.

Posting Date

Entering a Posting Date Range will further qualify the transactions to be addressed within the rating Period
selected. If no Posting date Range is entered, all transactions falling within the Rating Period selected will
be reported.

Enter a ‘from’ and ‘to’ date for Transactions bearing those posting dates to appear on the report or tape.
Pressing F2 or double clicking on this field displays a calendar that can be used to choose the required
dates.

If the field is left blank, all transactions will be reported on for the rating Period selected.

Note: This field is date and time stamped display. E.g. 20-Aug-2000 00:00:00 is effectively up to midnight
19/8/00. If transactions are sought that were posted the same day as the report is requested, the “to” date
should be the next day to ensure inclusion of those transactions.

Rating Period

Click on the Pop-up to access the Rating Period Pop-up to select the appropriate rating Period.

Alternately, enter the rating period code and tab through the field. The description field will be populated with
the description of the Rating Period selected.

The Rating Period field will always default with the current Rating Period.

Batch Number
Select the Pop Up to access the Batch Header pop up Form. The required Batch may then be selected that

the Transaction Listing report will be run over.
The description field will be populated with the description of the selected batch.

Include Outstanding Transactions Only.
Check on the check box if you require only transactions that have not been paid included within the report.

Debtors with O/S Debts and Receipts Only

If checked on only Debtors with outstanding (not fully apportioned) debts and outstanding receipts will be
included on the report.

This will help identify Debtors that have either:

a) A Category specific or WorkSmart specific receipt that is not fully apportioned because there are no
further debts for the specified Category or WorkSmart Request Number to apportion to.

b) A Receipt that is not fully apportioned because there are disputed debts present where the Debtors
Parameter “Apportion to Disputed Debts” is off.

Debtors with Disputed Debts Only
If checked on only Debtors with at least one disputed debt will be included on the report.

Disputed Debts Only
If checked on only transactions that are flagged as disputed will be reported.
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Fully or Partially Paid Only

This option is only available if the Disputed Debts Only checkbox is on. If checked on only disputed
transactions that are fully or partially paid by a receipt will be reported.

This will help identify those Debtors where an overpayment of some kind has been apportioned to a disputed
debt where the Debtors Parameter “Apportion to Disputed Debts” is on.

Debtor Numbers with Unapportioned Credits Only

Set this option on to report Debtors with a Receipt, Small Balance Credit, or Credit Journal that is not fully
apportioned (i.e. waiting Manual Apportionment). Setting this option ON allows for the selection of an
additional Report Layout called Single Line. (The Single Line option is only available when the Debtor
Numbers with Unapportioned Credits Only check box is set on. Select this option to report only the Debtor
Number and Check Digit, the total Unapportioned Credits, and the total Unapportioned Debits).

Report Layout

Select from the picklist the required report layout. Only one report type may be selected with each

Transaction Listing run. The available options are:-

e Totals. This report will provide the totals of each transaction type that the Transaction Listing was run
over.

e Summary. This report will provide a total for each transaction type on a Debtor assessment by Debtor
assessment basis. The report also provides overall totals for each transaction type included in the
report.

o Details. This report will provide details for each Debtor assessment and the transactions on that Debtor
assessment. The report also provides over all totals for each transaction type included in the report.

e Single Line. This option is only available when the Debtor Numbers with Unapportioned Credits Only
check box is set on. Select this option to report only the Debtor Number and Check Digit, the total
Unapportioned Credits, and the total Unapportioned Debits.

Debt Types Button

Select this button to access the Debt Type Maintenance form. All Debt Types applicable to the Rating
Period selected will default as Assigned however the option is available to restrict the report by deselecting
all of the Debt Types and re-selecting only those that the report is to run over.

Tran. Types Button

Select this button to access the Transaction Type Maintenance form. All transaction types will default as
Selected however the option is available to restrict the report by deselecting all of the Transactions Types
and re-selecting only those that the report is to run over.

Tracking Button

Click on this button to add an Activity to all Debtor assessments appearing on the Tape or Report or to select
only those Debtor assessments that have certain Activities and/or Next Action Dates present and are to
appear on the report or tape.

Debt Type Maintenance Form

Initially, all Rate Types maintained within the Rates Module will default to the left of the Form. By highlighting
the required Rate Type and taking the Select Button, the Rate Type will move to the assigned side of the
form. By taking the Select All Button, all of the Rate Types will move to the assigned side of the form. Once
selected, the Form will default to that selection until changed. As a matter of general processing, you may
wish to select and assign all Rate Types to ensure none are overlooked during processing.
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B Debt Type Maintenance

— Auvailable = —Assigned I
HALL Council Hall Hire - = ESTLAP Estimate fee ﬂ
HCOMEC ARE HOMEC ARE SERWICES FTH Charge - non taxahble
CHURCH Church Hire _._ FTI Charges - taxable |
O AL HIRE Hire of &AM Stadium FTE Charge - taxahle E
2D admin fee e (Good change fee description informati
BOMND Bond for VO = $19999 ‘_ BINZP BASE INSPECTION FEE
i Bond sccount B0 bogus fees
CHASE BASE CONSEMT FEE KT(1B) aren's Test Debt Type 1
DISC dizcourt fee :!'I '“_ HT(280KT) Haren's Test Debit Type 2 _vrl

— Search Profile

Dekit Type
Cescription
Catezltnry il [ Search | oK I Cancel |

Debt Type Maintenance Form

Available Fields
All Rate Types currently maintained within the rates Module will default to this area.

Assigned Fields
The Rate Types that you have assigned for the particular processing run will be listed here.

Select Button

Having highlighted the Rate Type to be assigned, take the Select Button to move it to the assigned side of
the form

Select All Button
Take the Select All Button to move all of the Rate Types to the assigned side of the form.

Remove Button

Having highlighted the Rate Type to be removed, take the Remove Button to move it to the unassigned side
of the form.

Remove All Button
Take the Remove All Button to move all of the Rate Type to the unassigned side of the form.

Search Profile — Debt Type
Enter the debt type and click on Search to find the required Debt Type.

Search Profile — Description
Enter the rate type description and click on Search to find the required Rate Type.

Category
Select a category from the pop up form or simply type the category and then click Search.

Transaction Type Maintenance Form

Initially, all Transaction Types maintained within the Rates Module will default to the left of the Form. By
highlighting the required Type and taking the Select Button, the Transaction Type will move to the assigned
side of the form. By taking the Select All Button, all of the Transaction Types will move to the assigned side
of the form. Once selected, the Form will default to that selection until changed. As a matter of general
processing, you may wish to select and assign all Transaction Types to ensure none are overlooked during
processing.

Infor Public Sector July 17 Page 165



Debtors User Guide Reporting

B Transaction Type Maintenance

— Ruailable _"_ — Rssigned ]
VTR LINIT Wiater Unit Charges - ADmiM-B Brought Forward Adminiztration Fee 3
TR UMIT-R WWigter Unit Charge Reversal ADMM-P Previous Period Administration Fee
FINE-PRR Fine Remizsion reversal _'_ ADMN-PR Previous Period Administration Fee Reve
FEBI Inner City Fehate DEFR-F Deferred Rate Reversal
REBI-F Inner City Rehate Reversal DEFR-B Brought Forward Deferred Rate
RErMARF M2 FIME-2 Remisszion '-_ CEFF-F Previous Period Deferred Rate
REBRM Rehbate - Rundle Mall IFIME-2 zer defined based on FINE-2
REBRE Rehate - Residential DEFR-PR Previous Period Deferred Rate Reverzal
IMZI-P Previous Period Instalment Interest - CEFF: Deferred Rate -

s g !

— Search Profile

Transaction Type ]—
Description Search | oK I Cancel |

Transaction Type Maintenance Form

Available Fields

The available Transaction Types, having been previously established in the Parameters, will be listed here.
This data is not maintainable on this form.

Assigned Fields

Those available Transaction Types that have been assigned for the Tape/Report will be listed here. All
Transaction Types established via the Parameters will initially default to the 'Assigned’ side.

Select All Button
Click on the Select All Button to assign all of the Transaction Types for running the Tape/Report.

Select Button

Highlight the required Transaction Type in the “available Fields” and Click on the Select Button to assign that
Transaction Type for the Tape/Report.

Remove Button

Highlight the required Transaction Type in the “Assigned Fields” and Click on the Remove Button to remove
that Transaction Type.

Remove All Button
Click on the Remove All Button to remove all of the assigned Transaction Types.

Search Profile - Transaction Type
Enter the Transaction Type and click on Search to find the required Transaction Type.

Search Profile - Description
Enter the Transaction Type Description and click on Search to find the required Transaction Type.
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Arrangement Report

Arrangement Control Form

This report allows you to list all arrangements for selected Debtor accounts.

B Arrangement Control S[=] E3

— Search Profile
Search Method  |ES TN -
Debtor Range - I

ELER RESUT LI
Freguency |AII =1

— Processing Parameters
Report Type % Scheduled
" Completed
i~ Defauted
TEErEmEE: 0.00
CrestionDate |
Murmber of Missed|Fayments |_1§
Report Crder % Debtor Number
" Postcode/Debtar Mumber
Generate Letter [

Brint Cetter: I{nune]l vl

Tracking Cptions Process Cancel

Arrangement Control Form

Search Method

Select a Search Method to use. There are 2 options:
e Debtor Number Range

e Query Result

The Query Result will utilise queries over the LRAASSM table.

Debtor Range
This can be left blank to process ALL debtors or a particular debtor number or range of debtors entered.

Query Result
This field will be used to define the Query Result where a Search Method of Search System has been used.

Frequency

Select a frequency (if required) on which to base the report. By default ALL items will be included on the
report, however if only Weekly Arrangements (for example) are required to be reported on, then this
dropdown allows for this more specific report to be processed.

Report Type

The Report Type options available include Scheduled, Completed and Defaulted

e Scheduled - this will include ALL current arrangements that are not completed. This report type can be
run in conjunction with the Creation Date option.

e Completed — this will include ALL arrangements that have been completed (i.e. paid in full)
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e Defaulted — this will include all arrangements where the payments are not up-to-date. This report will be
run in conjunction with the number of missed payments option.

Tolerance

The tolerance field can be used in conjunction with the Defaulted Arrangement Report. An arrangement may
be paid within a small balance, and the tolerance will enable this to be taken into consideration.

Creation Date

When running a Scheduled Report, this can be conditioned to only pick up arrangements that have been
created AFTER a certain date. This will enable for example, new arrangements to be identified for letter
generation

Number of Missed Payments

This field will be available when producing a Defaulted Arrangement Report. It will identify where an
arrangement has been defaulted by missing the number of payments (or more) nominated. This could be
utilised by sites that wish to send one type of letter to an account where one payment has been missed and
another type of letter to an account where multiple payments have been missed.

Report Order

This option will determine whether the work file produced is in Assessment Number order, or Assessment
Number within Postcode. These sorting options may be relevant where external printers are utilised for the
printing of Arrangement Letters.

Generate Letter

The Generate Letter checkbox will need to be checked ON where the word processing interface is to be
utilised to perform a letter mail merge.

Print Letter

The Print Letter checkbox is only available where the word processing interface is to be utilised. This will
enable the physical printing of letters to a printer. Letters may be generated and not printed, and the
Assessment Maintenance function utilised to edit and then print or re-print.

Merge Type

The Merge Type field will be available where the Generate Letter checkbox has been checked ON. This will
enable the letter template to be defined. Letter template information is created via the Extract type and
Merge Type parameters (see previous sections of this text).

Tracking Button
Click on this button to add an Activity to all Assessments appearing on the Report or to select only those
Assessments that have certain Activities and/or Next Action Dates present and are to appear on the report.
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Housekeeping
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The following topics are covered in this section:

Apportionment Maintenance
Archive/Purge Options

Archive/Purge Run Enquiry

Bulk Apportionment Maintenance
Export Format Data String Maintenance
Debtors Data Verification Report
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Apportionment Maintenance

This form allows individual Debtors to be Apportioned, Unapportioned or Re-apportioned.

Apportionment Maintenance Form

B Apportionment Maintenance

Dekitor Mumber I I_L}I

Primary Location |

Apportion Made Appaortion
" Unapportion
™ Re-apportion

Bccepk Zancel

Apportionment Maintenance Form

Assessment Number

Insert the assessment number that the apportionment process is to be run. Tabbing through the field will
validate the assessment number and the formatted address of the assessment will be provided in the
Primary Location field.

Alternatively, select the pop-up button to access the Assessment Search Profile to search for the required
assessment.

Primary Location

This field contains the formatted address of the Primary location of the Assessment record you are
maintaining.

Apportion Mode
Click in one of the Radio Button to select the process required.

Accept Button

Click the Accept Button when you are ready to run the process. Once the process is complete, an
information message is provided advising the assessment has been completed.
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Archive/Purge Options

Use these functions to Archive and Purge Transaction Data from the system.

Archive / Purge Options Form

B Archive / Purge Options

| ArchivesPurge Function

| Clear &rchive files

o, I Cancel |

Archive/Purge Options Form

Archive/Purge Function Button
This button will navigate to the Archive Purge Control form where Archiving parameters can be entered.

Clear Archive files button
This will clear the data from the Archive files. Customers should use this option to after an Archive / Purge
Run has successfully completed to clear the unwanted data.

Archive / Purge Control Form

Use this form to enter the details of the Transactions to be Archived and or Purged.

This function can be run in multi-batch mode.
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<] Archive,/Purge Control

Spplication [ Debtors
Fumn Type | pdate and Report 25 I
Fun Code | L}I I_

Column headings to use  [Ho CSY column headings ~|
=% File Directory II"AI]ELGOIH"REdEU\PﬂthWﬂ]ﬂRBlsz? 4as

Transactions
Action  (* Mone " Archive and Purge  { Purge Only

Tranzaction Date

Run Codes Qptions Process Cancel

Archive / Purge Control Form

Application
The default application is ‘Debtors’. This cannot be changed.

Run Type

Select from the drop down the Run Type to be used. Valid options are:
e Report Only

e Update and Report

Run Code
Enter or select from the pop up the Run Code for this run.

Column headings to use

If the archived CSV files are to contain the first record as the heading for the data, then select from the
following options:

No headings

Field names

Field descriptions

Both Field names and descriptions

CSV File Directory
Nominate the location where the file should be created.

Transactions — Action
Nominate the action that is to occur. Valid options are:
e None - Does not perform any actions. Can be used for reporting purposes.

e Archive and Purge — Select to Archive the data to a specified file and delete the original records from
Pathway.
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e Purge Only — Will only delete the original records from Pathway.

Transaction Date
Enter a Date for the Transaction.

Run Codes Button

Use this button to enter additional details about the archiving run. The Archive/Purge Run Maintenance
Form will be displayed.

Archive/Purge Run Maintenance Form

Use this form to enter additional details about an archiving run.

8 Archive,/Purge Run Maintenance

Run Code

De=cription

Media Lakel |
Media Type
Media Location

I

Fun Motes ;I

o, Cancel |

Archive/Purge Run Maintenance Form

Run Code
Enter a unique 10 character user code that will identify this Run.

Description
Enter the Description of the Run to further identify this Run.

Media Label

Enter the user Media Label to identify the Media used to backup the exported CSV files which are created as
part of the Archive / Purge process.

Media Type

Select from the drop down the Media Type to be used to backup the exported CSV files which are created as
part of the Archive / Purge process. Note that no files will be produced if “Purge Only” is selected on the
previous screen.

Media Location
Enter a text description of the location for the stored Media.

Run Notes
Enter user notes about the run.
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Archive/Purge Run Enquiry

Archive/Purge Run Enquiry Form

Use this form to view the details about previous Archiving / Purge runs.

8B Archive/Purge Run Enquiry

——Run Date ———Run Code Description I
,'31 -hloe-2004 JIMTESTDS Debtors test _| s
01 -piove-2004 JIMTESTDS Debtors test
01 -piove-2004 JIMTESTEA Debtors test _|
01 -piove-2004 JIMTESTEA Debtors test
01 -piove-2004 JIMTESTEA Debtors test _|
31 -Oct-2004 JIMTESTEA Debtors test _vJ

Transactions
Action  Mone o Archive and Purge  © Purge Only

Transaction Date |01 -Jan-2002

Close |

Archive/Purge Run Enquiry Form

Run Date
This is the Run Date for the Archive/Purge run.

Run Code
This is the Run Code used for the Archive/Purge run.

Description
This is the Description used for the Archive/Purge run.

Detail Button
Click on the Detail button to display the Archive/Purge Run Maintenance Enquiry Form

Transactions — Action
This is the Actions used for the Archive/Purge run.

Transaction Date
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This is the Date entered for the Archive/Purge run.
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Bulk Apportionment Maintenance

This form allows for Apportionment to be performed over many Debtors at one time. The actions that can be
performed are:

e Apportioned

e Unapportioned

¢ Re-apportioned.

Bulk Apportionment Control Form

8 Bulk Apportionment Control =] 3

— Search Criteria

Search Method | IE T ETTITE -

Dektor Range = |
EERy FESUTE _"I

— Processing Options
Apportion Mode Spportion

" Unapportion

{ Re-appartion

Opkions Process Cancel

Bulk Apportionment Maintenance Form

Search Criteria — Search Method

Click on the drop down menu to select a Search Method. Possible choices are:
e Assessment Range

e Search System

Search Criteria — Debtor Range

Enter the from Debtor number and the to Debtor number being the range of Debtor numbers the Bulk
Apportionment process is to consider.

Search Criteria — Query Result

This field contains the description of a Query file that has been created to update the Assessments. Click on
the Pop Up to select a Query Result.

Apportion Mode

Selection can be made from the following options:

e Apportion — The process will apportion any transactions existing on the assessment that have not been
apportioned.

e Unapportion — The process will unapportion all transaction existing on the assessment.

e Re-apportion — The process will apportion all transaction existing on the assessment.
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Export Format Data String Maintenance

Use this form to create individual “Data String” fields in certain reports where data is extracted such as the
Statement and Aged Balance Roll.

Export Format Data String Maintenance

% Export Format Data String Maintenance = | I:Ilﬂ

Report :
Export Format | = |
Max. MNumber
— Group Mumnber 1o Add  pats String Field Mame Add—
Dhetailz | m Document Mumber -
Document Type [
Document Date [
Document Reference [
Line: Mumber [
Transzaction Date [
Document Start Date H
Document End Date I
Dizputed r _v|_|

Select Al Accepk Cancel

Export Format Data String Maintenance Form

Report

Select the Report that requires the data string fields. The valid options are: -
e Statement and Aged Balance Roll

e Document Printing

Export Format

Select from the pop up the format of the selected report to contain the data string fields. The format must
have already been set up for the report.

Group
This field displays the description for the group of fields. Itis only visible beside the first Data String Field
Name within the group.

Max. Number
This field displays the maximum number of times each Data String Field within the group can be repeated. It
is only visible beside the first Data String field Name within the group.

Number to Add
This field defaults to the value in the Max. Number field. It can be overridden with the number of times each
Data String Field within the Group is required to be added to the selected Export Format.

Data String Field Name
This field displays the Data String Field Name (without the numeric suffix (if applicable))

Add
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This checkbox field allows fields to be added to the selected Export Format. Fields will not be added if the
checkbox is set off.

Select All/Deselect All Button

This button will flip-flop between [Select All] and [Deselect Alll modes. When the [Select All] button is
pressed, it will check ON the Add field for all fields associated with the selected report and the button label
will change to [Deselect All].

When the [Deselect All] button is pressed, it will check OFF the Add field for all fields associated with the
selected report and the button label will change to [Select All].
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Debtors Data Verification Report

The Debtors Data Verification Report is a function that assists with the identification of existing Debtor
transaction and apportionment errors. All debtor transactions for the current rating period are checked. Any
errors found are reported on the Exception and Detail Reports.

Debtors Data Verification Report

The Debtors Data Verification Report is a function that assists with the identification of existing Debtors
transaction and apportionment errors. All debtor transactions for the current rating period are checked. Any
errors found are reported in the exception and detail reports. Assistance may be required from the Helpdesk
to resolve the errors reported.

The report will check for the following errors:

e Transactions with no Debt Type (excluding BALC, BALD, RFND, RCPT and their reversal transactions).
e Transactions for a Debt Type that does not exist.

o Receipts against proposed debtors

o Debtors that do not have a corresponding line in the LRAASSN table

e Transactions that should not have a Debt Type (i.e. BALC, BALD, RFND, RCPT and their reversal
transactions).

e Unapportioned Transactions (Reversals, BALC, BALD and RFND only).

e Unapportioned debts exist with unapportioned credits that should be apportioned to those debts. This
takes into consideration the apportionment rules for WorkSmart specific receipts and Category specific
receipts as well as the Debtors Parameter “Apportion to Disputed Debts” setting.

¢ Apportionment (Paid + Apportion) exceeds original transaction amount.
o Reversals exceed Transaction amount.

e Reversals not linked to an original transaction.

B Data Yerification Report Control

Search Criteria

Search bethod |G T Tl -
Debtor Range |

[BEsEHptian LI

Options | Process Cancel |

Debtor Data Verification Report Control Form

Search Method

Click on the drop down to select a Search Method. There are 2 choices:
e Debtor Range

e Search System

Debtor Range
Enter the ‘From’ Debtor account number to the ‘To’ Debtor account number and this will be the range
reported on. If all records are to be considered, then this can be left blank.
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Description
This field enables the use of Query Results to be reported on. To enable this, the Search System search
method must be selected. Users can then click the pop up button to view and select query results.
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