Municipal Tax Posting System
Documentation

1. Installing the system

This must be done the first time you install theteyn on a PC.
Insert the Installation CD

Program and files will be installed in the diregt@:\MUNTAX

1. Click on MY COMPUTER click D: (or whater your CD drive is)
2. Click SETUP file click NEXT

3. Type your name and Type Municipalitynia

4. Click Next - Next - Install

5. Click OK or IGNORE if any error is disgyked

6. Click FINISH

You are now ready to start using the Muntax paog

2. Updating the system
This must be done when a system update is available
System updates may be downloaded from the countysite, a diskette or a CD. Contact the
county IT department for instructions.

Be sure the Municipal Tax System is not runningmvieu run a System Update.

3. Annual Procedures

3.1 Request the Tax Masters diskette from the Cotliregsurer (December). Tax Master files
are also available on the county web-site. Cortactounty IT department for instructions.
3.2 If an updated system is available, run step 2iétipg the system)

3.3 Start the Municipal Tax Posting system

3.4 Click System Setup ~Entethecurrent year along with any other setup information Set
the Import/Export Drive to C if you download tax ster files from the county web-site.
Change the Import/Export Drive to A if you receivibe files on diskette. Change the
Import/Export Drive to D or E to match your CD diif you receive the files on a CD.

3.5 Click Build Township Files ~Insertthe Tax Masters diskette into drive A if you reasv
the tax master files on diskette. Insert the Tasteies CD into your CD drive if you received

the files on a CD. If you downloaded the Tax Magtes from the county web-site, they will
be copied from drive C.
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4. Starting The Municipal Tax Posting system.

Select Municipal Tax system from the Desktop icon
Enter a batch number and posting date and clicStag button

iy

Municipal Tax Posting

SQL

x|

Batch Mumber |'|

Posting D ate |1 2/26/ 2006

Skart |
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5. Main Menu
The Main Menu is the primary screen in the system.

. Municipal Tax Posting System

File Help
Post Datel| 2152007 Batch |-|_ I"v"illage of\w'ebster Tax Year 2007
Master Files Transactions EpEriE
Real Property Report
Beal Property kaster Receipts
Perz. Property Report
Eersu:uhrl':lal It:'r-:upert_l,l Addrezs Change
RN County Batch Repart
Townzhip Batch Repaort
Address Change Report
T axpayer Lizt
Depozit Report
Change B atch/D ate Voided Receipts
Settlement Report | Dwrner Report
Systemn Setup Build Townzhip Files Ewport Receipts E xit Syztem |
C:ASOLLandRecordshtuntas  Press F1 for Help | 10M6,/2007 | 3:54 Ak y
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6. System Setup Click the System Setup button on the Main Menu.

o1 [ione Puitogooiwebser
- FPerz. Property
407 Import/E xport Drive Interest B ate Fenalty R ate

[ % M.0000 %

Enter Mizc/Dog Liu: Receipt Type
(o 3-Part — Display Receint
Conin Eoch it v [l © Staenent [ P9 FeesP

Next Real Property| Receipth: | Mext Pers. Property Receipti: Bi5non 0=Use Real Prop. Receipti

Update Cloge -

Select pptions for your municipality. Options are:

Tax Year: Update before beginning each tax year.

County: Enter your county name and code.

Municipality : Enter the 3-digit code for your municipality ayour municipality name.
Multi-pay : This box will only be checked for those townshipshat allow 3 payments.
Import/Export Drive : Leave as C if you download files from the couwsb-site. Change to
A if you import files from a diskette. Change touycCD drive if you import files from a CD.
Interest Rate/Penalty RateThis will allow calculation of Interest and Peryadtmounts on
late Personal Property receipts. It also will clltaiinterest and Penalty amounts on late Real
Property receipts in multi-pay townships. Enterienthly interest rate and penalty rate (if
applicable). Example 1.0 = 1%.

Enter Misc/Dog Lic. Pymts: Check this box if you wish to enter dog licefeses or other
township payments (snowplowing etc.) during receigty.

Postpone Special AssessmeniBhis box is usually unchecked. Municipalities édkie option
of allowing taxpayers to postpone Special Assesssnattil the July payment.

Print Receipt: Check this box if you wish to print a receipt gach new receipt entered.
Confirm Each Print: If the previous box is checked: Check this boyafi want the option to
print or not print a receipt as each receipt i®ead. Ifnot checked a receipt will automatically
be printed.
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Receipt Type: 3-Part should be selected for all counties excegpsidurn County. Washburn
County townships should select Statement.

Display Receipt This box is normally checked only while you agsting or practicing on the
system. It will display the receipt on the scresstéad of printing.

Next Real Property Receipt Number This shows the next receipt number to automagical
display during real property receipt entAf.the start of each new tax year reset the receipt
number back to 1.

Next Pers. Property Receipt NumberThis shows the next receipt number to automagical
display during personal property receipt enfiythe start of each new tax year reset the

receipt number back to 5001. If you wish to use one set of receipt numbers t@hhleal and
personal property, set this to 0.

After making the changes needed click the UPDAT#&douat bottom of screen. Then click
CLOSE button.

Each new tax year you must go into System Setup and change the tax year to Current Tax Year
or Build Township Fileswill not be able to build receipt filel!

7. Import Township Files
Township files may be downloaded from the countpsite, a diskette or a CD. Contact the
county IT department for web-site instructions.

Download from a Diskette or CD
This function should bein ONLY once each yearto create files for the new year.
Insert the CD or Diskette into drive.
Be sure System Setup is correct before coimignu
1. Click onMy Computer — then on your CD or Diskette Drive
2. Double-click the file Taxfilennn where nisnyour municipality number
3. If a Run or Save option is displayed, Seam
4. Click Unzip
5. Click Close
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Click on the MUNICIPAL TAX icon BiZi® on your main computer screen

Click START — Click theBuild Township Files button. Leave the drive as C. Click OK.

Your Muntax.mdb file has now been built.

8. POSTING RECEIPTS

FIRST determine from the stub and payment mailed to you:
* Is the payment a partial, %2 payment or full payrent
* Did the taxpayer provide the Bill #?
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8.1 BILL # PROVIDED WITH PAYMENT CLICK on the RECEIPTS button under the
Transactions heading on the Main Menu. The Reckifzt entry screen will be displayed

5 x|
Date Batch# [ 1 Mame |
Bill # FIM | Applied I—
Feceiptdt [1 Pay Code |_ 1=1st Pymb; F=Full: P=Partial  — qrned Taq Lotiery Credis
O=0mitted; W=\ oid
FPayment Due Paid Inpaid Lottery Credit Applied .
Peal Estate| | | | | Print Screen
Sp. Assess | | | | Adi Lottery Credit | ‘
Sp. Charge | | | | |
Delq. Liti | | | | Fosted By
Forest Crop 1| | | |
Farest Crop 2 | | | Feceived From
Forest Crop 3 | | | |
MFL Dpen New | [ [ | IM
MFL Clozed Nem| | | |
MFL Open OId | | | | Cazh
MFL Clozed Old | | | | Mon-Cazh
DogLicense Foztmark Date Cazh Back
Misc. Pymt Qver/Under
Tatal | 0.oo | | |
Amt Received li .
b uilti- ‘ ‘ Exit
FPyrntz
Post a receipt Find a receipt
F1 F2 F3 F4 F& FE F¥ Fa F3 F10 F11 F12
Hel Perz. Tzt Part Ot Full
R Recpt Fyrnt Pyarnt Pyt Fymt

Normally 50-100 receipts make up one batch.

Press or click on thE2 function key to entePersonal Propertyreceipts.
Press or click on the7 function key to enteDmitted tax receipts
Press or click on thE5 function key to entet®™ Half payment.
Press or click on thE6 function key to entePARTIAL payment.
 Used to enter payment $ amount different froni 4dlf amount or Full payment
amount.
* Used if paying only a special charge, special assest or delqg utility and not making
a payment on real estate.
Press or click on tHe8 function key to enteFULL payment.

Once you have selected the mode of payment above,
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Enter the Bill Number. Only the right-most digitstbe Bill Number must be entered. The
year and municipality number are pre-set. ClickdDkress the Enter key.

Real Property Receipl

Date {24 E/2007 Batchi I_T Mame ||
Bill # ] PIM ] Appled
= = Lattery Cradits ]
Receiptd 11 Pay Cods ]_ 1=1st Ppmt: F=Full: P=Partial ' — qried Tax
O=0rmitted; W=4oid
Fayrment Due Paid Unpaid Lottery Credit Applied 7
Feal Estate] | | | ] Frint Screen
3p. Azsess | | | | &dj. Lottery Credit Addres: ‘
Sp. Charge | | | [ 0 —
Dielg. LIkl ] | |
Forest Crop 1/ | | Enter Bill #:07-191
il Ok,
Forest Crop 2 | | Q
Farezt Crop 3 I ] ] Aﬂl
MFL Open Mew ] ] ]
MFL Clased New| ] ] 31291
MFL Open Old 1 ] ] ] Lash ] 0
MFL Clozed Oid | | | | Mor-Cash 0.on |
BagLicehse Postmark. D ate Cazh Back 0
Misc. Pymt | 127162007 Overnder | §
Total | 0.on || | |
Amt Received
(SIS 0.00 B Lalt- Prew | Fist | Last | Mest ‘ Exit
: Purnts
: Fost a receipt Find a receipt
F1 F2 B F5 F& B BE REl B B Fi2 1
Pers. Print e Tst Part Dt Full : i
Help Fecpt | Recpt =HC ‘ Pyt Pt Pyt Pymt Recttt | Name Bl # ‘ Hatch
T

The Full Payment or*iPymt buttons will take you to the receipt screéitnthe cursor in the
AMOUNT RECEIVED box. If the amount paid is moraththe amount due, put the amount
actually paid in this area and the REFUND due #ixpayer will be calculated for you.

If the difference is less than $1.00 it will beplas/ed as Over/Under; otherwise it will be
displayed as Cash Back. These amounts can be chasgecessary

-Next, TAB over or click on the box that says POBIEY and type in your initials.

-Tab to RECEIVED FROM and type in the entity treataking the payment. If it is someone
other than the owner on the tax bill, be sure p2ty that person. Example: Wells Fargo
Mortgage Co pays on Kerr’s taxes, in Received fppnhWells Fargo Mortg (as much of the

name as you can)

-Tab to REFERENCE # and type in the CHECK #, CA3H gou accept credit card payments

type in MC or VISA etc.
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-If this is a cash or part cash payment, entectislh amount. The Non-Cash amount will be
automatically adjusted. If the Non-Cash amounbisancheck, click on the drop-down box next to
the Non-Cash amount and select the correct paytyjgat

Look over what you have entered. If everything wokrrect, CLICKF4 UPD button. If you
noticed an error such as you entered a wrong Rill it a wrong payment type (full payment
instead of first installment) click on CANCEL orgss your ESC key, and it will bring you back
to the main menu and you can start oydo. receipt is actually recorded until the UPDATE
button (F4) is pressed

=) ﬂi
Date |27 o00n  Bpteh# [ 9 Mame [sRTHUR ANDERSON
Bill # [oe-151-0z1291 | PIN. |07-1971-2-39-16-08-5 15-042-017000 Applied T
Receipth [{  PayCode|| 1=TstPymb F=Ful: P=Partial ~ qooned 72, Lattery Credits
O =0mitted; W=\ oid
Fapment Due Faid Unpaid Lottery Credit Applied )
Feal Estate| $1.62299 | | $0.00 | $1.62293 | $58.72 M
Sp. Assess | $0.00 | $0.00 | s0.00 A Lottery Credit [ A ‘
Sp. Change | $000 | $0.00 | | $0.00 |
Delg. Util | $0.00 | $0.00 | $0.00 Posted By
Forest Crop 1 | $0.00 | $0.00 || $0.00 |
Forest Crop 2 $0.00 | $0.00 | 40.00 Received From
Farest Crop 3| 000 | 30.00 | $0.00 |."—‘~F|THL|F| AMDERSOM
MFL Open New | $000 | $0.00 | $0.00 IM
MFL Closed New so.00 | $0.00 | $0.00
MFL Open Oid | $0.00 | $0.00 | $0.00 Cash 0.00
MFL Closed Oid | $0.00 | $0.00 | g0 MonCash | 78214 [Check |
Dog License 0.00 Postmark Date CashBack |
Misc. Pymt (il 121742008 OverUnder [ 0
Total | 7A214 $1.622.99 | $0.00 | $1.62299
Amt Received 78214 J ‘ ‘
‘ Esc Cancel Pzt a receipt Find a receipt
F1 Fz F3 b7} F5 FE F7 F3 F3 FiIo  F11 F12
MR EE BEEE E =l

When data is displayed on screen, you may abandon the update by pressing the ESC key or
Cancel button; otherwise you may move through the fields by using the Mouse, Enter key, Tab
key, or Down-arrow key. You may back up to a field using the Mouse or Up-arrow key.
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Receipt Fields:
Pay Code
1=1st half payment (1st Pymt (f5) button will autdroally display 1st payment amounts.
F=Full payment (Full Pymt (f8) button will automatdity display full payment amounts)
P=Partial Payment (Any other payment)
Amount: Enter the payment amount in the Total Bidye payment will automatically be
allocated to the correct tax (Real Estate, Spdgakssment etc.). These amounts can be
changed if necessary. A warning message will bglaled if payments are not made to

taxes in the correct sequence (Delinquent Utilitigsecial Charge, Special Assessment,
PFC/MFL, Real Estate).

You may adjust the Lottery Credit (Late Lottery @iteor Reversed Lottery Credit) by
entering a +1,2 or 3 (Late Lottery) or —1,2 or &{Brsed Lottery) in the box next to Adj.
Lottery Credit. The amount of the adjusted lottemgdit will be displayed below the box. The
Real Estate amounts will be adjusted for Full brRayments.

If you elected to enter Misc Payments (in Municiyabystem Setup), you may enter Dog
License fees and Misc. Payments.

If you elected to post more than 2 scheduled paysn@nMunicipality System Setup),
interest and penalty amounts will be calculatedate payments. You may change these
amounts if necessary.
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8.2 RECEIPTING WITHOUT BILL # PROVIDED

When a payment is received and all there is ordyctieck with no Bill # provided, on the MAIN
MENU click on REAL PROPERTY MASTER,

In the lower right hand corner of the screen urkled a Record Click on F10 Nameand type in
all or part of the Last Name of the taxpayer amckdDK or press the Entef key

& Real Property

File Help

Bil # |05-191-031286 FIN  |07-191-2-39-16-08-5 15-042-011000 E B
|06-131- J07191-23316-085 15042 151330001100 =

Name 41| EN CSMITH :
Addiess [P0 B0 533 | [WEBSTER 'l 54833 1 th
Land |mprovenment EFkAY Met Tax |
Values |5 200 i |7.330 I 130,33 .

Legsl  |WILLAGE OF WEBSTER Bl A

IN 45 LOTS 1 &2 BLK 1 |

Find Last Name

I Enter Last Mame: |
Receiptz oK
DATE BATCH |RECEIPTH# |PAYMEMT Cemma] |
[JOHNS
Prirt
F1 F2 F3 F4 F5 F& F? Fa F3 Fl Fi1 F12 Fie
Help | TET:IH ?1:2:3' Prev First Last | Mest E;:::S M ame Bill # | Bept Fe
I

Tax Bills will be displayed.

' RealMaster

HAME BILLY TOTAL DUE
p [JOHMSOM EUGEME 0E191031878 802,29

JOHMSON EUGEME 0E191031896 12656

JOHMSOM JOY M 0E191031487 107359

JOHMSOM JUDY A& 06191031797 E32.67

JOHMSOM MORMAN & BARBARA 061910315390 473,39

JOHMSON MORMAN & BARBARA 0191031623 A7336

JOHMSON ROBERT L & KIMEERLY A OE191031613 2615.58

JOHMSOM MOTORS IMC 061931051302 281.88

JOHMSON MOTORS IMC 0B131021303 84373

JOHMSON MOTORS IMC 0B131021304 28381

JOHMSON MOTORS IMC 0B131031305 851.40

Print
F3 F4 Fg) F12 Esc
Total Paid |$D'EIEI -II::!T | ?1::::' | Display Rcpt Close |

NI 4 | kM
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Using the mouse, highlight the parcel you waneteipt, then click ofF12 RCPT to bring you
into the receipting screen.

Post the receipt as described in Section 8.1

8.3 PARTIAL PAYMENTS

Find the bill you want to receipt as described.ih@& 8.2 and click oR6 Part Pymt.

Date Batch#t [ 1 Mame [jONATHAM THOMPSOM
Bill # FIN |07-191-2-39-16-08-5 15-042-023000 Applied o
. - Lottery Creditz
Receipt |4 Pay |:.:,.:|E|— 1=1st Pymt: F=Full: P<Partial  — grited Tax
O =0mitted; W=\ oid
FPayment Due Faid Inpaid Lottery Credit Applied Print 5
Fieal Estate| 45969 | $3629.98 | 3000 | 3362998 | | $0.00 rink Screen
Sp. Assess | 4031 | 354031 | | s0.00 | 354031 Ad Lottery Credit I Al ‘ |
ange |
Sp. Charge | o $000 | $0.00 | $0.00 |
Delg Ut | o $0.00 | $0.00 | $0.00 Posted By
Forest Crop 1| o $000 | $0.00 | $0.00
Forest Crop 2 0| $0.00 | $0.00 | 40,00 Received Fram
Forest Crop 3| 0| $0.00 | $0.00 || 3000 [IONATHAN THOMPSOM
Referencett
MFL Open New | o | $0.00 | $000 | $0.00 —
MFL Closed Mew| o $0.00 | $000 | $0.00
MFL OpenOid | T $000 | $000 | $0.00 Lazh 0.00
MFL Closed Old | T $000 | $000 | $000  MonCash [ 1000.00 |Check = | [
Dog Lizense 0 Piostrnark, 0 ate Cash Back il |
Misc. Pymt 0 1241772006 OverlUnder [ 0
Tatal | 100000 | $4170.29 | $000 | $4.170.29
Amt Received ‘ ‘ i
Post a receipt Find a receipt
F1 F2 FE F7 Fa Fa Fin F11 Fiz
o | - BB EE

AN
The cursor will go to thé’SIal box. Enter the amount the ta er is going to pehe amount
will be automatically distributed to the properéaxTAB down to Amt Receivedand entethe
amount received if different from the Total. REFUNDe the taxpayer will be calculated for you.
If the difference is less than $1.00 it will beplés/ed as Over/Under; otherwise it will be
displayed as Cash Back. These amounts can be chasgecessary.
TAB to Posted By, enter your initialSAB to Received From and enter who paid, fBAB to
Reference # and enter Check #
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If this is a cash or part cash payment, enter éis& @mount. The Non-Cash amount will be

automatically adjusted. If the Non-Cash amounbisancheck, click on the drop-down box next to

the Non-Cash amount and select the correct paytyjgat

If all info looks correctlick on F4 Upd to update and post receipt.

The new balance due will not show in the UNPAIDucan until receipt is Updated, then notice

how the unpaid column reflects the new balance due.

= Real Property Receipt

Date  [72770005  Bateh# [ 1 \Mame  [JONATHAN THOMPSON
Bill # [06-151 021 254 FIN AZ:151-2-33-16-08-5 15-042-023000 ] tat‘-‘mplicedd_t o i
. . atrer rediis
Receipti |1_ Fay Code Ip_ 1Di1§:nﬁfergt\5:\ﬁzlld P=Partial ¥
Payrnent Due Paid Unpaid Lottery Credit Applied )
RealEstate] 445305 | g3g2988 | sdsass||  s3.17029 $0.00 Ml
Sp.Assess[ gmanat | esd031 | 454031 | $0.00 [ Lottery Credit i fildrzz: I
5p. Chargs | $0.00 B 000 000 | $0.00 [ so00 —
Delg Util | $0.00 $0.00 $0.00 | $0.00 Posted By J
Forest Crop 1| $0.00 ff $0.00 $0.00 | $0.00 o
Farest Crop 2 IW I 30,00 I 30,00 I 30,00 Received Fram .
Forest Crop 3 | $0.00 $0.00 | $0.00 $0.00 HONATHAN THOMPSON I
MFL Open New: | $0.00 $0.00 | s000 | $0.00 I;:;Tﬂ
MFL Closed Hewy $0.00 $0.00 | 000 | $0.00 \
MFL Open Old | $0.00 ] $0.00 | $0.00 | $0.00 Cash $0.00 |
MFL Closed Oid | $0.00 | $0.00 | $0.00 | $0.00 (SMonCash ff 4100000 fCheck  =|/F
Dog License I $0.00 Pastrnark, Date Cash Back +0.00
Mizc. Pyt I $0.00 |12.-"1 742006 Dver/Under IW
Tatal | g100000 |  $417029 | 4100000 | $3.170.29
At Received $1.000.00 M Prev | First | Last | MNext Esit | L
i BEiEse Post :fgzipt Find a receipt
F1 F2 F3 F4 F5 F& F7 F8 F9 FI0 F11 F12 1
et g:-;gﬁt Eggtpt up':'l F];rtnt F'Eyanrwtt ngrmtt F":ygr::t ezt (Wems | Bl | Bjztehy -
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8.4 Muliple receipts paid by a single check

When a single payment for more than one bill i€nesd , on the MAIN MENU click on REAL
PROPERTY MASTER,
On the bottom of the screen, click B& Multi-Pymts.

= Real Property

File Help
Bill # PIN i
|EIE-1 91-031286 07-191-2-33-16-08-51 5-0\2-01 1000 I1 91330001100
Name  [a| LEN C SMITH \
Addiess [P0 BOX 533 | [WEBSTER '/ 54293
Land |mprovement EFbY Met Tax
Values [ 200 0 |7.330 I 130,23
Legal IVILL.-'B.GE OF WEBSTER Propalty Address
|M 45'L0T5 1 & 2 BLK. 1 |
I Eac
Receipts
DATE BATCH |RECEIPTH# |PAYMEMT E xit |
- Legacy
et Find a record H
F1 F2 F3 F4 F5 F& F? Fa F3 Fi0 F11 F12
Help | TBT ?_;::f;' Prev First Last | Mest Ir;'dyL::tls Marmne Bill # | Bcpt
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Then click on the of10 Select by Namdutton. You may also select bills by Bill# by ¢lieg
theF11 Select by Bill#button in\which case you will enter each bill numtzebe paid.

w Owners
wWHER MAME
\
Fz \ F10 F11 Esc
Select
Select b Select
Dwiner N afn . by Billtt Close

Enter all or part of the owners last name and pitres©k button or Enter key.

'wNER NAME

Find Last Mame

Enter Last Mame: Ok |
_ Carcel |

Fz Cancel

Select
Owner

[JOHNSON
BT i
F1 F2 F3 F4 F5  FB F7 Fa F§ FI0 F11 F12 Rer
Help | TB:IH Sn_tl::ﬁ'l Prey First | Last Mext It'd_l,:-:ll'uttls M armne Bill # | Rept R
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O ER HatdE

JOHMSOM EUGEME

JOHMSOM JO M

JOHWSOM JUD &

JOHMSOM HORMAN & BARBARA
JOHMSOM ROBERT L & KIMBERLY &

JOHMSOM MOTORS IMC

F2 F10

Select 5 T:!Ed |
Owner Name

F11

Select
by Bill#

Using the mouse, highlight the owner name you w@anéceipt, then click oR2 Select Owner

button.
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JOHKSOM MOTORS IMC

JOHWSOM EUGENE

JOHKSOMN JO M

JOHWSOM JUDY A

JOHWEOM MNORMAN & EARBARA —_
JOHMNSOM ROEERT L & KIMBERLY A

earl

F2 Fi0 Fi1 ; ;
Select Ese S
Select b Select
Dwner Nare by Bill Clase  eport
i

T

= Unpaid Parcels

Disner Hame [BILLNO PrMT1_[P&v1]  DUE  |PAYOFF
b [JOHNSON MOTORS INC 08191031302 140,94 281,85 M

JOHMSOM MOTORS INC 06191031303 42187 B43TAN

JOHMSOM MOTORS [NC 06191031304 14191 283.81(M

JOHHSOM MOTORS [NC 0E191031305 425,70 851 40 M

B F3. F5 F& F12 Esc
Total Paid 1:31 130,42 Remove Remaove Bil AllFist | Al Payoff Past
Dhwrer Mumber Pyrntz Purntz Receiptz Close

All of the owners bills that are u will be pligyed in the lower pane. Owner Name\and Bill#
are shown along with thé'payment due T1) and the payoff amount due (DUEPAY1
Code of Y indicates that thé' payment will be matte.

The default is to pay the'payment due for all bills (P otal Pagldisplayed on the

lower left side of the bottom pane.

If some ' payments and some Full payments are heing madengy manually change an
individual PAY1 Code to N. The PAYOFF Code for/tii# will be automatically changed to Y.
Total Paid will be adjusted.

If all full payments are being made, click tik& All Payoff Pymts button. All of the PAY1
codes will be changed to N and the PAYOFF codelsheichanged to Y. The Total Paid will
reflect the changes.
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OWHER HAME

JOHNSOM EUGEME

JOHWSOM JOY M

JOHWSOMN JUDY &

JOHNSOM NORMAN & BARBARA
JOHWESOM ROBERT L & KIMBERLY &

|8 JOHNSOM MOTORS INC

Select
I:Iwrjer

Fin F11
S'T‘Jljd | Selep:t
fisn by Bill

Esc

LCloze |

eal

You may change back to aff'

You may remove a

F3 Remove Bill Ndmber

You may remove an owner completely by highlightimg of the owners bills with the mouse and

clicking F2 Remove Owner

Dwner Mame EILLNO PYMT1 [PAvi] DUE  [PAYOFF |
b [JOHNSOM MOTORS INC 05191037302 140,94 N 2681 88
JOHNSON MOTORS INC 0F1 91051303 421 57N B43 73T
JOHMSON MOTORS INC 0F131031304 147.97|N 2B3R1Y
JOHMSOM MOTORS INC 06191031205 425.70N 851,40
F2. F3 F§ F& F12 BE
Tatal Paid |$2,250.32 Remave Remaove Bil AllFist | | Al Pavoft Post
Owner Nuw:uel Frymt: Pumts Feceipts ta

yments by pressing thE5All First Pymts button

fll completely by highlightingethill with the mouse and clicking

If a partial payment is being made, you may mdgwdange the individual PYMT1 Amount to
the amount of partial payment. The PAY1 and PAY@feiees will be automatically changed to
N. Total Paid will be adjusted
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If other owners bills are being paid, click th&0 Select by Naméutton in the top panel.
Enter all or part of the owners last name and pires©k button or Enter key.

Click on the owner name you want to receipt, tHeskon F2 Select Owner button

The owners bills will be added to the lower pane.

When everything is correct in the lower pane, ctitkF12 Post Receiptbutton.
The Multiple Receipt Posting screen will be disgldy

S - [ox||
Date Batch# [ 1 Feceiptt |2 Payar Mame and Address

[JOHMSOM MOTORS INC

Posted By |PO BOM 997

i |CLARKSDALE M5 32614

Received From Postmark Date
|.JIZIHN5EIN MOTORS IMC |12x’1 72006
Fieferencett
Cazh

Total [ 2082 NonCash [ 226082 [Check  +|
it Received 226002 Cash Back li

Ovwer/Under Exi
Eac F4 it
f* Summary Receipt
LCancel Pzt
" Individual Receipts

Enter your initials in Posted BYAB to Received From and enter who paid fBAB to
Reference # and enter check number.

TAB to Amt Receivedind entethe amount received if different from Total.

The REFUND due the taxpayer will be calculatedyfou. If the difference is less than $1.00 it

will be displayed as Over/Under; otherwise it iodl displayed as Cash Back. These amounts can
be changed as necessary

If this is a cash or part cash payment, enter éisé amount. The Non-Cash amount will be
automatically adjusted. If the Non-Cash amounbisancheck, click on the drop-down box next to
the Non-Cash amount and select the correct paytyjgat

You may change the Payor Name and Address if naigess

The default is to print a summary receipt, whidhsliall receipts posted on a single page.
If you wish to print an individual receipt for eatdx bill paid, select Individual Receipts.

If all info looks correctlick on F4 Postto update and post receipt.
8.5 OMITTED TAX — Click onF7 Omit Pymt
Enter the complete Bill Number of tloenitted tax payment. Press Ok or Enter key.
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w Real Praperty Receipt

Date 1B 2007 __Eatch#l 1 Mame |

B AN

Receiptt |- PauCode|  1=Tst Pumt; F=Full; P=Partial ;
; I | Y I_ O=Omitted: V=Vid [ Omitted Tax

_ - Papment Due Paid Unpaid e il
Real Estate] | [ | £ S e |
5p. fhezess | | | Sddrezs
; : Change
5p. Ehargel | |
Delg. Ui [ [ |
Farest Crap 1 | | | ]
...... Ok
 Faorest Crop 2 | I I —‘
~ Faorest Crop 3 | | | _Eﬁl_l
MFL Open Mew | | |
MFL Closed New | | |05191031286
tFL Open Old | | | | Lash | 0 -
MFL Closed Oid | | | | - Mon-Cash | oo F
= |
Dog LIF'.EHSE I Postmark Date ' Cash Back I o L
Mise. P}fmt I |1"'I-I B/2007 - OwerdUnder I—D:
Total | 0.on I I I
At Received 3 : :
ek o004 Pualt- Prew | First | Last | Mest Exit |-
i o Pyrits - -
L0 sl Pzt a receipt Find a receipt
B GER) GFR) GEA GER) . GRBL G GFD RO P FI2 i
Pers, Print . st Part Ot Ful ] 3
hisi Recpt | Recpt e Pumt Pymt Pymt Pymt Rectit | Name Bill & | Batch | i
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Mame |A|LEN C & MARY L GLORYIGEN
Bill # PIN' - |07-191-2-33-16-05-5 15-042-011000
Heceipt#lz Pau Code [0 1=1st Pymt; F=Full; P=Partial g
p CacelD 0=Omitted, V=void I Omitted Tax
Fayment Due Faid Uhpaid Pt §
Fieal Estate] 000 [ 13039 | w00 | $1903 Pt Soreen |
Sp..ﬁ.ssesal i | 40.00 | $0.00 | $0.00 Address |
Change
Sp. Charge | o $0.00 | $0.00 $0.00
Delg, Ut | o $0.00 | $0.00 | $0.00 Posted By
Forest Crap 1| a | $0.00 | $0.00 | $0.00 [
Forest I:r|:||:|2| i I $0.00 I $0.00 I 40,00 Received From
Farest Crop 3 0/ $0.00 | $0.00 | 5000 JALLEN C & MARY L GLORVIGEN
Referencett
MFL Open New | 0| $0.00 $0.00 | $0.00 I
MFL Clased New o $0.00 | $0.00 | $0.00
MFL Open Oid | o $0.00 | $0.00 | $0.00 Cash 0.00
MFL Closed Did | a | $0.00 | $0.00 | $0.00  MenCash 000 |Check =
Dog License I 0 Pastrnark, D ate Caszh Back I i
Misc. Pyt | 0 [1/16/2007 Overlnder | 0
Total | 000 | $13039 | $0.00 | $130.39
AmtRecsived [ o0 _ .
M MECems 0.00 o Li[ - Fres | Eirst | Last | Best E it |
. Pt
yord Lieverss Esc Cancel Pozt a receipt Find a receipt
F1 F2 F3 F4 F5 FE F7 Fa F3 F10 F11 F12
Ferz. Frint Tst Part it Full '
e Fecpt || Becpt Upd Pk Fyrnt Pyt Pyt Flecti | Hlams Bl | Baich

Post the receipt as described in Section 8.1
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9. REMOVING/ADDING LOTTERY CREDITS

To REMOVE a Lottery Credit that has been applied: entezipt@s FULL, £" or Part Pymt

Example: ¥ Payment.

u. Real Property Receipt

Date  [To/77 00 Batch# [9 MName [4RTHUR ANDERSON
Bil # Je-1a1-031291 PIN- |07-191-2-33-16-08-5 15-042-01 7000 Applied 1
. . Lottery Credits
Fleceu:nlﬂlz Pay Code |1 1=1st Pymt; F=Full; P=Partial g
yEode| O=Omited; Y=yaid M Dl T
Due Faid Inpaid Lottery Credit Applied Print &
Real Estate| 214 | $152299 || soo0 | s1eza | $56.72 | —Creenl
Sp. Assess | 0.00 | $0.00 | $0.00 || 40,00 | Adi Lottery Credit I .éﬁdress
ange
Sp. Charge | 0.00 000 | 000 | $0.00 [ ow
Delg. Uil | 0.00 ff $0.00 | $0.00 | £0.00 Pasted By 3
Forest Crop 1| 0.00 $0.00 | $0.00 | $0.00 Jwi
Forest Crop 2 | 0.00 000 | $0.00 | $0.00 Received From
= - - i
Farest Crop 3 | 0.00 $0.00 | $0.00 | $0.00 JARTHUR ANDERSON i
Referenceft ]
MFL Open New | 0.00 $0.00 $0.00 | $0.00 — .
MFL Closed New| 0.00 $0.00 $0.00 | $0.00 ¢
MFL OpenOld | 0.00 $0.00 | $0.00 | $0.00 Cash | 0.00 [
MFL Closed Old | 0.00 ff $0.00 | $0.00 | go.0o0  MorCash 76214 |Check = |
. Al
Dog License I 0.00 Postrnark, 0 ate Cash Back I i
Misc. Pyt | 0.00 |12£1 772008 Over/Lnder I—E' L
Total | 7a214 1| $152299 )| g0.00 | $152299 |
At Freceived
m NEEeme 78214 Multi-| Fress | FEirst | Last | Hest E =it |'
: Fyrmtz
eid Havaizs Ezc Cancel Post a receipt Find a receipt -
F1 F2 F4 F5 F& F7 Fa F3 Fio Fii F12 1
Fers. 1zt PBart Ornit Full ' i
Help Fecpt | Recpt Upd Pt Pt Fyrnt Fyrnt HiEct i iEms Bill # | Batch N

Enter —1 in Adj. Lottery Credit and press the TR&y
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A negative lottery credit amount will be displayiadhe box below the -1. For FULL oP
Payments, the amount of Real Estate tax and AnRRecgeived will be adjusted.

& Real Property Receipt

Date  [1277.0005  Batg Name |.-’-'«FETHyfF|.-’-'~NDEF|SDN !
Bil # 05191031 241 PN |07-141-2-39-16-08-5 15-042-017000 Applied i [
- ottery Credits
Hecmptﬁlz Pay Code/|1 1=1st Ppmb: F=Full; P=Parfial g
Y 0=Ormitfed; V=Vaid I il T
FPayment Due Faid Unpaid Lattery Credit Applied Pt &
Real Estate S IEETED A 358.72 it Sercen |
Sp. .-'-‘n.ssessl oo | £0.00 | / $0.00 I $0.00 Adj. Lottery Credit |4 Address
Change
Sp. Charge | 0.00 000 | / $0.00 $0.00 [ 72
Delg. Util | .00 £0.00 y $0.00 | £0.00 Pasted By
Forest Crop 1| 0.00 $u.uu/| $0.00 | $0.00 [
Forest Crop 2 I 0.on I $Dgﬂ I 40,00 I $0.00 Received Fram
Forest Crop 3 | 0.00 $9/Dn | $0.00 | $0.00 JARTHUR ANDERSON
Referenced
MFL Open New | a.oo ;u.uu | $0.00 | $0.00 —
MFL Closed New| 0.00 / $0.00 $0.00 | $0.00
MFL Open Old | 0.00 / $0.00 | $0.00 | $0.00 Cash | 0.00
MFL Closed Oid | ool $0.00 | $0.00 | $0.00  MNonlash 84086 |Check  w|f
Dog LICEI"ISBI 0.00 Postrnark, 0 ate Cash Back I il [
Misc. Pyt | 0.00 [12417 /2008 Overtnder [ @
Total | sy |  #1681.71 | $000 | #1687
At Received
i NEcee 840k B LilH- Frese | First | Last | Hest E xit
: Furmits
ot Lieverse Esc Cancel Fost a receipt Find a receipt
F1 F2 Fa F4 F& FE F7 Fa Fg FI00  F11 F12 !
Ferz. Frint 1at Bart Drmit Full "
=P Recpt || Recpt Upd Pt Fimt Fyrnt Fyrnt e LT il 2 | Baich

Continue posting the receipt as described in Se@&it
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To ADD a Lottery Credit: enter receipt as FULL br Part Pymt

Example: Full Payment

w Real Property Receipt |£
Date  [{2/772000  Batchlt [ 1 Mame [RUTH DICKSON
Bill # foe-141-031267 PIN-|07-191-2-29-16-08-5 15-042-01 2000 Applied o
- - Lattery Credits
Hec:eu:utﬂlg Pay Code |F 1=Tst Pumt; F=Full; P=Partial g
o CodelF LI Bt A, B B
Fayrment Due Faid Inpaid Lottery Credit Applied Print &
RealEstate] 313900 [ $3139.08 | soo0 [ 3313308 || $0.00 | —'”EE"l
Sp. Assess | 0.00 [ 000 | | $0.00 | s0.00| Ad Lottery Credit | Address |
arige
Sp. Charge | 0.00 000 | $0.00 | $0.00 [ oo
Delg. Uil | 0.00 | snon | $0.00 | $0.00 Posted By
Forest Crop 1| 0.00 $0.00 | $0.00 | $0.00 |
Forest Crop 2 | 0.00 000 | $0.00 | $0.00 Feceived From
Forest Crop 3 | 0.00 [ $0.00 | $0.00 | $0.00 JRUTH DICKSON
Referencett
MFL Dpen New | 0.00 $0.00 | $0.00 $0.00 —
MFL Closed New, 0.00 $0.00 | $0.00 | $0.00
MFL Open Old | 0.00 $0.00 | $0.00 | $0.00 Cash 0.00
MFL Closed Old | 0.00 $0.00 | $0.00 | go.on MonLash | 313908 [Check |
Deg LICEHSEI 0.00 Postmark. Date Cash Back I 1]
Misc. Pymt | 0.00 [12/17/2008 Overtlnder [
Total | 3908 | $313908 | $0.00 | $3139.08
AmtReceived | 3139.08 : :
M Neceve $133.08 B LilH- Frew | Erst | Last | Hest E wit |
) Purits
Heid Flavatis Esc Cancel Post a receipt Find a receipt
F1 F2 F3 F4 F5 F& F7 Fa F3 FIo F11 F12
Fers. Frirk 1=t Bart Dt Full q
HiE Fecpt || Recpt Upd Firnt Fyrnt Fyrnt Fyrnt Flecti | Hame Bil & | Baich

Enter +1 in Adj. Lottery Credit and press the TR&y
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A lottery credit amo
the amount of Real

w Real Property Receipf

eceivkdevadjusted.

t will be displayed in thexbbelow the +1. For FULL or’1 Payments,
e tax and Amount R

Date  [12/17/200¢ Narme |HNEKSDN
Bill # 05-191-031287 FIN. - 1g7-191-2-3396:08-5 15-042-01 2000 Applied o i
- - Lottery Credits
Fleu:eu:ut#lz Pay Code [P 1=Tgt Pymt; F=Full; PAPartial g
 Cope " O=Ohpitted: Y=y id N Otz -
Payment Due FPAid Unpaid e Credit Applied S
Real Estate| 308036 | $3.080.36 / s000 | g3.08036 )] $0.00 fin —Cfeenl
Sp. Assess | 0.0 $|:|_|:||:|/1 $0.00 | go.on Al Lattery Tredit |+1 Eﬁdress I
ange
5p. Chaige | ) | $n.m/l( | 000 $0.00 [ ar
Delg. Uti | 000l $D/ﬁn | 000 | $0.00 Pasted By 3
Forest Crop 1| 0.00 /{n.nn | $0.00 | $0.00 |
Farest Crop 2 I 0.00 /$|:| oo | $0.00 | 40,00 Received From
Forest Crop 3 | 0.00 / $0.00 | $0.00 | $0.00 JRUTH DICKSON i
Referancedt
MFL Open New | 0.00 / $0.00 | $0.00 | $0.00 — [
MFL Closed New 0.00 / $0.00 | $0.00 | $0.00 .
MFL Open Old | 0.00 /r $0.00 | $0.00 | $0.00 Cash | 0.00 |
MFL Closed Oid | 0.0y $0.00 | $0.00 | 000 Monlash 308036 |Check v | [
Dog License /00 Postrnark ['ate Cash Back I il [
Misc. Pymt 0.00 [12/17/2008 Ouernder [ o L
Total | /3080.38 [ 4306036 | $000 | $3.080.36 i
#mt Feceived
M MECEs 3080. 36 Multi-l Frew | First | Last | Hest E =it |'
. Purntz
iord Heverse Esc Cancel Pozt a receipt Find a receipt i
F1 F2 F3 Fi F5 F& F7 F3 F3 Flo F12 j
Ferz. Frirk 1=t Fart Dk Full q i
Help Fecpt || Recpt Upd Fyrnt Fyrnt Fyrnt Fyrnk Fiectt |§ Wame bill & | Batch L

Continue posting the receipt as described in Se&ib
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10. Personal Property
The receipting process for Personal Property weekg similar to the Real Property.

From the Receipt screen, press the F2-Pers Rettphland enter the Bill#
The receipt screen will be displayed.

OR

Pressing the Personal Property Master button oiidie Menu will display the Property
Master screen (the'tecord will be displayed).

Press the f5, 16, 7, f8 function keys to move tlgio the Property Master file
Press the F12 key to display the receipt screen.

OR

Press the f10 function key to find a Property Masteord by Last Name.
Enter all or part of the Last Name and press theb@tton or Enter key
Select the correct parcel and press the EY2ddisplay the receipt screen.
OR

Press the F11 function key to find a Property Masteord by Bill Number.
Enter the Bill Number and press the OK button oreERey.

Press the F12 key to display the receipt screen.

Full payment example:

S X
Date Batchit | 1 Mame [WEESTER HARDWARE
Bill # Frint Screen
Receiptlt (5000 7
ress
Pay Code |_ 1=1zt Pymt; 2=2nd Pymt; P=Part; O=0mit; V=\oid Change
Payrment Due Faid Unpaid
Pers. Prop. | | | $383.50 | $000 | $383.50
Dog License n.on
Wiz, Pyt lingn Fosted By
Interest o Received Fromu EBSTER HARDWARE
Penally ’7 Pastrnark D ate Reft
0.00 12/17/2006
Cash i
Non-Cash 38350 |Check -
Tatal | 39350 | $20350 | $0.00 | $283.50 | | [~
Aamt Received a3 50 Cash Back u
OeerUnder i
Esc
‘ LCancel
Past a receipt Find a receipt
F1 F2 F3 F4 F5 FE F¥ F& F3 F10 F11 F12
Real
e 11 Y P O T
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The Full Payment or®1Pymt buttons will take you to the receipt screétihe cursor in the
AMOUNT RECEIVED box. If the amount paid is moraththe amount due, put the amount
actually paid in this area and the REFUND due #ixpayer will be calculated for you.

If the difference is less than $1.00 it will beplas/ed as Over/Under; otherwise it will be
displayed as Cash Back. These amounts can be chasgecessary

-Next, TAB over or click on the box that says POBIEY and type in your initials.

-Tab to RECEIVED FROM and type in the entity treataking the payment. If it is someone
other than the owner on the tax bill, be sure petiy that person. Example: John Smith pays on
Webster Hardware taxes, in Received from put JohithS

-Tab to REFERENCE # and type in the CHECK #, CASH gou accept credit card payments
type in MC or VISA etc.

-If this is a cash or part cash payment, entecttslh amount. The Non-Cash amount will be
automatically adjusted. If the Non-Cash amounbisancheck, click on the drop-down box next to
the Non-Cash amount and select the correct paytyjeat

Receipt Fields:
Pay Code
1=1st half payment (1st Pymt (f5) button will autdroally display 1st payment amounts.
1 half payments are only allowed for parcels withspeal property codes P4B and
P4C (Mobile Homes and Buildings on leased land).
F=Full payment (Full Pymt (f8) button will automatdity display full payment amounts)
P=Partial Payment (Any other payment)
Amount: Enter the payment amount in the Total box.

You may adjust the Lottery Credit (Late Lottery @iteor Reversed Lottery Credit) by
entering a +1,2 or 3 (Late Lottery) or —1,2 or &YBrsed Lottery) in the box next to Adj.
Lottery Credit. The amount of the adjusted lottemgdit will be displayed below the box. The
Real Estate amounts will be adjusted for Full br Rayments.

If you elected to enter Misc Payments (in Municifyabystem Setup), you may enter Dog
License fees and Misc. Payments.

If you elected to post more than 2 scheduled paysn@nMunicipality System Setup),
interest and penalty amounts will be calculatedatm payments. You may change these
amounts if necessary.

Look over what you have entered. If everythingkkoorrect CLICKF4 UPD button. If you
noticed an error such as you entered a wrong Rill it a wrong payment type (full payment
instead of first installment) click on CANCEL orgss your ESC key, and it will bring you back
to the main menu and you can start oydo. receipt is actually recorded until the UPDATE
button (F4) is pressed.
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11. Address Changes

There are two ways to enter an address changele Whu are receipting ~ after you hit F4 to
post the receipt, while still in the screen onfdreright is the ADDRESS CHANGE button,

click on this button.

AII

[P

TFTT

E I |

Date  [1/12/2006 Batchif [ 1 Mame [)AMES A & CHARLENE L WELCH
v ET Bilt  [05010007238 FIN - |04-010-2-50-06-04-2 04-000-1 0000 Lottery Credits
M &, Address Ch X
T x| —
_ File Help
; Pritg Screen
Bill # IDE-D1D-DD?238
Addr
Change
Mame [JAMES & & CHARLENE L JwELCH Ouiner ID [TE557 e
U (15515 200TH 5T
I FPosted By
Ciy  [JM FALLS State [yl Zip [54746 | - ceived From
LCancel
Referencett
Ezit |
Find a record First | Last | Mext
Fi F2 Fa 1 F5 F& F7 Fé Fa Fi0 Fi Fi2
Help fidd | Delete | Update Erew: Eirst Last HExt | | Eill # | |
Drate
||_,_ 1) T T e T - T & Exit |
_ L | Eeversel Post a receipt Find a receipt
F1 F2 Fa F4 F5 F& F? ] Fg F10 Fi1 F12
I Pers. | Print st | Pan | omit |  Ful .
— Hep Fecpt| Fecpt Upd Pt = Pyt Pt Rect#t | Mame Bil # Batch

The Address Change screen will come up with the Bill # and name all ready on the
screen, TYPE in the NEW address, city, state and zip and click on the F4 Update button.

Window will pop up and say RECORD IS ADDED, Click OK.

The other way to enter an Address change is to:

Select Address Change from the Main Menu, will Bigpghe Address change screen.
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Press (F2) Add , then either “R” for Real EstatéRirfor Personal Property, click OK
Enter Bill # without the year or Mun#, click OKenter the new address and hit F4 to update
record.

| i Municinal Tax Posting Svsl _imi=il

x
File Help

iy [ x

Enter R=Real Froperty change or P=Pers. Prop. Change
Mame I Owner (D I
Cancel |
Addrezs I

City I
LCancel |
E xit |

Find a record
F1 Fa F3 Fd Fb F& F7 Fg Fa F10 F11 F12
Help Add Delete]  Update Brew Eirst Lazt et Bill #
| o WL LA BT LA T T S = FTE | gl LY l'llﬂrl.l [ =T A NN ] e IV JI

e

A report can be printed at the end of the tax seasadl forwarded to the Property Lister for
entry into the county computer system.

12. Locate and Print, Void or Reverse an Existing Bceipt
To locate an existing posted receipt, on the Ré&speen, bottom right hand corner there are
4 function keys.
F9 ~ Find by RECEIPT #
F10 ~ Find by NAME
F11 ~ Find by BILL #
F12 ~ Find by BATCH

Click on the appropriate button and enter the imfatron and click ok. The receipt will come
up, at this time you can view the receipt or if waigh to print it Click on the F3 Print Rect
button. To Void the receipt, click on the Void tmst. You will be asked to confirm the void

by clicking a Yes or No button. Voided receipt nierdomay NOT be re-used. If you wish to
Reverse a receipt, Click on the Reverse button. witilbe asked to confirm the reversal by
clicking a Yes or No button. Reversed receipt nusilneay be re-used by changing the receipt
number to the original number while re-posting tbeeipt.
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13. EXPORT RECEIPTS

This process is used to transfer batches of recwptither a diskette or temporary file to enail t
the County Treasurer. Each batch should contaih(g0receipts.

To Export to diskette: On the main screen click EXPORT RECEIPTS buttdoogtom of screen.
A screen will come up like the one below ~ Enter Batch #'s you want to export. To copy
batches to a diskette, change the Drive to A. kGDK.

M=
File Help
Post Date|7 /252005 Batch |-|_ I-l-':""“'r'I of Bel Tax Year 2005
Master Files Transactions Rl ol

| | Bral Pranertu B eninrt
GELY & Export Receipts x|

Perz

Ewxport Batches
From To

(N D oK |

Dirive

Cheiae Cancel |

Syztemn Setup Build Townzhip Filez Export R eceipts Exit System |

| Iy Sy S gy Sy Sy [y S—y W)

EXPORT RECEIPT FILE for EMAIL

1. Click on EXPORT RECEIPTS button

2. Enter Batch #'s you want to export .

3. Change the Drive to C. Click OK.

(saves receipt file i€:\Muntax as Bmmm###.txt ~ mmm stands for municipality # and #

stands for batch #Example: Town 034 batch 1 would |ook like BO34001.txt).

4. Go to your email anakttach the exportedeceipt file by clicking on the Paperclip or the word
Attach
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Bt Batch 1

© File Edit  Wiew Insert Format  Tools  Message  Help
:'L au ; ﬂ‘/
Zend ! ] Faste Undao Check,
Tao: |Iynn.neeck@c-:-.price.wi.us

| E2: |

Subject: |Batch 1

Lynn Neeck

Price County Treasurer
126 Cherry ST Room 105
Phillips, WI 54555

5. In the LOOK IN box drop down arrow to C:

6. Click on the MUNTAX folder

7. Click on the batch you want to attach. (Bmunéb#itxt) (ex. BO20001.txt)

Insert Attachment

Look in: | = Munta:;/

/

-

=4 Encrypt
_‘:g; OFfline

Customize. ..

-1 E'

|[®] addrchange.rot/  [Z] Bo34007.Ext [®) countvRept.rpt 2] CmitRe
[E] . [Z] Bo34008. Ext |®] pepasit.rpt POOZO4
020001 . Ext [Z] Bos4009.bxt [®] MunRept.rot POO404
2] BOZ<4003, bxt [Z] eoz4010. bt [ Muntasx.chm =1 ponE04
2] po3<4004.txt 2] po3<011.kxt 28 runt s Idb [Z] pogg.tx
2] pO3400S. txt ) B171001 .kxt ] Muntas. mdb PO1004
< >
File name:  |BOZ00OT but | Attach |
Files of twpe: |.-’.'-.II File= [".7] b | Cancel ]
[ take Shortcut to this file
|

8. Click SEND

14, Reports

Batch Receipt reports

Prints/Displays a county or township report ofratieipts in a batch. Use the county report to
verify batch totals before transferring to a dis&ddr the county. Include this report for each
batch transferred. The township report shows ameaaived, local payments (Dog license
fees, Misc. payments), cash back and over/undeuatsdo aid in bank deposit balancing.

1/15/2015




Town Batch Report Shows real estate, dog license, late lottergrast and penalty amounts
paid. Also shows amount of money refunded on casarment.

4 4 > M o= |%@||wuz v[|

1of1 Tatal:20 100 20 of 20

2672006

Fecepcd

Eillé

BATCH # 1

1
000
001
002

05010007321
05010007325
05010007328
05010007329
05010007334
05010007335
05010007225
05010007226
05010007230
05010007231
05010007232
03010007236
05010007238
05010007228
04010007155
04010007155
04010007155
TO5010014%

TO50100142

TO50100150

131125
131125
131125
131125
171206
1412406
1412406
1412406
112006
112006
11206
11206
11206
1526006
1526006
1526006
1526006
121205
112406
112406

7042
72080
30000
104043
20000
10000
43158
12300
50000
10000
89351
2287
35083
10000
oo
oo
25000
0841
153181
55526

Iimicipal Tax Posting System
Town of Bell

TaRad
Tap &l
30000
104043
S0000
10000
43158
12300
500000
10000
0T EL
oo
35083
10000
oo
oo
25000
50241
1431281
55526

Tupment

[
Laceary
Cradic

Tomrchip Batch Beceipt Report
Tux Year 2005

Incerese  Tensky

72042
72080
30000
104043
S00.00
10000
43158
12300
50000
10000
89351
22587
35083
10000
000
000
25000
50241
1431281
55526

BATCH # 1 TOTAL

Eeal Property 623104
5000

2,605 48

620817
25000
2,605 48

623104
250 00
2,605 48

Om jited Tax
Percomal Property

Total

917652

9,153 65 9,176 52

County Batch Report Breaks down specials, forest crop, lottery dradd real estate
payment amounts.
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4 1af1 LA | |%@||1uuz [ Total: 20 100% 20 of 20

TI2A2006 Imaicipal Iaw Pesting e i Comuty BawLEscsipt Bage 1t
Town of Bell Tuwx Year 2005
Lous
Beopit  EiS o SV S T v
EATUHS 1
1 05010007321 1271205 R 1 Tah4d 0. ] 000 ono ono ong oo -77s1 TANAL
2 05010007325 12/12:05 R F 7020 oon 0o o oo oo oo ooo -TTAL TamaEn
3 05010007328 1271205 R P 30000 ) oo ) oo oo ) oo -77s1 30000
4 05010007329 1271205 R F 104043 oo oo oo oo oo oo ooo Tril 104043
505010007334 01712206 R P a00.00 oo oo oo oo oo oo ooo Fril 0000
6 050100073335 0171206 R F 10000 oo ] onn 0no 0no 000 oon o 7TAl 10000
T 05010007225 0171206 R F 43188 oo ] onn ] ono 000 00 ona 43188
2 05010007 226 011206 R 1 12300 0. ] oo ] ] 0. o0 ] 12300
0 05010007230 011206 R T 50000 000 ona 0o oo ona 000 00 ona 50000
10 05010007321 011206 R I 10000 ) oo ) oo oo ) oo oo 10000
11 05010007232 0171206 K 1 Il oo ann oo oo oo oo oo oo EER N
12 05010007236 0L/1206 K F iili] oon 0o o oo oo 2287 oo oo 2287
13 05010007338 0112706 R 1 35983 ) oo ) oo oo ) oo 7Sl 35983
14 05010007228 0L726/06 R P 10000 oo oo oo oo oo oo oo oo 10000
15 4010007155 01726206 0O v oo oo oo oo oo oo oo oo oo i)
16 04010007155 0L26m6 0 04 W oo oo ] onn 0no 0no 0. o0 ] ana
17 04010007155 0L26m6 0 04 0O 25000 oo ] onn ] ono 000 00 ona 25000
000 POS0100143 1241205 P F AnE41 0. ] oo ] ] 0. o0 ] Sna4l
5001 POS0100148 011206 P F 162181 000 ona 0o oo ona 000 00 ona 163121
5002 POS0100150 01206 B F 55526 ) oo ) oo oo ) oo 7Sl 55506
EATCHS ] TOTAL
Faal Fro perty 6117 L] L] L] ono LI e oo MAl 613104
Cuatted Taz a0 00 L] L] L] ono LI L] L] L] 5000
Pazroual Fro perty 1,605 48 51 3,605 48
Tenl 9153 65 L] L] 0o oo LRI e 0on 15502 9,176 52
Famars Taral

Real Property report

Prints a report of all real property records shaniill#., owner and amounts due. All parcels,
Delinquent parcels or Postponed parcels may betsdleYou can print the report out in Bill #
Order or Alphabetically in Name Order.
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=
Sort Report By Select Parcels:
I
f* Bill Mumber Al
 Name {~ Postponed [1]:4
" Delinguent
E it
Perzonal Froperty s Csmge i
M aster _ LCounty Batch Report
T awnzhip Batch Report
Addresz Change Repaort
T a=payer Lizt
Depozit Bepart B
Change Batch/Date Yoided Feceipts :_
Syztem Setup Build Townzhip Files Export Receipts E it System o
| CASOLLandRiecords\Muntax Press F1 for Help | 7/26/2006 308 PM v
T TIEN IE N TENET O IINLTCIN T -

4 1af1 » ¥ o= | & & [0 =]|  Tems  100x 5of5

T2A2006 Town of Bell RealProperty Report Postponed Parcels Tax Year 2005
Feal Hpacinl Hpecin| iy Tencc Viad 0L 0L Luceery Tucal
. oy Tume TpeBuchiBaceped T : A Azac Charge e Crep T Open Choed Crdic Dus
05-010-007226  04-010-2-50-06-04-1 02-000-40000 TAMES A & CHARLEWE WELCH 24600 0n0 oo oo oo 0n0 oo oo 24600
1 1 8 LA1272006 123200 oo oo oo oog oo oo oo oo 12300
05-010-007230  04-010-2-50-06-04-1 02-000- 10000 EASENO, HATASHAL CVEE, STEVEH] 4T 5T 0n0 oo oo oo 0n0 oo oo T47 5T
P 19 122006 50000 000 000 ] o 000 000 an0 000 247 57
05-010-007232  04-010-2-50-06-04-1 04-000- 10000 EIT CHARD TOHH DUHH L7a7 6l 0n0 oo oo oo 0n0 oo oo 77il LTi010
1 1 11 LA2/2008 89381 0o ano 000 00 oo ano ano 0o 81629
05-010-007321  04-010-2.50-06-11-1 02-000- 10000 WARREN D I3 AACSOH a0z 21 0n0 oo oo oo 0n0 oo oo 77il 122630
1 1 1 1271202005 Ta942 0o ano 000 00 oo ano ano -T151 5T439
05-010-007334  04-010-2-50-06-11-3 03-000- 10000 CRAIG K SANDEERG ET AL L4004 0n0 oo oo oo 0n0 oo oo 124004
P 1 5 11202006 30000 000 000 ] o 000 000 a0 7151 36343
Total Taxes 5325903 oo oo oo 15502 517091
Teta | Paym ents 304623 oo oo L] LU 304623
AmountDue 11000 (0] L) L) 15502 111468

Personal Property report
Prints a report of all personal property recordsashg Bill#., owner and amounts due.
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LI Taf1+ P M o= | & 00x =] Tewn 100z 3 af 31

Tr2652006 Towr of Bell Parsonal Property Report Tax Tear 2005
1 nwl L sceery T [}
Trap Tun Crad In
Eillé e Typ B sechiF sce p b Dues
PO5-010-0126 ATTH: CHRIS HUD ACHEE S OMERSET MAHUFACTURING oo oo
P05-010-0127 C/0 MARVIMPOER & CO WASTE MAMAGEMENT IMC 1777 n 1rxe
05-010-0128 DPRIZM EMTERT AIMMENT IHMC 12026 g 12026
05-010-0120 ALAH T CAPRIGLIONE 4920 on 4920
PO5-010-0130 CORMUCOPLL T OURIST HOMES 1367 o 1367
mM5-010-0131 % PROODERIVER'S EHD 134 50 o 184 50
D05-010-0132  FLETH-EHLERS 4027 il 34087
05-010-0133 BEVERLY HIETZKE 7379 on 7399
M5-010-0134 RICH & GLEMD A ZBIEM 3282 oo 3282
M5-010-0135 DARLENE MILDEED HANSEN 3963 o 3063
5-010-0136 % DAVID PALM 300D EARTH SHOP 34106 ] 4166
P05-010-0137 FLEHLIPPS LOWICK,TOM & MARY 3038 ng 37038
D05-010-0138 TILLMAN'S MARINA 4020 o0 4920
PO5-010-0139 GRUEEE, GEORGE & RUTH VILLAGE DN/ CORHUC OPLA 40178 oo 40179
D05-010-0140  WHAT GOES ROUND (DUNEER) 393401 ] 30351

Address Change report
Prints/Displays a report showing address changesezhduring receipt posting. This report is
sent to the County Property Lister at the end efrttunicipal tax posting period.

Taxpayer list. Prints/Displays reports showing total taxes by &gy for Real Estate and
Personal Property.

Deposit Report.Prints/Displays a report showing Received FromeRsfce#, and Total
amount received by receipt# for Batch# From/To.

Voided ReceiptsPrints/Displays a report showing all voided receipt

Settlement Report.Prints/Displays a summary report to assist in Fatyrgettlement.
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15. Back up Data File ~ Transfer Data between computers
If you are receipting at the town hall and at home you may want to backup and transfer
the data that you just receipted to one or the other computers.

FIRST TIME Zip File:

e Put a blank disk in drive A: or CD in CD drive

» Click on My Computer or Click Windows key & E
* Click on C: or the + in front of C:

e Click on MUNTAX

File Edit View Faworites Tools Help

8% Muntax B@gl
ar

@ Back - <) ‘3‘ /.7" Search

I"L' ~ Falders

Address|(2) CiMunkax

Folders
Desktop
=] iD My Documents
=] iﬂ My Computer
= _5 314 Floppy (A:)
[= S Local Disk (1)
B | D) ATAXTEMP

) Co-Muntazxbils
) datanowdms
I DBASE
1) DEASEZ
® |C3) Documents and Setting
1) DOWNLOADS
1) Georghwnmdb
® ) Images
B [2) KPaMs
153 lj4200

& I MS0Cache
[ MUN Ty 2003 <D
B0 Muntax

=

Marme
(Dhtml
m AddrChange.rpk
@ CountyRept.rpb
\ﬂ Deposit, rpt
E MunRcpt rpt
E@ TMuntax. chrn

~

Open
New

& | Omit

Scan For Yiruses. .,

]
Ope With |
B Zip :
% [ Send To
PO1:
Heo!
iR
P06 Create Shortcut
] P02l Delete
P02 Rename
@ PrDPErtiES

Size:

23KB
145 KE
51KB
176 KE
14 KB
3,444 KB
155 KE
3KE

Type

File: Folder

RPT File
RPT File
RPT File
RPT File

Compiled HTML Help...
Microsaoft Access ap...

RPT File
File:
File
File

Date Modifisd
2f2{2005 12:14 PM
613(2004 5:21 AM
6312004 8:22 AM
162005 5:55 FM
10/12/2004 5:35 AM
11/7}2003 9:31 AM
9j2/2005 8:50 AM
6f3(2004 8:23 AM
12/32004 4:20 PM
12/1/2004 11:16 AM
12/1/2004 11:13 AM

3l Add ko Z :
| el add to Muntax.zip
| e Add to recently used Zip file ¥
3 Zip and E-Mail Muntax.zip

3 Zip and E-Mail Plus...

| i) Configure

SKEB
2KB
2KB
10KB

File
File:
File
File

12/1/2004 11:36 AM
1}26/2005 5:41 FM
12/13/2004 11:23 &M
12/7/2004 2:26 PM
12/1/2004 11:35 AM
12/6{2004 11:29 &M
12/3(2004 4:21 FM
12/10/2004 2:36 PM
12/3(2004 12:31 PM
12/7/2004 10:42 AM
12/1{2004 3:17 FM

» Right Click on MUNTAX.MDB folder
» Highlight WINZIP

* Click ADD to ZIP FILE

» Click NEW

Folders

Date Modified

(B Desktop S P 21212005 12:14 P
@ () My Documents _ N & ] f L 5302004 §:21 AM
B My Computer I 502004 5:22 AN
& 4 314 Flopp: /62005 5:55 PH
! % Local Disk Z 10/12/2004 8135 AM
e i [ Mew. J[ Open. | 11/7/2003 9:31 AM
g Actiar
& (3 datarw Hank EAdd (and replace) files
3 Deas Compressian: Doston
= g g::j [Mormal (£ My Documents
= ' My Computer
=) Do
153 Gearg —
& () Imaged - L
& (5 kpCH Dptions = L CDRW Drive (D7)
=3 4200 [ Save ful pathinfa 52 LynnNeeck on ‘pech [H:)
& 1) Minis: [T Store filenarmes in 8.3 format S TreasuerCarmman on 'pecht’ (1]
& (5 MPs T 22 Uommen on ech 1)
& ) Msoc] e [ Include orly if archive attribute is set £ Treasurer o D?Ch (K]
@ 2 Moy e N 0T | ] Rasst archive atrbut 22 Public on pech’ ]
() Muntax Include system and hidden fik &1 My Diglal Camera
= % My Network Places
5 B ndass - 5 2002 Municipal Tax
= ;g Emm _ = poszn 778 ) Unuesd Deskop St
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* Savein A: File name: (backup or town name) Click OK, Then ADD
SUBSEQUENT TIMES after doing backup First Time

1. Put backup disk in drive A:

2. Click on My Computer or click on Windows key & E

3. Clickon C: or + in front of C:

& Muntax
File Edit Yiew Favaorites Tools Help

@Back - & l? /_' Search \I' Folders v

T
Address !lj CiiMuntax

= | Mame =~ Size | Type Date Modified

File and Folder Tasks S0 S html File Folder 2{2}2005 12:14 PM

) R il |#) addrchange.rot Z3KE  RPTFile 632004 £:21 AM

7 |#) CountyRept.rpt 145KE  RPTFile 6132004 £:22 AM

[y Move this Fie %) Deposit.rpt SIKB RPT File 1/6/2005 5:55 PM

[} copy this file %] MunRept et 176 KE RPTFile 10/12/2004 5:35 AM

@ Publish this file ta the Web |'_?Q Muntas. chm 14KE Compiled HTML Help...  11§7/2003 9:31 AM
3,444 KB Microsoft Access Ap... 9/2/2005 5:50 AM

() E-mail this file

open " .
x Dilete tis fils 189 KE RPTFile 6132004 8123 AM

. T 3KE File 12{3(2004 4:20 PM

| ran For Yiruses. . SKB File 12/1/2004 11:16 AM

Other Places (2} Open With »  1zKB Fie _ 12/172004 11:18 &M
in Y 9 addta zip fle.. 12/1/2004 11:36 AM
e Local Disk (T paga.l | 69 el ko Munkas, i 1/26/2005 5:41 PM
53 My bocuments f Send To b: 1 A:\backup. ZIP
:g My Computar Cut 3 Zip and E-Mail Munkax.zip 2 alake.zip
\g My Mebwork Places B Copy 3 Zip and E-Mail Plus. ., 3 A\Muntax,zip
T i Corfigure 4 Ar\ELK 2003 mdb.zip

] ErealsSiiothe.t T CRDTIET 5 D\mewmunta, ZIP

Details Jencon  Delete LB e & C\DOWNLOADS e agles.zip
fpozzn  Rename 2KE File R e AW W e ! L

Muntas.mdb DE0240 oy s - 2KE File 12{7/2004 10:42 &M
Microsoft Access Application pozel, — 10KE File 12/1/2004 3:17 PM
Date Modified: Friday, =] PO2and 13KE File 12{14/2004 8:34 AM

Right Click on MUNTAX MDB w/key icon
Highlight WINZIP

Highlight ADD to Recently Used Zip File
Click on 1 \town name.zip

Remove disk

©NOORA
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Edit. Mew Favoritss  Tools

]} Rename this

{D Copy this Fils
& Publish this f
() E-mall this Fil
¥ Delete this fi

Mame
Muntax.mdb

Other Places

e Lacal Disk (C
[B My Documen|
i My Computs
Q Ty Mebwork

Type

[ Move thisFig Fle Actions  Opticrs  Help

replacing old Zip file

Cancel

Details

L BED

Date Modified
Zf2/2005 12:14 FM
0/3/2004 8:21 AM
312004 8:22 AM
JBi2005 5:55 PM
0/12/2004 8:35 AM
1)7/2003 9:31 AM
/2005 B:50 AM
3/2004 B123 AM
2§3{2004 4:20 PM
2)1/2004 11:16 &M
2{1/2004 11:18 &M
2{1/2004 11:36 AM
1262005 5:41 PM
2/13/2004 11:23 aM
2{7(2004 2:26 PM
2/1/2004 11:35 AM
2/6/2004 11:29 AM
2/3f2004 4:21 PM

Muntax.mdb

2[3f2004 12:31 PM

Date Modified: Friday,

f
|
f
i
2/10{2004 2:36 PM
i
f
!
|

replacing okd Zip il (NNRRNNANRRRNRRNA 100 ez 0z am
—
Microsoft Access Application = Poze0 10KE File 2/1/2004 3:17 PM
POZ504 13KB File 12{14/2004 8:34 &M

EXTRACT BACKUP TO YOUR COMPUTER

For XP version computer:

Put backup disk in drive A or your CD drive if using CD
Click on MY COMPUTER or Windows Key & E

Click on A: drive

Right click on BACKUP.ZIP folder

abhwnNPE

Highlight WINZIP then Click on EXTRACT TO:

2 Floppy (A:)

Edit Viet

(& s )

Help

Lﬁ? /':.7 Search || = Folders  [T25]-

address | an

File and Folder Tasks

=]} Rename this file

backup ZIP
474 KB

g Move this File WinZip Extract 2=
Copy this File

E Publish this File o the Web Fwam i &
. =] =

iy Prink Ehis file ) FD'dE'S/d('VES

W Delete this file 25 = i My Computer =]
& Allfiles ! tu Digital Camera | L
T Eie: Lol 3% Floppy [80] ]

other Places

) &2k CORW Diive (D)
& Py Computer [ ovenarite existig filss = 2% Lynn.Meeck on ‘pock
) My Documents [1 Skip older file: . E Z#8 TreasurerCommon on
- | 5% UCommon on 'poch’ |
W My Metwork Places Use falder nafnes 5958 Treasuner on ‘poch [+

Details 3
backup.ZIP
WinZip File

Date Modified: Today,
Seotermber 27, 2005, 8:13 AM

[[] Open Explofer window

|~

| & < Local Disk [C)

| x|

6. Extract files to: C:\MUNTAX
7. Click YES files have been successfully extracted
8. Click FINISH and Exit C:\
GO TO MUNTAX PROGRAM & MAKE SURE FILES HAVE BEEN UPDATED!

FOR NON-XP version:
1. Putin backup disk and click on MY COMPUTER
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Click on A: drive

Highlight WINZIP

EXTRACT TO C:\MUNTAX

Click on EXTRACT

REPLACE? YES After extracting the file go into MUNTAX Program check if
data transferred by looking at Town Report for last batch entered

o0k wN

16. Backup files
(DO THISWEEKLY)
Go into MY COMPUTER
Click on C:
Click on MUNTAX folder
LocateMuntax.mdb file Right click on this file
SEND TO A: or if you have a CD burner, Drag and Drop ttmelb file to a CD

arwpPRE

IF THE FILE IS REALLY LARGE it is SUGGESTED USING WZIP to COMPRESS FILE (if
you want to save on a diskette A:)

Click START

Click WINZIP

Click NEW

Create In: A:

File Name: name file examplieackup_date then click OK

ADD FROM: BROWSE to MUNTAX folder (C:) DOUBLE CLICKo Open
Click on MUNTAX.mdb file

Select

ADD

©CoNoOOA~WDNE
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