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Disclaimer

Harris Govern has taken due care in preparing this manual. However, nothing
contained herein modifies or alters in any way the standard terms and
conditions of the purchase, lease, or license agreement by which the product
was acquired, nor increases in any way the liability of Harris Govern to the
customer.
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Preface

Welcome to Govern, a comprehensive and fully integrated transaction-driven
system written exclusively for local governments. Govern includes a wide
variety of database modules:

Computer-Assisted Mass Appraisal (CAMA)
» Appeals & Grievances

* Appraisals / Property Valuations

* Comparables Sales Management

Financial Management
* Account Receivable
e Cash Collection

Land Management
* Business & Individual Licenses
*  Complaint Tracking

* Leasing
*  Permit Tracking & Inspection Scheduling
* Planing

¢ Violations

Revenue Management

* Aircraft & Boat Excise Tax

» Miscellaneous Billing

* Personal Property Tax Billing

* Real Property Tax Billing

+ Self Reported Tax Billing

* Special Assessments

* Tax Title / Tax Lien / Tax Sales
«  Utility Billing

Since 1980, MS Govern has worked hand in hand with State and Local
Governments to simplify the implementation of software solutions that
automate the flow of information related to their properties.
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Getting Started

Introduction: Business Tax

Overview

The Self Reported Tax subsystem has been designed for local governments
and organizations that need to report the sales tax that are generated from
local businesses and classified as Self Reported Tax, or Business Tax.

Harris Govern’s Self Reported Tax subsystem provides a flexible
administrative setup. Administrators are able to set up categories, add
customized fields with computations rules, define associated tax levies and
how they can be applied.

Self Reported or Business Tax is collected according to user-defined periods.
Even for infrequently collected tax, the organization needs to define a Period
record, with the number of periods set to zero.

Govern Users set up Self Reported Tax accounts for each individual and
company from whom they need to collect taxes. The Business Data Entry Tax
function provides detailed information on each record and direct access to the
Accounts Receivable subsystem for viewing and maintaining records and for
collecting payments.

Prerequisites

In addition to the Self Reported Tax module, the following Govern™ modules
are required:

*  Property Control
* Accounts Receivable

Page 1
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What’s New

In this section is a list of new features or changes in functionality in

the Self Reported Tax module of the Govern for NET™ release 6.0

application. Throughout the manual new features are indicated by
the symbol

Self Reported Tax Parameters

As a result of the extensive development in Govern release 6.0, Self Reported
Tax parameters are now setup completely in the Govern New Administration
(GNA) release 6.0.

When the fields for the forms have been created, the following User Field
Definition tables, are no longer used:

- USR_FIELDS_DEF
. USR_FIELDS_LABEL
.+ USR_FIELDS_MASK
. USR_FIELDS_NUMERIC_FORMAT

All the information that was formerly stored in these tables have been
converted to (Table: ST_PARM_FIELDS). In addition, columns that were
previously found in (Table: SY_FIELDS_DEF) are now located in (Table:
ST_PARM_CATEG).

Automatic Filer Creation

All filing records are created for the selected period chosen when the record is
setup. Empty filers, or "shells", are now created from the starting period up to
the last period defined in the parameters. This does not necessarily stop at the
end of the fiscal year. This change will facilitate Self Reported Tax support in
the eGovernment - Public Web Portal.

Change in Period

Periods can now be changed, e.g. quarterly to monthly. When a period is
changed, the system will start at the next valid chosen period start date, delete
the other periods and create the new ones. The Govern system will manage
the dates so that there are no overlaps. See Self Reported Tax Periods on
page 44 for details.

© 2015 Harris Govern Page 2
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Self Reported Occasional Filing for Seasonal Businesses

As of Release 6.0 the system supports seasonal filers, e.g. A summer
business that will only file for 3 monthly period within a year (summer camps,
private seasonal outdoor pools, and so on). The Occasional Filing has the
same functionality as the standard Self Reported Tax Filing but simplifies the
filing process so that seasonal businesses will not have to submit zero filers
for the months that they do not operate.

As an added feature businesses that initially begin using the occasional filing
model may at a later date be converted to a standard period based filing
model without impacting the system. See Converting from Occasional to
Standard filing on page 91.

Zero Filer Quick Entry

The Zero Filer Quick Entry feature updates un-filed ST records to the zero filer
using the current Fiscal Year, Department, and User Login in the application. A
grid is displayed that is populated with un-posted ST records. Updated filings
that are added can be quickly entered into the system with a barcode scanner.
The barcodes are generated by the user.See Zero Filer Quick Entry on

page 73 for details.

Changes within the Self Reported Tax

Although the Self Reported Tax module has been redesigned for Release 6.0,
a lot of the changes have occurred in the back end, and are therefore
transparent to the user. Users that are interested in the changes that have
occurred to the Govern suite of applications as a whole, should refer to the
Upgrading from Govern Suite Release 5.1 to 6.0 section of the Govern New
Administration (GNA) Release 6.0 user guide for details.

Change in management of Account

the management of active and inactive accounts was changed. It has been
replaced with Last Status Date for Start of inactive or start of active. See A
note about Amended Files on page 71 for details..

Corrected and Amended Filers

New and improved method for amended and corrected filers. In the case of an
Amended Filing, user will need to enter the value that is the difference
between their original filing and the their new filing. In the case of a Corrected

Page 3
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Filing, the user re-enters the full amount that the data is to be replaced with.
See Corrected Period on page 70 for details.

eGovernment behavior with Un-filed Accounts

Changes have been made to how the system handles Inactive Accounts that
are related to SRT. When a user performs a search, the system verifies if any
resulting accounts have been flagged as un-filed. If any outstanding filings are
found, the user is redirected to the filing page. Active From: Release
6.0.1503.410. See eGovern behavior with Un-filed Accounts on page 31

Quick Search

The search feature can be enhanced with a “Quick Save and Search” option
that improves data entry.When configured this feature reduces the time
between saving a modification on a record and having to reopen the Search
form to search for another record. See Self Reported Business Tax Quick
Search on page 61 for details.

© 2015 Harris Govern Page 4
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Self-Reported Tax

Self Reported Tax OpenForm

Overview

This section of the guide describes the functions that comprise the Self
Reported Tax OpenForm that is accessible to the Govern user:

Self Reported Tax Administration Settings

Use the Self Reported Tax administration forms in the Govern New
Administration (GNA) to configure the System Registry settings. In Govern this
feature is used to create an account for each individual and company for
which you need to collect Self Reported Tax. See Self Reported Tax Account
Maintenance on page 63.

Search

In order to complete the Self Reported Tax Data Entry form, it is necessary to
either perform a Search by Name, for the individual or company and account,
or create a new account, specifying a category and reporting period. See
Business Tax Search on page 58.

Self Reported Tax Account forms

Self Reported Tax Account

Use the Self Reported Tax Account Maintenance feature to create an account
for each individual and company for which you need to collect Self Reported
Tax. See Self Reported Tax Account Maintenance on page 63.

Link to Parcel ID group

Records from other modules can be linked to the Self Reported Tax record
using the Link to Parcel ID group. Module records that can be linked include,
Permits/Offenses/Workflow, Buildings, Inspections, Misc. Billing (MB), Utility
Billing (UB), and Personal Property (PP). See Linking in Self Reported Tax on
page 82

Note: This feature was on a separate tab in previous versions of
OpenForms.

Page 5
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Self Reported Tax Filing

Use the Self Reported Tax Filing form to complete payment collection
information, to view totals, interest payments and levies for each Self
Reported tax record. See Self Reported Tax Filing on page 68.

Self Reported Tax Mailing Index

The Self Reported Tax Mailing Index is used to maintain recipient information.
In this form, you can maintain general mailing information, such as address,
type, status, payer information and Inactive account status information. In
addition, you can specify an address to forward the mail to over a set time
period. See Self Reported Tax Mailing Index on page 84.

Self Reported Tax Occasional Filing

The Self Reported Tax Occasional Filing form ideally can be used for the
occasional or “seasonal” business. See Self Reported Tax Occasional Filing
on page 89.

Self Reported Tax Zero Filer

Self-Reported Tax filings are made according to your Reporting Period
settings. Occasionally, there will be periods where you will have nothing to
report; i.e. no sales, collected duties or deductions to report. In such
instances, a “zero filer option” is available in the Self-Reported Tax Data Entry
form. This option, when selected and saved under the Tax Filing tab of the
Business Tax OpenForm, will set all parameters to zero. See Option for “Zero
Filer” on Data Entry Form on page 72. New to release 6.0 is a Quick Entry
feature. See Zero Filer Quick Entry on page 73.

Modify fields of Self Reported Tax Categories Form

The fields on forms can require varying amounts of information. At times the
space, i.e. the dimensions of default field that are provided by the system may
not be sufficient; e.g. address fields where lengths can vary. Depending upon
business requirements, it is possible to adjust the width and height of fields
that are displayed to the end user. The control parameters required are
entered in the Self Reported Tax Categories form under the Fields tab. In the
GNA, the following parameters are available to be modified:

© 2015 Harris Govern Page 6
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Width: This is the width of the field in pixels. No unit should be specified. If no
value is entered, the system default width will be used.

Height: The value entered will control the height of the field in pixels. No unit
should be specified. If no value is entered, the system default height will be

used. See Modify fields of Self Reported Tax Categories Form on page 42 for
details.

Page 7
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Configuring Govern Self Reported Tax

The following steps will explain the configuration process of the Govern Self
Reported Tax module.

Note: The Govern Self Reported Business Tax module can be configured for
either an existing database, or to function with a new unpopulated, i.e.
empty database. The following steps are relevant to both scenarios.

Administration Settings

In Govern, administrative settings are configured in the applications System
Registry (Table: SY_REGISTRY). Administrative forms that are used to
configure the Business Tax module can be found in the Govern New
Administration (GNA) Release 6.0 application.

To access the OpenForms General Settings form...

1. Inthe Govern New Administration (GNA) ribbon, click to select the System
Parameters tab.

2. Click the General Settings Editor icon (A).

Govern New Administratian (GNA)
Options | _System Parameters | Application Configurations  Editors  Utilities  Windows

%%%’&

User Depar‘lment Report
nce e Parameters Editor

General
Settings Editer JMainten

&/ General Parameters [ Categories (2014) [ &7 Categories Form Setup (2014) | Periods (2014)

SRT General Parameters S B \ _ R T

OpenForms General Setti
Wzis ez Rtz — Registry Filter QSelf Reported Tax
10 B
eck Link (Create Missing Filing Prac
] I

i
3
QM‘\‘,

o] H Section Name " Key Name " Key Value

| General Parameters  Check Change Date (Create Missing Filing Process) (]
‘General P; CheckLmktoPenmts(CreateMlssmgFllmg Process) [:I

General Parameters  Increment

Self Reported Tax ~ Add WeekEnd, Holidays to Due Date (]

il BN A A g TN R ot s it g B Pt et

3. Inthe form, locate the Registry Filter and select Self Reported Tax.

Page 9 © 2015 Harris Govern



7 2 HARRIS

N~ GOVERN Configuring Govern Self
Reported Tax

Open Forms General Settings form

OpenForms General Settil @

Registry Filter { Self Reported Tax D
H Section Name " Key Name " Key Value
General Parameters  Check Change Date (Create Missing Filing Process) (v}
General Parameters  Check Link to Permits (Create Missing Filing Process) WA
General Parameters  Increment ‘ lUO‘
Self Reported Tax Add WeekEnd, Holidays to Due Date A
e ot et oy Pt o]

| (e ) Bn )

OpenForms General Settings parameters

In the Open Forms General Settings form, you will find the parameters for the
Missing Filing Process.

Check Change Date (Create Missing Filing Process): When the
Check Change Date (Create Missing Filing Process) option is selected, the
process will take the ST _MASTER. CHANGE_DATE as the Starting Date and
only creates filing records back up to that date.

Check Link to Permits (Create Missing Filing Process): Select this
option if the Self-Reported Tax (ST) account is linked to the Property
Management (PM) system. The process will take the PM_MASTER.
START_DATE as the Starting Date and only creates filing records back to that
date.

Controlling Account Number Increment

Increment: Entering a value into the Increment parameter will allow you to
control the number that is added to generate each subsequent account.

For example, if your Next Account Number is 00000201 and you have entered
an Increment of 100, the next account number to be automatically generated
will be 00000301. This incrementing is observed with each new account
generated.

© 2015 Harris Govern Page 10
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Add Weekend, Holidays to Due Date: Selecting the Add Weekend,
Holidays to Due Date option will factor in weekends and holidays in due dates.
This can impact the calculation of interest and other calculations

Accounts Receivable Configuration

AR General Parameters

As part of the Self-Reported Tax Setup, you need to set the Accounts
Receivable General Parameters. See Accounts Receivable Parameters for
Self Reported Tax Configuration on page 14.

AR Classes

Another component of the Self-Reported Tax Setup is the creation of Accounts
Receivable Classes. AR Classes can be linked to the various transaction
types, to General Ledger, account numbers and to penalty and interest
computation methods. See Accounts Receivable Classes on page 17.

Govern Administration Configuration

Department Setup

You need to define the self-reported tax parameters for each department that
maintains Self-Reported Tax data. See Department Setup for Self Reported
Tax on page 19.

Switch for Email Forwarding in Govern Admin

There is a switch in Govern Admin that allows the enabling or disabling the
address forwarding feature in the Self Reported Tax (ST) module. See
Enabling the Mailing Index in Govern Admin for details.

Page 11
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Self-Reported Tax Administrative Forms

SRT Copy to Year

The Copy to Year function is used to copy data from one year to the next. The
system will duplicate the Codes from the user selected available year to the
year specified. If there is data existing in the year, it will be overwritten.

General Parameters

The first form to set up for the Self-Reported Tax is the General Parameters
form. This generates the next self-reported tax account number. One is added
to each subsequent account created. See Self-Reported Tax General
Parameters.

Category

Use the Self-Reported Tax Category form to create categories for self-
reported tax. You can add penalties and discounts to the categories. Then, set
up Fields and Levies for each category. See Self-Reported Tax Categories.

General

Penalties and Interests: Define applicable penalties and interests, late
payment charges and so on.

Discount: Used to set up any required applicable discounts.

Fields

Use the Self-Reported Tax Fields form for creating computation rules for the
computing the Self-Reported Tax Categories on the Self-Reported Tax Data
Entry function. See Self-Reported Tax parameters.

Levies

Use the Self-Reported Tax Levies form to create levy codes for SRT tax levies.
You can define a levy type and computation method for each levy.

© 2015 Harris Govern Page 12
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Exemptions

Under the Exemptions tab, specify the exemptions that are to be applied to
Levy Types and can be calculated either before or after the tax calculation.

Multimedia Codes

Define the multimedia codes for the document types that are to be used for
the ST categories. If required mandatory submission of a document can be
enforced for a submission.

Periods

Use the Self-Reported Tax Periods form to create periods in order to define
the times that the self-reported tax is due. See Self Reported Tax Periods on
page 44 for details.
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Self Reported Tax Configuration

Accounts Receivable Parameters for Self
Reported Tax Configuration

As part of the Self Reported Tax configuration process, there are parameters
in the A/R module that will need to be configured.

ditors Utilities

System Windows  Help

Options
Manage Manage Open Web Real  Personal  Motor AirCraft Beat Busines

als
Sarameters Tmmp Synchronizatin Tool | Web Site WebSkin Config Editor | Property * Property * Vehicle = Excise ~ Excise®  Tax~
2 Web Configuration

Govern Tax
@,mkseneml Parameters XyGenera\ Parameters |

’—fA/RGEnEra Parameters LRI | \
Minimum Balance to Compute Charges | $1.00| or I:l %

i)

A(munts Mass
Receivable /. Appraisal ~

t4 AR General Parameters
43 | AVR Class

A/R General Parameters

™

Depaosit Number Setup
WA Activate Deposit Management

[ Date{ddmmyyyy) ] - [ User ld ]
[ prevent Override of the Deposit Number

() Seperate Deposit for Credit Card Payments

Depmmenttobesedontewes ()

(1 Bill Number Prefix (0 Use Proporticnal Distribution

([ Use Exact Installment. &8 Allow Apply Penalty from A/R Inquiry

([ Security By Area () Activate G/L Validation

A Bypass MB funds reappl\mt@ ACH (w-) Supported iz Payment Plan
Qat

(9 No SRT Discount if not full paymEnD

A Automatically assign Deposit Number

[Defauh Deposit Number

ACH CGity and Bank Parameters

Destination Bank Name

Destination Bank Routing

Original Bank Mame

Griginal Bank Reuting [f

Company Id

City Bank Account Number

File Descriptor

[0 Create Debits Only File

Related Subsystem

6)
Aircraft Bxcise Tax ~
fSelf Reported Tax Parameters
Bankruptcy
Boat Excice Tax (A Link A/R to Names
o » (A AR Master by Fiscal Year
usiness License
A Allow payments < Late Charges Dus
Deed
Minimum Collection o‘% o | 50003

Land Management

N

Tax Title (LM)
Miscellaneous  Billing
Motor Vehicle Excise Tax
Personal Property Tax
Tax Title (PP)

Real Property Tax @
ezt y
Self Reported Tax )

TawTE

Utility Billing

To access the Accounts Receivable General Parameters form...

Launch the Govern New Administration (GNA) Release 6.0.

2. Under the Application Configuration menu, locate the Accounts
Receivable icon; click the triangle to beside the icon to display the menu.

3. Select the A/IR General Parameters menu.

The required parameters are in various sections of the form, 3, 4, 5, and 6.
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Account Receivable by Fiscal Year...

In Govern the Self Reported Tax module is one of the modules that users will
need to configure to be in line with their A/R transactions. The options are to
have a new A/R account created each fiscal year, i.e. each year the account is
closed and a new one is created for the new year. modules that work like this
are the Govern Tax and Assessment subsystems. Alternatively, the default
setting for Self Reported Tax is, one account is used for saving the records
with no fixed end date. An example of such a subsystem is Utility Billing. The
option that is used to determine which method to use is the A/IR Master By
Fiscal Year. This option is found in the General Settings Parameter form in
GNA.

To access the Accounts Receivable General Parameters form...

1. Launch the Govern New Administration (GNA) Release 6.0.

2. Under the Application Configuration menu, locate the Accounts
Receivable icon; click the triangle beside the icon to display the menu.

Select A/IR General Parameters.

In the A/IR General Parameters, locate the Related Subsystem
Parameters group.

5. Select Self Reported Tax to display the Self Reported Tax Parameters
group.
6. Inthe group locate the AIR Master by Fiscal Year option.

Click to enable the option if you would like to have your A/R account closed at
the end of each Fiscal year and a new account create at the beginning of the
next year.

Option to Bypass Self-Reported Tax Re-application of
Funds

When an overpayment is made to an SRT account to settle a period. the
excess, or overpayment will, by default, be applied to another SRT period. To
avoid this, the excess amount can be saved as an Open Credit Transaction
(OCT) in the system.

To bypass the funds reapplication in the A/R General Parameters form...

1. Inthe A/IR General Parameters, locate the Related Subsystem Parame-
ters group.

Page 15
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2. Select Self Reported Tax to display the Self Reported Tax Parameters
group.

3. On the left hand side, locate the Bypass ST funds reapplication option.

Click to enable the option if you would like to save any overpayment amounts
as an Open Credit Transaction (OCT) in the system.
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Accounts Receivable Classes

To complete the Self Reported Tax setup, Accounts Receivable classes will
need to be created. These classes can be linked to the various transaction
types, General Ledger (G/L) account numbers, and to Penalty and Interest

computation methods.

System

W W D& B & @

als @ Manage Manage Open Web Real  Personal

IS
Parameters Tooltip Synchronization Tool | Web Site Web Skin Config Editor | Property = Property ~

GIS Configuration Web Configuration

['\’:; A/R General Parameters ]e; AR Class (2014) X ‘

Editors Utilities. Windows Help. Year

5 Q&8 & L B

Motor  AirCraft Boat Business | Accounts Mass
Vehicle + Excise~ Excise Tax+ | Receivable~ | Appraisal =
Govern Tax i A/R General Parameters
il A/RClass
[ AR Class

[ | ((ames  e[al@mm B
s ]

English Short Description English Long Description

French Short Description French Long Description

e [I—

Transaction Type

Link to Penalty A/R Class
Link to Discount A/R Class

Link to MCR Group

[0 Payable In Instalment
O External GL Distribution
[ Mot Subject to Abatements

A Not Subject to Discount

Category/Group/Revenue Code |:| Default Amc\un(‘ ‘ [GL D.smm.uun] [A/R Methad]
Priority (Highest Number = Highest Priority) Discount On
. setore te || or mberots ||
[ Apply Before Date Percentage l:'

W 6.0.1407.72 - CMSDEMQ_60_CZV7971_SQL

To access the A/R Classes form...

1. Launch the Govern New Administration (GNA) Release 6.0.

2. Under the Application Configuration menu, locate the Accounts
Receivable icon; click the triangle beside the icon to display the menu.

3. Select AR Class.

Page 17
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Required A/R Classes

You need to define a minimum of six AR Classes, and associate them to the
AR Transaction Types and Methods, indicated in the following table:

. . N Penalty / Interest
Transaction Type Transaction Type Definition Method
Invoice/Billing A list of itemized amounts for Self- Reported Tax
goods and services.

Adjusted Bill A modification made to a Partial Self- Reported Tax
Billing record.

Discount A reduction on the total value or No Interest Method
gross amount

Penalty A charge applied on delinquent No Interest Method
accounts.

Interest A charge, usually a percentage, No Interest Method
applied on delinquent bills or
borrowed money.

Adjustment A modification made on an Self- Reported Tax
account or bill.

For further details on the Accounts Receivable Transaction Types, refer to the
Govern Accounts Receivable Release 6.0 user guide.
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Department Setup for Self Reported Tax

The following parameters will need to be setup for each department that
maintains Self-Reported Tax data.

Optiont= Editors

Application Co '
- YENOL
Com e o) User | Department Report
Parameters  Settings Editor Maintenanck Maintenance JParameters Editor

System Parameter’

Utilities Windows Help

[C‘Z AR General Parsmeters ]\’,4 A/R Class (2014) ]Qg Department Maintenance ><|

2

0L - ANl :; { Department Maintenance B A i \
. N/

03 - Treasurer/Collector’s Office

06 - Assessor's Office ( — \‘/ Mutimed
20 - Auditors Office

ED - Building Department Department Code
=izl -l ez v [Treasurer/Collector's Office
CD-C: D

€5 - Citizens Services Fiscal Year Eﬁ
EL - Flectrical : - MR P

Privacy / Restrictions for Names )

FD - Fire Department Name Group Code WA Aircraft Excise Tax
HD - Health Department ® No Restrictions KA Bankruptey
PD - Community Development B Q) Private Names A Boat Excise Tax

PG - Blumbing and Gas O Restricted Names

O Restricted Names & Addresses DB
PW - Depariment of Public Warks @ Deed
TC - City Clerk

[ Land Management 2

A Land Management

[ Tax Title [LM)

A Miscellzaneaus Billing
A Motor Vehicle Excise Tax
B Perscnal Property Tax
A Tex Title (PP}

64 Real Property Tax
f
N

0 Tax Title
B utility Billing
([ Delinguency Collection

WW - Web (E Components)
ZB - Zoning Board of Appeals

——

[V — Y] N J

\

V 6.0.1407.72 - CMSDEMO_60_CZV7971_SQL
To access the Department Maintenance form...

Launch the Govern New Administration (GNA) Release 6.0.

2. Under the System Parameters menu (A), locate the Department
Maintenance icon (1); click the icon to display the Department
Maintenance form.

3. On the left hand side (2), select a department that will have access to Self
Reported Tax data.

On the right hand side locate the A/IR Subsystems Allowed group.
Select Self Reported Tax.
Click Save.
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Self Reported Tax General Parameters

When configuring the Self Reported Tax module, the first form to configure is
the Self-Reported Tax section of the OpenForms General Settings form.

Govern New Administration (GNA) - a] x
Options System Parameters Application Configurations Editors Utalities Windows Help
= & A : 2 @
), R & B & ®w =@ @ .
GIS Gls GlIs Manage Manage OpenWeb Roll Forward Real Personal  Motor  AirCraft Boa Business = Accounts CAMA | Utili
Parameters Tooltip Synchronization Tool | Web Site Web Skin Config Editor Exclusion Property * Property = Vehicle = Excise ~ Excisg~ | Tax~ | Receivable - - El'lhnq
GIS Configuration ‘Web Configuration General Govern Tax i Copy To Year
@ General Parameters X 'i General Parameters *
@l Categories
- @ coo
SRT General Parameters e 5 B @l | Categories Fb up
ki Periods
Next Account Number 131110 )
[ Check Link to Permits (Create Missing Filing Process)

To access the Self Reported Tax parameters in the Govern New
Administration (GNA):

Launch the GNA.
2. Select the Application Configurations tab.

Click Business Tax > General Parameters; the SRT General Parameters
tab is displayed.

4. Inthe SRT General Parameters form, locate the parameters that are used
to configure the SRT module.

ST General Parameters Configuration Options

With the exception of the Add Weekends, Holidays to Due Date option, all of
the following parameters are found in the SRT General Parameters form.

* Next Account Number - Informational field; cannot be modified.

» Check Link to Permits (Create Missing Filing Process) - See Check Link to
Permits / Check Change Date options on page 33

* Check Change Date (Create Missing Filing Process) - See Check Link to
Permits / Check Change Date options on page 33.

* Add Weekends, Holidays to Due Date - See Managing Weekends and
Holidays on page 33.
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Control Account Number Increment

The General Parameters window automatically generates the first number for
self-reported tax accounts. Entering a value into the Increment parameter will
allow you to control the number that is added to generate each subsequent
account.

Govern New Administration (GNA)

Options System Parameters Application Configurations Editors Utilities Windows Help

W ® @& B & & @ P Q&4

GIS GIS GIS Manage Manage OpenWeb Roll Forward Real Personal  Motor  AirCraft Boat  Busin
Parameters Tooltip Synchronization Tool | Web Site Web Skin Config Editor Exclusion Property * Property ~ Vehicle ~ Excise * Excise~  Tax
GIS Configuration ‘Web Configuration General Govern Tax
@ General Parameters X

SRT General Parameters e 5 B \

Mext Account Number 131110

3 Check Link to Permits (Create Missing Filing Process)

For example, if your Next Account Number is 00000201 and you have entered
an Increment of 100, the next account number to be automatically generated
will be 00000301. This incrementing is observed when generating new
accounts in the Self-Reported Tax Account function. See Account Number
Increment.

Next Account Number: The Next Account Number parameter is
informational and cannot be modified at this location.

Increment: Entering a value into the Increment parameter will allow you to
control the number that is added to the last existing number when generating
each subsequent account number. See Increment on page 33.

Missing Filers

The SRT Missing Filer process creates empty filing records (new entries into
the following tables, ST_FILING_MASTER, ST_FILING_FIELDS and
ST_FILING_LEVY. The records created by this process will be flagged as
UNFILED, (ST_FILING_MASTER. UNFILED = -1); no data is entered,

In the Govern New Administration, there are two (2) parameters available for
this process:
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Check Links to Permits (Create Missing Filing Process): During the
generate missing filer process, the system will see if there are any permits
linked to the account. If a permit is found, it will generate filing records back to
the START_DATE value. Refer to the grid Rules for Check Change Date /
Check Links to Permits on page 22.

Check Change Date (Create Missing Filing Process): When the
Check Change Date option is selected, the process will take the
ST_MASTER. CHANGE_DATE as the Starting Date and only creates filing
records up to that date. Refer to the grid Rules for Check Change Date /
Check Links to Permits on page 22.

Rules for Check Change Date / Check Links to Permits

Below are the four (4) possible behaviors that can be displayed by selecting
combinations of the Check Change Date and/or Check Links to Permits

options.
Option Check box
State Behavior
Check Links to Permits Not Selected When neither of the two parameters are selected,
(Create Missing Filing the START_DATE that is used for generation is
Process) taken from ST_PARM_PERIOD_DETAIL. The
missing periods will be generated back to the
Check Change Date Not Selected START DATE (Table:
(Create Missing Filing ST_PARM_DETAIL.START DATE).
Process)
Check Links to Permits Selected Selecting only Check Links to Permits will take
(Create Missing Filing the START_DATE used for generation from the
Process) linked permit. The missing periods will be
generated back to the START_DATE (Table:
Check Change Date Not Selected PM MASTER.START DATE)
(Create Missing Filing = =
Process)
Check Links to Permits Selected The START_DATE of the Check Change Date is
(Create Missing Filing compared to that of the Links to Permits. The
Process) highest of the two START_DATES is used for the
missing periods generation. The missing periods
Check Change Date Selected will be generated back to the START DATE.
(Create Missing Filing
Process)
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Option Check box
State Behavior
Check Links to Permits Not Selected When the Check Change Date option is
(Create Missing Filing selected, the START_DATE that is used for
Process) generation is taken from
ST_MASTER.CHANGE_DATE. The missing
Check Change Date Selected periods will be generated back to the
(Create Missing Filing START DATE.
Process) =
Add Weekend, Holidays to Due Date: When the calculation for the due
date (last day of the period) is performed, when this option is selected
weekends and holidays, i.e. Saturdays and Sundays, and any days that were
specified as holidays in the Holiday Calendar will be included in the total
number of days. The Due Date corresponds to the last day of the period.
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Self Reported Tax Categories

Use the Self-Reported Tax Categories form to create categories for self

reported tax. You can add penalties and discounts to the categories. Then, set

up Fields and Levies for each category.

To access the Self Reported Tax Category form:

[Gavem New Administration

1. Launch the Govern New Administration (GNA).

2. Under the Application Configurations menu, select Business Tax >
Categories...

Application Configurations

Editors Utilities Windows Help Year

Optlnns
B & B % 8 2 @88 F U B

ais Manage Manage Open Web Real  Personal Motor AirCraft Boat |Business Accounts Mass
Beramesers Twmp Synchronization Tool | Web Site Web Skin Config Editor ~ Property = Property * Vehicle * Excise ~ Excise | Tax~
Web Configuration & | Copy To Vear AMA

{ Category 2 Bl \

] I—

(O Hide On Web

System Parameters

GIS Configuration Govern Tax

& Categories (2014) X

& Categories [\

Bteqories

@ Periods

Receivable = Appraisal *

/- ~ ~ ~
General ( Fields \( Levies \(  Exemesions
~
m

e
{ Penalties and Interest \i'
A/R Class

LaeFing C kO ]
[ s

[ RC_ ]
C -C ]
[ RC__
L RC—— ]

Mininum Late Filing

Monthly Late Payment Penalty

Late Payment
[ Monthly Late Payment Penalty

emmttents | ]

Incorrect Filing

Incarrect Payment

Negligence Penalty

Penalty For NSF

Monthly Interest

A/R Class Adjustments

\

V 6.0.1407.79 - CMSDEMO_60_CZV7971_SQL

Reviewing Records

Existing or newly created records are viewed on the left hand side in a list.

Click to select a records, its properties will be displayed in the forms

© 2015 Harris Govern
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Self Reported Tax Categories command buttons

Create a New Item: Click to create a new Self Reported Tax (ST) category.
Cancel Changes: After creating a new category or when making changes
to an existing one, the Create a ne w item button will change to the Cancel
Changes icon. Click to cancel changes to a newly created or existing category.

Save the Current Item: Click to save a category or changes.

Delete: Select and click Delete to remove a category.

Self Reported Tax Categories tabs

General tab

The General tab contains the parameters required to configure Penalties and
Interest, and Discounts. See Self Reported Tax Category - General tab on
page 26.

Fields tab

Use the Self Reported Tax Fields form to create data entry fields and
computed fields that follow custom computation rules on the Self Reported
Tax function. See Madify fields of Self Reported Tax Categories Form on
page 42.

Levies tab

Click the Levies tab to create tax levies for Business Tax. You can define a
levy type and computation method for each levy. See Levies and Exemptions
tabs on page 78.

Exemptions tab

To add exemptions by categories, click the Exemptions tab. See Levies and
Exemptions tabs on page 78.

Exit: Click Exit to close the form; you will be prompted if there are unsaved
changes.

Page 25
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Multimedia Codes tab

The Multimedia Codes tab is used to specify the Multimedia file types
accepted by the system, and if a submission is mandatory (Is Required) with
the record.

Note: The Multimedia file types that are supported by the system will vary
depending upon administration setup.

Setting up Self Reported Tax Categories

To set up Self Reported Tax categories:

1. In the Categories form, click Create a New Item to clear the form.
Enter a Category Code.

Enter a Short Description and Long Description. This information is
saved to VT_USR_ST_ CATEG.

4. Select a Department.

Note: Self Reported Tax information is saved by Department.

5. When the category is not to be made available on the Web for the eGov
Web Portal, click to select the Hide on Web option.

Self Reported Tax Category - General tab

Penalties and Interest tab

6. Under the Penalties and Interest tab, Enter penalties and interest
charges, as percentages, and select AR Class Codes for each of the
following:

7. Enter penalties and interest charges, as percentages, and select AR Class
Codes for each of the following:

+ Late Filing

*  Minimum Late Filing
* Late Payment

* Incorrect Filing

* Incorrect Payment

© 2015 Harris Govern
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* Negligence Penalty
* Penalty for a Not Sufficient Funds (NSF) check.
* Monthly Interest

8. Select an A/R class for adjustments.

9. Enter an amount in the Minimum Late Filing text box, if applicable.
Discount tab
To create a discount, you will need to do one of the following:

* Create a fixed amount, by selecting Fixed Percentage. Enter the fixed
percentage value.

OR

» Set up different percentages, by not selecting Fixed Percentage. Enter a
percentage of a first amount, enter the amount. Now enter a percentage
for the remaining amount.

10. Enter a maximum amount, in dollars, for the discount if applicable.

11. Click Save the current item on the Category tab.

12. Repeat this procedure for each category created.

Penalties and Interest tab

Monthly Late Payment Penalty group: You are able to specify a monthly
penalty as an option when you are creating Business Tax categories. Three

(3) fields are available in the ST_PARM_CATEG table.

Structure of ST_PARM_CATEG Table

The following is the structure of the ST_PARM_CATEG table.

Field Name Data Type Description

PEN_METHOD Number Value = -1 if Monthly late payment penalty
applies; Value = 1 otherwise

PEN_MAX_PCT Number Maximum Late Payment Penalty
Percentage.

PEN_MAX_MONTH | Number Maximum Number of Months of Late

Payment Penalty.

Page 27

© 2015 Harris Govern



=AY

72 HARRIS

GOVERN

Self Reported Tax
Categories

Click to display the option in this group. They allow you to enable the Monthly
Late Payment option; when selected, you may specify the Maximum number
of months that the Penalty is applied.

1.
2.

5.

In the Business Tax Categories form, click New to clear the form.
Select a department.

Enter a Category Code, Short Description and Long Description. This
information is saved to VT_USR_ST_CATEG.

Enter penalties and interest charges, as percentages, and select AR Class
Codes for each of the following:

Late Filing

Late Payment

Incorrect Filing

Incorrect Payment

Negligence Penalty

Penalty for a Not Sufficient Funds (NSF) check.
Monthly Interest

Select an A/R class for adjustments.

Note: The value that is entered in the Maximum Interest and Penalty value

will be overridden by the value entered in the Minimum Late Filing
parameter in the Self Reported Tax Categories form; In the Govern
New Administration (GNA): Application Configurations > Business Tax
> Categories.

For Example: If you owe $100.00, and a maximum interest and
penalty charge is set to 25%, your penalty amount would be $25.00
Should the Minimum Late Filing charge be set to $50.00 in the Self
Reported Tax Categories form, regardless of the calculation
percentage, you will be charged $50.00.

Self-Reported Tax Exemptions by Categories

Occasionally, it may be necessary to apply exemptions to Self-Reported Tax
(ST) records. The Exemptions tab of the Self Reported Tax Categories form
allows you to configure exemptions to each of your SRT categories. In
addition preferences can be set for when the calculation will apply, before or
after the tax calculations.

© 2015 Harris Govern
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You should first set up the A/R Classes for the Self-Reported Tax Categories
in the Govern New Administration (GNA). For steps to create SRT classes,
see Accounts Receivable Classes on page 17.

To set up exemptions in the Govern New Administration (GNA):

Select Applications Configurations (tab) > Business Tax > Categories.

2. In the Self-Reported Tax Categories form, create a new category or select
an existing category.

3. Complete the form; enter the applicable percentages and select A/R
Classes in the Penalties and Interest group.

4. If applicable, enter a Minimum Late Filing charge.
Note: The value that is entered in the Minimum Late Filing Charge parameter

overrides any settings that may have been configured in the individual
ST A/R Classes.

5. Click the Exemptions tab to configure exemptions.
6. Complete the parameters of the Category Exemptions form.

Exemptions can be applied by amount or by percentage. The exemption can
also be applicable before or after the tax calculation.

7. Select whether the exemption will be by amount or percentage in the
Exemption By group.

8. Select the point at which the exemption is applicable, before or after the
tax calculation; make your selection in the Exemption Applicable group.

9. Click Save to complete your setup and return to the Business Tax
Categories form.

Late Payment Monthly Penalty Option

You are able to specify a monthly penalty as an option when you are creating
your Self-Reported Tax categories. As a result of this feature, three (3) fields

have been created in the ST_PARM_CATEG table. This option is enabled in

the Govern New Administration (GNA).

To enter a Monthly Penalty for an SRT category in GNA.

1. Select Applications Configurations (tab) > Business Tax > Categories.

Page 29
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2. In the Penalties and Interest tab, click to select the Monthly Late Payment

Penalty option.

3. Enter parameters for a Maximum number of months of late payment

penalties.

Table Modifications:

The following modifications have been made to the ST_PARM_CATEG table.

Structure of ST_PARM_CATEG Table

The following is the structure of the ST_PARM_CATEG table.

Field Name Data Type Description

PEN_METHOD Number Value = -1 if Monthly late payment penalty
applies; Value = 1 otherwise

PEN_MAX_PCT Number Maximum Late Payment Penalty

Percentage.

PEN_MAX_MONTH | Number

Maximum Number of Months of Late
Payment Penalty.

© 2015 Harris Govern
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Self Reported Tax Parameters

Use the form under the Business Tax Category Fields tab to create data entry
fields and computed fields that follow custom computation rules on the
Business Tax Data Entry function.

To access the Business Tax Fields tab:

1. Launch the Govern New Administration (GNA).

2. Under the Application Configurations menu, select Business Tax >
Categories.

3. In the Business Tax Categories form

Missing Filing Process

The Missing Filing process is used to generate missing ST (Business Tax)
filings in a “metered” manner, for end users. In govern 6.0 filings are
automatically created when the parameters of an account are defined.

eGovern behavior with Un-filed Accounts

Changes have been made to how the system handles Unfiled Accounts that
are related to Self Reported Business Tax. During the set year, when a user in
a profile performs a search, the system will verify if any resulting accounts are
unfiled, i.e. (ST_FILING_MASTER. UNFILED = -1). If no filings are
outstanding, the system will display a status message at the top of the
interface. When outstanding filings are found, the user will be redirected to the
filing page. A navigation button has been added to facilitate navigation back to
the home page. Users that want to customize the displayed message, can do
so with the Resource Editor in GNA Release 6.x. The associated key is the
following:

WB > WEB_SRT_SELFREPORTEDTAX > CVSSELECTEDACCOUNTS.
Refer to the Govern New Administration (GNA) Release 6.0 user guide for
details about making modifications using the Resource Editor.
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Overview

When configuring the Business Tax module, the first form to configure is the
Business Tax (SRT) General Parameters form.

To access the Business Tax General Parameters form:

1. Launch the Govern New Administrator (GNA).
2. In the GNA ribbon, select the Application Configurations tab.

3. Inthe Govern Tax group, click the Business Tax icon to display the
available forms in the drop down menu.

‘Govern New Administration (GNA)

Options  System Parameters | Application Configurations | Editors  Utilities ~ Windows  Help

%@@@E@%@@@@Q@

Gis Gls s ge  OpenWeb  Roll Forward Real  Persona Motor  AirCraft Boat  Business Accounts
Parameters Tooltip Synchranization Tool Wb S Wen Config Editor ~ Exclusion | Property * Prope m Vehicle v Excise~ Excise Tax+ Receiv A
GIS Configuratior Web Configuration General Govern Tax

[ 4 Categories (2015) ] & Categories Form Setup (2013} l &) General Parameters x‘

r SRT General Parameters LRI | \

Next Account Number

[0 Check Link to Permits (Create Missing Filing Process)
W Check Change Date (Create Missing Filing Process)

[ Add WeekEnd, Helidays to Due Date

4. Select SRT General Parameters..

Control Account Number and Increment

Next Account Number: This parameter displays the next account number
that will be generated by the system. The account number is increased by the
value that is entered in the Increment field on this form or in the OpenForms
General Settings form. See Increment below, or Increment on page 21 for
details.
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Increment: The General Parameters window automatically generates the
first number for Business tax accounts. Entering a value into the Increment
parameter will allow you to control the number that is added to generate each
subsequent account.

For example, if your Next Account Number is 00000201 and you have entered
an Increment of 100, the next account number to be automatically generated
will be 00000301. This increment is observed when generating new accounts
in the Business Tax Account Maintenance function. See Self Reported Tax
Account Maintenance on page 63

Check Link to Permits / Check Change Date options

Check Link to Permits: Select the Check Link to Permits, if the Business
Tax (ST) account is linked to PM, the process will take the Starting Date as
the value in PM_MASTER. START_DATE and only creates filing records back
to this date.

There are four (4) possible behaviors that can be displayed by selecting either,
both, or none of the two options. Refer to the grid of Rules for Check Change
Date / Check Links to Permits on page 22.

Check Change Date: When the Check Change Date option is selected, the
process will take the ST_MASTER. CHANGE_DATE as the Starting Date and
only creates filing records back up to that date.

Selecting both options...

If both of the above options, Check Link to Permits and Check Change Date,
are selected, the process will take the larger of the two dates as the Starting
Date; i.e. the more recent of the two dates, and only creates filing records
back to that date.

Managing Weekends and Holidays

Add Weekend, Holidays to Due Date: When the calculation for the due
date (last day of the period) is performed, when this option is selected
weekends and holidays, i.e. Saturdays and Sundays, and any days that were
specified as holidays in the Holiday Calendar will be included in the total
number of days. The Due Date corresponds to the last day of the period.
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General Settings Parameters to Create Missing Filings

Create Missing Filings: The Business Tax - Create Missing Filer batch
process is used to pro actively generate the Business Tax forms that will be
filed for a given period. When following this process a form can be pre-
generated for the period required for your process; monthly, quarterly, etc.
Users will only be able to file the period that you have generated. This method
offers the advantage of minimizing errors associated with users filing for the
wrong period when they have multiple periods available to select from. Self
Reported Tax Periods on page 44 for details about periods.
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Self Reported Tax Editor

The Business Tax form is used to design the layout of SRT entry forms in the
SRT OpenForm. To assist in the design process, after each field has been
positioned, a preview of the layout can be seen under the Preview tab..

on (GNA) vear -laolx
nParameters | Application Configurations | Editors  Utiiies ~ Windows  Help  Year
-
"R P& B ® B @ PR S B @
G Manage Manage Open Web Roll Forward Real Personal  Motor  AirCraft Boat |Busimess | Accounts Mass Utility
feation Tool | Web Stie Web Skin' Gonfig Editor | Exchision's | Properiy = Property = Vehide = Excse~ Excse - ISl Receivable = | Appeaisal = | Biing =
Web Configuration e Frrmm & Copy Tovear AMA | Utility Billing
l% Department Maintenance I ) General Parameters ] & Categories (2015) l 9 Categories Form Setup (2015) X @ General Parameters
[ B
(Q Categories Form Setup %)
T @ oeios
] [ : Categories Form Setup h
=T W ~

Note: The preview is an approximation of the layout and not a true What You
See Is What You Get (WYSIWYG) representation of the designed
layout.

To display the Business Tax Editor...

Govern Mew Administration (GNA) Year =10l =]

NN cpo

W W

GiS GiS

515
Parameters Teohip Symechronization Tool Weh e Web i Cenhg Edner
G5 Configuration

[ &R Gereral Parameters |G Department Mamtenance | 0 General Pacaeeters | 0 Categaries (2015}

System Barameters

Application Configuratiors.  Fiitors  Uniities  Windows  Help  Wear

@ﬂ'@@mﬂg@@ﬁﬁﬁgﬁ@
1T et | "R oo, . ot . SR oy | | Y.

Geraral Govern Tax CAMA Utiliey Biling

Feal
Property -
Web Carfiguration

2 Caegories Form Setp a015) x|

Year: Cepartment

[ 2004] [ Sates Tax Dieparsanenn

Setup

Hr v &
Self Reported Tax Defirszion Lint

A Non-Taxable Service Sales
ADCONALE
ADCONACE

ADCONACT

Add: Bed Debts

Akt Excwis Tan Collected
Adjusted City Tax
Adqustments ko Price Per
Aumeunt of City Sakes Tax
Assessment Fee

& Sales o Other Lic. Dirs

B Ackdress Commal ficer
Business Phone

. Salkes Shippesd Out of Gy
Cureet GEO Cod

D. Bad Debas Charged O
Diate of Purchase

DR

r‘ Sed Reported Tax Cefns

DTS Settings m—

Row: 32 Coln

BB Mo Lakbel Foe This Frekd
B Is Hidden

Tab Sequtnes: | 53

V6.0.1503.504 - BTL60_CTVTSE1, 504

Categary:
Govern New Administration (GNA)

Options

System Parameters

Application Configurations

Editors.

Utilities

Windows

Year

Help Year

n Pa B e & 8 »Q

GIS G 6Is Manage Manage OpenWeb | Roll Forward
Parameters Tooltip Synchronization Tool = Web Site Web Skin Config Editor Exclusion
GIS Configuration Web Configuration General

Real

Personal  Motor  AirCraf

Property * Property * Vehicle » Excise

Govern 1

) Show L o top of the € [ @ A/R General Parameters ]lag Department Maintenance ] 9 General Parameters [ @ Categories (2015) ] Q Categories Form Seti

r Self Reported Tax

Year: Department:

Category:

2014] (" Seles Tex Department

] ([ selestUse Tax

=)

Gross Sales and Services

Add: Bad Debts

A Non-Taxable Service Sales $0.00]
B. Sales to Cther Lic. Dirs. $0.00]
C. Sales Shipped Out of City 5000
D. Bad Debts Charged Off

E. Trade-Ins for Txbl. Resal

@ || @ o || @
NI S| 8
[=1 [=1 =] [=1
i=] =] i=] =

Estimated Return

Initial Use Return

Total Gross Sales & Serv.

Current GEQ Code

Geo Code 2

Geo Code 3

$0.00| Grocery Tax

Addl: Excess Tax Col

Adjusted City Tax
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1.In the GNA ribbon, select the

, === Application Configurations tab.
TR R @ B @ 2.In the Govern Tax group, click
el | Rl [ Ve the Business Tax icon to display

Govern Tax i Copy To Year AMA Utility Billing the avai|ab|e forms

Farm Setup (2015) X (@l General Parameters .

.i Categories %
P eeaas Options include:
«Copy to Year

*General Parameters
e Categories

» Categories Form Setup

Periods

Select the General Parameters form.

Note the Next Account Number field.

o b~ ©w

If an increment value is required for each new account number, it can be
entered in the Increment parameter.

6. Click the Check Link to Permits and / or the Check Change Date
options.

7. Click the Save icon or use the Ctrl + S keyboard combination, to save your
settings.

Business Tax Editor Command Buttons

Save: Click Save to save any changes made to the form.

@ A/R General Parameters ]fas Department Maintenance ] @ General Parameters x[ 9 Categories (2015) ] 9 Categaries Form Setup (2015)

Z
e
SRT General | Parame ters q 5 B

Save (Keyboard shortcut: Ctri+S)
MNext Account Number 8 P

A Check Link to Permits (Create Missing Filing Process)

WA Check Chanae Date (Create Missina Filina Process)

Business Tax Editor Parameters

OpenForms Settings group

The following parameters are used to control the positioning of the parameters
that are filled out on an ST Business Tax form.

© 2015 Harris Govern Page 36



72 HARRIS

Self-Reported Tax GOVERN

Row / Column: The Row and Column parameters are used to specify the
horizontal / vertical positions of the field.

WARNING: Always assign a Row and Column position value otherwise the
values in these fields will not be computed. This can lead to
errors in calculated values. This rule is regardless of whether the
field is hidden or not.

Column Span: Column Span allows you to specify the number of columns
that the field will spread over.

Show label on top of the control: When this option is selected, the text
label of the field will be presented on top of the field.

No label for this field: Select this option to display the field without any text
label.

Govern New Administration (GNA) Year -

Options  System Parameters  Application Configurations ~ Editors  Utilities  Windows ~ Help  Year

i & P&TBE € & PR S B D

GIs GIS GIS Manage Manage OpenWeb Roll Forward Real Personal  Motor AirCraft Boat Business  Accounts Mass Utility
Parameters Tooltip Synchronization Tool |~ Web Site Web Skin Config Editor |~ Exclusion Property = Property ~ Vehicle = Excise Excise~ Tax~+ Receivable ~  Appraisal = | Billing =
GIS Configuration Web Configuration General Govern Tax CAMA Utility Billing

[ @ A/R General Parameters ]% Department Maintenance ] @ General Parameters [ @ Categories (2015) ] @ Categories Form Setup (2015) x|
 Self Reported Tax

Year: Department: Category:
2014] (" Sales Tax Department ] [ Lodging Tax )
Setup Preview \
I—M \
Current GEO Code B
Label on top
Geo Code 2
Add: Badl Debts 50.00| Add: Excess Tax = W |:|
No Label at all
Total Gross Sales & Serv. Total Lodging Tax Geo Code 3
| 1 |
$0.00| $0.00]
N
Label beside Estimated Return
IS
Total Late Filing
E. Sales to Other Lic. Dlrs, $0.00| -
$0.00]
C. Sales Shipped Out of City $0.00

Is Hidden: Select the Is Hidden option to hide the row; see Adding Blank
Spaces and Columns in a Layout on page 41.

Tab Sequence: Enter a tab sequence number to control the order that the
fields are cycled through when the user presses the Tab key. See Changing a
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Form Tab Sequence on page 43.

Note: The default for the appearance of labels is on the left hand side of the
parameter.

Web Site Settings group

Users of the eComponents that provide Self Reporting Tax, (i.e. eRemittance),
reporting functionality to their clients can also control the presentation of these
forms. These parameters will help to specify how the forms will appear
through a web browser. Refer to the eRemittance section of the Govern
eGovern - Public Self Service Portal release 6.0 user guide for additional
details.

Row / Column: The Row and Column parameters are used to specify the
horizontal / vertical positions of the field.

WARNING: Always assign a Row and Column position value otherwise the
values in these fields will not be computed. This can lead to
errors in calculated values. This rule is regardless of whether the
field is hidden or not.
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Column Span: Column Span allows you to specify the number of columns
that the field will spread over.

o 8O o

{ Fiing information )

General Information

3) Total of Deduction

4) Total Net Taxable

D
D
D
Dat
D
D
Tc

pan = 2; this
column width is /pe of Commodity #6
determined by widest
object in columns.

Note: Column widths when specifying spans values are determined by the
width of the largest object in each of the columns.

Show label on top of the control: When this option is selected, the text
label of the field will be presented on top of the field.

No label for this field: Select this option to display the field without any text
label.

Required control on the web site page: There are instances when a
field may be required to be completed prior to proceeding to the next page or
section. This could be a Completed By field that acts as a signature, or a
mandatory date.

Customizing Address fields with the SRT Editor

For an SRT report, part of the report will require the entry of the users address.
An address can usually require a Street address, a secondary Apartment or
Suite number and possibly a third field. Additional fields would be needed for
the City, State, and Zip Code. These fields can be lined up in the same

Page 39
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column, The street address parameter will have the label displayed on top of
the field and the secondary apartment number or suite parameter can be
displayed without a label. The Layout would look approximately like the
following, note that the address fields span over 2 columns:

Note: To reproduce the following example, you will need to have created an
SRT category with the required address fields.

To have your fields reproduce the above...

Self Reported Tax Definition(CMSDEMOZ_IXMTLN1_SQL)

Self Reported Tax —l

Year: Department: Category:
(= DDuBER)

Preview
Self Reported Tax Definition List
ADDRESS1 ] [ seift Reported Tax Definition 250f71 \

ADD

ADD OpenForms Settinas Web Site Settings
any
STATE Row: 1 Column: 1 ColumnSpan: 2 Row: 0 Column: 0 ColumnSpan: 1

B Show label on tap of the control B Show label an top of the control

B No Label For This Field B No label for this field

B Is Hidden B Required control on the web site page
Tab Sequence: 0 B s Hidden

Tab Sequence: 0

1. In the GNA select Setup > OpenForms Configuration > Business Tax Edi-
tor.

2. In the editor, enter the year and select the Department and Category that
contains the field that will be in the SRT form.

3. Click and select ADDRESS1 under the Business Tax Definition List
column.
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4. For ADDRESS1 enter 1 and 1 in the Row and Column parameters; the
column Column Span should be set to 2 (columns).

5. Configure ADDRESS?2 as 2 and 1 for the Row and Column parameters,
but select the No label for this field option; again set the Column Span
to 2.

6. Repeat the last step for ADDRESS3, noting that the Row and Column
values are 3 and 1; be sure to select the No label for this field option.

You can click the Preview tab to preview the layout.

Repeat the previous steps for the City and State fields, remembering to
increment the numbers entered for the Row.

This Business Tax (SRT) editor should be used by all administrators that
prepare SRT forms required for filing periodic reports.

Adding Blank Spaces and Columns in a Layout

The Business Tax Editor allows the insertion of blank lines and columns as a
means of creating visual breaks to enhance a form layout.

Govern New Administration (GNA) Year - o] x

Options  System Parameters | Application Configurations | Editors  Utilities  Windows  Help  Year

i, ® P& T © & @ 0@ S B @

GIS GIs GIS Manage Manage Open Web Roll Forward Real Personal Motor AirCraft Boat Business Accounts Mass Utility
Parameters Tooltip Synchronization Tool ~ Web Site Web Skin  Config Editor Exclusion Property ~ Property ~ Vehicle~ Excise~ Excise® Tax= Receivable~ | Appraisal ~ Billing =

GIS Configuration Web Configuration General Govern Tax CAMA  Utility Billing

[@ A/R General Parameters |G Department Maintenance | @ General Parameters | @ Categories (2015) | @ Categories Form Setup (2013) x|

rSelf Reported Tax

Vear: Department: Category:

2014] [ Sales Tex Department ] [ sales/use Tax )
Setup H > ¥ f—[:}’ \‘r/ Preview .\‘-‘

Self Reperted Tax Definition List ~

N ST ] r Seif Reperted Tax Definition & it gofos \

ADCONAC2 )
¢ OpenForms Settings L] Web Site Settings

ADCONAC3

ADCONACA Rows: 4| Column: 3| Column Span: 0 Row: 4 Column: 4| Column Span: 4]

RUCONG [ Show label on tap of the control [ Show label on tap of the control

ADCONACE . ]

ADCONACT r This Field [0 No label for this field

o

Add: Bad Debts ( A Is Hidden ’ jred control on the web site page
Add: Excess Tax Collected r )

- - Tab Sequence: | 17 & Is Hidden
Adjusted City Tax

i 3 ETeguence | 22

Adjustments for Prior Per
Amecunt of City Sales Tax
Assessment Fee

B. Sales to Cther Lic, Dirs.
Bus. Address Consol. Acct

Bertmmee Pl

To create a a blank line...

1. Open the Business Tax editor.
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In the OpenForms Settings group, specify a new row or column.
Click to select the Is Hidden option.

4. Click Copy all OF settings to Web (1), to ensure that the sequence is
repeated in the eComponent Web form.

TIP: When modifying the layout, use the Preview tab to verify your layout.

Modify fields of Self Reported Tax Categories
Form

NEW! The fields on forms can require varying amounts of information. At
times the space, i.e. the dimensions of default field that are provided by the
system may not be sufficient; e.g. address fields where lengths can vary.
Depending upon business requirements, it is possible to adjust the width and
height of fields that are displayed to the end user. The control parameters
required are entered in the Self Reported Tax Categories form under the
Fields tab. In the GNA, the following parameters are available to be modified:

Width: This is the width of the field in pixels. No unit should be specified. If no
value is entered, the system default width will be used.

Height: The value entered will control the height of the field in pixels. No unit
should be specified. If no value is entered, the system default height will be
used.
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Changing a Form Tab Sequence

Using the tab key the user is able to sequentially jump from field to field,
depending upon the sequence that was set by the form designer.

Govern New Administration (GNA) Year - olx

Options. System Parameters Application Configurations Editors Utilities Windows Help Year

W, W % B a B © & @ » @ & B K

GIs Manage Manage Open Web Roll Forward Real Personal  Motor AirCraft Boat Business  Accounts Mass Utility
Parameters Tooltip Synchronization Tool =~ Web Site Web Skin Config Editor Exclusion Property * Property ~ Vehicle ~ Excise~ Excise~ Tax~* Receivable - Appraisal ~ Billing -~
GIS Configuration Web Configuration General Govern Tax CAMA Utility Billing

[© A/R Genersl Parameters [ Qs Department Maintenance | @ General Parameters | @ Categories (2015) | @ Categories Farm Setup (2013) X |

 Self Reported Tax

Year: Department: Category:

2014 [ Sales Tax Department ] [ Sales/Use Tax ]

o~ N -
Setup » v a2 A e
‘
Self Reported Tax Definition List ~4
A Non-Taxable Service Sales E r Self Reported Tax Definition B |ili| 90f9s \
ADCONAC2 )
r OpenForms Settings ~Web Site Settings

ADCONAC3
ADCONACA Row: 4| Column; 3| ColumnSpan: | 0 Row: 4 Column: 4| ColumnSpan: 0
ADCONACS [0 Show label on tap of the control [0 Show label on tap of the control
ADCONACE 0 . 0 .
ADCONACT No Label For This Field No label for this field
Add: Bad Debts [ Required contral on the web site page

Add: Excess Tax Collected
Adjusted City Tax
Adjustments for Prior Per
Amount of City Sales Tax
Assessment Fee

B. Sales to Other Lic. Dlrs.

Tab Sequence:

e

Tab Sequence: 22

To change the tab sequence of a field...

1. In GNA open the Business Tax editor.

2. In the OpenForms Settings group, enter the new sequence number in the
Tab Sequence: field.

3. Click Copy all OF settings to Web, to ensure that the sequence is
repeated in the eComponent Web form.

TIP: When changing the tab order, review the previously existing tab order.
When completed, use the preview
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Self Reported Tax Periods

Use the Self-Reported Tax Periods form to create periods in order to define
the period that the Self Reported tax is due.

Users of the Self Reported Business Tax module will notice a change in the
"Detail for Period ..." parameter in the Period form. Now there are three (3)
dates that will need to be provided for each period:

Start Date: The start date for the period
End Date: This is the end date for the period

Due Date: The date in which the filing is due.

Noted Changes and Impact

There is a change to (Table: ST_PARM_PERIOD). Use of the (Table:
ST_PARM_PERIOD) for Govern for Windows was changed to the newer
(Table: ST_PARM_PERIOD_DETAIL); added in Govern release 5.1.

Users that are migrating from Govern for Windows Release 10.8 to Govern
Release 6.0 should note the following changes:

There is a synchronization process that occurs when the DUE_DATE value in
(Table: ST_PARM_PERIOD), i.e. in Govern for Windows was modified; the
table is synchronized with Govern release 6.0's (Table:
ST_PARM_PERIOD_DETAIL).

Note: In Govern release 6.0 although (Table: ST_PARM_PERIOD) is still
present it is now only being used as an access point to the details that
are now in (Table: ST_PARM_PERIOD_DETAIL.).
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Search Pane

Home View Options Tools Help

BB ¢ ¢ ¢ ¢ ¢ ¢ ¢

GovernNew  Govern Business  Govern Open Form Govern Security Govern Query Govern | CO Secretary Map Similar Send E-Mailto  Similar  Google this Check  DOR Liquor
Admin (GNA) Entity Designer (BED)  Designer (OFD)  Manager (G5M) Tool (QT)  Scheduler of State Companies Business Companies Company Reviews License Forms

99 (1) Business Tax (2015) X & (1) Name and Address (2015) X | A (1) Accounts Receivable (2015) X |

Dataset Treeview + B % £ BusinessTax £ Self Repe: §32=el

%3

Q‘ CHINA HOUSE Acct# 00044464 Search

£ CHINA WOK RESTAURANT 11 e ¢ | | Nemes & addresses [5][[] ||
£ CHINAWOK RESTAURANT INC Ac | | Fermat Code ]
B SOUTH CHINA Accts 00031032 Account No/Tax Payer Id.

£ UNITED GLASSWARE AND CHINA

Kicysiy

stFTCSearch Search criteria

® By ST Account Number  ~ || SRT Account Ne.

& Hampton Inn Acct# 00044362 O By Name
& 02 MARKET AND LOUNGE Acct 0 -

O DBA
& 1 MOMENT CAPTURED Acct# 000 ) Business Address

Formatted | Unformatted | A O gy Address

SPION [BAUS) 43| 5Q| WRAOD -4

‘ T SOURCE COMMERCIAL PROPER

B 1-800 CONTACTS INC Acct# 0004 Name RO, Phone Number
Company / Business I cHina
B 1-800-GOT-JUNK? Accts 0004242 1

| ‘na_ld account_no category_code name_index st_acct_id

& 1-UP SOFTWARE Acct# 00039131
Name 2 | I 106 1234ff suT 1-800-GOT-JUNK? 131091

‘ KODAK ALARIS INC Acct# 000532(

‘ 1200 S COFFEE, LLC Acct® 000461 Address i 112 00131127 LDT 1620 CUSTOM WHE... 131127

Line Before A=
& 1225 PROSPECT LLC Acct 000307 134 00048812 SUT IRISING PHOENIX... 48812

House No. e
150 00052212 sutT 4 X 4 OFF ROAD 52212

Hiection west li* &7 00120327 suT 7-ELEVEN INC 120327

Direction

i 7 00129330 SUT T-ELEVEN INC 129320

Address Indicator =
m 00129325 sSuT T-ELEVEN INC 120323

Line After

City

Country

I m 00129326 suT T-ELEVEN INC 129326

i m 00129335 suT T-ELEVEN INC 129335

25 of 25 Selected

oy

V 6.0.1503.594 - BTL6O_CZY79Z1_SQL

The Predefined Searches pane is the main user interface for performing
searches on the database. As searches can produce numerous results, these
results can be controlled with the value specified in the Max. Records
parameter in the Ribbon. See About Maximum Records on page 38 for
details.

Predefined Searches (The Search Interface)

About Searches

Predefined Searches are queries that have been preset for the user. When a
search is performed, you are querying the database based upon your
specified criteria. For example, a search by Parcel ID (P_ID) will return all
records with a P_ID or a P_ID that matches a specified parameter. When the
Max. Records parameter is used, i.e. a value of 25 is specified, only the first
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25 records are used. If there are more records, they are discarded. Additional
sorting can occur, but only on the records obtained. See Sorting Search
Results by Column Heading on page 55 for details.

Treeview Synch

NEW! In Govern for VB6, external tables (PC_EXTERNAL, NA_EXTERNAL,
and PM_EXTERNAL), were used by external applications and reports to
automatically know the current recordset and currently viewed parcel. In
Govern release 6.0 and upwards, these external tables are being phased out
and the functionality provided by them has been reproduced.

The Treeview sync. feature saves the contents of the current profile in (Table:
USR_SAVED _ DATASETS) with a "Saved Dataset" name of "AUTOSAVE"
under (Column: USR_SAVED_DATASETS.SAVED_SET_NAME). Should a
profile be changed, the dataset loaded in the Treeview will be automatically
synchronized to (Table: USR_SAVED_DATASETS).

This feature recreates the functionality provided by the three (3) external
tables that were used in Govern for Windows, (Tables: PC_EXTERNAL,
NA_EXTERNAL, and PM_EXTERNAL). For example users could run a batch
process on a saved external dataset as opposed to a set range.

Note: In release 6.0 a simultaneous save will be made to (Table:
PC_EXTERNAL) and (Table: USR_SAVED_DATASETS), Tables
NA_EXTERNAL and PM_EXTERNAL are no longer supported.

In release 6.1, all three (3) tables PC_EXTERNAL, NA_EXTERNAL,
and PM_EXTERNAL will not be supported.

+ PC_EXTERNAL (Supported in release 6.0; not supported in
release 6.1)

«  NA_EXTERNAL (Not not supported in release 6.0 and 6.1)
« PM_EXTERNAL (Not not supported in release 6.0 and 6.1)

Enabling “Synchronize Dataset Treeview”

This feature is enabled in the User Registry through the User Registry
Manager. The Options button is located below the Govern suite button in the
Govern User Interface. See User Registry in the Govern 6.x user guide for
details.

1. Click the Options button; click Options.
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2. In the Registry Manager form, verify that the Registry Filter is set to User

ID.

3. Under the Section Name column, locate Synchronize Dataset Treeview;
click to select the option under the Key Value column.

4. Click Save to save your changes.

When you return to the Govern interface, the Treeview Sync. icon will be
enabled. This is a toggle, i.e. ON/OFF button that will enable or disable the

feature.

As indicated above, all data will saved in (Table: USR_SAVED DATASET).
Associated columns are as follows:

Column

Description

USR_ID

User ID

SAVED_SET_NAME

By default will be AUTOSAVE

REF_TYPE "P_ID", "NA_ID", etc. Based on the profile Key Type
SORT_SEQ Order in the Treeview
IS_ CURRENT TRUE if the current item in the Treeview

Note: All data will be saved based on the Key Type of the profile. This is
done so as to support multiple Key Types at the same time.
* The data is not saved by profile, so the synchronization for a Key
Type will be done on the last active profile using that key type.

The desired behavior when there is more than one Treeview dataset
for the same ID Type is to perform a reload when the user switches
from one instance to another.

Search Pane - Command Buttons

D Search for Results: Click this icon to perform your search based upon
your selected criterions.
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Select / Deselect All: When search results are obtained, they are
listed in the search pane. By default the results are all selected. Click the
Deselect All icon to deselect all results; this will allow you to select only select
records.

Note: The Select All and Deselect All icons alternate depending on whether
all search results are selected, or deselected.

Clear: Click Clear to clear the Search Results pane of all records.

Load Selected Parcels: When this icon is selected, the search results
records are transferred to the Dataset Treeview pane.

TIP: When you enter information into any of the search parameters, clicking
Enter will start the search and automatically load results to the
Treeview.

Add to the Search Results: To add or append the currently listed
search results to the results that are listed in the Dataset Treeview pane, click
this icon.

Clear and Save to External Tables: Click to save the search results
to one of the three (3) External tables (i.e. PM_EXTERNAL, NA_EXTERNAL,
and PC_EXTERNAL).

Append to External Tables: Click to append the search results to one
of the three (3) External tables (i.e. PM_EXTERNAL, NA_EXTERNAL, and
PC_EXTERNAL).

Print: Click Print to display the Print dialog box and print out the results
of your query to your default Windows printer.
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Export to Excel: Click to export the results of your query to an
unformatted Microsoft Excel file. See Export Search Query Results to a
Microsoft Excel File below for details.

Note: This feature will only work when Microsoft Excel is installed on the
system that Govern for Windows is installed on. Users must have a
valid license for Microsoft Excel.

To restore the search form...

1. Click the View tab in the Ribbon.

2. Under the predefined Searches section select one of the Groups or
Styles searches.

3. When the search form appears, it will not be in auto-hide mode. Click the
Auto Hide (Pin) icon to restore the form to auto-hide mode.

Export Search Query Results to a Microsoft Excel File

I {8 Busine

Tax Acq]

Name
14ERC
5932 §
FORT
FORT

Search

Search

e "
| @ [P
stFTCSearch Search criteria
-
@) By ST Account Number SRT Account No.
) By Name

) DBA

After performing a search query, you may want to further analyze or
manipulate the records that were retrieved, e.g. review the tax map numbers
or certificate numbers, etc.

To export query results to a Microsoft™ Excel file...

Move your pointer over the Predefined Searches auto-hide pane.

2. Complete the necessary parameters and click the Search icon to perform
a search.

Click the Export to Excel button.

When the save dialog box appears; specify the name of the Excel file and
the location that it will be saved in.

5. Once a name has been given, click Save to save the file.
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$0.00 20141538733 ercards@gme

7/13/2013 Elﬂ \Globsl
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93 (1) Business Tax (2015) X

= Dataset Treeview S B 6 Businell Search

6. Next you will be given the option to open the file immediately in Excel,
clickYes to open the file in Excel.

The records that are exported to Excel will not be formatted, i.e. only default
fonts and alignments will be used.

Note: This feature requires that a version of Microsoft Excel must be
installed on the same system that Govern for Windows is installed on.
Users must obtain a valid license for Microsoft Excel.

Search Command button grouping

The Search Pane command buttons are grouped for clarity and to
accommodate the command buttons with functionality that is related to the
mobile version of Govern. There are two (2) groups of command buttons;

Search-related buttons, and Output-related buttons,

Home = View Options Tools  Help

EQES Missing Filings ~ Sales/Use Tax #00050093 Secretary of State  E-Mail Business

b & Hampton Inn Acct® 00044362
b 02 MARKET AND LOUNGE Acct# 00048161 T "‘f

I ‘ 1 MOMENT CAPTURED Acct# D0051321 Nama\

Export to Excel

Search crt
I 1-800-GOT-JUNK? Acct® 00042421 A =
b @ 1-UP SOFTWARE Acct# 00039131 FORTq ® By ST Account Number b s i
t g KODAK ALARIS INC Acct# 00053201 FORTQ O By Name
I O DBA
I 12005 COFFEE, LLC Accts 00046172 nccoun] ©
I B 1225 PROSPECT LLC Acct® 00030756 {0 Bilsiness Addrecs
Q Accold ~ b e,
98 14ERCARDS LLC Acct 00050093 DBA e
I £ 1620 CUSTOM WHEELS AND TIRES Acct# 00C
| |naid|accountno |categorycode  |name index st acct id
Y Fion oomio7 Lot Hampton Inn 131107
ewrd 101 00131113 suT Hampton Inn 131113
T o oomrios suT Hampton Inn 131108
T Mo oooszez  suT Hamgton Inn 362
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Search Types

Depending on the search type that is selected, the Search Criteria pane will
display the corresponding parameters.

Searches in Govern

The search process is one of the key functions in Govern. The search function
allows you to retrieve datasets from the database. Further actions such as
creating permits, attaching messages, generating licenses, generating mailing
lists, etc. can then be performed on the records in these datasets.

Searches are preset queries that are submitted to the database.
To perform a search...

1. Click Pre-defined Searches in the Ribbon.
In the drop-down menu, click Groups search or Styles search.

In the Predefined Searches form, click Property Search to view the drop
down menu.

View Options Toals Help

@ Sales/Use Tax 200039320
Global

Messages

Sales/Use Tax #00039330 Secretary of State  E-Mail Business
015) X
T e oo scarr
IP COMMUNICATION RESEARCH Acct® | Search
Tax Accf E = =
IPION COMPANY Acct# 00024175 'l
1o | Pl
IPION HOME BUILDERS, INC Acct# 001, Name §°
IPION WINDOWS OF FT COLLINS Accts CHAME  stTCSearch Sesrch nteria
3920 COMPANY “
IPIONSHIP KARATE INC Acci 0001624 rorT@ ® By Name Type.af Hame.
- 3 % Hamy |
ton Inn Acct# 00044362 FORTR ) pea st Or Cle / First / Init P

JAMPIONS LLC Acct# 00053254 Accou (_}, Business Address

() By Address

= | |na_id |f0rmat_cu-de name_desc

> 2668 C CHAMP COMMURNICATION RESEARCH

4. Select Property Search (A).
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5. Under Property Search are options to select a search criteria; select By
Tax Map.

TIP: When using Predefined Searches press the Tab key to quickly move
your cursor from field to field for quick entry.

A note to Users accessing Govern Remotely

Note:

Users should note that parameters with field masks that are designed
to accept hyphen separated entries entries, e.g. Telephone Numbers,
Tax Maps, will display in OpenForms as a parameter with individual
fields. These individual fields can be accessed with the tab key .

The Field Mask would look like the like the following “XXX-"XXX-
XXX-X”, each of the grouped X’s are separated. Users that are
accessing Govern over a Remote Link, e.g. VPN should pay
attention to the tab sequence when pressing the Tab key to jump to
the next parameter. Over a remote connection, in the Tax Map
parameter, the tab key will not move the cursor to the next field of the
Tax Map number, rather it will jump to the Include Inactive parameter
(1). This behavior only applies to remote connections to Govern.

6. Click the Search icon.

7. When the search is complete, the results are displayed in the Search
Results pane (C).

Note:

When you enter information into any of the search parameters, click
Enter to start the search; search results will be automatically
transferred to the Treeview.
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Home View Options | Tools = Help

B B B 0 BB ¢ ¢ ¢ ¢ ¢ ¢ ¢

Govern New _ Govern Business  Govern Open Form Govern Security Govern Query Govern | €O Secretary Map Similar Send E-Mailto _ Similar  Google this Check  DOR Liquor

Admin (GNA) Entity Designer (BED)  Designer (OFD)  Manager (GSM)  Tool (QT)  Scheduler ofState ~ Companies  Business  Companies Company Reviews License Forms
ity Desig 9 g ool E pany:
Toals External Commands
98 (1) Business Tax (2015) X | & (1) Name and Address (2015) X | & (1) Accounts Receivable (2015) X | 2
o Dataset Treeview Pl [ Business Tax X [[OiEEILEN Search .
w

: 9‘ CHINA HOUSE Acct# 0004446+ : || earch g

g g a

Bl 8 CHINAWOK RESTAURANT Il It Tﬂka“"t| TaxFiling [ : 3

-

Bl ¢ CHINAWOK RESTAURANT INC Account Pe ] v
; g

Ml R SOUTH CHINA Acct 0003103; Account® 00044464 Perll Estifichearch '| Search criteria i

3 Aq 5

=l 8 UNITED GLASSWARE AND CHI Category SalesfUseTax | " @ By ST Account Number  ~ | SRT Account No. | g

5 = :

o & Hampton Inn Acct# 00044362 ':' By Name % :r*

(9 & 02 MARKET AND LOUNGE Acc © DaA

E & 1 MOMENT CAPTURED Acct# | O Business Address

-4 i i -

EM " 1 SOURCE COMMERCIAL PROI Filing Information [/ |/.+| L O By Address

() Ry Phona Number

‘ 1-800 CONTACTS INC Acct# 01
‘ 1-800-GOT-JUNK? Acct 0004,
‘ 1-UP SOFTWARE Acct# 00039
‘ KODAK ALARIS INC Acct# 000!

Gross Sales and Services

Add: Bad Debts

1 Jnsid sccount_no category_cods name index <t scct id
i | == \

101 00131107 LDT Hampton Inn 131107

A. Non-Taxable Service Sales | —

v 1200 S COFFEE, LLC Acct# 000 101 00131113 SuT Hampton Inn 131113
B. Sales to Other Lic. Dirs. =]
v (& 1225 PROSPECT LLC Acct# 00C 101 00131108 suT Hampton Inn 131108
C. Sales Shipped Qut of City J__|]
101 00044362 suT Hampton Inn 44362
D. Bad Debts Charged OFf | _|
101 20150714 suT Hampton Inn 131117
E. Trade-Ins for Txbl. Resal ||
7
s s 102 00048161 suT 02 MARKET AND LO... 48161
R R 03 00051321 suT 1 MOMENT CAPTUR... 51321
— 104 00131115 suT 1 SOURCE COMMER... 131115
I, Pres. Drugs/Prost. Device | || &1 104 00046356 suT 1 SOURCE COMMER... 46356

J. Food Stamps

; issienonne | [T e

25 of 25 Selected

V 6.0.1503.594 - BTL60_CZY79Z1_SQL

8. Click the option for Load to the Search Result. The results are loaded into
the Dataset Treeview pane; you can also populate the Dataset Treeview
automatically by selecting any parameter and clicking on Enter on your
keyboard.

Note: Only a maximum of 25 search results are displayed; this is can be
modified under the Options > Max. Records in the ribbon.

Search Criteria

The Search Criteria will display the search parameters that have been
configured with the Search Type.
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Search Result Pane

When a search is performed, the Search Results pane displays the results in a
grid below the Search and Search Criteria areas.

TIP: When you enter information into any of the search parameters, clicking
Enter will start the search and force search results to automatically
transfer to the Treeview.

Reposition

NEW! Previously, when performing a search of records with the same NA_ID
but multiple ST Account numbers, when you copy the record to the Treeview,
the system would only select the first account. Now the selected record will be
sent to the Treeview. (Available in release 6.0.1503)

Hibernate Mode

NEW! This behavior of selecting only the first account also applies to the
Hibernate process. As Govern is restored from a hibernation if a second or
third account is selected before hibernation, when the application is restored,
although the NA_ID is correct, only the first account will be displayed.

Transfer Individual Files to the Treeview

At times you may require a single file to be loaded / displayed in the Dataset
Treeview. This situation can arise when you have multiple results in your
Search Query Results dataset. and the requirement is to look at each record
one at a time.

To load a single record into the Dataset Treeview...

1. Place your mouse pointer over the Pre-defined Searches auto-hide tab;
complete the parameters to perform a search.

Click the Search icon.

In the Search Result pane, double-click on the individual record that you
would like transferred to the Dataset Treeview pane (B).

Note: When an individual file is transferred to the treeview, any previous
dataset will be overwritten and replaced with the single file that was
selected.
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Load to Treeview and Add (Append)

NEW! As data is loaded or appended to the Treeview from the Search, or the
Saved Datasets form, the following rules apply:

When a record is selected for append, only new files will be loaded. If
previously loaded, the file will not be reloaded into the Treeview.

If no search result is selected, the Add to Search Results button will be
disabled.

Sorting Search Results by Column Heading

Search results can be sorted based upon column headings, and in ascending
and descending order.

To sort search results based on the column headings...

1. Display the Predefined Searches pane.

2. Perform a search; the results will be presented in the Search Results
pane.

3. Note the column that you would like to sort your results on; click on the
column heading (A) to sort in ascending or descending order.

() Ru Phane Number
Gross Sales and Services
Add: Bad Debts
| |raid |- |account no |category_code [name index [stacet id
K m
[ 101 ke 1107 LoT Hampton Inn 131107
A. Non-Taxable Service S§-4=
10 113 suT Hampton Inn 131113
B. Sales to Other Lic. Dirs§ &
101 00131108 suT Hampton Inn 131108
C. Sales Shipped Cut of §_I&
101 00044262 SuT Hampton Inn 44362
D. Bad Debts Charged O |
101 20150714 suT Hampton Inn 131117
E. Trade-Ins for Txbl. Resfj |1
- — . [ 102 00048161 suT 02 MARKET AND LO... 48161
F. Sales of Gas & Cigaret
G. Sales to Gov, Relig, Ch [0z 00031321 SuT 1 MOMENT CAPTUR... 51321
H. Returned Goods [ 104 00131113 suT 1 SOURCE COMMER... 131115
I. Pres. Drugs/Prost. Devil | L 104 00046356 suT 1 SOURCE COMMER... 46356
Food Stamps 7& 105 Eﬂéﬁﬂ'\ SUT 1-800 CONTACTS INC_47131 jv
i meoo e | 6 25 |E|H| 0 0f 25 Selected
V 6.0.1502.594 - BTL60_CZY79Z1_SQL [}

The direction of the arrowhead in the column head will indicate the direction of
the sort. When the arrowhead is pointing upward, the sort is ascending, when
the arrowhead is pointing downwards, the sort is descending. A click on the
column heading will switch between ascending and descending.
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The result will be sorted based on the column heading that you are using.
When there are empty grids, i.e. NULL characters, those records are
presented first when the sort is ascending, last if they are descending.

Govern Saved Datasets Pane

NEW! As indicated earlier, the search process is one of the key functions in
Govern. The function allows for the retrieval of a record or a collection of
records or datasets from the database. Further actions such as creating
permits, attaching messages, generating licenses, generating mailing lists,
and so on, can then be performed on the records in these datasets.

The Govern Saved Dataset pane is new in version 6.0. This pane will allow
users to load, save, and delete saved datasets. This pane lists all saved
datasets for the current user (...excluding datasets that were present prior to
the hibernate process). With this control the user is able to, create new
datasets from a search result, append to an existing dataset, load, edit, or
delete one or more datasets.

Process Help
EPBB R
_entral History Govern Predefined | Save
Motes 1Ds Searches |dataset
| Save dataset
-@foll Saved Datasets P d
i = w
a4 1 m
o B EIENTEY
- =
Drag a column header here to group by that column. :
nd w
- { O Mame Date Number of items %"
iy
P[] »>HIBER:propcontrol 5/13/2014 447 PM 50 g
&
* [C] Most 100 Tax Map Records 5/14/2014 1136 AM 17 4
[[] »=>HIBER:landmanagement 13 i

Saving Search Results

The result of searches, i.e. datasets, can be saved away and retrieved for
further review at a later period. For example, a search can be made for all
issued permits in a municipality, at a later period the same dataset can be
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recalled without having to perform the same search. In addition, new search
datasets can be added to the existing one.

To save a dataset...

1. Perform a search using the Predefined Searches pane.
2. If not selected, click to select the View tab in the ribbon.
3. Inthe Data Sources group, enter a name for the search.

Note: Until a name is entered for a dataset, the option icons will be
“ghosted”, i.e. not selectable.

4. When a name is entered, the option icons will be selectable.
5. Click Save Dataset.

The dataset will be saved under the name that was entered. Additional names
will appear in the drop down list.

Appending to a dataset

New datasets from subsequent queries may be added or “appended” to an
existing query. This is done with the Append option.

To append to an existing saved dataset...

Recall an existing dataset.
Perform a new search, and obtain the resulting records.

In the drop down menu of the Saved Dataset field, select the dataset that
you would like to append to.

4. Click to select the Append option; click Save Dataset.

The newly added results will be appended to the existing one. Additional
datasets can be appended to an already existing saved dataset.

Note: The dataset information is saved in the USR_SAVED DATASETS
table.
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Business Tax Search

Overview

In the Business Tax (SRT) Data Entry form, you can perform a search by SRT
Account Number, SRT Filing Info., or SRT Category for the individual or
company. A series of specialized Predefined Searches are available for the
Business Tax profile. The criteria for these searches can be accessed as a
Group Search or a Style Search. Group Searches combine a series of search
criteria, like an Entry Date, Reporting Period, and a Period No. A Style Search
will deal with one specific criteria like a Name.

To access Business Tax search criteria...

1. In Govern, click on the Govern suite button and select Open > Business
Tax..

P

All Profiles List gA ’
@ Options TR § @1
@ Accounts Receivable mal  Extern
es Documenf
a Audit '
g Delinquency & Collections
orted Tax X
a MName & Address
B Owner Builder srted Tax Accol."
Iin Self Reported Tax oo | Address
S FISH FILES
ARA ST
NA AK 996693
y/Period
¢ RESALE CER

Period  Inactive

-

| g na_id: 112533
apa id: EHEG

2. Click the Forms Explorer tab to display the OpenForms that are in the
Business Tax profile.
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3. When the Forms Explorer is displayed, double click on the Business Tax
OpenForm.

Home View QOptions Tools Help

B AR MEBRPBED O B W

Reset Dataset Forms Reports Batch History Govem Central _External Predefined Save Query
Window Layout Treeview Explorer Explorer Process IDs  Notes Documents Searches dataset Tool

Viev Data Sources

92 (1) Sef Reported Tax (2014) X |

LB R P (5 Self Reported Tax Occasional {5 ST Zero Filer

Seff Reported Tax Account [T 4] ] [KI[|][F ] (2 ¥]of 2 | SelfReported TaxFiling

Name & Address

ALASKA FISH FILES

37795 SARA ST

SOLDOTNA AK 99669-8822

yaueag .

Link to Parcel ID
) Create New

() Search for existing

SQ| WakeD .y Koisi 9,
sjasejeQ panes

SO [BOUS] 5

Category/Period Detail
Category RESALE CERTIFICATE *  Account Number|0032673R

Pericd  Inactive EI

Notes
2

Now, it will be necessary to set the Pre Defined Searches for Business Tax.

4. In the interface, click to select the View tab.

Reset Dataset Forms Reports Batch History Govern Central _External |Predefined | Save Query
Window Layout Tresview Explorer Explarer Process IDs  Notes Documents Audit S_e_ard)_ejﬂ\‘datasat Tool

View i 20urces
98 (1) Self Reported Tax (2014) X |
_—

Forms Explorer

@ Self Reported Tax

[ﬁ Self Reported Tax Occasional

ysiesg "

@ ST Zero Filer Self Reported Tax Search Search criteria

(® By SRT Account A SRT Account No.

-
b2
g

2
-
g
3
3
=
-

siaseleq] paneg

) By Phone Number (STX) Category SALES TAX
Include Inactive

saj0N [20US) 3

(O By Address (STX)
) By Name (STX)

| |account no name index category code inactive na id st acct id

5 00032673 ALASKA FISH FILES STX n 49393 10659

B 00030426 ALASKA HORSEMEN... STX n 48624 6775

[ nnancnnc newa marnanen eTw amaca meaca

In the Data Sources group in the ribbon, select Predefined Searches.

In the form, choose an option under the Self Reported Tax Search
column.

7. Click Search.
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The results will be displayed in the search results pane of the search form.

Business Tax (ST) Search Parameters

A search can be performed based on any of the criteria listed under the Self
Reported Tax Search pane. Search options can include the following:

* By SRT Account

« By SRT Filing Information
* by SRT Category

+ By Phone Number (STX)
* By Address

+ By Name

The search criteria displayed are dependent upon system configuration and
user access

Common Parameters

SRT Account No.: Enter the required SRT Account number for the record.

Category: Search based upon the SRT Category, these are the SRT
categories in (Table: VT_USR_ST_CATEG).

Include Inactive: When searching you may want to include accounts that
have been set to inactive; click the Include Inactive option to include these
accounts. By default inactive accounts are not included in search results.

By SRT Filing Information

Entry Date: Enter the entry date that the report was made in the parameter.
Use the MM/DD/YYYY format. Alternatively, you can click the drop down
menu to display a calendar.

Reporting Period: Select a Reporting Period from the drop-down menu.
Suggested Reporting periods might be quarterly or monthly.

Period #: Enter the period number that the accounts are entered in; 1 for
monthly, 2 for quarterly.
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Self Reported Business Tax Quick Search

Home View Options Tools Help

Messages Missing Filings ~ Sales/Use Tax #00051321 Secretary of State |

015 &P | Sales/Use Tax #00051321 2 LATE FILNG(S)
; M 20121206260t
8/6/2015%] ¥] Global

Oﬁ (1) Business Tax (2015) X | & (1) Name and Address (2015) X I & (1) Accounts Receivable (2015) X

o Dataset Treeview S S Business Tax X £ Self Reported Tax Occasional T ST Zero Filer & Name & Addre]

Sl R Hampton Inn Accts 00044362 _ . . : : _

Sl R 02 MARKET AND LOUNGE Accts Tax Account | » Tax Filing b1 v]of13 Multimedia | Mailin
m o~ !

.- 08 1 MOMENT CAPTURED Acct# 0C Account Period Filing Dates

§ 3 1 SOURCE COMMERCIAL PROPE Account# 00051321 Period Code Description MONTHLY Entry Date 8/6/201
3 + Due Date: 2/20/2015

P £ Category Sales/Use Tax ue Liate: i e
=] a 1-800 CONTACTS INC Acct# 00C - Neist Dus Distes 3/20/2015 Effective Date &/6/201

The search feature can be enhanced with a “Quick Save and Search” option
that improves data entry.When configured this feature reduces the time
between saving a modification on a record and having to reopen the Search
form to search for another record. This feature is designed for users that need
to make multiple successive entries. The Quick Search feature can be
configured by users with administrator level access.

Configuring the Quick Search

Administrators that need to configure the Quick Search feature should refer to
Configuring Quick Search on page 107 for details.

Using the Quick Search

The ST Quick Search is designed to facilitate rapid entry of information. This is
achieved by avoiding the step of the user having to open the Search screen
after a modification has been made to a record.

To the end user, the Quick Search is a toggle icon that is quickly identified
when enabled.The dark background is used to provide contrast between other

icons on the tab

State Appearance of Icon

Off O\=-
On @

Page 61 © 2015 Harris Govern



=
7.2 HARRIS
N  GOVERN
Business Tax Search

When enabled with a click, the user will make an entry or update a record; and
click Save. The Quick Search is immediately launched, and the cursor is

active in the search field, prepared for the user to enter the next filing account
to be retrieved.
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Overview

The Account tab of the Self Reported Tax OpenForm is used to maintain the
information of individual and/or company accounts that you would like to

collect levies from.

To access the Self Reported Tax Account Maintenance parameters:

1. Perform a search, as described in Business Tax Search on page 58, for
the individual or company for whom you want to create an account.

2. To access this form, select a record and if not already selected, click the
Account tab.

[

CoTIT R Pl 5 Self Reported Tax Occasional T ST Zero Filer 3
©
=

Tax Account [} Tax Filing | Multimedia | Mailing Index 5
Mame & Address Category / Period Detail g.,
1225 PROSPECT LLC E Category| Sales/Use Tax Account Number | 00030756 3
5723 ARAPAHOE AVE State Mo o
UNIT 2B Peried ~ MOMNTHLY EI &
BOULDER CO 80303-1331 §

Account Information | Contact Information | History | Deductions
Account GEQ Code Flag
DBA 128 v Print Form?

2 - Home Based? []
Flag For Audit []
3 v
Locally Owned? []
Mature of Business
Adress Information
Gen. NAICS 814 | Address /5703 ARAPAHOE AVE # 2B
MNAICS Code M
NAIC Code 2 v
Address 2

Under the tab you can review the Name and Address of the selected indi-
vidual or company, this is to ensure that you are looking at the correct

account and information.
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Account Maintenance

Creating a Business Tax Account

To create a new Business Tax Account...

1. Under the Business Tax Account tab, click New.

2. Select a Category, and a Default Period.

6§ Business Tax X B Self Reported Tax Occasional %% ST Zero Filer

Tax Account Tax Filing | Multimedia | Mailing Ind

Mame & Addre Category / Period
1225 prospect e (Cr+N) E' Category | Sales/Use T
5723 ARAPAHOE AVE

AT AR - - . * amm e

3. Click Save [%]. The account number is automatically generated and
entered in the Account Number field.

Note: This system generated account number can be manually over-ridden;
see Override Generated Account Numbers on page 65 for details.

4. Click Save.

Note: The Name & Address field is automatically populated with the name
and address information from the selected record.

Setting the Account Number Increment

If a value has been entered in the Increment parameter in the Business Tax
General Parameter form in the Govern New Administration (GNA), the newly
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generated account number increment will be by this value. See Control
Account Number and Increment on page 32.

Govern New Administration (GNA)

Options. System Parameters Application Configurations. Editors Utilities Windows Help

R B & B ® % € 2 @ - &

GIS GIS GIS Manage Manage Open Web Raoll Forward Real Personal Motor AirCraft Boat| | Business | Accounts M3
Parameters Tooltip Synchronization Tool =~ Web Site Web Skin Config Editor Exclusion Property ~ Property ~ Vehicle * Excise = Excise} Tax * | Receivable - Apprdisal ~

GIS Configuration Web Configuration General Govern Tax i Copy To Year AMA

 General Parameters X @ General Parameters L\,
@ Categories
SRT General Parameters & A \ i Categories Form Set Genegal Paran

| @l Periods

Next Account Number 1B/

[0 Check Link to Permits [Create Missing Filing Pracess)

M Check Change Date (Create Missing Filing Process)

Override Generated Account Numbers

When required, it is possible to manually override the system generated
Account Number in the Business Tax - Account Maintenance form.

To override a system generated Account Number...

1. In Govern, select an existing account number in the Account Number
parameter, or at the point when a new Business Tax Account is being cre-
ated.

2. Click inside the field to highlight and modify the Account Number.
TIP: When a change is made to an account number, it is a good idea to insert
a Global Message as a means of notifying others of the change. Refer

to the Govern Release 6.0 user guide for details about Global
Messages.

Specify your Reporting Period

As there is no standard default reporting period, this value can be set under
the Period tab of the Business Tax - Periods form.

To specify a Reporting Period when creating a new account...

1. In Govern, select the Business Tax profile.
2. Open a record; if not selected, click the Account tab.

3. Under the Account tab, click New.
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4. A Period Status screen is displayed, select the Category, Period Code,
and Start Date. The period must be defined in the Business Tax Period
form in GNA.

Category Sales/Use Tax

Pericd Code | MONTHLY

13 Pericds
ANNUAL
MONTHLY
CQUARTERLY

Inactive

Start Date

5. Once all parameter have been selected, click OK.

Period Status form command buttons

Category: These are the categories of Business Tax that have been defined
in the business Tax Categories form.

Period Code: This indicates the frequency that the account will file. For
example, if reports are due once a month the period is Monthly.

Start Date: Specify the Start Date for the account filing.

Reason Code: This is an optional parameter; it allows the user to provide a
reason why the period of the ST account was changed.

OK / Cancel: Click OK to accept the changes, or Cancel to cancel the
creation of the account, or changes

Business Tax Account Creation Rules

The following rules apply to the creation of a Business Tax account.

+ Once the Business Tax Account has been created, the Category cannot
be changed.

» The user must specify a Period Code and Start Date; if they are not
provided, the OK button will be disabled. Once the Period Code and Start
Date are selected, the OK button is enabled for confirmation.

© 2015 Harris Govern
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* The Cancel button will close the window and return to the user to
theAccount without changing the period of the current ST Account.

* The Reason Code is optional. This parameter allows the user to provide a
reason why the period of the ST account was changed.

*  When the OK button is clicked, the current entity data is considered as
“dirty”, and a red dot will be displayed.

In the account creation process, if additional information pertinent to the
account is required to be entered, it can be made in the Notes field

To include additional notes, if not on the Accounts tab, click the Accounts tab.

Additional Notes

In the account creation process, if additional information pertinent to the
account is required to be entered, it can be done in the Notes field

To include additional notes, if not on the Accounts tab, click the Accounts tab.

1. Under the Account tab, locate the Notes field.

2. If the account is inactive, select the Inactive option and enter a range of
dates in the Status Information.

3. Click Save H on the tab.
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Overview

Under the Business Tax Filing tab, use the Filing Information sub tab to enter
collection information, to view totals, interest payments, and levies for each
Business Tax record. The Filing Information tab may be referred to as the
Business Tax Data Entry form.

Note: Administrators with the eGovern solution installed have the option to
offer online filing of SRT reports to their users. These administrators
will need to create an online version of any existing SRT forms that will
for offered for online filing. Refer to the Business Tax Editor section of
the MS Govern - eGovern Public Self Service Portal Release 6.0 user
guide for details.

To access the Business Tax Data Entry form and make entries...

1. Select an active SRT account, or create a new one with a click on New
under the Account tab.

2. Click the Filing tab; click New to create a new entry.

IR Home | View  Options  Tools  Help ’

2015 @ Sales/Use Tax #00044464 - $0.00
1302015 ~]  Giobal 2

Messages Missing Filings ~ Sales/Use Tax #00044464

V8 (1) Business Tax (2013) X | @ (1) Name and Address (2015) X | & (1) Accounts Receivable (2015) X +

= Dataset Treeview Rl 6 Business Tax X i eported Tax Occasional 3 ST Zero Filer
& Dataset Treevi [ B T 2 Self Reported Tax O | ) ST Zero Fil
g ! Qa CHINA HOUSE Acct# 0004446 -
< I & CHINA WOK RESTAURANT 111t | Tax Account Tax Filing | Multimedia | Mailing Inds
=
= I a CHINA WCOK RESTAURANT INC Name & Addr Category / Period “
| New (Ctrl+N) s
g ¢ & SOUTH CHINA Acct¥ 0003103; CHIA HOS Category | Sales/Us= 4
=] I & UNITED GLASSWARE AND CHI UNIT 322 Period ~ MONTHLY

PR S S e Y CiT=tal ST R AF Sl

In the form, the parameters become active allowing you to enter tax details.
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92 (1) Business Tax (2015) X | @ (1) Name and Address (2015) X | &

Q| WaAn0g .y Acisiy 8y

Create a New Business Tax Account

Home View Options Tools Help

o015 @ Sales/Use Tax 200052491 - $0.00
7/30/2015 \ Global '

et Missing Filings  Sales/Use Tax 200053491

Dataset Treeview S 8 Business Tax X £

Category Sales/Use Tax Name & Address = Self-Reported Tax Dashboard

‘ CHINA HOUSE Acct 000444564
O‘ CHINA WOK RESTAURANT Il INC £
‘ CHINA WOK RESTAURANT INC Ac
‘ SOUTH CHINA Acct# 00031032
‘ UNITED GLASSWARE AND CHINA

Period Code | MONTHLY

» Tax Account |E ultimedia | Mailing Index

Name 8 Address

StartDate | 7/1/2015
CHINA WOK RESTAL]
233 5 FEDERAL BLVE

Detail

Account Number

UMNIT 207 Period MONTHLY

EI State No
NENVER £ 2N210.7050

To create a new Business Tax record...

1. In the Period Status form, select a Category, Period Code, and Start
Date.

Select a Reporting Period. See Self-Reported Tax Periods on page 36.

Select a Period #. This refers to the Due Date, The First Due Date for the
period is Period #1; the second is Period #2 and so on.

5. The Due Date and Next Due Date are automatically displayed based on
the parameters set on the Business Tax Periods form in the Govern New
Administration.

6. The fields, from the Business Tax Fields form for the selected category are
automatically displayed and calculated according to the computation rules,
defined in Govern Admin.

7. Click Save to save the entered data (Table: ST_FILING_FIELDS).

Modifying Business Tax Entries

When regular reporting entries are made, errors in the reporting can be made.
For example you may have entered that you collected $1200 in sales tax for a
reporting period, and posted the entry to the A/R. At a later period, it is
discovered that the amount was only $1100. It is possible to return to the
posting period and make an correction.
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Duplicate Entries for Same Period are Flagged

Business tax duplicate entries are flagged as duplicates. When flagged,
duplicate entries can display a red label, “Amended Period” or “Audited
Period”. In addition there is also a label that displays Corrected Period for
records that were already posted and then later corrected. (Table:
ST_FILING_MASTER).

To make a modification/correction to a reporting period...

Open the posted filing and select the Tax Filing tab.

2. Under the Filing Information sub tab.

Click New to make your entry, change the Period # or Due Date; the
Duplicate Period query appears;

~ 0 x [

Dataset Treeview

& Hampton Inn Acct# 00044362

‘ 02 MARKET AND LOUNGE Acct# 0

‘ 1 MOMENT CAPTURED Acct® 000!
‘ 1 SOURCE COMMERCIAL PROPER”
‘ 1-800 CONTACTS INC Acct# 00047
9‘ 1-800-GOT-JUNK? Acct# 0004242
‘ 1-UP SOFTWARE Acct# 00039131
‘ KODAK ALARIS INC Acct# 000532(

SSION [BAU3D g3 50| W00 .y AoisiH &y

‘ 1200 S COFFEE, LLC Acct# 000461

I B (= Self Reported Tax Occasional 5 STZero Filer 4k Name & Address % Self-Reported Tax Dashboard 3
-

]

Tax Account | Tax Filing Multimedia | Mailing Index s
Account Period Filing Dates Additional Information S’
Account 00042421 Period Code Description ANNUAL | Entry Date 571212015 E| Unfiled || Zero Filer [ Estimated i
Category Sales/Use Tax » Due Date: 1/20/2016 = 19901s Prefiled || Do Not Bill || Created On Web o
“NextDueDates  1/2072017 Efective Date| 571272015 <+ g

Billed i

Filing Information ([~ TotalWalue | Levies

‘ 1225 PROSPECT LLC Acct# 000307
‘ T4ERCARDS LLC Acct# 00050093
‘ 1620 CUSTOM WHEELS AND TIRE!

‘ 1620 CUSTOMS Acct# 00049834

23
Gross Sales and[Bervices [ Create Amended Filing
Add: Bad Debts

A Non-Taxable Service Sales

Total Gross Sales & Serv. $100,000.00

Estimated Return

Initial Use Return

Amount of City Sales Tax
Grocery Amt. Sub. to Tax

Grocery Tax

Add: Excess Tax Collected

4. Select one of the options of Create Amended Filing, or Create

Corrected Filing, or Audited Period.

5. Make your amendment, save, and re-post the record to the A/R.

Corrected Period

Select the option for Corrected Period to correct an already posted entry; in
this instance, an Adjustment Record is created and the entry is re-posted. The
system will indicate that this is a corrected entry for this period by displaying
Corrected Period in red.

&% Dataset Treeview - 1 x [ETEIEEE R & Self Reported Tax Occasional 8 5T Zero Filer 4 Name & Address & Self-Reported Tax Dashboard 3
»
Al 2 Hampton Inn Accts 00044362 g
g }
2 & 02 MARKET AND LOUNGE Acct# 0 Tax Account | Tax Filing P vjof2 Multimedia | Mailing Index 5
Bl 3 1 MOMENT CAPTURED Acct# 000! Account Period Filing Dates Additional Information g:
& 1 SOURCE COMMERCIAL PROPER Account# 00042421 Period Code Description ANNUAL  Entry Date 8/42015 [ Unfiled [] Zero Filer [ Estimated i
. o Category Sales/Use Tax  * Due Date: 1/20/2016 e = = — 2
& 1-800 CONTACTS INC Acct# 0004 “NestDueDate:  1/20/2017 Effective Date| 5/12/2015 z
Q‘ 1-800-GOT-JUNK? Acct# 0004242° Corrected i
& 1-UP SOFTWARE Acct® 00039131
£ KODAK ALARIS INC Acct 000532(
‘ 1200'S COEFEE, LLC Acct® 000467 Filing Information Total Value | Levies
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Amended Period / Audited Period

Amended Period is to be selected when making amendments to a record but
in this instance the original posting still remains, and a new “amended” entry
is made and posted; the same methodology is used when selecting the
Audited Period option, except it is used in instances of an Audit.

Dataset Treeview S %5 Business Tax X £2 self Reported Tax Occasional S ST Zero Filer & Name & Address & Self-Reported Tax Dashboard P
& Hampton Inn Acct# 00044362 E
2 02 MARKET AND LOUNGE Acct || | TaxAccount | TaxFiling p[1 v]ef2 Multimedia | Mailing Index 5
3 1 MOMENT CAPTURED Acct® 000! Account Period Filing Dates Additional Information
£ 1 SOURCE COMMERCIAL PROPER' Account? 00042421 Period Code Description ANNUAL  Entry Date 8/412015 Eﬂ [ unfiled [] Zero Filer [ Estimated

SRsERQ PANGS -

8 1800 CONTACTS INC Acces ooy | | Cotogony SalesfUseTax - BueDates - IA0B0E et Date| gja2015 et
98 1-800-GOT-JUNK? Acct# 0004242 Amended
8 1-UP SOFTWARE Acct# 00039131 by
8 KODAK ALARIS INC Acct# 000532(
& 1200 5 COFFEE, LLC Acct# 000467 Filing Information Total Value | Levies
B 1295 PROSPFCT 1€ Acct2 000307 ‘ - - - avnr non an - B . e e - |

SAON [EQUA) G SO W0 .y Alojsiy 4y

During the posting, the differences between the last filing and the new one will
be posted in (Table: ST_FILING_MASTER).

A note about Amended Files

NEW! When amending a record, users should note that the system does not
support a true amended filing, instead it will present an interface to the user to
perform a corrected filing. This solution allows users to quickly enter data
while reducing the risk of A/R computation bugs.

In order to amend a filing, users will need to navigate to find the account/filing
record to be processed. If the record is already posted, they will have the
ability to click on the Amend current filing button.

Amending a filing is exactly the same as correcting a filing with the following
notes:

+ Data in the filing screen will be cleared out

» The amended return Effective Date is the current date (editable)

* During the save process, after creating the history ST_ID, the system will:
* For numeric fields: You will need to add the new value to the old value.

* For Example: If field1 was 300, and the user enters -100, the value
after a save will be 200.

* If no value was entered, the Govern system will keep the previous
value.

» For all other fields, the system will replace the value.

* If no value was entered, the Govern system will keep the previous
value
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In the database, there will be no trace of an amended return. After the save,
the user will see an un-posted corrected return in the form, this return will be
the sum of the previous filing and the data that was just entered.

Note: Users should note that for Govern, amending a filing is the same as
correcting a filing; the approach is an alternate way to do it.

Option for “Zero Filer” on Data Entry Form

Business Tax filings are made according to your Reporting Period settings.
Occasionally, there will be periods where you will have nothing to report; i.e.
no sales, collected duties or deductions. In such instances, a “zero filer option”
is available in the form. This option, when selected and saved, will ensure that
all parameters are set to zero.

To report a period with no entries in Govern...

Home View Options Tools Help

@ Bl ieconk ﬁ g @

"3

Configuration

Skins Culture 2> Zoom | 100% | [Treeview | HideSearch Refresh | Hibemate Sa
i = Sync. | Toolboxes Mode ~

9 (1) Business Tax (2015) X | @ (1) Name and Address (2015) X | & (1) Accounts Receivable (2015) X

& Dataset Treeview - 1 % [CEEEETE & seif Reported Tax Occasional croFiler  da Name & Address 3 Seff-Reported Tax Dashboard T
A & Hempron I Accrz 00044352 Y/, g
EBl 2 02 MARKET AND LOUNGE Acciz | | TaxAccount « TaxFiling X 4P [2 |2 Multimedia Mam 5
Bl 9 1 vovenT capruRED Acctz 000 | | Account Period Filing Dates Addmona\ mf g
§ 2 1 SOURCE COMMERCIAL PROPER’ | | | Account 00047131 Period Cade Description MONTHLY | Entry Date 274201 5- [ uniled zEm Filer [ Estimated ] i
% Qa 1-800 CONTACTS INC Accté 0004° Category Sales/UseTax || * zl;:t%a:::[’ate: iﬁgggl: Efective Date|  £/2/2015 3]~ [ Prefiled [] Do Not Bill [ Created On Web /) g
[0 | & 1-500-GOT-JUNKT Acct# 0004242 3~ 8
Al 8 1-UP SOFTWARE Acct# 00039132 1)
% B KODAK ALARS INC Accte 000532 || :
23 & 1200 5 COFFEE, LLC Acct# 000461 || || Filing Information | Total Value | Levies

& 1225 PROSPECT LLC Acct# 000307 Gross Sales and Services Estimated Return Amount of City Sales Tax ‘

i TASACARIS LIC Aeckt 005052 Add: Bad Debts Initial Use Return Grocers Amt. Sub. to Tax

1. Select an Account.(A)

2. The current date is automatically displayed in the Entry Date field (2). You
can modify this if required.

3. Select a Reporting Period (3) from the drop down menu. See Self
Reported Tax Periods on page 44 for details about periods. This refers to
the Due Date, The First Due Date for the period is Period #1; the second is
Period #2 and so on.
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Skins  Culture

4. The Due Date and Next Due Date (4) are automatically displayed based
on the parameters set on the Business Tax Periods form in the Govern
New Administration (GNA).

5. Click to select the Zero Filer option (A).

Options Tools Help

B omp @

" Zoom | 100% | |Treeview | HideSearch Refresh  Hibernate S Configuration

Sync. | Toolboxes Mode -

% (1) Business Tax (2015) X | & (1) Name and Address (2015) X | 4 (1) Accounts Receivable (2015) X

o Dataset Treeview ~ 1 x [ECETERER PN 2 seif Reported Tax Occasional 3 ST Zero Filer 4 Name 8 Address € Self-Reported Tax Dashboard T
Al 8 Hompton Inn Accts 00044362 g
S 2 02 MARKET AND LOUNGE Accee 0 | | TaxAccount | « Tax Fiing [ €] AP 2|02 Multimedia | Mailing Index {50) 3
2 & 1 MOMENT CAPTURED Acct# 000! Account Period Filing Dates Additional IWﬂ i
? B 1SOURCE COMMERCIAL PROPER' Account¥ 00047131 Period Code Description MONTHLY | Entry Date 8472015 v [ united [ Zero Filer [ Estimated §
% 03 1-800 CONTACTS INC Acct 0004 Category Sales/lse Tax: | | 9 zl;;t%a:::Dala: iﬁggg:g Effective Date| /472015 [ prefiled [] Do Not Bill [] Created On Web /) g
[ & 1-800-GOT-JUNK? Accts 0004242 i
A 8 1-UP SOFTWARE Acct# 00039131 s

é B KODAKALARIS INC Acct# 0005320 :

2f 1200 S COFFEE, LLC Accts 000461 Filing Information |- | Total Value | Levies . b

& Laast ¥ o == o G AT a P e A G il s e P

6. Click Save to save the entered data (Table: ST_FILING_FIELDS).

Note: If you are a user of the Web site, this option equates to a submission
where there is nothing to report.

Zero Filer Quick Entry

NEW! As an alternate method to manually entering an individual record, there
is the Zero Filer Quick Entry feature. This feature updates un-filed ST records
to the zero filer using the current Fiscal Year, Department, and User Login in
the application. A grid is displayed that is populated with all un-posted ST
records that are classified as un-filed (Table: ST_FILING_MASTER.UNFILED
= -1) ; the updated filing that is added to the grid will need to provide a
barcode. Details of the barcode are as follows:

Details of Zero Filer Barcode

The barcode that is to be supplied is defined in 3 parts using the separator “-
as a separator. The required data for generating the barcode can be retrieved
from the database from (Table: ST_MASTER, and ST_FILING_MASTER)

Generated barcodes must take the following format:
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*accountNo-periodNo-yearlD*

Note: The asterisk characters that begin and terminate the string are
required.

* Part 1 - Reserved for the Account Number. (Table:
ST_MASTER.ACCOUNT_NO)

+ Part 2 - Contains the period number. (Table:
ST_FILING_MASTER.PERIOD_NB)

+ Part 3 - Must display the year. (Table: ST_MASTER.YEAR_ID)
Basic Sample Query to Generate Barcode String
-- Bar Code Query - UNFILED = -1 / O for Filed --

SELECT CONCAT(**",STM_ACCOUNT_NO, *-",STFM.PERIOD_NB, "-*
STFM.YEAR_ID,"*") AS "Bar Codes"

FROM ST_MASTER STM JOIN ST_FILING_MASTER STFM
ON STM.ST_ACCT_ID = STFM_.ST_ACCT_ID
-- Specify Account No. Range for Un-filed Accounts --

WHERE STM.ACCOUNT_NO >= "00045101" AND STM.ACCOUNT_NO <= "00045151"
AND STFM.UNFILED = -1 AND STFM.YEAR_ID ="2015"

ORDER BY STM.ACCOUNT_NO ASC;
-- STOP --

Note: The query results can be modified to include the account name beside
the barcode string.

Sample Result

*00010010-1-2010*
*00010010-2-2010*
*00010010-3-2010*
*00010010-4-2010*

The result of the query should be imported into a spreadsheet application or
word processor and formatted with the barcode font that is recommended for
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the reader. Once formatted and printed, the barcodes can be scanned with
reader to rapidly enter the information.

Result

Encoded with Barcode Font

*00010010-1-2010*

*00010010-2-2010*

*00010010-3-2010*

*00010010-4-2010*

MM
*00010010-1-2010%
DRI
*00010010-2-2010%
MM
*00010010-3-2010%
D TRMER MU
*00010010-4=-2010%

Posting an Entry

After a report has been filed, the entry can be immediately psoted to the

Accounts Receivable for processing.

To post a report...

1. Under the Filing tab complete a report.

2. Click Save to save the report.

3. Under the Filing tab click Post to A/R.

B 2 &

e ey ions ools
d @ Max Records
7| Zool

Skins - Cultur m | 100% | |Treeview

Toolboxes

98, (1) Business Tax (2015) X | & ()N

Hide Search  Refresh

d Address (2015) X & (1) Accounts Receivable (2015) X |

Hibemat:
Mode ~

‘ 1-UP SOFTWARE Acct# 00039131
‘ KODAK ALARIS INC Acct# 000532(

B 12005 COFFEE, LLC Acct# 000461 | | | Filing Information

-]: :-Tmal vaie |

Levies

o+ Dataset Treeview Sl & Business Tax X 2 self Reported Tax Occasional £ ST Zero Filer “& Name & Address & Self-Reported Tax Dashboard 3
©“

3 8 Hempton Inn Accrz 00044352 ] : S S ) £

S | 02 MARKET AND LOUNGE Accreq | | TaxAccount | TaxFilng [ 4P [2 v of12 [B | Multimedia | Mailing Index s

-

Q & 1 MOMENT CAPTURED Acct® 000! Account Period Filing Dates Additional Information o
g

Ml 8 15OURCE COMMERCIAL PROPER Account# 00047131 Period Code Description MONTHLY  Entry Date g/4/2015[F]~| | [ Unfiled (] Zero Filer (] Estimated i

3 - Due Date: 3/20/2015 1 i

= 3 Category Sales/Use Tax ue Date: ; [ prefiled [ Do Not Bill [ "] Created On Web =

5 98 1-800 CONTACTS INC Acctz 0004 - MestDueDaste:  4omois | EffectiveDate| 8472015+ g

7 & 1-800-GOT-IUNK? Acct= 0004242 3

[=]

3

El

=

2

2

‘ 1225 PROSPECT LLC Acct# 000307
‘ 14ERCARDS LLC Acct# 00050093
‘ 1620 CUSTOM WHEELS AND TIRE!

Gross Sales and Services

Add: Bad Debts

L
Post To A/R

Estimated Return

Initial Use Return

Total Gross Sales & Serv. §25.000.00

4. Atthe prompt, click Yes, to accept.

Amount of City Sales Tax

| Grocery Amt. Sub. to Tax

Grocery Tax
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The report has now been posted to the A/R. In a municipality office situation,
citizens may be present and wish to settle the payment. This can be achieved
though the A/R Payment Data Entry form.

A2 %

deSearch Refresh  Hibemnate General Information

oolboxes Mode ~ Subsystem Barcode Cashier ID ST ld.
il Self Reported Tax 25336 CZYT9Z1 ST Id. #383533
(1) Accounts Receivable (2015) X |
Summary
Self Reported Tax Occasional $% ST Zero Filer & Name & Addr R R
Transaction Type Depasit Information
= EEm = T Payment v v
ing [ (05 4 p 2 errz | Multimedia | Mailing I =
Notes
Period Filing Dates The amount was settled by certified check.
Period Code Description MONTHLY  Entry Date 8/4/201
Tax « Due Date: 3/20/2015 2 T
-NextDueDate:  4/20/2015  EfectiveDate  8/4/20
Detail
Effective Date Installment
< ~ = ar42015 5~ || Total -
= =30
|§i‘@ E! |Total vaud| evis A/R Balance Interest Penalty Fee
- Hina 121250 60.63 121.25
rvices Open A/R Payment Estima § § 5
Ini Discount Charge Demand Total to Pay
§1,394.38
Reference Type Amount
A
#[20150803-012 Check [ 5139438
Money
Payor Information™
Letter Code Payer's Name
1-800 CONTACTS INC EI
swve || canca |

To make a payment through the A/R Payment Data Entry form...

Under the Filing tab of the report that was posted, click Post to A/R.

2. Inthe A/R Payment Data Entry form, select a Transaction Type, Deposit
Information, and any notes that should be included with the payment.

3. Inthe Details group, specify any additional details, e.g. payment is only
effective as of a specific date.

4. Also specify the amount of payment, the method, and any reference
information.

5. In the Payor Information group, specify the name of the payor. Click C, to
open the Search by Name form; click R to remove a name.

6. Click Save.
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Skins  Culture

A/R Posting Link is based on ST_ACCOUNT_ID

When a Business Tax posting, an amendment, or a duplicate filing, is made, it
is linked to (Table: AR_MASTER) by the ST_ACCOUNT_ID.

Total Values tab

Home  View  Options = Tooks  Help

Treeview
Sy

o
Hide Search  Refresh
Toolboxes

%.‘

Configuration

@ 2

Hibernate
Mode ~

Zoom | 100% |

98 (1) Business Tax (2015) X | g (1) Name and Address (2015) X | & (1) Accounts Recefvable (2015) X |

%

Kioysiy

SBON [PRU3D X 5Q| WRA0D 4

Dataset Treeview ¢ E-LIEUERETRY £ Self Reported Tax Occasional 8 STZera Filer % Name & Address 2" Self-Reported Tax Dashboard
& Hampton Inn Acct# 00044362
& 02 MARKET AND LOUNGE Acct# 0
& 1 MOMENT CAPTURED Acct# 000!
& 1 SOURCE COMMERCIAL PROPER

Vg 1-800 CONTACTS INC Accts D004:
& 1-800-GOT-JUNK? Acct# 0004242
& 1-UP SOFTWARE Acct# 00039131

‘ KODAK ALARIS INC Acct# 000532(

tpieag

| TaxAccount| TaxFiing [ [ o B [2 ¥|of12 [BE | Multimedia | Maiing Index

Additional Information
Unfiled
Prefiled

Period
Period Code Description MONTHLY

+ Due Date: 3/20/2015
+ Next Due Date: 4/20/2015

(ﬂ' ;I 1
| Filing Informatign | Total Value | fevies |

Account
Account¥ 00047131
Category Sales/Use Tax

Filing Dates
Estimated
Created On Web

Zero Filer

Da Not Bill

8472015 =]~
8/4/2015

Entry Date

Effective Date
Billed

SeseeQ panes -

‘ 1200 S COFFEE, LLC Acct# 000461
‘ 1225 PROSPECT LLC Acct# 000307
‘ 14ERCARDS LLC Acct# 00050093

‘ 1620 CUSTOM WHEELS AND TIRE!
‘ 1620 CUSTOMS Acct# 00049834

‘ 15T CHOICE APPLIANCE CNTR LLC
‘ 15T CHOICE INDUSTRIES Acct# 00
‘ 15T CHOICE ROOFING INC Acct# (

Taxable Amount 52500000

Net Tax Amount | 3121250
Penalty

Incorrect Filling Penalty

Incorrect Payment Penalty

Negligence Penalty

Returned Check Penalty

Other Adjustment

A/R Information
Billed §5,067.03

Adjusted Bill 40,00

Discount $0.00
Penalty/Special Charges  $250.00
Interest 30,00
Payments $254.53

Total Balance $5,062.50

The Total Values tab is a sub tab of the Filing tab. This tab displays the
following information:

Tax Information / Amount group

Taxable Amount: This field displays the total calculated from the Filing

Information tab.

Net Tax Amount: This field displays the Net Tax Amount. You can override
this field, provided you have access rights to the function.
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Special Charges / Penalty group

This section displays penalty and interest information, as required. Select the
charges that apply. The amounts are calculated from the values entered for
the selected tax category in Govern Admin. See Self-Reported Tax Categories
on page 16.

* Incorrect Filling Penalty

* Incorrect Payment Penalty
* Negligence Penalty

* Returned Check Penalty

+ Other Adjustments

A/R Information group

The A/R information that is related to the period entries is displayed in the A/R
Information group.

Levies and Exemptions tabs

The Levis / Exemptions tab displays the amounts allocated for each A/R
Class, with a Total Balance. Select the Levies / Exemptions tab to display the
levies on the selected record.

[f%, User Maintenance ]f& Department Maintenance ]o Periods (2015) ] @ Categories (2015) x|

[auD | Category ® S| 2|E m \
LDT
PCR
o
SPPIF 5 [SI 0 J
rt t rii t
SUT epartmen’ ales lax Uspartmen
[ Hide On Web
[ s N F('wes = a \/ mptions ) (J} Mutimedia Codes
| Il | | o |
W L
T lew Code  [STA |
UTA
LTA Alternate Code | |
®
AJR Class [ Sales Tax J

The following information is displayed on the levies, with a total amount:
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* Levy Code - This is the name specified for the levy

« Base Value - The base value is the amount from a standard table used for
the calculation of the type of Levy

+ Base Exempt Value - Under this column is the amount of the exemption

* Net Base Value - This is the result of the base value minus the exemption
* Rate Value - Displayed under this column is the levy rate

+ Tax Amount - The tax amount is the resullt of the net value and the rate

 Exempt on Net - Exemptions can be made before or after a computation.
If the exemption is on the Net Value for the line item, the amount would
appear under this column, otherwise this cell is blank.

* Override - If you want to perform a manual override of the Net Tax
Amount, select a yes fromthe drop-down menu

* Net Tax Amount - This is the resultant of the calculation. If the Override is
set to Yes, this amount can be manually changed.

Note: After a posting you will not be able to perform the manual override.

[&] Select Postto A/R on the Filing tab to transfer the payment information to

the Accounts Receivable subsystem. You can view the Business tax
information in the Accounts Receivable Inquiry function. Refer to the Accounts
Receivable guide for details.

[] Select Payment on the Filing tab to open the Accounts Receivable
Payment Data Entry function and accept payment for the Business tax
record. Refer to the Accounts Receivable guide for details.

Manual Override for Discounts and Penalties

In the Business Tax - Data Entry form, if a maximum discount or penalty
amount is exceeded when making an entry, you can manually override it. Note
that in instances of a late filing, the override cannot be used.

Note: A manual override can be made as long as the records have not been
posted to the A/R.
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{56 Business Tax X [

Self Reported Tax Occasional

¥ ST Zero Filer # Name & Address

&% Self-Reported Tax Dashboard

Use Tax

Assessment Fee

o
m
&
Tax Account | » TaxFiling [l [ B [1 v|of13 [BE| Multimedia | Mailing Index s
Account Period Filing Dates Additional Information ,_,.
1]
Account# 00051321 Period Code Description MONTHLY  Entry Date 3;5;2015@3 [ Unfiled [] Zero Filer [] Estimated a
Category Sales/Use Tax » Due Date: 2/20/2015 . [J prefiled [] Do Mot 8ill || Created On Web =
NextDueDate: 3202015  EfectiveDate|  8/6/2015[%] ] g
Amended =
Filing Information | Total Value | Levies
Levies
‘| Description Base Value Exempt Value| NetBase Value Rate Tax Amount| Exempt On Net|Ta
Assessment Fee 1 C
Excess Tax 1 C
FIX 0 $250.00 C
Grocery Tax 0.0225 C
Paper Filing Fee 1 C
Sales Tax $30,000.00 $30,000.00 0.0385 $1,155.00 C
Use Tax 0.0385 s C
To make a manual override In Govern.....
MBI £+ Self Reported Tax Occasional % ST Zero Filer #& Name & Addn &% Self-Reported Tax Dashboard
§
Tax Account | Tax Filing |k . 1~ |of J3 . Multimedia | Mailing Index 5
erod: 1 Due Date: 2/20/2015 . . [
Account Period 3 Period: 1 Due Date: 2/20/2015 Additional Information - w
eriod: 1 Due Date: [
Account# 00048161 Period Code D [ unfiled [[] Zero Filer [ Estimated 3
coun e oo |3 Period: 2 Due Date: 3/20/2015 8/6/2013 - " - =e e e Z
. Sales/Use T » Lue Late: . 17 Prefiled Do Mot Bill Created On Wel =
ategory Sales/UseTax  * Next Due Date| 4 Period: 3 Due Date: 42072015 1/13/2015 [~ refile o Not 8 reated Un Wel %
5 Period: 4 Due Date: 5/20/2015 Corrected =
6 Period: 5 Due Date: 6/22/2015
7 Period: 6 Due Date: 7/20/2015
-
. i & Period: 7 Due Date: 8/20/2015
J{ Fing tnformation ~ 1| 9 Period: 8 Due Date: 9/21/2015
1 k 10 Period: 9 Due Date: 10/20/2015 P .
1,000.00 Estimated Return 3 ez Tax $457.77  Is Paper Filing O
11 Pericd: 10 Due Date: 11/20/2015
' 000.00 Initial Use Return 12 Pericd: 11 Due Date: 12/21/2015 [to Tax Paper Filing Fee
Total Gross Sales & Serv, 13 P_en_orfl_ ]2_ Flue E)a_t?_1lj’2.(i,f‘2[]1 6
$100.00 Add: Excess Tax Collected
$10.00 Adjusted City Tax
Current GEC Code 0z Retailers Fee
Geo Code 2 Total Sales Tax
Geo Code 3 Net Txbl. Use
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In a department with access to Business tax Information, open a record.
Select the Filing tab in the Business Tax OpenForm.

Click New, on the tab in the form to make a new entry.

Make your entry under the Filing Information tab.

Click Save.

Select the Levies tab.

o gk w N~
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Linking in Self Reported Tax

If required, information can be linked to a Business Tax filing through the Links
tab. Use the Links tab to connect the following information to the record:

e Other Parcels
*  Other Departments
* Permits, Offenses, or Workflows

* Buildings

* Inspections
* Misc. Billing
« Utility Billing

* Personal Property

Linked Permits / Offenses / Complaints

Linking a Permit, Offense or Complaint to a SRT Record

Click New on the Linked Permits / Offenses / Complaints tab to open the Add
screen that displays all Permits, Offenses, Complaints for the current record. If
options are available select all applicable items and click Load. When the
record has been added to the list, click Save.

Linked Buildings

Linking Other Buildings to the Record: To link other buildings to the list,
click New and select all the applicable buildings from the Browsing screen.

Removing a Building Link from the Record: To delete a link to a
building, highlight the building in the To Buildings text box and click Delete.

Linked Inspections

Linking an Inspection to a Record: Click New on the button on the
Inspections tab to open the Add screen. This displays all Inspections
associated with the current property. Double-click to select the Inspection you
want to link, and click Load to the search result.

Removing an Inspection Link from a Record: Highlight the inspection
link you want to delete and click Delete.
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Linked Misc. Billing (MB) Accounts

Linking a Misc. Billing Account to a Record: To add an account to a
record, click New. This opens the Add Link search screen with the required
parameters to select. Click Search to display results with accounts that can be
associated with the record. Double-click to select the account to link, click
Load to the Search Result. When the account has been added to the list, click
Save.

Removing a Misc. Billing Account Link from a Record: To remove
an account from the record, click to highlight it; click Delete.

Linked Utility Billing (UB) Accounts

Linking a Utility Billing Account to a Record: To add an account to a
record, click New. This opens the Add Link screen that displays all accounts
associated with the record. Double-click to select the account to link, click
Load to the Search Result. When the account has been added the list, click
Save.

Removing a Utility Billing Account Link from a Record: To remove
an account from the permit, click to highlight it; click Delete.

Linked Personal Property (PP) Accounts

Linking a Personal Property Account to a Record: To add an account
to a record, click New. This opens the Add Link search screen with the
required parameters to select. Click Search to display results with accounts
that can be associated with the record. Double-click to select the account to
link, click Load to the Search Result. When the account has been added to the
list, click Save.

Removing a Personal Property Account Link from a Record: To
remove an account from the record, click to highlight it; click Delete.
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a7 Self Reported Tax Mailing Index

88
Overview

The Business Tax Mailing Index tab is used to maintain bill recipient
information. Under this tab, you can view and modify information, such as the
mailing address, mailing type, primary index status, payer information, Inactive
account status information, and forward e-mail messages. The primary index
is the name that will be linked to the invoice. Within the mailing Index, you can
also add secondary names. For example, being the owner of a franchise
organization, all invoices are sent to your head office - the primary name, but
an additional invoice may be sent to the franchise location.

To access the Business Tax Mailing Index...
1. In Govern, click on the Govern suite button and select Open > Business

Tax..

2. Click the Forms Explorer tab to display the OpenForms that are in the
Business Tax profile.

3. When the Forms Explorer is displayed, double click on the Business Tax
OpenForm.

Home View Options Tools Help

E! &) S & ¢ ¢ &

Govern New Govern Business  Govern Open Form Govern Secunity Govern Query  Govern CO Secretary Map Similar Send E-Mailto  Similar  Google t
Admin (GNA) Entity Designer (BED)  Designer (OFD) Manager (GSM) Tool (AT) Scheduler of State Companies Business Companies Compai

0’, (1) Business Tax (2015) X | & (1) Name and Address (2015) X & (1) Accounts Receivable (2015) X |

“& Name 8 Address & Self-Reportey

> 0 X ﬁ Business Tax X ROk Reported Tax Occasional % ST Zero Filer

B Hampton Inn Acct# 00044362 _ ) — - =
R 02 MARKET AND LOUNGE Acct# 0 Tax Account | Tax Filing | Multimedig| Mailing Index k| (T
- [ 7

B 1 MOMENT CAPTURED Acct# 000 Link to Name ID

‘ﬁ e 1 MOMENT CAPTURED

7102 WOODGLENN LN

[ﬁ Self Reported Tax Occasional FORT COLLINS CO 80525-6967

% 5 Zero FieE FORT COLLINS CO 80525-6967

B Denasit Mananement Type Owner « | Primary Index

4. Click to select the Mailing Index tab.

The Mailing Index information is attached to the name and account of the
currently selected record. This information can be seen by selecting the
Account tab
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Business Tax Mailing Index - Command Buttons

! Creating a New Mailing Index Record: Click New to clear the form
and create a new record.

P Saving a Mailing Index Record: Click Save to save a new record or
any modifications made to an existing one.

I Deleting a Mailing Index Record: Click Delete to remove the current
record. A confirmation message is displayed if there are any unsaved
modifications.

Do you want to remove this entry from its parent?

Click Yes to continue or No to return to the Business Tax Mailing Index
function. A message is displayed in green in the bottom right corner of the
screen to indicate the record is deleted.

Name: Click Name to launch the Name & Address Maintenance function. You
can view additional information on this screen or make any required
modifications. Refer to the Property Control guide for more information on the
Name & Address Maintenance function.

w Browsing Mailing Indexes: Click Browse to view a list of the names
and addresses of the recipients of the bills.

%3 Set as Primary Index: Click Set as Primary Index to assign the
current record as the primary index. When selected, the Primary Index check
box under the General Info. tab will be selected. See Primary Index on

page 86 below for associated conditions.
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Mailing Index General Info. tab - Parameters

Name & Address: This field displays the name and address information for
the selected Business Tax account. To modify this information, click Name, as
described above. To use an alternate name and address record or to create a
new one, click C to open the Name Search screen. Click Search to select an
existing record or click New to create a new one. Refer to the Business Tax
guide for more information on the Name Search.

Mail Type: Select the Mailing Type, from the drop-down list; such as,
Managing Agent, Mortgage, Owner or Payer, Previous Customer, Temporary
Owner or Third Party Mortgage (Table: VT_SY_MAILTYPE).

Primary Index: When selected, this option indicate the person or company
displayed in the Name & Address text field is the Primary Index.

The following conditions apply to the Primary Index.

* You can have only one primary index per account.

« If a primary index is not selected, by default, the first name and address
record entered becomes the primary index.

» The original bill is sent to the primary index only. All other persons and
companies in the mailing index receive a duplicate bill, unless the Do Not
Send Bill option is selected.

» If the name status for the record selected as the primary index is set to
inactive, a duplicate bill is sent to this record and the Temporary Owner
receives the original bill.

» The primary index indicates the name displayed on all reports.

For example, if the Business Tax bill is to be paid by the tenant; select this
record as the Primary Index. The owner is sent a duplicate bill.

Duplicate Bill: Select this option to create a duplicate bill.

No Paper Bill: The No Paper Bill option, when selected, will stop the printing
of a paper bill that is sent by conventional mail.

Sequence Priority: Enter a priority sequence to define the order in which
bills are sent out. A priority number of 1 is sent out first, as the number
increases, the lower the priority.

To set up the Priority Sequence, enter one of the following:
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« Enter 1 in the Priority Sequence parameter of the mailing index records for
the individuals and companies whom you want to receive first billing.

» Enter 2 for those whom you want to receive second billing and so on.

* Leave this field blank for those whom you want to receive billing in the
standard order, after the priority records are sent out.

Notes: This field provides unlimited space for notes and comments.

Status Information group

Inactive: Select this option to set this account as inactive. When selected, a
range should be specified

From Date / Until Date: Enter a range in these parameters to specify the
date range that the account is to remain inactive.

» If the Inactive option is selected and dates are entered in the From / To
parameters, there will not be any bills sent during this period.

« If the Inactive option is not selected and dates are entered in the From /
To parameters then the bills will be sent during this period.

Bill by Email: The send Bill by E-mail option, when selected, will allow the
system to send Bills to the e-mail address that is specified in the E-mail
Address field. If the Do Not Send Bill option is selected, both the option and
the field will be disabled.

Email Address: Specify an email address that will be used when the Bill by
Email option is selected.

Other Addresses: This parameter will contain the list, if available of
alternative addresses that the mail can be forwarded to.

Account History

NEW! The approach was changed as it was complicated to see when the
account was active and inactive. It was replaced by the last status date for
start of inactive or start of active.
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ACH Info. group

Note: The ACH Info. fields are enabled for the Primary Index only.

The Automated Clearing House (ACH) feature is used for electronically
transferring funds from the customer’s financial institution for bill payment.

Customer account information is entered in the ACH Information by Name
function. Refer to the ACH Processing chapter in the Accounts / Receivable
guide for details.

From Date / Until Date: Click the drop down menu beside the date fields
and select a range of dates from the pop-up calendar if the ACH is to be used
during a specific time only. You can also enter a date in the From field or the
Until field only.

Include in ACH: Select this option if the ACH is to be used during a specific
time only.

Forwarding Mail

Forwarding mail overrides and redirects or “forwards” correspondences or
billing information for a user specified length of time.

Note: The fields under this tab are enabled only if the Support Billing
Address Forwarding option is selected on the System Registry
Maintenance form in Govern Admin.

To override a billing address:

Link to an existing Name ID with the search or create a new one.

2. Inthe Status Information group, click in the date parameters and select the
From Date and Until Date dates for the period during which you are
forwarding the bill.

3. Ifacopy is to be sent by Email message, click activate and enter the Email
address,
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Self Reported Tax Occasional Filing

The Self Reported Tax Occasional Filing account has the same functionality
as the standard Self Reported Tax Filing with the exception that the record is
created without a specified Period. This feature is designed for the occasional
or “seasonal’ business. This feature facilitates the process for filers as they
will not have to submit Zero Files for outstanding months when they are not
operating, this was the previously accepted workaround. All accounts with an
occasional flag will have their Period Code and Period Number hard coded
with a default value set to -1.

As an added feature businesses that initially begin using the occasional filing
model may at a later date be converted to a standard period based filing
model without any system impact. See Converting from Occasional to
Standard filing on page 91.

The Business Tax Occasional Filing form ideally can be used for the
occasional or “seasonal” business. See Self Reported Tax Filing on page 68.

The Process

The ST Occasional Filing form has a button called Search & Create
Occasional Filing. This button allows users to search for an existing ST
account, or create a new name and account in the system. Once the existing
account is found or a new account is created, users can enter a new filing in
the system by providing necessary information like the Entry and Due Date.

Search and Create — -
. . ®  Search and Create Occasional Filing — “
Occasional Filing

Occasional

Vendor Name
To create anew Occasional Filing... Vendor Phone )
Results
1. Click Search & Create Occa-
sional Filing on the filing infor-
mation tab item.

2. A popup window is displayed to
allow you to search the Name /
ST Account that you wish to
create in the Occasional Filing ;
form_ “reate F C m
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Occasional Filing

3. Provide a vendor name or telephone
number. The result displays a list of all
available vendors with a radio button e i

beside each. Vendor Phone )

# | Search and Create Occasional Filing —

Occasional
Benoit

4. Choose the required vendor. If the vendor Results
does not exist, you have the option to S e

Create a new VendOI’. & New Occasno-nal Vendor

The system will create the vendor in the following tables:

- NA_NAMES

« NA_COMPANY_INFO
. ST _MASTER

« NA_MAILING_INDEX

The default period in ST_MASTER is set as OCC_VENDOR. All created Filing
Period numbers will be set to -1.

5. After you have searched and/or e Occesionat Vencor et
created a new account, select a Category | SALES TaX

category and click on Create Filing.

Self Reported Tax Filing tab

® Self Reported Tax Filing EI @ @ Self Reported Tax Account

Account Period Filing Dates
Account?: 00200062 VendorName: BENOIT  EntryDate | 2/27/2015 Due Date| 3/29/2015
Category: SALESTAX  Telephone N/A
Effective Date| 272772015 7|
Filing Information E Total Values | Levies
_99_ _T0_ _40_ _30_ _20_
Borough Soldotna Seward Kenai Homer

1 GROSS SALES

2A SALES OUTSIDE OF BOROUGH
2B SALES FOR RESALE

2C GOVERNMENT AGENCIES

2D EXCESS OF INDIV SALES 500

2E NON-PREPARED FOODS

The filing information that is required to be entered is identical to that of the
standard form.

Self Reported Tax Filing tab: Refer to Self Reported Tax Filing on
page 68 for details.

© 2015 Harris Govern Page 90



Self-Reported Tax

AN =) HARRIS

\ GOVERN

Self Reported Tax Account tab: Self Reported Tax Account
Maintenance on page 63 for details.

Converting from Occasional to Standard filing

~ & % & Business Tax

RESEARCH Acct# 00(
#00024175

S, INC Acct® 0012954
T COLLINS Acct¥ 001
C Acct# 00016249

iz

00053254
#00131121

Self Reported Tax

[} Self Reported Tax Occasional X T ST Zero Filer

F\Im(Se\l Reported Tax Account )
. g

yeag '_'_

MName & Address
Edit

Category / Period

Period  N/A

GEO Code

Joe's Overpriced Franks

Category Sales/Use

Tink to Parcel ID
(O Create New

O Search for existing

Detail
Tax Account Number| 00131121

@ Gen. NAICS

S135818( PAARS -

To convert an Occasional Filing account to a standard “period” based account.

1.

Under the Self Reported Tax Occasional tab, select the Self Reported Tax
Account tab.

Locate the Period group; for the Occasional account, the period will

indicate N

IA.

Click the Ellipses to display the Period Status form.

Specify a Period Code that the account will now follow, i.e. Monthly,

Quarterly,

Annually, and so on.

If used, select a Reason Code to justify the change in account type. Click

Save.

Once saved with a period, the account periods that correspond with the
frequency, i.e. Monthly, Quarterly, and so on, will now be generated by the
system.
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Business Tax Batch Processes

Overview

Batch Processes that are related to the Business Tax module are located
under the Views (tab) > Batch Process (View group) on the Govern ribbon.

Note: Access to the Batch Process tab and specific batch processes is a
function of the level of security that is granted to the user.

General Layout of the Batch Processes form

Home WView Options Tools Help

BE B G @ &
Reset Dataset Forms Repprts | Batch | Higory Govern Central External  Entity Predefined Save Query
ol IDs Notes Documents Audit Searches dafaset Tool

ame a dd Batch Process | & (1) Accounts Receivable (2015) X

Batch Processes Explorer > 1 x Business Tax X D
% Create Missing Filers . ~ § § § - §
@ Purge Processed Records from Inpy (Tax Account | Tax Filing | Multimedia | ® Mailing Index | . lZI 4 |2 ¥|of2
@ Self Reported Tax Computation Link to Name ID
% Self Reported Tax Posting I‘?I Create New

(_) Search for existing
/| Type [ « | Primary Index ]
. - :
Seq. Priority | Duplicate Bill ]
No Paper Bill ]
QOwnership |

Notes

When sufficient security access is given, a click on the Batch Process (A) tab
displays the Batch Process menu (1); click the menu to display available
processes in the Govern ribbon (2)...

1. Click the Batch Process tab.
2. Select the Business Tax Process.

3. Click to select the required menu or submenu.
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Business Tax Batch Process Parameters

98 (1) Business Tax (2015) X | @ (1) Name and Address (2015) X & (1) Accounts Receivable (2015) X

Batch Processes Explorer
@ Create Missing Filers

ed Records from Input Tj
@ Self Reported Tax Computation
@ Self Reported Tax Posting

LA SR SRRV (i Batch Processes ||l

« & X E° Self-Reported Tax Summary & Accounts Receivable £ License forFinance €% License To Name

Lparamatersm Schedule Repurls Processing ,

@ Create Missing Filers X

Selection Criteria
Year Department

2013 Sales Tax Department

Categary
Sales/Use Tax

Audit

Lodging Tax
Manufacturing Use Tax
Project Cost Report
PIF Fee

Special PIF Fee
Sales/Use Tax

Under the Parameters tab are the fields that are used to configure and launch
the Batch process.

Selection Criteria group

In the Selection Criteria group, select your criteria and applicable options. If no
options are selected, the system recalculates all levy taxes.

Year: Enter the year to process.
Department: Enter the department to process

Note: The process requires that the Year and Department parameters are
selected.in order to proceed.

Category: Select the appropriate category.

From Entry Date / To Entry Date: Enter a date or a range of dates to
process.
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From ST Account No. / To ST Account No. Enter an account or arange
of accounts to process.

Business Tax Parameters tab - Command Buttons

Execute: Click Execute to initiate the batch process.

Cancel: Click Cancel to abort the process and close the form.

The completed process and, or any associated errors will be displayed in the
ribbon under the Processing tab.

& \1] DUSINESS 13X (2U13) A | (1) NaME and AGAress (ZU13) A | & (1) ACCOUNTS HECEVADIE (2U13) X

[ s Y WS B Create Missing Filers x

&% Batch Processes Explorer ~ 0 X & Self-Reported Tax Summary £l Accounts Receivable & License for Finance

@ Create Missing Filers i
Parameters | Schedule | Repol Processing
B3 purge Processed Records from Input T4 N A
st202 - Create Missing Filers : 8/6/2015 12:21:223 PM 0

facsiy

; @ Self Reparted Tax Computation
§ @ Self Reported Tax Posting |Cance\ed at 12 of 15760
-
“‘? i ¥ Creation Date ¥ Message
% E: Information (19 items)
= | @ [er6/2015 12:19:56 BM [Starting Time: 8/6/2015 12:1956 PM
E @ |5/6/2015 12:19:56 PM Parameter: ValidationResults = System.Collections Generic Dictionary 2[System String, System.Collections.Generic....
4 T 8/6/2015 12:19:56 PM Parameter: IsValid = True
0 8/6/2015 12:19:56 PM Parameter: BpDefinition = GovernSoftware BusinessRules.BatchProcess. BR_BP_Definition
G' 8/6/2013 12:19:56 PM Parameter: Userld = govern
@ [8/6/2015 12:19:56 PM Parameter: Batchld = 20
@ |5/6/2015 12:19:56 PM Parameter: TransactionMode = RollBacklfOneTransactionFail
@ |8/6/2015 12:19:56 PM Parameter: RunBatchAsync = False
@ |2/6/2015 12:19:56 PM Parameter: MaxNumberProcess = 50
@ 18/6/2015 12:19:56 PM Parameter: AuditBatchiD = 9028

Click on the expand arrowhead on the right hand side to display the full list of
errors in the content of the form (A).
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Business Tax Process - Schedule tab

Home View Options

Reset

‘Window Layout Treeview Explorer Explorer Process IDs

Taols

Help

Notes Documents Audit

99 (1) Business Tax (2015) X . & (1) Name and Address (2015) X | & (1) Accounts Receivable (2015) X |

Batch Processes Explorer - 1x

@ Create Missing Filers

%3

Aicysiy

@ Self Reported Tax Computation
B seif Reported Tax Posting

?
3
3
g
i
I}
3
A
z
g
a

@ Purge Processed Records from Input Tiff |

%' Self-Reported TaxSummary £ Accounts Receivable

|7 Parameters | * Schedule lz‘ ‘ Reports ; Processing

Mame: | After Hours Batch Process 2015.05.24

Description:

Scheduled process: |st202 - Create Missing Filers
Activated

| Govern Super User (govern)

£/6/2015 1:00:00 PM [3]

May, 2015

Owner:

Settings

© One time Start Date:

-

©: By [] Expires on: 4
) Week
Recur every:

O Month 26 27 28 20 30

L] Repeat every: 1011 12 12 14

718 19 2%21
28

24 25 26 77
3 ¢ 2

|[100PM

E. Dataset Treeview [T LGN

. -
ie" License for Finance

B ARRBERBES G B Wh

Dataset Forms Reports Batch History Govern Central External Predefined Save Query

Searches dataset Tool

s Y (R (3] Create Missing Filers %

yaueag . |l

siaseie( panes -

3

Su Mo Tu We Th Fr Sa
1] 2
7 8 9
15 18
2z 5
9 30
s 6

B

V 6.0.1503.594 - BTL60_CZY79ZT_SQL

The Schedule tab is used to define a batch process that will run once or at

multiple scheduled times. A scheduled process may be set to run on a weekly
interval, or if required, more than once a week, or less than once a week, e.g.
bi-weekly.

Schedule tab Parameters

Under the Schedule tab are the parameters that are required to configure the
batch process.

Name: Specify a name for the scheduled process.

Description: Enter a description of the process for informational purposes.
This is usually a full description of the process Name.

Page 95

© 2015 Harris Govern



=)
7.2 HARRIS
N~  GOVERN
Business Tax Batch
Processes

Scheduled Process: This is an informational field displaying the name of
the batch process that is being scheduled. This field cannot be modified.

Activated: Select the Activated option to enable the schedule.

Owner: The owner is a drop down menu that can specify the name of the
owner of the process. By default, this field displays the log-in user name.

Settings group

The parameters available in the settings group will change based upon the
Settings radio button that is selected; i.e. One time, Day, Week, or Month.

Settings - One time option selected

Scheduled process: | st202 - Create Missing Filers
Activated
Owner: Govern Super User (govern)

Settings

® One time Start Date: | 8/6/2015 1:00:00 PM s‘

O Day

4 May. 2015 3
O Week
Su Mo Tu We Th Fr Sa
O Month 26 27 28 20 0[] 2
3 45 6 7 8 9
10011 12 13 12 15
17 18 19 L\) 21 22| Today (Ctrl+T)

24 25 26 27 23 29 =0
31 1 2 3 4 5 6

1:00 PM B~

One Time: Select this option to schedule the process to run for one time
only.

Start Date: When the One Time option is selected, the Start Date parameter
is the only one that will be displayed. In the parameter, enter a Date and Time
for the process, or click the calendar button to manually select from the
calendar.
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Description:

Scheduled process:  st202 - Create Missing Filers
Activated
Cwner: Govern Super User (govern)

Settings

O One time Start Date: 8/6/2015 1:00:00 PM EH

® Day [] Expires on: 4

O Week

Settings - Day option selected

May, 2015 >

O Month 26 2 29 30[1] 2

Su Mo Tu We Th Fr Sa
Recur every:
3 4 5 6 7 8 89
10112 13 14 15 16
17 12 19 zcl/\\)a 2 22
24 25 26 27728 20 30
3 z 3 4 5 ¢

[] Repeat every:

1:00 PM =h

Day: This option is to be selected for batch processes that are to occur every
fixed number of days, independent of a day of the week or a date in the
month. For example this could be used for a process that is to be run every
two (2) or three (3) days. When the Day option is selected, the following
parameters are available:

Start Date: When the One Time option is selected, the Start Date parameter
will be displayed. In the parameter, enter a Date and Time for the process to
begin, or click the calendar button to manually select from the calendar.

Expires on: When the process has a finite date, i.e. a termination date,
select this option and specify the date and time. By default this option is not
selected, an indication that the process will be repeated indefinitely until
manually stopped.

Recur every <DAY> day(s): <DAY> represents the interval in days that the
process is to be repeated.

Repeat every: <MIN> minutes: Select this option to specify a process that
is to be run every <MIN> minutes. <MIN> represents the interval in minutes
that the process is to be repeated every number of days specified.
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Settings - Week option selected

Description:
Scheduled process: | st202 - Create Missing Filers
Activated
Qwner: Govern Super User (gavern)
Settings
O One time Start Date: 8/6/2015 1:00:00 PM EE|
) Day [l Expireson:  [12/31/9999 11:59:59 PM ]
® Week
i Recur every: 1 weeks
) Month
[] Sunday Monday [ ] Tuesday Wednesday [ | Thursday %Fr\'day
On:
[] Saturday
[] Repeatevery: 0 minutes

=)

Week: This option is to be selected for batch processes that are to occur
every fixed number of weeks, independent of a date in the month. For
example this could be used for a process that is to be run every two (2) or
three (3) weeks. When the Week option is selected, the following parameters
are available:

Start Date: When the Week option is selected, the Start Date parameter will
be displayed. In the parameter, enter a Date and Time for the process to
begin, or click the calendar button to manually select from the calendar.

Expires on: When the process has a finite date, i.e. a termination date,
select this option and specify the date and time. By default this option is not
selected, an indication that the process will be repeated indefinitely until
manually stopped.

Recur every <WEEK> week(s): <WEEK> represents the interval in weeks
that the process is to be repeated.

On <DAY_OF_WK?>: After selecting the Week option, in the On: parameter,
you will need to select the <DAY_OF_WK>, i.e. day, or days of the week that
the process is to be run. Select one or more of the days of the calendar week.

Repeat every: <MIN> minutes: Select this option to specify a process that
is to be run every <MIN> minutes. <MIN> represents the interval in minutes

© 2015 Harris Govern Page 98



=\
7.2 HARRIS

N GOVERN

Self-Reported Tax

Description:

Scheduled process:  =t202 - Create Missing Filers

Owner:

Settings

that the process is to be repeated every day or number of days of the specified
calendar week.

Settings - Month option selected

spseeq 1

Activated

Gowvern Super User (govern)

O One time Start Date: 8/6/2015 1:00:00 PM Eﬂ

O Day

O Weel
® Mo

Expireson: | 8/7/2015 1:00:00 PM ] v
K

Recur every: months
th

M1 Mz O3 O4 Os O O7F O Oe Owo On O12 O3 D4
On: 015 (16 &17 18 [J19 [J20 (21 [J22 [123 [(J24 F25 2 [27 [J28
[z [J30 &3

Repeat every: |60 minutes

&

Month: Select the Month option for batch processes that are to occur every
fixed number of months, independent of a day of the week in the month. For
example this could be used for a process that is to be run every first 1st and or
15th of the month. When the Month option is selected, the following
parameters are available:

Start Date: When the Month option is selected, the Start Date parameter will
be displayed. In the parameter, enter a Date and Time for the process to
begin, or click the calendar button to manually select from the calendar.

Expires on: When the process has a finite date, i.e. a termination date,
select this option and specify the date and time. By default this option is not
selected, this is an indication that the process will be repeated indefinitely until
manually stopped.

Recur every <MONTH> month(s): <MONTH> represents the interval in
months that the process is to be repeated. For example, if you specify that the
process is to run every two (2) months on the 1st and the 15th, and the date
that the process was set to begin is March 12; the process will then run once
in March. The next month for the process to run would then be May 1st and
May 15th, then July 1st and July 15th, etc.
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On <DAY_OF_MTH?>: After selecting the Month option, in the On:
parameter, you will need to select the <DAY_OF_MTH>, i.e. day, or days of
the month that the process is to be run. Select one or more of the days of the
month.

Repeat every: <MIN> minutes: Select this option to specify a process that
is to be run every <MIN> minutes. <MIN> represents the interval in minutes
that the process is to be repeated every calendar day or days of the specified
month.

Schedule tab Command Buttons

Save: Click Save to save the configured parameters.

Cancel: Click Cancel to abort the process and close the form.

The completed process and, or any associated errors will be displayed in the
ribbon under the Batch Process tab.

Business Tax Process - Reports tab

The Reports tab is used to display any reports that are associated with the
batch process. Reports may be automatically generated or require user input
of required parameters. Refer to the Govern Scheduler release 6.0 guide for
details about configuring reports for a Batch Process.

Daily - Business Tax Computation

The Compute Levy and Exemption form is used to re-compute the levies and/
or the exemptions after a change in the tax rates, exemption amounts or
percentages. It is recommended that this process be run prior to printing the
tax bills.

To access this Batch process from Govern’s main screen

1. Click the Batch Process tab.
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2. In the Ribbon, locate Batch Process.

3. Click to select Batch Processes > Business Tax Process > Daily >
Business Tax Computation.

Starting the Computation Process

Select your criteria and applicable options, then click Execute to launch the
levy computation. If no options are selected, the system recalculates all levy
taxes.

Year: Enter the year to process.
Department: Enter the department to process

Note: The process requires that the Year and Department parameters are
selected.in order to proceed.

Category: Select the appropriate category.

From Entry Date / To Entry Date: Enter a date or a range of dates to
process.

From ST Account No. / To ST Account No. Enter an account or a range
of accounts to process.

Business Tax Computation Command Buttons

Execute: Click Execute to initiate the batch process.

Cancel: Click Cancel to abort the process and close the form.

The completed process and, or any associated errors will be displayed in the
ribbon under the Batch Process tab.

Daily - Business Tax Posting

Run the Business Tax Posting batch process to transfer the computed Real
Estate tax values to the Govern Accounts Receivable module.

To access this Batch process from Govern’s main screen
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Click the Batch Process tab.
2. In the Ribbon, locate Batch Process.

Click to select Batch Processes > Business Tax Process > Daily >
Business Tax Posting.

Starting the Tax Posting Process

Select your criteria and applicable options, then click Execute to launch the
Posting to process. If no options are selected, the system will post all records.

Year: Enter the year to process.
Department: Enter the department to process
Category: Select the appropriate category.

From Entry Date / To Entry Date: Enter a date or a range of dates to
process.

From ST Account No. / To ST Account No. Enter an account or a range
of accounts to process.

Periodically - Purge Processed Records from
Input Tables

This Govern Batch process is run to purge processed records from the
following tables:

.« ST_IMP_PMT_INFO
.« ST_IMP_RETURN_INFO

To access this Batch process function, from Govern’s main screen

Click the Batch Process tab.
Select the Business Tax Process.

Click to select Batch Processes > Business Tax Process > Periodically >
Purge Processed Records from Input Tables

© 2015 Harris Govern
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4. A confirmation message appears; click Yes to proceed.

The progress of the process can be monitored in the status bar in the ribbon.
Any messages or warnings will be displayed.

Periodically - Create Missing Filers

The Business Tax - Create Missing Filer batch process is used to pro-actively
generate the Business Tax (SRT) forms that will be filed for a given period.
When following this process a form can be pre-generated for the period
required for your process; monthly, quarterly, etc. Users will only be able to file
the period that you have generated. This method offers the advantage of
minimizing errors associated with users filing for the wrong period when they
have multiple periods available to select from.

Business Tax — Create Missing Filer command buttons

Execute: Click Execute to initiate the batch process.

Cancel: Select to close the form without initiating the batch process.

Business Tax — Create Missing Filer Parameters

Selection Criteria group

Year: Enter the fiscal year that the SRT period that is to be generated will
occur in.

Department: Select the relevant department from the drop down menu.

Category: Select the tax category from the drop down menu, e.g. Sales Tax,
Business Expenses, etc.

Default Period: Depending on the period that has been defined for the filing,
select a period from the menu; e.g. Monthly, or Quarterly.

Period Number: The period that is selected from the Default Period
parameter will determine the options displayed in the period; select the period
that is to be generated.

Page 103

© 2015 Harris Govern



-\

=

\|
s GOV

2 HARRIS

ERN
Business Tax Batch
Processes

Configuring the Batch Process

The Business Tax Create Missing Filer process is configured in the Govern for
Windows GovAdmin application. An administrator will need to enter the path
to the Deploy EZ Batch application shortcut parameter. Refer to the Govern
Batch Processing Interface section of the Super User guide for details.

Running the Batch Process

To run the Batch Process in the Govern for Windows GovBatch application...

1. Select Business Tax > Special Procedures.

2. In the Special Procedures form, click to select the SRT - Create Missing
Filer Special Procedure.

3. When the Business Tax — Create Missing Filer form is displayed, complete
the parameters as needed.

Note: If the error, ClickOnce Batch Shortcut has not been defined, is
seen, you will need to configure the path to the Deploy EZ application
under the Connections tab of the System Registry Maintenance form
of the Govern for Windows GovAdmin application. Refer to the Govern
Batch Processing Interface section of the Govern for Windows Super
User guide for additional details.

After the batch process has been initiated, the batch process Status Bar is
displayed with status information that is related to the process. Refer to the
Batch Process tab section of the Govern Release 5.1 user guide for additional
details about Batch Process errors.

If any errors are generated, click the status button to display any notifications
that are associated with the process.
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APPENDIX A:GENERAL CHANGES TO
THE BUSINESS TAX MODULE

Changes between Business Tax and Self
Reported Tax

Users of the Self-Reported Tax (SRT) module released prior to Release 6.0,
i.e. Release 5.1 and Govern for Windows, will need to note the following
changes between Self -Reported Tax (SRT) release 5.1 and Business Tax
release 6.0.

Backwards Compatibility

Although there is some backwards compatibility in other systems, the
Business Tax system does not offer this. This is as a result of changes made
to certain tables such as the USR_USERFILE or VT_USER, does not offer
this. there can be no roll back. This means that once users have transferred to
the Release 6.0 Business Tax system, their Self-Reported Tax data cannot be
rolled back.

Note: As a result of the nature of the transfer of Self-Reported Tax data from
pre 6.0 releases, user should note that there is no roll back option. As
always users should diligently backup their prior to transferring to the
new system. In the event of system error,
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APPENDIX B:CHANGES TO DATABASE
TABLES

As a result of the changes that are required for the new Govern Business Tax
modules, the following changes have been made to the database:

Additions to Existing tables

The following columns have been added to (Table: ST_PARM_FIELDS)

*+  ALLOW_NULL

+ NUMBER_MIN

«  NUMBER_MAX

+  DATE_MIN

+  DATE_MAX

+ SPELL_CHECK

+ DISPLAY_TYPE

+ TABLE_DISPLAY

*  VALUE_OVERLAY

Changed Table Names

The name of the following (Table: VT_USER) is changed for the Field, Levy,
and Exemption. These tables are created dynamically as in the following
examples:

+ ST_CategoryCode_FieldName ...where F refers to a Field
* ST_CategoryCode_LevyName ...where L refers to a Levy
+ ST_CategoryCode_Exemption ...where E refers to a Exemption
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APPENDIX C:CONFIGURING QUICK
SEARCH

The following steps describe the configuration of the ST — Quick Search
feature. The Quick Search screen is displayed as a popup when Save is
clicked on the ST Filing form. Note the steps that are required to enable the

Quick Search feature.

Enable in User Registry

Registry Manager = B

Registry Filter | User ID V

| Section Name Key Name Key Value
* Goven Default installment
- Govern Default payment type Sean |
o CpenForms Netification flag for high|| Search
T OpenForms Neotification flag for norn E E_'_
- CpenForms Netification flag for low .
_ Search criteria
OpenForms Flag to automatically opg SRT Account No. ||
T CpenForms Flag to automatically opg
o OpenForms Flag to automatically opg
T Govern User Entry Delay in millis
T User Opticns Search Maximum Record
o User Options Synchronize Dataset Tred
_ User Options Hide Search Toolboxes O
T User Options Allow Quick Search E]

The first step in enabling the Quick Search is to set the SY_REGISTRY key

value for Quick Search to TRUE.

To set the key to TRUE, open the User Registry

1. In Govern click the options button; select the Options icon.

On the User Registry form set the Registry Key Type to User ID.

Click under the Key Type column to enable the option to “Allow Quick

Search”; click Save.
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Business Entity Designer

The Govern Business Entity Designer (BED) is used to create the entity for the

form.

Self Reported Tax(X

Proper
Goven

STO7 - Self Reported Tax

Cell{1,1) - Account Cell(1.2) - Filing Cell(1,3) - Linke
ST _Account ST_Filing

[¥]Delste Action Button [¥]ST Filing Date Entry  Custom Control

g Last Modification Date LAST_MODIF_DATE mSave Action Button

Name & Address NAME_DESC [Post to AR Action Button

J Account Number ACCOUNT_NO
Print Form? PRT_FORM Self-Repol
Make sure the SAVE is set correctl i
Cabegony CATEGORY_CODE X ST Accour
DBA ST_DBA Permits / ||
J Flag For Augit  FLAG.AUD i [¥Add

Default Period  DEFAULT_PERIOD =] Due Date DUE_DATE
Date Changed CHANGE_DATE =] Cash Drawer E_CASH_DRAWER
Home Based? ~ HOM_BAS & Check Number E_CHECK_NO
NAICS Code ch_ 5 Discount E_DISCOUNT
E E_INTEREST
=) BusinessType  BUS_TYPE - Jn'er‘est E_PENAW
2 Locally Owned?  LOC_OWN 5] Penalty |
5] Gen. NAICS SIC_CODE & Payment Amount  E_PMT_AMT
Emn C;ty‘ moan =] Payment Date E_PMT_DATE
iy FILE BY =) Payment Type E_PMT_TYPE
ile By: |
g ENTRY_DATE
Nature of Business NATEUS ﬁ Entry Date e
2] Bus.StartDate  START_DT B Unfiled 1 "
B Notes NOTES =] Incorrect Filling Amount INC_FIL_AMT

Govern New Administration (GNA)

In GNA use the Dynamic Search Style form to configure a search query.

Govern New Administration (GNA)

Options ~ System Parameters  Application Configurations  Editors  Utilities  Windows  Help
@ afizer ‘Cﬁ{ E @ @ offser % [ Data Mapping Editor & Dynamic Search Objects
Sljess g Sfires 1 Resource File Editar (€ Dynamic Search Styles
Profile Field Mask Constant SOL Query Formula Logical Expression External Number  System Validation User Validation ) o
Editor  Editor  Value Editor  Editor  Editor Block Editor ~ Command Editor Format Editor  Table Editor Table Editor  ()Batch Process Definition Editor iy Dynamic Search Groups
Editors Dynamic Search Configuration
\.]E Dynamic Search Styles X
Available Styles (by sequence) -
=
priPermit - By Permit Number (Folio) = [ sve Bl 13401147 \

-lo| x|

priTaxMap - By Tax Map {Felic}
SALE_10 - Collection Accounts

Code:

stQuickSearch

SALE_10_AUDIT - Audit Accounts

st_balance - SRT Payment Differencec
stAccountByName - Retrieve ST Accounts by Name
stAccountNo - By ST Account Mumber

STBUSLOC - Business Address

stCategory - By SRT Category

STCONIMF - Contacts

STDBA - DBA

stfiling - By SRT Filing Informaticn

stQuickSearch - STQuickSearch

(®) [erauicksearcn

English Short Description English Long Description

[sTQuickSearch | [sravicsearcn |
French Short Description French Long Description

‘STQuickSaarch | |STQuichEarch ‘
Ois System

Key to Retrieve: Alternate Connection Key:

((Name D

]

1. Click Editors (tab) > Dynamic Search Styles In the GNA ribbon.

2. In the Dynamic Search Styles form, click New to create a New Quick

Search (Search Name: stQuickSerach)
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3. Under the Key to Receive drop down menu, Select “NamelD” .

4. Look for the query text box; paste the following query...:

SELECT

ST_MASTER.NA_

ODE,NA_NAMES . NAME
ST_MASTER,NA_NAMES WHERE ST_MASTER.NA_I1D=NA_NAMES.NA_ID
AND UPPER(ST_MASTER.ACCOUNT_NO) LIKE

@staccountnb_O[[ST_MASTER.ACCOUNT_NO]

Govern

ID,ST_MASTER.ACCOUNT_NO,ST_MASTER.CATEGORY_C
_INDEX, ST_MASTER.ST_ACCT_ID FROM

In Govern the Quick Search can be initiated for quick entry when multiple

successive entries are required.

[——
Home I

Sales/Use Tax 00131108 -
Global

Information + Missi

92 (1) Business Tax (2015) X

Aigysiy 94

ng Filings

Help

Tax Account | Tax Filing

50.00 renwal fee

Sales/Use Tax #00131108 _ Secretary of State

&% Self-Reported Tax Dashboard

2 License for Finance

p 1 oriz Multimedia | Mailing Index

DOR Liguor Licenses
rbeanil@msgoy

E-Mail Business

yaueag |

Search

]

@ Self Reported Tax Occasion (]
5

§
=
5
[+]
E
g
g
]

@ Deposit Management

% Narme & Address
ﬂﬁ Self-Reported Tax Dashba:
@ Self-Reported Tax Summal

@ ST Zero Filer e - -
o [PEEE"

SRT Accoun t No.

Additional Information -
[lunfiled [] Zero Filer [ Estimated
] [T prefiled [] Do Not Bill || Created On

siaseiRq Paes -

Collected

ﬁﬁ Accounts Receivable

@ ST Dashboard - Audit

Ea Data [FoEligl ¥ Repc %7 Batch

W 6.0.1303.476 - BTLE_CZY79Z1_SQL

A. Non-Taxable Service Sales

B. Sales to Other Lic. Dlrs,

C. Sales Shipped Out of City

Total Lec

Total Lat
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Business Entity Designer (BED)

Self Reported Tax|X|

s

£l v

STO7 - Self Reported Tax

Cell(1.1) - Account Cell(12) - Filing Cell{13) - Linket
ST_Account I[sT_Filing PM_Linked Sef 8 || 4 defauttaccessrights
[¥] Delete Action Button [¥]5T Filing Date Entry _Custom Contral | CanExecutelogExp
) Last Modification Date LAST_MODIF_DATE||| [¥]Save Action Button ~ o Misc
5) Name & Address NAME_DESC [ Postto AR Action Button " ()
|8 Account Number ACCOUNT_NO ~ Assembly Mam WPFCustomControl.dil
8] Print Form? PRT_FORM 1 Class Mame  ULSRT_DataEntry
B Category CATEGORY_CODE Make sure the SAVE is set correctly Method Name Savelata
2) DeA ST_DBA Embedded Ima lcon_Save
5) FlagFor Audit ~ FLAGAUD ZEE T Add External Image [
; De:!ult Period DEFAULT_PERIOD =] DueDate DUE_DATE | ToolTip Savie
) DateChanged  CHANGE_DATE =) Cash Drawer E_CASH_DRAWER 5 Arguments
/&) Home Based? HOM_BAS &) Check Number E_CHECK.NO 4 zwm\"alue
5] Discount E_DISCOUNT turn Propert
3 ::i;i‘fv; :-:;fms 2 Interest EINTEREST * Return Proper
B Localy Owned?  LOC_OWN 2) Penalty E_PENALTY Special Feature Save
&) Gen. NAICS SIC_CODE 8] Payment Amount E_PMT_AMT kEnfbled Prog
B ey INCITY 8 PaymentDate  EPMT_DATE e
s + = 2 Payment Type E_PMT_TYPE ctivate Force True
2 File By: FILE_BY e n ENTRY DATE Call Without D False
8] Nature of Business NATBUS & Entry Date & To Be Audited False
|8) Bus.StartDate  STARTDT 8 Unfied b Label Text Save
B Notes NOTES !i Incorrect Filling Amou:-t’"‘f_T:iMT i
Govern Security Manager
Permissions |
Permissions per application:
Application | E|ARE |V AtV | I | ARl U |AtU (D |AtD |B|ALB |C|ARC |
) Net Tax Amount Adj. (S | w 4 o « W «
[E) Met Tax Amount Criginal 0 4 m o« w < I |
&) Net Tax Amount Override [ | w W « W «
[E) Next Due Date [ | -« w 4 o <4
[ Not Go Levy 0« - - W « - «
D Notes E i -« 4 o«
) NSF Amount . | m -« m <« w «
&) NSF Flag B 4 w4 - - - -
[E) Other Adjustment Amount [ | w -« w <« m <4
[ Cther Adjustment Flag 0 < m -« w < " <
[E) Cverride AR [ | m -« & « W «
& Payment 0 4
(D Payment Amount f < w -« W « " <
i (&) Pavment Date D 4 w < w <« m 4
] 4 " « W « W <
Make sure the SAVE in the ST filing is ON or checked [ ¥ E < N4 B4
- <4 w - - < & «
- n < - < e @<
& Post to AR W o«
[E) Posted to A/R [ | i -« - «4 o 4
[E ST Account ID < m 4 W < - <
[ ST Filing Date Entry W <
[ ST Filing Id O 4 m < - < - 4
[ Taxable Amount B 4 w -« w < - <
[B Transfer Filing 4
&) Unfiled [ | W « W « W <
£ Linked Buildings w4 | O« w - m <4
() Linked Inspections - 4 m [ | W -« - <
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Index

Index

A

A/R Posting Link is based on ST_ACCOUNT_ID 77
About Searches 45
Account Maintenance 63
Account Number
Override Generated 65
Override in Self-Reported Tax 65
ACH Info. tab 88
Amended Period 71
Appending to a dataset 57
Audited Period 71

B

Batch Process
Create Missing Filers 103
General Layout of forms 92
Parameters tab 93
Parameters tab - Command Buttons 94
Purge Processed Records from Input Tables

102

Schedule tab 95
Schedule tab Command Buttons 100
Self-Reported Tax Computation 100
Self-Reported Tax Posting 101
Settings group 96

Batch Processes
Self-Reported Tax 92

Business Tax Account Maintenance 63

Cc

Checkbox for “Zero Filer” on Data Entry Form 72
Computation 100

Create Missing Filers 103

Customizing Address fields with the SRT Editor 39

D

Data Entry Form

Checkbox for Zero Filer 72
Dataset

Appending to 57

Saving a 56

Default Reporting Period
Specify 65
Details of Zero Filer Barcode 73
E
Editors
Self Reported Tax 35
F

Filing a Self-Reported Tax Entry 68

G

General Layout of Batch Process Forms 92

Introduction
Self-Reported Tax 1

L

Levy Information tab 78

Mailing Index
Command Buttons 85
General Info. tab Parameters 86
Self-Reported Tax 84
Making Modifications
to Self-Reported Tax Data Entry 69

N
Net Tax Amount 77

(0

OpenForms Settings group 36

Option for “Zero Filer” on Data Entry Form 72
Option for Zero Filer on Data Entry Form 72
Override Generated Account Number 65

Override Generated Account Number in Self-Re-
ported Tax 65
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