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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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Introduction

Introduction
Overview

The Govern OpenForms Product Suite provides two subsystems for
managing delinquent accounts: Delinquency Collection and Bankruptcy
Management.

These subsystems are similar in setup and functionality. Both use Govern
Accounts Receivable (A/R) for the administrative setup and management.
Accounts must be posted in Govern A/R before they can be transferred to
delinquency or bankruptcy.

Both are linked to the account by Name ID (NA_ID). The Delinquency
Collection module can also be linked by Parcel ID (P ID).

There is one user form and one batch process for each subsystem. These
forms have the same functionality and most data entry fields are the same.
The exception is that Delinquency Collection includes a Status field on the
user data entry form. This field can be set up to indicate the stage that the
delinquency record has reached, such as, Record Initialized, Letter Sent to the
Client, or Record Sent to the Collection Agency.

The organization can determine which subsystem to use, based on the
regulations and requirements of their cities, counties, states, or provinces. For
example, a tax or services account may be in delinquency. A Delinquency
Collection record could be created as a first step while a method of payment is
negotiated. Later, if the client files a bankruptcy claim, a Bankruptcy
Management record could be created. The two subsystems are independent
of one another.

This guide describes the administrative setup, data entry, and batch process
for the Delinquency Collection subsystem. For details about the Bankruptcy
Management subsystem, refer to the Bankruptcy Management guide.
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Chapter 1: Administration
Overview

The administrative process for the Delinquency and Collection subsystem
includes setting General A/R parameters, defining Delinquency A/R Class
Codes, and creating links to these codes from existing A/R Class Codes.

This section of the guide describes the following:

Prerequisites on page 2

Overview of the Procedures on page 3

General Settings Parameters for Delinquency on page 4

General A/R Settings for Delinquency on page 7

Defining and Linking Delinquency A/R Class Codes on page 9

Setting Up a Delinquency Collection Profile on page 16

Configuring the Delinquency Collection Posting Batch Process on page 18
Defining User Validation Tables for Delinquency on page 20

Prerequisites

Govern Accounts Receivable: The Delinquency and Collection
subsystem works with Govern Account Receivable. Records must be
posted in A/R before they can be transferred to Delinquency.

GNA A/R General Parameters: The A/R General Parameters form is
required for setting up the A/R parameters for delinquency.

Name and Address: The Delinquency and Collection subsystem is linked
to the account by Name ID (NA_ID). The Name field on the Delinquency
Collection user form is automatically populated with the name and address
information in the NA_NAMES table in the Govern database. If changes
are made to the name and address before the record is complete, the
change is updated in this field. Before completing the record, you can run
the Name Merge batch process to ensure that all information is up-to-date
and that no duplicate records exist.

Parcel Information: The Delinquency and Collection subsystem can also
be linked to the account by Parcel ID (P_ID).

Page 2
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Administrative Setup

Overview

Overview of the Procedures

To complete the administrative setup, perform the following procedures:

In Govern New Administration (GNA):

Set up system parameters for Delinquency
Create A/R Class Codes for Delinquency Transfers.

Create Links to the Delinquency A/R Class Codes from the original A/R
Class Codes.

Define the Accounts Receivable General Parameters for Delinquency.
Set the Parameters for Deposit Management.

Update the A/R Department used for Delinquency

Set up the Delinquency Profile.

Define the Delinquency Posting Batch Process.

Define User Validation Tables for:

* Delinquency Status

* Name Categories or Types for the companies and individuals linked to
delinquency accounts.

© 2017 Harris Govern
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General Settings for Delinquency
[[] Overview

The first step is to configure the following general parameters for Delinquency:

+ Delinquency Collection: Link A/R to Parcel

» Ignore A/R Class without Delinquency Configuration when Transferring to
Delinquency

+ Set Alert when Transferring to Delinquency
» Use Original Year When Transferring to Delinquency

Defining the OpenForms General Settings for
Delinquency

To define the general settings for delinquency:

Launch GNA.
Select Parameters > General Settings Editor.
Select Accounts Receivable in the Registry Filter drop-down list.

Select Section Name to sort the list by section.

o bk 0w Dbd =

Scroll down to Delinquency Parameters.

Page 4 © 2017 Harris Govern
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General Settings for

Delinquency
OpenForms General Settings x
Registry Filter s e s v Year Filter All v
o F
E|Section Name |Key Mame |‘\"ear ] |Key Value |
T DE ACH Parameters Deed - Onginal Bank Routing Value not set
o Delinquency Parameters Delinguency Collection Link to Parcel
T Delinquency Parameters Ignore A/R. Class Without Delingquency Configuration...
T Delinquency Parameters Set Alert When Transferring to Delinguency
o Delinquency Parameters Use Original Year When Transferring to Delinguency O
T GEMS G/L Connection Parameters  Accounts Payable http://msgovdemoy/ac
o GEMS G/L Connection Parameters  Area Code ACCTG
o GEMS G/L Connection Parameters  Bank Number 5 =
T GEMS G/L Connection Parameters  General Ledger http://msgovdemoy/ge
T GEMS G/L Connection Parameters  Operator Code ERT
o GEMS G/L Connection Parameters  Operator Code for A/P ERT E
[ swe || Bx |

6. Set the delinquency options as described in the following sections.
Transferring A/R to Delinquency and Setting Alert When Transferring to
Delinquency on page 4, as required.

7. Click Save on the OpenForms General Settings form if you have made
any modifications.

Delinquency Collection: Link A/R to Parcel

Every Delinquency and Collection record is linked to a name. If you select the
Delinquency Collection: Link A/R to Parcel option, users can add a parcel.

Transferring A/R to Delinquency

As described under the section Creating A/R Class Codes for Transactions
Transferred to Delinquency Collection on page 10, any A/R Class can be
linked to a Delinquency A/R Class.

© 2017 Harris Govern Page 5
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Select the Ignore A/R Class without Delinquency Configuration when
Transferring to Delinquency option if you want to transfer only bills with A/R
Classes that are linked to Delinquency A/R Classes.

Setting Alert When Transferring to Delinquency

Select the Set Alert when Transferring to Delinquency option to add an
alert when you transfer an amount to the Delinquency module. This is visible
in the Summary section of the A/R Inquiry form.

DelinquencyColl is automatically displayed in the Alert Code column under
Summary. on the A/R Inquiry form as shown in the following screen shot:

Use Original Year When Transferring to Delinquency

Select this option to use the original year of the record, as posted in A/R when
you transfer the Delinquency.

% Cash Collection %, Delinquency £ Ar LockBox % Deposit Management il Accounts Receivable X P
i
2
AR Inquiry  [Q] A/R Information | AR Ract s
Summary ©
Access Filters Late Charges §_
Account No.0DD0454001 B Subsystem v H g
0 [ Active A/R Disl Keeo Setti "
Vear D Hide Zero Balance O =play O =R 2sting =
Alert Code |Sub System Cycle Code Billed Ealance‘ 1st Due|Releren:e | Bar Code|
D DelinguencyColl Utility Billing nong $27.54 §27.54 $27.54 Tax Map # 196-204-... 6036465...
527.54 $27.54 $27.54
Real Time Reverse
(@) Balance Forward Detail i Applied Records i Cash Flaw
| Entry Date Effective Date |Transaction Type |Link To Class Code Amount Balance Due Amount Bi
12/16/2016 12/13/2016 Transfer to Lien (P) Claim# 4522 Sewer - Southern (87.31) $41.36
12/16/2016 12/12/2016 Interest Water - Southern $13.82 $48.67
12/16/2016 12/13/2016 Interest Sewer - Southern §7.31 $34.85
10/14/2010 10/14/2010 Invoice / Billing Water - Southern §9.00 $27.54
10/14/2010 10/14/2010 Invoice / Billing Sewer - Southern §5.02 $18.54 $1
2/19/2010 2/19/2010 Invoice / Billing Water - Southern §9.00 $1352
2/19/2010 2/19/2010 Invoice / Billing Sewer - Southern §452 5452 $1
$27.54 $27.54 52

Page 6
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General A/R Settings for Delinquency

Overview

The next step is to define the following Accounts Receivable General
Parameters for Delinquency:

To set the General Accounts Receivable Parameters for the Delinquency
subsystem:

1. Launch GNA.

2. Select Application Configurations >Accounts Receivable > A/R
General Parameters.

Govern New Administration (GNA) - ‘ - | % |
-§ Options Parameters  Application Configurations Editors Utilites ~ Windows  Tools Help  Year
& S 8 S PR S B OB B N
[ T ® @ ' i 2 gt |
Manage Manage OpenWeb Fields Real Personal Motor  AirCraft Boat Business  Accounts Mass Utility ~ Misc. Workflow Matix
Web Site Web Skin Config Editor | Exclusion | Property * Property~ Vehicle = Excise  Excise~ Tax+ Receivable ~ | Appraisal = | Billing = Billing~ | Management~  Configuration
Web Configuration Govern Tax CAMA Billing t
& A/R General Parameters (2017) X
["] Seperate Depasit for Credit Card Payments Date(ddmmyyyy) User lo Q
Department to be used on the Web “ I
Automatically assign Deposit Number Prevent Override of the Deposit Number
[ Bill Number Prefix [] Use Proportional Distribution ACH City and Bank Parameters NI
[] Use Exact Installment [[] Activate G/L Validaticn
L i Destination Bank Name  |L.S. Bank Canada Company Id Govern
[7] Security By Area [7] ACH (PAP) Supperted Via Payment Plan
Bypass M8 funds reapplication [] Override G/L Entry Date by Posting Date Destination Bank Routing | 123436789 City Bank Account Number 535123436
Bypass LM funds reapplication [[] Na SRT Discount if not full payment
. Original Bank Name Commerce Bank File Descriptor
Bypass SA funds reapplication 9 P
Bypass 5T funds reapplication Original Bank Routing 987654321 Create Debits Only File
Related Subsystem Parameters
Aircraft Excise Tax
Delinguency Collection Parameters
Bankruptey
Boat Excise Tax o/ Link AR to Names
Business License HInE colito et
h [ A/R Master by Fiscal Year
Deed Allow payments < Late Charges Due
Delinguency Collection
Land Management
Miscellanecus Billing
Motor Vehicle Excise Tax
Personal Property Tax
Real Property Tax
Self Renarted Tax m B
1]

Link A/R to Names: This option is selected by default and cannot be
modified. Delinquency Collection is set up by name.

© 2017 Harris Govern
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Link A/R to Parcel: Select this option if you want to add the Link to Parcel
combo box to the Delinquency and Collection form in Govern.

Note: Delinquency and Collection records are always defined by Name. The
Parcel Link is additional.

A/R Master by Fiscal Year: The Delinquency Collection by Year option
is deselected by default. Select this option if you want to save the delinquency
records by fiscal year. Otherwise, deselect this option.

Allow Payments < Late Charges Due: Select this option to allow the
collection of payments that are less than the late charges due.

For further information about this Accounts Receivable settings, refer to the
Govern Accounts Receivable (A/R) documentation.

Page 8
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Defining and Linking Delinquency A/R
Class Codes

Overview

To complete the A/R Class Code setup for the Delinquency and Collection
subsystem:

» Define one or more Delinquency A/R Class Codes.

+ Create links from the A/R Class Codes, used for the original transactions,
to the Delinquency A/R Class Codes

The Delinquency A/R Class Codes are used to receive the transactions that
are transferred from other billing subsystems.

Note: As described under General Settings Parameters for Delinquency on
page 4, you can transfer all outstanding A/R amounts to Delinquency
or only those with A/R Classes that are lined to a Delinquency A/R
Class.

Scenarios: Setting up Delinquency Collection
for Utility Billing

In the scenarios in this section, a citizen owes money on a utility billing
account, but fails to make the minimum payment several months in a row. Use
the following procedure to transfer the amount owed under the Utility Billing
A/R Class to a Delinquency A/R Class.

For the first scenario, the Ignore A/R Class without Delinquency Configuration
when Transferring to Delinquency is selected. In the second it is deselected.

To complete the steps for these scenarios:

Create an A/R Class Code for Delinquency and Collection.

2. Create a link to the Delinquency A/R Class Code from an existing Utility
Billing A/R Class Code.

3. Open the Delinquency Collection form in Govern. Create a record and
transfer the amount to Delinquency.

© 2017 Harris Govern Page 9
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4. Run the Delinquency Posting batch process to complete the transfer and
post the record.

5. View the record in the Govern A/R Inquiry form.

Creating A/R Class Codes for Transactions
Transferred to Delinquency Collection

This section describes how to create the A/R Class Codes for the amounts
transferred to the delinquency subsystem.

For these transactions, you can create as many A/R Class Codes as required.
For example, you can create separate A/R Class Codes for the principal and
interest, transferred to Delinquency and Collection, or use the same A/R Class
Code for both. You can create separate A/R Class Codes for each subsystem
or use the same A/R class for all transferred amounts. You can also set up one
or multiple G/L accounts for delinquency collection transactions.

To create an A/R Class Code for the Delinquency and Collection subsystem:

1. Launch GNA.

2. Select Application Configurations > Accounts Receivable > A/R
Class.

Page 10 © 2017 Harris Govern
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Defining and Linking
Delinquency A/R Class
Codes

| Govern New Administration (GNA) Year =
Options  System Parameters  Application Configurations  Editors  Utilities  Windows  Help  Year
[ @ A/R General Parameters ] @ A/RClass (2015) ><|
BR - BRLOL [=] r AR Class = E W \
BR-BR 02 \
BT - BTDeputy
BT ETInt ~ [Delinguency Collection
BT - BTMark English Shart Description English Long Description
BT - BTTax [pelinquency Callection |[petinquency Callection |
BT - ETWarrant
aran French Short Description French Leng Description
DC - Delinguency - .
DC - dlg |Deh quency Collection HDE“ quency Collection |
DC - dwr
LM-LM
e e T e N A —
MB - 01-4146
MB - 01-4178-20
ME - 01-4190
ME - 01-4240
ME - 01-4245-20 Category/Group/Revenue Code l:l Default Amount | |  (cLpistribution] (AR Methad]
ME - 01-4270
(D =GiLETEAT Priority (Highest Number = Highest Priority) Discount On
ME - 01-4270-20
ME - 01-4270-30 l:l O Apply Before Installment Before Date [:] Or Number of days l:l
ME - 01-4271-10 O Apply Before Date percentage [ |
MB - 01-4271-20
ME - 01-4272
ME - 01-4273-20
ME - 01-4273-30
ME - 01-4273-40
ME - 01-4273-45
ME - 01-4319 ] L )
V 6.0.1502.365 - CMSDEMO_6_3HS1GXLICORMACK_SOL

Click New to create a new A/R Class Code.

Ensure that the A/R Class Code, used for the original transaction, and the

Delinquency Collection A/R

Class Code are defined for the same fiscal

year. These years must match.

If the years are different, sel
Parameters form: This open
of the A/R Class Code, used
click OK.

ect the Edit menu on the A/R Class
s the Set Table Year text box. Enter the year
for the original transaction, in the text box and

Enter a name in the A/R Class field.

Select Delinquency & Collection from the Subsystem drop-down list.

Enter descriptions in the Sh
the A/R Class.

ort and Long Description fields to describe

Select one of the following from the Transaction Type drop-down list:
Transferred Principal (TTO) for the principal that is transferred.

© 2017 Harris Govern
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+ Transferred Interest (TTI) for the interest that is transferred.

* Leave the field blank if you want to use the A/R Class for other
transactions.

Note: If you leave the Transaction Type field blank, delinquency transfers
are saved as Transferred Principal (TTO) transactions. Refer to
the Accounts Receivable guide for details on transaction types and
rules.

9. Complete the other parameters on the A/R Class Parameters form, as
required.

10. Click Save.

11. Repeat this procedure if you are creating multiple A/R Class Codes for
Delinquency & Collection.

Refer to the Accounts Receivable guide for further details on creating A/R
Class Codes.

Linking an A/R Class Code to a Delinquency A/R
Class Codes

After creating A/R Class Codes for Delinquency Collection transactions,
create links to these codes from the A/R Class Codes used for the original
transactions.

To create a link to a Delinquency Collection A/R Class Code:

1. Launch GNA.

2. Select Application Configurations > Accounts Receivable > A/R
Class.

3. Scroll to the original class code.

Page 12 © 2017 Harris Govern
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Govern New Administiafion (GNAJ
‘ Options  System Parameters  Application Configurations  Editors Ut
M\:l A/R General Parameters [a A/R Class (2015) x|

‘ BT - BTTax [= r AR Class = || i \

Windows  Help  Year |

BT - ETWarrant

Remove the current item

DC - dig

: |
DC - erw English Short Description English Long Descripticn

DE - 466+4 [Land Management |[Land tanagement | 1
L= LM French Short Description French Long Description

LM - LMCHG

LM - LMINT [ [T |

MB - 01-4146 |

(O payable In Installment

MB - 01-4147 Subsystem Land Management Link to Interest A/R Class

ME - 01-4175-20 Link to Penalty A/R Class [ External GL Distribution
MB - 01-4178-20

MB - 01-4180 Transaction Type Invoice { Billing Link to Disceunt AfR Class :] [ Mot Subject to Abatements '
|
|
|

|

Cycle

HBRlOLR 190 Interest/Penalty Method | Interest, Fixed % Link to MCR Group

ME - 01-4240

Vo - ot ninzo TTeten ARG () tenkupiy ARGl T T—

MB - 01-4270 Tax Deferral A/R Class [: Delinquency collection AfR Class | Delinquency Collection

ME - 01-4270-10

ME - 01-4270-20 tkoemonamcas( |

MB - 01-4270-30 |
MB - 01-4271-10
ME - 01-4271-20 Category/Group/Revenue Code Default Amount | (cLpistribution] (/R Method ] [
MB - 01-4272 |
L=(EE o Priority (Highest Number = Highest Priority) Discount On |
MB - 01-4273-30 |
VB 014272 20 ] (B g, Befare Date [:]o. Number of days l:l |
ME - 01-4273-45 Ul Apply Before Date Percentage |:| |
MB - 01-4319 |
ME - 01-4350 I
MB - 01-4360-61 |
MB - 01-4360-84
MB - 01-4360-85
ME - 01-4360-88 |

|

\
ME - 01-4360-89 E E[ I m

V 6.0.1503.365 - CMSDEMO_6_3HS1GX1JCORMACK_SQL
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Deposit Management
Overview

Deposit numbers are used for all A/R transactions in Govern OpenForms.
Therefore, for the Delinquency Collection subsystem, the Activate Deposit
Management option must be selected on the OpenForms General Settings
form.

You can use automatically assigned deposit numbers or create them manually
in the Deposit Management form.

If you are using automatically assigned numbers, ensure that the
Automatically Assign Deposit Number option is selected.

If you prefer to define your own deposit numbers, ensure that this option is
deselected.

To define these settings:

1. Launch GNA.

2. Select Application Configurations > Accounts Receivable > A/R
General Parameters.

Page 14
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Deposit Management

[ Govern New Administration (GNA}

Options  System Parameters  Application Configurations  Editors  Utiliies  Windows  Help

[ @ A/R General Parametars x[ @ A/R Class (2015) }

r AR General Parameters & R \

r Deposit Number Setup
WA Activate Deposit Management

Mo Bsance o Compute Crrges [ 5100 or [ 1%
Department to be used on the Web :]

A Seperate Deposit for Credit Card Payments

74 Automatically assign Deposit Number

Default Deposit Number
- [ J

@A Prevent Override of the Deposit Number

Last Deposit

f Bill Mumber Prefix [ Use Properticnal Distribution

r ACH City and Bank Parameters

[ Use Exact Installment
[ Security By Area

A Allow Apply Penalty from A/R Tnquiry

B Activate G/L Validation D B e

Company Id

§2 Bypass MB funds reapplication & ACH (PAP) Supported Via Payment Plan Destination Bank Routing

City Bank Account Number

88 Bypass LM funds reapplication [ Qverride G/L Entry Date by Posting Date Original Bank Name

File Descriptor

8 Bypass SA funds reapplication [0 No SRT Discount if not full payment

Original Bank Routing [f

WA Create Debits Only File

4] Bypass ST funds reapplication

r Related Subsystem Parameters

Aircraft Excise Tax

 Bankruptcy Parameters
@A Link A/R to Names
[ A/R Master by Fiscal Year

A Allow payments < Late Charges Due

Bankruptey
Boat Excise Tax
Business License

Deed

Land Management
Miscellaneous Billing
Motaor Vehicle Excise Tax
Personal Property Tax
Real Property Tax

Self Reported Tax
Special Assessment
Tax Title

Tax Title (LM)

Tax Title (PP)

Utility Billing

\,

| V6.0.1503.365 - CMSDEMCL_6_3HS1GXLICORMACK_SQL

3. Ensure that Activate Deposit Management is selected.

4. Do one of the following:

» Select Auto Assign Deposit Number to use system-generated

deposit numbers.

* Deselect this option if you prefer to create your own deposit numbers

in the Deposit Management form.
5. Click Save.

© 2017 Harris Govern
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Setting Up a Delinquency Collection

Profile
Overview

The Delinquency Collection user form must be added to a Profile that uses the
Name ID (NA_ID) as the Dataset Type Code.

Note: It is recommended to the add the Name and Address form to the
Profile in addition to the Delinquency and Collections form.

To view or configure a Profile that includes Delinquency Collection:

1. Launch Govern New Administration (GNA).
2. Select Editors > Profile Editor.

[ Govern New Administration (GNA)

_E—\

Options System Parameters Application Configurations Editors Utilities Windows Help

List of Profiles —

accountre-360 - Accounts Receivable

accountre-5038 - Accounts Receivable Copy
accountre-8331 - Accounts Receivable Copy
accountre-9025 - Accounts Receivable Copy
accountre-9870 - Accounts Receivable Copy

accountreceivab - Accounts Receivable

[ @ A/R Class (2013) ]Eﬁ Import Data From File l@ Profile Editor X lf‘a Batch Process Definition Editor 1

r Profile 2 M AW 150=25\

rd Vol \
Properties ‘\I" Links ‘( Queries \

Profile Code:  [Bankruptcy

~ |Bankruptcy Management

appraisal-1485 -
appraisal-3826 -
appraisal-4355 -
appraisal-6028 -

appraisal - Appraisal

Appraisal
Appraisal
Appraisal
Appraisal

English Short Description

English Long Description

|Bankru ptcy Management

||Bankruptcy Management

French Short Description

French Long Description

|Bankru ptcy Management

||Bankruptcy Management

appraisal-8694 - Appraisal
appraisal-9331 - Appraisal
ApprisalCAMA - CAMA Appraisal
Bankruptcy - Bankruptcy Management
busassment - Business Assessment

busassment-947 - Business

excisetax - Excise Tax
landmanagement - Land Management
names - Mame and Address

OFDNew - OFD New Testing
projectfolio - Project / Folio
propcontral - Property Control
selfreportedtax - Self Reported Tax
TAX - Real Property Tax

Dataset Type Code: View for Dataset TreeView

[ Name ID ] [ \_TREEVIEW_PARCEL INFO
Default eStyle: Default eGroup:

[ By Name ID ] [

Department: Current Fiscal Year:

[ Treasurer/Collector's Office

) (2015

O Approved Subdivision

O Overwrite Calendar

V 6.0.1503.331 - CMSDEMO_6_3H51GX1JCORMACK_SQL

The Profile form has separate tabs for Properties, Links, and Queries.

Page 16
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The Properties tab is used for setting the general information, such as the
default fiscal year, the department, and the Dataset Type Code.

The Links tab is used for linking the batch processes, user forms, and reports
to the Profile.

The Queries tab is used for adding Profile Queries. These are used for
displaying visual information about the selected property in the Govern
Ribbon. Examples include a building drawing, a label, or the results of a query
in the form of a pie chart of bar graph. The same queries can be added to the
user form in the OFD. For more information, refer to the GNA and OpenForms
Designer documentation.

Name Restrictions

Privacy and Restrictions for Names is defined on the Department
Maintenance form. All Profiles are linked to a department. Ensure that the
name and address restrictions are set up as required for Delinquency &
Collection for the department that to which the Profile is linked. Refer to the
Govern New Administration (GNA) > Department Parameter documentation
for further details about name restrictions: http://product.govern.harrisgov-
ern.com/103-SY-003
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Configuring the Delinquency Collection
Posting Batch Process

Overview

The Delinquency Collection Posting batch process is used for posting
bankruptcy management data. Once data are posted, they cannot be
modified, updated, or deleted.

As with all Govern OpenForms batch processes, the Delinquency Collection
Posting batch process can be accessed and executed from Govern or
scheduled to be run at a later time and viewed in the Govern Scheduler. The
following setup is required for the Delinquency Collection Posting batch
process, as with all batch processes in Govern OpenForms:

» Define the batch process in GNA.
* Add the batch process to all Profiles where it is required.
» Set the security for the batch process in the GSM.

Defining the Batch Process in GNA

The first step is to define the batch process using the Batch Process Definition
Editor. Defining the batch process includes the following mandatory and
optional steps:

+ Naming it.

» Giving it a code in order to save it in the database.

* Adding an automatic e-mail.

* Adding a report.

» Defining ftp and file path parameters for associated report or attachment

» Defining a schedule for running the batch process. You can also schedule
a batch process in Govern. in GNA in order for it to appear on the Batch
Processing menu in Govern. The Delinquency Collection Posting batch
process is used for posting delinquency transaction data. Once data are
posted, they cannot be modified, updated, or deleted.

To define the batch process:

1. Launch GNA.
2. Select Editors > Batch Definition Editor.

Page 18
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 Govern New Administration [GNA) = | B | | |

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

@ afiser E /—;?\ @ @ @, = Number Format Editor [, Data Mapping Editor %
Sieee = EJ System Validation Table Editor &2 Resource File Editor
Profile Field Mask Constant SQL Query Formula Logical Expression External

Editor  Editor  Value Editor  Editor  Editor  Block Editor  Command Editor 3 User Validation Table Editor  (fj Batch Process Definition Editor %V”"ff“"c Sﬁa“h
onhiguration ~

Editors
[{3 Profile Editor ]@ Batch Process Definition Editor x‘
Batch Process Definition List s
Add Levy - Add Levies to Parcel / Names = Batch Process Definition B B W 27o0fe7 \

arl01 - Cash Collection Posting Code: |bk_postdelinq2

arl02 - Payment Revesal Posting
arl03 - Adjustments Posting > |De|i"quenty Posting |
arl04 - Refunds Posting

arl05 - Post Dated Payments Posting

arl06 - Depaosit Posting \
' T i Emails Reports Attachments
ar107 - 3rd Party Payment Posting fEnssction ( B \\( P \( hment: (CD\

Process: [ Delinguency Posting ]

arl08 - Fund Accounting Paper Voucher Transaction Type: Transaction Mode:

ar200 - Set Warning Flag to Delinquent Accounts ® synch Q Break If One Transaction Failed
ar201 - Apply Pending Credits O Asynch ® Roll Back If One Transaction Failed
ar202 - Apply Penalty On Delinguent Accounts Pool 2: I:l O Continue If One Transaction Failed

ar203 - Generate Delinquent Charges

ar204 - Apply Depaosit

ar205 - Compute Balance Due As of Date
ar206 - Extract an As of Date AR Detail table
ar207 - Automatic Generation of Refunds

Ar208 - Aitematic Ceneratinn of Chuar and Shart IE

V 6.0.1503.372 - CMSDEMO_6_3HS1GXLUCORMACK_SQL

Click New to define the batch process.
Select Delinquency Posting from the Process drop-down list.

Enter a Code, Name, and a Short and Long Description to define the
process.

6. Click Save.

7. Perform any of the following optional steps:
* Add an automatic e-mail.
* Add areport.

» Define ftp and file path parameters for any associated report or
attachment.

» Define a schedule for running the batch process.

Refer to the Govern Scheduler guide for full details about creating, running,
and monitoring batch processes.
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Defining User Validation Tables for
Delinquency

Overview

The following user validation tables are required for the Delinquency &
Collection subsystem:

* Delinquency Collection Status: The Status parameter appears on the
General tab of the Delinquency Collection form. It is used for informational
purposes.

* Link Type for Names: Names can be linked to the Delinquency Collection
record at any stage, even after the record is finalized. You can create
Types for these names, such as, Creditor or Collection Agency.

Defining Delinquency Collection Status Codes

You can define as many delinquency collection status codes as required for
the Delinquency and Collection subsystem. These are used for informational
purposes; for example, you may want to indicate the stage that the
Delinquency and Collection record has reached in the process, such as
Initialized, Letter Sent to the Client, Account Sent to Collection Agency, etc.

To create a Name Type for the delinquency subsystem:

1. Launch GNA.
2. Select Editors > User Validation Table Editor.
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[ Govern New Administration (GNA}

Options

[ a7 General Parsmeters | @ User Validation Table Editor x

=

System Parameters  Application Configurations  Editors  Utlliies  Windows  Help

Table Type
[[ Regular table )

List of Validation Tables -1
Current Living Status =]

Deferral Types

Del ¢y Collection Status

Departmental Message Status
Departmental Message Type
Deposit Number

Deposit Status

Designation Type
Disposition Code

r Properties

Table Name:

= H|m slmzas\

[pc_status

English Description:

French Description:

[pelinquency Collection Status

| [petinquency Colection Status

O securable

Division Code D

Division Code

Dog - Owner status
Dog status

Dual Towns

Electrical Amperage
Encumbrance Type
ESearch Group
ESearch Style

Event Cade

Event Status

Event type

Exemption Reasons
External Payment Type
Extra Equipment
Farmland Land Use
Farmland Priority =]\

V 6.0.1503.381 - CMSDEMO_6_3HS1GXLICORMACK_SQL

Select Regular Table from the Table Type drop-down list.
Select the Delinquency Collection Status table.

Select the Securable option if you want to define security permissions so
that only authorized users can create codes. Otherwise, leave this option
blank so that any user with permission to use GNA can create view and
create the validation user codes.

6. Click Codes to create the Status codes.
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| Govern New Administration (GHA) o | B || ]
Options System Parameters Application Cenfigurations Editors. Utilities Windows Help
[© A/R General Parameters | B User Validation Table Editor | @ (DCSTATUS) User Code Editor X |
List of Codes s
Callection - Under Collection ‘ Froperiies | B i@ 10r2 ‘\
N
Ready - Ready to Send to Agency Validation Table Code DC_STATUS
Code [coliection |
- |Uder Collection |
English Short Description English Long Description
‘Undar Collection HUnder Collection |
French Short Description French Long Description
‘Undar Collection HUnder Collection |
English Full Description
French Full Description
., ’
 6.0.1503.381 - CMSDEMO_6_3HS1GX1JCORMACK_SQL

7. Click New.
Enter a code name for the name type.

Enter the short, long, and full descriptions as required.
10. Click Save.

Refer to the Govern New Administration (GNA) guide for further details.

Defining Types for Linked Names

The Linked Names tab on the Govern Delinquency Collection form is used for
informational purposes. You can add any of the individuals and companies are
associated with the delinquency transaction for future reference. In order to

facilitate the management and data entry, the names are associated with
types.

Types can include Trustee, Creditor, Accountant, Judge, Lawyer, and / or any
other type that is required by your organization.
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To create a Name Type for the delinquency subsystem:

1. Launch GNA.
2. Select Editors > Editors > User Validation Table Editor.

i Govern New Administration (GNA)

Options System Parameters Application Cenfigurations Editors. Utilities. Windows Help
[© A/R General Parameters | B User Validation Table Editor % | @ (DCSTATUS) User Code Editor

r Table Type
[ Regular table ]

List of Validation Tables -~
] -
Misc. billing Template @] [ ot B W 175 0r 288 \
~

Misc. Cash Receipt Group Table Name:
Motor Vehicle Class Code

Motar vehicle make

[ rveer ‘

Municipal Group English Description: French Description:

Municipal Services |Name Linking - Link type HName Linking - Link type

MV color [ Securable

MV Tax Block
Name Codes (Qualifier)

Mame Linking - Link type
Mame Linking - Name type
Name Prefix

Name Suffix

Mame Types

Number of Bedrooms
Occupancy Type
Occupants Type
Offence Disposition
Offence Origin
Offences Status

Owner - Information Scurce

Parcel Link Types
Partial Billing Table

Payment's Code
PC Inspection Types E \ y,

W 6.0.1503.381 - CMSDEMO_6_3HS1GXLCORMACK SQL

3. Select Regular Table from the Table Type drop-down list.
4. Select the Name Linking Link Type table.
5. Click Codes to create the Name Types.
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| Govern New Administration [GNA) o | B || ]
Options System Parameters Application Cenfigurations Editors. Utilities. Windows Help
[© A/R General Parameters | B User Validation Table Editor | [ (DCSTATUS) User Code Editor | B (LKTYPEL) User Code Editor X
List of Codes s
Accountant (_( Properties W B W 205 \
N
s Validation Table Code LK TVPEL
Judge
Lawyer Code [creditor |
Trustee s |Cred|tor |
English Short Description English Long Description
‘Cred\tor ‘ |Credit0r |
French Short Description French Long Description
‘Cred\tor ‘ |Credit0r |
English Full Description
French Full Description
., ’
 6.0.1503.381 - CMSDEMO_6_3HS1GX1JCORMACK_SQL

Click New.
Enter a code name for the name type.

Enter the short, long, and full descriptions as required.
Click Save.

© © N

Refer to the Govern New Administration (GNA) > User Validation Tables

documentation for further details: http://product.govern.harrisgovern.com/103-
ED-010
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Configuration
Overview

The configuration for the Delinquency Collection module comprises the
following:

« Configuration in the Business Entity Designer (BED)
» Configuration in the OpenForms Designer (OFD).
* Required Queries

Configuration in the Business Entity Designer

The configuration in the Business Entity Designer comprises the following:

o x
ENTITY [ DC_Master ) v X Propertier - a
w1a)
b
List of Attributes % 1 Banic Diata Settings
Jastribune |DstaType i Primarykey w|izRequired  w|Colma Predefined Con... [Predefined Content Detsil | ENTITY DE_Master
3 CTG (14 izems)
S CTG ¢ DC_MASTER (14 fers)
eI nt = =3} DCID
CLAIM_NO Il CLAIM_NO
FILING_DATE Datetime I+ FILING_DATE
STATUS =) STATUS Leskup Uer: DC_STATUS
BATCH ID Int (] ] BATCH_ID
FINALIZED it O m} FINALIZED
Datetime [ O LAST_MCODIF_DATE

LAST_MODIF_UID
NAID int O ] Ha D
PID It ] O PID Logkup Cuery: nadrfarcellist

POSTID FLAG

TR ERRED_FLAG
TRANSFERSED_STAMP

TRANSFERRED UID

Vahdation Rules for Current Entity: Delinquency Collection (DC_Master)

fluke Name  |Epressi on

ENTITY
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The Parcel ID is defined as a lookup and linked to the Note, there are three
fields defined as Lookup and linked to the A/R Parcel List Query

naArParcelList Query.

The calculated field, Name_Desc that uses the query naNameAdr.

These queries are described under Required Queries on page 4.

Configuration in the OpenForms Designer (OFD)

(@ Open Forms Designer

The configuration in the Business Entity Designer comprises the following:

- 8 =
cwkHH=E® 9 R English (United Saates) = Search Current Form | €3 @ @) _
Y - - < I . ~ e
Delinquency Collection (oot Link
Link To Names Delinquency Link T Names : 8 [searc
<
General r —— Transfes History Elemment i 91a28826-6519-4a12-922d- aP0ealbe 240
“ Layout
Marme & Acdress Height
i Horizontal alignment | Seretch D
Test style x
Vertial alignenent Stretch E
Claim No insled Width
- Mise
Drsplay type HygerLink
Filing Date Busted Flag Ackion Openform
Link o NADDT - Name & Adtress
T nster Inkonmation Ertity name HA_Namessndiddress - Mamas & Addn
Deposithumber [ Bepustiumberien lean ®[]
Controls L) o e Is enabled =[Z]
A Label User s visibile =[]
(o) Link DIl . System ids [
[ actien busten BATCH D ad EIL et guery{naNsmeadsr) =[]
Custorn cantrol :Tm_";”
B o e catumn L
11 e
™| Grouptex
Tob item
! Custeen entity
Toultip

GOE11.69 - TG _MTL-20L204_30L

Name Control: The Name and Address Control is used for adding the name

The query used for this is naNamAddr

and address information for the record selected in Govern.
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(@ Open Forms Designer - =] B
flegwH =aH® B English (United States) = Search current foem LY
Bl Celinquency
Delinquency Collection (oot Link
Link To Names Delinquency Link To Names Muttimedia D P EaS
"]
Genersl Transter Detail Tranter History Elemnent i 91a28826-6519-1a12-922d- a9l 240
“ Layout
Name & Address Height
Horizontal alignment | Strelch -
aueryralamedddr)
Text style =[]
Vertical alignment Stretch
Claim No Finalized E Width
4 Misc
Displey type HyperLink
= .
Filing Date ﬂtl Posted Flag ] Action Openfarm
A Label : : [ . Enity name M&_NamesandAddress - Names & Addresies
= Depasit Numbs [-Depasithumberfiew lean =[]
] Link R N NN, E
‘o -~ ransferred [a—r—, =2
il Action butten i
User s vasibile x[Z]
Custemn contral Linked Pareel e ids <[]
Be sl Dt EX
T o ar cotumn e [+ Test queryraNameddsic) x[.]
Gid Hooltip
™) Groupben
Tat stern
L} Custom entity
Teut

6.0.1611.257 - CTG_MTL-SQL2014_SOL

The query is added as a link.
The properties for the link are:

* Action: OpenForm
* Form: Name and Address (NAO1)
* Query: naNameAddr

Deposit Number View Control

The database view control is used for displaying the Deposit Number
associated with the A/R record on the form.

The properties for the database view are:

* Action: MsGovern.Openforms.CustomControls.dll DepositNumberView
* Name: Deposit Number by default. This can be modified.
* Subsystem: Delinquency Control
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To set the required IDs for Delinquency:

1. Launch the OFD.
2. Open the Delinquency and Collections form.
3. Select the Delinquency tab at the top of the entity.
4. Click the ellipsis button in the Configuration parameter.
Attributes Filters by system 1D
BATCH_ID Attribute System ID
Claim No NaId name id
Decld
Filing Date
Finalized
Last Modif Date Filters by constants
Last Modif Uid Y
Linked Parcel Attribute Operator Constant
Na ld
Name
Posted Flag
Status
Transferred Flag Qrder by
Transferred Stamp
Transferred Uid Attribute Direction
Reposition
Attribute System ID
ID setters
Attribute System ID
Dcld Delinquency ID
| OK ‘ | Cancel ‘
I
5. Select Name ID under System IDs.
6. Select DC ID under ID Setters.
7. Click OK on the Configuration window.
8. Click Save on the OFD form.
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Required Queries

The following queries are required for the Delinquency module:

Govern OpenForms 6.0

naArParcelList (A/R Parcels List by Name)
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Govern OpenForms 6.1
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Chapter 2: User Data Entry
Overview

The Delinquency and Collection subsystem has a single user data entry form:
Delinquency Collection. This form has five tabs for managing the details of the
delinquency record and the information associated with it.

The General tab includes the name and address, information about the claim,
and dates and time of filing. It also includes a Finalized flag. You can modify
the record at any time before it is Finalized. At that point, you can run the
Delinquency Posting batch process, which posts the delinquent record to A/R.
It can then be viewed in the A/R Inquiry form.

You can add any Accounts Receivable record through the Transfer Detail tab.
When you are ready to transfer the record to delinquency, you can click the
Transfer icon. The records are removed from Transfer Detail and displayed
in Transfer History. The Linked Names and Multimedia tabs are included
for informational purposes and are used for adding name records and
multimedia files to the Delinquency Collection record.

Delinquency Collection records are saved to the following tables:

- DC_MASTER
- NA_LK_TO_NAMES

Prerequisites

* Govern Accounts Receivable: Records must be posted in A/R before
they can be transferred to Delinquency.

* Name and Address: The Delinquency and Collection subsystem is linked
to the account by Name ID (NA_ID). Ensure that name and address
records are up-to-date. Before completing the record, you can run the
Name Merge batch process to ensure that no duplicate records exist.

» Parcel Information: The Delinquency and Collection subsystem can also
be linked to the account by Parcel ID (P_ID).
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Delinquency Collection

Overview

To access the Delinquency Collection form:

1. Launch Govern.

2. Open a Profile that includes Delinquency Collection.

3. Open the Delinquency Collection form.

Govern - O *
Home View Options Tools Help

T (1) Tremsury (2016) X

=% Dataset Treeview v B x5 Name & Address % Deposit Management & Delinquency X
ﬂ 955 BUY SLUUT KU

Ry HILLCREST RD » Delinquency X | LinkTo Names | Multimedia
i 7016 HWY 153

a3

Aicsiy

General | Transfer Detail | Transfer History

Sjaseje(] panesg -

By 7022 HWY 153
qa 7035 HWY 153 Name & Address
By 7019 DAYTON PIK
B 7019 HWY 153
) 6683 BEA LN Claim No Finalized

Filing Date 3‘,29‘,2017 Posted Flag O

yaueag

SO [2QUR) §F 5Q| WAKOY -4

Forms Explorer
Deposit Number Transfer Information

ﬂt Accounts Receivable Status Transferred

User

Linked Parcel

CM,  Deposit Management
P 9 Date

BATCH_ID

@ AR Lockbox
% Bankruptcy
@ Cash Collection
% Delinquency
% Marne & Address

A . G . -
CLE=Eel e Reports Explor %7 Batch Processe

4. Perform a search using the predefined search style or a saved dataset.

By default, the Name and Search is used for Delinquency and Collections.
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Search Output g
Q] I [EEEE] |

Name Search o Name ID 2139094

) By Last 10 Acce:
@ By Name ID

:‘ |na_\d format_code name_desc

2139094 c SOUTH SODDY BAPT...

1 of 1 Selected

5. Load the results to the tree view.

When you select a record in the tree view, the name and address are
automatically added to the form.

Note: The Name and Address information cannot be modified from this user

form. However, if it is changed in the Name and Address subsystem, it
is automatically updated on the Delinquency Collection form.

The Delinquency Collection form includes the following tabs:

General: Provides the general information about the delinquency record,
such as filing date and transfer information. See General on page 25.

Transfer Detail: Lists information about the A/R records that are added to
the Delinquency and Collection form. See Transfer Detail on page 28.

Transfer History: Lists the records that are transferred from Transfer
Detail in the Delinquency Collection form. See Transfer History on

page 33.

Link To Names: Lists the names and name types of the people and
companies who are associated with the delinquency record. Name types
are user-defined. They could include Creditor, Collection Agency, and
Trustee. See Linked Names on page 35.

Multimedia: The Multimedia tab is used in the Delinquency and Collection
form, as the multimedia tab in other subsystems, for linking multimedia
documents or files to the delinquency record. For example, you may want

Page 24
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to link letters sent to the client and reports received from the Collection
Agency. See Multimedia on page 36.

General

Govern - O *
Home View Options Tools Help

T (1) Tremsury (2016) X

- Dataset Treeview v B x5 Name & Address % Deposit Management & Delinquency X
ﬂ 955 BUY SLUUT KU

Ry HILLCREST RD » Delinquency X | LinkTo Names | Multimedia
i 7016 HWY 153

a

Aicsiy

Sjaseje(] panesg -

G | i i
R 7022 HWY 153 enera Transfer Detail | Transfer History

qa 7035 HWY 153 Name & Address
By 7019 DAYTON PIK
B 7019 HWY 153

) 6683 BEA LN Claim No Finalized

Filing Date 3‘,29‘,2017 Posted Flag O

yaueag

SO [2QUR) §F 5Q| WAKOY -4

Forms Explorer

Deposit Number Transfer Information
ﬂt Accounts Receivable Transferred

Status
User

i Linked Parcel
Depaosit Management

@ AR Lockbox
% Bankruptcy
@ Cash Collection
% Delinquency
% Marne & Address

A . G . -
CLE=Eel e Reports Explor %7 Batch Processe

BATCH_ID Date

e

Ilcons

New: Click the New icon (3] to create a new delinquency record.

Save: Click the Save icon H to save a new record or modifications to an
existing one.

Delete: Click the Delete icon to delete the current delinquency record. A
confirmation dialog box is displayed; click OK, to confirm.
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Browse: If a Browse screen is configured for the form, the Browse icon
is enabled. Click this icon to view a listing of all records or to select a different
one.

You can also use navigational arrows or Record Selector to move from record
to record. An expression can be added to the Record Selector in order to
display a description. Refer to the OpenForms Designer documentation for
details.

% Bankruptcy % Bankruptcy Potsting &g Delinquency X

Delinguency E| @| E|

Transfer H{ 2 Claim No.: 455656 Filing Date: 5/7/2015
—

Link To Mames | Multimedia

Transfer Detail

General

Delinquency Text Fields

Name: When you click the New icon, the Name field is automatically
populated with the name and address associated with the selected name
record. This information cannot be modified from this form.

If, however, changes are made to the name and address record, before the
record is complete, the change is updated in this field. Before completing the
record, you can run the Name Merge batch process to ensure that all
information is up-to-date and that no duplicate records exist.

Claim Number: Enter the number associated with the Delinquency claim.
This could be supplied by the court or the organization.

This is a required field.

Filing Date: Click on the calendar icon beside this field to select the filing
date for the record.

This is a required field.

Deposit Number: Deposit Numbers are required for all A/R transactions in
Govern OpenForms. Depending on your setup, this field is automatically
populated or a deposit number can be selected.

Finalized: When the Delinquency and Collection record is complete and you
are ready to post it to A/R, select the Finalized option and click the Save icon.
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A confirmation message is displayed.

4

The current Delinquency Collection record will be finalized.
WARNING! This process cannot be undone!
Do you want to continue?

Click Yes to continue.

Note: Once the Delinquency Collection record is Finalized, you cannot
delete the record or make any other modifications to it, with the
exception of linking other name accounts and multimedia files.

Furthermore, you cannot reverse or remove the Finalized status.

Once the record is finalized, you can run the Delinquency Posting batch
process. This posts the record to the Govern Accounts Receivable subsystem.

Status: The Status codes are defined by the organization and used for
informational purposes. You may have different status codes for the various
stages of the Delinquency Collection process, such as Process Started,
Ready to Send to Agency, and Under Collection.

Linked Parcel: This option is displayed if the Delinquency and Collections
module is configured for Parcel Linking. The parcels associated with the A/R
record are displayed in the drop-down list. Select the required parcel.

Transferred A/R

When the A/R record is transferred from the Delinquency Transfer Detail tab to
the Transfer History tab, the Transferred User ID, Transferred Stamp, and
Transferred Flag are updated. The status of these can be modified at any
point before the record is Finalized.

Transferred User ID: This parameter displays the ID of the user who
transferred the A/R record from Transfer Detail to Transfer History. You can
modify the User ID at any point until the record is Finalized.
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Transferred Stamp: This parameter displays the date and time that the A/R
record was transferred. You can modify the Transferred Stamp at any point
until the record is Finalized.

Transferred Flag: This flag is selected when the A/R record is transferred
from Transfer Detail to Transfer History. You can modify the Transferred
Flag at any point until the record is Finalized.

Posted Flag: This option is selected when the record is posted to A/R
through the Delinquency Posting batch process.

Transfer Detail

You can add any Govern Accounts Receivable record to the Delinquency and
Collection form through the Transfer Detail tab. This tab displays basic A/R
information about the A/R records in two sections: Summary and Detail. When
you are ready, you can move the records that you want to transfer to
delinquency to the Transfer History tab.

The records that you move to Transfer History are removed from the Transfer
Detail tab. However, you can remove them from the transfer detail and
continue to make madifications until the Delinquency record is Finalized.

Page 28

© 2017 Harris Govern



¢2 Govern

Delinquency Collection

| 021 T Biting £2014) X | gy (30 Tax Biting (2014 % | g (1) Appeatsal (2014) X | g (1) Accounts Recenvabie (2014) % | €5 (1) MisceBaneous Billing (2014) X | W (2) Accounts Receable (2014) % | g (2) Appraisal (2014) X

P2 Cach Collection  [FONRIEENRENERY 2 A Lockio % Depost Management

1
HFLAR( paass L 1Y

SARET Tax Map #

Total Balance 538053

Detail | Delinquency Callection Management

Balseer

The selected /5. balinces will be trarderred ta the Delinguency subsystem
Do yeu w r\'lo ontin

$10542

HLCED

Late Charges. 5115839
Total Balance 528319

Icons
New: The New icon [/ is used to create a new Transfer Detail record.
Save: The Save icon H is used to save the current Transfer Detail record.

Delete: The Delete icon (@ is used to remove the current Transfer Detail
information.

Browse: The Browse icon is visible if there are multiple Transfer Detail
records for the selected Delinquency and Collection record.

Transfer: The Transfer icon [&] is used to transfer the selected A/R record
from Transfer Detail to Transfer History.

Add Unrelated A/R: The Add Unrelated A/R icon (5] is used to select and
add Govern Accounts Receivable records to the Delinquency and Collection
record.

Navigational Arrows: The navigational arrows are enabled when there are
multiple Transfer Detail records associated with the current Delinquency and
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Collection record. They are used to scroll to the first and previous and next
and last records.

Transferring an A/R Record From Transfer Detail to
Transfer History

To transfer a record from Transfer Detail to Transfer History:

1. Select the Transfer Detail tab in the Delinquency and Collection form.

€% Cash Collection P RNt 5 Ar LockBox % Deposit Management £ Accounts Receivable

Yasesg o

Dellnquenq,r P 1 ¥ of3 | LinkToNames | Multimedia

General Transfer Detail Transfer History ?
Summary E
| |Ear Code |AR Description Balance |Link To E‘
@
Detail
\|AR Class Transaction Type Reference Balance

2. Click the New icon to create a new Transfer Detail record.

3. Click the Add Unrelated A/R icon (5] to select and add Govern Accounts
Receivable records to the Delinquency and Collection record.

This opens the A/R Inquiry Search screen where you can perform a
search for an A/R record, by Barcode, Bill Number, or Invoice Number.
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(5]
B fore  view  Optons | ook Hep
(B Add Unnelated Account Recervabie o *
Search Output
Qv oEE (e
AR, Inguiry Search Barcode (4R)
) By Barcade (AK)
By Parcel ld. [AR)
By Bl Nursber
By Iewaice Number
By Reseipt Number
| . FRrap—— — Pp— parceldeic  [nam e _de
[ U nane tax map & 164-205-0..
RE 2013 nane
R mm non
L 2000 none
RE 010 -
RE w12 nant tax g & 164-205-0..
[ coseaots Ri 2009 s tax map = 196-2
I B03TSE0 RE am ot tax map ® 164-21
] soaessess RE 013 mane tax map 8 196-204.5..
O soasasssn us nane tax map & 196-204-5...
[ 603846001 Ri w2 none tax map # 196-204-5..
] eoaresoes RE om none tax g & 196-204-5...
0of 25 Selected
B Dataset T L REUERS] Vo Reports B 1 Batch Pro .
61170275 - CMSDEMO_VE.1_BLXSG82_50L @

4. Perform the search. Then, select the A/R record or records that you want
to transfer to delinquency. and load them to the form.

The A/R records are displayed in the Summary section of the Transfer
Detail tab.

5. Select a record in the Summary section to view the details in the Detail
section.

The details include the A/IR Class, Transaction Type, and Balance.
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| 021 T Biting £2014) X | gy (30 Tax Biting (2014 % | g (1) Appeatsal (2014) X | g (1) Accounts Recenvabie (2014) % | €5 (1) MisceBaneous Billing (2014) X | W (2) Accounts Receable (2014) % | g (2) Appraisal (2014) X

> Cach Callection > i Lockion % Depost Management
Betngueney [3] 1 8] B 1 ez LinkToNames | Multimedis s
General Transter Detad [ |5 | Tramsfer History g
Summary
] |Ba| Code |na Descrigtion Balance |Link Ta | E
# ] e0aT14502 Utility Billing, 2013 $283.19 Tax Map = 164-205-000-5
7l 603 $48.67 Tax Map # 164-205-500-0
035! S48ET Tax Map # 164-205-700-1
Tatal Balance $380.53
Detail | Definquency Collection Management
AR Class Trarmactson Type Balarcr
Sewer - Eastem vaice / Billng /R balnces quency sbsysten. I $105.42
Dt o want 1o continue?
‘Water - Easbern bevence [ Bdlng ssa38
Yes He
Late Charges 511939
Total Balanc e $283.19

6. Select the checkbox beside the record or records you want to transfer to
delinquency and click the Transfer icon [&].

A confirmation message is displayed.

Delinguency Collection Management ﬂ

The selected AR balances will be transferred to the Delinguency subsystem,
Do you want to continue?

7. Click Yes to continue.
The record is transferred to the Transfer History tab and removed from

Transfer Detail tab. The transfer can be modified up to the moment that the
Delinquency and Collection record is finalized.

Conditions

Before you can transfer a record to Delinquency Transfer History, it must:

* Be posted in the Govern Accounts Receivable subsystem
* Have an A/R balance, as of the Filing Date entered on the General tab.
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If these conditions are not met, a message is displayed and the record is not
transferred.

Parameters

The Transfer Detail grids contain the following information:

Summary

AR_ID: This is the Accounts Receivable ID, typically the barcode, for the
A/R record.

A/R Description: This is the description from the A/R module for the
record, usually the subsystem and date.

Balance. This is the balance due.
Link To: This is the name and name ID associated with the account.
Total Balance: This is sum of all records in the Transfer Detail grid.

Detail

When you select a record in the Summary section, the following details are
displayed:

AIR Class: This is the A/R Class for the A/R record.
Transaction Type: This is the transaction type for A/R record.
Balance: This is the balance due for the individual record.

Late Charges: These are the late charges for the select record.
Interest: This is the interest for the record, up to the filing date.
Total Balance: This is sum of all records in the Detail grid.

Transfer History

The Transfer History tab displays the records that are transferred from
Transfer Detail to Transfer History. When the record is Finalized, those A/R
records are transferred to the Delinquency susbystem (Table: DC_MASTER)

Once the delinquency record is finalized, the Transfer History cannot be
modified. Before then, you can use the Cancel Transfer of Selected A/R
records to remove one or more A/R records from the Transfer History grid.
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€% Cash Collection P RNt 5 Ar LockBox % Deposit Management £ Accounts Receivable

Delinguency

P 1 ¥ of3 | LinkToNames | Multimedia

General | Transfer Detail | Transfer History

Summary

:| |Ear Code

|AR Description Balance |Link To

[ 603646560

Utility Billing, 2013 $21.13 Tax Map # 196-204-500-1

Total Balance 521.13

Detail

\|AR Class

Transaction Type Reference Balance

Sewer - Southern

Water - Southern

Transfer to Lien (F) $7.31

Transfer to Lien (P) $13.82

Icons

Cancel Transfer of Selected A/R: Select the record that you want to cancel

and click this icon to remove it from the Transfer History tab.

You can do this at any point up until the time that the record is Finalized. Once
it is Finalized it is moved to the delinquency subsystem (Table: DC_MASTER).
It is not posted until the Delinquency Posting batch process is run.

Parameters

Like the Transfer Detail tab, the Transfer History tab has a Summary and
Detail section. The information is similar.

Summary

AR_ID: This is the Accounts Receivable ID, typically the barcode, for the
A/R record.

A/R Description: This is the description from the A/R module for the
record, usually the subsystem and date.

Balance. This is the balance due.
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* Link To: This is the name and name ID associated with the account.
* Total Balance: This is sum of all records in the Transfer Detail grid.

Detail

When you select a record in the Summary section, the following details are
displayed:

* A/R Class: This is the A/R Class for the A/R record.

* Balance: This is the balance due for the individual record.

» Late Charges: These are the late charges for the select record.
* Interest: This is the interest for the record, up to the filing date.
* Total Balance: This is sum of all records in the Detail grid.

Linked Names

The Linked Names tab is used to add the names of any individuals or
companies that are associated with the delinquency claim. It lists the and
name and address and link type for each linked name in a grid.

£ Cash Collection & Delinguency X [T % Deposit Management

ymueag

Delinguency | Link To Names 4 2 v |of2 Multimedia

Mame Link Type Reference Type
Todd Holliday DC

17 millicent

Lincoln NE 68332

Company Inc. Corporate Account
1000 Tom Jones Ave, Aly E Apt 1 ¥
MyCity CO 12233

sjaseje() panes -
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Icons

New: Click the New icon [(+| to add a new name.
Save: Click the Save icon H to save the existing linked name records,

Delete: click the Delete icon [@ to remove the selected name record. A
confirmation message displayed. Click Yes to continue.

Parameters
The following columns appear under the Linked Names tab.
Name: The Name column displays the name and address of the linked name.

Link Type: Select a link type from the drop-down list. The link types are user-
defined in the Name Linking — Link Type table.

Reference Type: The Reference Type field automatically displays DC for
the Delinquency model (Table: NA_ LK TO Name.REF_TYPE).

Multimedia

The Multimedia tab is used to link one or more multimedia files of a
predefined type to the delinquency record, such as, letters, legal documents,
photographs, maps, and reports. You can add multiple types. Each file is
saved as a separate record.
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New: Click New to add a new multimedia document and to display the
parameters on the form.

Before the file is saved, you can click Cancel to delete modifications.
Save: Click Save to save the current multimedia record.

Delete: Click Delete to delete the current multimedia record.

Data Entry Fields

Type: Select the type of multimedia document that you want to add.
Multimedia types are defined by the department in GNA on the Multimedia
Codes tab of the Department Maintenance form. They are saved to the
Property Control user validation table DEPINF. For details, refer to the
Department Maintenance documentation.

© 2017 Harris Govern Page 37



Delinquency VY Govern
Collection

Click the Import bar to import a saved or scanned multimedia image.
Date: Click the drop-down arrow to the right of the Date field to select a date

to associate with the multimedia file, such as the date that it is added to the
claim.

Delinquency | Link To Names | Multimedia

. Preview
Type Application
Full Document Patk

Date 1271472016 ] +
MNotes 4 December2otg  p  [odified By:
;-'fdd any notes or comments reley & S T e T 6 o ed
file. =

27 28 29 30 1 2 3 3

4 5 6 7 8 90 10

1 12 13 15 16 17

18 19 20 21 22 23 24

25 26 27 28 20 3D AN -

1 2 3 4 5 6 7 N

Notes: Add any notes or comments that are relevant to the multimedia
document for the Delinquency claim.
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Chapter 3: Batch Processing
[[] Overview

The Delinquency & Collections modules includes the following batch
processes.

* Transfer A/R to Delinquency
» Delinquency Posting

Prerequisites

Before running the batch processes for Delinquency & Cash Collection, verify
the following:

All A/R records to be transferred to Delinquency must be associated with an
A/R Class Code that is linked to Delinquency A/R Class Code. This is
described in the administrative section of this document. See Defining and
Linking Delinquency A/R Class Codes on page 6.

Defining Security Permissions for the
Delinquency & Collections Batch Processes

Security for all batch processes in Govern OpenForms are defined in the
Govern Security Manager (GSM) as follows:

To define security permissions for a batch process:

1. Launch the Govern Security Manager (GSM).

2. Expand Applications > Govern > Profiles > <name of the Profile> Batch
Processes <name of the batch process>.
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&7 Insert / Update
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3. Right-click on the batch process.
4. Select Edit.

5. Assign permissions by role.

6. Select Exclusions.

7. Define the exceptions.

8. Click Save.

Transfer A/R to Delinquency

The Transfer A/R to Delinquency batch process is run in order to automate the
process of transferring delinquent A/R records to the Delinquency and
Collections module. It performs the same tasks as transferring individual
records one by one on the Delinquency form.

Only records that are associated with an A/R Class Code that is linked to a
Delinquency Collection A/R Class Code can be included in the process.

There are two procedures contained on this batch process.

* Process Delinquent A/R: This is the first step. Run this procedure to
transfer the delinquent A/R records to Delinquency and Collections.
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* Finalize Delinquent A/R: This is the second step. Run this procedure to
finalize the A/R records.

A separate batch process is required in order to post the delinquent records
that were included in the two Transfer A/R to Delinquency batch process
procedures.

* Posting to A/R: Once records are finalized, you can run the Posting to
A/R batch process. This procedure is described in the following section.

Running the Process Delinquent A/R Batch Process

To run the Process Delinquent A/R batch process from Govern:

Launch Govern.

2. Open a Profile that contains the Transfer A/R to Delinquency and

Collections process.

Select the Batch Processing Explorer.

Select the Transfer A/R to Delinquency and Collections* batch process.

& Govern
Home | View Options Tools  Help

2015 @
9/21/2016 Global
Bl |kt

@ (1) Accounts Receivable (2015) X
7 Batch Processes Explorer
B AR - Adjustments Posting
B3 AR - Cash Collection Payments Posting
B AR - Deposit Posting
B wk - Payment Reversals Posting

Kiogsiy o

@ A/R - Payment Transfers Posting

B /R - Retunds Posting

B3 Automatically Transfer AR into Delinquency Module
B velinquency Posting

g
5
7
@
g
:
g

e Dataset T & Forms Bq W Reports E (5T LCEGY

BN B Automatically Transfer AR into Delinquency Module X

Parameters B[] | Schedule | Reports | Processing

Criteria Selection

=
o
3
i
ES

&
Subsystem | Business License ARCyce | ALL i
[=]
Delinquent A/R ;!
® Process Delinquent A/R @
Department T Exclude A/R Warning Flag
|7 Warnin
Fcsver ots {0o|wermin
[ na
Filing Date Elﬂ
Claim Number
Min. Balance Due
A/R Reason Code M
O Finalize Delinquent A/R
Claim Number
&

6.0.1608.283 - KENAILTEST_MTL-5QL2012_SQL
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10.

1.

12.

13.

*The name of the batch process can vary according to the administrative
setup.

Select the subsystem under which the delinquent A/R records are saved
from the Subsystem drop-down list.

Select Cycle Code from the A/IR Cycle drop-down list.

The A/R Cycle parameter appears only for subsystems

Select the Process Delinquent A/R option.

Enter a range of years in the From Year and To Year parameters.
Only the records within the selected range are processed.

Entering a range of years prevents any current bills from being processed.

Note: The range of years appears for year-based subsystems only.

Select a department from the drop-down list.

The fiscal year from this department is displayed in the Fiscal Year
parameter.

This year is used to create the Delinquency account in the table
AR_MASTER. This year is used for all records in AR_DETAIL.

Select a date from the Filing Date drop-down list.
This is the date of the transfer (Table: DC_MASTER.FILING_DATE)
Enter a Claim Number.

The claim number is applied on all records included in the batch process. It
is a required field on the Delinquency & Collections user form, as well as
on the Transfer A/R to Delinquency & Collections batch process form.

This Claim Number is selected when you run the process to finalize the
records.

Select a warning flag in the Exclude A/R Warning Flag list box if you want
to exclude certain records from the batch process.

Records with the selected warning flag are excluded from the process. For
example, you may want to exclude all records that are included in the
Bankruptcy module from the process.

Enter the minimum balance due on the records that you are transferring to
Delinquency in the Minimum Balance Due field.

Only the records that are greater than or equal to the Minimum Balance
Due are transferred.
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14. Select an A/R Reason Code from the drop-down list (Table:
VT_USER.TABLE_NAME = ‘ARREASON’)

The A/R Reason Code is displayed by long description.

This reason code is associated with the original record by AR_ID. For the delin-
guency record, it is used for informational purposes only.

15. Click Execute.
If you are running the batch process from Govern, the status of the process is

displayed in the Processing tab. If errors or warnings occur, messages are
displayed.

You can run the batch process again in order to include records not included in
the first claim. For example, if records are not associated with an A/R Class
Code that is linked to a Delinquency A/R Class Code, they are not transferred
to Delinquency.

Running the Finalize Delinquent A/R Batch Process

The Finalize Delinquent A/R Batch Process sets all records with the selected
Claim Number to Finalized. Once records are finalized, you can run the
Posting to A/R batch process.

To run the Process Delinquent A/R batch process from Govern:

Launch Govern.

2. Open a Profile that contains the Transfer A/R to Delinquency and
Collections process.

Select the Batch Processing Explorer.

Select the Transfer A/R to Delinquency and Collections* batch process.
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*The name of the batch process can vary according to the administrative
setup.

5. Select the subsystem under which the delinquent A/R records are saved
from the Subsystem drop-down list.

Select Cycle Code from the A/IR Cycle drop-down list.
Select the Finalize Delinquent A/R option.
8. Select a claim number for the Claim Number drop-down list.

Only the claim numbers that contain records that are not finalized appear
in the list.

9. Click Execute.

Transfer A/R to Delinquency Log Files

The log files for the Transfer A/R to Delinquency batch processes includes the
following information:

» Start and End time of the process
» List AR_ID and balances being transferred
* Sum of each class code being transferred to DC
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* Count of AR_ID being transferred to DC

Delinquency Posting

The Delinquency Posting batch process posts the delinquency records to the
Govern Accounts/Receivable subsystem. You can run this process at any time
from Govern or create a schedule and run it at a later time or on a regular
basis. For details about scheduling batch processes, refer to the Govern
Scheduler guide.

The Delinquency Posting form has two sections.

The top section lists all the delinquency records with deposit numbers, by
deposit number and A/R balance. The lower section provides the following
details about those records:

* Delinquency Claim Number
e Balance
* Finalized status: If the record is finalized, the check box is selected.

Note: Only the Delinquency and Collection records that are Finalized can be
posted to A/R.

To run the batch process from Govern:

1. Launch Govern.

2. Open a Profile that contains the Delinquency Posting batch process.
3. Select the Batch Processing Explorer.
4

Select the Delinquency Posting* batch process.
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*The name of the batch process can vary according to the administrative
setup.

5. Select the record or records that you want to post in the top section of the
form.

6. Click Execute.
If you are running the batch process from Govern, the status of the process is

displayed in the Processing tab. If errors or warnings occur, messages are
displayed.

Viewing Posted Delinquency and Collection Records

The posted Delinquency and Collection records are displayed in the Balance
Forward Detail grid on the A/R Inquiry form.
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(e BDBEO)
Sub System Billed Interest Balance || Bar Code n

Judgment 5146.86 569.09 521595 394826
Judgment 525.00 52500 394774
Judgment $25.00 $25.00 394787
Judgment $1,119.00 $626.11 $1,745.11 394790

Delinguency & Collections 51.058.20 5315.24 5137344
Definguency & Collections $1.596.01 $B23.86 52.419.87
Delinauency & Collostionc—$2.443.50.$1.538.33_$4.070.82.

$7,629.72| $3,602.80| 511,232.52

{ Det \ Payment Plan

8 Real Time & Reverse

@ Balance Forward © Balance Forward Detail ords @ Cash Flow

£l Entry Date Transaction Type C ! 1Code  ||Posted Posting Stamp Deposit No. ﬂ

12/4/2013 Transferred (Int./Pen.} SOLDOTNA DC INTEREST 546.44 9 es 12/4/2013 1:39:20 PM

| 12/4{2013 Transferred (Int./Pen.) KENAI DC PENALTY 519.25 53 Deli Coll Yes  12/4/20131:39:20PM

12/4{2013 Transferred (Int./Pen.} SOLDOTNA DC PENALTY 51725 » i yCol es 12/4/2013 1:39:20 PM

| 12/4/2013 Transferred Pri ST. 7647  KENAI DC STX £77.00 ‘o es 12/4/2013 1:39:20 PM

Refer to the Govern Accounts Receivable documentation for details about the
A/R Inquiry form.

Troubleshooting

You can only run the Delinquency Posting process on records that are
finalized.

In the following screen shot, some of the records under the selected deposit
number are not finalized. Therefore, you cannot run the batch process on this
deposit number until you finalize the records.
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