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Self-Reported Tax

Disclaimer

MS 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 MS Govern to the

customer.
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Preface

Preface

Welcome to Govern for Windows, 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
e 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.

© 2013 MS Govern

Pageii



Govern

(D)
(/]

Self-Reported Tax

Table of Contents

DISCIAIMET <. e [
= = o PP PPRPPPPPR ii
TabIE Of CONTENES. ... ettt s e e e e e e e e e e e eeeeeeenees iii
INtroduction: Self-REPOMEA TAX ... . iiiiiiiiiiieieeie e 1

PIEIEQUISITES ... eeiiiiiii ettt e st e e et e e e ok e e e e s e ab et e e s e abb e e e nbbe e e e e nnnee 1
WWNAE'S INBW ...ttt e s ettt ettt et e e e e e eeeaeaeeeaaaaa e e nnnnnbbbesseeeeeees 2
(€10 )Y 7T 1 17X [ 14T o USSR PRRRRURURS 2
Synchronization Process with SRT Tables for Periods ... 2
Chapter One: AdMINISTIrator ......ccoviiiiiii e e 1
Accounts Receivable CoNfIQUIatioN ...........c.uviiiiiiieiiiii e 2

AR GENEIal PArGmMELEIS ...ttt e e et e et e e e e e e e s e e bbb e e e e e e e aeeeeeeaabenneees 2

AR CIBSSES ...ttt ettt oottt e e e e oo e e — ettt et e e e e e e e e hha b b e b e e et e e e e e s aanabbeeree s 2
Govern Admin CoONfIQUIATION..........uuieeiiiiiiiee e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaes 2
[DIcTor- g i =] a1 RS T=] LU o PSPPSRI 2

Switch for Email Forwarding in Govern AdmMiN .........oooiiiiiiiiiiiiis e e e 2
Self-Reported Tax Administrative FOrMS ... 2
GENETAI PANBMELEIS .....eiiiiiiiiiii ittt et e e e e e e e e e s e et bbb et e e e e e aaaaaeeeeaaaanbneeaaaaaaens 2

L= 1 1To o] 1 =TT PP PRSPPI 3

L 1] o PO PP PRPPPRRT 3

Y= PR PPPPRPRPR 3
=T T o LTS PPPPPPPPR 3
Accounts Receivable General Parameters for Self-Reported Tax.........ccccevvvvvvvvvnnnnnnnnnn. 4
Option to Bypass Self-Reported Tax Funds Application in Govern AAmin ............ccoecvvviieieeneeennnn. 5
Accounts Receivable Classes for Self-Reported TaX ..........uueiiiiiniiieeieeiiiieeeeiiiiiiinn 6
Department Setup for Self-Reported TaX ........coouviiiiiiiiiiiiiiiiiii e 8
Self-Reported Tax General Parameters ............uuuuiiiiiiiiiiiiee e e e e e e aa e 10
Control Account NUMDBEr INCrEMENT .........uiiiiiiiiiie e e e e e e e e e e e ees 10

Details of the MiSSING FIler PrOCESS ....cocoiiiiiiiiie ittt 11

Using the Check Link to Permits / Check Change Date optionS .........ccccoviiiieeiiniiieee e 11
Self-Reported TaX CAtEQOIIES .....cciii et eaeaeeaaeas 13
Self Reported Tax Categories command bUttONS ..., 13
Setting up Self Reported TaxX Cate@QOrieS ........ciiiieeiiieeiiiiii e eee e e e e e ee e e e e e eeeeees 14
Interest Penalty A/R Method for Self Reported TaX .........ococuiiiiiiiiiiiiiiiiieeee e 15
Self-Reported Tax Exemptions by Categories..........ooeuuiiiiiii e e e 17
Late Payment Monthly Penalty OPtioN ........c..coiiiiiiiiiiiiie e 20
Self-Reported TaX PAramMeEterS.......cccciie e e i i e e e e eaaas 22
Examples of COMPULation RUIES ...........coiiiiiiiiiiiieecccc e e e s er e e e e e e e e e e e e e 25
VSEIf-REPOIed TAX LEVIES.....ciiiiiieiiiiiiiiiee ettt e e e e e e e e e s 28
Self-Reported Tax LEVIES PAFGMELEIS .......cciiiiiii ittt a et e e e e e e e e e e eeeeeeeeeas 29

Levies linked t0 Base COIUMNS ..o eeneeeeeenees 30

Pageiii © 2013 MS Govern



&

G2 Govern
Table of Contents
Self-Reported TaX PerOUS. .. ... e e e e e e e e e e eeaaes 33
MOITYiNG the DU DALES.......cciiiiiiiiiiiiii et e e e e e e e e e e e e e e e aannes 34
Synchronization Process with SRT Table for PEriods ..........ccccvviiiiiiiiiiee e 35
Chapter Two: Self-Reported Tax Form in Govern ........cccccoeeeeevvvvnnnnnnn. 36
1= 1 (o] o RO PRP PR TPPPPRR 36
Self-Reported Tax ACCOUNE MAINTENANCE .....ccoeeeeiiiii ittt e e e e e e s s e e e e e e e e e e s s nnnnaanaeeeeeees 36
Self-Reported Tax Data ENLIY ......ooooiiiiiiieiieic e s s rr e e e e e e s s s ranaeeeee s 36
Self-Reported TaX SEAICH ........oii i 37
Exclude Inactive Accounts in Self-Reported Tax Search ..........cccccovviiiiiiieiiiiccrerr e 39
Secondary Search Screen for Self-Reported TaX........ccccveviiiiiiiii . 40
Self-Reported Tax Search Command BULtONS............ocuuuiiiiiiiieiiiicccin e e 41
Self-Reported Tax AcCoOUNt MaINtENANCE ..........uuvvuiiiiiiiiieeeeeeee e e e e e e e 43
Account Number Increment set in GOVErn AAMIN .......ccuuiiiiiiiiiee e 45
Specify your Default Reporting PEriOd ..........couuiiiiiiiiiiiiie e 46
Override Generated Account Number in Self-Reported TaX ......cccccoviiiiiiiiieiiiiiiiiiiiieeeeeenn 47
Links Tab in Self-Reported Tax Account Maintenance FUNCLON ..............cevvvvvveevieevieeeeeenee. 47
Self-Reported Tax Data ENrY......ccoooo oo e e e e e e e e 50
Creating a New Self-Reported Tax RECOI .......cccuviiiiiiiiiiiiiiiiie e 52
Making Modifications to Self-Reported Tax ENtries .........c.covvviiiiiiiiiiiiiieeiieeeee e 53
Duplicate Entries for Same Period are Flagged ... a e 53
Option for “Zero Filer” on Data ENtry FOIM ......oooiiiiiiieie e a e e e e e ae s 55
A/R Posting Link is based on ST_ACCOUNT _ID .....coiiiciiiiiiiiiiiieee et e e e e e e snevnnneees 56
TOLAI VAIUES TAD ... e e e e e e e e as 58
BLIE= D Q{0 0= AT T o 11 T 58
S o= F= L @ g F= T e 1= TS o o 1] o PSPPIt 58
Levy INformation tab ..........oooooiiiiii e 59
Manual Override for Discounts and PenaltieS .............coooiiiiiiiiiiiiiiiee e 60
Additional INformation tabh ..........oooiiiii e 62
Other Related Options for ST /LM / SATMB ..o 62
Default Rules of applying OCH ... 63
Rules for the Bypass MB/LM/ST/SA funds reapplication ..........ccccooviiiiiiniiiieeenieee e 64
Self-Reported Tax Mailing INAEX..........ccoiiiiiiiiiiiice e e e 66
Accessing the Mailing INdeX FUNCHION ........ooiiiiiiiie e 66
Enabling the Mailing Index in Govern Admin .........ccooooiiiiiiiiiceec e 68
Mailing Index in Govern for WindOWS .........c.ooooiiiiiiii i 69
Selecting the ARREINAtE AGAIESS .......eiiiiiiiiia i e e e e e eeeaaa e e as 71
Mailing Index - Command BULIONS ...........ciiiiii i e e e e e e 72
Mailing INAEX - PATAMELETS ......coiiiiiieiii ettt e e e e e e e e e e e e 73
Status INFOrMALION GIOUP ...eeiiiiiiiiiie ettt e et e e e st e e e e sabb e e e e e s abeeaeanes 73
Override Billing Name & AAAreSS GrOUP .....coiuvueiieeiiiiiieeeasiteiee ettt e ettt e ettt e e s abb e e e e e sabneeee e 74
Option to send Bills DY E-MA| ......coooiiiiiiiiiiiiie ettt 75
Status INFOrMEALION GrOUP.......uvieiiiiieiiiiiiie et e e e r e e e e s s e e aeeeas 76
Status Information group - Behavior with Parameter Settings .......cccccceeeeviiiiiiicciiiiiieeieeeceeee e, 76
F 1 o I ) 0] 1 = LT o I PR 78
Bill Forwarding INfOrMAaLION ..........uueeiiiiiiiee e e e e e e e e e e e e e e e e e s ssssanenn e saeeeeaeanannnn 79

© 2013 MS Govern Pageiv



&
G2 Govern
Self-Reported Tax
Chapter Three: Batch ProCessSing .....occovvvviiiiiiiiiiiiiiceeeee e 80
Self-Reported Tax COMPULALION .........uuiiiiiiiiiii ettt e e e e e e e e e e e e s e anenbnbeeeeaaeaeas 81
Self-Reported Tax POStNG 10 AJR ...t e e e e e e eae s 81
Self-Reported Tax IMPOIt FIlES ...t e e e e e e e eeeeeeaeeeas 81
Self-Reported Tax Special PrOCEAUIES .........ooiiiiiiiiiiii et 82
Self-Reported Tax COMPULALION ........coooeiiiiiieeee e e e e e e e 83
Starting the COMPULALION PrOCESS .....cvviiieeeiiiiicciiiiieee st e e e e e s r e e e e e e e e e s s s s arben e e eeeaaeeeaenn 84
Self-Reported Tax POStING 10 A/R ... 85
Starting the POStING 10 A/R PIOCESS ....covviiiiiiiiiiiiis ettt e s e e e e e e e e e aaaaeeaeeens 86
Self-Reported Tax IMPOrt FIlES ..o 87
Load Files in IMPOrt TADIES ...ttt e e e e e e e e e s e e e e ee e e e e e e annes 87
Data Validation ONIY ...ttt e e e e e e e e e s e s nnnb e e eeeeeae e e e nnnes 89
Process DAta IN GOVEIM ....cciiiiiiiiiie ittt e ekt e e e et bt e e e et et e e e aab e e e e e anbneeenennes 90
Self-Reported Tax PUrge TabIES ......cccooo i 92
Self Reported Tax MiSSING FIler PrOCESS.........uuuuuiiiiiiiiieee e 93
(070 oo T 0o N1 g TSIl o o Lot =TT O 93
Missing Filer Process and BUSINESS TaX ....cccceiieiiieeiiiiiiieieiiie et nnesennnnnennnes 94
Rules for Business Tax MiSSiNg Filer PrOCESS ........uuiiiiiiiiiiiiiiiiiieeeeee e 94
Check Link to Permits and Check Change Date options in Create Missing Filer Process ........... 95
The Self Reported Tax — Missing Filer Process form ... 96
Generating Self Reported TaX FIlErs ... e a e 96
Self Reported Tax - Create Missing Filer command
o]0 11 0] 0 = S PP VPP P TPPPPPRON 97
Self Reported Tax - Create Missing Filer Parameters ...........cooiviiiieoiiiiieee et 98
Self-Reported Tax and the LOCKDOX ...........ooovvviiiiiiiiiiiiee e 99
Allow Entries by ST_ID in LOCKDOX .......cooiiiiiiii e 99
0 = PP PPPPPPPPPPPPPPPPP 101

Page v © 2013 MS Govern



L\
(] Govern Table of Contents

© 2013 MS Govern Pagevi



Getting Started

&2 MSGovern

&

Introduction: Self-Reported 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.

MS Govern’s Self-Reported Tax subsystem provides a flexible administrative
setup. Administrators set up categories, add customized fields with
computations rules and define tax levies.

Self-Reported 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.

Parameters were added to the Name Search for retrieving Self-Reported Tax
data. Govern Users set up self-reported tax accounts for each individual and
company from whom they need to collect tax. The Self-Reported 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

The following Govern for Windows™ subsystems are required:

* Property Control
e Accounts Receivable

Page 1
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What's New

This section lists the new features in Govern for Windows™, 10.8.
Throughout the online manuals and the Help files, the new features
are indicated by the symbol

Govern Admin

Synchronization Process with SRT Tables for Periods

This new synchronization process will occur when DUE_DATE parameters
are modified in Govern for Windows. When the modification is saved, the table
will be synchronized with the ST_PARM_PERIOD_DETAIL table used by
Govern Release 5.1. See Synchronization Process with SRT Table for
Periods on page 35.

© 2013 MS Govern Page 2
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CHAPTER ONE: ADMINISTRATOR

Overview

The administrative setup of the self-reported tax subsystem includes the
following:

To access any of these forms, from Govern’s main screen, select Tools >
System Administration (Govadm32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications;
click % System Administration.

In System Administration, select Parameters > Self Reported Tax

'a Govern System Administration MONTGOMERY COUNTY, AL - DEMO Govern Super User
Filz | Parameters Setup Tools Help
2(0(  Edi the User Registry... ﬁ @ .f;?} ‘:1

Edit the Svsterm Reqgistey. ..
Manage User Login. ..
Froperky Control 3
Land Management 3
Mass Appraisal 3
Accounts Receivable 4
Tax Billing 3
3
3
3

Ltiliy Billing
Self Reported Tax

General Parameters. ..

Misc. Biling Categaries...
Special Assessment. .. Periods...

9.5.15 SCREL CARPS MUM INS  5:12 PM v
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Accounts Receivable Configuration

AR General Parameters

In order to complete the Self-Reported Tax Setup, you need to set the
Accounts Receivable General Parameters. See Accounts Receivable General
Parameters for Self-Reported Tax on page 4.

AR Classes

In order to complete the Self-Reported Tax Setup, you need to create
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 for Self-
Reported Tax on page 6.

Govern Admin 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 8.

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 on page 68 for details.

Self-Reported Tax Administrative Forms

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 on page 10.

Page 2
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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. See Self-Reported Tax Categories on
page 13.

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 on page 22.

Levies

Use the Self-Reported Tax Levies form to create tax levies for self-reported
tax. You can define a levy type and computation method for each levy. See
vSelf-Reported Tax Levies on page 28.

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 33.

© 2013 MS Govern
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Accounts Receivable General
Parameters for Self-Reported Tax

Overview

In order to complete the Self-Reported Tax Setup, you need to set the
Accounts Receivable General Parameters.

To access the Accounts Receivable General Parameters form:

1. Launch Govern Admin.

2. Select Parameters > Accounts Receivable > General Parameters.

. General Parameters
File Edit Help
[~ Bill Mumker Prefix

[ Use Exact Installment
[~ Security By Area

Minimum Balance to Compute Charges
|1 Qr |.1 %
—Department to be uzed on the YWeb

Iweb (E Components) j [~ Bypass MB funds reapplication

[~ Bypass LM funds reapplication

[~ Bypass S& funds reapplication
[ Bypass ST funds reapplication
[ Use Propartional Distribution

—Deposit Mumber Setup ——————————————————
[ Activate Deposit Managemert
—Default Deposit Number

[LostDepost | +] ||| use o1 validation
[~ Prevent Overtide of the Deposit Mumber I™ MCR AR Class By Group

| EEMAr R s e e

it
[T Auto-2ssion Depostt Mumber

¥ Alloww paymerts = Late Charges Due

[ &llow Apply Penatty from AR Inguiry

ACH City and Bank Parameters

Dest Bank Mame I
Dest Bank Routing I
Origin Bank Mame I
Crrigin Bank Routing ID—
Company I I
Bank Account I

Save |

Exit

Tax Parameters T Biling Parameters T Tax Title Parameters

I

—Special Assessment Sub-System
I~ | Link /R to Mames [~ Transfer Principal Amourit
[ &/ Master By Fiscal Year (] L AR S L i
Defautt AR Class Principal Prrisrt

| =

Default AR Class Interest

=

—Deed Sub-System
[ Link &R to Names
¥ L0 Master By Fiscal Year

~Self Reported Tax Sub-System
¥ | Link 2R ta Mames
[~ &R Master By Fiscal Year

—Land Management Sub-System
¥ Lirk AR to Mames

[~ &R Master By Fiscal Year

[V Switchto Voluntary Payment when Payment without 8.8

~Bankruptcy Sub-System——————
¥ Link 27 to Mames

[~ AR Master By Fizcal Year

To set the Accounts Receivable General

1. Select the Other Parameters tab.

Parameters for Self-Reported Tax:

2. Define the A/R Master by Fiscal Year parameter, as follows:
» Select this option to save your A/R data by fiscal year for self-reported

tax.

Page 4
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General Parameters for

* Otherwise, deselect this option.

L |

Intergrared Batch Munber | i

] Tax Title Parameters I Other Parameters I

- - Deed Sub-System
rincipal Amount [~ Link A/F to Mames
‘tass Interest by Project ¥ | £/7 taster By Fiscal Year

@ ~Self Reported Tax Sub-System————
=]

“hout &/R

Save I Exit

For details on setting the Accounts Receivable General Parameters for all
subsystems, refer to the Accounts Receivable guide.

Option to Bypass Self-Reported Tax Funds Application in
Govern Admin

An option is available on the Accounts Receivable General Parameters form
to bypass the reapplication of funds for Self-Reported Tax. When you apply
the bypass to an overpayment made on a permit, miscellaneous billing charge
or special assessment project, it is saved as an Open Credit Transaction
(OCT). Otherwise, the amount exceeding the payment due is applied to
another permit, invoice, project, or Self-Reported Tax period.

. General Parameters

File Edit Help
Minimum Balance to Compute Charges [~ Bill Mumker Prefix
fi or |4 % [” Use Exact Installment

[~ Security By Area
[V Alloww paymerts = Late Charges Due
[ Bypass MB funds reapplication

[~ Bypass LM funds reapplication

—Department to be uzed on the YWeb

IWeb (E Componerts)

Bypass SA funds reapplicati
Bypass ST funds respplication
Lize Proportional Distribution
Allosee Bpply Penatty from 208 Incuiry
¥ Use GL Yalidation

[~ MCR AR Class By Group

—Deposit Mumber Setup
[~ Activate Depost Managemert
—Default Deposit Mumber ——————
|La31 Deposit j +| j

[~ Prevent Cverride of the Deposit Number

SERENALE LERUZIL 1) ) ELIL G
Wenn

i g~ v

) ! ’ ‘-_-r‘-.

See Reapplication of Funds in the Accounts Receivable user guide for
details.

© 2013 MS Govern Page 5
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Accounts Receivable Classes for Self-
Reported Tax

Overview

In order to complete the Self-Reported Tax Setup, you need to create
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.

To access the Accounts Receivable AR Classes form:

1. Launch Govern Admin.

2. Select Parameters > Accounts Receivable > AR Classes.

I~ | Fayable [rlnstalment
[~ Erternal GL Distibution

Default Amaount [~ Mot Subject to sbatements

&/R Methad

Exit

i, A/R Class Parameters KB
File Edit Help
Year A4R Clazs Sub System
J2008 |SRT_NSF [ 5elf Reported Tax | Mew
Short Description Cycle
|SRT NSF | = o I
Long Description
|SRT NSF Delete |
Transaction Type Tax Title/Lien &/R Class
IF'enaIty j I j Browse |
Interest/Penalty Method Tax Deferral /R Clazs
ISeIf Repaorted Tax j I j
Categon/Group/Revenue Code ILiNK to Tax Levy Mo J GL Distr. |
I— -
|2
[ar |

I [~ Mot Subject to Dizcount
Pricrity [Highest Mumber = Highest Priarity) [Mizzaunt D
[~ Apply Before Installment IBEFD[B Date ar INb Days
[~ Apply Before Date Percentage I—
| 14] 4| Editing Existing Rrecord (87/122) M|
Page 6 © 2013 MS Govern
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Accounts Receivable
Classes for Self-Reported

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:

. . R 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
Accounts Receivable guide.

© 2013 MS Govern
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Department Setup for Self-Reported Tax

Overview

You need to define the following parameters for each department that
maintains Self-Reported Tax data:

To access the Department Setup form:

1. Launch Govern Admin.

2. Select Setup > Department Setup...

Department Code  Shart Desc. Fizzal vear  Owner az of Month +of - Vears
[11 |Taw Receiver |2007 3 [
Long Dese. |Tax Receiver [~ Approved Subdivision 7
7
— Privacy / Restrictions for Names——— Default Search Form ™ Use Depatmental Calendar ?
Hame Group Code Property Cantral j
|1 f+ Mo Restrictions
" Private Names — Functions
" Restricted Mames Acoount: Receivable [nguing -
" Restricted Mames & Addrezzes Accounts Receivable Transaction
Additional Company Information .
Additional Mame [nformation 2
gl .SUb S-"'Ste!m Allowed Batch Mumber b anagement
Aircraft Excize Tax Conzolidations / Apportionments
Boat Excize Tax Image Queue |
Land Management Land Appraizal Information
Ta Tille [LM] Legal Description
o o M ailing Indes [T
iMiscellaneous Biling Multimedia Infarmation R
Muaotar Vehicle Excize Tax Mame & Address Maintenance
Personal Froperty Tax DOvner Infarmation
Tax Title [FFY Parcel Genealogy/history %%

Real Froperty Tax —
Special Aszeszment
Self Reported Tax Mb rec affected before warning |1 ]

L:EJ gl;iing Drelay befare query rallback, |5 rninLke] =)

RN CARA

Hew | Save I Delete Browse LCoolBar Queries | E xit |
I I{I 4 IEditing Esizting Fecard [10/20) 3 I Hl

In Govern for Windows...

3. Under Functions select the following:
» Self-Reported Tax Account Maintenance.
» Self-Reported Tax Data Entry.

Page 8 © 2013 MS Govern
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4. Under AR Sub Systems Allowed, select Self-Reported Tax:
5. Click Save.

© 2013 MS Govern Page 9
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Self-Reported Tax General Parameters

Overview

When configuring the Self-Reported Tax module, the first form to configure is
the Self-Reported Tax General Parameters form.

To access the Self-Reported Tax General Parameters form:

1. Launch Govern Admin.

2. Select Parameters > Self-Reported Tax > General Parameters.

i::'a Govern System Administration l TOWN OF SOUTHAMPTON - T
Eile | parameters Setup  Tools Help '
20(  Edit the User Registry... | &G 2
——  Edit the System Registry... '
Manage User Login...
Properky Control 3
Land Management 3
Mass Appraisal »
fccounts Receivable 3 '
Tax Gilling » '
Litility Billing » p
Self Reported Tax 3 General Parameters. ., '
Misc. Billing 3 Categories...
Special Assessment. .. Petiods. .. -
»
-
. 9elf Reported Tax General Parameters =]
File Edit Help
Mext Account Mumber Ihcrement
00001506 f100 Save |
[~ iCheck Lirk to Perrits [Create Missing Filer process} Exit I
[~ Check Change Date [Create Missing Filer process]

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.

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

Page 10 © 2013 MS Govern
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General Parameters

new accounts in the Self-Reported Tax Account Maintenance function. See
Account Number Increment set in Govern Admin on page 45.

. 5elf Reported Tax General Parameters
Fi

le Edit Help o

Mext dccount Mumber |ricrement

|nnum RO5 |1 0o Save |

[~ iCheck Link ta Permits [Create Missing Filer processk Esit

[~ Check Change Date [Create Mizsing Filer process)

Details of the Missing Filer Process

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,
therefore there is no computation or taxes calculated.

In Govern Admin, there are two (2) parameters available for this process:

. 5elf Reported Tax General Parameters =] 2
File Edit Help
Mext Account Mumber Inzrement
0001506 f100 Save |
[~ iCheck Link to Permits [Create Missing Filer processk Esit I
[~ Check Change Date [Create Missing Filer process)

Using the Check Link to Permits / Check Change Date
options

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

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.

© 2013 MS Govern
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Selecting both options...

If both of the above options 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 up to that date.

Page 12 © 2013 MS Govern



> Govern

D

Self-Reported Tax
Categories

Self-Reported Tax Categories

Overview

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 Categories form:

1. Launch Govern Admin.

2. Select Parameters > Self-Reported Tax > Categories...

i, Self Reported Tax Categories | X|
File Edit Help
Year |2EIUQ Departmert ITreasurerICoIIedor's j

Categary Code |c1

Short Description ISales Tax

Long Description ISaIes Tax

—Penatties and Interest s
Late Filing IT % ISR - Penatty j Minimum Late Filing l— 5
Late Payment I_ % I j v Marthly Penalty
Incorrect Filing l_ % I j Maximum I_ % I_ memiE
Incorrect Payment l_ % I j
Megligence Penstty l_ %, I j
Penalty for NSF IT 1 ISR - Penalty j
Mortthly Interest w %
AR Class for Adiustments | |
—Dizcounit
F [3 % ofthefis | $ Maximum [ 100 §
I_ % of the remaining ta:

I I{I 4 |Edi‘ting Existing Record (1/2) » I bII
ey I Save I Drelete | Browvse Fielz Levies Exemptions | Exit |

Self Reported Tax Categories command buttons

New: Click New to create a new Self Reported Tax (SRT) category

Save: To save a category, click Save.
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Delete: Click Delete to remove a category.
Browse: Click Browse to view existing records.

Fields: Use the Self-Reported Tax Fields form for creating data entry fields
and computed fields that follow custom computation rules on the Self-
Reported Tax Data Entry function. See Self-Reported Tax parameters on
page 22 for details.

Levies: Click Levies to create tax levies for self-reported tax. You can define
a levy type and computation method for each levy. See vSelf-Reported Tax
Levies on page 28 for details.

Exemptions: To add exemptions by categories, click Exemptions. See Self-
Reported Tax Exemptions by Categories on page 17 for details.

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

Setting up Self Reported Tax Categories

To set up Self-Reported Tax categories:

1. Inthe Self-Reported Tax Categories form, click New to clear the form.

2. Select a department.

Note: Self-Reported Tax information is saved by department.

3. Enter a Category Code, Short Description and Long Description. This
information is saved to VT_USR_ST_ CATEG.

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

e Late Filing

* Late Payment

* Incorrect Filing

* Incorrect Payment

* Negligence Penalty

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

5. Select an A/R class for adjustments.

Page 14
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6. Enter an amount in the Minimum Late Filing text box, if applicable.

Discount group

7. For Discounts, do one of the following:

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

ithly .
A/F Class for Adjustments ISHT Adjustrment j
1’I':)isnzzount Y
1 I [ J Mavirnurn 400 %
I Nl 4 IEditing Exizting Record [1/2] » | Nl
Hew | Save I Delete I Browse | Fields Levies Exemptions | Ezit I

OR

» Set up different percentages, by deselecting Fixed Percentage. Enter a
percentage of a fixed amount, enter the amount. Now enter a
percentage for the remaining amount.

E

AJR Class for Adjustments ISHT Adiustment j
 Digcourt N
™ Fized Percentage I 5 % cofthefist | 250.00 % M asimum 400 &
% I 25 % of the remaining tax
. .
I Nl 4 |Editing Existing Fecord [1/2) 4 | Nl
Mew | Save I Delete | Browsze | Fields | Levies | Exemptions | Ezit I

8. Enter a maximum amount, in dollars, for the discount if applicable.
9. Click Save.

10. Repeat this procedure for each category.

Interest Penalty A/R Method for Self Reported Tax

The Interest/Penalty A/R Method for the Self Reported Tax module is an A/R
Method that is used to set the method of calculating the penalty and interest
charges for the Self Reported Tax A/R Class.

To access this form from Govern’s main screen:
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1. Select Tools > System Admin

istration (Govadm32.exe)

In Govern Admin select Parameters > Accounts Receivable > A/R Class...

In the A/R Class Parameters form, under Sub System select Self

Reported Tax.

= ARClassParameters _______________________ HES
File Edit Help -\

‘rear A/R Class Sub System

J2008 JLMBIdFes Land Management [

Short Deseription IrTf d ‘B‘". - -’;

isc. Billing
|Land Mgt Bldg Fees M atar Yehicle Excise Tax Save
Long Description Perzonal Property Tax
— Real Froperty Tau

|Land tanagement Buiding Fees [Self Beported Tax Delete
Transaction Type Special Assessment

Tax Title

[Invoice / Biling i
Interest/Penalty Method

Tax Deferal 4/F Class

Browse

| [ |

Categony/Group/Revenue Code

Link to Tax Lewy Mo, GL Distr.

I

LB R o “’“i_r u—uﬂ’l‘-‘-—"‘

4. Select a transction type
from the Transaction Type
drop down menu.

5. Under Interest/Penalty
Method, again select Self
Reported Tax (SRT); when
Self Reported Tax is
selected as the Interest/
Penalty method, the A/R
Method button on the right
hand side (RHS) becomes
active.

|' Pricrity [Highest Humber = Highest Priarity) [iseount On

File Edit Help
Year AR Clazs Sub System
|2008 JSRT_Inc_Pymrt | Selt Reported Tax

1

. A/R Class Parameters

Shart Description

|Inconect Payment Penalty |

Long Description

|Inc:0nec:t Fayment Penalty

Tranzaction Type

Tax Title/Lien A/F Class

Tax Deferral &/R Class

Interest/Penaly Method

Self Heported Tax

Link to Tax Lewy Mo,

Y
F‘enalty on F‘nnc:lpal
Penalty on Principal (2]
4

Spec. Agzesament Int.
Spec. Assesament pendint
“Walley Stream

PR Wi N W W QL TR

[~ Mot Subject to Abatements
[~ Mot Subject ta Discount

Before Date

T Apply Beforelnstallme:i

Page 16
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6. Click A/R Method to display the Penalty/Interest Additional Parameters -
Self Reported Tax form; apply the additional parameters and a Maximum
Interest and Penalty: value.

i, Penalty / Interest Additional Parameters - Self Reported Tax

Additional Parameters [for All Categories]
After I 0 daps, interest increases to 5 % per month. Esit |

Gaxlmumlnterest and Penalty: I 25 /%

Note: The value that is entered in the Maximum Interest and Penalty value
will be overriden by the value entered in the Minimum Late Filing
parameter in the Self Reported Tax Categories form;

In Govern Admin: Parameters > Self Reported 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.

Use the above steps to create the A/R classes required for the Self Reported
Tax categories.

Self-Reported Tax Exemptions by Categories

Occasionally, it may be necessary to apply exemptions to Self-Reported Tax
(SRT) records. The Exemptions button on 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.

You should first set up the A/R Classes for the Self-Reported Tax Categories
in Govern Admin. For steps to create SRT classes, see Accounts Receivable
Classes for Self-Reported Tax on page 6.

To set up exemptions in Govern Admin:

© 2013 MS Govern
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1. Select Parameters > Self Reported Tax > Categories...

-a Govern 5ystem Administration Wl TOWN OF SOUTHAMPTON - TEST Il

File | Parameters Setup  Tools Help
20(  Editthe User Registry. .. ﬂ @ {?} \:1

Edit the System Registry...
Manage User Login. ..
Properky Control 3
Land Management 3
Mass Appraisal 3
Accounts Receivable 3
Tax Eilling 3
Ukility Eilling »
»
L3

Reported Tax

Misc. Billing

General Parameters, ..
Special Assessment. .. Periods. ..

ST NN

2. Inthe 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.

i, 5elf Reported Tax Categories
File Edit Help
ear I2DDQ Department ITreasurerICoIIector's j

Category Code Ic1

Shart Description ISahas Tax

Long Description Isa|es Tax

—Penalties and Interest

AR Class
Late Fiing [0 % [5R - Penaty
Late Payment l_ % I
Incorrect Filing l_ %, I
Incorrect Payment l_ % I
Megligence Penatty I_ % I
Peralty for MNSF 25§ ISR - Penatty
Morthly Interest [082 %
AR Clags for Sdjustments | j
— Dizcount
I™ Fixed Percertage |_3 % of the firs I ki Maximum 100 §
l_ % of the remsining ta:

I |{| 4 |Ed'rting Existing Recard (12) » I MI
= I Save I Delete I Brovese Fieldz Levies gxernptionsl Ezxit |
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4. If applicable, enter a Minimum Late Filing Charge.

Note: The value that is entered in the Minimum Late Filing Charge parameter
overrrides any settings that may have been configured in the individual
SRT A/R Classes.

5. Click Exemptions to configure exemptions.

Penauy 1..45: | = $ |5RTMSF B Ty
Manthly Interest |_1 b4
AJR Class for Adjustments ISHT Adiustment j
r~ Digcount
™ Fized Percentage |_5 % of the first 100 % I aximum 400 &
Iﬁ % of the remaining tax /;\

\

I Nl 4 |Editing Existing Fecord [141) 4 | Nl
Mew | Save | Delete | Browsze Fields | Levies | £ vemphions Ezit I

6. Complete the parameters of the Category Exemptions form.

. Category Exemptions !E[
File Edit Help
Year Category Department
|2DDS ISeIf Reported Tax IAssessor's Office
County Exempt Cade  State Exempt Code
Exemption Code Iexempt_‘l Iexempt_countyj Iexempt_state_‘l
Short Description ISHT Exemption 1
Lang Descriptioh ISHT Exemption 1

Apply to Levy Type

ExemptionBy——————— E xemption Applicable

 dmount " ifter Computation

¥ Percentage % Before Computation
Yalue Limit Armount PFriority  Base Colunn
| | [ |
I NI 4 IEditing Existing Frecord [141) kM

Hew | Save I Delete | Browse | E it |

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

Select the point at which the exemption is applicable, before or after the

tax calculation; make your selection in the Exemption Applicable group.

Lpply to Levy Tupe

E xemption By
= Amount

* Percentage

7.

Exemption By group.
8.
Long Descrption J3RT Exemp.ti0n1

E xemption Applicable
© Afrer Computation

¢ Before Computation

W alue Cimit Amnount Fricrity  Baze Columin

| | [ |
I Nl 4 |Editing Existing Riecord [141) » I Nl
New | Save I LDelete | Browse | Exit |

9. Click save to complete your setup and return to the Self-Reported 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) new
fields have been created in the ST_PARM_CATEG table. This option is

enabled in Govern Admin.

i, Self Reported Tax Categories

File Edit Help
ear W Department ITreasurerICollednr's j
Category Code Ic1—
Shart Descrigtion ISaleS Tax
Long Descrigtion ISalE.'S Tax

—Penalties and Interest AR Class
Late Filing | 100% |5R - Penalty LA Minimum Late Filing [ §
Late Payment | % I v hlonthly Penalty H
Incarrect Filing I o I Maximum Iﬁ % or I— months
Incorrect Payment | o I j /
Megligence Penatty | o | LI N
ot s OO A, |
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To enter a Monthly Penalty for an SRT category in Govern Admin...

1. Select Parameters > Self Reported Tax > Categories...

2. Inthe Penalties and Interest Group, click to select the Monthly Penalty

option (A).

3. Enter parameters for a Maximum %, or the number of months of late

payment penalties.

Table Modifications:

The following modifications have been made to 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_MONTHS Number Maximum Number of Months of Late

Payment Penalty

© 2013 MS Govern
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Overview

Use the Self-Reported Tax Category Fields form for creating data entry fields

and computed fields that follow custom computation rules on the Self-

Reported Tax Data Entry function.

To access the Self-Reported Tax Fields form:

1. Launch Govern Admin.

2. Select Parameters > Self-Reported Tax > Categories.

Eile | Parameters Setup Tmols Help

QD( Edit the User Registry...

——  Editthe System Registry...

Manage User Login. ..

Property Conkral

Land Management

Mass Appraisal

Accounts Receivable

Tax Eiling

Uty Billing
norted Tax

Misc. Billing

Special Assessment. ..

General Parameters. ..

Perinds...

soel
%, Self Reprted Tax Categories 2]
File Edit Help
Year [2007 ] Depatment AT o s dudt =
Category Code IGT—

Short Dezeription IGasoﬁne Tax

Lang Description IGasoIine Tax

— Penalties and Interest
A/R Clasz

|SRT Late Fiing Penalty

Late Filing 10 %

Late Payment ISF!T Late Papment Penalty j

Incarect Filing IInconect Filing Penalty j

Incanect Payment IIncorrect Payrent Peralty j

MNegligence Penalty IUnder Feported SRT Penalty j

Penalty for MSF m % ISHT MSF ﬂ
tonthiy Interest I 1 %
&/R Class for Adjustments ISHT Adjustment j

j Finimum Late Filing I 50 %

r Digcount

¥ Fired Percentage I ?E Ma:-:imuml 3

(1)

A ¥

I NI 4 |Editing Existing Record [1/4) /! 2 | Nl
MNew I Save I Delate | Browse | } Levies | Exemptionsl E it |
3. Select Fields on the Self-Reported Tax Categories form.
Page 22 © 2013 MS Govern
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File Edit Help
Year Cateqgory Department
|2DE|8 ISeIf FRepaorted Tax IAssessor's Office
Field M arne
I.-’-‘«rea jﬂ
— Computation Fule
Operation Firzt Operand Second Operand
[Multiplied] [width | |Height =l
Computation Sequencel 1
I Nl 4 IEditing Existing Record [5/5) 4 | Nl
Hew Save | Delete | Browse Exit |

To set up the Self-Reported Tax parameters:

1. Click New to clear the form.

2. Click the +/- sign _:_] beside the Field Name drop-down list to create a
new field. This opens the New Database Field Creation form.

Mew Database Field Creation

Database Table Mame: |5T_F|L|N|3_FIELDS
tew Columi b amme:

|tariff v Create a Label

Description Colurnn Label
| Taif T i
ColumnType Uzer Interface Type

Date.n"Time — ITEHt fo j

temo Field ) iz
MHurnenic no decimals

Murneric with decinmals il I8

Enisting Columng

AREA
DEPT
HEIGHT ak
LAST_MODIF_DATE

LAST_MODIF_UID

MA_ID

MOTES -
ST_ID

TIME =l

|»

LCancel
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The name of the table ST_FILING_FIELDS is displayed at the top of the
form.

Enter a new column name and description.

Select Create a Label to add a label above the field on the Self-Reported
Tax Data Entry function, in Govern.

Enter a Column Label.
Select one of the following for the User Interface Type:

» Check Box
* Drop-down Combo Box
* Text Box

7. Click OK.

Note: The same fields can be use with many categories.

. (1) Assessor's Office.Self Reported Tax Data Entry 7 x|
Filing InfnlmalinnT Total Values T Lewy Information TEHemption Infnlmatioﬂ/.&dditional Informatior‘
M
Account & Categony Entry Date e
| Dooo000Z (Gas) | oz2A1/2008
Fieparting Perind Period # Due D ate Mext Due Date
| Period 1 = |Period 8 1 | Jooeoos [o1s/02/2006
DIESEL
£Li Delete |
Gazoline
12000
—
o7
[17000 Post to &/R |
Payment |
Cancel |
I Nl 4 |Entering Mew Record 4 | Nl

Note: You need to reposition the label and field on the function, using Object
Dragging Mode. Refer to the Super User guide for details.
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8. Select an operation, under Computation Rule on the Category Fields
form or leave it blank if you want to create a data entry field.

e plus

* minus

» divided by

» formula

* logical expression
* sum

e multiplied by

9. Ifitis a computed field, enter a Computation Sequence to define the
order in which the fields are computer. 1 is performed before 2.

10. Ifitis a data entry field, you can set a Default Value
11. Click Save.

Note: Computed Fields will be disabled on the Seft-Reported Tax Data Entry
function

Examples of Computation Rules

The following examples illustrate the difference between plus and sum. For
sum you can select any number of fields; whereas, for plus you are limited to
two.

Plus

. Category Fields x|
File Edit Help

Tear Category Department
f2007 | Giasoline Tax [SRT Tax & Audi

Field Mame
I.f-‘n.utc-ner le

Computation Bule

Operation First Dperand Second Operand
I:-: [Multiplied] j I.-’-‘«utotar: j IEndgas j

Computation Sequencel 1 j

I Hl 4 IEditing Existing Fecord (1/139] 4 | Nl

MNew Save | Delete Browse Exit |

© 2013 MS Govern Page 25



o
Self-Reported Tax (L) Govern

Sum

w, Category Fields

File Edit Help

Y'ear Cateqgory Department
f2007 | Gasoline Tax [SAT Tax & Audi
Field Marme

IAutoper j * I

— Computation Rule oy

Operation Sum of Fields

I =l

Computation Sequencel 2
| |

M

I I{I 4 IEditing Exizting Record [1/13) b I HI

Mew Save | Delete | Browse | E xit |

The following examples display the use of a formula and a logical expression.

Formula
File Edit Help
Year Categary Department
|2007 |5asoline Tax [SAT Taw & Audi
Field Mame
I,ﬁlll‘nnﬂr gi!
i Computation Rule
Operation Formula
IFnrmuIa j |: j_il
010 N
) o1
Computation Sequencel ] Depth Factar 150 - 133
Diir Cap W alue per Unit I
DFTH_150 22
|E+10
q Hl 4 IEditing Existing Record [1/1{E+11 i J » | Nl
| Hew I Save | Delete | Browsze | Exit |

Formulas are defined on the Formula Editor. Refer to the Super User guide for
complete details.
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. Category Fields x|
File Edit Help
Year Categorny Department
[2007 | Giasoline Tax [SRT Tax & Audi
Field Hame
}a._.r i = I |
= —
r— Computation Rule
Dperation Logical E xpression
IL-:-gicaI Expression j |: j_il
01_HTG_111_1 a
Computation Sequencel ] gl_n¥g_151918_12
GIHTG0B 1
HTG_08_2
02_HTGE_111_1
q Hl 4 IEditing Existing Fecord (141 02_HTG_111_2 i _‘) » | Nl
Hew I Save | Delete | Browsze | Exit |

Formulas are defined on the Logical Expression Block Editor. Refer to the
Super User guide for complete details.
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vSelf-Reported Tax Levies

Overview

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

To access the Self-Reported Tax General Parameters form:

1. Launch Govern Admin.

2. Select Parameters > Self-Reported Tax > Categories.

3‘\ Govern System Administration MONTGOMERY COUNTY, AL - I

File | parameters Setup Tools Help
120[ Edit the Liser Reqistry. ., i ‘ -ﬁ & r
——  Edit the System Registry...
Manage User Login... 3

ey ] * . Self Reported Tax Categories 2]
Land Management 3 . y
Mass Appraisal > Eile Edit Help
Accounts Receivable 3
TaxBlling v Year [2007 Department | AT Ty & Audi =
3
3 General Parameters. ., Eategm}' Code IGT
3

Short Description IGaSDline Tax
Special Assessment... Periods. ..

Long Description IGasoIine Tax

— Penalties and Interest

&7R Class
[SRT Late Fiing Penalty x| Minimum Late Filng [~ 50 §

ISF!T Late Payment Penalty j

Late Filing

&

Late Payment

4
Incarrect Filing 5

10
=
o
Incormect Payment IT =
s
D
T

IInconect Filing Penalty j

IInconect Payment Penalty j

=,

Megligence Penalty

&

IUnder Feported SRT Penalty ﬂ

%
=

Penalty for NSF $ [SATNSF =
tonthiy Interest
A7R Class for Adjustments ISHT Adjustment j

r Discount

| Fixed Percentage I 2% Maximuml 3

LY ]
I NI 4 |Editing Existing Record [1/4) ) » | Nl
MNew I Save I LDelete | Browse | Fields I m Exemptions | E it |

3. Select Levies on the Self-Reported Tax Categories form.
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. Category Levies Il B3
File Edit Help
Year Categary Department
IZDDEI ISaIes Ta ITreasurerICollector's
Leswy Code Alternate Code Short Description
ISRLYD4 || IExcess Sales Tax
Lang Description
IExcess Sales Tax
AR Class Lewy Type Bill Sort Order
ISR - Sales Tax j I j |
Computation Methocd Rate Type Computation Information
RateiAmount Pz, Lesey Amount
"~ By Hundred LB LS
¥ Baze X Rate W TR |1
. = By Thousand
£ Fixed Rate & Bvlnt Blase Column
*
e IExcess Tax Collected j
[+ Exclude from tzsezsment

[14] 4 JEstting Existing Record (474 » ]
ey | Save I Delete | Browse | Exit |

Year: This field displays the default year in Govern Admin.
Category: this field displays the category selected on the Categories form.

Department: This field displays the department selected on the Categories
form.

Levy Code: Enter the Levy Code to be used with this record.

Alternate Code: Enter an alternate code if needed. Typically, this is used for
reports. For example, if you want to use your own codes as Levy Codes and
the state codes are different from yours, the state reports could be printed
using the alternate codes.

Short Description: Enter a description to be used for fast data entry and
look-ups if space is limited on forms.

Long Description: This description will be displayed for look-ups, on forms
and normally used for reporting.

A / R Class: Select the Accounts Receivable Class from the drop-down list
(Table: VT_USR_AR_CLASS). This list displays the A/R Class Codes created

© 2013 MS Govern

Page 29



Self-Reported Tax

G2 Govern

for the Self-Reported Tax subsystem. Refer to the Accounts Receivable guide
for complete details on A/R Classes.

Levy Type: Select the Levy Type from the drop-down list (Table: VT_USR_
LEVYTYPE).

Bill Sort Order: Enter the Bill Sort Order to be used when printing the bills. If
nothing is entered or the same bill order is entered for 2 different Levy Codes,
an alphabetical sort is done on the Levy Code. This field is alphabetical, so the
sort (on Levy Codes) will use the alphabetical order (1, 10, 100... 2, 20, etc.).

Computation Method group

There are three methods for computing the levy:

» Base X Rate: for the billing process.
» Fixed Rate: for special charges and fees.

Rate Type group
Select a Rate Type only if the selected computation method is Base x Rate.
Computation Information group

Rate / Amount: Enter a rate or an amount.

Maximum Levy Amount: Enter a maximum value for Real Estate Tax
levies. This is an optional field; leave it blank to accept unlimited levy amounts.

Base Column: Select the Base Column to be used with the Levy Code
(available only if the computation method is Base x Rate).

Levies linked to Base Columns

There are conditions where additional levies will be linked to a base column,
during the calculation of the Taxable Amount, these calculated levies will be
included in overall assessment. For example, a base column of an Alcohol tax
might have a levy by the city, and another by the county. To avoid including the
calculation of both the base amount, and any linked levies in our taxable
amount calculation, we can select the following option:

Page 30
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Exclude from Assessment: Select this option to exclude this calculated
levy from the total assessment value. Only the base column calculation is
used.

To exclude the selected levy calculation from the calculation of the base
column that it is linked to. Normally these calculations would be used in the
total assessment value calculation that appears under the Total Values tab...

In Govern Admin...

1. Select Parameters > Self-Reported Tax > Categories...

-a Govern System Administration GOYERN DEMO
File | Parameters Setup  Took  Hell -
- = == 2 == . Self Reported Tax Categories

20C Ed!t the User Reglstr.y... ‘ Fie Edt Help
———  Edit the Svstem Registry...

Manage User Login... Year I2DDQ Department ITreasurer.ch
Property Control Cetegory Code Im—

Land Management
Shart Description ISahas Tax

Mass Appraisal

Tax EBiling
Ltility Billing

—Penalties and Interest

3
»
13
Accounts Receivable L4 Long Desctiption Isalgg Ta
3
3
»
13

AR Class
General Parameters. .. ’
G Late Filing W % ISR - Penalty j Miniimuim |
Special Assessment, .., Periods. .. Late Payment o, I j

4

Incarrect Filing l_ o, I J

e Incorrect Payment [ = [ =l
N el A Megligence Penatty [ = | =l
Penalty for NSF 5 ISR - Penalty =
Monthly Interest [0s2 %
AR Class for Adjustments | =
r—Dizcount
[V Fized Percertage I—S % Macximum |

I 4] 4 IEd'rting Existing Recard (1)

=0 | Save Delete Browwse Fields
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2. Inthe Self Reported Tax Categories form, click Levies.

i, Category Levies
File Edit Help

Year Category Department

|2|:|09 ISaIes Tax

Lewy Code Alternate Code

ITreasurerIColleu:tnr's

Short Description

JsrLvD4 fi

Long Description

IExceSS Sales Tax

IExcess Sales Tax

AJR Class Levy Type Bill Zort Order
ISR - Sales Tax j j I
Computstion Methodd Rate Type Computstion Informstion

" By Hundred

Feastesamaourt

M. Lesey Amournt

{+ Base ¥ Rate
" Fixed Rate

|1

" By Thousand

+ By Unit

I |4| 4 IEditing Existing Record (4i4)

e | Save I Delete |

3. Inthe Category Levies form, create a new record, or select an existing

record; select a base column.

4. Select the Exclude from Assessment option.

In Govern for Windows, when an entry is being made in the Self-Reported Tax
Data Entry form, any calculations for levies that are linked to a base column
will not be included in the calculated taxable amount.

P; {1) Treasurer/Collector's.Self Reported Tax - Data Entry

Filing Information T Total Values! iy Infarimation

T Exemption InformaﬂonT Aciclitional Information ]

m A

$13,030.00

Taxable Amount |

PRI I $1, 44590 "Override

1R £ I e

g

AR Information

Biilled I $1,446.90

Adjusted Bil

Discourt

f
¥
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Self-Reported Tax Periods

@_@l Overview

1. Launch Govern Admin.
2. Select Parameters > Self-Reported Tax > Periods.

To access the Self-Reported Tax General Parameters form:

. Self Reported Tax Periods =] 3
File Edit Help

Yeal |2007 Department [SRAT Tax & Audt =l

Period Code |1

Shart Description IMonthly

Long Description IMan}.

Number of periods  [12 ‘ Filow | Clearal | Clear From: | |

~ Due Datels)

1st Due Date  2nd Due Date  3rd Due Date 4thDue Date SthDueDate  Bth Due Date

|220r2007
Tth Due Date

|a20/2007
Sth Due Date

|4r20/2007
Sth Due Date

|s/21z007  ferni2007 | [Rr20s2007
10th Due Date  17th Due Date  12th Due Date

|as20/2007 |wa0izo0r - [10szasz007

[11/202007 122002007 (12202008

NI 4 IEditing Existing Record [1/8)

ar

MHew

Save I

LDielete

Browse

Ext |

The default year for Govern Admin is displayed at the top of the form.

To create the self-reported tax periods:

Select the department.

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

2. Enter the Period Code, Short Description and Long Description. This

information is saved to VT_SY_PER.

3. Enter the number of periods. For example, if reports are due once a

month, enter 12.

© 2013 MS Govern
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6.

Click Fill Out to create one field for each period due. For example, if you
enter 12 in the Number of Fields form, twelve fields are created: 1st Due
Date, 2nd Due Date, 3rd Due Date and so on up to 12th Due Date.

In the first due date field, January 1st of the year, displayed at the top of
the form is entered.

Click Save.

Note: You need to create periods for all self-reported tax collections. If the

self-reported tax is to be collected once only or on an infrequent basis,
enter 0 in the Number of Periods field.

Modifying the Due Dates

To modify the dates:

5.

Enter the correct value in the first date field you want to modify.
Enter a value beside the Clear Form button.

Click Clear Form to clear the due date fields from the point specified in
step 2.

Click Fill Out to complete the due dates based on the entry in the Due
Date preceding the number entered in step 2.

Click Save.

For example, to change the due date from the default, the 1st of the month to
the 15th of the month.

1.
2.
3.

5.

Enter the correct date, 01/15/06, in the 1st Due Date field.
Enter 2 beside the Clear Form button.

Click Clear Form to clear the fields from the 2nd Due Date through to the
Final Due Date field.

Click Fill Out to complete the due dates based on the entry in the 1st Due
Date. The 15th of each month is now entered in each due date field.

Click Save.

Note: When using the Fill Out button, the system has special case for 2, 3,

4, 6, 12 and 24 period.

Page 34
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Synchronization Process with SRT Table for Periods

NEW! There is a new synchronization process that will occur when
DUE_DATE parameters are modified in Govern for Windows Release 10.7/
10.8 (Table: ST_PARM_PERIOD). When the table is modified, it will be
synchronized with the ST _PARM_PERIOD_DETAIL table used by Govern
Release 5.1. This change is relevant to Govern for Windows release 10.7/10.8
users that have the SRT module of the eGovern — Public Self Service Portal.
As the eGovern is based on Govern Release 5.1, this process serves to
ensure that the two SRT tables are always in synch.

Whenever the due date parameters are modified, a synchronization of the two
aforementioned tables will occur.

—1\ Govern System Administration

File | Parameters Setup Tools Help

CMSDEMO

MS Govern Super User

ser Registry. .. Yy 2
20] Editthe User Registr 2
——  Edit the System Registry...
Manage User Login...
Property Contral 3
Land Management ] -
Mass Appraisal » i, Self Reported Tax Periods | |O] x|
Accounts Receivable 3 File Edit Help
Tax Billing 3
Utility Billing 3 fear |2U1 3 Department IT!easuren’EoIIector's ;I
Self Reported Tax 3 General Parameters. .. Ceribos W
Miscellaneous Biling ] Categories... .
EidA ] Shart Description IMDn[hhrl
Long Description |M0nthly
Numbsr of periods  [12 Flgut | Clear Al | Clear From: | |
a, oo -
it o men P P #Due Datels) ~
1stDueDate  2ndDueDate  3rdDusDate 4thDue Date  SthDue Date  Gth Due Date
{1/1/2008 2112008 f21/2008 J41/2008 |5/1/2008 |B/1/2008
7th Due Date 8thDue Date  Sth Due Date 10thDueDate 11thDueDate  12th Due Date
|71/2008 |81/2008 |5/1/2008 jiosc2008 - [11ave00  [1241/2008
N
B
I NI 4 |Editing Existing Fecord [142) » I NI
Mew | Save I Delete Browsze Exit I
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Chapter Two: Self-Reported Tax Form in

Govern

Overview

This section of the guide describes the Self-Reported Tax forms that are
accessible to the Govern for Windows user:

Search

In order to complete the Self-Reported Tax Data Entry function, you need to
perform a Search by Name, for the individual or company. Then, select the
personal or company account. See Self-Reported Tax Search on page 37.

Self-Reported Tax Account Maintenance

Use the Self-Reported Tax Account Maintenance function 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 43.

Self-Reported Tax Data Entry

Use the Self-Reported Tax Data Entry function to complete payment collection
information, to view totals, interest payments and levies for each self-reported
tax record. See Self-Reported Tax Data Entry on page 50.

Page 36
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Self-Reported Tax Search

@_@l Overview

In order to complete the Self-Reported Tax Data Entry function, you need to
perform a search by name, for the individual or company. Then, select the
personal or company account.

To create a new Self-Reported Tax Account or search for an existing one.

1. Click Quick Open Ei from the Govern Toolbar, or select File > Quick
Open (Ctrl+Q), to launch the default dataset for your department directly
from the toolbar. See Quick Open in the General Information guide.

OR

1. Click Search in the Side Navigation Bar (SNB).

(1 Search

# Govern For Windows GOYERN DEMO MS Goveriv

File  Edit “iew  Select Options  Tools  Setup  Window  Help

= | =P [jj%" 2009 |1DI2?I2009 | % @ <W| |ﬂb
=% (2) Treasurer/Collector's
—Mame & Address
Last or Cotmpanyd First Name! Initizl
Consert!Submission

External System I
GIS Search Mame 2
Inspections I
hame and Address

(DK

From House Mo, To House Mo,

[

Direction  Street Name

Offenzes
Perzonal Property
PmiLic. by Mames

T e W

PmiLic. fCert by Prop. == I j |

Project Folio — i

Property Cortral r—Indlividual Infa

Query by SGL = Social Security Mo, Date of Birth Drriver Licens!A

q Search &
— Company Infa f

DBE.- TreeView i’ederal Ied. Mo i:ordact hlame (’

@ Functions !

- r-_ﬁn—' '-A.r"“" - R e e g

2. Inthe Treeview area on the upper left hand side (LHS), select Name and
Address to display the Search form.
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2%.(1) Treasurer/Collector's

—Mame & Address

Last or Company/! First Mames Initisl

|Stark Inclustries

N&_ID I

[ Include Mame 2

'O\-\._ Search

Clear Screen

i Browse ‘

o Exit

Reporting Petiod

Period #

Mzime 2 Agcount Ma,

From House Mo, To House Mo,

Direction  Street Mame Street Type Direction

[ =l | Hl B
—Individual Info

Social Security Mo, Date of Birth Driver License Gender Telephaone

| | | =
—Company Info

Federal Id. Mo, Contact Mame Telephone
—Self-Reported Tax

Account Mo, Categaory Entry Date

I ISaIes Tax j I

Exclude Inactive

IMontth

=l

ﬂ ¥ Accounts

()

— Search Option
Sorted By

ISeIf Reported Tax Acool j

Search Type

I Mo format j

r Include Search in Cther
Addresses

¥ Extended Search
Recordzet Shauld Inciuce

[Mone)
Aircraft Excize

Mizcellaneous Billing
Mator Wehicle Excize
Self Reported Tax

3. Enter your information into the required fields to perform a search by

name.

4. In the Search Option group, under Search Type select Company,
Individual, or No Format.

5. Enter the Name ID or other criteria. Refer to the Property Control guide for

full details.

6. Click Search.

To perform a search for an existing account:

7. Inthe Self-Reported Tax group enter the following:
* Account Number: Enter the self-reported tax account number.

» Category: Enter the self-reported tax category. See Self-Reported Tax

Categories on page 13.

* Reporting Period: Select the reporting period on which you want to

retrieve information.

e Period #
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* Entry Date:

8. Inthe Search Option group under Sorted by, select Self-Reported Tax
Account to sort records by Self-Reported Tax accounts.

9. Under Recordset Should Include, select Self-Reported Tax to include
self-reported tax data in the search results.

10. Click Search.

Exclude Inactive Accounts in Self-Reported Tax Search

During a search for Self-Reported tax records, you may realize that you are in
a situation where there are numerous accounts that have been set as inactive.
Prior to release 10.6 any search made would include these records. From
release 10.6 it is possible to filter out or “exclude” inactive accounts in your
SRT search. There is an option to configure Self-Reported Tax searches to
exclude inactive accounts.

Note: By default the SRT search will be for active and inactive accounts.

The exclude inactive accounts option allows you to narrow your search to
include only active accounts.

¥ Govern For Windows GOYERN DEMO
Fils  Edt Wisw Select Option T~ e

a4 (1) Treasurer/Collector’s

G E =€ B (B

~Mame & Address =
Last or Company/ First Mames Initial Na_D | e

| [~ Include Matme 2

Hame 2 Accourt Mo, \J\\. Search
From House Mo, To House Mo, i Browwse

MName al Melodress K

Mone b}

Otfenses Direction  Street Mame Street Type Direction " : Clear Screen
Personal Property I j |

| Y =
PriLic. by Mames
PmiLiz.Jcert by Prop. —Inclivicual Infa 0 Ext
Project Folio
Property Contral Social Security Mo Date of Birth Driver License Gender Telephane
Query by SOL | | | I o1
Sales hd
Uity Biling m o
- Company Infa earch Cption
Q, search 4 Fesletal le. Mo Cortact Mame Telephanie Sl &y

I I I Self Reported Tax Accol -

T Treeview

- Self-Reported Tax Search Type

& Functions Account ho. Category Entry Date o forme
I I % j I B - Include Search in Other
Addresses
Reporting Period Period # ¥ Extended Search

Exclude Inactive

r
I j I { Accounts Recordset Should Includs
J

Barkruptcy
Boat Excize

Cash Collection
Miscellaneous Biling
hiator ehicle Excize
Self Reported Tax
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To perform a search for only active accounts...

1. Click Search in the Side Navigation Bar (A);select Name and Address in

the treeview (1).

2. Inthe Search form click to select the Exclude Inactive Accounts option.

Complete the required parameters.

4. Click Search.

Your search results will include only accounts that have not been flagged as
inactive in the Self-Reported Tax Account Maintenance form(C).

& (1) Treasurer /Collector's.Self Reported Tax - Account Maintenance

iG K Links
ame Motes & Comments
M= Govern ;I
24 Shadyrest Dr
[orth Sea M8 11968
C E
Account Number — Status Infarmstion
00001320 Inactive
Category v I Until I
ISaIes Tax _‘“
Default Reparting Period |Marthly Ny ~1
Linked Property
[Tax Map # 110-101-300-0 il
|4| 4 IEd'rting Existing Record (1/2) Llﬂl
[deswy | Save Delete Browse Exit |

Secondary Search Screen for Self-Reported Tax

There is now a secondary Search screen for Self-Reported Tax. This form is
used for retrieving records when you are already working in Govern and need
to locate a Self-Reported Tax record, within the same recordset.

To use the secondary search screen in Govern for Windows...

1. Select a department with the Self-Reported Tax sub-system.

2. Open arecord; click Functions in the Side Navigation Bar (SNB).

3. Select one of the Self-Reported Tax functions from the Features list.

Page 40
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4. Click Select > Self-Reported Tax Search...

i, Self Reported Tax Account Selection

ST Accourt Mumber
[247a2642

Category

ISaIes Tax j

% Mame
Last or Company! First §initisl

[~ Extended Search
Ty of Name

Ilndividual =l

|Olaniyan

The Self-Reported Tax secondary search screen may also be found Under the
Govern for Windows menu, Select > Self Reported tax Search...

GOYERN DEMO
‘Window  Help

¥ Gowvern For Windows

File  Edit Tools Setup

“iew Options

Ei | % Mame and Address Search... Q7009 | %
Property Control Search. .. e
. , e IR, Sirce Mar 1993 |J |}
Functions firCraft Search...
':‘h Mames - A Bankruptcy Search... J ST Account # 0000
N - O " .
2‘ AMES - Y Boat Search... +/Collector’s.Self Rep
Real Estats Inspection Mumber Search... pm—
K% Real Estate .
Resl Etatd M;:tor VehlclebSearch. h
Offense Mumber Search...
- Real Estate R Q
-, Self Report  PermitjLicense Search...
Q’ Zelf Report Personal Property Search... D42
-8 Summary E Self Reported Tax Search..,
s L T r—— s -
+- ] Wk (E Campol
H Zoning Baard ¢ WorkFlow Mumber Search... .

Self-Reported Tax Search Command Buttons

'O'\ Search

-

Enter your search criteria; then, click Search to launch
‘ the search. Results of the search are displayed on
Search Results page.

‘ Click Browse to view a list of all records matching the
your entered criteria. You can select a record to view
results on the Search Results screen.

i Browsze
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Click Clear Screen to clear all fields of the form; you can
now enter new information for another search. Search
Results screen.

Clear Screen

0 Click Exit to close this form.

Exit
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® Self-Reported Tax Account
Maintenance

Overview

Use the Self-Reported Tax Account Maintenance function to create an
account for each individual and/or company that you need to collect self-
reported tax from.

To access the Self-Reported Tax Account Maintenance function:

1. Perform a search, as described in Self-Reported Tax Search on page 37,
for the individual or company for whom you want to create an account.
To access this form, select a record and:

3. Click Functions in the Side Navigation Bar.

5 Functions

‘¥ Govern For Windows GOYERN DEMO MS Govern Super User

File  Edit “iew Select Options  Tool:  Setup Window  Help

Ei -|»‘3€ . [i’%|q:|g §w|2009‘10r27r2009|% @ i@|-|%
Morth

J J J Wilsan H Madden JR Since Mar 1993 | J 23 Bitterswest Ln,

Functions
; v Mames - Additional Individusl Infor & J J

E.ﬁ | | | HHH|J|J|JSTAccount#DDDDIS41 Period # 1 Hs
= Mames - Owener Information

% (1) Treasurer/Collector's.Self Reported Tax - Account Mair!

*’ Real Estate Tax - Consolidations /
-®% Real Estate Tax - Exemptions Mair General Links f

Real Estate Tax - Maling Index To Permits, Offenses or Workflows To hizcela,
- Real Estate Tax - Partial Billing Dat i

--Q,|Self Reparted Tax - Account Majntenance [
Q' Self Reported Tax - Data Entry l'\§ A | Remove |
- Summary Record Card

% Tax Title/Lien Mairtenance Tl ch

[~ 1] Weh (E Components) olnispechons To Persor.,

-1 Zoning Bosrd of Appeals = I I (
_'I_ Al | Remave |

Q Search To Buildings To utim?.

: i I I
DBE;_ TreeView
Add | REMOVE |
e Functions

L 4

@ Reports |{| 4 IEditing Existing Record (142) X
ﬁ Favorites = | Save I Delete |

sl W s N e g
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4. In the Treeview area on the upper left hand side (LHS), select Self-
Reported Tax Account Maintenance.

% (1) Treasurer,/Collector’s.Self Reported Tax - Account Maintenance 2| x|
General Links
Mame Motes & Comments
Wilson H Madden JR |=]
74 Parter Pl
mortclzir, M) 07042
=
Account Number —Status Information
|c||3|:|c|1 34 W e
ategory From |— il |—
ISaIes Tax j
Default Reporting Period |Marthly j
Linked Property
[Tau Map # 103-104-400-7 E |
HI 4 IEd'rting Exizting Recaord (1/2) b
[y | Save Celete Brovwze Exit

The Name and Address of the selected individual or company are
displayed in the top left corner of this function; so that you can ensure you
are looking at the right account.

To create an account:

1. Select a Category.

2. 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 Number in Self-Reported Tax on
page 47 for details.
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Account Number Increment set in Govern Admin

If a value has been entered in the
Increment parameter in the Self-

in. Self Reported Tax General Parameters

Reported Tax General Parameter Ble Lot Hep

form in Govern Admin, the neWIy Mext Account Mumber Increment :
generated account number will be | oooaoom oo/
incremented by this value. See . p ‘_r‘./
Control Account Number Increment

on page 10.

3. To link the account to a property, click the 4] peside the Linked

property text box. This launches the Parcel Search screen.

» Enter search criteria to locate the property and click Search. Refer to
the Property Control guide for complete details.

» Highlight the property on the Parcel Search Results screen and click
Select.

» The tax map number for the selected property is displayed in the
Linked Property text box.

4. Enter additional information in the Notes and Comments field, as
applicable.

5. Select the Inactive option and enter a range of dates in the Status
Information if the account is inactive during a certain period.

Note: Refer to the grid in the section titled Status Information group -
Behavior with Parameter Settings on page 76 for a list of possible
behaviors that will occur when selecting the Inactive option and the
From / Until Date.

6. Click Save.
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Specify your Default Reporting Period

As there is no standard default reporting period, this value can be set under
the general tab of the Self-Reported Tax - Account Maintenance form.

% {1) Treasurer/Collector's.Self Reported Tax - Account Maintenance 2 =)
General I Links |

Mame Motes & Comments

hadizon Wenture Holdings ﬂ
o Stare andd Company

520 Third &ve FL Sth

Fiverside, C& 92522

=
Accourt Humber —Status Information
|1'1DD m I~ Inactive
Cat
| L = From 1 b |
-
¥ ' ( )

Default Reporting Period

Linked Property Moty

TaxMop # 103104 d00NQuarterty ¥R |

I{I 4 |Ed'rting Existing Record (1/3) (30

e | Save I Delete | Brovvse | Exit |

To specify a Default Reporting Period ...

1. In Govern for Windows, select a department with the Self-Reported Tax

sub-system.

Open a record; click Functions in the Side Navigation Bar (SNB).

Select the Self-Reported Tax - Account Maintenance function from the

Functions list.

4. Under the General tab, look for the Default Reporting Period from the drop

down menu.
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Override Generated Account Number in Self-
Reported Tax

When required, it is possible to manually override the system generated
Account Number (A) in the Self-Reported Tax - Account Maintenance form.

% (1) Treasurer/Collector’s.Self Reported Tax - Account Maintenance

General I Link= |
Iame Motes & Comments:

ilzon H Madden JR
74 Porter FI
Moritclzir, M) 07042

Accourt kumber — Status Information

l pearty

[~ Inactive
Al ory
From I Lrtil I ]
ISaIes Taw j
Defauft Reparting Period | Maorthly j
Linked Property
|Tax bap # 103-104-400-7 4 |

oA

To override a system generated Account Number...
1. In Govern for Windows, click Search in the Side Navigation Bar (SNB);
select a department from the drop down menu.

2. Click Name and Address in the Search column; open a record that
contains Self-Reported Tax information.

3. Inthe SNB, click Functions; select the Self-Reported Tax - Account
Maintenance function.

4. In the Account Maintenance form, you are able to override the Account
Number parameter.

Links Tab in Self-Reported Tax Account
Maintenance Function

With the Links tab, you are able to link other records to a selected Self-
Reported Tax account. Records include the following:

 Permits, Offense or Workflows
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Miscellaneous Billing
Inspections
Personal Property
Buildings

Utility Billing

To link a Self-Reported Tax record in Govern for Windows...

1.

Click Search in the Side Navigation Bar (SNB); select a department from
the drop down menu.

Click Name and Address in the Search column; open a record that
contains Self-Reported Tax information.

In the SNB, click Functions; select the Self-Reported Tax - Account
Maintenance function.

In the Account Maintenance form, click the Links tab (A).

General Links A

To Mizcellaneous Billing

0143 Form FB7 ~

Acldl >J§I Remove | Add | REmovE |
To Inspections 1 To Personal Property

N I

Adld | Remave | Add | Remove |
To Buildings To Litility Billirg

Ald | rEmove | Add | Remove |
|{| 4 |Ed'rting Existing Record (152) M

e | Save I Delete Browse Excit
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5. Click Add (1) to select any one of the aforementioned records or codes.

i, Link By K B

™ Property Selection
{* PermitiLicense Selection

" wiorkflowfComplaint Selection

Cancel |

To remove a record or code, click to highlight the information that is to be
deleted; click Remove.

™ Offense Selection
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Self-Reported Tax Data Entry

Overview

Use the Self-Reported Tax Data Entry function to complete payment collection
information, to view totals, interest payments and levies for each self-reported
tax record.

To access the Self-Reported Tax Data Entry function. Perform a search, as
described in Self-Reported Tax Search on page 37, for the individual or
company for whom you want to create an account.

To access this function, select a record and:

1. Click Functions in the Side Navigation Bar.

E} Functions

¥ Govern For Windows MONTGOMERY COUNTY, AL - DEMO

File  Edit “iew Select Optionz Toolz  Setup  Window  Help

P
2 =] =€ [jg%ng §w|2no?|11f193200?||ﬁj|@|§
EURENGTE J Tax Map # 00-55-55-55-555-041,300 J

=11 Self Reporting Tax -~ "8 (1) Revenue Commissioner:Self Rens

*- ; ;
L Accounts Hece!vable Ad|u§tments o (e o Total
-5} Accounts Receivable Inquiry
'ﬁ] Additional Company Infarmation

& Multimedia by M ame

= Mame & Address Maintenance

:%‘ Papmient Data Entry

" Papment Reversal

gl Personal Property &ssessment Maintenance

-] Refunds
Self Reported Tax Account Maintenance
Self Reported Tax Data Entry:

;
{
/

%«'-nmlw“ - g L r — —
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2. Inthe Treeview area on the upper left hand side (LHS), select Self-

Reported Tax Data Entry.

l-g (1) Treasurer/Collector's.Self Reported Tax - Data Entry

Filing Information I Total Values

T Lewy Information TExempﬂon\nformatiuﬁrédd'niona\Imormaﬂon]

Entry Dste

10/26/2009

Periad #

Account & Category

=

Reporting Period

¥ wilson H Madden JR

o

[~ ZeroFiler

Due Date IMext Due Date

Maonthly

j IPer\od #1

Save

142008 242008

1) Gross Sales and Service 3 City Sale Tax

24) Bad Debts Collected

]

0.00 B] Excess Tax Collected

2B) Total Ling 1 & 24 71 Adiusted City Tax

]

3A) Non-Taxable Service  [pon &) Vendor's Fee Deduction

3B) Sales to Cther 9 Total Sales Tax

o

3C) Sales Shipped Out I 10) City Usze Tax

3D) Bad Debts Charged OFf [ g 11) Lodger's Tax

3E) Trade-Ins 12) Total Tax Due

o

1111

3F) Gasoline & Cigarettes [ oo 134 Late Filing (Pen)

3G) Sale to GovReliCha  [n g 138) Late Filing (Int)

3H) Returned Goods 0.00 14) Total, Pen + Int

an | [o.00 158 Under Payment

30 I IU_UU 158) Over PaymentBond
=) [0 16) Total Due and Payable

3) Total of Deduction Agditionzl Motes

4) Total Met Taxable

Il

Date IMame of Yendor

T L

0.00 Delete

r Apply Discount
Browyee

]

Postta &R

Payment

LN EO A

Cancel

LAm

Type of Commodity Price

Date of Change  Discontinued Date

I

Mew: Crvvnet's Mames

Total Purchase

hlews Address

hlewr Busingss hlame

I4] 4 |Entering Mew Record

|

The screen opens to display the parameters used in the search.
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1-; (1) Treasurer,/Collector's.Self Reported Tax - Data Entry

Creating a New Self-Reported Tax Record

Z1x]y

Filing Informa‘tiunT Total Values{I\Levy Information TExemptinn Infarmation| Additional Infnrmatinn]
\ fi

Account & Category Entry Date v Michael Mar i
Reporting Period 2 Period # Due Date Mext Due Date
7 | I N ——

11 Gross Sales and Service I @

To create a new Self-Reported Tax record...

Select an Account & Category.

Lol oo "\ rreaih ,_rﬂ""“"—"‘-ku-.ﬂ,r e J.._‘D ww

e |
DElete |
Browyse |

2. The current date is automatically displayed in the Entry Date field. You

can modify this if required.

Select a Reporting Period. See Self-Reported Tax Periods on page 33.
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 Self-Reported Tax Periods form in Govern

Admin.

6. The fields, from the Self-Reported 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).
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Making Modifications to Self-Reported 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 to make a correction.

Duplicate Entries for Same Period are Flagged

Self-Reported tax duplicate entries are now flagged. When flagged, duplicate
entries can display a red label, “Amended Period” or “Audited Period”. In
addition there is also a new label that displays Corrected Period for records
that were already posted and then later corrected. (Table:
ST_FILING_MASTER - New fields added).

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

1. Open the record and select the Self-Reported Tax - Data Entry function
under Functions in the Side Navigation Bar (SNB).

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

i, Period # 6 _ O] x|

{+ Carrected Period
= Amended Petiod
" Aucdited Period

3. Select one of the three options of Corrected Period, Amended Period, or
Audited Period.

4. Make your amendment, save, and repost to the A/R.
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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 reposted. The
system will indicate that this is a corrected entry for this period by displaying

Corrected Period in red.

Note: In release 10.5 the message that was displayed was Duplicate

Period.

Account & Category

Entry Date

2-100 [Zales Tax)

j J10s26/2009

[¥ Madison Venture Holl i1 Message

Fuplicate Period
Reporting Period Period # £ Date Mext Due Date
| NE ! - {21 2005 21 =2o0e
Account & Category Entry Date / |v Michael Gelm
00001358 (Sales Tax) 7| |anzo10 k[Currec’ted Period |V ZeroFiler
Reparting Period Pering # Due Date Mext Due Date
| cuarterty | |Period # 1 [4rz02008  [rrz0iz008

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.

Repoarting Petiod

Account & Catedory Ertry Diste [v Michael Gelman
||:u3|:u:|1 358 (Sales Tax) j jan 20 ﬁ [~ Zero Filer

. . Emended Period
Reparting Period Period # e Date Mext Due Date
|@uarter|~_.e | IF‘erind g2 i [rrzozooe fioszomzoos
Account & Category Eritry Date W !"-I'l
||:n:|u|:|1 358 [Sales Tax) j jarizo10 [~ Zero Filer

Eudited Period

Period #

IQuarterIy

x| |Period # 2

e Diate
Ti2002008

Mext Due Date
|1 Q2002008

During the posting, the differences between the las
be posted in ST_FILING_MASTER table.

t filing and the new one will
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If you select a period that is later than a period for which a report is due and
has not been completed, the message Missing Previous Period is displayed.

flllnglnfurmatmnT Total Values \T Lesy Information TExemption Infnrmatior]/&dd'rtinnal Infnrmation]
B,

Account & Categary /A .

Entry Dste v Michael Gelman

||:u:u:01 358 [Sales Tax) \ ,o'

Reporting Period

7| Janizon0

”

jaudited Period
Period #

I Giuarterly

= IPeriod # 2 =

h‘lissing Previous Period

102072005

1) Grozss Sales and Service I $1,500.00

28] Bad Debtz Collected 0.00
b - —

5) City Sale Tax I F45 00
81 Excezs Tax Collected I F0.00
. SR R

Select the Total Values tab to view the total values.

Note: Depending upon your accounting procedures, you may be required to
create a duplicate entry for corrections as opposed to overwriting the
data for the previous entry.

Option for “Zero Filer” on Data Entry Form

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, will set all parameters to zero.

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

1. Click Search in the Side Navigation Bar (SNB); select a department from

the drop down menu.

2. Click Name and Address in the Search column; open a record that
contains Self-Reported Tax information.

3. Inthe SNB, click Functions; select the Self-Reported Tax - Data Entry

function.
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4. In the Data Entry form, select the Zero Filer option.

" (1) Treasurer,/Collector’s.Self Reported Tax - Data Entry
Filing Information T Total Walues T Levy Information TExempﬁon Information| Additional Information] /—\
(A
[
Account & Category Entry Date [# Madison Yenture Holdings 3 5
|2-1 00 {Sales Tax) j |1 0/26/2009 | Missing Previous Period m
|
Reporting Period Period # Due Date .k Cie Cicie
IMontth = IPeriod #10 =l fronzooe firi 2008
1) Gross Sales and Service I 5) City Sale Tax |$U-UU
24) Bad Debts Collected |$D_DD ) Excess Tax Collected |$D.DD Delete |
26) Total Line 1 & 24 |$u_uu 7) Adjusted City Tax |—$D_DD
381 MNan-Taxahle Service |$IJ.DIJ &) VWendat's Fee Deductian Isg.gg [~ Apply Discourt
B
3B) Sales to Cther |$IJ.DIJ 9) Total Sales Tax Isg.gg &l
W%hipw.ov |$n_gg ’.,_ __.*]quysey. r \I ; -" g Mot r o e

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

A/R Posting Link is based on ST_ACCOUNT_ID

Prior to Govern 10.5, when a Self-Reported Tax posting was made it was
linked to AR_MASTER Table by the ST_ID. When an amendment or duplicate
filing was made, a new ST_ID was assigned. As a result the same account
could have multiple ST_ID’s. This approach makes management complex
should you need to carry a credit forward, or see the history of the transaction.

To add the aforementioned functionality, as of Govern 10.5, the ST_ID that is
found in the AR_MASTER Table has been replaced with the
ST _ACCOUNT_ID.

Note: Users that have developed custom reports that expect to find the
ST _ID in the AR_MASTER table will need to revise them. The ST _ID
has been added to the AR_DETAIL table.

With the ST_ACCOUNT_ID we are able to easily review account transactions.
This is seen in the A/R Inquiry function you will see two (2) radio buttons

Page 56 © 2013 MS Govern



2,
overn
2 G Self-Reported Tax Data
Entry

offering the option to view filings by the ST Account or by the ST Account
Period.

B (1) Treasurer/Collector's.Accounts Receivable - Inquiry

Summary 1 Detai i Nates i Payment Plan )
—&ccess N
A " wilzon H Madden JR
¢ Tax Map # 103-104-400-7 - Linked taibilsondhiacd
(" Linked to Tax Map # 103-104-400-7 + ST Account # 00001341 - Period # 1
ST A nt # 00001 344
" Parcels Linked to Tax Map # 103-104-400.7 e /,
—Fitters Late Charges
ear |— [ Active &R A= of Date I Display
[~ Hide zero balance
Sub System I j [ Heep Setting
Sub System | Balance Due |Reference | Bar Code

Self Reported Tax $540.537 wilzon H Madden JR | 603644533

In addition this option is also seen in the A/R Transaction Selection form.

AR Transaction Selection

— &R Transaction Selection Criteria
" Property Selection " Tax Map # 103-104-400-7
™ Mame Selection £~ wiilzon H Madden JR
= Ltility Biling Selection
= Permit/License Selection
= WiorkflowsiComplaint Selection
™ Offense Selection
{~ Personal Property Selection
™ hator Yehicle Selection
" Boat Selection
= Aircraft Selection
" Project Selection
= Miscelansous Biling Selectio
" Self Reported Tax Selection ST Account # 00001344 - Period # 1
{~ Self Reported Tax Account Selection + ST Account # 00001 3441 J
= Bankruptcy Selection ; o’
= Bill Mumber I_ I— = Invoice Mumber
" Bar Code Mumbker I— " Taxpayer Account

= Receipt Number I j |

Ok Cancel :

Note: Itis critical that a database upgrade be performed by the Updata utility.
The version of Updata included with Govern 10.5 will make the
necessary transfer of the information from the AR_MASTER table.
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Total Values tab

" (1) Treasurer/Collector's.Self Reported Tax - Data Entry

Filing Information | 5:[_9!;!!__3{?!_99_%5 T Lewy Information TExemption Informaﬂon]’ﬁddi‘tional Information]

=
— Tax Information — &R Information
Tacable Amount I Billed I $0.00
Save
Plet Tax Amount i
| I Override Adjusted Bil | 50.00
Discourt I 0.00
—Special Charges Delete |
™ Incorrect Filing Penalty I Penalty/Special Charges I $0.00
I~ Incorrect Payment Penatty I Interest I F0.00
Browese |
I~ Medligence Penaty I Paymerts I F0.00
[~ Returned Check Penatty I
Total Balance I $0.00
[~ Other Adjustmerts I Post to AR |

Payment

I MI 4 IEd'rting Existing Record (343) Llﬂl

The Total Values tab displays the following information:

Tax Information 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.

Special Charges 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 13.

* Incorrect Filling Penalty
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* Incorrect Payment penalty
* Negligence Penalty

* Returned Check Penalty

e Other Adjustments

Levy Information tab

This section displays the amounts allocated for each A/R Class, with a Total

Balance.

e Billed

» Adjusted Bill

» Discount

» Penalty / Special Charges
* Interest

* Payments

Select the Levy Information tab to display the levies on the selected record.

" (1) Treasurer/Collector's.Self Reported Tax - Data Entry

Filing Information T Total Walues TELeuylnformatiunéTExemption Information| Additionsl Information]

o

CE

Baze \-’alue| Exempt \-’alue| Met Value| Rate| Tax Amount| Exempt on Met | Cverride | Met Tax Amaunt

1 11000 100 10300 0.0346 IT714 ] 3774
2 0oz Yes
— Save
3 0.03 Yes
4

0 1
100 :

10500

Delete

Brovwse

Post to AR

Exemptions Linked to the Selected Lewy

Paymerit

el Femove I

Exit

| 14] 4 [Editing Existing Recard (3/3) > [p]
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The following information is displayed on the levies, with a total amount:

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

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

Net Value - This is the result of the base value minus the exemption
Rate - 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 Post to A/R to transfer the payment information to the

Post to &/R | Accounts Receivable subsystem. You can view the self-

reported tax information in the Accounts Receivable Inquiry
function. Refer to the Accounts Receivable guide for details.

Select payment to open the Accounts Receivable Payment

Papment | Data Entry function and accept payment for the self-reported

tax record. Refer to the Accounts Receivable guide for details.

Manual Override for Discounts and Penalties
In the Self-Reported Tax - Data Entry form, if a maximum discount or penalty
amount is exceeded when making an entry, you can manually override it (A).

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.
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llector's.Self Reported Tax - Data Entry

Total Yalues

Levy Information || Exemption Infarmation| Sddtional Infortmation

Baze Value| Exemt Value| et Valuel Rate| Tax Amourﬂ| Exempt an Net|0verride

Met Tax Amourt

11000 100

100 10900

Exemptions Linked to the Selected Lewy

Ez

EEEER e e o NV

10900 0.0346

o0z
003
1

T4

To make a manual override In Govern for Windows...

* Govern For Windows GOVERM,
il Edit Vi Select Oy Tool Se . r
R ® (1) Treasurer Collectors.5ell Reported Tax - Data Entry

& &= = [T «e e

Functions

-4 Real Estate Tax -
-%& Real Estate Tax -

=121 Weh (E Components)
L1 Zoning Boatd of Appeals

Q searen

X AirCraft Excise Tax - Partial Bilin, «_

~% Boat Excise Tax - Partial Biling
-4 Departmental Tasks
% Hazardous Material

s Misc. Biling - Account Maintenan
Misc. Billng - Inveice Entry
Mise. Billng - Recurring Entry
Mator Vehicle Excise Tax - Partia

54 Mulimedia Information

(1 Mame & Address Maintenance
-4 Mames - ACH Information
<] Mames - Additional Company Info

6,7" Matmes - Additional Inciividual Info
Q hames - Owner Information

.. Persanal Property - Partial Biling
3 Real Estate Tax -
# Real Estate Tax -

Assessment b
Auit Informtic
Consaliciations
Exemptions Mai

2yy Maintenar

Bz Treeview

[= Functions

(Y rvore

||$if Favorites

T

jption Information

Actltional information |

| Roch

Exemptions Linked to the Selected Lewy

475 00346
0.0z

003

1

A

Remove

Date

4| 4 |Editing Existing Record (1/2)

o

1.

e m]

Celete |

Browse |
Post to AR |

In a department with access to Self-Reported tax Information, open a

record.
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2. Inthe Side Navigation Bar, select the Self-Reported Tax - Data Entry
function from the Functions list (A).

Click New, in the form to make a new entry.
Make your entry under the Filing Information tab (B).
Click Save (C).

Select the Levy Information tab (D).

o g M~ W

Additional Information tab

The Additional Information tab in the Self Reported Tax Data Entry function in
Govern is used for visualizing the imported data.

Fayment D ate I—
Paymert Type ,—_|
Check Number I—
Confirmation Mo. I—

Browse

M (2) self Reporting Tax.Self Reported Tax Data Entry 2
Filing Infarmation T Tatal W alues T Lewy Informatian T A
Hew |
Import Diata Motes & Comments
Digcount ;l
Save |
Penalty
Interest
Dielete |
Fayment _I
-

Post ta AR

Payment

\

— '-.n..u"-' '*-f‘ e | ’ . - o — l“' A ————-d

Other Related Options for ST/LM/SA / MB

There are administrative options that will control how the Govern System
handles charges that are related to Misc. Billing (MB), Land Management
(LM), Special Assessment (SA), and Self Reported Tax (ST) . The Accounts
Receivable General Parameters form is used to define settings for all the
subsystems that are linked to Govern’s Accounts / Receivable (A/R)
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subsystem. Open Credit Transactions (OCT) are generated in the system
when an amount that is applied to a payment exceeds the payment due.
Options are available that will control how the system treats the reapplication
of OCT's, the Bypass MB/LM/SA/ST funds reapplication in the A/R General
Parameters form is one such option.

. General Parameters EHE
Eil

ile  Edit Help

Minimum B alance to Compute Charges

[~ Bill Murnber Prefiz —ACH City and Bank Parameters

[ or 1 %
— Department o be uged on the Wweb

Dest Bank MName |
Dest Bank Routing I

[~ Usze Exact Installment

[nd |}
g Bypaszz MB fundz reapplication

Origin Bank. Mame I
Origin Bank Rauting ||j

[v Bypass LM funds reapplication
[v Bypass 54 funds reapplication

=

— Deposgit Number Setup
[~ Activate Deposit Management

v Bupaszz ST funds reapplication

[~ Separate Deposit fon Credit Card Payments
I~ Auto-dzsign Deposit Number

Company 1d I—
v Allav Apply Penalty from A/ Inguiny Bank & ; I—
[~ Activate G/L Yalidation i AeEa
[~ ACH [PAP) Supported Yia Papment Plan File: Diescriptor I

[~ Oweride G/L Entry Date by Posting Date
[~ Mo5RT Dizcount if not full payment

[" Create Debits Only File

Save I

R g WY W TP SOF e sy B I oo el

D atelddmmms] j +|User Id j
[~ Prevent Overide of the Deposit Humber

|'Default Drepogit Humber

Exit |

Default Rules of applying OCH

By default, in the A/R Inquiry form, when a payment is made in the system and
no invoice number is specified during the Reapply process, the Govern
system will apply the payment to outstanding invoices. If an overpayment
amount exists as a result of that overpayment, it is recorded in the system as
an open credit OCH. When users select the Bypass XX funds reapplication
option in GovAdmin, where XX is a related subsystem. When Reapply is
selected in the Govern for Windows A/R Inquiry form, unless an invoice
number is specified, payments will be recorded as an OCH record, and will
remain in the system.

Note: Invoices must be referenced by their number otherwise the system will
not apply the payment.
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B {1) Treasurer/Collector's.Accounts Receivable - Inquiry

Surnmary Detail PBayment Plan
SubSystem | Billed [ Pai{~Ert B
Misc. Biling | $1.125.00 $1.225.00 ($100.00)
{+ Balance Forward " Balance Forward Detail " Applied Records " Cash Flow |
Entry Date | Effective Date |Trans Type Clagz Code Invoice Mo ‘ Amount | Balance Due | Amount Billed |Posted |
5/30/2013 5/15/2013 Invoice / Biling | Fire - Facility Inspectio 00221043 $500.00 $500.00 $500.00 Yes 5.
543042013 5/15/2013) Payment gov0002544 [$1.000.00) [$500.00) ez 5
5/30/2013 5/20/2013| Invoice / Biling | Police Detail Service Cha | 00221047 $180.00 [$320.00) $180.00 Yes 5.
E/5/2013 5/20/2013 Invoice / Biling | Police Detail Service Cha | 00221054 $150.00 [$170.00) $180.00 Yes 1
E/8/2013 5/21/2013| Invoice / Biling | Fire - Detall Service Cha | 00221085 $220.00 $50.00 $220.00 Yes 1
5/29/2013 5/27/2013 Invoice / Biling | Buiding Rental - 25 Lex 00221045 $75.00 $125.00 $75.00 Yes !
5/29/2013 5/29/2013) Payment gov0002543 [$75.00) $50.00 ez !
R/30/2013 B/30/201 3 Valuntary Payment | gov00002546 [$150.00 Mo
»
[$10000)]  $100.00) 112500
. 3
Luery I Search | Beverse Sort | AEDDI"'I EE | ( FRe-Apply | ! E it |

With Release 10.7, the behavior of the system has been modified.

When the Bypass XX funds reapplication option in GovAdmin is

selected, the system will now apply the OCT to the account even if
an invoice is not referenced. As before, if the invoice is referenced, the OCT
amount will be applied to the selected invoice. As before, when Reapply in the
A/R Inquiry form is selected, the No option will apply the OCT to the
outstanding balance of an invoice and creates the applicable G/L entries. Only
select the Yes option with the understanding that the OCT will be applied to
account, but the OCT reference will be lost.

Note: During Reapply, if the Yes option is selected, the OCH will be cleared
out, but any reference to the OCH will be lost and no adjustment will
be made to the GL transactions.

Refer to the A/R Inquiry: Detail tab Command Buttons section of the Accounts
Receivable Release 10.7 guide for additional details about this option.
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Self-Reported Tax Mailing Index

Overview

The Govern for Windows Mailing index is used to maintain bill

recipient information in the Real Estate (RE), Utility Billing (UB),

Personal Property (PP), and Self Reported Tax (ST) modules. From
this function, you can view and modify general information, such as mailing
address, mailing type, primary index status, payer information, and inactive
account status information. The primary index is the name that will be linked to
the invoice. With the mailing Index, you can also add secondary names. For
example, you might be 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.

In previous releases of Govern for Windows, when it was necessary to
override the Billing Name and Address, the free form address field would need
to be updated if the address changed. The previous address would not be
saved; should it need to be referred to at a later date, users would have to re-
enter the information.

The Govern Mailing Index easily manages the default mailing address in
instances where an alternate mailing address is required. This is useful when
a property owner has a temporary location that they would like their invoices/
bills mailed to over a specific time period.

Alternate addresses are retained within the system, and where there were
previously freeform entries, there are now formatted fields for the address
entry. Prior to this change in the mailing index, alternate address were
retained in (Table: NA_MAILING_INDEX); this table is now used to store the
Key Sequence of the addresses. Address information is now kept in (Table:
NA_LK_NAME_ADDRESS).

To access this function in Govern for Windows, select a record...

Accessing the Mailing Index Function

To access this form in Govern for Windows, select a record...
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1. Click Functions in the Side Navigation Bar.

ﬁ Functions |

¥ Govern For Windows CMSDEMO MS Govern Super User

File  Edit “iew Select Options Tools Setup  Window  Help

3 .|.‘>€ [j‘%|¢:|g gw|2u13|5;932m3| % @ {W||ﬂ|<ﬁlﬁ E[>3

|PP Account # ncoanes |J Tax Map # 192-300-100-8 |J Cow Neck Holdings Lic Since Mar 1999

Functions
& Mulimedia Infarmation - J Michael Markowski 46423 Dalhousie Cir Milkon Ma& 10026

-~z Mame & Address Maintenance

E(l) Treasurer;/Collector's:Dept of Public Works.Utility Billing - Mailing Index

i) Mamnes - ACH Information
"] Mames - Additional Company Informal General Information I

+ Mames - Additional Individual Informa Name ¥ Pi Ird
Property Bulding Infarmation Debora L. Jacques MIEPUAREES
£ Summary Record Card 452 Heniy St &t 3F ™ Do Mat Send Bil

Brooklyn, MY 11231

. Utility Billing - Uninstalled Meters bai

2 Utiity Billing - Account Maintenance l
i Utility Billing - kailing Index Fricrity Sequence I_J
Utility Billing - er Maintenance
Utility Billing - Move in / Move out I ailing Type r Status Infarmation
Utility Billing - Feading Batch Entry ™ Inactive
w# Utiity Billing - Services Maintenance From I—
b ‘whorkflaw kManagement Haotes
-1 Electrical 7/04 718-596-0838 ;I —&CH Information
[ 121 Fire Department
[+
[+

=

-1 Health Department
-1 Plumbing and Gaz - LI

From |

4 | 2 || - veride Biling Name & Addre:
From I To |

Q Search
Sen. . Free Line 2 _ Free Line 3
nﬁi_ TreeYiew

(=
‘\"U*'\w ¥

-‘-"*‘.’J“. \rw'ﬂ'#_’-..ﬂ
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2. Inthe Treeview area on the upper left hand side (LHS), select Mailing
Index (TAX).

"“'?g {1) Treasurer/Collector's.Self Reported Tax - Mailing Index

General Information I
Mame
Carl Mcmann
1290 Morton Ave
Mattituck, MY 11952 C
=| I Duplicate Bill Requested
Fricrity Sequence I [~ Informational Orly
Mailing Type Status | mfarmation
il -
et J ™ Inactive
Fram | Until |
Notes
[
i~ Override Billing Mame & Addre:
From | To |
I Seq. l Free Line 2 - Free Line 3 - Free Line 4 Fre
‘ o
Mew | Save I LDielete | [ arne | Browse | Exit |

You can select an account and a range of dates for ACH payments. Refer to
the ACH Payment Processing chapter in the Accounts Receivable guide for
details. In addition, you can enter a forwarding address if, for example, the
winter address of the occupant differs from the listed address.

Enabling the Mailing Index in Govern Admin

The option is enabled in the Govern for Windows Administration program,
Govern Admin, in the System Registry Maintenance form.

To enable in Govern Admin...

1. Select Parameters > Edit the System Registry...
2. Inthe System Registry Maintenance form, click the Options tab (A).
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3. Locate and select the Support Billing Address Forwarding (B) option.

. System Registry Maintenance !E E

eProfile | eComponentsy Connection | LoginSetup | Credit Card | Integration

[~ Default to Keep Parcel Active in the Split/terge function
I e A [ Default to Parcel are Yirtual in the Split!Merge function
Formula *'rpt_range" Separator ¥ Full Audit Trai
[¥ Enciypt the Social Security No. in the database [v Frocess Card on Load
[¥ Erciypt the Federal Id Mo, in the database ¥ Deed Process
¥ Multimedia Levels by ‘Year ¥ Deed Transfer Dwner / Mailing
[¥ Generate Account Nurmber for Mame [~ Deed Transfer Dwner / Mailing Checked by Default
T ki T T v Azzign Fermit During Split/Merge
@ Support Biling Address Forwarding ¥ &szsign Multimedia During Split/Merge (&0 Departments)
¥ dedzerblame and Cugsnt Datadkf T otes [Mema) ¥ Aszsign Mizc. Structure During Split/Merge
[¥ Fill Tax Map Number for Extemal Becordset [~ Assign UB During Split'Merge [ Update &/F Secords for LB in S /64
" Legal Index Multi Format v ‘waming on PG Yersion Emar
¥ Checkin/Checkout for inspections [V FAQ buttons by department

¥ Checkin/Checkout for Appraisers
¥ Use'word Spell Checker
[~ Track emails sent by Activities

—SMTP Setup
Host Name Daemon Server
|1 27.001 I30 Online Start After in Second 100 Batch Max Records
Uzer|D. FPaszword Puort Intelligent B arcode
|smtpuser Fxm |25 Barcode Id I Service |d I
et ] Mailer 1d. |
O St Senial Number |Dggggggm
Payment Method I[;[;H - " Generate Barcode Wwhen Update Name
Uszerld I[;[;H User j Bl Size Print. Size Pict. Height
Barcode WASP 391 x| s 16 435
—MCR I J
Arld b Id Mald OCR |W’ASP OCR & j 12 10 280
1] 1] 1]
I I I Postret |WASP POSTHET j 9 7 240

Save | Exit |

After the option has been enabled in Govern Admin, the setup for the alternate
mailing address is accessed through the Name & Address Maintenance form.

Mailing Index in Govern for Windows

Once the option for address forwarding is enabled in Govern Admin, the form
can then be accessed in Govern for Windows.

To configure an alternate address in Govern for Windows...

1. Perform a search in a department that has access to name records.

2. Click Functions in the Side Navigation Bar (SNB); click to select the
Names & Addresses Maintenance function.
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3. Inthe Name & Address Maintenance form, click on Other Addresses...

H (1) Treasurer/Collector’s.Name & Address Maintenance

Mame Type

-
{+ Caompany " Individual Mo format | Add\NameInfol
Company/Business name Account Mo./Taxpaver |d.
|Byrd, Sharon ' [distributes] I [~ Do not display on web Save | L

Name Line 2
|Df The E state OF Mary ‘Wyche

Address Line Before

[~ Do Nat Use for Mailing

House No. Diirection Street Mame Street Suifix Direction Exit |

177 | | [Hillerest [ave v[ [ =l

Secondary Address Indicator Unit Find Similar |

- I Privacy / Restrictions

Address Line After Country &ddress Format Group Code

I U5h = |-| vl " Private

= Restricted Narne Oy

City Stale Zip Code " Restricted Name & Address
[Riverside Jca =] Jaes22 [ =

Post Office kailing Information

(Distribution Sequence Carrier Route Mumber Drelivery Foint Container Mumber Package Mumber

In the Other Addresses form, click New.
The grid in the lower section of the form will add a single line.

Under each column heading click in the grid to enter the required
parameters...

Other Addresses

Principal Address

Directi0n| Street Mame | Street Suffis | Directi0n| Secondary Address Indical0r| Unit| Address Line Before| Address Line After| City | State Code
1 Hillzrest Ave Riverside | T4
Kl _ =]
Other Addresses

irection | Street Mame | Street Suffix | Direction | Secondary Address Indicator | Unit | Addiess Line Before | Address Line After | City | State Co

N Pennsylvaniz Dr ashingt

Hew Save Switch Addiess Delete E it

7. Click Save to save the alternate address entry.

8. Click Exit to close the form.
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Selecting the Alternate Address

In order to set the alternate addresses that has been saved in the Name &
Address Maintenance form, with the record locate the Mailing Index in the
Functions pane.

To select an alternate address...
1. Click Functions in the Side Navigation Bar (SNB); click to select the Utility

Billing Mailing Index function.

2. In the Mailing Index form, in the lower portion of the form locate the
Override Billing Name & Address group.

In the grid select the required alternate address with the check box.

Ensure that the date range that the alternate address is to use is specified
in the From and To parameters.

5. Click Save to save the settings.

Note: User should note the difference in the appearance of the Mailing Index
when the option is enabled (A), and when disabled (B).

24.(1) Treasurer/Collector’s.Personal Property - Mailing Index

General
Name
Michsel Markowski o ety I
286 Brookhaven Ave I Do Not Send il
Flanders. WY 11901 c
£| ™ Duplicate Bil Arequested
(i B I~ Informational Oy
Maiing Type  [rm EIEHRIEERE 2%, (1) Treasurer/Collector's.Self Reported Tax - Mailing Index
™ Inactive -
General Information
Fiom [ | e
fickes ¥ Prinan Indes
Carl Mcmann ka2
B 1290 Notton Ave [~ Dis s Send Bil
Mattiuck, N 11952 .
£ ™ Duplicate Bil Requested
Prioity Sequence ™ Informational Only
Maiiing Tyme Status |nfamatian
o B
o L i
0 L —
Notes
- Overiide Biling Mame & Add A
From [4,1,2m3 To [71/2013 u
| Seq Free Line 2 T Fres Line 3 | Freslined
[ml 0 1200 Pennsyivaria Ave Suite 200 Washington P4 10034
ird e 1 286 Biookhaven Ave Flanders. NY 11901
Hew | sae | Delste Name |
. i
Hew | Swve | Delete Hame Browse Exit
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Mailing Index - Command Buttons

Creating a New Mailing Index Record: Click New to clear the form and
launch the Name Search screen from where you can create a new name and
address record or search for an existing one. Refer to the Name & Address
section of the Property Control guide for more information.

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

Deleting a Mailing Index Record: Click Delete to remove the current
record. A confirmation message is displayed if there are any unsaved
modifications. Click Yes to continue or No to return to the Self Reported Tax
Mailing Index function.

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

Browse: Click Browse to view a list of the names in the current mailing
index.

The Browse screen now automatically expands to the full height and width of
your Govern window.

Exit: Click Exit to close the form.
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Mailing Index - Parameters

Name: This field displays the Name and Address information for the selected
Utility Billing 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 Personal Property guide
for more information on the Name Search.

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

Note: If Mortgage is selected, the Loan Number field is displayed.

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

Send Bill by E-mail: When this option is selected, the Utility Billing bill will
be sent as an email attachment.

Note: This option will not be active when the Do Not Send Bill option is
selected

Priority Sequence: Enter a priority sequence to define the order in which
bills are sent out.

To set up the Priority Sequence:

1. Enter 1in the Priority Sequence parameter of the mailing index records for
the individuals and companies whom you want to receive first billing.

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

3. Leave this field blank 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

From / Until: Select Inactive to indicate the selected index is inactive.
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» If the Inactive option is selected and dates are entered in the From / To
parameters, no bills will be sent during this period.

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

Note: Refer to the grid in the section titled Status Information group -
Behavior with Parameter Settings on page 76 for a list of possible
behaviors that will occur when selecting the Inactive option and the
From / Until Date.

Primary Index: Select this option to indicate the person or company
displayed in the Name text box 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, 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 Temporary Owner
receives the original bill.

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

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

Do Not Send Bill: Select this option if you are not sending a bill.

Override Billing Name & Address group
Note: These fields 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:

1. Double-click in the date parameters and select the From and To dates for
the period during which you are forwarding the bill.
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2. Enter the name and address information in the six lines provided.

Note: You will need to contact the Govern Support team in order to set up the
forwarding parameters for your utility bills.

Option to send Bills by E-mail

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

be disabled.

i(l) Treasurer,'Collector’s:Dept of Public Works.Utility Billing - Mailing Index

General Information I

M amne

Debora L. Jacques
432 Henry St Apt 3F
Brooklyn, MY 11231

¥ Primary Index
I~ Do Mot Send Bill

I3

E-Maill Address

|d.iacques@meyertorl cam

Pririty Sequence I [T Infomational Oply ¥ Send Bill by E-Mail

talling Type I Dver

Maotes

j Statuz Information
[~ Inactive

A

From I Lntil I

E;m 718-596-0838

When this option is selected, during the Govern Batch Utility Billing Bill

;I ACH Information

APttt r«m*'[L‘JIMJ—-j‘.Jv—J_I““'q

Extraction process, a PDF file of the bill will be generated.

Modifications to NA_MAILING_INDEX Table

The following fields have been created to accommodate the Billing by E-mail

feature:
Field Name Data Type Description
BILL_BY_EMAIL smallint Selection option.
EMAIL_ADDRESS Text E-mail address to send bill to.
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Status Information group

The Status Information group is used to indicate the status of the current
record. Key to controlling the behavior of the record are the settings of the
following three (3) Status Information parameters:

* Inactive
« From date
« Until date

Refer to the grid below, See “Status Information group - Behavior with
Parameter Settings” on page 76., for possibilities.

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

Note: By default, the mailing index is Active and bills are sent to the Primary
Index, i.e. the property owner. When required the Mailing Index may
be set to Inactive; this is useful when a property owner is away for a
specific period of time and does not require bills to be forwarded.

From / Until: 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.

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

Status Information group - Behavior with Parameter
Settings

There are eight possible setting combinations for the three (3) key fields of the
Status Information group. The combinations are based upon the status of the
Inactive checkbox, and the settings of the From / Until date fields. The
behavior is obvious for the Inactive periods and when From / Until dates are
specified. Behavior is not as obvious when a date is set for a single Active
period. This is illustrated in the following table:
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Inactivate / From / Until Date Behavior

Inactive
(checkbox state)

From

Until

Behavior

Selected E

Specified

Specified

The Mailing Index is Inactive during
specified date range.

Selected E

Specified

Not specified

The Inactive period begins on the date
entered in the From Date and never
ends.

Selected E

Not specified

Specified

The Inactive period begins on the date
that the Inactive checkbox is selected. It
ends on the date entered in the From
Date field.

Note: In this scenario, a bill could be
missed if the Mailing Index is Inactivated
before a billing period.

E Selected

Not specified

Not Specified

The Inactive period begins on the date
that the Inactive checkbox is selected
and never ends. It is always Inactive.

[:] Not Selected

Specified

Specified

The Mailing Index is Active during the
specified range of dates only.

Before and after this range of dates it is
Inactive.

[:] Not Selected

Specified

Not Specified

The Mailing Index becomes Active on
the date selected in the From Date field
and remains Active forever.

According to the program, it is Not
Inactive beginning on the From Date.
Therefore, it is Active beginning on that
date.

[:] Not Selected

Not Specified

Specified

The Mailing Index becomes Active on
the date selected in the Until Date field.

According to the program, it is Not
Inactive up to the Until Date. Therefore,
it is Active during that period.
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(checkbox state)

[:] Not Selected | Not Specified Not Specified The Mailing Index is always Active. This

is the default.

According to the program, it is Not
Inactive. Therefore, it is Active.

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.

Select Inactive to indicate the selected index is inactive.

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

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

1:9,9,9,9.9,9.9,0.9.9.9,9.9,9.9.9,9.0,0.9.0.4

ACH Information

Note: The ACH Information 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.
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The customer’s account information is now entered in the new ACH
Information by Name function. Refer to the ACH Processing chapter in the
Accounts / Receivable guide for details.

ACH Information: Select the customer’s account, from the drop-down list.

From / Until: Double-click in 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.

Bill Forwarding Information

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

To create a forwarding address:

1. Double-click in the date fields and select the From and To dates for the
period during which you are forwarding the bill.
2. Enter the name and address information in the six lines provided.

Note: You will need to contact the Govern Support team in order to set up the
forwarding parameters for your Self Reported Tax bills.
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CHAPTER THREE: BATCH
PROCESSING

Overview

The following batch processes are available through the Self-Reported Tax
Taxation module:

To access a Batch Processing function, from Govern’s main screen, select
Tools > Batch Processing (Govbat32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications;

Click @ Govern Batch Processing.
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In Govern Batch Processing, select Self Reported Tax.

¥ Govern Batch Processing CMSDEMO MS Govern Super User !E[ B
File Accounts Receivable Mass Appraisal  Special Assessment  Miscellaneous Biling  Tax Biling  Tax Title  Ukility Biling | Self Reported Tax  Import/Export  Tools  Help
pgog 1/7/2013 | . % iz \:1 Computatian. .

Import ...
Special Procedures, .,

10,7.14E SCRL CARS  NUM - IHS 11:08 AM 2

Self-Reported Tax Computation

Run this process to recalculate the levies after a change has been made in tax
rates, or after loading external files. See Self-Reported Tax Computation on
page 83.

Self-Reported Tax Posting to A/R

Run this process to transfer the computed Self-Reported Tax values to the
Govern Accounts Receivable module. See Self-Reported Tax Posting to A/R
on page 85.

Self-Reported Tax Import Files

Run this process to import Self-Reported Tax declaration or payment files, or
validate and transfer the transactions to Govern tables. See Self-Reported Tax
Import Files on page 87.
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Self-Reported Tax Special Procedures

The Special Procedures option is used displaying specialized or customized
processes.

Purge Processed Records from Import Tables
Run this process to purge the processed records from the following tables:

« ST_IMP_PMT_INFO
« ST_IMP_RETURN_INFO

See Self-Reported Tax Purge Tables on page 92

SRT Missing Filer Process

The Missing Filer process is used to generate missing SRT (Self Reported
Tax) Filer periods. See Self Reported Tax Missing Filer Process on page 93.
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Self-Reported Tax Computation

Overview

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 to run this process prior to printing the tax
bills.

To access this Batch process function, from Govern’s main screen, select
Tools > Batch Processing (Govbat32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications;

Click @ Govern Batch Processing.

In Govern Batch Processing, select Self Reported Tax > Computation.

i, Self Reported Tax Computation =]
—Selection Criteria
Year Depattment
IEUDQ I.&ssessur's Office j
Category
| -
From Entry Date To Entry Date
f1i2008 f12r31/2008
From ST Account Ma. To ST Account Mo,
j20080101 f20081239
Start Exit
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Starting the Computation Process

Select your criteria and applicable options, then click Start 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
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.
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Self-Reported Tax Posting to A/R

@_@l Overview

Run the Posting to A/R 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, select Tools >
Batch Processing (Govbat32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications;

Click @ Govern Batch Processing.

In Govern Batch Processing, select Self Reported Tax > Posting To A/R...

i, Self Reported Tax Posting M=l E3
—=election Criteria

ear Department

2002 | j

Category

| =l

From Entry Date To Entry Date

112008 f12i31/2008

From ST Account Mo, To ST Account Mo,

43201 f43209

Start Exit
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Starting the Posting to A/R Process

Select your criteria and applicable options, then click Start to launch the
Posting to A/R process. If no options are selected, the system will post all the
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.
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Self-Reported Tax Import Files

@_@l Overview

Run this process to import Self-Reported Tax declaration or payment files,
validate the information and transfer the transactions to Govern tables.

To access this Batch process, from Govern’s main screen, select Tools >
Batch Processing (Govbat32.exe)

OR
Click Applications in the Side Navigation Bar to display Govern applications;
Click @ Govern Batch Processing.

In Govern Batch Processing, select Self Reported Tax > Import...

Load Files in Import Tables

i, 5elf Reported Tax Impork =] B

—Import Action
{+ Load Files in Import Takles

" Data Validation Only \®
" Process Data in Govern

—File=s Selection
LINC Path

Drive Mame

[Se -]

Folder Mame File Mames=
County&zzezamertRole_2008 txt

[ 1o
Y overn

& QuickEoy
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It is possible to load multiple files at the same times. The system will detect
automatically which type of files is being load depending on the file name
format.

File name that begin with NSA will be load in the ST_IMP_RETURN_INFO
table, anything else will be load in the ST _IMP_PMT _INFO table.

The Load Files in Import Tables process will:

» Load the NSA file to the ST_IMP_RETURN_INFO and set the
IMP_REC_FLAG to NULL for the 2013ly import data.

e Load the 419 file to the ST _IMP_PMT _INFO and set the IMP_REC_FLAG
to NULL for the 2013ly import data.

* Generate alog file: ST LoadFilesToTables.log.

Note: You need to reposition the label and field on the function, using Object
Dragging Mode. Refer to the Super User guide for details.

To load files:

Select the Load Files in Import Table radio button

Enter a UNC Path or select a Drive Name and a Folder Name
Select File Names

Click Start

N
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Data Validation Only

im, 5elf Reported Tax Import =] B

—Import Action
™ Load Files in Import Ta

{ Process Datain Govern %

—Files Selection
LIMGC Path

Dtive Mame
| S =l
Faldet Mame File Mames
o CourtyAssessmentRole_2008 b

i zovern

& CuickGoy

The Data Validation Only process will:

« Validate the records with the IMP_REC_FLAG set to NULL in the
ST IMP_RETURN_INFO table and the ST_IMP_PMT _INFO table then
update the flag to V for valid records or E for records with errors

* Generate two log files: ST ReturnInfovValidation.log and
ST PmtInfoValidation.log

Error that can be detected by the validation process:

* Account Number not found

* Incorrect Entry Date in file name

* Incorrect Payment Date in file name
* Incorrect Filing Period

* No Due Date found for Filing Period
* Unknown Tax Type

* Unknown Rate Type

To validate the import information:

1. Select the Data Validation Only radio button
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2. Click Start; at the user prompt click Yes.

GOYBATCH B
\‘;p Proceed with the Import Ackion;

Drata Validation Only

Mo
Process Data in Govern
i, Self Reported Tax Impork =]
—Impart Action
" Load Files in Imgpart Takbles Department
" Data alidation Orly /® [TreasureriCalictor's =
* Process Data in Govern: Import *ear |2IZIIZIEE
|
—Files Selection by
UMC Path
Crrive Mame
|Se =
Falder Matme File Mames
e CourtyAssessmentRole_2008 tx
Y Govern
& CLickGoy
Start Exit

The Process Data in Govern process will:

» Will take valid records and create Self-Reported Tax entries in Govern.
*  Will compute the Self-Reported Tax records.
* Will post the Self-Reported Tax records to the Account Receivables.

e Will update the IMP_REC_FLAG from the ST_IMP_RETURN_INFO table
and the ST_IMP_PMT_INFO table to P for processed records.

* Generate a log file: ST Import.log

Records will be created following those rules:
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The Entry Date for Self-Reported Tax records we will take the date from
the file name (i.e. NSA4407051060804.txt gives entry date = ‘08/04/
2008).

The Payment Date for Self-Reported Tax records we will take the date
from the file name (i.e. 4194400608180315.txt gives payment date = ‘08/
18/2008’).

The Net Tax Amount from the import file will be saved as OVERRIDE and
an Adjusted Bill Amount will be created if there is a difference after the
compute.

When a payment is posted, the field Penalty & Interest will be posted like
a PENALTY

If no payment is done, the penalty or discount cannot be posted.

To process the data in Govern:

1
2
3.
4

Select the Process Data in Govern radio button
Select a Department

Enter a Import Year

Click Start

Note: The import data can be visualized in Govern function Self Reported

Tax Data Entry, on the Additional Information divider.
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Overview

This Govern Batch process is run to purge processed records from the
following tables:

« ST_IMP_PMT_INFO
« ST_IMP_RETURN_INFO

The location of this process has been moved to the Special Procedures
menu.

To access this Batch process, in Govern’s main screen, select Tools > Batch
Processing (Govbat32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications;
Click @ Govern Batch Processing.

1. In Govern Batch Processing, select Self Reported Tax > Special Proce-
dures...

2. Inthe Special Procedures form, click Start to begin the Purge Processed
Records from Import Tables; a confirmation message appears.

3. Click Yes to proceed.

GO¥BATCH
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Self Reported Tax Missing Filer Process

The Missing Filer process is used to generate missing SRT (Self

Reported Tax) Filer periods. In addition, the process may also be

used to generate filers in a “metered” manner, for end users, i.e.
users will only have access to file the periods that are generated by the
administrator.

Administrators use the Batch Process to generate the forms for the required
periods. Generated forms are accessed for use through the Self Reported Tax
— Data Entry form in the Govern for Windows application. Alternatively, when
configured, generated forms may also be accessed through a Citizen Kiosk, or
online through the eGovern Public Self Service Portal with a Web browser.

Configuring the Process

In the Govern Administrator application (GovAdmin),

1. Select Parameters > Edit the System Registry....

\-a Govern System Administration CMSDEMO MS Govern Super User

File | Parameters Setup Tools Help

. System Registry Maintenance

20( S
— k Govern DOptions ePofile | eCompongnts Connection| Login Setup| Credit Card | Integration
Property Control b [ratabaze Connection for Crystal Feports ¥ Enable SGL FFEDDrtIng Service
Land Management » Database Server IMSGDVDEMD r~ Server Connection for SOL Reporting
5 th
g L] » Dstabase Name [CMSDEMO S
Accounts Recsivable 3 Ihttp'.-’.-"‘l 92 168 60.100/reportserver
vz g b W=l Igovem Authertification Type
Utilicy Eilling » — I—
Self Reported Tax 3 * Windows Intearated Securby
Miscellaneous Billing 3 " Predefine Credentials
el ST R vo Uszer Name Passward Dromain
Fepart Folder
|/GovernStandard
Sovow S o | Custom Folder

I."GovemCuslom

D atabaze Connection for SOL Reparting Service

Datasource Type Database Server D atabaze Name

|50 server | [IRmLNT JCMSDEMO
Uszer D Pazsword
Ignvem I xxxxxx

Use iMovah web Service LRL
User ID I
Passwaord I

Save
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2. Inthe System Registry Maintenance form, click to select the Connections
tab.

3. Under the Connections tab locate the DeployEZ (ClickOnce) Application
Batch Shortcut parameter and enter the path to the Govern.NET Batch
application.

For example a valid path might take the following form:

\\[serverName]\GovernNetDeployments\Deployments\[connectionKey-
Name]\MSGOVBATCH\MsGovBatch.exe.application

Example:
\\KenobiDev01 \Deployments\SKYWALKER_SQL\MSGOVBATCH
\MsGovBatch.exe.application

4. Click Save to save the change to the configuration.

Refer to the Govern for Windows Super User 10.7 user guide for details about
the Application Batch Shortcut parameter.

Missing Filer Process and Business Tax

In Business Tax, when a Business files a missing period that undergoes a
Missing Filer process, the data, i.e. Filing Assessment, AR, etc. follow these
business rules.

Rules for Business Tax Missing Filer Process

The SRT Missing Filer process creates empty filing records (i.e. new entries
into the following (Table: ST_FILING_MASTER, ST_FILING_FIELDS) and
(Table: ST_FILING_LEVY). The records created by this process will be
flagged as UNFILED, e.g. (ST_FILING_MASTER. UNFILED = -1); no data is
entered, therefore there is no computation or taxes calculated.

In Govern Admin, there are two (2) parameters available for this process, they
are located under the Self Reported Tax General Parameters form. The
parameters are called:

* Check Link to Permits (Create Missing Filer Process)
 Check Change Date (Create Missing Filer Process)

To display the form in Govern Admin...
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1. Select Parameters > Self Reported Tax > General Parameters...

i, Self Reported Tax General Parameters =] E3
File Edit Help

Mext Account Mumber Increment

00001508 100 A Save |

Check Change Date [Create Mizsing Filer process]

%
( [ iCheck Link ta Permits [Create Mizsing Filer process Esit I

Check Link to Permits and Check Change Date options in
Create Missing Filer Process

NEW! Check Link to Permits: Select the Check Link to Permits, if the
Self-Reported Tax (ST) account is linked to PM, the process will take as
Starting Date the PM_MASTER. START_DATE and only creates filing records
back to that date.

NEW! 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 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 up to that date.
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The Self Reported Tax — Missing Filer Process form
|5 create Mising Fir
f Parameters \

Selection Criteria
Year Department

Category

Default Period Period Number

The Missing Filer process is launched from the Govern Bath Processing
application GovBatch.

Generating Self Reported Tax Filers

To generate missing filers for a Period, in the Govern Batch Processing
application GovBatch:

# Govern Batch Processing CMSDEMO MS Govern Super User
File Accounts Receivable Mass Appraisal  Special Assessment  Miscellaneous Biling  Tax Biling  Tax Title  Ukility Eiling | Self Reported Tax  ImportfExport  Tools  Help
2009  1/4/2013 | OB o Computatio. . | p
- - Posting To AfR...

Import ...
Special Procedures. ..

1. Select Self Reported Tax > Special Procedures...
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2. Inthe Special Procedures screen, click to select the SRT — Create
Missing Filer process.

&, 9pecial Procedures _ O]

- Purge Processed Records from Irnport T ables

SHT - Create Missing Filer

Start [\ Exit

3. Click Start to initiate the process.

Users with the Govern.NET application properly installed may notice the
ClickOnce application update process screen.

(27%) Required update for CMSDEMO _IXMTLN1 SQL - MS Govern Batch .

Required update for CMSDEMO_IXMTLN1_SQL - MS Govern Batch

This may take several minutes, You can use your computer to do other tasks
during the installation.

%Y Marne: CMSDEMO_IXMTLNL_SQL - MS Govern Batch
L/}

From:  Vimtldev01\GovernMNetDeploy mentsiDeploy ments\CMSDEMO _IXM
TLN1_SQLAMSGOYBATCH

—
Dowvnloading: 12,9 ME of 49.9 MEB

Cancel

Self Reported Tax - Create Missing Filer command
buttons

Execute: Click Execute to initiate the batch process.

Cancel: Select Cancel to close the form without starting the process.
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Self Reported Tax - Create Missing Filer parameters

In the Self Reported Tax - Create Missing Filer form, complete the required
parameters in the Selection Criteria group.

Year: Enter the fiscal year that filer will be required for.

Department: Select the department that has access to the SRT module.
Category: In the drop down list of tax categories, select tax type
Default Period: Select the reporting frequency that is used for the filing.

Period Number: Specify the period that is required for filing.
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Self-Reported Tax and the Lockbox

Allow Entries by ST _ID in Lockbox

When required, it is possible to enter LockBox information with a Self-
Reported Tax account number.

To enter the Self-Reported Tax account number, start the Lockbox
application...:

1. Inthe LockBox Data Entry & Edit form, enter an organization ID in the
Organization ID field.; click New.

<5 Lock Box Data Entry & Edit

— Batch Infarmation

[~ Focus on Amount
Deposit Mumber

Total Records : [~ Keep Mame from Previous Entry t
Total Amournt In § :

Organization II:‘ M '

| e I ga\reb\q Load | Ezxit |

y

, 4

S A
,"‘-r‘*“#*t"/ Y Y e

2. Enter a batch number

Lock Box

Please erter the hatch number
Cancel |

20091028

3. Inthe Data Entry group section, select Self Reported Tax ID from the
drop-down menu; enter your ID to create the LockBox file.
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Depending on your entry point, i.e. Self-Reported Tax, Tax Map, P_ID, etc.
When you enter the ID and hit Tab to jump to the next field, the amount is
retrieved from the database and is displayed for confirmation.

Lock Box Data Entry & Edit [ = 3

— Batch Information

[~ Focus on Amournt
Deposit Mumber 20091025

Total Records : a I~ Keep Mame from Previous Ertry
Total Amount In§: 0O

COrganization [0 Imseovern

{2 = | Save | Load | Exit | Diata Entry
[t Reported Tax D =l

—Defautts

Enitty Date: | 10/28/2009
_ _ | [1343

Effective Date : | 1002812009

Payment Type - [ Cash {Cash} =l Amaurt - | 1127518

Inztaliment : Im i st} vl Payor Mame: | ¥irdil Grissom|

Optional fields
Sddress 1 |

Address 2 |

Previous Data
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A

A/R Class 29
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Override Generated 47
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B
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Batch Processing 80
Bill Sort Order 30
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Computation Method 30
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Examples 25
Corrected Period 54

D

Data Validation Only 89
Default Reporting Period
Specify 46
Department 29, 86
Department Setup 2
for Self-Reported Tax 8

E

Entry Date 91
Examples of Computation Rules 25
Exemptions by Categories

Add in Self-Reported Tax 17

F

Fields 3

Formula 26

From Entry Date / To Entry Date 86

From ST Account No. / To ST Account No 86

G

General Ledger 2, 6
General Parameters 2
Govern Admin Configuration 2

Interest Penalty A/R Method for Self Reported Tax
15
Introduction

Self-Reported Tax 1

L

Late Payment Monthly Penalty Option 20
Levies 3

Self-Reported Tax 28
Levy Code 29
Levy Information tab 59
Levy Type 30
Links Tab

Account Maintenance Function 47
Links Tab in Account Maintenance Function 47
Load Files in Import Tables 87
Lockbox
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N
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OVERRIDE 91
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P

Payment Date 91

period 78

Periods 3

Plus 25

Prerequisites 1

Primary Index 74
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R

Rate 30
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S

Search 36
Secondary Search Screen for Self-Reported Tax 40
Self Reported Tax Categories
Setting up 14
Self-Reported Tax
Account Maintenance 43
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Computation 81, 83

Data Entry 36, 50, 66
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Fields 22

form in Govern 36

General Parameters 10

Import Files 81, 87
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Purge Tables 92

Search 37
Self-Reported Tax Administrative Forms 2
Self-Reported Tax Data Entry

Making Modifications to 53
Self-Reported Tax Levies parameters 29
Self-Reported Tax parameters 22
Self-Reported Tax Search

Command Buttons 41
Setting up Self Reported Tax Categories 14
Special Charges 58
Specify your Default Reporting Period 46
ST_ID

Allow Entries in Lockbox 99
Starting

the Posting to A/R Process 86
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Sum 26

T

Tax Information 58
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Y
Year 29
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