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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

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.
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Introduction: Super User

Overview

The Super User guide is intended for users with Super User privileges, often
these individuals are designated as Administrators. It describes all the
procedures which are normally performed by the Super User after completing
the installation and setup as described in the Getting Started guide.

This guide is divided into three (3) chapters:

e Govern Admin, describing the administrative procedures and setup.
» Govern, describing how to customize the Govern User Interface.

» Govern Batch Processing, describing the batch processes which are
normally performed by a Super User or system administrator.
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What's New

This section lists the new features in Govern for Windows™, 10.7.
Throughout the online manuals and the Help files, the new features
are indicated by the symbol.

Govern Admin

.NET Installer for Component Integration Interfaces

There is a new .NET component installer for Govern’s component integration
interfaces. All individual installers are now consolidated within one installer.
See .NET Installer for Govern for Windows Interfaces on page 4.

Support for USPS Intelligent Mail Barcodes

Configuration parameters have been added to the System Registry
Maintenence formthat supports USPS Intelligent Mail barcodes. The barcode
formats that are supported are IMB_31 and IMB_65. See Support for USPS
Intelligent Mail Barcodes on page 38.

Govern Batch

MS Govern Batch (.NET) can be called from GovBatch

The MS Govern Batch .NET application can be called fromGovBatch release
10.7. This will allow for users of GovBatch to access the new Govern.NET
batch processes. See MS Govern Batch (.NET) can be called from GovBatch
(Govern for Windows Batch) on page 275

Note: This functionality is only available to users that have obtained licenses
for Govern.NET and have the required applications installed.

Improved User Menu Access

In Release 10.7 a new enhancement offers greater control over user menu
access. Administrators are able to give access to individual menu items;
previously menu access was “all or none”. For example, an Administrator or
Super User can now give access to a specific menu item under a Govern

Page 2
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Batch Processing (GovBatch) menu, as opposed to giving access to all menu
items. See Assigning User Permissions to Batch Processes on page 292.
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.NET Installer for Govern for Windows Interfaces

There is a new .NET component installer with version 10.7. The
goal of this installer is to consolidate the installation of all previous
.NET installers under one common Interface.

At the beginning of the installation process, a validation for the version 2.0 and
4.0 of the .NET Framework is performed. Version 2.0 is required as some
components are compiled with FrameWork2.0.

Note: If an upgrade is required, you will be presented presented with an error

requesting that you upgrade to the necessary version of the .NET
Framework.

Who should run the Installer?

Users of the following integration interfaces should run the installer.

Credit Card Helper — Users of IC Verify for Credit Card processing

Crystal Helper — For users of the Utility Billing eBilling module which
generates .PDF bills.

Email Helper — Used in systems that may have reported issues with emalil
integration; this component was a workaround.

FMS Integration — Users that are using the MS Govern FMS G/L interface
Great Plains Integration — For users of the Great Plains G/L interface
iNovah Integration — This is for Govern users with the iNovah payment
collection and processing interface.

OneCode Integration — For users of the Intelligent Postal Barcode
Generator called OneCode.

Rhode Island DMV Integration — Users of the Integration interface for the
Rhode Island Department of Motor Vehicles (DMV)

Sonrai Systems Integration — Designed for users of the Sonrai Systems
waste and recycling system management system.

SIRE Integration — Any users of the Govern for Windows SIRE Integration
that allows exchange of multimedia files with the SIRE Document
Management System.

Note: This installer must be run on each individual system that will be

accessing the any of the above listed interfaces.

Page 4
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Running the Installer

To run the installer, obtain the NET107Setup - exe form MS Govern technical
support:
1. Double-click the NET107Setup.exe file.

2. Atthe first screen, you will see the list of integration packages that the
installer will check for and replace; click OK to continue.

.NET Companent for Govern for \Vlnw

This installation package was built to replace previous standalone
% installers,

During this process you will be prompted to uninstall if one of the
following is found:

- Credit Card Helper

- Crystal Report Helper

- Email Helper

- FMS Integration

- Great Plains Integration

- IMowah Integration

- OneCode Integration

- Rhode Island DAY Integration
- 3IRE Integration

Click "OK to continue or"Cancel to cancel this installation,

Note: Since the installer was previously run, the screen will be different; click
OK to continue. Running the installer multiple times will in no way
affect your system.

I'_ MET Component for Govern for Windowes is already installed,
SR,

Click "0k to rernowve the previous version or "Cancel” to cancel this

upgrade,

© 2013 MS Govern Page 5



o
Super User o2 MSGovern

(s Crystal Helper for Govern Windows Uninsta

Welcome to the Crystal Helper for
Govern Windows Uninstall Wizard

This wizard will guide vou through the uninstallation of
Crystal Helper For Govern Windows,

Eefore starting the uninstallation, make sure Crystal Helper
for Govern Windows is not running.

Click Mext to continue,

-+ MSGovern

E [Mext = I [ Caneel

3. At the Welcome screen of the first component to uninstall, click Next.

(s~ Crystal Helper for Govern Windows Uninstall

Uninstall Crystal Helper for Govern Windows
Reraove Crystal Helper For Govern Windows Fram your computer,

Crystal Helper For Govern Windows will be uninstalled From the Following Folder. Click Uninstall
to start the uninstallation.

Uninstalling from: C:iWindowsisystem3z

M3 Govern

[ <Back |f Uninstall [ Cancel ]

4. When the component has been removed, i.e. uninstalled, click Finish.
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You will repeatedly uninstall any of the interfaces that were discovered by the
installer. When all components have been completely uninstalled, you will be
presented with the .NET Component for Govern for Windows Setup screen.

Welcome to the .NET Component for
Govern for Windows Setup Wizard

This wizard will guide you through the installation of \MET
Component For Govern for Windows,

It is recommended that you clase all other applications
before starting Setup. This will make it possible to update
relevant system files without having ko rebook your
computer,

Click Install ko start the installation,

[ Instal J[ Cancel ]

Installing

Please wait while .\MET Component For Govern For Windows is
being installed.

GEMSIntegration
GEMSIntBusinessRules

Microsoft (R .NET Framework Assembly Registration Ukility 4.0,30319.1
Copyright (C) Microsoft Corporation 1993-2004, Al rights reserved.,

Types registered successfully

GEMSInkeqration
Microsoft (R .NET Framework Assembly Registration Ukility 4.0,30319.1
Copyright {C) Microsoft Corporation 1998-2004. Al rights reserved.

M5 Govern

< Back Cancel

During the installation process, all integration interface components will be
installed.
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6. At the completion screen, click Finish.

Completing the .NET Component for
Govern for Windows Uninstall

MET Component for Govern For Windows has been
uninstalled from your computer,

Click Finish to close this wizard,

88 MSGovern

[ <Back [ Finish 1[ Cancel

At the completion of this process, the target system will be updated with the
latest version of all Govern integration components.

Page 8
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CHAPTER 1: ADMINISTRATOR

Overview

This section provides the information you need for configuring the Govern
application. This includes setting up users, groups and departments; defining
default parameters; configuring external applications and the GIS component
and creating SQL queries and definitions, logical expressions, formulas and
constant values.

Administrative Forms for Govern Setup

System Registry Maintenance

Set the default parameters for the organization on the System Registry
Maintenance form. These include the default path for the Help files, reports,
query definitions and multimedia documents; the G/L interface type;
encryption of Social Security Numbers and Federal IDs; the link type and P_ID
column name for the GIS and general parameters; such as support of multiple
jurisdictions, user name and date stamp and legal index format. These
parameters are saved to the SY_REGISTRY table.

Note: Certain parameters; such as, the paths to Help files, reports, custom
reports, bitmaps, the image editor and query definitions, the GIS Link
Type and P_ID column name can also be set on the User Registry
Maintenance form. Those set for the user have precedence over those
set at the system level.

See System Registry Maintenance on page 16.

User Registry Maintenance

Define default parameters at the user-level on the User Registry Maintenance
form. These parameters include user identification and the default language
for the computer; default paths to Help files, bitmaps, reports and query
definitions; GIS definitions; such as GIS link type, project, view and theme,
P_ID column name; Melissa data and the Document Locator External folder.
These parameters are saved to the SY_REGISTRY and USR_REGISTRY
tables. See User Registry Maintenance on page 53.

© 2013 MS Govern
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User Maintenance

Maintain user data on the User Maintenance form. Create new users, set
access rights or remove the user profiles that are no longer active. See User
Maintenance on page 60.

Menu Security Setup

Grant and restrict user access, for administrators, on the Menu Security Setup
form. Access rights can be set for each menu item in Govern Admin. See
Menu Security Setup on page 72.

Note: This is not required for administrators or super users.

User Groups

Define User Groups and set access rights on the Group of Users form.
Enhance security by setting permissions by jurisdiction. See Groups of Users
on page 74.

Global Field Validation Mask

Define patterns or masks for data entry on the Global Field Validation Mask
form. See Global Field Validation Mask on page 78.

Validation Tables and Codes

Maintain the System and User Validation Tables on the Validation Tables form.
These tables are used to validate the information entered in the various fields.
Create and maintain the elements of the tables on the Validation Codes form.
See Validation Tables on page 85.

Property Control Validation Tables

Use the Property Control Validation Tables form to maintain the tables that are
linked to the Property Area function in Govern. These tables are saved by year
and by jurisdiction, if applicable. See Property Control Validation Tables on
page 97.

Dataset Source Setup

Grant and restrict user access to the Dataset Sources on the Dataset Source
Setup form. See Dataset Source Setup on page 98.

Page 10
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Department Setup

Define the profile for each department on the Department Setup form. This
includes the fiscal year used by the department, access to the Govern User
functions and access to Accounts / Receivable data. See Department Setup
on page 101.

Functions Setup

Grant and restrict access to the Govern functions on the Functions Setup
form. Access is set by department, group and user. You can also add your
own business rules to the Add, Save and Delete buttons of any Govern
function, from this form. See Functions Setup on page 123.

Audit Trail and Data Duplication Setup

Track madifications to selected Govern tables, by function, using the Audit
Trail form. Define the data that can be duplicated from an existing property to a
new one, using the Data Duplication Setup form. See Audit Trail and Data
Duplication Setup on page 131.

Govern Admin Audit Trail

You can now create an audit trail to track modifications made in Govern
Admin. You need to select the forms on which you want to set the audit trail.
Modifications are saved to USR_AUDIT_ADM. See Govern Admin Audit Trall
on page 134.

Bill Messages Setup

Add a message to your next billing run using the Bill Messages Setup form.
This message is valid for one billing only. See Bill Messages Setup on
page 137.

Lists and Crystal Reports Setup

Use the List and Reports Setup form to define the Govern functions and
Govern batch processes, from which the reports can be launched. Set access
permissions by department, user and group. Then, define your Report Tree
View for Govern. See Lists & Crystal Reports Setup on page 140.

© 2013 MS Govern
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SQL Server Reporting Services

SQL Reporting Services (SSRS) is a database reporting solution that is

available with Microsoft® SQL Server® (Version 2005 and later). Govern
Version 9.5 and higher offers support for SQL RS and the ability to set the
parameters of a report datasource at run-time. See “Enable SQL Reporting
Services” on page 43.

User Text Maintenance

With the new User Text Maintenance form, you can now modify all the text
from the SY_TEXT table. This includes the entries on the Govern CoolBar,
messages and labels on functions. The text is modified on the user interface
but remains unchanged in the database. See User Text Maintenance on
page 160.

Process Flow Wizard

Governs Batch Processing application now includes a Batch Process Flow
Wizard. You can define the processes that you need to run, in the order they
need to run. Details are saved and displayed for tracking information. See
Process Flow Wizard Setup on page 161

Scanner Parameters Setup

Define your scanner settings on the Scanner Parameters Setup form. Any
TWAIN-compatible scanner can be used to copy images to disk for the
Multimedia functions. See User Text Maintenance on page 160.

IC Verify Setup

Use the ICVerify Setup form to integrate the ICVerify package, for credit card
transaction processing. See ICVerify Setup on page 168.

External Application Setup

Launch an external application directly from Govern, after setting it up through
the External Application Setup form. See External Application Setup on
page 178.

Formula Editor

Create customized formulas, using the Formula Editor form. Formulas can be
used in Mass Appraisal calculations, permit fee calculations, added to a
logical expression, created through the Logical Expression Block Editor and

Page 12
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added to a customized database field. See Formula Editor on page 183.

Logical Expression Block Editor

Create customized logical expressions, using the Logical Expression Block
Editor form. Logical expressions can be used in Mass Appraisal calculations,
permit fee calculations and added to a customized database fields. See
Logical Expression Block Editor on page 191.

Constant Editor

Define and maintain constant values using the Constant Editor form.
Constants can be used in formulas and logical expressions for values that
change on a yearly basis. As constants are saved by year, you only need to
edit the constant definition in order to update your formulas and logical
expressions. See Constant Value Editor on page 208.

SQL Definition Setup

Create customized SQL queries, on the SQL Definition Setup form. SQL
Queries can be linked to command buttons, used for displaying information on
the toolbar or used in Formulas and Logical Expressions. See SQL Queries on
page 211.

Queries by SQL Setup

Create customized SQL queries on the Queries by SQL Setup form. These
gueries can be selected from a drop-down list and executed for the Query by
SQL search. They can also be saved by jurisdiction to be used by authorized
users only. See “Queries by SQL Setup” on page 212.
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Govern Admin Interface

Overview

This section lists the modifications made to the Govern Admin interface for
version 10.7 and describes how to modify the background.

'a Govern System Administration SOUTHAMPTON - TEST Mr. Govern
File Parameters | Setup Tools Help
2008 10,

L oo
Menu Security Setup...
Group of Users, .,
Global Field Validation Mask. ..

X ez

‘alidation Table...
Property Control Validation Table. ..

Dataset Source Setup...
Deparkment Setup. ..
Functions Setup. ..

Audit Trail & Data Duplication Setup. ..
Audit Trail ADMIN Setup...

Audit Track Global 1D, ..

Bill Messages Setup...

Lists & Crystal Reports Setup...

Lists & 5| Reparting Setup, ..

User Text Maintenance. ..

Process Flow Wizard Setup, ..

Scanners Pararmeters Setup, .,
ICWerify Setup...
GIS Component Setup, ..

External Application Setup...
Formula Editor. ..

Logical Expression Block Editor. . .
Constant Editar...

SOL Definition Setup. ..

Queties by SOL Setup...

10.5.5 SCRL CAPS NUM INS 7:14 PM

Page 14 © 2013 MS Govern



D\

’
(L MSGovern Govern Admin Interface

&

Govern Admin Interface

Toolbar Icons

. You can launch Govern, Govern Batch Processing
- and the Payment Lockbox applications by clicking

D Q o the icons displayed on the main menu of the Govern
} Admin interface, as well as from the Tools menu.
*.

Govern for Windows Background

Several images are included in the Govern\Bitmap directory for the
background of the Govern for Windows interfaces. By default, an image is
automatically selected based on your screen resolution.

To replace this image:

1. Name your customized image background_800.bmp, background_
1024 _bmp, background_ 1152 _bmp, background_1280.bmp or
background_1600.bmp, according to your screen resolution setting. If
you have a non-standard setting, the next highest resolution is used.

2. Scroll to the Govern\Bitmaps directory.

3. Paste your image to this directory to override the existing image.

Note: If you have Govern Admin, Govern and Govern Batch Processing on
your computer, the background images of all these applications are
replaced.

You can replace this with an image of your choice.

© 2013 MS Govern Page 15
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System Registry Maintenance
Overview

Set the default parameters for the organization on the System Registry
Maintenance form and it's associated tabs. These include the default paths for
help files, reports, query definitions and multimedia documents; the G/L
interface type; encryption of confidential information; GIS information and
general parameters; such as support of multiple jurisdictions, the user name
and date stamp and the legal index format. The parameters under these tabs
are saved to the SY_REGISTRY table.

Note: Certain parameters; such as, the paths to Help files, reports, custom
reports, bitmaps, the image editor and query definitions, the GIS Link
Type and P_ID column name can also be set on the User Registry
Maintenance form. Those set for the user have precedence over those
set at the system level.

The display of configuration tabs in the System Registry Maintenance form are
conditional upon user serial numbers. Some serial numbers enable the display
of the tabs used to configure the eComponents, i.e. eProfile, eComponents.
Parameters in these tabs will only configure eComponent applications that are
before release 4.0.

Note: If you are using eComponents release 4.0 or greater, you must use the

Govern NetAdmin (GNA) release 4.7 or greater for your Web site
configurations.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Parameters > Edit the System Registry...

Page 16 © 2013 MS Govern



&2 MSGovern

System Registry

Maintenance

eComponents | Connections

Login Setup Fhi=

Credit Carc

—Path Information

Windowes Imaging Editor Folder

Bitmap Folder
IC: WGoverntYERSION 101 Bitmap|

IC:WNDO\'\!‘S\SYSTEMSQ\mSpaim.exe
AutaCad Viewer

Help Files Falder
IC: WEovernWERSION 101 Help

PDF Vigwer

Reports Folder
IC: WEovern'\Reportst

higlizzalisddress Data Folder

Custom Reports Folder
IC: Wovern'Demo data'Reports_custom

GIS Guery Defintion Folder

IC: ‘Program Files\AdobeReader 3 0'ReadertboroRd32 exe

CProgram FilesWS GovernthelissaData
Level | Muttimedia Documert Path

Guery Definition Falder

|C: sovermDemo dataGlISaueries

|c:\Govern\Demo datathuttimeia

Level Il Muttimedia Document Path

|C: WoverniDemo data
Inspection Templates

|c:\00vern\Demo dataihutimedia

Level Il Multimedia Document Path

CHGoverniversion 1 01 InspectionTemplates

N CHGY BN g CR N

|c:\Govern\Demo datathuttimedia

Lol e e

Couritry Format

Caze Sensitivity

| = |

0
GIS Link Type

[ ]

Crystal Repoart Sleep Time (ms)

P_ld Calumn Matme

I Arcviewy 5

j |PARCEL_ID

—GiL General Parameters

GiL Interface
[FMs L nterface

j ¥ | Use Intearated GiL

Save |

System Registry Maintenance Command

Buttons

Saving the System Registry Setup: Once the fields have been filled in,
click the Save button to save the information in the SY_REGISTRY table.

Exit: Click Exit to close the form. A confirmation message appears if there
are any unsaved modifications.

General Tab

Paths to Govern directories are displayed on the General tab, the other
Govern options are now distributed on the second tab. In order to provide
more configuration options to Govern users, additional configuration
parameters have been added to the Connections tab and the Login Setup tab.

© 2013 MS Govern
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General Tab Parameters

Path Information group

You can select the drive and directory to define the required paths for
the System Registry Maintenance information.

Note: You can enter Universal Naming Convention (UNC) commands for the
path information instead of entering a map to the drive. Enter double
backslashes for the server name and single backslashes to identify
the directories; i.e., \\servername\path.

Bitmap Folder: Enter the path to the Bitmaps folder.
Help Files Folder: Enter the path for the On-Line Help folder.

Reports Folder: Enter the path to the Reports folder. These are the
standard reports included in the Govern package.

Note: Before setting up your directory paths to the standard reports, on the
System Registry Maintenance and User Registry Maintenance forms,
ensure that you open the directory for your state and copy the reports
to the Standard Reports directory. See Appendix A: Standard
Reports on page 320 for details.

Custom Reports Folder: Enter the path for the Custom Reports folder.
Custom Reports are created specifically for a client or by the client.

GIS Query Definition Folder: Enter the path to GIS Queries folder.
Query Definition Folder: Enter the path for the Queries folder.
Inspection Templates: Enter a path to a directory containing an Adobe
Acrobat .PDF file or Microsoft Word.DOC templates; these are documents or

forms that may be required to accompany certain inspection types. Refer to
Inspection Templates in the Inspections guide.

Page 18
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Specify Lockbox Temp File and Log File
Locations

For better system management, you can specify the locations of

your Govern Lockbox Temp file, and Log files. By default these

directories are located in the bin folder in the Lockbox install
directory for the Lockbox Temp files, and the local systems Temp folder for the
Log files. Locations can be local, or specified with the Uniform Naming
Convention (UNC). When the locations for these files are selected by the user,
the selected locations will override the system default.

Lockbox Temp Folder Network Locations

When a network file location, i.e. a UNC network path is specified for the
Lockbox temp file, unless the location is exclusive to the user, issues may
arisein the form of the temp file being “locked” by another user. Ideally, when
selecting a network location, ensure that the location is exclusive to each user.

Note: Due to virtualization features, a Windows Terminal Services network
environments may not experience the issues that are associated with
a shared network path. For further configuration details, consult with
your network administrator.

Log File Folder Network Locations

The Log file is a dynamic file that is used for logging error messages. When its
location has been specified as a shared location, issues may arise when the
file is being written to by multiple users. Therefore, ideally, when selecting a
network location, ensure that the location for the log file is exclusive to each
user.

Note: Windows Terminal Services network environments may not
experience the issues that are associated with a shared network path
as a result of its virtualization features. Consult your network
administrator for further configuration details..

To specify an alternate location for your Lockbox temp file or Log files, in
Govern Admin...

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

© 2013 MS Govern
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2. Click to select the Govern tab.
3. Look for the parameters labelled LockBox File Folder (A), and Log Files
Folder (B).
. System Registry Maintenance !EI
Govern Options ePraofile eComponerts | Connections | Lodin Setup Fms Credit Catel
—Path Information
Bitma Falder Windowys Imaging Editor Falcer
] |C:WNDOWSLSYSTEMSmmSpaim.exe
Help Files Folder AutoCad Viewer
IC:IGovernﬂ 0E'Help
Reports Folder FDF “igwner

|C:1.Govern1Repor‘ts |C:1Prograrn Filez\&dobeReader 9.00ReaderdoroRd32 exe

Melizsaifddress Data Folder
IaPrngram FilesWS Governitelizsalata

Level | Mutimedia Document Path
|c:lGovern1Dem-: dataibiultinedia

Custom Reports Folder
|C:1.Govern1Dem-: data\Reports _custom

GIE Guery Definition Falder
|C:1.Govern1Dem-: datalGlzCueries

ol kLl

Guery Defintion Folder Level | Muttimedia Documert Path
|C:\.Govern\Demo data |c:\.GDvern\DemD dataihultimedia

Inspection Templates m

W Governityersion. DS\InspectionTek

#Lockhox File Folder Log Files Folcer
' CowFoverntversion. 1 OB\ ockBox Fie | |C:1.Govern1\f'ersion.1051.l_og r

Ny, P Y

Level Il Muttimedia Docum B
c:WFoverniDemo dataibiult

s ENENEE

G General Parameters
Courtry Format Caze Sensitivity GIL Interface
I LS4 j I Mo j IFMS GiL Interface j ¥ Use Integrated Gl
Crystal Repart Sleep Time (ms)
|l e IO r—;-_,_fw__’*#f**v"‘&_f“--\i

4. Click “...” (C) to navigate to the target directory (D).

i, Find Directory =] 3

—D
S Govern u

3106

|c:1ooverm1 'L ockBoxFile
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5. Navigate to the folder that you would like to designate as the Lockbox
Temp File folder, or the Log File folder; alternatively, you can enter a UNC
path to the network drive or folder.

LockBox File Folder: You can specify a location for the Lockbox

temp files by entering a path to a local directory, or enter a UNC

network location. See Lockbox Temp Folder Network Locations on
page 19 for additional details.

Note: Issues may exist with a shared network path for a Lockbox Temp file.
Consult your network administrator for further configuration details..

Log Files Folder: To specify a location that will be used for

storing log files, enter a path to a local directory, or enter a UNC

network location. See Log File Folder Network Locations on
page 19 for additional details.

Note: Issues may exist with a shared network path for a log file. Consult your
network administrator for further configuration details..

Windows Imaging Editor Folder: Enter the full path to the Imaging editor,
you are using.

Note: Once a valid path is entered, the Imaging Editor option is enabled on
the Tools menu in Govern.

AutoCAD Viewer: Enter the full path and executable (.exe file) for your
AutoCAD Viewer, in order to display AutoCAD files, directly from the
Multimedia Information and Multimedia by Name functions, in the specified
viewer. This can also be defined on the User Registry Maintenance form.

PDF Viewer: Enter the full path and executable (.exe file) for your PDF
Viewer, in order to display PDF files, directly from the Multimedia Information
and Multimedia by Name functions, in the specified viewer. This path can also
be defined on the User Registry Maintenance form.

© 2013 MS Govern
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Option to Use iAddress for Address Verification

Melissa /iAddress Data Folder: Enter the path to the
MelissaDATA or iAddress address verification application.

Note: If you are running Govern offline, it is important to enter this path in the
User Registry Maintenance form. When offline, Govern will default to
the paths specified in the User Registry Maintenance form.

If you are including MelissaDATA'’s Residential Business Delivery Indicator
(RBDI) add-on with your existing Melissa Address Verification service, place
this in the same directory. Refer to the Property Control guide for details.

Should you wish to use the iAddress address verification application, you must
select the iAddress option in the User Registry Maintenance form. See Option
to Use iAddress for Address Verification on page 59 for details.

Note: A user license for the iAddress application is required.

Multimedia Document Path

Level | Multimedia Document Path: This path will contain all the
multimedia documents. The system creates a new directory in this path each
time you save a multimedia document. The directory name is the date you

have saved a document, for example, 20080530: May 30" 2008. All the
documents you save during the course of a day will be saved in the same
directory.

Level Il Multimedia Document Path: This path will contain all the
archived multimedia documents from Level | after running the Archive
Multimedia Batch Process.

Level lll Multimedia Document Path: This path will contain all the
archived multimedia documents from Level Il after running the Archive
Multimedia Batch Process.

Note: If you manually modify the multimedia paths for the three levels, the
IMAGING section of the SY_REGISTRY table is automatically
updated. The batch process will use these paths, in the Imaging
section to archive the multimedia documents.
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Note: If you change the path (for the Levels I, Il or IIl), after saving
multimedia documents, you will not be able to display these images.

Multimedia Levels by Year: Select this option to create an additional
folder for archiving your multimedia images. A directory named according to
the current year will be added to the end of the multimedia image paths at
each level.

Country Format: Select a country code from the drop-down list (Table: VT _
SY_MAILFMT). The country code formats the mailing information, according
to the standards of the country from which the mail is sent. On the System
Registry Maintenance form, this code sets the default. The user can override
the default, for the current record, on the Name and Address Maintenance
function in Govern.

Case Sensitivity: Select one of the following options, from the drop-down
list:

» 1st Letter (N&A) - Saves the first letter of each field in upper case
* No - Select to save the data as entered

» Ucase - This saves the Name & Address, Property Location, and forms
from the NA_NAMES and PC_ADDRESS tables, and any data that is
masked in other tables, in upper case.

* Ucase (N&A) - This will save the Name & Address data (from the
NA_NAMES and PC_ADDRESS tables) in upper case

Crystal Report Sleep Time (ms): Select this option to set a delay,
between the time a report is created and can be opened. Then, enter the
length of the delay in milliseconds. The delay ensures that the report is
completely copied to your Temp directory before it can be opened. Otherwise,
you may get an error message indicating that Govern could not find the report
or could not open it. This type of error is more frequent with longer reports
since more time is needed to copy the file to the Temp directory.
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Geographic Information System (GIS) Parameters

GIS Link Type: Select the GIS Link from the drop-down list.

Level Il bultir... . Joc. em .un

_I |c:\Govern\Demo dataihiuttimedia

—GIL General Parameters (’A ~

GiL Interface
=
| L Iter

Cayenta GiL Interface
CBdJ Caventa GIL Interface
FMS GiL Interface

Govern Generic Interface
Govern Unix GiL Interface
Grest Plains GiL Interface
Grest Plains GIL Interface Wek

e

-

‘-ﬁ—.’-r‘wﬂ"q‘ﬁ*—_&r

Leve, w wluibiMedia Dovwing . .h
I |c::1.Govern1Demo dataibutimedia | 1
—— —GiL General Parameters
GiL Irterface
3 [CBJ Cayenta GIL Irterface ¥ | Lize Integrated il
e e

- § External GIL Database Connection =

* ODBC

D= Databaze Or Instance Mame h B

Uzer Idl Pazzwored

-

——— hr'ﬁ :

GIS Link Definition

ArcView 8.x ArcView 8.x, or higher, application

ArcView 8.x Tax Map # ArcView 8.x, or higher, application with search by Tax
Map Number

Horus Kheops application

JMap Kheops application

Maplinfo Maplnfo application

No None

Test Test

Yes ArcView 3.3 Application
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If you are using Arcview 8.x, Arcview 8.x with Tax Map Number, or higher,
enter the path as in the following example:

c:\Govern\gis\gis\govern31.mxd

Otherwise, enter the path as follows:

GIS=C:\ESRINAV_GIS30\ARCVIEW\BIN32\arcview.exe c:\Govern\
gis\gis\govern.apr govern,govern

P_ID Column Name: After entering the GIS View and Theme, enter the
P_ID column name, associated with the shape file to be used with the GIS
application. When the application is loaded, the records in this column,
matching those in the current recordset are highlighted.

Tax Map Column Name: After entering the GIS View and Theme, enter
the Tax_Map column name, associated with the shape file to be used with the
GIS application, if you are using ArcView 8.x, or higher, with Tax Map Number.
When the application is loaded, the records in this column, matching those in
the current recordset are highlighted.

Note: This field option will be displayed when the ArcView 8.x Tax Map #
option is selected from the GIS Link Type drop-down menu.

General Ledger

G/L Interface: Select a General Ledger Interface from the drop-down list.
(Table: VT_SY_GL_INTER). The selection will be used during the batch
process. For example, selecting Govern Unix will enable the Govern G/L V4.5
Import / Export process.

G/L Interface Option Description

ACS G/L Interface Select this option to interface with the ACS G/L
Interface.

BudgetSense G/L Interface Option to interface with the BudgetSense G/L
Interface.

Cayenta G/L Interface Select to use the Cayenta G/L Interface.

© 2013 MS Govern
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G/L Interface Option

Description

CBJ Cayenta G/L Interface

Use this option to use the CBJ Cayenta G/L
Interface.

FMS G/L Interface

Select this option to use the MS Govern FMS
GI/L Interface.

Govern Generic G/L Interface

This is the option for the Govern G/L Interface.

Govern Unix G/L Interface

Option for the Govern Unix G/L Interface.

Great Plains G/L Interface

If you are using Great Plains as you G/L
application, select this option.

Great Plains G/L Interface Web

Select this option for the Great Plains G/L Web
interface.

Lawson G/L Interface

Choose this option to use the Lawson G/L
Interface.

Munis G/L Interface

This is the option to use the Munis G/L
Interface.

New World System

Select this option if you are using New World
System.

S.F.G. G/L Interface

Use this option if you are using S.F.G. as your
GI/L interface.

Savannah G/L Interface

Choose this option is you are using the
Savannah G/L solution.

Sungard HTE G/L Interface

Select this option if you are using Sungard HTE
as your G/L solution.

Note: When a G/L Interface is selected, there may be additional options
associated with the selection. When the option for “Use Integrated
G/L” appears, this is an indication that information is fetch from the
GJ/L system; additional configuration may be required. For detailed G/L
interface instructions, contact your G/L interface supplier.

Page 26
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Opti

ons Tab

eProfile eComponentz | Connections | Login Setup Credit Card
o [~ Default to Keep Parcel Activee in the Split/Merge function
[ et [~ Default to Parcel are Yitual in the Split/Mergs function
Formula “rpt_range" Separator v Full Audit Trail
[¥ Ercrypt the Social Security No. in the database ¥ Process Card on Load
¥ Erciypt the Federal |d Mo, in the database ¥ Deed Process
v Multimedia Levels by Year [~ Deed Transfer Dwner / Mailing
[¥ Generate Account Mumber Far M ame [~ Deed Transfer Owner / Mailing Checked by Default
[~ Suppart of Multiple Jurisdiction W Assign Pemmit During Split/M erge
[+ Suppart Biling &ddress Forwarding v Agsign Multimedia During Split/Merge [l Departments)
[~ Add User Mame and Current Date in Motes [Mema) v Asgsign Misc. Structure During Splt/Merge
¥ Fill Tax tap Number for External Becondset W “warning on PGM Yersion Eror
[~ Legal Index Multi Format [V FAQD buttons by department
¥ Checkin/Checkout for inspections
v Checkin/Checkout for &ppraisers v Uze'word Spell Checker
[~ Track emails sent by Activities
~ SMTP Setup r Daemon Server
Hast Mame IT Orline Start After in Second
100
User 1D Pazsword Fort etiei = iz
| |25 ~ Bill Font
LI Barcode Size Print. Size Pict. Height
—CCR Setup |WASF' ML | |1 [ |1 3 |435
[ t Method
AL jccr [~ acR Size SizePict.  Height
Heerld JCCR User = [wiasF ocR A =l [10 [220
MCR
Arld Wb Id Mald Postiet Size Size Fict. Height
jo jo 0 [\waSP POSTNET | |9 |? |24D
Save | Exit |

System Registry Maintenance Parameters

Multilingual: Select this option if you are supporting two or more languages,
for Govern functions, in your setup; for example, if you are supporting English
and French, or English and Spanish. You will also need to set this option for
each user on the User Registry Maintenance.

Formula “rpt_range” Separator: Using the procedure described under
Creating User Prompts on page 147, you can define prompts to be displayed
when a Crystal report is run, in Govern. The user enters the parameters, such
as a range of parcel numbers or tax map numbers, as in the following screen
shot, in order to view specific information on the report.

You can define a default separator to be used for displaying these prompts.
Enter a maximum of two characters for the separator, such as a comma (,) or
a semi-colon (;) and a space.
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=% (1) Board of Zoning Appeals.A/R Balance Report ; o II:IIiI

From Parcel Mumber | To Parcel Mumber |
I~ TaxMap # 640011-007-001-001-051

I Propertties Included In The Recordsst
Run Cryztal Beport | | E xit

Do not use clob: Select this option to use varchar2 instead of blob and clob
types.

Note: This option is visible only on Oracle connections.

Encrypt the Social Security No. in the Database: If selected, this will
encrypt the Social Security Number in the database.

Encrypt the Federal ID No. in the Database: If selected, the Federal ID
numbers will be encrypted in the database.

Generate Account Number for Name: Select this option to associate a
system-generated account number with a name when you create new name
and address records.

Support of Multiple Jurisdictions: ISelect this option if you are
maintaining data by jurisdiction. See Jurisdiction on page 68 for details about
jurisdictions.

Support Billing Address Forwarding: Select this option to

enable the Address Forwarding parameters on the Utility Billing

(UB), Self Reported (ST), Personal Property (PP), and Real Estate
(RE) tax Mailing Indexes. Billing address forwarding can be set up for your
clients who spend part of the year at one or more alternate locations. Refer to
the respective UB, ST, PP, and RE Tax Assessment & Billing guides for
details.
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Add User Name and Current Date in Notes (Memo): Select this option
to add the user name and date automatically to each entry in the Notes and
Comments text boxes in Govern.

Note: You can now specify the functions to which you want to apply this
feature, through the Auto Trail and Data Duplication Setup form, rather
than applying it universally throughout Govern. See Audit Trail and
Data Duplication Setup on page 131.

Fill Tax Map Number for External Recordset: If selected (Value = -1),
the Tax Map Number will be loaded into the PC_EXTERNAL table when you
load data using the Load Recordset to External Recordset option from the
File menu in Govern. Refer to the File section of the General Information
guide for details.

Legal Index Multi Format: Select this option to add a legal index to the
Parcel Information form in Govern. This index can be entered when you
search for a parcel. The Parcel Index text box appears on this form if this
option is selected; otherwise, it is invisible.

Parcel Records Can Be Locked When Exported

During an Export to an Inspector / Export to an Appraiser Database process,
prior to Release 10.5 only the Inspection records were locked. In Release 10.5
and later, locking can be applied to the parcel record. This means that all Mass
Appraisal (MA) related functions, and certain Land Management (LM)
functions, will also be locked. Exported parcels are flagged as exported
(Table: PC_PARCEL) during the Microsoft Access database export process.

Wi System Registry Maintenance

Gaovern DOptions ePrafile eComponents | Connections | LoginSetup | Credit Card
- I~ Default to Keep Parcel Activ
I Mulingual I~ Default to Parcel are Wirtual in the
Formula “rpt_range" Separator ¥ Full Audit Trail 3
¥ Ercrypt the Social Security No. in the database ¥ Process Card on Load a
| Encrypt the Federal |d Mo, in the database |¥ DeedProcess &
¥ Multimedia Levels by Year I~ Deed Transfer Dwner / Mailing
¥ Gererate Account Number for Mame I~ Deed Transfer Owner / Mailing Er.
I™ Suppart of Multiple Jurisdiction ¥ Aszign Pemmit During Split/Merge
¥ Support Biling Address Forwarding ¥ Assign Multimedia During Split
I~ Add User Mame and Curent D ate in Motes (Memno) ¥ Assign Misc. Structure During 2
¥ Fill Tax Map Murber for External Becordset ¥ “Warming ot PG Yersion Eror
saallade bl o s ¥ F&Q buttons by department r
|v Checkin/Checkaut for inspections
[¥ Checkin/Checkout for Appraisers ¥ Use'word Spell Checker
WY J.A_.J-_[Lapkwiy S?W @ti\f‘i‘ti‘er}
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Checkin/Checkout for Inspections: Select this option to enable the
locking of exported parcel records during an Export to an Inspector Database
process.

Checkin/Checkout for Appraisers: Select this option to enable the
locking of exported parcel records during an Export to an Appraisers Database
process.

Note: If these options are not selected, the behavior of the Checkin/
Checkout feature will remain unchanged, i.e. pre Release 10.5.

Select “Keep Parcel Active” as
default in Split/Merge Func-
tion: Select this option to set the
“Keep Parcels Active” option as the
selected default in the Parcel Split /
Merge / Remap function in Govern

0 (1) Assessor's Office.Parcel Split [ Merge | Remap
) Fizcal Ye:
: 2010
Tax map nu qualization Decrease
TOTAL (2010) $1.743,800.00 $1.743,800.00

110-100-200-0 $1.749,800.00 $1.749.800.00

4

\ A

for Windows.

Select “The Parcels are Vir- | 7
tual” as default in Split/Merge - (pmgpmmmi.mm) B
FunCtlon CIICk thls Optlon to Set Tax map humber | Tatal Azzessment | Equalization Increase "
the option of “The Parcels are T0TAL Gy |s000 s100 *
Virtual” as the selected default in S O SNV ‘f

the Parcel Split / Merge / Remap
function in Govern for Windows.

Refer to the Split / Merge / Remap section of the Property Control guide for
details on the Split / Merge process.

Full Audit Trail: Govern has an audit feature that allows the user to track
basic modifications to selected Govern tables, by function. Should a full
exhaustive audit be required that includes creation and deletion information,
select the Full Audit Trail option. Before enabling this option, it will be
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necessary to enable the Audit Trail option for the tables you want to audit. See
“Audit Trail and Data Duplication Setup” on page 131.

i {1) Assessor’s Office.Parcel Information K3

General T Hotes ]

Tax Map Mumber

rear Effective Year Inactive

|1 10 - |1 o - IBDD = ID- 1aa7 |9999

SSUbw;SISO': Name :_ 0 e @I Cartinn Almrk LDt

I LNSEL Shores [T Inspector Check Out oo - IUUU?

=g Mumber Date map filed with SC Acdditional Lot Imfo

|1 819 20801951 I

Minor Subdivizion Mame Minar Subdivizion Map #  Minor Subdivision Date

Mon-Parcel I, Mon-Parcel Type Jurisdiction Code

[~ Mon-Parcel Flag I I j I j
Iv Approved Subdivision Splt District D Last Spiit Id Used  Spiit District Type Swis Code

Note: Due to the fact that complete details are kept of all fields, a lot of data
may be generated; enabling this option may have storage
implications.

Process Card on Load: If selected, this will process the Summary Card
when the User opens it, otherwise the Options screen is displayed and the
User will have to press the Refresh button after the card is loaded.

Deed Process: Select this option to link the Deed Information and Sales
Information functions in Govern. Refer to the Deed Information section in the
Mass Appraisal Sales guide or in the Property Control guide for further details.

Deed Transfer Owner / Mailing: Select this option to automatically update
the Mailing Index with new owner information from the Deed Information

function.

Assign Permit During Split / Merge: Select this option to allow Govern
users to re-assign permits to a new tax map number when performing a parcel
split, merge or remapping. Refer to the Split / Merge / Remap section of the
Property Control guide for details.

© 2013 MS Govern Page 31



&2 MSGovern

Super User
B
Tax Map From | Permit |nfo. | Tax Map To

£40011-001-001-001-052 | Electrical Permit # 0071113 eleb
540017-001-001-001-052 | Electical Permit # 001120 newe
£40012-001-002-001-032 | Building Permit Application # 0000744 dwel

LCancel |

Assign Multimedia During Split / Merge (All Department): Select this
option to allow Govern users to re-assign multimedia files to a new tax map
number when performing a parcel split, merge or remapping. Refer to the Split
/ Merge / Remap section of the Property Control guide for details.

Assign Misc. Structure During Split/Merge: Select this option to
automatically move a misc. structure with a building during a Split/Merge
process. Refer to the Mass Appraisal Miscellaneous Structures guide for
details.

. System Registry Maintenance
Govern Dptions ePofile | eComponent]) Connection | Login Setup| Credit Card | Integration -
[~ Default to Keep Parcel Active in the Split/Merge fue

| el [~ Default to Parcel are Yitual in the Split/Merge func.
Formula "'rpt_range" Separator W Full Audit Trail

[¥ Encrypt the Social Security Mo. in the database ¥ Process Card on Load b

¥ Encrypt the Federal I1d Mo, in the database ¥ Deed Process *

¥ Multimedia Levels by Year [~ Deed Transfer Dwner / Mailing

[~ Deed Transfer Owner / Mailing Checked by Defaul
W Aszign Pemnit During Split/terge

[¥ Generate Account Mumber for Mame

[~ Support of Multiple Jurizdiction

¥ Support Biling Address Forwarding

[~ Add User Name and Current Date in Motes (Mema)

IV Fill Tax M2p Number for Extemal Fiecordset g b
v Legal Index Multi Format v “warning on PGM VYersion Errar D
¥ Checkin/Checkout for inspections W FAQ buttons by department ’

[¥ Checkin/Checkout for &ppraisers
b ' et el A _-E_V"Wyﬁﬁllfr““ Y

Warning on PGM Version Error: Select this option to prompt users when
a more recent version of Govern Software is currently available. If this option
is not selected and the Database version does not match the Application
version, Govern applications will not start. If this happens the Administrator
can launch Govern Updata and activate the option from there.
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FAQ Buttons by Department: Select this option to save your Frequently
Asked Questions (FAQ) by department. Deselect this option to use the same
FAQ throughout the organization. See New Command Buttons on page 257
for details on the FAQ feature.

Creating Jurisdictions

Jurisdictions are set up through the VT_USR_ JURISD validation table. See
Validation Tables on page 85.

Note: If you are using jurisdictions with the Mass Appraisal module, the
code must be a number between two (2) and 32,760.

Note: You can increase the security of the system by applying user
permissions by jurisdictions. See Groups of Users on page 74.

Spell Checking Features

Use Word Spell Checker: Select this option to use the spell checking
feature throughout Govern. This feature uses the spell checker that is installed

with Microsoft® Word or the Microsoft® Office suite.

There are four (4) steps required to configure spell checking:

STEP 1 - Verify Installation of MS Word or Office

1. Ensure that Microsoft Office® Word® or the Microsoft Office Suite with the
Spell Checker is set up on each computer. The default language selected
in Word is used in Govern; for example, American English, Canadian
English or Canadian French.

STEP 2 - Govern Admin Configuration

Note: The following steps must be performed by someone with system
administrator right.

1. In Govern Admin, select Parameters > System Registry Maintenance.
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2. Inthe System Registry Maintenance form, under the Options tab, select
the Use Word Spell Checker option; click Save to save your changes.

Note: “Spell checking” is now enabled, and will appear as a menu option in
Govern for Windows, but until you specify which fields in which forms
are to be checked, spelling verification will not occur.

It is now necessary to enable the checking process on a field by field basis in
Govern for Windows.

Note: If Govern for Windows was open during your modifications in Govern
Admin, you will need to close down and re-open Govern for Windows.

STEP 3 - Govern for Windows Configuration

Spell Checking by Fields

The spell checker is used on specific memo or text fields. When the spell
checking option is activated in the Govern Admin, the individual fields can be
specified using Field Setup Mode in Govern for Windows. See “Validation
Type group” on page 241.These steps must be performed by a system
administrator.

3. In Govern for Windows, Use the Field Setup Mode to enable spell
checking for individual fields. See Field Setup Mode on page 237, and
Validation Type group on page 241 for details.

4. Exit Field Setup Mode; select Setup > Cancel Field Setup Mode.

STEP 4 - Spell Checking in

SOUTHAMPTON - TEST

GOVGI’H fOf Wl n d OWS sk Jools  Setwp Window Help
Tulki Windaws
Set Default Funckion

Now, only the memo and text fields with D e S

- Application Calor

spellchecking enabled will be reviewed
by the spell checker when the form is

Saved Display Offences Linked to Current PermitfInspection

" Magimum BT To Retriegh

Mo Aubo Wrap
Mo TestBox Auto Select

To perform a spell check, in Govern for ! waefaultkev

Windows: . m_ﬁpell Check N

Recardset Synchronization

\_, "-»-\_\ \.\MM\N‘“

T el gl ol ol

5. Select Options > Spellcheck, to
enable spell checking; a check mark
will appear beside the option in the menu.
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6. Select a function that has Spell Check enabled on text and memo fields.
7. Make any required text entries; click Save.

Prior to saving the form, the spell check Spelling form will appear highlighting
suspect words. As with traditional spelling checkers, you will be prompted with
recommended changes, or the option to ignore. When no longer required, the
option to spell check can be turned off by the user.

To turn off spell checking:

1. Select Options > Spell Check; the check mark will disappear from the
menu option.

Track Emails sent by Activities: Emails may be sent as a result of an
activity step. Select this option to enable the system to track these messages.
See Messgaing System in the Permits & Licenses guide for details.

Daemon Server group

The Daemon Server can be used for Tax Assessment and posting to Accounts
Receivable, as well as Mass Appraisal computations.

Online Start After (Seconds): Enter a delay (in seconds) for starting the
Daemon Server This feature is used for Mass Appraisal calculations launched
from a Govern function. If there is no delay, the Daemon Server starts as soon
as the user clicks the Save button. This presents a problem if the user saves a
maodification, then revises and clicks Save again immediately afterwards. To
prevent a lock being placed on the server, enter a delay.

Batch Max Records: Enter the maximum number of records to be sent to
each server for batch processing.

See Sending Computations to the Daemon Server on page 297, for details on
the Daemon Server.

SMTP Setup group

The parameters in this section are used to provide both e-mail service for the
eComponents, and for e-mail notifications for batch processes. Refer to the
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eProfile guide and to Setting up E-mail Notification for Batch Processes on
page 310 for details.

Host Name: Enter the host name of the server.

User ID: Enter the user identification for the e-mail account, from which
messages are sent.

Password: Enter the password for the e-mail account.
Port: Enter the port for the e-mail service. By default, this is set to 25.

Test (button): Click Test (A) to verify functioning of your email connection.

[

3

I vaur emails sent by L uvties

Daemon Server

SMTP Setup
Host Name ISD_ Online Start After in Second
(100
User ID. Password Part A Biatch Max Records
J25 il Forts
test

Barcode Size Print. Size Pict. Height

CCR Setup
b g~

IWASP 33L f |1 8 |1 [} 435
it & SizadP® L

o

When you click send, you may encounter the following notification message.

Microsoft Office Outlook

& program is krving to access e-mail address information
stared in Outlaok. IF khis is unexpected, click Dery and
wverify wour antivirus software is up-to-date,

For more information abouk e-mail safety and how wou
might be able to awoid getting this warning, dlick Help.

|1 minuke *I

Deny | Help |

Iv sllow access for

T

Microsoft Dffice Dutlook X

& program is kryving to send an e-mail message on vour
behalf. If this is unexpected, click Deny and werify vour
antivirus software is up-to-date.

Far maore infarmation about e-mail safety and how yau
might be able to awoid getting this warning, click Help.

Click Allow to enable the test to proceed. If successful, a confirmation
message will be printed in Red near the botton of the test screen.

Message send by MAPI

Send I

Exit
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If you encounter a failure in the test, refer to the link indicated below for a
possible workaround.

Issues with sending emails in Activities

There is a known issue that can occur within the Activities function. When an
activity step involves the sending of an email via Microsoft's Messaging
Application Programming Interface (MAPI). See Issues with sending emails in
Activities in the Troubleshooting section of the Getting Started guide, for
possible workarounds.

When an activity step triggers the sending of an email message, the following
screen has been observed:

(1) Building Department.Activities Iri’iﬂiﬁij
Test - Send Emzil Notification 3
Renew
Step |Act|v|ty ‘ Date Started | Completed On | Status ‘ Reference # | Uszerld | Aszsign to | Total Time 5pent | Target Date
(10), Send Email Motification 12/8/2010 10010 gavern
(20) End of Process 99339
L s e sama B o & . ] PO gy ey
\ . -

GvObjEMailMessage - SendEmailMAPI [emartineau @msgcwem.co...@

! | (48389)

Comments Multimedia Link Cods

J Complete Save I Bemove | Browse E it
[14] 4 [Editing Existing Fiecord [1/1] » Il -

Resolution - Option 1

This issue can be resolved with a Hotfix that is available by request at the
following link:

http://support.microsoft.com/kb/980681

Note: The Hotfix package is by request only; an email contact will have to be
provided in order to receive it.
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Resolution - Option 2

An alternative resolution is to request from MS Govern Technical Support the
NetEmailerSetup.exe patch. Installation of this patch will resolve the

issue.

Support for USPS Intelligent Mail Barcodes

Note: Users of the MelissaDATA address verification service should note
that Melissa Mail +4 is NOT required for the Intelligent Barcode
process. Melissa + 4 is a service for zip code validation and sort order.
Although the MelissaDATA service performs a zip code validation, it
does not perform the sort order. The sort order is not required because
the intelligent Barcode has its own sort order encoded within the code.

The Intelligent Mail Barcode (formerly known as the 4-State

Customer Barcode) is used to sort and track letters. Intelligent Malil

barcode technology, combines the capabilities of the POSTNET™
barcode and the PLANET Code® barcode into one unique barcode.

For support of the Intelligent Mail barcode, configuration parameters have
been added to the System Registry Maintenence form. Barcode formats that

are supported are IMB_31 and IMB_65.

I CRIEGRIN —  Sofo s o - T
W Checkin/Checkout for Apprasers
W Use'wiord Spell Checker

—SMTP Setup [~ Track emails sert by Activities

Host Name Daemon Server

);hn [ P =T R W 100 Eiobolobd . J
r
Usger 1D, Paszword Port — Inteligent Barcode
I |25 Barcode [d I Service |d I
 test | Mailer Il |

TR Setup Serial Mumber |DDDDDDDD1

Papment Method ICCH = [" Generate Barcode when Update Mame J

Usger Id I[;CH User j =1 Faite Size Print. Size Pict. Height

Barcode Wi SP 39 L MEIE 18 435

—MCR I

Arld Mb 1d Mald OchH IWASF' OCR A& j 12 10 280

] 0 0

I I I Paostnet Iw,qsp POSTHET j ] 7 240

Save | Exit |
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Intelligent Barcode group

Note: The information for the following fields will be provided by the USPS
provider when an application is made. Configuration information can
be found on the USPS user gateway at https://gateway.usps.com/

bca/login.htm

Barcode ID: This information identifies the presort information. The Barcode
ID field should be "00" (zero-zero) with the exception of automation-price
eligible flat-sized mail bearing a printed optional endorsement line (OEL).
Enter the ID of the Barcode (2 digits, the 2nd digit must be 0-4)

Service ID: This parameter identifies the class of mail; type the Service ID in
this field (3 digits). Users should refer to the USPS Website for information
related to the

Mailer ID: This is the number that uniquely identifies the mail owner or
mailing agent; enter a 6 or 9 digit Mailer Identifier number.

Serial Number: Specify a serial number. This is a 9 digit code when used
with a 6 digit Mailer ID, or a 6 digit code when used with a 9 digit Mailer ID.

Generate Barcode when update name: Select this option to
automatically generate a barcode when a new name is created or an update is
made in the Name & Address Maintenance function.

System Tables Changes

To implement this feature, the following system changes have been made to
format Name and Address (in GovBatch), and perform Name and Address
verification with MelissaDATA service if installed.

« The IMB_31 and IMB_65 barcode information are generated in the
NA_NAMES.IMB_31 and NA_NAMES.IMB_65 tables, respectively.

» Addresses are corrected and formatted in (Table:
NA_LK_NAME_ADDRESS)

* IMB_31 and IMB_65 barcodes are generated in other addresses (Table:
NA_LK_NAME_ADDRESS).

«  Fields added in (Table: NA_NAMES and NA_LK_NAME_ADDRESS).
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Barcode Setup for OCR and PostNet Billing

Previously, modifications to barcode fonts required special assistance for
configuration. With this option, configuration of Barcode, OCR, and PostNet
fonts, is now accessible to users with administrator-level access.

Bill Fonts group

OCR / PostNet barcodes can be generated and included in Govern generated

reports such as tax bills, invoices, etc.

Bill Fonts and Crystal Reports

The configuration of Bill Fonts option does not apply to Crystal Reports.
Crystal reports are self contained, i.e. their fonts are embedded within the
report, and therefore external to Governs administration.

To configure Bill Fonts in Govern Admin...

1. Select Parameters > System Registry Maintenance.

2.
3. Look for the Bill Fonts group.

. System Registry Maintenance

In the System Registry Maintenance form, select the Options tab.

I[=1E3

Govern Options eProfile eComponents | Connections | Login Setup | Credit Card
. [~ Default to Keep Parcel Activee in the Split/Merge function
| i e A [~ Default to Parcel are Vitual in the Split/Merge function
Farmula "rpt_range' Separatar [~ Full Audit Trail
¥ Encrypt the Social Security Mo. in the database ¥ Process Card on Load
¥ Encrypt the Federal Id Ma. in the database v DeedProcess
I Multimedia Levels by Year v Deed Transfer Dwner / Maiing
[~ Generate Account Mumber for Mame [~ Deed Transfer Dwner ¢ Mailing Checked by Default - .
- X Gua ‘} I Il e oa -.l . _/ —a— ’J“' Ass_ignf'em’y - [STFI. r e -
B s oa i st - EERT T  ST 3
! \
Host Name L (090 B o s Becoids |
! = N
User ID. Password Part el et
|25 Barcode Size Print.  Size Pict. Height
~CCR Setup [wasP a3l | |22 |22 |435
P t Method - = =
AL BT I J acR Size Size Pict. Height
MLE'SHE"d | [ [wasp oCR & =iz [10 f280
Arld Wb 1d Nald Postnet Size Size Pict. Height
Jo o Jo |PestaMetwork =l |12 |10 |2sn
Ny, Ju
Save | Exit |
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4. In the Bill Fonts group, configure the parameters as per your requirements.

Note: Barcodes and barcode readers are specialized in that users cannot
use any barcode font. Refer to the information supplied with your
reader or scanning system, to find out what fonts are compatible with

your system.

Configuring the USPS Barcode

To configure the USPS Barcode refer to the Getting Started release 10.7 user

guide.

CCR Setup group

Use the following parameters to
configure Centralized Cash
Receipting (CCR). See CCR
Setup on page 176 for more
information.

Payment Method: Select a
payment method that was
created specifically for CCR
transactions. See Validation
Tables on page 85 to learn how
to create a CCR Payment
Method. (Table:
VT_USR_CCTYPE)

User ID: Select a user ID that
has been defined for CCR from
the drop down menu. See User
Maintenance on page 60 for
details on creating a User ID;
you might choose an ID called

GOvern eProfile

Options

. System Reqgistry Maintenance

eComponents | Connections

[ Multiingusl

Formula "rpt_range" Separator
W Encrypt the Social Security Mo, in the database
¥ Encrypt the Federal Id ha. in the database
v Multimedia Levels by Year
¥ Generate &ccount Number for Mame
¥ Support of Muttiple Jurisdiction
v Support Biling Address Forwarding
I~ Add User Name and Current Date in Motes (Mema)
[w Fill Tax Map Mumber for External Recordset
[~ Legal Index hulti Format
¥ Checkin/Checkout for inspections
¥ Checkin/Checkout for Appraisors

gﬁ

1
o

— SMTP Setup
Host Mame
JSOLSTICE harrizcomputer com L
Lger ID. Pazzword Port
[ermartineau [rzmrasase [
Z \
—CCR Setup
Paymert Methad I CCR j
User Id | COR User =l
MCR
Al Bk Il Mz el
] o 0

SLAGK i &2

v

CCR Transaction Type. (Table: USR_USERFILE)

AR ID (for MCR): Enter an AR_ID that will be used for MCR (Misc. Cash

Receipts)

MB ID (for MCR): Type in the MB_ID for MCR (Misc. Cash Receipts)
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NA ID (for MCR): Enter the NA_ID that will be used for MCR (Misc. Cash
Receipts)

Connections Tab

. System Registry Maintenance !E
Options eProfile | eComponents) Connection| Login Setup | Credit Card | Integration
Databaze Connection for Crystal Reports ¥ Enable SOL Reporting Service
Databaze Server IMSGDVD EMO — Server Connection for SOL Reparting
5 th

Database Name [CMSDEMO | bl

Uisen 12 Igovem Authentification Type
PessiEE = indows Integrated Security

" Predefine Credentials

Uszer Mame Pazswmond Cromain

Fieport Folder

Cusztom Folder

Databaze Connection for SOL Reporting 5 ervice
Datasource Type [ atabase Server [atabase Mame
User 1D Pazsword
v UzeiNovah 'web Service URL — Deploy Ez [ClickOnce] Application Batch Shortcut
Uszer D I
Password I

Save | Exit |

Database Connections for Crystal Reports

Database Server: Enter the name of the database server that will be
accessed.

Database Name: Type in the name of the database that you are connecting
to.

User ID: Enter your user ID to access the database.

Password: Type your password to access the database.
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Enable SQL Reporting Services
P R

eComponents Login setup

—  [#.Enable S0L Reparting Service

— Sérver Connection for SOL Reparting
Server path

|http: Afeglfreportzerver

Authentifization Type

i Windows Integrated S ecrity
" Predefine Credentials

User Mame Password Domain

Fieport Folder

IHG overnF eport

Custom Falder

I.f'G ovemB eport

Database Connection for SOL Reporting Service

Datasource Type Database Server Database Mame
S0L server j |GOvona |SHN
Uszer ID Paszword

Igovem I xxxxxx

Wt e T e P ,.,__f_ﬁi_'.l

SQL Server Reporting Services (SSRS) is a database reporting solution that

is available with Microsoft® SQL Server® (Version 2005 and later). Govern
Version 9.5 and above offers support for SSRS.

Note: Users intending to use SQL Server Reporting Services (SSRS) must
ensure that the.NET Framework 2.0 or higher is installed on their PC.

Note: For full details on Govern for Windows™ implementation of SQL
Server Reporting Services (SSRS), refer to the “Documentation &
Standards for SQL Server Reporting Services” document.

Server Connection for SQL Reporting group

Server Path: Enter the full path to the SQL report server.
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Authentication Type

There are two (2) methods of authentication available when connecting to the
report server.

Windows Integrated Security: The Windows Integrated Security option is
typically used when the Kerberos authentication protocol is enabled, or when
the servers are all located on the same computer with Kerberos disabled. It
will pass the login of the current user accessing the report on the server. While
using this option, the windows account must exist on the SQL Server machine
in order to be able to access the database.

Click this option to use the Windows Integrated Security.

~ eComponents Connections Login setup

— |¥ Enable S0L Reparting Service

— Server Connechion for SOL Reporting
Semer path

|htt|:u:.a'.a'sqla'repnrt$ewer

Authentification Type

{* ifindows [ntegrated Securihg
" Predefine Credentials %

ger Mame Fazzword Domain

Repart Folder

L Gaeenglarean. " ;.rww"‘ r'ls

Predefine Credentials: Predefine Credentials should be selected when
additional access credentials are required for the server.

When the Predefine Credentials option is selected, fields to be completed
are....

» Username - Type in a username
» Password - Enter a password
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* Domain - Specify the domain that the aforementioned Username and
Password belong to.

j eComponents Connections Login setup

%—— |¥ Enable SOL Reporting Service

; — Server Connection for SAL Reporting
i Server path

£ Ihtlp:;’f’sqlx’reportsewer

Authentification Type

" ‘windows Integrated Security
- % Predefine Credentials

User Mame Pagzword Domain

A | | |

S Fepart Falder

LRI g O P g

Report Folder
Specify a report folder.

Custom Folder

Specify a custom report folder.

Database Connection for SQL Reporting Service

Datasource Type: Choose the datasource from the drop down menu;
options are:

e Oracle

e SQL Server
Database Server: Indicate the name of the database server.
Database Name: : Specify the name of the database that will be used.
User ID: : Type in a username.

Password: Enter a password.
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Configuration Parameters for iNovah Integration

New administrative parameters have been added to the Connection

tab of the System Registry Maintenance form. This allows entry of

parameters required for configuring iNovah integration. There are
new parameters to enable and enter the Web Service URL, User ID, and
Password used to access the iNovah system.

To use the iNovah parameters...

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

2. Click to select the Connection tab.

w. System Registry Maintenance

ePofile

Options

D atabase Connection for Crystal Report:

Database Server IMSGDVDEMD
Database Mame IEMSDEMD

Uszer ID |govemn

Password

Server path

Authentification Type

= Windows Integrated S ecurity

" Predefine Credential:

User Mame Paszword

Dromain

Report Folder

Custom Folder

Datazource Type [atabase Server

Databaze Connection for SGAL Repaorting Service

D atabase Mame

| ] |

User D

Password

v Lze iMovah 'Web Service LIRL

Uszer D I

Password I
Save |

’*Deplo}l Ez [ClickOnce] Application Batch Shortcut—‘

Ezxit |

3. Click to select the Use iNovah Web Service URL option to enable the

fields.
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MS Govern Batch (.NET) can be called from
GovBatch

The MS Govern Batch .NET application can be called from
GovBatch release 10.7. This will allow for users of GovBatch to
access Govern.NET batch processes.

Note: This functionality is only available to users that have obtained licenses
for Govern.NET and have the required applications installed.

Where to Find...: In Govern Admin.

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

In the System Registry Maintenance form, click the Connections tab (A).

3. Locate the DeplyEZ (ClickOnce) Application Batch Shortcut (B)
parameter.

|
. System Reqgistry Maintenance !El E
Govern Options eProfile | eComponents Connection| Login Setup | Credit Card | Integration
[ atabaze Connection for Crystal Reports A} E
Database Server IMSGDVDEMD Fae
Database Name [CMSDEMO |S erver path
W=l Igovem rAuthentification Type
Pessa I € Windows [ntegrated Securtby
! Predefine Credentials
Uzer Mame Password Cromain
— W S s o=—+=nogt Folder . - .
’ e ” ; / — ﬁ' —r" 4 .
| .. 1 )
User 1D Paszword
' ®)
Use iMavah Web Service URL Deploy Ez [ChickOnce] Application Batch Sharkcut
| ‘ |CMSDEMD_J><MTLN1_5QL\MSGDVBATEH\MSGovBatch.exe.appIication
. -
Save | Ezit |
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Login Setup tab

. System Registry Maintenance ﬂ E
Govemn Optiong eProfile eComponents Connections Login zetup
—Active Directary Configuration — Govern Login Settings
v Usze Active Directary I Limit Login Attempts
[v Request password double check: Number of attempts
|5
— SOL Administration Time before rezet [in minutes)
User Id
l— F [Ise this Eonnection |3U
[
far &ll [ sers
Pazzwaord [ Customize Attermpts Reached Meszage
I |Maximum login attempts exceeded; contact your system administratar,
Re-Enter Password

Save I Exit |

Login Setup tab parameters

Active Directory Configuration group

Note: It is critical that Active Directory is properly configured and
synchronized with Govern before selecting this option; failure to do so
can result in an inability to access your database. Refer to the Govern
Integration with Active Directory guide

Use Active Directory: Click this option to use Active Directory.

Note: When this option is not selected, the parameter to enter Users Inactive
Date will be inactive, i.e. this option is disabled when Active Directory
is not being used.
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Request password double check: Select this option if you would like to
enable password confirmation.

SQL Administration group

User ID: Enter your SQL Administrator user ID.
Password: Type in your password.
Re-Enter Password: Re-enter your password for confirmation.

Use this Connection for all Users: Click this option to indicate that all
users will be using this connection.

Govern Login Settings group

Number of Attempts to Access Govern

It is possible to set a maximum number of user access attempts in Govern. As
an administrator, it is possible to:

* View details of all successful and unsuccessful logins
* Clear the log files

» Create a custom error message for that will be displayed to the user.

Note: In order to use this function, it will be necessary to be logged in with a
valid SQL Administrator account password.

Limit Login Attempts: Click this option to limit the number of login
attempts allowed by the user. If not selected the user will have an unlimited
number of attempts.
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GOVErT) Options eProfile eComponents | Connections | Login Setup | Credit Card

—Active Directory Configuration

[~ Use Active Directory

[T | Request passwaord deuble check

—SGEL Administration

User Id

I— I Usze this Connection
faor all Usars

Pazsword

l—

Fe-Enter Password

—Govern Login Settings > 4

Mumber of attempt
IS
Time hefare reset (in minutes)

O

[~ customize Attempts Reached Message

.u---’h“ J*w‘,#r—'&“."r“‘fmJJ

Number of Attempts: When Limit Login Attempts is selected, enter the
desired number of attempts that will be given to the user to access Govern.

To set Number of Attempts:

1. Inthe Govern System Administration window Select Parameters > Edit

the System Registry...

Select the Login setup tab.

3. Inthe Govern Login Settings frame, click Limit Login Attempts to activate

the fields.

4. Inthe Number of Attempts field, enter the number of attempts that the user

will be allowed.

— Govern Login Setting:

Murber af attempts
|5

Time before rezet [in minutes]
|3EI

[¥ Custarize Attempts Reached Message

IMa:-:. attempts exceeded; contact pour Administrator

*.,-“1-‘\ "..,_.v"*-__\ »J bbbl

Uan
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Time before reset (in minutes): When Number of attempts has been
specified, and the user has failed to login successfully, this is the mandatory
wait time before the user can make another login attempt.

To set the Time before reset (in minutes):

1. Inthe Govern System Administration window Select Parameters > Edit
the System Registry...

2. Select the Login setup tab.

3. Inthe Govern Login Settings frame, if not already selected, click Limit
Login Attempts to activate the fields.

4. In the Time before reset (in minutes) field, enter the amount of minutes
before reset.

Customize Attempts Reached Message: Type in this field the message
that the user will see in the event of a failed login attempt.

Sample Message:
Maximum login attempts reached; contact your System Administrator.

Note: There is a maximum of 256 characters including spaces allowed in this
field.

To create a Custom Error Message:

1. Select Customize Attempts Reached Message,
2. Type a message of up to 256 characters in length, including spaces.
3. Click Save.

Manage User Login

As part of the enhanced security features of Govern, the Manage User Login
feature allows the Super User to administrate the Govern Login settings.
When a user has exceeded the maximum number of login attempts permitted
they will have to wait for the set number of minutes before the system allows
another attempt. Only an administrator is able to override the Time before
reset option.

The Manage User Login feature allows an administrator to reset any user
that has exceeded the system allowed number of tries.
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To access the User Login Management screen:

1. In Govern Admin select Parameters > Manage User Login...
7%

. User Login Management

D |User | Name| Total nurmber of tries| LastAccessl [ |
2 10422/2007 1:45:28 PM WIR{J

olusegun | fred

Remaove

2. Locate the user that has exceeded the maximum number of attempts in
the list.
3. Select the checkbox in the last column, click Remove to reset the user.

4. A confirmation screen will appear, click Yes to reset the user.
2%

i, User Login Management

D |L|SBI | Name| Total number of tries| Last.&ccess| [v |

2 1052242007 1:45:23 P FR‘J

:\!/-. Remove selecked login(s) ¥

—

oluzegun  fred

. '1’*_.,.,_.-&" ’-\-mM_,Q\ Mﬁ’r r "_“Jﬂ.

After the user has been removed from the list, they will once again be able to
attempt to access Govern with their same preset number of attempts.

Page 52 © 2013 MS Govern



Z
o2 MSGovern User Registry

Maintenance

User Registry Maintenance
Overview

Define default parameters at the user-level on the User Registry Maintenance
form. These parameters include user identification and the default language
by computer; default paths to the Help files, bitmaps, reports and query
definitions; GIS definitions; such as GIS link type, project, view and theme,
P_ID column name; Melissa data and the Document Locator External folder.
These parameters are saved to the SY_REGISTRY and USR_REGISTRY
tables.

Note: Certain parameters are also set on the System Registry Maintenance

form. Those set for the user have precedence over those set at the
system level.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Parameters > Edit the User Registry

wi. User Registry Maintenance

i+ LUszerld 7 Computer Mame |

Uzerld
|govern

Language
IEninSh =

[~ luttilincusl

gave B
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User ID: This field displays the current User ID.

Language: This field displays the default language defined for the current
user. To change the default language, select an alternate from the drop-down
list.

Multilingual: Select this option if you are supporting two or more languages,
for Govern functions; for example, if you are supporting English and French or
English and Spanish. You also need to set this option on the System Registry
Maintenance form.

Saving Parameters by User ID

Click Save to save the selected language for the displayed User ID. These
parameters are saved in the USR_REGISTRY table (KEY_TYPE = 1).

. User Registry Maintenance n E
| = Userld {+ Computer Name |
Computer Mame Address validation [~ Terminal Server PC
IgovDDB I j
Imaging Editor Folder Bitmap Folder
|C: ‘Program Files\Adobe\bdobe Technical Communicsti ... Ilc:\.Governl'l O&'Bitmap I
Reports Folder Custom Reports Folder
|C:\.Govern15‘tandardReports IlC:\.Govern\.CustomReports I
Cn-Line Help Folder G5 Query Definition Folder
| uzovernil 06 \Help ||C:1.Gnvern11 DEWISEUEHes |
Guery Defintion Folder Document Locator External Folder
|C:\.G0vern\.GeneraIScripts I
POF *iewer AltoCad Viswwer
|C: ‘Program Files\Adobe'Adobe Technical Communicatih ... Il I
1S Link Type helizsaifddress Data Folder
I j |C:\.Govern\ndelissaData I
Default GIS View F_ID Column Mame
|parceI_ID
Default GIS Themes Arcyiewy § Project (*.mxd)
|Parcels| | -
Log Files Folder

Saving Parameters by Computer Name

Click Save to save a new User Registry Maintenance setup, or modifications
to an existing one, for the current Computer Name to the USR_REGISTRY
table (KEY_TYPE = 2).
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Computer Name: This field displays the current Computer Name.

Address validation: Select an Address validation application

option from the drop down menu. Available options are Melissa or

iAddress. To specify no verification application, leave blank this
parameter blank.

Terminal Server PC: Select this option if you are running Govern through a
Terminal Server on a network. An identification label is automatically assigned
to each terminal. This is made up of the user ID appended to the terminal
server name. Four digits are reserved for the user identification and 11 for the
server name.

Use Melissa Data: Select this option if you are using Melissa address
verification.

Entering User Registry Maintenance Paths

You can now select the drive and directory to define the required
paths for the User Registry Maintenance information

Note: You can enter Universal Naming Convention (UNC) commands for the
path information instead of entering a map to the drive. Enter double
backslashes for the server name and single backslashes to identify
the directories; i.e., \\servername\path.

Bitmap Folder: Enter the path for the Bitmaps folder. To select the path,

click Then, select the drive and directory. The full path is displayed
along the bottom of the form. Click OK
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. Find Directory 1 ]

UNC Path |

IQC: j
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aGovern

=

. D Button
(L] Other
D Repart

D Treeview

|C:lGovern11 OE"Bitmag

Ok Exit

Imaging Editor Folder : Enter the full path to the Image Editor.

Note: Once a valid path is entered, the Imaging Editor option will be
enabled on the Tools menu in Govern.

GIS Folder & Scripts (or ArcView 8 Project (*.mxd)):

If you are using Arcview 8.x or Arcview 8.x with Tax Map #, enter the path as in
the following example:

c:\Govern\gis\gis\govern31.mxd

Otherwise, enter the path as follows:

GIS=C:\ESRINAV_GIS30\ARCVIEW\BIN32\arcview.exe c:\Govern\
gis\gis\govern.apr govern,govern
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Reports Folder: Enter the path for the Reports folder. These are the
standard reports included in the Govern package.

Note: Before setting up your directory paths to the standard reports, on the
System Registry Maintenance and User Registry Maintenance forms,
ensure that you open the directory for your state and copy the reports
to the Standard Reports directory. See Appendix A: Standard
Reports on page 320 for details.

Query Definition Folder: Enter the path for the Queries folder.
Online Help Folder: Enter the path for the On-Line Help folder.

PDF Viewer: Enter the full path and executable (.exe file) for your PDF
Viewer, in order to display PDF files, directly from the Multimedia Information
and Multimedia by Name functions, in the specified viewer. This path can also
be defined on the System Registry Maintenance form.

AutoCAD Viewer: Enter the full path and executable (.exe file) for your
AutoCAD Viewer, in order to display AutoCAD files, directly from the
Multimedia Information and Multimedia by Name functions, in the specified
viewer. This can also be defined on the System Registry Maintenance form.

Melissa / iAddress Data Folder: Depending upon your choice
for an address verification application, enter the path to the Melissa
DATA or iAddress folder. This is important if you are running
Govern offline. SeeOption to Use iAddress for Address Verification on
page 59.

Note: You should enter the path to the data folder in the System Registry
Maintenance form.

If you are including MelissaDATA'’s Residential Business Delivery Indicator
(RBDI) add-on with your existing Melissa Address Verification service, place
this in the same directory. Refer to the Property Control guide for details.
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GIS Link Type: Select the GIS Link from the drop-down list or leave this
field blank to use the default GIS link type set on the System Registry
Maintenance form.

GIS Link Definition

ArcView 8.x ArcView 8.x application

ArcView 8.x Tax Map # ArcView 8.x application with search by Tax Map
Number

JMap Kheops application

Maplnfo Maplnfo application

Horus Kheops application

No None

Test Test

Yes ArcView 3.3 Application

P_ID Column Name: After entering the GIS View and Theme, enter the
P_ID column name, associated with the shape file to be used with the GIS
application. When the application is loaded, the records in this column,
matching those in the current recordset are highlighted.

Tax Map Column Name: After entering the GIS View and Theme, enter
the Tax_Map column name associated with the shape file to be used with the
GIS application, if you are using ArcView 8.x with Tax Map Number. When the
application is loaded, the records in this column, matching those in the current
recordset are highlighted.

Default GIS View: If you have selected ArcView 8.x GIS link type, then you
must enter the GIS View to be used as the default.

Default GIS Theme: If you have selected ArcView 8.x GIS link type, then
you must enter the GIS Theme to be used as the default.

Bitmap Folder: Enter the path for the Bitmaps folder.

Custom Reports Folder: Enter the path for the Custom Reports folder.
Custom Reports are created specifically for a client or by the client.
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Document Locator External Folder: Specify the path for the external
multimedia directory.

Option to Use iIAddress for Address Verification

If you wish to use the iAddress address verification application, you
must select the iAddress option under Address Validation in the
User Registry Maintenance form.

Note: A user license for the iAddress application is required.

To specify iAddress as an address verification application in Govern Admin...

1. Select Parameters > Edit the User Registry...; in the User Registry
maintenance form, click the Computer Name option (A).

w. User Registry Maintenance A ﬂ E L
| " Userld s Computer Marme |
Address validation [~ Terminal Server PC

Computer Mame
IgovDDB

|

Imaging Edlitar Folder Bitmap Folder

I Aelissa [ I I
Reports Folder \ k y Custom Reports Folder

On-Line Help Folder GIS Guery Definition Folder

]C:\Govern\1 OE'Help
Guery Definition Folder Diocumer it Lorator External Foldar

Select the iAddress option from the drop down menu; click Save.
From the menu, select Parameters > Edit the System Registry...

4. In the System Registry Maintenance form, manually enter the path to the
iAddress data folder (B) or click “...” to navigate to the target directory.

i, System Registry Maintenance !El E L
Govern Options eProfile eComponents | Connections | Login Setup | Credit Card

—Path Information
Bitmagp Folder Windows Imacing Editor Folder
CGovernt] 08'Bitmagp _I IC:WNDOWS\SYSTEMSQ\mSpaim.exe
Help Files Folder AutoCad Wiewer

CSovernt] 06Help

Reports Folder
CGoverniReports

Custom Reports Folder
CGovern'Demo data'Reports_custom
GIS Guery Defintion Folder
CoGovermDemo datalGlSaueties
Guery Definition Folder Level Il Multimedia Document Path
CWGoverniDemo data | Ic:\Govern\Demo dataihutimedia
Inspection Templates Level Il Multimedia Document Path
*‘Ei@*mlfuwv ; ? ertionTemplates "_ 'I-D 'ernw“‘wi"‘ o . ._.._'—0—"

evel | Muttimedia Docu Pty
| cGovermDemo databutimedia

g gty Ay

3
3
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User Maintenance

@_@l Overview

The User Maintenance form is used to maintain user data. In this form form,
you can create new users, set access rights, or remove user profiles that are

no longer active.

This form also includes a tab for setting access rights to the Mass Appraisal
Validation Tables. Refer to the Mass Appraisal General Information guide for

details.

To access this form, from Govern’s main screen, select Tools > System
Administration (Govadm32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications

5. In Govern Admin select Setup > User Maintenance

W&, User Maintenance 2]
File Edit Help
General 1 M, Tables Security )
User-Id |0|aniyan0 Pazsword Iu*uu Iy
Mame

|Segun Olaniyan

Group of Users

]

A groups

Access Type

" Administratar SR

ihpp

o Denattmant = Inguiry Oy
il DTt IZoning Board of Appesls jil ') Sy s Delete
E-tnail Adcress Languzace = LUser
|0Ianiyano@msgovern.com IEninsh j Browse
Inactive Date Inttials v Enable Outlook Scheduling
| | v Lite User Exit
Allove Creation of [+ Disable Editing On Guery by SEL
’]7 Parcels [ Names [ Flags ‘ ¥ Access to Inspection Web Services
—durisdiction —Dataset Source
Outremaonit Business License
Towen of Mourt Royal Conzent/Subimizsion
Yilla Maria El External System 2
Westmournt GI= Search
Inspections
Mame and Address
& Mone i
Offenzes
| : |
I MI 4 |Ed'rting Existing Record (111) b M
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User Maintenance Command Buttons

Creating a User: Click New to clear the form and create a new user profile.

Saving a User Record: Click Save to save a new user profile or
modifications to an existing one.

Deleting a User: Click Delete to remove the current user record.

Browsing User Records: Click Browse to view a list of the existing user
profiles.

Exit: Click Exit to close the form. A confirmation message appears if there
are any unsaved modifications.

User Maintenance Parameters

User ID: Enter the user identification required for login.
Password: When Govern is installed as client/server, the user ID and
password from the server are used and a password is not mandatory. If a

password is to be used, it is encrypted in the database and is not displayed on
the screen.

Name: Enter the full name of the user.
Group of Users: Select a group for the user, if required.

Note: A user can be a member of a single group only. If a user is already a
member of one group and you add the user to a second group, the
user is automatically removed from the first group.

Note: User access rights override group access rights.
Creating a Group of Users

1. Click the £l button to the right of the Group of Users list box. This opens
the Group Validation Table Header form.
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2. Create the group as defined under Creating a Group on page 75.
3. Add users to the group by selecting them from the drop-down list.
Note: A user can be a member of a single group only. If a user is already a

member of one group and you add the user to the selected group, the
user is automatically removed from the first group.

Primary Department: Select the Primary or default department for the
current user. The primary department is important for the following reasons:

» This department is automatically selected when the user launches Govern.
Note: If you are using ArcView® with Govern, users need to be assigned a

Primary Department, in order to launch Govern directly from the GIS
application.

» The default fiscal year of this department is used by default in Govern
Admin and Govern Batch Processing.

Note: Once the default year is changed, using the Set Default Year option in

the File menu in Govern Admin or Govern Batch Processing, the
application uses this year instead of the default.

Creating a New Department

Open the Department Setup form, in order to create a new department or

make a modification, click the _£| button. See Department Setup on page 101
for details on this form.

E-Mail Address: Enter the user’s e-mail address. This e-mail address is
used in the Messaging System function within the Permits & Inspections sub-
system.

Language: Select the default language for the current user.

Inactive Date: Enter an expiration date for the account; i.e. the date after
which the account is no longer active.

Initials: Enter the initials of the user; use a maximum of three (3) letters.
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Enable Outlook Scheduling: Select this option to link Microsoft®
Outlook® to the Inspection function for scheduling. Inspections can be
automatically added to the Outlook Calendar or Task List. Refer to the Permits
& Inspections guide for details.

Lite User: Select this option to designate the user as a Lite User and limit
access to options on the Property Control Search screen. The following
screen is used in place of the screen.

o
[ Include Inactive Properties [ Search Using the Mailing Index
% TaxMap Numlbi I_ I_ rlﬂward Search [~ Backward Search | New |
= Subdivizian / Lot = Alternate Parcel 1d.
I I I Browse |
[~ " Property Location From House Mo, [74 To House Mo, I—
Diirection Street Mame Street Type Diirection
I ll |Quen IStreet j I j g |
[ " Owner Status Last or Company / First / Initial Tupe of Hame ~
ICunent ;I | I ;I
[~ " Site Name [~ Project Froject Code [~ Zoning & Districts

| | | [ Leaal Infarmnation

— Reset Department Recordzet Source

" Ewxternal System (" GIS Search = Inspections = Mame and Address
= Mone  Offenses £ Personal Property = PmdLic. by Names
= Pm/Lic./Cert by Prop. €% Froperty Control {~ Public Heraings = Guery by SOL
£ Ltility Billing 7 ko

Disable Editing on Query by SQL: Select this option to restrict the
selected user from modifying or deleting SQL queries on the Query by SQL
function in Govern. The user will be able to select and execute stored queries
but unable to make changes, to create new queries or to select queries from
another file. The Edit box, Retrieve SQL and Save SQL buttons are disabled:
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Select APPRAISED_MALUE fom Ma_MASTER _;l

Hetneve SHL

Execute SGL |
Exit |
|

Stared Clueries:

Reset Department Recardset Source

(™ Extetnal Systern (™ GI5 Seach (" Inspections (" Mame and Address
(" Naone " Offenses (" Personal Property " PrdLic, by Mames
" Pro/Lic./Cart by Prope ™ Propsrty Control " Public Hearing & Ouem By Sl

1 Utility Biling ™ whorkfow

Note: User with Super User or administrator rights can run Action or
Selection queries, from this function. Other users can run Selection
gueries only. See Selection Queries and Action Queries on page 216
for details on queries.

Access to Inspector Web Services: Select this option to allow the
selected user to have access to the Mobile Inspections web services.

Access Types

There are four (4) user access types in Govern: (Table: VT_SY_USR_TYPE)

Access Type
™ Administrator

£ Ingguiry Cnly
{* Super user
= User

» Super User: giving the user access to all functions, all forms and all
features, including the system tables.

Note: Super User Access must be used with caution. Improper use may
harm the integrity of the software. For security reasons, User
accessibility should be limited.
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* Administrator: giving the user access to all menu options with the
exception of the system tables. This type is recommended for the System
Administrator.

» User: gives the user access to the functions and forms assigned by an
administrator or Super User.

* Inquiry Only: offers the user view-only access to the functions and forms
defined by an administrator with Super User rights. See Inquiry Only User
Access on page 65.

Inquiry Only User Access

You can set Inquiry Only access for users or clients who need to view, but not
modify data.

A different license can be purchased for these users. This information is
displayed on the Govern Admin About box, available through the Help menu.

About Govern Admin

Govadm32 version 1055
? h‘ Database Yersion 1050002

(L]
Copyright ©2009

M S G ove |" n Technical Support 1-800-561-8168
Mamagement Solutiond lor Gawermmen!

Thiz product is icensed to:

hlr. Govern

Sauthampton - Test

Serial Number 150090-18536565864-622168
Licensed for

3 Full Licenzed Users

1 Inguiry Only Users

System Info... |

See the following sections for more information on user access:

e Department Setup on page 101

* Functions Setup on page 123

* Menu Security Setup on page 72
» Groups of Users on page 74

« Dataset Source Setup on page 98
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* Providing Access to a Jurisdiction on page 76

Super User and Full Access Rights

When you set user access rights to the functions, there are also four levels of
Access Types:

* Full Access Rights

* Create Modify and Delete
» Create and Modify

* Inquiry Only

The following table lists the permissions, by function, that are available only to
Super Users and to those assigned Full Access Rights to the specified
function.

Note: Super Users are automatically assigned Full Access Rights to all
functions.

See Functions Setup on page 123 for more information on assigning user
access to the functions.

Function Full Access and Super User Rights

A/R Inquiry Add notes and payment plan information
Modify Due Dates with removal of a protest flag

Reapply Payment Plan Distribution records and
recompute Summary Record Card data

Recalculate penalties and interest

Modify ACH Information

ACH Information Modify the Prenoted option, on the ACH Information
by Name function, that indicates the account was
included in the Prenotification batch process.

Modify the ACH Information selected for the Real
Estate and Utility Billing Mailing Indexes or Personal
Property, Motor Vehicle, Boat and Aircraft Excise Tax
Maintenance functions. The ACH Information
selection option is visible only to users with Full
Access Rights to these functions.
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Full Access and Super User Rights

Historical Year

Modify data in Historical Mode

Inspections

Modify an Inspection record with Completed status.

Name and Address
Maintenance

See Department Setup on page 101 for information on
access rights for name and address records.

Payment Data Entry

Modify or override interest charges.

Permit, Workflow and
Offense functions

Modify the Permit, Workflow or Offense Number
even after the permit is completed.

Delete the Historical flag, after it has been set.

Property Location

Delete all property location records, even sequence 0
records

Query by SQL

Execute Action Queries. Other users can execute
Selection Queries only.

Real Estate and Utility
Billing Mailing Indexes

Modify the Mortgage company record.

System Activities

Delete an Activity.

System Tables

Delete System Tables (Super Users only)

Allow Creation of...

group

Select the following options, as applicable, to provide security for property and
name and address records. See Privacy / Restrictions for Names group on
page 105 for full details on protecting name and address records:

» Parcels: Select this option to permit the user to create new parcels.
Otherwise, deselect the option.

* Names: Select this option to permit the user to create new name and

address records. Otherwise, deselect the option.

Flags: Select this option to permit the user to add and remove messages
to and from property records. Messages can be set up for the department
or for the organization, using the Department Flag and Global Flag
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options in Govern. The message is then viewed by all members of the
department or organization, when accessing the record.

Note: Messages can also be added to a property through the Accounts
Receivable Inquiry function. Refer to the Accounts Receivable guide
for detalils.

Jurisdiction

A Jurisdiction is a defined area that a user has power or authority to apply the
law; to grant the user access to a jurisdiction, select the jurisdictions, from the
lower drop-down list. This list box contains the jurisdictions created in the user
validation table, VT_ USR_JURISD.

Note: This feature is enabled only if the Support of Multiple Jurisdictions
option is selected on the System Registry Maintenance form.

Note: Only a Super User has automatic access to all jurisdictions.

You can also set user access rights by jurisdiction. For example, you can grant
Full Access Rights to some jurisdictions and Inquiry Only access to others.
Previously, you could only grant or deny access. Now, you have four levels of
access rights:

* Full Access Rights: The user can view, create, modify and delete data
including the historical data for the specified jurisdiction.

* Create, Modify, Delete: The user can view, create, modify and delete data
for the specified jurisdiction.

* Create and Modify: The user can view, create and modify data for the
specified jurisdiction.

* Inquiry Only: The user is only able to view the data in the specified
jurisdiction.

To grant access rights to a jurisdiction:

1. Select the user record you want to modify.

2. Select the jurisdiction from the Jurisdiction drop-down list.

Page 68
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r Jurizdiction

Flateau Mont Royal
Westmount

3. Highlight the jurisdiction in the list box.

4. Click S to open the Access Rights screen.

0ld Montrea

—dcoess Tope

(" Create, Modify Delete
" Full access rights

% [nauiny anly

" Create and Modify

QK LCancel

5. Select the applicable Access Type from the list.
6. Click OK.

7. Repeat steps 3 to 6 for each jurisdiction the user can access.
To remove all access rights to a jurisdiction:

1. Select the user record that you want to modify.
2. Highlight the jurisdiction in the list box.
3. Click R.

You can also set up group access rights to the jurisdiction using the Group of
Users form. See Groups of Users on page 74.
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Dataset Source

This list box displays the Dataset Sources the user can access in order to
retrieve records. Select additional Dataset Sources, from the drop-down list,
(Table: VT_SY_APPL). Click Save after you have made your selection(s).

For more information on Dataset Sources, see Dataset Source Setup on
page 98.

Removing a Dataset Source: To remove a Dataset Source, highlight it in
the list and click R.

Dataset Source Access by User and Group: Highlight a Dataset
Source in the list box and click S, to view lists of the users and groups who
have access rights.

GIS Search

=

|tzerg Groups
AzgezIors

Gowern Super Lzer
Jane Cormack
Syztern Administration

| =] il
Bemove | Exit |

The selected Dataset Source is displayed in the list box on the left.

Users: This list box displays the users with access permission to the current
record.

Selecting Users: To provide additional users access to the selected
Dataset Source, select them.

Groups: This list box displays the groups with access to the Dataset Source.

Selecting Groups: Select the groups from the drop-down list or click 2l to
open the Group validation table and create a new group. See Group Validation
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Table on page 75.

Note: User access rights override group access rights.

Removing User or Group Access to the Dataset Source: Select the
users or groups in the applicable list and click Remove.
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Menu Security Setup

@_@l Overview

Launch the Menu Security Setup form to set access rights to the forms and
features in Govern Admin.

Note: You need to set access rights for users assigned User Access Type
rights. By default Super Users and Administrators have access to all
Govern Admin forms. See Access Types on page 64 for full details.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Menu Security Setup

i, Menu Security Setup 7 x|

File Parameters | Sgtup  Tools

User Maintenance. ..
Select the user(s Menu Security Setup, ..

that they will et Global Field Validation Mask. ..

4 uffant yalidation Table... - Grant Access to Al Menu tems |
dministrative A o
Al Tuzzolo Property Control Walidation Table. ..
Alfred Tumbarellc
Alfred Tyczkows Dataset Source Setup... Remove &ccess from Al Menu ftems |
Alice Maweyer Department Setup...
Allizon Franklin Functions Setup...
i:?;nr;:ﬁzsrﬁn Budit Trail & Daka Duplication Setup... | 5SS I
Andrew Watzon Audit Trail ADMIN Setup. ..
Annette Avell audit Track Global ID... .
Annette DesRoct Bill Messages Setup. .. ;I Ext |

Lists & Crystal Reports Setup. ..
Lists & 3qgl Reporting Setup. ..

User Text Maintenance. ..
Process Flow Wizard Setup...

Scanners Parameters Setup, .,
ICVerify Setup...
GIS Component Setup..,.

External Application Setup. ..
Formula Editor. ..

Logical Expression Block Editor.,.,
Constank Editor. ..

gL Definition Setup, ..

Queries by S0L Setup. ..
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Granting and Restricting Access to the Batch Forms

To grant or restrict access to a Govern Admin form:
1. Select the user or users from the list box.

Tip: You can select as many users as you like at the same time. To select a
number of users that are listed consecutively, select the first user, then
hold down the Shift key and select the last in the list. If the users are not
listed consecutively, hold down the Ctrl key while selecting them. To
deselect a selected user, hold down the Ctrl key and reselect the user.

Select the menu, where the form is listed.
Select the form to grant access. Deselect it to restrict access.

The user has access to all forms and features that are selected on
¥ the menu.

Click Save.

Click Exit to close the form.

Click Grant Access to all Menu
Grart Access o Al Mend ems | Items to grant the selected users
access to all features and processes
in Govern Admin.

Tip: To restrict access to specific forms, you can open the menus and
deselect the forms.

Click Remove Access to all Menu
Remove Access from Al Menu fems | Iltems to block the selected users
from all forms and features in Govern
Admin.

Tip: To grant access to specific processes, you can open the menus and
select the forms.
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Groups of Users

Overview

Define groups of users and set access rights on the Groups of Users form.
Enhance security by setting permissions by jurisdiction.

Note: In Govern, a user can be a member of a single group only.

To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Group of Users

. Group of users

GroLp

* Al groups
Assessor Data Entry
Assessor lefll:E-'

Assessor s Admin
Azsezsars Clerical
Aszezsors Inguiry

Users

Adlin Auffant

Carlo Devivao

Chris Flowers

Christine Higginzs-Franzese
Ed Deyertmond

James Mogoey

James Perini

—Mass Appraisal Validstion Table Type ———————————

I+

| Building Use Code
Cnmparable Sales

Cnmparable Sales tems
Carrelated Yalues Distr.
Deprecistion Table
Dravving Ares

Income Added kems

J=11

L] L&

II+

Group: The Group list box displays all the groups that have been defined in
the system. When you select a group in this box, the group members are
displayed in the Users list box.

Users: The Users list box displays all the users who are members of the
selected group. To add a user to this list, select the user name from the drop-
down list. To remove a user from the list, select the user and click R.

Page 74
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Groups of Users

Jurisdiction: The Jurisdiction list box displays the jurisdictions that the
selected group can access. To provide access rights to a jurisdiction, highlight
the group, then select the jurisdiction from the drop-down list.

Note: The Jurisdiction list box appears only if the Support of Multiple
Jurisdictions option is selected under the Options tab of the System

Registry Maintenance form. See System Registry Maintenance on
page 16.

Creating a Group

Click the _£| button to open the Group Validation Table Header form and
create a group.

Note: Individual user access rights will override group access rights.

Group Validation Table: From the User Maintenance function, Group of
Users field, click the £l button to open the Group Validation Table and create

anew group.
i, Yalidation Table 2| x|
General I Add Info |

Takle Mame Year Blen |
Joroup I
Save |
Cocle
IAssessor Delete |
Short Desc.
Jassessar office

Long Desc.

IAssessor office

Full Desc. ;I —
=
I HI 4 IEditing Existing Record (7/35) kM

Table Name: This field displays the Validation Table Name Group.

Year: N/A
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Code: Enter a code to identify the group in the database.

Short Description: Enter a short description. This is used for fast data entry
and look-ups where space is limited on forms.

Long Description: Enter a long description. This is displayed for look-ups,
on forms and normally used for reporting.

Full Description: N/A

Providing Access to a Jurisdiction

To provide access to a jurisdiction for a group:

1. Highlight the group in the Group list box.
2. Select the jurisdiction from the drop-down list in the Jurisdiction list box.
3. Click Exit.

For details on granting access to a user, see User Maintenance on page 60.

Setting Security Access Rights to a Jurisdiction

You can set specific access rights to each jurisdiction for the group. For
example, you can grant Full Access Rights to some jurisdictions and Inquiry
Only access to others. Previously, you could only grant or deny access. Now,
you have four levels of access rights:

* Full Access Rights: The group can view, create, modify and delete data
including the historical data for the specified jurisdiction.

» Create, Modify, Delete: The group can view, create, modify and delete
data for the specified jurisdiction.

* Create and Modify: The group can view, create and modify data for the
specified jurisdiction.

e Inquiry Only: The group can only view the data in the specified
jurisdiction.

To grant access rights:

1. Select the group in the Group list box.

2. Select the jurisdiction from the Jurisdiction drop-down list.
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r Jurizdiction

Flateau Mont Royal
Westmount

3. Highlight the jurisdiction in the list box.
4. Click S to open the Access Rights screen.

0ld Montrea

—dcoess Tope

(" Create, Modify Delete
" Full access rights

% [nauiny anly

" Create and Modify

QK LCancel

5. Select the applicable Access Type from the list.
6. Click OK.

7. Repeat steps 3 to 6 for each jurisdiction the group can access.
To remove all access rights to a jurisdiction for the group:

1. Highlight the jurisdiction you want to remove in the Jurisdiction list box.
2. Click R.
Note: If you select a user from the Users drop-down list, the user is added to

the selected group and removed from the group in which the user was
previously a member.

You can set access rights to the jurisdiction for an individual user on the User
Maintenance form. See User Maintenance on page 60.
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Global Field Validation Mask

Overview

With the Global Field Validation Mask function, you can define a set of Field
Masks that can then be applied to fields in Govern for Windows functions.
Applying a field mask automatically formats the data entered in the field
according to your pre-set pattern. For example, you can define a pattern for
phone numbers and apply it to the Telephone fields in Govern. Then, if the
user enters 18005618168, this is automatically formatted as 1-800-561-8168.

Use this function for phone numbers, postal or ZIP codes, Tax Map Numbers,
Social Security Numbers, etc.

To apply a field mask, follow the instructions under Field Setup Mode on
page 217.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Global Field Validation Mask

. Pattern Name Mainktenance ﬂ
Marme jiparcel
Field Mazk |###-EIEIEI-DDD-ddd-ZZZ-###-DD
|4 | 4 |Editing Existing Record (2M2) 3 | Hl
[y | Save I Delete Browse | Exit |

Creating a Field Mask: To create a new field mask, click New.

Saving a Field Mask: Click Save to save a new field mask or modifications
to an existing one to the USR_FIELDS_MASK table.

Deleting a Field Mask: Click Delete to delete the current record.
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Browsing Field Mask Records: Click Browse to view a list of the existing
field masks.

Name: Enter a name for the field mask. This appears in the drop-down list
that is displayed when you apply the mask. See Field Setup Mode on
page 217 for details.

Field Mask: In this parameter, enter the text string that will be used for your
field mask.

Note: You can enter a maximum of 64 characters in this parameter.

The following tables list the symbols that can be used in field masks. The
second table lists symbols that can be used for Tax Map Numbers only:

Valid Masks for all Types of Fields

Symbol | Description

# Numeric value. Exact number of digits must be entered as
defined in the “New Database Field Creation”.

You can use the “-” (Dash) to separate the values.

9 Numeric value left justified compressed with trailing zeroes.
0 Numeric value right justified compressed with leading zeroes.
> Alpha & Numeric values. Alphabetic characters must be in

uppercase. If only ONE “>" is entered, then the number of digits
entered can be LESS than defined in the “New Database Field
Creation” Size.

Otherwise, the exact number of characters must be entered as
defined.

You can use the “-" (Dash) to separate the values.

< Alpha & Numeric values. Alpha in lowercase. If only ONE “<” is
entered, then the number of digits entered can be LESS than
defined in the “New Database Field Creation” Size. Otherwise,
the exact number of characters must be entered as defined. You
can use the “-” (Dash) to separate the values.
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Symbol

Description

Alpha character in Uppercase. Number of characters entered
must be as defined in “New Database Field Creation” Size.

You can use the “-” (Dash) to separate the values.

Used to separate different possible masks in the same pattern
also used as an OR clause. Note that this character is not valid
for Tax Maps and Lot Numbers.

Alpha and numeric values as entered, both uppercase and
lowercase. You can use the dash, — to separate values.

Leaves a blank space before the next series of characters, in the
same text box.

EXAMPLE:

A zip code can take two (2) formats, five (5) digits, or the extended “ZIP +
4" format. A pattern for these formats could be presented as:

HHHHANM -1

Valid entries for this pattern would be 90210 OR 20037-8001. Note the
use of the caret “*” for the logical OR.

Valid Masks for Tax Map and Lot Number Fields Only

Tax Map and Lot Numbers are special fields that are identified with the
following names respectively, *parcel and *lot. These are default system
reserved names that are used for searches. The field mask pattern can be
modified, but the names cannot.

Symbol

Definition

d

Numeric value left justified compressed without trailing
zeroes.

The “d” is not to be confused with the “9” mask used for all
types of fields. The trailing zeroes are not saved within the
database.
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Symbol | Definition

Z Numeric value right justified compressed without leading
zeroes.

The “Z” is not to be confused with the “0” mask used for all
types of fields. The trailing zeroes are not saved within the
database.

Displays the next series of characters in another text box
with the period in between. This character is used as a
separator.

Displays a single “.” Inside the series of characters, within
the same text field. This character is used as a separator.

Displays the next series of characters in another text field.
This character is used as a separator.

- Displays a “-” (Dash) inside the series of characters, within
the same text field. This character is used as a separator.

Note: If you are applying the Tax Map Number type field mask to added
fields, and those added fields appear on a secondary tab or divider,
you will need to reposition the text boxes using the Object Dragging
Mode feature. See Object Dragging Mode on page 215.

Validation Masks and the Database

To better understand how the Govern system processes Tax Map and Lot
Numbers, we can look at the following example. If we look at the setup of the
following field mask, we see the following in Govern Admin.

m. Pattern Name Maintenance

Rlame I*parcel o
Field Mazk [###-399-000-clccl- 2 7 7-#4-00 ’O
|4 A |Editing Existing Record (2127 » | )II
ey | Save I Delete | Brovvse | Ezxit |

The *parcel mask has a pattern of...

###-999-000-ddd-ZZZ-###-00
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### - This indicates that exactly three (3) numeric characters must be
entered

999 - The “9” indicates that a numeric entry must be made, up to three (3)
characters. If three characters are not entered, any entry will be "padded”
with leading zerao’s; i.e. a user entry of 7 will result in 700 being entered, or
12 will result in 120.

000 - The “0” indicates that a numeric entry must be made, up to three (3)
characters. If three characters are not entered, the entry made will have
zero’s added to it or "padded" with trailing zero’s. i.e. a user entry of 5 will
result in 005 being entered, or 14 will result in 014.

ddd - As indicated earlier, the “d” denotes that a numeric entry of a
maximum of three (3) characters, must be made. If less than three (3)
characters are entered, any existing entry will be “padded” with trailing
zero's. What differs this character from the use of “9” is that when it is
stored in the database, the trailing zero’s are stripped out; i.e. 100 will be
stored as 1, or 450 will be stored as 45.

Z7ZZ - These characters indicate that a numeric entry of a maximum of
three (3) characters must be made, if less than three (3) characters are
entered, any existing entry will be "padded" with leading zero’s. What
differs this character from the use of “0” is that when it is stored in the
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database, the leading zero’s are stripped out; i.e. 009 will be stored as 9,
or 073 will be stored as 73.

SOLQueryZ. sgl...govern (123))*] - o
SELECT PC_PARCEL.P ID, T
FC_PARCEL.TAX MAP, I—
PC_PARCEL.TAX MAF UFHT
FROM PC_PJLRCEL
THERE F_ID = 1906‘1' —
-
1|~ Ifi\! 1 2 | _'I—I

1 Fesuls | 3 Messages i;‘ ;>\h\

PID | Tax Map 7 | Tax_Mar_LFMT ” |
1 [ 19064 | 111-100-001-14-111-01 1111000011 0000111 101

(D Query exeruted succ... | CARRERAYDEY2005 (3.0 52) | govern (126) | cMSDemo | 00:00:00 | 1 rows

Note: If look at the entry of the P_ID in the database, we see that the Tax
Map is stored in two (2) columns in the database, TAX_MAP and
TAX_MAP_UFMT. The d and Z mask entries are saved with the dash
“-” separator in the TAX_MAP column, but the trailing and leading
zeros are removed. In the TAX_MAP_UFMT column, the d and Z
mask entries are saved with the trailing and leading zeros, but the
dash “-” separators are not saved for the entire entered sequence.

» ### - Exactly three (3) numeric characters must be entered; there will be
no padding with leading or trailing zero’s.

* 00 - A numeric entry of up to three (3) characters must be made.
* - -Dashes act as separators.
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The shortened format for the “d” and the “Z” characters are used when
indicating Tax Map and Lot numbers in, Reports, the Summary Record Card
function, Labels, and Formatted Tax Map fields.

&, Pattern Name Maintenance 7| x|

Mame I*parcel

Field hask I###-SQS-UUU-ddd-ZZZ-###-UU

I |1| 4 IEd'ning Existing Record (212 » I NI

hlasns I Saua I Malata I Browse | Exit |
i (1) Treasurer/Collector's:Assessor's Dffice.Parcel Information
General I Hotes / A\ ]
Tax Map Mumber “ear Effective Year Inactive
it - oo - for - fiwo - oot - frin - T e | =
T Section Block Lat

|\u’\lﬂ|izPark” [ - o - T

#/(1) Treasurer;/Collector's:Assessor's Dffice.Summary Record Card

hdap Mumber D g . -
|1 BTV
Simmany Record! T

Govern Demo

Tax Map # 111-100-001-1-1-111-01
Parcel Id 19064

hinor Subdivision Mame

orth Sea

Susan Telesco (Trustee) Since Nov 2000
150 Via Bellaria

Palm Beach, FL 33480

Class 210 Cne Family Res (Mo Wster) Roll Section 1 Taxahle
Mihid 160200 160200 Morth Sea Schoal District 473606 Southamptan
Zoning CR200 CR200 - Courtry Residence Size Total 055 Acres
F 2010

i Ip_v o r"""'—"‘“‘"") —h el Y o PR S ‘/"' » o

. % “ . % b

| Print Al Prirt Currert Option | Refresh IPage 1- 2 Q ‘ Dl Exit
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Validation Tables

@_@l Overview

Maintain the System and User Validation Tables on the Validation Tables form.
These tables are used to validate the information entered in the various fields.
Create and maintain the elements of the tables on the Validation Codes form.

The Property Control Validation Tables used in the Property Area function, are
maintained from a separate form. These tables are all saved by year and
where applicable, by jurisdiction. See Property Control Validation Tables on
page 97.

To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Validation Table or Property Control
Validation Table

i, ¥Yalidation Table Header E

Table Mame Isdigt Bl |

Descrigtion IAssessor = - School Dist. Save |

Forms = frm_tx16 Delete |
rm_pcl 7 frm_tx32 —

—Takle Type————————————— Landuage —————

{ Lecounts Receivable )
{* Englizh :
{+ Property Control Cvesey || 0 | Lo
" Property, Control " French
(" Mass Sppraizsl Add Columns |
= Perimit
" Regular .
" Special Ll
) T
) Lility. Billing
|4 | 4 |Editing Existing Record (12/16) kM
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Validation Table Header Fields

System: Select this option to view the System validation tables. Deselect it
for the user tables. Users with Super User or administrator rights can view,
modify and create the user tables from this form and any user has been
granted access rights to the Validation Table Header form can view existing
data and create new columns. See Menu Security Setup on page 72.

Note: Govern Software Inc. maintains the system tables. Only the
description may be modified by the user.

Table Name: This field displays the name of the table. Use a descriptive
name such as state for State or strdir for street direction. The table name can
be a maximum of eight characters.

Description: This field displays a brief description or title for the table.

Forms: This field displays all the forms that are related to the current table.
The list of forms is used for information purposes only and cannot be modified.

Table Type: The Table Type is system-generated and is used, as follows:

* R:Regular

* A:Accounts / Receivable

* C: Property Control (for multimedia and zoning information)

» B: Property Control (for the Property Area function)

* M: Mass Appraisal

* P: Permits and Inspections

* S: Super User

e T Tax: Aircraft, Boat, Motor Vehicle, Personal Property and Real Property
U: Utility Billing

If you create a table through the Validation Table Header form in Govern
Admin, it is automatically assigned the Regular table type.

Note: The Table Type is used for informational purposes only and cannot be
modified.
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Use Full Description: Select this option when you create a new table to
enable the Full Description field on the Validation Table Header form. The full
description can be used for reports.

Reserved User Validation Tables

The following Validation User Tables must be present and must contain the
following codes

Table Name | Description Code Description
Areatype Area Type e Effective
Brand Meter Brand b Badger
r Rockwell
Inspter Inspection territory * All
MAfrate Municipal 1 Seasonal Residence
Adjustment Factor
Rate
2 Single Family
Residence
3 Multi Unit Residence
4 Mobile Home
5 Travel Trailer
6 Commercial
Messhill Messages Bill 1 General
2 Information Only
3 Third Party
4 Owner w/Mortgage
5 TSO/Mortgage
6 Second Half Bill
7 Duplicate Bill
Messtat Departmental C Closed
Message Status
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Table Name Description Code Description
f Forwarded
S Scheduled

Mistype critical Critical
insp Inspection
reminder Reminder

Pmactaw Permit Activity 1 Yes

Answers

2 No
3 Special 1
4 Special 2

Pmfeld_A Customized Fields Same as Pmfield

Pmfeld AL Customized Fields Same as Pmfield

Pmfeld B Customized Fields Same as Pmfield

Pmfeld_BL Customized Fields Same as Pmfield

Pmfeld_BN Customized Fields Same as Pmfield

Pmfeld_CO Customized Fields Same as Pmfield

Pmfeld_D Customized Fields Same as Pmfield

Pmfeld_E Customized Fields Same as Pmfield

Pmfeld G Customized Fields Same as Pmfield

Pmfeld_L Customized Fields Same as Pmfield

Pmfeld_OF Customized Fields Same as Pmfield

Pmfeld_P Customized Fields Same as Pmfield

Pmfeld_PA Customized Fields Same as Pmfield

Pmfeld_PN Customized Fields Same as Pmfield

Pmfield Customized Fields basement_size Basement Size

estimated_cost

Estimated Cost

first_floor

First Floor

last_fee

Last Fee
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Table Name Description Code Description
last_fee date Last Fee Date
mezzanine_size Mezzanine Size
nb_of items Number of Items
second_floor Second Floor
total_dimension Total dimension
total_fee Total Fee
User_amount User Defined Amount
Pmname Name Types appl Applicant
contact Primary Contact
owner Owner
Insp Primary Inspector
PMINTYST Inspection Types Failed Failed Inspection
Incomplete Incomplete Inspection
Passed Successful Inspection
Proptype Property Type 0 Mixed Use
1 Residential
2 Open Space
3 Commercial
4 Industrial
8 Mineral
9 Exempt
Qual Sale Qualification n Not qualified
q Qualified
u Unverified sale
Timecost Time Cost cont Contributions
time Time Cost Recovery
Cctype rf* Refund

© 2013 MS Govern

Page 89



Super User

&2 MSGovern

Table Name Description Code Description

rev’ Reversal

Note: You can change the description but not the codes for these tables.

Note: The codes rf & rev are not defined in the CCTYPE table but are used
internally by Govern. They are unavailable to the user.

Note: Multiple Property Type Codes can be defined with the initial digits, 0-4
and 9. For example, 01, 02 and 03 are mixed-use tables.

New Reserved User Validation Tables

The following table names are system reserved, but there are no reserved
code names for them, i.e. the user is free to create names that conform to the
restrictions of the parameter.

Table Name Description Codes

pmdivision Division Code User definable
pmcond Condition Code User definable
pmcondca Category Code User definable
pmcondst Condition Status User definable
pmcondty Condition Type User definable
pmevent Event Code User definable
pmeventc Category Code User definable
pmeventd Disposition Code User definable

Validation Table Header Command Buttons

Viewing Validation Tables: Each validation table is saved as a separate
record. Select the System option to view the system tables or deselect it to
view the user tables. Then, use the right / left navigation arrows to scroll to a
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record or click Browse to view a list of the existing validation tables. The table
name, table description and table type are displayed in the list.

Creating a New Validation Table: Click New to clear the form and create
a new validation table.

Exit / Cancel: When you click New the Exit button changes to Cancel so
that you can clear unsaved data without closing the form. If there is any
unsaved data, a confirmation message appears when you click Cancel. Click
Yes to continue or No to clear the new data and return to the previous screen.
Similarly, when you click Exit, a confirmation message if there is any unsaved
data. Click Yes to continue, No to clear the new data and close the form or
Cancel to close the confirmation message and leave the screen unchanged.

Saving a New Validation Table: Click Save to save a new validation table
or any modifications to an existing one.

Note: Do not change the validation codes if the table type is different from
Regular. Make the modifications through the module used to create
the table, as indicated by the Table Type.

Deleting Validation Tables: Click Delete to delete the current validation
table.

Note: Only the Regular Table Types may be deleted from the system, if the
User has this privilege. The system tables may be deleted or modified
ONLY by a User with Super User privileges.

Creating Codes for the Current Validation Table: Click Codes to open
the Validation Table screen and create new codes for the current validation
table. See Validation Codes on page 92.

Adding Columns: Select Add Columns to open the New Database Field
Creation form and create new columns or fields for the selected validation
table. These can be used for maintaining data related to the validated list,
such as, neighborhood characteristics, rate data, or contact information for an
organization.

Formulas or logical expressions are linked to a column type. See New
Database Field Creation on page 251 for more information.

The new field is added to the Additional Information tab. It cannot be
modified or deleted from this form.
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Since Microsoft® Office Access imposes a limit of 256 columns per table and
six are used by the form, you can add to 250 additional columns or fields.

. Yalidation Table 7| x|
General
Addrezs Contact Mame [ate Tey |
372 5t Piene [Michael Stevens 312003
.
E -mail FPhone School Board
[ms@montieatscl |(514) 972-5439 [District1 Delete |
Browse |
Exit
|4 | 4 |Editing Existing Record (1/2) » | Hl

Note: You cannot delete or modify the new columns once they are created.

Note: Any user who has been given access to the Validation Table Header
form can create new columns and view existing data for the user
validation tables. However, only a Super User or Administrator can
create, delete or modify the user validation tables.

Validation Codes

The Validation Table Codes form is used for creating and updating the
elements and values in each table. This form is used for both System and
User Validation Tables.

To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Validation Table > Codes
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inj, Yalidation Table K E
General I Add Info I
Table Mame Year = |

|pmname |
Save
Codle

Iacupundure Delete |
Short Desc. Only &pply To
|Acupunc1urist Permitz/LicensesiCertificates j
Long Desc.
|Acupunc1urist Browse |
Ezxit
Full Desc:. ;I
[ -]
I HI 4 |Editing Existing Recard (1/56) P M

Validation Table Code Command Buttons

Creating a Code: You can create a new code by clicking the New button.

Saving a Code: Clicking the Save button allows you to save a new code, or
any modifications to an existing one.

Deleting a Code: Clicking the Delete button allows you to delete the current
code from the table name displayed.

Browsing Code Records: Clicking the Browse button allows you to
browse all codes for the current table.

Validation Table Code Parameters

Department: This field is visible for Land Management and Property Control
codes only. It displays the department where the codes were created.

Table Name: This field displays the table name.

Year: This field is enabled for Mass Appraisal and Tax Assessment tables
only. It displays the year in which the codes were created.

Code: This field displays the table code.
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Short Description: Enter a short description to identify the department.
This is useful for fast data entry and look-ups if space is limited on the forms.

Only Apply To: Select one of the listed options to filter the name type code
according to the selected permit type. This parameter is available when the
PMNAMES validation table in Land Management is selected. See Permit Type
Validation on page 94 for details.

Long Description: Enter a long description to identify the department. This
will be displayed for look-ups on forms and will be normally used for reporting.

Full Description: You can add a full description to all new tables and have
them displayed on reports. Note, for the existing tables, you can enter a full
description on only the OFFENSE and FIREPREV (fire prevention) tables.
These descriptions are displayed on the Offense function when a user double-
clicks on the Violation/Offense or Fire Prevention Description fields.

Note: To use the Full Description field when you are reporting with other
tables, create a field called FULL_DESC as a memo type in the
desired table.

Do Not Show this Code: This option is displayed for System Validation
Codes only. Select to hide the selected code so that it cannot be used for data
entry. For example, if you have two setups, you can enable this code in one
setup and disable it in another.

Permit Type Validation

In the Validation Table form, it is possible to configure the system to apply a
name type validation. This validation or filter is based upon the permit type
that is being created. By default, in Govern for Windows when linking a name
type, regardless of what permit type is being selected the system displays all
name types. This applies to linking a name to a Complaint/Greivance/Request
For Service/Workflow, Offence/Violation, or Permit/License/Certificate permit
type in Govern.NET. When there are many name types in the list, the
searching process for the name type can be tedious. When the validation filter
is used, only the name types that apply to the permit type is displayed.

Permit Types that can be filtered are as follows:

» Complaints/Workflows/Grievance/Request for Services
» Offences/Violations
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* Permits/Licenses/Certificates

To apply a filter to a name type, in Govern Admin...

1. SelectSetup > Validation Table...

[-"3 Govern System Administration GOVERN DEMOD
File Parameters | Setup Tools Help

QOUQ 4% User Maintenance. .

Menu Secority Setup,..

Group of Users. ..

Global Field Yalidation Mask. ..

1L % |

Propetty Control Validat

Datasek Source Setup...

2. Inthe Validation Table Header form, click Browse; look for the table called

PMNAME, double click to select it.

3. Back in the Validation Table Header form, click Codes, to display the

Validation Table form.

4. In the Validation Table form, select the code that you would like to apply

the filter to.

5. Look for the Only Apply To parameter and click the drop-down menu to

select the required filter.
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6. Click Save to save the modification.

i, ¥alidation Table Header 2] x|
[~ System Tahle Mame pmnEme Mew |
Description Mame Types Save |
Forms frm =suls frin mar1 frm ma?2 Delete |
Browse |

—Takle Type Languace

' Acoounts Receivable & Engiish . g

(" Praperty Cantral (Yeat)

= Property Control (" French

" Mass Appraizal
" Permit

% Reqgulat

' Special

) Ta

) Litility: Billing

NI o |Editing Existing Record (508/5694)

w, ¥alidation Table 2| x|
General Add Info
Tahle Mame Year e |
Jornnizme I
Code
Iacupundure Delete
Short Desc.
|Acupuncturis‘t
Long Desc.
|Acupunc1urist Browvae
Exit
Full De=sc.
[
I 4] 4 IEd'rting Existing Recard (1/58) b M

Now, when making a link to a permit type that matches the filter in Govern for
Windows, only filtered name types appear in the list. For example, if you had
selected the Permits/Licenses/Certificates option for a name type, it will only
be displaye when creating a a Permit, License, or Certificate. The name type

will not be present at any other time.

Note: When no Permit Type filter is applied in Govern Admin, the name type

will always be displayed for all Permit Types.
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Property Control Validation Tables

@_@l Overview

Use the Property Control Validation Tables form to maintain the tables that are
linked to the Property Area function in Govern. These tables are saved by year
and by jurisdiction, if applicable.

Table Name

Description

VT_USR_AREAID

Area ldentification

VT_USR_CITYDS City District
VT_USR_FIREDS Fire District
VT_USR_FLDZONE Flood Zone

VT_USR_NEIGHBOR

Neighborhood Code

VT_USR_NEIGHSUB

Sub-neighborhood Code

VT_USR_PARKDS

Park District

VT_USR_POLLING

Polling

VT_USR_PRECINCT

Precinct

VT_USR_SDIST

School District

VT_USR_SPECDS

Special District

VT_USR_WARD

Ward

VT_USR_ZONING

Zoning Codes

These tables are linked to the Property Area function in Govern. They are
saved by year and by jurisdiction, if your setup includes Support of Multiple
Jurisdictions. See System Registry Maintenance on page 16 for more

information.

© 2013 MS Govern

Page 97




Super User 33 MSGovern

Dataset Source Setup

Overview

Grant and restrict user access to the Dataset Sources or search screens on
the Dataset Source Setup form. Permissions can be granted by user or by
group. A default Dataset Source is assigned to the department on the
Department Setup form. By default, this is highlighted on the Open menu in

Govern or launched from the Quick Open button. =]

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Dataset Source Setup

i, Dataset Source Setup 2=
Datazet Source
Iﬂuery by SOL
Ltzers Groups

(=
EETEYE

Govern Super User [Aaseseors
Jane Comack
Syztem Administration Browse |
E it |
T < ;| | o+
l HI a4 |E|:Iitir_'|g Existing Record (5/14) M

About Dataset Source Screens

Govern provides the following Dataset Source or search screens for retrieving
records. This list provides some of the search options for each screen. For
complete details, refer to the Property Control guide:

e General

» External System: by property control, name and address or permit,
from an external source, loaded to PC_ EXTERNAL, NA_EXTERNAL
or PM_EXTERNAL. PC_EXTERNAL can also be loaded from Govern.

* None: to reset the form
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Property Control: by parcel ID, Tax Map Number, subdivision, lot,
project, linked parcels or effective year

Name & Address: by account number, Federal ID Number, Social
Security Number, drivers license or date of birth

Query by SQL: by SQL query. Queries can be stored or composed
and executed from this screen. See SQL Queries on page 211 for
details on the setup of this screen.

« Function

Utility Billing: by account number, utility billing ID, meter serial
number, route number, cycle code, name or address

Personal Property: by account number, personal property ID or
business address

Public Hearing: by application number, status, title or date

GIS: by tax map number, subdivision, split / merge or virtual parcel
Offenses: by offense number, date, type or name

Workflow: by reference number, date, type or date

Inspections: by inspection number, date, type, inspector’s name,
status or result

Permit / License / Certificate by Property: by permit, license,
certificate or application number, tax map number or address

Permit / License by Name: by permit, license or application number,
date, type or name

To access these screens:

1. In Govern, select File > Open.

Board of Health GIS Search
Building Department Ihspections
Citw-Auditar's Mame and Address
Engineering Department Maone

Fire Department Offenses

Information Technology

License Fr/Lic, by Mames
Police Department Fm/Lic. /Cert by Prop.
Fubic Works e

Treaszurer's Office Public Hearing

Water Departrnent Cuerny by SOL

wWires Department Ltility Billing
work o

&nt Esternal Spstem

Perzonal Property

LCancel I
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2. By default, your primary department and default Dataset Source are
highlighted. You can select alternate options, if required.

3. Click OK.

Dataset Source Command Buttons

Viewing Dataset Source Records: Each Dataset Source is saved as a

separate record. Use the right i/ left (M4 navigational arrows to view
individual records or click Browse to view a list of the records, by query hame
and definition.

Removing User / Group Access to the Dataset: Select the user or
group from the list box and click Remove.

Exit: Click Exit to your modifications and to close the form.

Dataset Source Parameters

Dataset Source: This field displays the Dataset Source for the current
record.

Users: This list box displays the users with access permission to the current
record.

Selecting Users: Select the users from the drop-down list or click _£] to
open the User Maintenance Setup screen and create a new user. See User
Maintenance on page 60.

Groups: This list box displays the groups with access permission to the
current record.

Selecting Groups: Select the groups from the drop-down list or click £l to
open the Group validation table and create a new group. See Group Validation
Table on page 75.

Note: User access rights override group access rights.
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Department Setup

Overview

Define the profile for each department on the Department Setup form. This
includes the fiscal year used by the department, access to the Govern data
entry functions and access to Accounts / Receivable data.

To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Department Setup.

Department Code Short Desc.

Fizcal Year

Cwvner as of Month

j2008

|E|3 |TreasurerJ'CnIIedor's
Long Desc. |TreasurerICnlledor's Office

—Privacy [ Restrictions far Names
Mame Group Code
|1_ ™ Mo Restrictions
™ Private Names
" Restricted hames

o IS ILLGU 4EIES &
& v ese

— &R Sub Systems Allowed
¥ Aircraft Excise Tax

v Bankruptcy

[V Boat Excise Tax

v Deed

[~ Land Management 2
v Land Management

[V Tau Title (Lh)

¥ Miscellaneous Biling
[ Motar Wehicle Excise Tax
¥ Personal Property Tax
[V Tax Tile (FF)

¥ Feal Property Tax

[ Special Assessment
¥ Self Reported Tax

[ Tax Deferral

¥ Tax Title

[v Ltility Biling

ey | | Save I

Delete

Default Search Form

Ja

. Department Setup 7 x|

+0r - Years

-

[~ approved Subdivision ?
[~ Use Departmertal Calendar 7

IF‘r-:-per‘ty Coritrol

|

—Functions

Departmental Tasks

Accounts Receivable -
Accounts Receivable -
Accounts Receivable -
Accounts Receivable -
Accounts Receivable -
Accounts Receivable -

Deposit Management
Incjuiry

Payment Data Entry
Payment Reversal
Refuncs
Transaction

Mizc. Billing - Accourt Maintenance
Mizc. Billing - Invaice Entry

Misc. Biling - Recurring Ertry
Multimedia Information

Mame & Address Maintenance
Matmes - ACH Information

153

Mb rec affected before warning |1 i}

Delay befare guery rollback

Browvse CoolBar Queries |

|2 minuterls)

Exit

|4| 4 |Editing Existing Record (1/14)

i

© 2013 MS Govern

Page 101



Super User

&2 MSGovern

Department Setup Parameters

Department Code: Identify the department by a code. All links to this
department will use this code. All alphanumeric characters are valid.

Short Desc. Enter a short description to identify the department. This is used
for fast data entry and look-ups if space is limited on forms.

Long Desc. Enter a long description to identify the department. This is used
for look-ups, on forms and typically on reports.

Fiscal Year: Specify the fiscal year that the department is working in.

Note: This field must be modified manually when the department changes to
a new fiscal year.

This year is displayed on the toolbar of the Govern Admin, Govern and
Govern Batch Processing applications.

To change the year:

1. Click on the Year field on the toolbar.

Entet the default year

Cancel |

f 2003

2. Enter the new year in the text box.
3. Click OK.
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Owner as of Month / Plus (+) or Minus (-) Years

i, Department Setup
Department Code Short Desc.

IEI1 |Planning

Long Desc. |Planning Department
Privacy ! Restrictions for Names Default Search Form
Name Group Code IPFOPEI‘W Cantral
|1 {* ho Restrictions

Dt S b e e

The Owner as of Month feature allows you to specify the month that the
system will register new owners.

For example, the assessors office might use the date of March 1 as their
annual registration date. This means that if a sale of a parcel occurs after
March 1 plus a day, i.e. March 2, 3 etc., the previous owner is still considered
as the Owner because they were in possession as of March 1.

Owner as of Month: Specify the (as of) month to be used when creating
new property owners.

Note: You can leave the Owner as of Month field blank to consider the
current owner immediately on possession.

+ or — Years: Specify the number of years added, or subtracted, from the
fiscal year, relative to the last assessment.

For example, if the last assessment was performed in the year 2007, and the
current year is 2009, we would enter -2, i.e. (2007-2009 = -2), in the + or -
Years parameter.

Approved Subdivision: If checked, this department will only work with
approved subdivisions.

Use Departmental Calendar: The Departmental Calendar is used only for
scheduling and maintaining inspections, within the department. Inspection
calendars can also be set up at the organizational level or for individual
inspectors. Refer to the Permits & Inspections guide for further details.

Tip: You can use the Holiday Calendar to define statutory holidays, for billing
purposes. Refer to the Accounts / Receivable guide for details.
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Default Search Form: Select the default Dataset Source or search screen,
for the department, from the drop-down list. By default, this Dataset Source is
highlighted on the Open menu in Govern or launched from the Quick Open

button. 3]

For example, in the following screen shot, the Assessors Department is
assigned the Property Control Dataset Source. Search options from this
screen include: parcel ID, tax map number, subdivision, lot, project and linked
parcels. For more information on Dataset Source screens, see Dataset
Source Setup on page 98.

Open
b Euternal Spstem
Board of Health GI5 Search
Building Departrment Inzpections
Citw-Auditor's Mame and Address
Engineering Department MHaone
Fire Department Offenses

Infarmation Technaology

Perzonal Property

Licensze Frm/Lic, by Mames
Police Department Prn/Lic. /Cert by Prop.
Fubic Warks T I —
Treazurer's Office Public-Hearing
“water Department Guen by SOL
“Wires Department Utility Billing
Wwark o

oK LCancel I

Nb records affected before warning : When an action query is initiated,
the system will first perform a record count to determine the number of records
that will be affected by the query. Enter the minimum number of records that
need to be affected, before a warning is displayed to the user.

Delay before query rollback (minutes): Enter the number of minutes for
the delay before the rollback occurs. Once this amount of time has elapsed,
the rollback will occur automatically

If an action query is used; for example, to add, update or delete records in the
database, when you perform this action, within the department, a warning
screen appears

For example, the following warning screen is displayed if the P_ID is less than
10,000.

Page 104

© 2013 MS Govern



oD
@;) MSGovern Department Setup

. Warning -0l x|
Cluern Mame query
Short Dezcription delete query
Murmber of affected record(z] 1]
uery String DELETE FROM PC_AREA WHERE P_ID < 10000 ﬂ
Llzer's Wwarning Deletion only
Tesz
T

No: Click No to stop the deletion process and the roll back from occurring.

Yes: Click Yes to allow the deletion process to continue.

Privacy / Restrictions for Names group

To set up access rights, for name and address records, you need to define the
following:

1. Assign a Name Sharing Group to the Department, as described below
under Name Sharing Group on page 106.

2. Provide access to the Name and Address Maintenance function to the
applicable departments.

3. Select the Allow Creation of Names option on the User Maintenance
form for users who need to create names and deselect it for all others.

4. Setthe Access Type Permissions to the Name and Address Maintenance
for all users, as described under Name & Address Maintenance Security
on page 1009.
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5. Set permissions to the batch processes affecting name records, including
the Format Names and Address, Export and Import Names in Mail 4+
Format and especially the Name Merge Utility, as described under
Assigning User Permissions to Batch Processes on page 292.

For details on all restrictions and accesses, refer to the Restriction Level:
Private Names on page 111

Name Sharing Group

Name Group Code: You can create a Name Sharing Group in order to
extend access rights to the name and address records, created by your
department, to one or more of the other departments, within your organization.

To create a Name Sharing Group, enter a code of one or two characters in this
field. Then, enter the same code when you set up the other departments in
this group.

Next, select one of the following options to define the access rights for the
departments included in the Name Sharing Group and for those outside of it.

The code of the Name Sharing Group and the type of security permissions are
displayed on the Name and Address Maintenance function in Govern, unless
the records are private to another department. If the name is restricted, it is
grayed out and cannot be modified. Similarly, if the address is restricted, it is
also grayed out and cannot be modified.

There are four levels of security for name and address records.

» Private Names - Name and Address records, are private to the
department or Name Sharing Group, where they were created. Other
users can’'t search, modify, or delete these names. They can only view
them if they are already link to other Govern functions

* Restricted Names - Names in the Name and Address records are
restricted to the department or Name Sharing Group, where they were
created. Other users can view the names can’t modify or delete them.
They are still able to search for the records and modify the addresses.

* Restricted Names and Addresses - Both the name and address
portions, of the Name and Address records, are restricted to the
department or Name Sharing Group where they were created. Other users
can perform a search for these records but cannot modify or delete them.
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H (1) Treasurer,/Collector's.Name & Address Maintenance

No Restrictions - There are no restrictions to the Name and Address
portions of the records, they can be searched, modified, or deleted. Other
users are equally unrestricted.

Mame Type
(" Company * Indiviciual Mo format ‘ Actell Mame Info |
Prefix Account Mo Taxpayer [d.
I j I [T Do not dizplay on ek
First Matme hicd. Last Matme
fMarman | Jashaaler Delete |
Suffix Mame Code Mame Ling 2 Cither
I j I jl Addreszes
Address Line Befare
[~ Do Mat Use for hailing hterge |
House Mo. Direction Street Mame Street Suffix Direction Exit |
|50 |W j J43rd |9t = =
Fired Sitmil |
Secondary Address Indicatar Linit e =imiar
I - I I Privacy” RESTHCon=
Address Line After Courtry Address Format Group Code .
|1_ " Private
-

= Restricted Mame @nly

cl‘t']" State le Code Countr'y' (-\. TS WL LA T S e
L ldress
|Riverside |CA j jaz522 | j
Post Office Mailing Infarmation
Carrier Route Numker Celivery Point Container Mumber Package Mumber

’7Distribuﬁ0n Sequence

Refer to the Property Control guide for more information on this function.

Name & Address Security Grid

The two (2) grids below

. Department in the Same Group
should serve as a guide
( Private ) Restricted Restricted No

to the users level of = - ” -
access when they are El5(5 HEE 1EE s 8
Within a Department in S R o I e S
agrOUp,OFOUtSIdGOf — | J(E|E|Q|ln|I|E|E|o|v|I|E|E|o|n|I|E|ZE|a
the Name Group. For I —
example in the Name & Dokt

Create /Mo dify
Address form, a user — A

that is in the Building

Department , and is a

member of the Create/Modify/Delete group, within their department, for
Names that are designated as Private, will be able to Search for the name,
Link to the name, Modify Addresses, and Delete Names. Although note that
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according to the system rule, this user is not able to Modify (A) the name.
Outside of their name group they have no access (B). Refer to the grids below
for details.

Outside the Name Group
L Private )

=
]

Restricted Restricted

Delete Mame
MWodify Address
Modify Address
Delete Mame

MWodify Name

Mo dify Name
Delete Name

MWodify Name

Create/ Modify/
Delete

The following grid should serve as a guide to system imposed user restrictions
for Name Sharing groups.

Department in the Same Group
Private Restricted Restricted No
7)) 7)) 7)) 7))
7] 7] 7] 7]
(0] 9 (0] (O] 9 (O] (O] e (O] (O] 9 (O]
E|lS| E E|loS| E E|lo5| € E|lo5| E
S| S| s S| S| s S| S| s S| S| s
zZl<|z Zl<|z 2l <|z Zl<|z
G 2286 2286 2286 2|22
523|388 5|2(2288|5|2|88|s|5|22|3 %
dl5|s|s|a|F|S5|s|s|8|8|5|s|=|18|3|5|=|=|8
Full Access
Create / Modify /
Delete
Create / Modify
Inquiry
Allowed . Not Allowed
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Outside the Name Group

zZ
o

Private Restricted Restricted

Delete Name
Link

Modify Name
Modify Address
Delete Name
Search

Link

Modify Name
Modify Address
Delete Name

Search

Link

Modify Name
Modify Address
Delete Name
Search

Link

Modify Name
Modify Address
Search

Full Access

Delete

Create / Modify /

Create / Modify

Inquiry

Allowed . Not Allowed

Name & Address Maintenance Security

In addition to creating a Name Sharing Group, you can further refine name
and address maintenance by setting access permissions for each user.

Security for the Name & Address Maintenance function is more complex than
for the other functions due to the important and sensitive nature of the data.
For details on defining user access on the other functions, see Functions
Setup on page 123. Also, see Super User and Full Access Rights on page 66.

There are four levels of user access that can be set for each Govern function
that typically provide the following rights:

* Inquiry Only: The user is only able to view the data for the specified
function.

» Create and Modify: The user can view, create and modify data for the
specified function.

* Create, Modify, Delete: The user can view, create, modify and delete data
for the specified function.
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* Full Access Rights: The user can view, create, modify and delete data
and could also modify and delete historical data for the specified function.

Note: Super Users are automatically given Full Access Rights to all
functions.

However, in order to grant the permission to create names to any user,
including a Super User or a user with Full Access Rights to the Name &
Address Maintenance function, the Allow Creation of Names option must be
selected on the User Maintenance form in Govern Admin. See User
Maintenance on page 60 for more information.

—dllaw Creation of
‘ [~ Parcel: ¥ Mames I~ Flags

The following tables display the different levels of access security for the
Name & Address Maintenance function, according to the following tasks:

» Search: the right to search for a name and address record through the
various search screens; for example the Name Search or the Name &
Address Search. Refer to the Property Control guide for further details.

» Link: the right to link a name and address record to another function; for
example, a Permit function, the Owner Information, Occupant / Business,
Related Lien Names, ACH Information by Name or the Real Estate or
Utility Billing Mailing Index, provided the user has access rights to these
functions.

» Create: the right to create a new name and address record.

* Modify Name: the right to change name data: i.e., first name, last name,
company hame or formatted line_1.

* Modify Address: the right to change the address part of the record.

» Delete Name and Address: the right to delete name and address records.

The following conventions are used in these tables:

Symbol Definition

v The user has permission to perform the task.

x The user does not have permission to perform the task.
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Restriction Level: Private Names

Permission Levels Ability to Perform Name & Address Maintenance Tasks
i Modify
Access Type Name Sharing Search Link Create Delete
Group Name | Address
Super User or | Member v v * v v v
Full Access
Rights Non-Member x x x x x
Create, Modify | Member v v x v v
and Delete
Non-Member x x x x x
Create, Modify | Member v v x v x
Non-Member x x x x x
Inquiry Only Member v x x x x
Non-Member x x x x x
* The permission to create names is granted if the Allow Creation of Names
option is selected on the User Maintenance form, in Govern Admin. Users can
then create names within their primary department and within the Name
Sharing Group, selected for the department. Otherwise, users do not have
permission to create names, regardless of their department, regardless of the
Name Sharing Group in which the department is a member and regardless of
User Access Type.
Restriction Level: Restricted Names & Addresses
Permission Levels Ability to Perform Name & Address Maintenance Tasks
; Modify
Access Type Name Sharing Search Link Create Delete
Group Name | Address
Super User or | Member v v L v v v
Full Access
Rights Non-Member v v x x v
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Permission Levels Ability to Perform Name & Address Maintenance Tasks
i Modify
Access Type Name Sharing Search Link Create Delete
Group Name | Address

Create, Modify | Member v v x v

and Delete
Non-Member v v x x

Create, Modify | Member v v x v x
Non-Member v v x x x

Inquiry Only Member v x x x x
Non-Member v x x x x

Restriction Level: Restricted Names

Permission Levels Ability to Perform Name & Address Maintenance Tasks
Name Sharing . Modify
Access Type Search Link Create Delete
Group Name | Address
Super User or | Member v v d v v v
Full Access
Rights Non-Member v v x v
Create, Modify | Member v v x v v
and Delete
Non-Member v v x v v
Create, Modify | Member v v x v x
Non-Member v v x v x
Inquiry Only Member v x x x x
Non-Member v x x x x
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Restriction Level: No Restrictions

1. Only users with Full Access Rights on the Name and Address
Maintenance function can modify a name even within their Name Sharing

Group.

Permission Levels Ability to Perform Name & Address Maintenance Tasks
i Modify
Access Type Name Sharing Search Link Create Delete
Group Name | Address
Super User or | Member v v v v v
Full Access
Rights Non-Member v v v v v
Create, Modify | Member v v x v v
and Delete
Non-Member v v x v v
Create, Modify | Member v v x v x
Non-Member v v x v x
Inquiry Only Member v x x x x
Non-Member v x x x x
Summary

2. Even with Full Access Rights, users can modify a name, outside of their
Name Sharing Group, only if the No Restrictions option is selected on the

Department Setup form.

3. Users with Full Access Rights, Create, Modify, Delete or Create, Modify
rights can always modify an address within their name sharing group.

4. These users can modify an address created outside their Name Sharing

Group only if the Restricted Name or No Restrictions option is selected
on the Department Setup form.

Users with Full Access or Create, Modify, Delete rights can delete name
and address records even though they may not be granted permission to
create or modify them.
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6. All users can view and search for a name and address records unless
Private names is set for the department and the department is outside
their Name Sharing Group.

7. Users can create names if the Allow Creation of Names option is
selected on the User Maintenance form, regardless of whether or not the
user’s department is a member of the Name Sharing Group and
regardless of the user ‘s Access Type.

If this option is selected users can create names within their primary
department and within the Name Sharing Group, selected for the
department.

Access to Accounts / Receivable Information

A/R Sub Systems Allowed: The department has access to the Accounts
Receivable (A/R) data of each selected subsystem. Users can view, update
and process these data through the Accounts / Receivable functions, including
A/R Inquiry, Payment Data Entry and Cash Collection Posting.

Access to the Govern Functions

Functions group

In Govern, users will access functions by first logging into a department. Only
the functions that are selected for the department, on this form, will be
accessible to those users.
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Adding a Function to the A——— X

Accessible Functions List e & =
- Office [ Approved Subdivision 7
. i - Defautt Search Form ¥ Use Departmertal Calendar 7
To add a function to the Accessible : [proparty Cortra 5

Functions list ...

unctions '\\
Project Folio -]
Projects Maintenance

Property Area

Property Informstion (Mass Appraisal)

Property location Maintenance

Sales Information

1. Select a department.

Site Information (Mass Appraisal)
Split / Merge [ Remap

2. Click the drop down menu below
the Accessible Functions list for
the department

Summary Record Card

Tax Assessment Maintenance 3
Tax Exemptions Maintenance

Tax Levy Maintenance

orkflow Management - Y
3 . SeIeCt the deSIred funCtlon . ~[Accourts Receivable - Bankruptey Management [
W Accounts Receivable Adjustments
D{accounts Receivable Charge
H M B nts R bole D o
Rem OVI n g a Fu n Ctl 0 n fro m Agzsirﬁ: R:g::::blz Dzrpnjgﬂ Management
Accounts Receivable Fee
H M Accounts Recelvable Inguiry -
the Accessible Functions

List
To remove a function from the Acessible Functions list

1. Click to select the function to be removed from the Accessible Functions
list; multiple selections may be made by selecting Ctrl + Click.

2. Click R.

Function Security

When you select a single function, or perform an extended selection, i.e.
select multiple functions at once, you are granting specific access rights to the
selected functions for users and groups within the department.

WARNING: When modifications are made to user and group access rights
for a department and function in the Department Setup form, all previously
defined rights are deleted and replaced with the newly defined rights.

Note: Before setting up the Security for each function, you need to create all
the users. See User Maintenance on page 60.

Single Function selection

Security configuration for a single function will establish security configuration
is required for a single function
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To set security for a single function...
1. Select the function and click S.
2. The Function Security Setup screen will be displayed.
Note: The information displayed in this form are the access rights for this
function; these are the rights that will be saved.
The setup of this form is described in the Functions Setup section of this
guide. See Functions Setup on page 123.
. Function Security Setup ElEd
Ot Information ;l Users Groups
ool Gansalognhistory T
Incuiry Cnly
Planners
! KE R RES

—Buzinezs Rules

;I ACCess | Remove | E:xit

Guery list for Add Record Guery list for Save Record Query list for Delete Record

0

= =R EEY

Multiple Function selections

Should you be required to establish access rights for multiple functions, an
extended selection can be performed using the Shift + Click or Ctrl + Click key
combinations. This will allow you to configure user or group access to multiple
functions at once. When using this extended selection technique it is important
to note that the first function selected is the function that will determine the
access rights to all selected functions.

For example, we want to establish security for the Assessor’s Office, and set
the right for the following functions:

* Activities
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e Building Drawing

e Building Information

* Building Miscellaneous Structures

e Building Structural Elements & Features

. Department Setup h
Department Code Shott Desc. Fizcal Year Owner as of Marth — + aor - Years

|1 0 |Assessor's Cffice I2DDQ |3 ID

Long De=c. |Assessor's Office [ Approved Subdivision 7

—Privacy f Restrictions for MNames [V Uise Departmental Calendar ?

Marme Group Code

|1_ ¢ Mo Restrictions
" Private Names

{” Restricted Names

g R REES G

Defautt Search Form

IPropen\; Contral

Accourts Receivable Abatement f exemption

Additional Mame Information

— AR Sub Systerﬁsr Allowved
[~ Aircraft Excize Tax

[ Bankruptcy

[~ Bost Excize Tax

[ Land Management

[ Tawx Tithe (LM

[~ Miscellaneous Billing
[~ Motor Wehicle Excize Tax
[~ Personal Property Tax
[~ Tax Title (FF)

Ey Property Tax g o i

Fair Market “alue Information
Grievance Maintenance 7 |_

The Activities function is selected first. Using the extended selection technique
of Ctrl + Click, the other Building functions were selected. As Activities was the
first function selected, the rights that have been established for it will be the
ones to be used for the group. This will be displayed when you click S. In
addition, when the rights are saved, any previous rights that were established

for any of the selected functions are deleted and replaced with the new rights
associated with the Activities function.

Note: When selecting multiple functions, select the first function and click S.
This will allow you to see the rights associated with the function. If an
extended selection of other functions are made, they will have the
same security rights.
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CoolBar Queries Setup

Govern CoolBar

The Govern CoolBar runs along the lower section of the Govern toolbar and
displays data on the current record. By default, this includes the tax map
number, owner name and address, occupant name, mailing index and
property location, as well as data from the open functions, such as permit and
license certification, registration or application numbers, inspection date and
time and the utility billing account number. You can modify the background
and foreground colors of each item and also reposition them on the CoolBar.
Refer to the General Information guide for details.

CoolBar Queries Setup

Use the CoolBar Queries Setup form to add customized SQL queries to the
Govern CoolBar. These queries are used to retrieve other data; such as the
appraised value, building value, neighborhood or property class.

The query is displayed on the CoolBar Customization screen in Govern, by
description and result, as follows:

[SEL] Building Yalae: $30,133.00 _ I

The result of each query is displayed as a separate item on the CoolBar. You
can modify it and reposition it, as any other item.

] Building Valus: $90,193.00

To include a pre-defined SQL query, select the CoolBar Queries button on
the Department Setup form. This displays the CoolBar Queries Setup form.
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i, Toolbar Queries Setup
—Hey Mame
{* Parcel i Permit = Hearing i Motor Yehicle
" Matme i Offence ~ Public Heating " Boat
£ Building " warkflowe £~ Ltility Billing " Sale
" Project i Inzpection {~ Personal Property

[ ACADJAMT
[ ACADJPCT
ACRE_SITE_RATE

[ dctusl vear Buit d|

Save | Exit

Key Name: Select the record set key name to use with this query.
Query List: Select the query you want to use from the list.

Note: The queries must be created beforehand using the SQL Definition
Setup form. See SQL Queries on page 211 for details.

Note: Only Selection Queries can be added to the CoolBar.

Typically, CoolBar Queries return a single result and this is displayed as a
single item on the CoolBar. In the following example, however, the sales date,
deed book and page number have been concatenated so that they are
displayed as single item.

SQL Query Example

SELECT 'Date: ' + CAST(SALE_DATE AS VARCHAR) + '/ Book: ' + CAST(DEED_BOOK AS
VARCHAR) + '/ Page: ' + CAST(DEED_PAGE AS VARCHAR)AS RESULT
FROM MA_SALES
WHERE SALE_ID IN (SELECT TOP 1 SALE_ID
FROM PC_LK_PARCEL_SALE
WHERE P_ID = parcel id
ORDER BY SALE_ID DESC)

Result

Jl Sale Date Book Page: Date: Aug & 2004 12:004M Book: 500 Page: 50
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You can also format the query result, by adding characters to the beginning of
the query name. See Query Name (Code) on page 214 for details.

Coolbar Queries and Exported Databases

Inspector or Appraiser databases are extracts of Oracle or SQL databases.
These extracted databases are in Microsoft Access format which supports
only the most basic SQL query syntax. Issues occurred when Coolbar Queries
used SQL functions that were not recognized by the extracted Microsoft
Access database. As a result prior to version 10.0, Coolbar Queries were not
copied to extracted Inspector or Appraiser databases. Since you are now able
to direct your Coolbar queries to connect through the Access attach table, they
are now copied with the extracted database.

Communicating with the Database

When users are connected to the main database, they can communicate in
two (2) ways:

» Directly with the database
e Through an Access attach table

By default, users query the database directly using SQL. You can now choose
how your query will connect to the database.

To direct a query to access the database through the Microsoft Access attach
table...
1. In Govern Admin, select Setup > SQL Definition Setup

2. On the SQL Definition Setup form, create your query then select Query
Access Format
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When this option is selected, the system will know that when this particular
guery is executed, it will be through the Access attach table.

if"'a Govern System Administration 1 TOWN OF SOUT
File Parameters | Setup Tools  Help
l200'7 6”_ User Maintenance, ., Eop

Menu Security Setup...
Group of Users. ..

Global Field Validation Mask. .. 5. SO DefinitiEatag -
Huery Mame [Code]
Walidation Table... I@Get&ss

Properky Control Yalidation Table. .. Slrert: B el

Dataset Source Setup... |2DD? Agsessment
Ve W | Qe?rhﬂﬂ.nrﬁ?’\,,r R -~

e

Long Description
|2DD? Azzessment

o, LOgica._ , Block Edicor. .
Constant Editcr... I\N'amlng

SQL Definition Setup...

Queties by SQL Setup... uery (SOL]

Select va_total_sssmt from t4_re_assessment where p_id=parcel id and ;l
year_id=2007 and frozen_id=frozen id

eProfile Menu Setup...

Vi
I Nl 4 IEditing Exizting Flecord [1/26] [ AL

Hew | Save I Delete | Browse | E xit |

Note: It is recommended that Coolbar queries, or queries used in formula
calculations, be written in Access syntax particularly if they will be
used in extracted Inspector or Appraiser databases.

Department Setup Command Buttons

Creating a New Department: Click New to clear the form and enter a new
department setup.

Saving a Department: Click Save to save a new department setup, or any
modifications made to an existing one.

Deleting a Department: Click Delete to remove the current department
record.

Browsing Department Records: Click Browse to view a list of all the
department records.

CoolBar Queries : Click CoolBar Queries to select a user-defined query
that will retrieve additional data from the current record and display the result
on the Govern CoolBar. The queries need to be created through the SQL
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Definition Setup form. For example, you could set up a query to retrieve the
value of the buildings that are linked to the parcel. See CoolBar Queries Setup
on page 118 for details.

Exit: Click Exit to close the form. A confirmation message is displayed if there
are any unsaved modifications.
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Functions Setup

Overview

Grant and restrict access to the Govern functions on the Functions Setup
form. Access is set by department, group and user. You can also add your
own business rules to the Add, Save and Delete buttons of any Govern
function, from this form.

It is possible to add selection queries for validation in functions, for example,
you could create a validation for the Planning Department when a General
Permit is requested. The query could verify that there are no amounts owed to
the municipality as a condition to allowing the Permit to be issued.

Validations are performed with preexisting selection queries, or queries can be
created by selecting a button on the form.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Functions Setup

:'a Govern System Administration M TOWN OF SOUTHAMPTON - TE!
Eile Parameters | Setup Tools Help
P008 O/l  UserMaintenance... 5 WS

Menu Security Setup...
Group of Lisers, ..
Global Field Yalidation Mask. ..

Walidation Table...
Propetty Cantral Yalidation Table. ..

Dataset Source Setup...

Department Setup..., &, Functions Setup 7|
Awdit Trail & Data Dupgi(atinr g epart.ment Fun.ct?o-n Aocess |
Audt Trall ADMIM Setup... |F'Iann|ng Cepartment |Act|\f|tles
Audit Track Global ID... Users s Remave |
Bill Messages Sctup. .
Lists & Crystal Repeets Sery | Slfred Tumbarello Yy Data Entry Delete Access - —
Caral Puglisi [rata Entry Modify Qnly Yalidation Rule
Donald Kauth |niguiry Dl
Dot Hand Erauwse |
Ed*olfersdorf LI Flanners LI —
I | =l |

Buszines: Rule
Query list for Add Record

@uery list for Save Record Query list for Delete Record
instrument pdate Li Mo & Evpi sk t
Update License Mo & Expir il UEd:t: N:i‘llense B et
Update bk

Update ba SE from Ingpect

=

+

I |4| 4 IEditing Evizgting Plecard [1/878)

L«
ol

| E ]|

E Ilillcllc

© 2013 MS Govern Page 123



Super User

&2 MSGovern

&

Function Setup Command Buttons

Access: To view or modify the access rights of a user or group, highlight the
user or group name and select Access. See Assigning User and Group
Access Rights to a Function on page 125

Remove: To remove user or group access rights to a function, highlight the
user or group name and select Remove. Similarly, to remove a query from the
Add, Save or Delete button, highlight it in the list and select Remove.

Validation Rule: Click Validation Rule to specify validation rules for the
Function, Users, and Groups. See Validation Rule Setup for a Function on
page 128 for details.

Browse: To view a list of the functions, by code, short and long description,
select Browse.

Exit: Select Exit to close the form and save any modifications.

Functions Setup Parameters

Department: This field displays the name of the department for the access
rights records.

Function: This field displays the name of the function for the record.

Users: This list box displays the names of the users with access rights to the
function.

Creating a User Account: Click _t|to open the User Maintenance form
and enter the information for a new user account, as described under User
Maintenance on page 60. The new user is added to the drop-down list when
you click Save on the User Maintenance form.

Groups: This list box displays the names of the groups with access rights to
the function.

Creating a Group: Click 1 open the Group Validation Table form and
enter the information for a new group. The group is added to the drop-down
list when you click Save on the Validation Table Header form. See Group
Validation Table on page 75, for more information.
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Business Rules: These list boxes display the user-defined queries linked to
the Add, Save or Delete button of the function.

Creating a Query: Click £l to open the User Defined SQL Definition form
where you can create a new query. This is added to the drop-down list. See
SQL Queries on page 211, for more information.

Assigning User and Group Access Rights to a
Function

Note: In the Functions Setup form, you are configuring access rights to a

single function for a single department. Any changes made here are
related to access to the individual function. Access rights that are
established here may be overwritten when access rights are set in the
Department Setup form. It is therefore recommended that department
access rights are configured first prior to setting access rights.for
individual functions.

Note: When assigning user rights and group rights, individual user rights will

always take precedence over group rights.

To set user and group access rights, by function.

1.

a > wDn

In Govern Admin, select Setup > Functions Setup... to launch the
Functions Setup form.

Select the function for which you want to set access rights.
Select the user or group from the drop-down list to add them to the list box.
Highlight the user or group in the Users or Groups list box.

Select Access to open the Access Type screen.
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. Access Type ﬂ E

i) Tuzzolo

—&ccess Type
" Create, Modify Delete
" Full access rights
£+ [ncjuiry only
= Create and Madify

Ol Cancel

6. Select the Access Type.
7. Click OK.

There are four Access Types:

» Create, Modify, Delete: The user can view, create, modify and delete data
for the specified function.

* Full Access Rights: The user can view, create, modify and delete data
and could also modify and delete historical data for the specified function.

* Inquiry Only: The user is only able to view the data for the specified
function.

» Create and Modify: The user can view, create and modify data for the
specified function.

See User Maintenance on page 60 for more information on Access Types.

Removing Access Rights from a User or Group

To remove access rights, select the user or group in the Users or Groups list
box and click Remove.

Adding Business Rules to a Function

You can link one or more Business Rules or queries to the New, Save and
Delete buttons of a function. These queries need to be pre-defined through
the User Defined Queries Setup form in Govern Admin. In addition, they must
be Selection Queries. They can be applied to both existing and user-defined
parameters. See SQL Queries on page 211.
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To link queries to a command button:

1. In Govern Admin, launch the Functions Setup form.
2. Select the function to which you want to link the queries.

3. Select queries from the drop-down list to add to the list box for the New,
Save and Delete buttons, as applicable.

Note: Only Selection Queries appear in the drop-down lists.

4. Highlight the query in the list box and select U to move it towards the top of
the list or D to move it towards the bottom.

Queries are executed as follows:

e Queries in the Query List for Add Record are executed when you save a
new record; i.e., when you click New, enter your data; then, click Save.

* Queries in the Query List for Save Record are normally executed when
you click Save.

Note: If you have queries in both the Add Record and Save Record lists,
the queries in the Add Record list are executed for a new record but
not those in the Save Record list.

* Queriesinthe Query List for Delete Record are executed when you click
Delete.

e Queries in each list are executed in the order they are displayed.

See Linking Queries to a New Command Button on page 262 for details on
executing a query from a customized command button.

Modifying Functions

Changing the Function Name

You can change the name of any function, to a name of your choice, using the
Validation Table Header form.

To access this form:

1. In Govern Admin, click Setup > Validation Table.
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Select the System option.

Select Browse.

In the Browsing screen highlight funct and click Select.
Modify the Short and Long Description.

a > wn

Note: DO NOT to modify the Code.

6. Click Save.

See Validation Tables on page 85 for more information on this form.

Changing the Function Icon

You can also change the icon of any function to an icon of your choice:
To change a function icon.

1. Rename your icon to functxxX. ico, where xxx is the value from the
Code field in VT_SY_FUNCT, of the function, as displayed on the
Browsing screen of the Function Setup form.

2. Copy your icon to the Govern bitmap directory, typically this is
\Govern\bitmap.

Note: Whenever you install a new version of Govern, the Govern bitmap
directory is overwritten. Ensure that you have a backup of your icons
so that you can recopy them, when the upgrade is complete.

Your modified function names are not overwritten.

Validation Rule Setup for a Function

The Validation Rule Setup form allows you to configure existing SQL selection
queries, or create new queries that will be used for a validation. The result of
this validation is a Yes or No (1 or 0).

For example, in the Legal Description function, a rule could be set up to
validate Property Type with a specific Levy Code. With validation in place, If a
property type does not match a selected levy code, you could say that the
user would not be able to save the entry and an error message would be
displayed.
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To setup a Validation Rule in Govern Admin:

1. Click Validation Rule on the Right Hand Side (RHS) of the Functions
Setup form.

2. Inthe Validation Rule Setup form, select an existing query, or click New to
create a new record.

3. Select a query from the Select Query Name parameter or click ﬂ to
open the SQL Definition Setup form.

. Functions Setup L
Department Function Aocess |
|F'Ianning Diepartment |General Pemits
Users Groups o Bemove |

Administrative Account

Browse |
| <2 | <] 2

Business Rules

%, Yalidation Rule Setup 2]
Query list for Add Record

Cuery st for Save B File  Edit Help

Lepartment Function

|F'Ianning Diepartment IGeneraI Fermits

Seq. Order Select Query Mame

|2 I Calculated Year Built Residential ~
¥ Rule iz walid when returned valuew

Meszage Digplay When Rule Invalid

|F|efer to Residential Mote #3

[T 4 Editing Existi [2/2] » M

|L

Hew

As stated, the queries used are selection queries, when executed they will

return a value of 0, if false, or 1, if true. As in Business Rules, you can specify
when the rule is valid.

4. Selectthe Rule is valid when return value = 0 option if the query returns
with a zero.

Note: To make your validation user friendly, include a message that is to be
displayed when the rule is invalid.

5. Enter a message string in the Message Display When Rule Invalid
parameter.
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Multiple Validation Queries

To have multiple validation queries:

1. Click New in the Validation Rule Setup form and select or create a new
query. With each click on New, the sequence order (Seq. Order) number
increments by one.

To change the sequence that the validation
gueries are executed, change the value that =

appears in the Seq. Order parameter. . }
Plagging Danart;

Seq. Order p
|2

[ Ruleis valid when retumed valus =0 o

e

. Yalidation Rule Setup

Select Quemy N a'
Calculated e

Note: Ensure that you do not have duplicate sequence order (Seq. Order)
numbers.
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Audit Trail and Data Duplication Setup

Overview

Track madifications to selected Govern tables, by function, using the Audit
Trail form. When you set up the audit trail, an entry is created in the USR_
AUDIT_TRAIL table, for each modification.

You can set up an audit trail from modifications made to Govern Admin forms
and for processes run through Govern Batch Processing. See Govern Admin
Audit Trail on page 134 for details.

For a complete and exhaustive tracking of a record and its fields, you must
select the Full Audit Trail option in Govern Admin. All audit information is
updated to the USR_AUDIT_TRAIL table. See Full Audit Trail on page 30.

Modifications made to Govern Admin forms are saved to USR_AUDIT_ADM,
while audited information on Govern Batch processes is saved to USR_
AUDIT_ ATCH.

Define the data that can be duplicated from an existing property to a new one,
using the Data Duplication Setup form. When you create a new property, or
perform a Split / Merge, a confirmation message appears asking you to
confirm that you want to duplicate all the items selected on the screen.

To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Audit Trail and Data Duplication Setup
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i, Audit Trail and Data Duplication Setup e

Function

Code I ame
\/ [0 [activities

Tables

PC_LK_PARCEL PM Iv &udit Trail
P _ACTIITY STATUS

[ Duplicate Data

[ ituto Comments on Memo Fields

Browse | E it |

I HI 4 IEditing Existing Fecord [1/108] b I HI

Setting the Audit Trail and Duplicate Data Parameters: To change
the default setting for these functions, select a table from the list, then check or
deselect audit trail and duplicate data accordingly.

Browsing the Govern Functions: Click Browse to view a list of the
functions, by code and long description.

Function: This field displays the icon of the function.

Code: This field displays the code for the function.

Name: This field displays the name of the function.

Tables: This field displays a list of the tables associated with the function.

Audit Trail: If this option is selected, then it allows you to keep track of all
modifications (Create / Update / Delete) made to the selected tables.

Note: For a full exhaustive audit trail, it will be necessary to select the Full
Audit Trail option. See “Full Audit Trail” on page 30. for details

Duplicate Data: Select this option to duplicate the data from the selected
table to a new property.

Note: Only tables that have a P_ID field can be duplicated.
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Duplication Setup

When you create a new property, or perform a Property Split, Merge or
Remap, you are prompted to duplicate all the selections you have made.

Auto Comments on Memo Fields: Select this option to enable the Name
and Time Stamp feature for the selected function. This adds the user name,
along with the date and time of the entry, to any text added to the Notes &
Comments field of the function.

Note: If the Add User Name and Current Date in Notes (Memo) field is
selected on the System Registry Maintenance form, the user name
and time stamp are added to all memo functions and this is option is
disabled. Otherwise, you can select or deselect it for each function.
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Govern Admin Audit Trall

@_@l Overview

You can create an audit trail to track modifications made in Govern Admin.
You need to select the forms on which you want to set the audit trail.
Modifications are saved to USR_AUDIT_ADM.

&, Audit Trail Setup &4 B4

Parameters | Setup

w User Maintenance. ..

w Menu Security Setup...

w Group of Users. .,

v Global Field Validation Mask. ..

v Walidation Table. .. Set Audit Trail on &1 Menu fems |

v Property Control Yalidation Table.. .

' Dataszet Source Setup... Remove Audit Trail from &1 Menu tems |
w Deparkment Setup...
v Eunctions Setup..,

w fudit Trail & Data Duplication Setup. .. it |

w Audit Trail A0MIM Setup. ..

audit Track Global ID. .. F : y
) Exit I

v Bill Messages Setup... !

w Lists 8 Crystal Reports Setup. .,

w Lists & Sgl Reporting Setup...

w User Text Maintenance. ..

v Process Flow Wizard Setup,..

v Scanners Parameters Setup...
w ICWerify Setup. ..
G5 Component Setup, ..

w External &pplication Setup, ..

w Formula Editor ...

v Logical Expression Block Editar, ..
v onstank Editar, ..

w S0L Definition Setup. ..

w Queries by SQL Setup...

Setting up an audit trail is similar to granting access to menu items through the
Menu Security Setup form.

To set an audit trail to a menu item:

1. In Govern Admin, select Setup > Audit Trail ADMIN Setup...

2. Inthe Audit Trail Setup form, select Parameters or Setup, depending on
where the item is located.
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3. Select the menu option to grant access. Deselect it to restrict access.

The audit trail is set on all forms and features that are selected on

¥ the menus.

4. Click Save to save modifications to USR_AUDIT_ADM. Changes are
saved by User ID and date. The type of action, such as create, modify,
insert or delete is recorded as is the field name that was changed, with the
previous and new values.

5. Click Exit to close the form.
Click Set Audit Trail on all Menu

Lllow decess To Al Mernu lbems Items to set the audit trail for all
forms in Govern Admin.

Tip: If you are setting an audit trails for all but a few forms, select this option,
then remove the audit trail from the specific forms, by deselecting the
applicable options.

Click Remove Audit Trail to all
Remove Access Ta Al Meru tems | Menu Items to remove the audit trail
from all Govern Admin forms.

Tip: To set the audit trail on only a few forms, you can select this option, then
select the forms on which you want to set the trail.
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Audit Track Global ID

This feature allows you to track the access and length of time of selected ID’s
(Table: USR_TRACK). This is an administrative feature that should be used
with some caution as the table can be quickly populated.

[-"3 Govern System Administration CMSDEMO MS Govern Super User
File Parameters | Setup Tools Help

p[] 13 £,/3  User Maintenance. . & &2 = [=]FS
—————————————  Menu Security Setup... —
Group of Users.,.,

Global Field Yalidation Mask. ..
‘alidation Table... ¥ Parcel ¥ Personal propetty id

Properky Control Validation Table...

Diakaset Source Setup. .. I Maime ict [ htator vehicule id
Department Setup... .
Functions Setup. .. ™ Building ic [~ Boatid
—
Audit Trail & Data Duplication Setup... (B4 I™ Project id [ dircraft id

Audit Trail ADMIM Setup. ..

Audit Track Global ID. ..

Bill Messages Setup...

Lists & Crystal Reports Setup. ..

Lists & 5l Reporting Setup.., ¥ Permit id ™ iz, billing id
User Text Maintenance, .,

I Complaint id [~ Self reported tax id
I Hearing id I~ Ltility killing ic

I Inspection id

I~ Offence id

I~ Submission id

Save I Exit

When selected, the information tracked are as follows:

Parameter Name Description
TRACK_ID The sequence number.
USR_ID ID of the user that generated the record.
ID_NAME ID name that is was selected to be tracked.
ID_VALUE Value of the ID.
START_TIME Date and time that the event ID was generated.
END_TIME Date and time that the event ended.
DURATION Elapsed time in seconds.

This information can be obtained through a custom report.
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Bill Messages Setup
Overview

Add a message to your next billing run using the Bill Messages Setup form.
This message is valid for one billing only. The message is defined by Message
Type and by subsystem. For example, you can define a message to be printed
on duplicate bills created for Real Property tax.

Note: This message is valid for one billing only.
To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Bill Messages Setup

i Bill Messages Setup I Ed
Sub-System Meszage Type
IReaI Property Tax j il IGeneraI j il

Mezzage on Bill

Suffolk County Mational Bank in Hampton Bays- Westhampton- Southampton- Water
Will- Sag Harbor and Bank of America Southampton accept payments during regular
buziness hours

I Hl 4 |Editing Exizting Recard (1i3) » | )||
[ | Save I Delete Browwse I Exit |

Bill Messages Setup Parameters

Subsystem: Select a Sub-system (Land Management, Real Property Tax,
Special Assessment, and Utility Billing) from the drop-down list.

Message Type: Select a Message Type from the drop-down list (Table: VT_
USR_MESSBILL).

Message on Bill: Enter the message that will appear on the bill.
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Message Types

The following table provides a list of Message Types with associated criteria:

Code Message Type Criteria

1 General Message Primary Index is the Owner (active), no
Mortgage OR
Primary Index is the Owner (inactive) and
temporary owner
[Code X]

2 Information Only Primary Index is the Owner (active) and
Additional Owner

3 Third Party Third Party

4 Owner with Mortgage Primary Index is the Owner with Mortgage

5 TSO / Mortgage TSO / Mortgage

Note: It is important to keep these codes intact. You can, however, define

other codes for use with additional message types, through the
Validation Table Header form. See Validation Tables on page 85.

Attaching a Message to a Bill

When you run the bill printing process, only the bills linked to the selected
message are printed. If you do not select a message type, only the bills with
no linked message are printed.

Bill Messages Setup Command Buttons

Creating a New Bill Message: Click New to clear the form and create a
new message.

Saving a Bill Message: Click Save to save a new message setup or any
modifications to an existing one.

Deleting a Bill Message: Click Delete to remove the current message

setup.
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Browsing Bill Messages: Click Browse to view a list of the messages for
all sub-systems.
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Lists & Crystal Reports Setup
Overview

Use the Crystal Reports Setup form to define the properties for Govern’s
reports. Set user access permissions, link functions and batch processes and
associate a fee. In addition, you can create prompts, to have the user
dynamically set the selection criteria.

Tip: To make it easier for users to find and select the reports they need,
create a Tree View for displaying reports in Govern.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Lists & Crystal Reports Setup...

. Crystal Report Functions Setup ﬂ
File Edit Help
General T Prompts ]
Report File Mame Iaract‘l.rpt W Audit Trai Mew
D escription |AHH Activity Report Effective Date)
Users Groups Functions
Adminiztrator Assessor office Accounts Receivable - Inguiry
& H B Delete |
=z 2 )ES [
Departrents Process
Assessor's Office AFR CC Posting
Department of Public *works
Electical i} B Browse |
=1z | [ - |
A7F Class Feport TreeWiew Groups
I ﬂ Upper Nade IMonthI_l,l Reports |+
Report Fee E xit |
I Lower Nods IAccounting |t
I4] o |E diting E sisting Record [1/55) I

Note: The paths to Govern'’s standard and customized reports are defined on
the System Registry Maintenance and User Registry Maintenance
form in Govern Admin. See System Registry Maintenance on page 16.
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Standard reports have been removed from Govern Admin. All reports are
launched from Govern or Govern Batch Processing and need to be linked to a
data entry function or batch process or added to the Report Tree View, in
Govern for Windows. See Linking Functions and Batch Processes on

page 143 and Creating a Report Tree View on page 144. For a list of the
standard reports, see Appendix A: Standard Reports on page 320.

To access the Lists & SQL Reports form from Govern’s main screen, select
Tools > System Administration (Govadm32.exe)

OR

Click % then select Setup > Lists & SQL Reporting Setup...

File Edit Help
General T Frampts ]
Repart File Mame IHptEUU?UB‘I 2 W Audt Trai Mew |
Description IMH Activity - Payment Distribution
Isers Groups Functions Save |
Govem Software Inc. Agzesaon office Azcounts Receivable Inguiny
i il il Delete |
=l =z e
Departments Process
Aszessor's Office A/R CC Fosting
Tax Receiver
‘water Department i E Browse |

Report TreeView Group:

1 =] | ———————————————— |

&7R Clazs
I j Upper Node IAccounts Receivable Report for M. 'l + |
Report Fee Exit |
| Lower Hode | Creit Report for 2007015 ME
| [4] 4 |Editing Esisting Record (1/34) » |

Lists and Reports Command Buttons

The following are the command buttons that appear on both the Crystal
Report Functions Setup form and the SQL Reporting Functions Setup form.
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Browsing Reports: Each report is saved as a separate record. Use the

rightI‘E and left [M]4 navigational buttons to display each record or
select Browse to view a list of the existing reports. Reports are displayed on
the Browsing screen, by code and long description.

Creating a New Report: Click New to create a new report setup.

Note: You need to enter a name for the report and click Save before
selecting the Govern function or Batch Processing form or granting
user access rights.

Saving a Report: Click Save to save a new report setup or any
modifications to an existing one. This report must be saved to the directory
specified on the System Registry Maintenance or User Registry Maintenance
form. See User Registry Maintenance on page 53 and System Registry
Maintenance on page 16 for more information.

Deleting a Report: Click Delete to remove the current report setup from the
database.

Lists and Reports Fields

Report File Name: Enter the report file name.
Note: The report must be saved in either the Report Folder or the Custom

Reports Folder defined on the System Registry Maintenance or the
User Registry Maintenance forms.

Description: Enter a description of the report.

Audit Trail: Select this option to create an entry in the USR_AUDIT_RPT
table, each time the report is generated.

Defining User Access Permissions

You can define user access permissions by user, group or department.

Users: To grant user access to the report, select the users from the drop-

down list. To create a new user account, click the _*| pbutton. This opens the
User Maintenance form. See User Maintenance on page 60 for details.
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To remove access to the report from a specific user, highlight the user in the
list and click R.

Groups: To grant group access to the report, select the groups, from the

drop-down list. To create a new group, click the _%| button. This opens the
Group Validation Table screen, where you can create the new group. See
Creating a Group on page 75.

To remove access to the report from a specific group, highlight the group in the
list and click R.

Departments: To grant access to the report for one or more department,
select the departments from the drop-down list.

To create a new department, click _t|. This opens the Department Setup
form, where you can define a new department. See Department Setup on
page 101 for details.

To remove access to the report from a specific department, highlight the
department in the list and click R.

Linking Functions and Batch Processes

Use the procedures in this section to open and run one or more reports
directly from a function or on completion of certain batch processes.

Functions: To generate reports directly from a Govern function, you need to
complete two procedures:

1. Select the function, from the drop-down list on this Report Functions Setup
form.

2. Launch Govern, open the function and use the New Command Button
form to link the report or reports, as described under New Command
Buttons on page 257.

There are now two ways to launch a report, from a new command button:
» Directly from the command button, In Quick Access Mode
* From a list of reports, launched from the command button.

Note: You need to repeat this procedure, for each function, from which the
report is to be generated.
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To remove a function from the list, highlight the function and click R.

Process: To generate the report automatically, on completion of a batch
process, in Govern Batch Processing, select the process from the drop-down
list. When the user runs the process, a confirmation message, Do you want to
run the Crystal Report?, appears.

To remove a batch process from the list box, associated with the report,
highlight the process and click R.

Note: Only the batch processes displayed in the drop-down list can be
associated with a report.

Associating a Fee with a Report

A/R Class: To link an A/R Class code to the report, highlight a department; in
the Departments list box; then, select the A/R Class code from the drop-down
list (Table: VT_USR_AR_ CLASS).

Fee: Enter a fee to associate with the report. This field is linked to the A/R
subsystem.

Creating a Report Tree View

To make it easier for users to find and select the reports they need, organize
your department’s reports under two levels of headings and display them in a
tree view in Govern, For example, you can use the names of the subsystems
as the top-level headings: Accounts Receivable, Tax Assessment and Billing,
Utility Billing, etc. Then, create secondary headings, according to the
information in the report, Credits, Debits, Payments, Real Property Tax or
Personal Property Tax.

The user displays the Report Tree View, by selecting File > Open or Ctrl + R.
Refer to the General Information guide for further details on this screen.
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Open a Repork

Elxﬂ Treazurer's Office - Available Repaorts

=g Utility Biling

----- |§| Penalty Edit List [Utility Billing)

El-fg% Balancing
-3 Dutstanding Balance [Utiliy Billing]
-3 Cash Balancing Report [UB)
.3 Payment Distibution Repart [UB)
§| UUB Computation Reqister [Posted)

Accounts / Receivable
-[gF Awdit

-kg# Balancing

-[gF Credit

g

#-[H

EE Refunds
B ~E Refund Edit List
- Totals

E‘ Tax Receiver's Totals [Detal]]
El-fgf Tax

------ B TaxEBil: Printing

El-[igF Balancing
L E' T ax Computation Surmmary
ax Title

-l T
oI dudi

®E= R Open Credit Fedistibution Report
E' Open Credit Report [Refund Report]

B AR/GL Tranzaction Auxiliary Ledger

LCancel |

In order to create the tree view, you need to define the headings, then, select
both the top-level heading, the Upper Node, and the secondary level, the

Lower Node, for each report.

Creating the Headings

To create the Upper Node:

1. cClick lto open the validation table, VT_USR_RPT_LEV1.
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. Yalidation Table ﬂﬂ
General Add Info

Table Mame Year Mew |

rpt_lew

o |
Code
Iﬁ‘-.FE Delete |
Short Desc.
If-‘-.ccaunts Receivable
Long Desc.
If—'u:cu:uunts Receivable Browse |
Full Desc. o~

_I Exit |
I HI 4 |Editing Exizting Fecord [1/1] M

2. Enter a code, short description and long description.

3. Click Save.

4. Click New and repeat steps 2 and 3 until you have all your first level
headings.

To create the Lower Node:

Click _£lto open the validation table, VT_USR_RPT_LEV2.
Enter a code, short description and long description.
Click Save.

Click New and repeat steps 2 and 3 until you have all your second level
headings.

p w N PF

Selecting the Headings
You need to select both the Upper and the Lower Nodes, for each report.

1. Scroll to the report.
2. Select the top-level heading, from the Upper Node drop-down list.

3. Select the secondary heading, from the Lower Node drop-down list.

Note: You can create a new heading, by clicking the _t| button.
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General T : ]
Seq | Field | Prompt |Table  |Fiom | Range New |
1 AR_MASTERNYEAR_ID Fizcal Year Jzer T ables Ak for a range
2 |AR_MASTER.SUB_SYSTEM Sub-Spstem | subsyz | Systemn Tables
3 | AR_DETAILBALANCE Balance |Jzer Tables Ask for a range Save I
Delete |
Al i
Prompt IFiscaI ear
Field Marne IAH_MASTEH.YEAH_ID Field Selection |
5 I— Browse |
s L ¥ Azk for a Range
‘alidation Table I j [~ System Table
E xit |
I HI 4 IEditing Existing Record [26/64] » I NI

To create a prompt:

1. Select a report on the General tab.
2. Select the Prompts tab.

3. Click New and complete the following fields as described in this section:
Prompt: Enter a label for the prompt.

Field Name: Click Field Selection to select a field for the prompt. The
following screen is displayed:
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. A/R Activity Report (Entry Date} e
ABATED -
AR_MASTER ADJUSTED_BILL_C
ADJUSTED_BILL_D
ADJUSTMENT
AMOUNT

ok Cancel |

Report Field Selection: Select the table, from the left, and the field, from
the right, to display when generating the report. Then, click OK.

Sequence: Enter a sequence number. This defines the order the field
appears on the report.

Validation Table: If the field has to be validated, choose the validation table
from the list box.

Ask for a Range: Select this option to prompt the user to enter a range for
the selected criteria; such as range of dates or values, when the report is
generated.

System Table: Select this option if the validation table is a system table.

Sample Report Generation Prompts

The following screen shot displays the report with user-defined fields:

ok (1) Board of Zoning Appeals.A,R Balance Repott = IEIIE[

From Parcel Mumber I To Parcel Mumber |

[ Taxap # E40011-0071-001-001-051

[ Propertties Included In The Becordset
Run Crystal Beport | | E zit I
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Govern Standard Reports

Crystal Reports are generated based upon data that is obtained from Govern.
In some instances user action in the form of a prompt is required to filter the
data, e.g. entering a date range. In other instances the data must first be
extracted and then go through a “preprocess” step.

Currently there are six (6) Govern standard reports that require data pre-
processing. These reports are specific to the Govern Land Management
module. Should you wish to use any of these reports, you must first configure
the preprocessing for them. This can be done by configuring prompts in the

Crystal Report Functions Setup form.

- PM_APPLIST.rpt

«  PM_CERTLIST.rpt
«  PM_EXPAPLST.rpt
« PM_EXPCTLST.rpt
«  PM_EXPPMLST.rpt
«  PM_PMLIST.rpt

Note: Prompts must be configured for each of these reports.

If you try to run any of the aforementioned reports in Govern for Windows, it
will look for the configured prompts. If they have not been created, an error will

be displayed.

To configure the prompts for
these reports in Govern
Admin:

File Parameters

6/3

1. Select Setup > Lists &
Crystal Reports Setup...

2. Inthe Crystal Report
Functions Setup form,
click Browse.

013 |

Setup  Tools  Help

User Maintenance. ..

Menu Security Setup...
Group of Users,.,

Global Field Yalidation Mask. ..

\'a Govern System Administration CMSDEMO

.

ARG o

‘alidation Table. ..
Property Control Validation Table...

Dataset Source Sekup. ..
Department Setup. ..
Functions Setup. ..

Audit Trail & Data Duplication Setup. ..
Audit Trail ADMIN Setup. ..
Audit Track Glabal ID...

User Text Maintenance. ..
Process Flow Wizard Setup. ..

Scanners Parameters Setup.,, .

ha Ve Lag WL W
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3. From the Browsing screen, select one of the six (6) Govern standard
reports listed above, in this example we are selecting the Permits
Application Listing report.
TR i of rows f5 450
Code | Lang description )

_218| permitz.rpt Permit Count by Code -
_219| permitzE lec.ipt Permit Count by Code

_220| PermitsE st rpt Permit Count by Code [External Set-FEMA)

_221| permitzopen. ipt Open Building Permits

_222| permitzPS.rpt Permit Count by Code

223 petgrievsht.ipt Griev - Petitioner's Grievance Letters

_224| pick_class.ipt

2258 Plan_Month.rpt

_226] plr_receipt.ipt

227 pnSUBrept.ipt

_229| pr_cashbal it k F'rml - Cash Balancing Repart

_230) pro_certlist.ipt Perrnits - Certificate Listing

23| pm_coast.ipt Coastal Erosion Permit

im ,."vl-——-.-,t ‘__ng"—.ir nnw"-!-—l.i-ikq'“ .
4. Under the General tab, configure any additional parameters required for
the report, e.g. what departments, which users, etc.
s, Crystal Report Functions Setup ﬂ

Eile Edit Help
General Prompts ]

Repart File Mame Ipm_applist.rpt ™ Audi Trai Mew
Description |F'ermits Application Listing
Users Groups Funchions Save I
Adlin Auffant - * Al groups Accounts Receivable Abatement .«
Administrative Account 5 = Accounts Heceivable Adjustments 5
Al Tuzzala = = | |Accounts Receivable Charge = Delete |
Alfred Tumbarello ﬂ Accounts Receivable Demand ™
| =l ==l [
Departrments Frocess
Agzessors Office ﬂ AR CC Posting
Board of Zoning Appealz Compute Balance Due
Building ahd Zoning Division B H Browse |
i 2k
Community D eveloprent ﬂ =
| S =il
A/F Class Report TreeYiew Group:
I j Upper Maode I | +
Report Fee E it |
Lower Node I | + -
4] 4 | Editing E sisting Record [228/422) |

5. Select the Prompts tab; click New to set up a new prompt for the report.

6. Enter Start Date in the Prompt parameter
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7. Click Field Selection to display a list of the fields that are within the report;
in this case we require the APPLICATION_DATE within the PM_MASTER

field.
&, Crystal Report Functions Setup ﬂ
File Edit Help
General T Prompts ]
Hew
&%, Permits Application Listing
THP_PM_&FPLIST
VT_USR_PHMTYRE CERTIFICATE_DATE
Prampt IEnd Date CREATED_OM_wEB
Fisld Name | N
ExPIRATION_DATE
Sequence I FLAG_ExP
‘Yalidation T able I j Cancel |
Lancel |
Hl 4 IEditing E xisting Record [228/422) kM
8. Click OK; the field name is now copied into the Field Name parameter.
Enter a sequence number; for our example we will enter 1 to correspond
with the first prompt.
10. Click Save.
. Crystal Report Functions Setup ﬂ L
File Edit Help
General T Frompts ]
Seq |Field |F'r0m|:t | Table |Fr0m | Range | | i N=v
1, PM_MASTER.APPLICATION_DATE Start Date Uszer Tables | @
®
Delete |
Prompt IStart Date
Field Mame IPM_MASTEHAF'F'LIEATIDN_DATE Field Selection |
Browse
SegEizE |1 [~ Aszk for a Range 4'
——l =g e e ot
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A grid now appears just below the Prompts tab, each line will correspond to a
prompt that the user will see before the report is run. We now need a second
prompt for the End Date.
11. Click New to make entries to add a second prompt.
12. We need to repeat Steps 6 to 9 in this procedure to complete the fields for
a second prompt. At step 6, enter End Date in the Prompt parameter, at
step 9, enter a 2 for the Sequence Number.
13. Click Save.
14. A second line corresponding to the second prompt will appear in the grid.
&, Crystal Report Functions Setup ﬂ
File Edit Help
General T Prompts ]
Seq | Field |Prompt | Table | From | Range || Hew
1 PM_MASTER.APPLICATION_DATE Start D ate User Tables

End Date User Tables

Prompt IEnd Date
Field Mame [PM_MASTER. APPLICATION_DATE Field Selection |
Erowze
5 I ;l
CIUETED 2 [ Ask for a Range

Y alidation T able | =] [~ System Table

Exit |

[4] 4 [Editing Esisting Recard (228/422) 2 vl

Note: This procedure of creating prompts must be repeated for each of the
six (6) standard reports.
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Report Function Setup: Formulas

Overview

This section lists the recommended, general, read-only and conditional
formulas to include when creating reports through Crystal Reports.

Recommended Formulas

Include the following formulas when you create Crystal Reports:

Formula

Definition

@rpt_date (totext (currentdate))

Date & Time

@rpt_name

Report Name

@rpt_Username

Town or Company Name

General Formulas

Govern populates the following Crystal Reports formulas automatically, if they

are included in your reports:

Formula Definition

@dept Department (code)
@dept_label Department label
@language Language
@rpt_county County

@rpt_default_date

Default Date

@rpt_login User name

@rpt_range Range Text

@rpt_state State

@rpt_title Report Title

@rpt_uid User identification code (UserID)
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Formula Definition
@uniform Assessment Equalization Rate
@year Fiscal year in use by current user in
Govern

Read-Only Formulas

The following Crystal Reports formulas are read-only; i.e., they must contain a
nonblank value in the report. These formulas trigger specific actions or
populate specific formulas:

Formula Action

@achill Refreshes the AC_POST_MASTER table
with the current Aircraft ID or the current
Name ID (in duplicate bill printing).

@all_ar_needed_ac Populates the value of several formulas
for the current NA_ID and for the all Tax
sub-systems. See Conditional Formulas
on page 158.

@all_int Updates the following fields in the AR_
SUMMARY table for all installments with
positive balance, for all Taxation and
Assessment sub-systems and for the
current NA_ID. (All updated installment
records within a sub-system will contain
the same information).

LATE_CHARGES (Accrued Penalty or
Interest)

CHARGE_DATE (Current date as defined
in Govern)

BALANCE_AS_ OF_DATE (Total balance
due, exclusive of late charges)

@bitbill Refreshes the BT_POST_MASTER table
with the current Boat ID or the current
Name ID (in duplicate bill printing).

@drilldown Enables Crystal Reports Drill Down
feature
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@govern_tx_interest

Crystal Report

*This formula is used when calling a Web

Updates the LATE_CHARGES column in
the AR_SUMMARY table.

Use when calling a Web Crystal Report in
the Real Property Tax Subsystem.

Crystal Report

@govern_ub_interest

*This formula is used when calling a Web

Updates the LATE_CHARGES column in
the AR_SUMMARY table.

Use when calling a Web Crystal Report in
the Utility Billing Subsystem.

@mv_ar_needed_ac

Populates the value of several formulas
for the current NA_ID and for the Motor
Vehicle Excise Tax sub-system. See
Conditional Formulas on page 158.

@muvbill Refreshes the MV_POST_MASTER table
with current Motor Vehicle ID or the
current Name ID (in duplicate bill printing).

@mv_int Updates the following fields in the AR_

SUMMARY table with motor vehicle
excise tax information, for all installments
having a positive balance for the current
MV_ID. (All updated installment records
will contain the same information).

LATE_CHARGES (Accrued Penalty or
Interest)

CHARGE_DATE (Current date as defined
in Govern)

BALANCE_AS_OF _DATE (Total Balance
Due, excluding late charges.)

@pp_ar_needed

Populates the value of several formulas
for the current PP_ID and for the Personal
Property Tax sub-system. See Conditional
Formulas on page 158.

@pp_ar_needed_ac

Populates the value of several formulas
for the current NA_ID and for the Personal
Property Tax sub-system. See Conditional
Formulas on page 158.
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Formula Action

@ppbill Refreshes the PP_POST_ MASTER table
with the current Personal Property ID or
the current Name ID (in duplicate bill
printing).

@pp_int Updates the following fields in the AR_

SUMMARY table, for the current PP_ID,
with Personal Property Tax information,
for all installments having a positive
balance. (All updated installment records
will contain the same information).

LATE_CHARGES (Accrued Penalty or
Interest)

CHARGE_DATE (Current date as defined
in Govern)

BALANCE_AS_OF DATE (Total Balance
Due, excluding late charges)

@re_ar_needed

Populates the value of several formulas
for the current P_ID and for the Real
Estate Tax sub-system. See Conditional
Formulas on page 158.

@re_ar_needed_ac

Populates the value of several formulas
for the current NA_ID and for the Real
Estate Tax sub-system. See Conditional
Formulas on page 158.

@re_int

Updates the following columns in the
AR_SUMMARY table, for the current
P_ID, with Real Estate Tax information, for
all installments having a positive balance.
(All updated installment records will
contain the same information).

LATE_CHARGES (Accrued Penalty or
Interest)

CHARGE_DATE (Current date as defined
in Govern)

BALANCE_AS_OF_DATE (Total Balance
Due, excluding late charges)
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@td_ar_needed

Populates the value of several formulas
for the current P_ID and for the Tax
Deferral sub-system. See Conditional
Formulas on page 158.

@td_int

Updates the following fields in the
AR_SUMMARY table for all installments
having a positive balance, with Tax
Deferral information for the current P_ID.
(All updated installment records will
contain the same information).

LATE_CHARGES (Accrued Penalty or
Interest)

CHARGE_DATE (Current date as defined
in Govern)

BALANCE_AS_OF _DATE (Total Balance
Due, excluding late charges)

@tt_ar_needed

Populates the value of several formulas
for the current P_ID and for the Real
Property Tax Title sub-system. See
Conditional Formulas on page 158.

@tt_int

Updates the following fields in the
AR_SUMMARY table, for the current
P_ID, with Tax Title/Lien information, for
all installments having a positive balance.
(All updated installment records will
contain the same information).

LATE_CHARGES (Accrued Penalty or
Interest)

CHARGE_DATE (Current date as defined
in Govern)

BALANCE_AS_OF DATE (Total Balance
Due, excluding late charges)

@txbill

Refreshes the TX _POST_MASTER table
with the current Property ID or the current
Name ID (in duplicate bill printing).
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Conditional Formulas

The Crystal Reports formulas listed in this table are populated by Govern
conditionally, on the presence of the following read-only formulas:

« @all_ar_needed_ac
e @mv_ar_needed_ac

* @pp_ar_needed

* @pp_ar_needed_ac

e (@re_ar_needed

e @re_ar _needed_ac

e @td_ar_needed
e @tt_ar_needed

Formula

Action

@ar_interest_1
@ar_interest_2
@ar_interest_3

@ar_interest_4

Calculates the interest and penalties
committed for the current fiscal year and
the specified installment.

@current_due

Calculates the total balance due for the
current fiscal year, including late charges.

@daily_interest

Calculates the daily interest and penalties.

@prior_ar_fee 1
@prior_ar_fee 2
@prior_ar_fee_3

@prior_ar_fee 4

Calculates the demands, charges and
fees committed for prior fiscal years and
the specified installment.

@prior_ar_interest 1
@prior_ar_interest_2

@prior_ar_interest_3

@prior_ar_interest_4

Calculates the interest and penalties
committed for the prior fiscal years and for
the specified installment.
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@prior_due Calculates the total balance due for the
prior fiscal years, including late charges.
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User Text Maintenance

Overview

With the User Text Maintenance form, you can modify all the text from the
SY_TEXT table. This includes the entries on the Govern CoolBar, messages
and labels on functions. The text is modified on the user interface but remains
unchanged in the database.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > User text Maintenance

i, User Text Maintenance KB
Search Farm
Ifrm_arDEi j
Seq.  |System Text User Text ;|
9 (Payer Mame
10| Billed
11 | Paicl _I
12 |Payment Method
13 | Adiusted Gil
14 | Do you want to =et the protest flag? IW
15| Do you want to remove the protest flag?
16| Invalicl Date
17 | Do you wart to save these notes? LI
Save I Exit |

To modify text:

1. Select an item from the Select Form drop-down list. For example, in the
preceding screen shot, the Mass Appraisal Information function,
frm_mal4 is selected.

2. Highlight the text you want to modify from the System Text column, on the
left. The text is copied to the User Text column, on the right.

Modify the text, in the right column.
4. Click Save.
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Process Flow Wizard Setup

Overview

Use the Process Flow Wizard Setup form to define a workflow for any work
process, from printing bills to completing end-of-year procedures. You can
include batch processes, administrative procedures and reports. Add them to
the queue in the order they need to be completed and define the users that
need access permissions.

The Process Flow Wizard is run in Govern Batch Processing. This keeps track
of each task, displaying the starting and completion date and times, with the
name of the user and maintains an error log. See Process Flow Wizard on
page 303, for details.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Process Flow Wizard Setup

. Process Flow Wizard Setup
File Edit Help
Wiarkflow Code Short Description Users
ITA}{EIILLING fTax BILLNG CITY WS Gowern Super User
Long Description
ITA}{ BILLIMG CITY i
| =]zl
Step Sequence  Batch Process Repaort Mame
20 IReaI Property Compute Lewy & Exemption j I j
Admin Process Restart Step
| j [~ Do Mat Allow to Restart |
Step Seq |Elatch Process | Admin Process | Report Mame | Do Mo Restart | Restart Step
Perzonal Property Compute Formulas & Log. Express.
_____ al Property Compute Lewy & Exemption _—_
30 Real Property Posting to AR
40 Real Property Generate Bill Printing Sequence
Al I Upclate | Remove I
|4| 4 |Editing Existing Record (101 M
e | Save I Drelete I Brovwse Exit |
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Creating a Workflow

To create a workflow with the Process Flow Wizard Setup:

P w NP

Launch Govern Admin.
Select Setup > Process Flow Wizard Setup.
Click New to reset the form.

Enter a Workflow Code. This is saved to VT_USR_WORKFLOW and
identifies the workflow.

Enter a Short Description and Long Description. The Long Description
is used to populate the Workflow Description on the Process Flow
Wizard in Govern Batch Processing.

Select the users, from the Users drop-down list, who need to access the
current workflow in Govern Batch Processing.

Select the £l to open the User Maintenance form, if required.

Click Save to save the workflow to VT_USR_WORKFLOW.

Defining Steps in the Workflow

To define each step in the workflow, or each task that needs to be completed
in the work process:

1.

Modify the Step Sequence, if required. Step Sequence Numbers are
automatically generated, in increments of ten and used to order the steps,
in the queue.

Select the Govern Batch Process, Govern Admin Process and / or
Report Name for the step.

Tip: Enter the first letter of the item, rather than scrolling through the

3.

complete list.

Select Not Allow Restart to prevent a user from relaunching the process
or regenerating the report if there are errors. You need to select this option
if a previous step needs to be performed before the current step. For
example, if a calculation needs to be performed before the current step
can be executed.

Enter the step number from which the workflow needs to be restarted. For
example, the step with the calculation that needs to be performed.
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5. Click Add to add the step to the queue.

6. Repeat this procedure to complete the workflow.

7. Click Save.

Modifying a Step
To modify a step in the workflow:

Highlight the step in the grid.
Modify the fields as required.
Click Update.

Click Save.

N

Removing a Step

To remove a step from the workflow:

1. Highlight the step in the grid.
2. Click Remove.
3. Click Save.
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Scanner Parameters Setup

Overview

Define your scanner settings on the Scanner Parameters Setup form. Any
TWAIN-compliant scanner can be used to copy images to disk for the

Multimedia functions.

To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Scanner Parameters Setup

. Scanner Parameters Maintenance kB3
— Select Scanner
| CanoSean 4200F =l
v Default Scanner in Govern
—Interface To Usze When Scanning
" Manufacturer Lser Interface [OlE]
— Scanning Parameters
— Twpe af Image and Rezolution
(v EBlack®white " Palette Color  Bit Per Pizel  Resolution
" Grayscale " RGE Colar I1 j |3':":' j
— Paper Size
= hd A5 " B&
e Latter [B4<11] " Legal [B4414) " Ledger [11517]
— Image Information
Brightnesz I il Gamma I 22 Shadow I i]
Contrast | il Highlight | 2FR  Threshold 128
— Scan Feed Sizan Units
* Document Plate ¢ ADF ’75 Ihches " Centimeters
Test Parameters | | Save I E xit |
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Scanner Parameters Maintenance Command
buttons

Test Parameters: Click Test Parameters to test the parameters that you
have selected. If a parameter is not set properly, an error message will be
displayed.

Save: Click Save to save the current Scanner Parameters Setup in the
USR_REGISTRY table.

Scanning Parameters

Select Scanner group

Select Scanner: Select a scanner from the drop-down list.

Default Scanner in Govern: When selected, this option can set the
current Scanner as the default.

Interface to Use When Scanning group

Manufacturer User Interface: Select this option to default to the scanner
manufacturers interface. When selected, all options in this form will be
disabled.

Govern Direct Scan: If selected, this option will enable the parameters in
this form. Scanning results will be based upon the settings entered in this
form.

Type of Image and Resolution group

Black / White, Gray scale, Palette Color, RGB Color: Select one of
the image color options.

Bits Per Pixel: Select how many Bits per Pixel you want to use for the
scanner resolution. The list of items varies depending on the color option
selected.
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Resolution: Select the resolution that you want to use for the scanner. The
list of items varies depending on the color option selected.

PAPER SIZE: Select the paper size to use when scanning. Available sizes
include A4, A5, B5, Letter (81\2 x 11), (81\2 x 14), (11 x 17)

Image Information group

Note: The following options will need to be configured to the requirements of
the document scanner that is being used. Each parameter value will
need to be verified for the sc anner from the manufacturer.

Brightness: The values entered in this field is the default Brightness. The
values required for optimum results from the selected scanner will have to be
obtained by exprimentation or the manufacturer.

Gamma: This is the default Brightness value. The values required for
optimum results from the selected scanner will have to be obtained by
exprimentation or the manufacturer.

Shadow: The Shadow field displays the default Shadow value. The values
required for optimum results from the selected scanner will have to be
obtained by exprimentation or the manufacturer.

Contrast: This is the default Contrast value. The values required for
optimum results from the selected scanner will have to be obtained by
exprimentation or the manufacturer.

Highlight: The value entered in this field is the default Highlight value. The
values required for optimum results from the selected scanner will have to be
obtained by exprimentation or the manufacturer.

Threshold: This field displays the default Threshold value. The values

required for optimum results from the selected scanner will have to be
obtained by exprimentation or the manufacturer.

Scan Feed group

Document Plate: If selected, this option directs the scanner to accept input
one page at a time.

Page 166

© 2013 MS Govern



D))
C9

MSGovern

Scanner Parameters
Setup

ADF: When selected, this option allows you to feed the scanner using an
Automatic Document Feeder (ADF).

Scan Units group

Inches: Select this option to set the scan units to Inches.

Centimeters: If selected scanner unit will be set to centimeters.
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ICVerify Setup

1] Overview
Use the ICVerify Setup form to integrate the ICVerify package, for credit card
transaction processing. The setup must be performed on every workstation
accepting credit cards. This is used to verify security options for this type of
transaction.
To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > IC Verify Setup

i, ICY¥erify Parameters Maintenance

wWhorkstation [y erify Install Directony |C:'\ID¢\:‘IN22B

L

Master Riequest Shared Directary |C:ACWINZ26
Merchant Code IFHF'Y' Tupe of Processing Metwork

Mumber of Licenses Purchazed |004 5 Teminal-based [approval and
Tranzaction Timeaut [in ms] IW settiementin tno step]
Minirmum Tranzaction Amount Allowed IW 8 E;ﬁ;?;ﬁﬂiﬂgirifnd
Validate Credit Card Exp. Date

"Type of Processzing Transaction

f+ Authonzation Only ¢ Mommal Sale ¢ Practice Mode
Biateh File Directory [C:AICWINZ2G =l

Address Werification Mode [FEXSESR Wate at=g T falyiyl=te]
(A4S Mode] |AYS code is returned but not used for appraval
AWS fail if both zip code and street fail to match
A5 fail iF gither zip ar street fail ta match
A4S fail if either 9-zip or ghreet fail to match

| Sawe I E xit |

I[Elc: j

Vel

E3 QuickGov

Saving the ICVerify Parameters Setup: Click Save to save the
parameters setup for the current workstation.
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Workstation ICVerify Install Directory: Enter the path of the ICVerify

installation directory. You can also click the _..| button. This action opens a
screen displaying a tree of the current working drive to help you to find the
install directory. If the path is incorrect, or if the system cannot find any
application installed, then a warning message is displayed.

Master Request Shared Directory: Enter the path of the ICVerify master
workstation shared directory that will receive the file used to send the requests

for transaction approvals. To find the directory path, you can also click the _-]
button to find the install directory.

Merchant Code: Enter the Merchant Code. It corresponds to the four last
characters of the setup file name of the merchant (that the transaction is being
processed for). For example, if you use the default ICVERIFY.SET, this
property should then be set to RIFY.

Number of Licenses Purchased: Enter the exact number of ICVerify
licenses purchased.

Transaction Time-out (in ms): This is the length of time in milliseconds
that a transaction will wait for a license to process before it times out. The
default value is 10000.

Minimum Transaction Amount Allowed: Enter the minimum transaction
amount allowed. This value cannot be less than one.

Validate Credit Card Exp. Date: If this option is selected, the card
expiration date is checked automatically by the system. If it is not valid, the
process will not be completed. If it is not checked off, validation will not be
performed by the system.

Type of Processing Transaction

If you select, Authorization Only, you must enter a Batch File Directory. This
file will store the pre-authorized transactions until the settlement process has
been completed. In this mode, the system will prompt for an approval number
when entering a credit card payment.

Authorization Only: If selected, you must enter a Batch File Directory. This
file will store the pre-authorized transactions until the settlement process has
been completed. In this mode, the system will prompt for an approval number
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when entering a credit card payment. This is to allow balancing A/R by
Cashier, Operator, Deposit Number or Date in the Batch Process.

Normal Sale: If selected, this option will tell ICVerify to process the
transaction as a normal sale and settlement will occur as the option selected
in the Type of Processing Network section.

Practice Mode: If selected, this option allows the User to test the function.
The value returned will be 99999.

Type of Processing Network

Terminal-based: If selected, it indicates to Govern that you are using a
processing network that will proceed in two steps: the approval followed by the
settlement.

Host-based: If selected, it indicates to Govern that you are using a
processing network that will proceed in one step: Approval & Settlement.

Address Verification Mode (AVS Mode): Select one of the AVS modes.
The most complicated mode appears at the top of the list with the list at the
bottom. The merchant-processing fee is usually less for the less complicated
modes.

Navigate to a directory for the batch file. To return to the parameter setup click

<l
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PayPal Configuration
Overview

PayPal is an online payment transaction service that also offers credit card
payment settlement services. With Govern version 10.0 PayPal was offered
as an option for credit card transactions. Previously the only option available
for processing credit card payments was ICVerify.

i, System Registry Maintenance

2]
Gaverrn Options ePrafile eComponents Connechons Login setup Credit Card
Credit Card Proceszor Company
Fay Fal -
IC\-"erifi
— Run Mode
(' Live Mode " TestMode
—PayPal F.
FPayPal Partner ISecureS hopping.conm
PayPal Password I ******
PayPal Port ]
PayPal Tender IA
PayPal Time Dut |3U
PayPal User IACe_Pleston
FPayFal Wendor I.ﬂce_F'leston
Mimimurn Tranzaction Amount Alowed |20 0ng
o |

PayPal Parameters

Run Mode group

Live Mode: Select this option to run in a live environment.

Test Mode: Select this option to run in test mode.
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PayPal Parameter group

Note: All PayPal configuration parameters will be provided by your PayPal
partner.

PayPal Partner: Enter you PayPal partner name.
PayPal Password: Enter your password.
PayPal Port: Specify the port that PayPal will use.

PayPal Tender: Enter a method of payment:

A - ACH (Automated Clearing House)
e C-Credit Card

* D - Pinless Debit

* E - Electronic Check

» K - Telecheck

e P -PayPal

PayPal Time Out: Specify a time-out value in seconds; a value of 30 - 300
secs is the usual.

PayPal User: Enter the name of the PayPal user.
PayPal Vendor: Enter the PayPal vendor.

Minimum Transaction Amount Allowed: Enter the minimum amount
that is allowed for a transaction.

To configure for PayPal transactions, in Govern Admin:

Note: The following setup must be performed on every workstation accepting
credit cards.

1. Select Parameters > System Registry Maintenance.
Click on the Credit Card tab.

On the Credit Card Processor Company drop-down menu option, select
Pay Pal as the option.
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4. Enter the required parameters.

1 Govern System Administration W TOWN OF SOUTHAMPTON - TE

File | parameters Setup Tools Help

200(  Editthe User Registry

| Bow

Manage User Login.
Property Conkral
Land Management
[Mass Appraisal
Accounts Receivable
Tax Biling

Utility Biling

Self Reported Tax
IMisc. Billing

Special Assessment. .,

. System Registry Maintenance ﬂ E

>

Govern Options eProfile eComponents Connections Login setup Credit Card

r vy oo o4

Credit Card Processor Company

Rurn Mode

= Live Mode € Test Mode

2

PayP4l P.
PayFal Partner ISECUTBShopping DOT oo
3 PayPal Password Ixxxxxxxx
PayPal Part Igg

PayPal Tender IA

PayPal Time Out |30

PayPal User IACe_F'restDn

PayFal YYendor IACe_F'restDn

Minimurn Transaction Amount Allowed |20 00

o |
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Barcode Setup for OCR and PostNet

Billing

ngu Overview

Previously, modifications to barcode fonts required special assistance for
configuration. The parameters that were required to be set were not readily
accessible to users. With this option, configuration of Barcode, OCR, and
PostNet fonts, and dimensions, is accessible to users with administrator-level
access.

Using the Bill Fonts group, OCR / PostNet barcodes can be generated and
included in Govern generated reports such as tax bills, invoices, etc.

Bill Fonts and Crystal Reports

The configuration of Bill Fonts options does not apply to Crystal Reports.
Crystal reports are self contained, i.e. their fonts are embedded within the
report itself, and therefore external to Govern’s control.

To configure Bill Fonts in Govern Admin...

i::'a Govern System Administration

Eile | Parameters Setup Tools  Help

200(  Edit the User Registr

»
A
Manage L: k J
Property Control 3
Land Management 3 ?
IMass Appraisal » 5
Accounts Receivable » -
Tax Biling 3
Utility Billing » ?
Self Reported Tax »
Misc, Billing 3
Special Assessment. .. 2
T

"..'J JI’—J*‘“!

1. Select Parameters > System Registry Maintenance.

2. Inthe System Registry Maintenance form, select the Options tab.
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3. Look for the Bill Fonts group.

. System Registry Maintenance !Ii[ E
Options ePrafile eComponents | Connections | Login Setup | Credit Card
[ Multilingual
Formula "'rpt_range' Separator [ Full Audit Trail
[ Enciypt the Social 5ecurity No. in the database ¥ Process Card on Load
v Encrypt the Federal d Ma. in the database v Deed Process
I~ Mulimedia Levels by *ear v Deed Transfer Dwner / Mailing
[T Generats Account Mumber for Mame ) [~ Deed Transfer Dwner / Mailing Checked by Default e
---.v.} Mty‘ Ll bl o anll ol o dssign Pt L™ S e g

B ) p _ s o .
Host Mame ] | 100 Boteh Max Becords
Uzer |D. Password Fort el Pt
|25 Barcade Size Prirt.  Size Pit.  Height
~CCR Setup [wasp 3aL =l |22 |22 |435
P t Method
patlatidace | [~ acR Size SizePict.  Height
MLC'SHE"C' | [ [wasP oCR A =l [z [10 [220
2rld MbId Mald Postret Size Size Pict. Height
jo Jo Jo |PastaiNetwark =l |12 |1u |2su

-
Save | Exit |

The additional parameters that are required for the configuration, i.e. Barcode,
Print Size, Pict Size, and Height are set based upon each user individual
requirements.

Note: Barcodes and barcode readers are specialized in that users cannot
use any barcode font. Refer to the information supplied with your
reader or scanning system, to find out what fonts are compatible with
your system.
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CCR Setup

MS Govern's Centralized Cash Receipting (CCR) Module is a web based
transaction system that integrates to the Govern System. Govern’s CCR
module provides centralized cash collection on any cash receipt, including
utility, building permits, property taxes and accounts receivables. Transactions
made through CCR are sent to Govern via web services, and stored as a
transaction in Govern's A/R table.

In order for Govern to be able to store a CCR transaction, it is necessary to
include additional information that is not provided by CCR. This appending
procedure ensures that CCR data will conform with Govern's database
structure. Required settings are defined in the CCR Setup group in Govern
Admin.

To configure CCR in Govern Admin:

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

\—‘1 Govern System Administration M TOWN OF SOUTHAMPTON - TEST I
File | Parameters Setup Tools Help

20(  Edtthe User Registry... y
Edit the System R
Manage User Login...
Property Contral
Land Management

ORI N

I 4
{

[Mass Appraisal
(A EREEIE T . System Registry Maintenance ﬂ E
laf B'”'r"_; Govern Dptions ePrafile eComponents Connections Login setup Credit Card
Ltility Billing
Self Reported Tax %
Misc. Billing
Special Assessment..,, I_ Multilingual
I Formula "rpt_range" Separator
[ Full Audit Trail
¥ Encrypt the Social Secuity Mo, in the database v Process Card on Load
¥ Encrypt the Federal |d Mo. in the database ¥ Deed Process
[~ Multimedia Levels by vear W Deed Transfer Dwner # Mailing
[~ Generate Account Mumber far Mame [~ Deed Transfer Owner / Mailing Checked by Default
[ Support of Multiple Jurisdiction ¥ Assign Permit Duing Split/Merge
[~ Support Biling Address Forwarding ¥ Azsign Mulimedia During Split/Merge (& Departments]
[ Add User Name and Current Date in Notes [Mema] ¥ “Warning on PGM Yersion Emor
[~ Fill Tax Map Mumber for External Recordset [~ FaQ buttons by department
[ Legal Index Multi Format
[T Checkin/Checkout for inspections W Useword Spell Checker
[~ Track emails send by the activities
r~ Daemon Server /CCCR Setup \
|3D Onling Start After in Second f, =
Payment Method I J
100 Batch Max Records
User Id || j
—SMTP Setup
Host Name Arld [for MCR] Ig
| e I —
User ID. Password Part
I I |25 Ma Id [for MCR] ID )
|
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2. Inthe System Registry Maintenance form, look for the CCR Setup group.

3. Configure the parameters as required.

For details on CCR Setup parameters, see CCR Setup group on page 41.
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External Application Setup

1] Overview
Launch an external application directly from Govern, after setting it up through
the External Application Setup form. You can enter parameters, such as user
ID and password or directory path in order to open the application directly. You
can also enter the ODBC connection. The application name is added to the
Tools menu in Govern.

You can create a command button for the application and launch it directly
from a Govern function. See New Command Buttons on page 257, for details.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > External Application Setup

Application Path Il:: SCMDPARAM.COM _I Mew
Menu Mame |Show Paramaterd
FParameter 1 I?Z.’userid?.’ Save I
Parameter 2 Il’épasswurd?é

Parameter 3 I?éndhc?é Delete |
Uzers Groups

adminiztrator Agzeszors Admin

Govern Super User

B Browse |
| a3 R4l — |
[14] «]Esiting Existing Record [1/1) >

External Application Setup Parameters

Application Path: Enter the path to the application you are linking.
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Selecting an Application Path: Click to open the selection screen.
Then, navigate to the drive and directory where the application you are linking

is located.
R oK |
[ Enterrise.e:-:e
3 Program Files C2_Launcher. exe

&= 2 Erteimise CZ2Link. exe

BA C2LinkTester exe Cahcel |
C25qglBuilder. exe

LINWWISE ExE

Selecting an External Application: Select the drive and directories
where the application is located. Then, select the application from the list box
on the right and click OK.

Menu Name: Enter a name to identify the external application you are
linking. This will appear on the Tools menu in Govern.

Parameters 1, 2 and 3: Enter application parameters in these three fields.
For example, you could set the keywords: %USERID%, for the current user
name and %PASSWORD%, for the current password as parameters.

Note: You can enter more than one parameter per line. Separate each with a
space.When you enter information on each line separately for
Parameters 1, 2, and 3, the system automatically inserts a space.

© 2013 MS Govern Page 179



Super User

&2 MSGovern

You can also set the ODBC connection in order to connect directly to the
Govern database from the external application. To set the ODBC connection
enter %ODBC%.

The system replaces the semi-colon (;) in the connection string with a caret (")
and replaces the space with an at-sign (@); for example, the following string
ODBC;DSN=nfr75sp1;DATABASE=NFR75SP1;DBQ=NFR75SP1;UID=montreal

:USER ID= montre al;PWD=montreal

is replaced by:
ODBC"DSN=nfr75sp1"DATABASE=NFR75SP1"DBQ=NFR75SP1~UID=montre

a"USER@ID= montr eal*PWD=montreal

The external application needs to reconvert these characters to the original
semi-colon and space.

You can also enter any keyword from the validation table VT_SY_BRULE as a
parameter; for example, enter the tax map number, parcel identification and
name identification in order to open the application to a specific record:

. External Application Setup il =l

Application Path ||:: SDocuments and Settingshencibdy Documentsi My Work QAN cripthCMD PAR _I MHew |

Meny Hame IEDmmand Parameter Y alidation
Parameter 1 |%USERIDE ZPASSWORDE Save I
Parameter 2 Ita:-: map no,parcel id, name id,
Farameter 2 I Delete |
Uzers Groups

B = Browse |
| sz | =N
l HI 4 IEditing Existing Record [1/1) b | HI

The following table lists the available keywords.

Code Keyword Description
*date current date Current Date
ac_id aircraft id Unique identification number of the

current Aircraft Excise Tax record
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Code

Keyword

Description

bldg_id

building id

Unique identification number of the
current building

bldg_seq

building sequence

Unigue identification Sequence
Number of the current building

bt_id

boat id

Identification number of the current
Boat Excise Tax account

co_id

complaint id

Unique identification number of the
current Complaint, Grievance,
Request of Services or Workflow
record

dept

department

Department Code

frozen_id

frozen id

Unique identification number of the
current Frozen record

in_id

inspection id

Unique identification number of the
current inspection

land_id

land id

Unigue identification number of the
current land

misc_id

miscellaneous id

Identification number of the current
Miscellaneous Billing account

mv_id

motor vehicle id

Identification number of the current
Motor Vehicle Account

na_id

name id

Unigue identification number of the
current Name

of_id

offence id

Unique identification number of the
current Offense record

p_id

parcel id

Unique identification number of the
current parcel

pm_id

permit id

Unigue identification number of the
current Building Permit, Electrical
Permit, General Permit, Plumbing
Permit, Permit to Name, Animal
License, Business License, License
to Name, Approval, Bond, Decision,
Prosecution or Appeal record

pp_det_id

pp detail id

Unique identification number of the
current Personal Property Item
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Code Keyword Description

pp_id personal property id Identification number of the current
Personal Property account

tax_map tax map no Tax Map Number of the current
record

ub_id utility billing id Unique identification number of the
current Utility Billing account

usr_id user id Unique identification number of the
current user

year_id year id Year identification of the current
record

Users: Select the users who will have access to the external application,

from the drop-down list. Click x| to open the User Maintenance form. See
User Maintenance on page 60.

Groups: Select the groups that will have access to the external application,

from the drop-down list. Click _z| to open the Group Validation form. See
Creating a Group on page 75, for details.

Note: Leave the Users and / or Groups fields blank to grant access to all.

External Application Setup Command Buttons

Creating a New External Application Setup Record: Click New to
clear the form.

Saving an External Application Setup Record: Click Save to save a
new External Application Setup record or any modifications to an existing one
(Table: USR_EXT_AP).

Deleting an External Application Setup Record: Click Delete to
remove the current record from the database.

Browsing External Application Setup Records: Click Browse to view
a list of the existing External Application Setup records.
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Formula Editor

[T] Overview
Create customized formulas, using the Formula Editor form. Formulas can be
used in Mass Appraisal calculations, permit fee calculations, added to a
logical expression, created through the Logical Expression Block Editor and
added to a customized database field or linked to any field, whether created
by Govern or user-defined.
To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Formula Editor

i, Formula Editor ; ﬂﬂ

Algebraic Formula;

Functions Diigitz and Operators
ses | ami| cos | es| cef e | s | o | RN e e =
Erl e i e e | -
16N | oG | sou| 4 5| s8] <] ]
SEE T e
no | An2|mns| o ] <] 0] <

Mame of Formula Shaort Dezcription Long Description
JFPGTOTAL |PPGTOTAL |PPGTOTAL
Select Dueries

Tables I j _il

I j Kepwords

Fields | |

I j Constants

[T Congider Mull az 0 I j _il
I HI 4 IEditing Exizting Record [2/2) 3 I NI

Hew | Save I Delete | Browze E xit |
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Formula Editor Command Buttons

Creating a New Formula: Click New to clear the form so that you can
enter new data.

Saving a Formula: Click Save to save a new record or any modifications to
an existing one. Formulas are saved to VT_USR_FORMULA.

Deleting a Formula: Click Delete to remove the current record from the

database.

Browsing Formula Records: Click Browse to view a list of the existing

formulas.

Formula Editor Fields

Functions: The following functions can be used to create formulas:

AB3 | Absolute Value Function | ATH | | Arc Tangent Function CO3 | | Cosine Function
Exponential of e Integer part of a number Integer part of a number
E=F | | Function (e= 2.718282) Fl= (not rounded) INT (rounded)
Natural Logarithm Base 10 Logarithm Sign Function (results to
LGN | Function LOG | | Function SGM || 1or-1)
51N | Sinus Function 50R | | Square Root Function TaM | | Tangent Function
Rounded to 0 decimal Rounded to 2 decimal Rounded to 6 decimal
RND | | places RN2 | | places RHE

places

Digits and Operators: The following digits and operators can be used:

B3|

Back Space

|

Clears Last Entry

I

Clears the Algebraic
Formula Text box

7]

Inserts the Digit 7

I

Inserts the Digit 8

i

Inserts the Digit 9
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il Inserts the Digit 4

Inserts the Digit 5

Inserts the Digit 6

Ll Inserts the Digit 1

Inserts the Digit 2

Inserts the Digit 3

=

Inserts a zero

Inserts a decimal point

Integer Division
Operator

=

=

Division Operator

Multiplication Operator

Subtraction Operator

[

Addition Operator

Exponential Operator

Insert an Opening
Parenthesis

= |

=

Insert a Closing
Parenthesis

Insert an Opening
Bracket

=

The Brackets are used
for enclosing database
tables and fields.

=

Insert a Closing Bracket

Note: These definitions are displayed, as a tool tip, when you run the mouse
over the button.

Algebraic Formula: The Algebraic formula is created as the information is
entered. This formula can also be modified in this space.

Name of Formula: Enter a name for the new formula.

Short Description: Enter a short description for the formula.

Long Description: Enter a long description for the formula.
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Adding Database Fields, Queries, Keywords and
Constants

To include a value from a database field, query, keyword or constant, in a
formula, select the item from the drop-down list. You can include as many of
these values as needed, by making multiple selections. The item is added
where the cursor is placed in the Algebraic Formula edit box. For example,
you could retrieve two values from the database, using Selection Queries, and
add these values together.

The following restriction applies:

All fields, selected from the Fields list, must be associated with the same
function.

You can also create a new query or constant, from the Formula Editor by
clicking the ':|beside the drop-down list, for the item.

Tables: To include a database field in a formula, you need to select the table
first, from the Tables drop-down list.

Fields: After selecting the table, select the field from the Fields drop-down
list. The value of this field for the current record is included in the formula.
These selected table and field are displayed in uppercase, between square
brackets; for example, [AC_ EXEMPTIONS.FROZEN_ID].

Consider Null as 0: Select this option to consider Null as 0 during the
calculation process. Null represents the absence of a value and normally if
one operand within the formula is Null, the result of the formula is Null. When
this option is selected, Null is recognized as 0 and the formula returns a
numeric value.

Select Queries: You can include one or more queries in a formula. These
queries must be Selection queries; i.e., used to retrieve data from one or more
fields.
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For example, in the following formula:
{depr_year}-[MA_BUILDINGS.EYB]

The Effective Year Built (EYB) of the current building record is subtracted from
the Depreciation Year, the year used in calculating the depreciation (depr_year).

The Depreciation Year query {depr_year} retrieves the depreciation year from
the SY_REGISTRY table, by specifying values for the SECTION_ NAME and
KEY_NAME fields:

Select KEY_VALUE From SY_REGISTRY Where SECTION_NAME=str(Year
Id,4) and KEY_NAME='depreciation year"

The queries need to be defined through the User-Defined Queries Setup form.
To include a query, select it from the list. The query name is displayed in the
Algebraic Formula edit box between braces, { }. To create a new query, click

2. see SQL Queries on page 211 for more information.
Keywords: Select a keyword from the drop-down list to include it in the
formula. Keywords are used to retrieve a value currently in memory; such as ~

parcel id ~ to retrieve the parcel id of the current record. Keywords are
displayed in lowercase, between tildes, ~ ~.

For example, to include the building sequence for the current building record, in
the formula, select the ~building sequence~ keyword.

The following table lists the available keywords for the formulas.

Code Keyword Description
*date current date Current Date
ac_id aircraft id Identification number of the current

Aircraft Excise Tax record

ar_id accounts receivable id Identification number of the current
Account Receivable record

bldg_id building id Identification number of the current
building
bldg_seq building sequence Identification Sequence Number of

the current building
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Code Keyword Description

br_id bankruptcy id Identification number of the current
Bankruptcy record

bt _id boat id Identification number of the current
Boat Excise Tax account

cc_id cash collection id Identification number of the current
Cash Collection record

co_id complaint id Identification number of the current
Complaint, Grievance, Request of
Services or Workflow record

dept department Department Code

folio_id project folio id Identification number of the current
Project Folio record

frozen_id frozen id Identification number of the current
Frozen record

h_id hearing id Identification number of the current
Hearing record

haz_id hazard id Identification number of the current
Hazard record

in_id inspection id Identification number of the current
inspection

key_counter activity id Identification number of the current
Activity record

land_id land id Identification number of the current
land

mb_id misc. billing id Identification number of the current
Miscellaneous Billing record

misc_id miscellaneous id Identification number of the current
Miscellaneous Billing account

mv_id motor vehicle id Identification number of the current
Motor Vehicle Account

na_id name id Identification number of the current
Name

of id offence id Identification number of the current

Offense record
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Code Keyword Description

p_id parcel id Identification number of the current
parcel

pm_id permit id Identification number of the current
Building Permit, Electrical Permit,
General Permit, Plumbing Permit,
Permit to Name, Animal License,
Business License, License to Name,
Approval, Bond, Decision,
Prosecution or Appeal record

pp_det_id pp detail id Identification number of the current
Personal Property Item

pp_id personal property id Identification number of the current
Personal Property account

pri_id project id Identification number of the current
Project record

sa_id special assessment id Identification number of the current
Special Assessment record

sale_id sale id Identification number of the current
Sale record

si_id site id Identification number of the current
Site record

st_acct_id self reported tax account Identification number of the current

id Self Reported Tax Account record

st id self reported tax id Identification number of the current
Self Reported Tax record

tax_map tax map no Tax Map Number of the current
record

ub_id utility billing id Identification number of the current
Utility Billing account

usr_id user id Identification number of the current
user

year_id year id Year identification of the current
record

Constants: Select a constant from the drop-down list, to include it in the

formula or click il to create a new constant. Constants are displayed between
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ampersands (& &). See Constant Value Editor on page 208 for more
information.

Executing Formulas and Logical Expressions

Page 190

© 2013 MS Govern



L
@2’0 MSGovern Logical Expression Block
Editor

Logical Expression Block Editor

Overview

Create customized logical expressions, using the Logical Expression Block
Editor form. Logical expressions can be used in Mass Appraisal calculations,
permit fee calculations and linked to any field, whether it is created by Govern
or user-defined.

To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Logical Expression Editor

You can include a Temporary Field, in your logical expressions. This can hold

any value, for example, one generated from a query, a database field or from
user input. See Using a Temporary Field on page 206.
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21

im. Logical Expression Block Editor

Logical Expreszsion Block:

[IF ~textbox value™ > 100000THEN =]
RETURN False;

ELSE
RETURN TRUE;

ENDIF

B o

Expreszion’ Mame Short Description: Long Description:

I‘Jalidatinn I"Jalidatiu:un of entry |Validatiu:un af entry
Forrnulas Action Queries
! ElE | =l E
K.epwords Select Queriesz
! | | =l E
Constants
T ables I j _iI
I j Meszage
Fields :I
! =l
[-
| 14] 4| Editing Existing Record [1/1) b | M
Hew | Save Delete | Browsze | E xit |

Logical Expression Block Editor Command Buttons

Creating a Logical Expression: Click New to clear the form so that you
can create a new logical expression.

Saving a Logical Expression: Click Save to save a new Logical
Expression or any modifications to an existing one. Logical expressions are
saved to VT_USR_LOGEXP.
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Deleting a Logical Expression Record: Click Delete to remove the
current record from the database.

Browsing Logical Expression Records: Click Browse to view a list of
the existing Logical Expressions.

Logical Expression Block Editor Parameters

Logical Expression Block: Compose your logical expressions in this edit
box. There is no limit to the number of statements you can add.

The following operators can used:

Operator Definition

= Equal to

> Greater than

< Less than

<> Different from

<= Less than or Equal to

>= Greater than or Equal to

IN Value represented by the first expression as present in the second
AND (xxxx) AND (xxxx)

OR (xxxx) OR (xxxx)

Expression Name: Enter a name or code for the logical expression.

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

Long Description: Enter a long description. This is displayed during look-
ups and on forms and reports.
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Building Logical Expressions

You can compose your logical expressions in the Logical Expression Block
edit box or copy and paste one from another file. Your logical expression can
comprise an unlimited number of statements, constants, formulas, keywords,
queries, database fields, numeric values and strings.

Statements

The logical expression can be built from the following types of statements: IF...
THEN... ELSE, DO, RETURN and IN.

IF... THEN... ELSE...

This type of statement executes a group of statements, conditionally,
depending on the value of the logical expression.

The following rules apply:

IF, THEN and ELSE must be written in uppercase.
2. A space must be entered between the statement and the action.
3. Only Select Queries can be used with the IF statement. For more
information on queries, see SQL Queries on page 211.

The syntax is as follows:

IF condition THEN
statement

ELSEIF elseifcondition THEN
elseifstatement

ELSE elsestatement

ENDIF

DO
This type of statement executes an action.
The following rules apply:

1. DO must be written in uppercase.
2. A space must be entered between the statement and the action.

3. It must be followed by an action.
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4. The action must be followed by a ; (semi-colon).

5. Only Action Queries can be used with the DO statement. For more
information on queries, see SQL Queries on page 211.

The syntax is as follows:

RETURN

This type of statement returns a value.

1. RETURN must be written in uppercase.
2. A space must be entered between the statement and the action.

3. The action must be followed by a ; (semi-colon).

The syntax is as follows:

You can enter any of the following, after the RETURN:

» Select Query: from the Select Queries drop down list. The query name
must be entered between braces, { }

Formula: from the Formulas drop down list. A formula must be entered
between bar delimiters, | |.

String: ‘text’. A string is entered between single quotation marks, * ‘.
Date: #2004#
e Value: 999

» Keyword: from the Keywords drop down list. A keyword must be placed
between tildes, ~ ~.
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* TRUE: in uppercase
 FALSE: in uppercase
» A database field name must be entered, with the table, between square
brackets, [TABLE.FIELD].
IN Statement
The following rules apply to the IN Statement:
1. Anitem list separated with a comma (,) must be placed after the IN
operator.
2. The item list must be delimited with quotation marks (*)
The item list must contain at least two items.
The items in the list must be of the same type; i.e., numeric or string
OR
If the list contains items of different types, the items must be delimited with
single quotation marks:
Statement Correct / Incorrect
IN “A,B,C,D” v Correct
IN “10,20,30,40" v Correct
IN"10,A,B,C” x Incorrect
IN”10';A'C','D” v Correct
INA,B,C,D x Incorrect
IN"A” x Incorrect
IN “A,B” v Correct
Logical Expression Comparison Operators
Operator Description How to use...
= Is the value represented by the first 0=0~> True A=A > True
expression is equal to the value
represented by the second? 0=1 - False A =B - False
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Operator Description How to use...
<> Is the value represented by the first 0<>1-> True A <>B > True
expression not equal to the value
represented by the second? 0<>0 - False A<>A - False
> Is the value represented by the first 1>0-> True
expression greater than the value
represented by the second? 2>2 - False
1>3 > False
>= Is the value represented by the first 1>=0-> True
expression less than or equal to the
value represented by the second? 2>=2 > True
1>=3 - False
< Is the value represented by the first 0<1-> True
expression less than the value
represented by the second? 2<2 > False
3<1-> False
<= Is the value represented by the first 0<=1-> True
expression greater than or equal to
the value represented by the second? | 2 <=2 - True
3 <=1~ False
IN Is the value represented by the first 1IN*“1,2,3,45" >
expression found in the second? TrueAIN “A,B,C,D,E”
- True
91IN“1,2,3,4,5" >
FalseZ IN
“A,B,C,D,E” > False
Logical Operators
Operator Description How to use...
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AND The And operator performs logical conjunction on two | True AND True - True
Boolean expressions. That is, if both expressions
evaluate to True, then the And operator returns True. | True AND False - False
If either or both expressions evaluate to False, then
And returns False. False AND True - False

False AND False - False

The Or operator performs logical disjunction on two True OR True - True

Boolean expressions. If either expression evaluatesto | True OR False = True
OR True, Or returns True. If neither expression evaluates | Eglse OR True = True

to True, Or returns False. False OR False = Ealse

Expression Names

RETURN_MAX_1

The RETURN_MAX 1 expression will compare two (2) values, and return the
greater, i.e. the maximum, of the two.

Syntax for the use of the RETURN_MAX_1 expression is as follows:

IF (ATTRIB_1 >= PARAM_1) THEN
RETURN ATTRIB_1;
ELSE
RETURN PARAM_1;
ENDIF

Where...
ATTRIB_1 is the value that is entered by the user.
PARAM_1 is the value of the parameter.

RETURN_MAX_2

The RETURN_MAX_2 expression will compare three (3) values, and return
the greater, i.e. the maximum, of the three.

Page 198 © 2013 MS Govern



%S
9

MSGovern Logical Expression Block
Editor

Syntax for the use of the RETURN_MAX_2 expression is as follows:

FINAL DRAFT

RETURN_MAX_3

The RETURN_MAX_3 expression will compare four (4) values, and return the
greater, i.e. the maximum, of the four.

Syntax for the use of the RETURN_MAX_3 expression is as follows:

RETURN_MIN_1

The RETURN_MIN_1 expression will compare two (2) values, and return the
lowest, i.e. the minimum, of the two.
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Syntax for the use of the RETURN_MIN_1 expression is as follows:

RETURN_MIN_2

The RETURN_MIN_2 expression will compare three (3) values, and return the
lowest, i.e. the minimum, of the three.

Syntax for the use of the RETURN_MIN_2 expression is as follows:

RETURN_MIN_3

The RETURN_MIN_3 expression will compare four (4) values, and return the
lowest, i.e. the minimum, of the four.
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Syntax for the use of the RETURN_MIN_3 expression is as follows:

IF (ATTRIB_1 <= PARAM_1) AND (ATTRIB_1 <= PARAM_2) AND
(ATTRIB_1 <= PARAM_3) THEN

RETURN ATTRIB_1;
ELSEIF (PARAM_1 <= ATTRIB_1) AND (PARAM_1 <= PARAM_2) AND
(PARAM_1 <= PARAM_3) THEN

RETURN PARAM_1;
ELSEIF (PARAM_2 <= ATTRIB_1) AND (PARAM_2 <= PARAM_1) AND
(PARAM_2 <= PARAM_3) THEN

RETURN PARAM_2;
ELSE

RETURN PARAM_3;
ENDIF

Where...
ATTRIB_1 is the value that is entered by the user.
PARAM_1, PARAM_2 and PARAM_3 are the values of the parameters.

Adding Formulas, Database Fields, Queries,
Keywords and Constants

To include a value from a formula, database field, query, keyword or constant,
in a logical expression, select the item from the drop-down list. You can
include as many of these values as needed, by making multiple selections.
The item is added where the cursor is placed in the Logical Expression
Block edit box. For example, you could make a comparison of two values,
retrieved through Selection Queries.

The following restriction applies:

All fields, selected in the Fields list, must be associated with the same function.

To create a new formula, query or constant, from the Logical Expression Block
Editor, click _£| in the drop-down list for the item.
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Formulas: To include a value calculated through a formula, select the
formula from the drop-down list. Formulas are displayed between bar
delimiters, FORMULA_NAME|.

To create a new formula, click _#|to open Formula Editor. See Formula Editor
on page 183 for more information.

Keywords: Select a keyword from the drop-down list to include it in the

logical expression. Keywords are used to retrieve a value currently in memory;
such as parcel id to retrieve the parcel id of the current record. Keywords are
displayed in lowercase.

The following table lists and describes the available keywords.

Code Keyword Description

*date current date Current Date

ac_id aircraft id Identification number of the current
Aircraft Excise Tax record

ar_id accounts receivable id Identification number of the current
Account Receivable record
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Code Keyword Description

bldg_id building id Identification number of the current
building

bldg_seq building sequence Identification Sequence Number of
the current building

br_id bankruptcy id Identification number of the current
Bankruptcy record

bt _id boat id Identification number of the current
Boat Excise Tax account

cc_id cash collection id Identification number of the current
Cash Collection record

co_id complaint id Identification number of the current
Complaint, Grievance, Request of
Services or Workflow record

dept department Department Code

folio_id project folio id Identification number of the current
Project Folio record

frozen_id frozen id Identification number of the current
Frozen record

h_id hearing id Identification number of the current
Hearing record

haz_id hazard id Identification number of the current
Hazard record

in_id inspection id Identification number of the current
inspection

key counter activity id Identification number of the current
Activity record

land_id land id Identification number of the current
land

mb_id misc. billing id Identification number of the current
Miscellaneous Billing record

misc_id miscellaneous id Identification number of the current
Miscellaneous Billing account

mv_id motor vehicle id Identification number of the current
Motor Vehicle Account
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Code

Keyword

Description

na_id

name id

Identification number of the current
Name

of_id

offence id

Identification number of the current
Offense record

p_id

parcel id

Identification number of the current
parcel

pm_id

permit id

Identification number of the current
Building Permit, Electrical Permit,
General Permit, Plumbing Permit,
Permit to Name, Animal License,
Business License, License to Name,
Approval, Bond, Decision,
Prosecution or Appeal record

pp_det id

pp detail id

Identification number of the current
Personal Property Item

pp_id

personal property id

Identification number of the current
Personal Property account

Validate Data Entry in a Logical Expression

To validate data entry in a Logical Expression, you can use the keyword

~textbox value~ note the use of tildes “~"

For example,
IF ~textbox value~ > 100000 THEN

RETURN False;

ELSE

RETURN TRUE;

ENDIF

Tables: Toinclude a database field in a logical expression, you need to select
the table first, from the Tables drop-down list.

Fields: After selecting the table, select the field from the Fields drop-down
list. The value of this field for the current record is included in the logical
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expression. These selected table and field are displayed in uppercase,
between square brackets; for example [AC_ EXEMPTIONS.FROZEN_ID].

IF [PC_PARCEL.P_ID] > 0 THEN
RETURN [PC_PARCEL.P_ID]J;
ELSE
RETURN 0;
ENDIF

Action / Select Queries: You can include either Action Queries, i.e.,
queries that perform some action, such as updating records in one or more
tables, adding records to a table or deleting records from a table, or Selection
queries; i.e., used to retrieve data from one or more fields, in a logical
expression.

For example, in the following logical expression:

IF {APP_VALUE} > 0 THEN
RETURN |APP_VALUE;
ELSE
RETURN 0;
ENDIF

The Appraised Value of the current record is retrieved, through the
{APP_VALUE} Selection query, and if the value is positive it is returned by the
logical expression.

The queries need to be defined through the User-Defined Queries Setup form.
To include a query, select it from the list. The query name is displayed in the
Logical Expression Block edit box between braces, { }. For example, {AG_
VALUE}.

To create a hew query, click . This opens the SQL Definition Setup form.
See SQL Queries on page 211 for more information.

The following conditions apply:

* Only Select Queries can be used with the IF statement.
* Only Action Queries can be used with the ACTION statement.

Constants: Select a constant from the drop-down list, to include it in the

formula or click £l to create a new constant. Constants are displayed between
ampersands (& &). See Constant Value Editor on page 208 for more
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information.

IF &TAX_RATE& > 0 THEN
RETURN &TAX RATE&;
ELSE
RETURN 0;
ENDIF

Message: Enter a message to be displayed if the validation fails.

Dates, Numeric Values and Strings: You can also include dates,
numeric values and strings, as follows:

» Dates are displayed between crosshatches: IF A = #2004111# THEN
* Numeric values are displayed: IF A = 999 THEN
» Strings are displayed between single quotation marks: IF A = ‘text’' THEN

Using a Temporary Field

You can include a temporary field in a logical expression. This field can hold
any value, such as one generated from a query, database field or user input.

To include a temporary field, add the following to the beginning of the logical
expression:

SET ?TMP1? = <value>, where <value> is the value you are using

To include multiple temporary fields, enter each value separately:

SET ?TMP1? = <valuel>
SET ?TMP2? = <value2>
where <valuel> and <value2> represent the values you enter
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For example, the following logical expression is based on a keyword and
database field:

This logical expression can be written using temporary fields, as follows:

Executing Formulas and Logical Expressions
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Constant Value Editor

Overview

Define and maintain constant values using the Constant Editor form.
Constants can be used in formulas and logical expressions for values that
change on a yearly basis. As constants are saved by year, you only need to
edit the constant definition in order to update your formulas and logical
expressions.

To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Constant Editor

. Constant ¥alue Editor KB

File Edit Help

rear Mame of Constant Walue

|2008 Jfire_trick 1]

Short Description

|fire_brick

Lang Description

|fire_brick

I HI 4 IEditing E xizting Record [2/2) b I HI
Hew | Delete | Browse | E xit |

Constant Value Editor Command Buttons

Creating a Constant Value: Click New to clear the screen so you can
enter new information.

Saving a Constant: Click Save to save a new record or modifications to an
existing one.

Deleting a Constant: Click Delete button to remove the current record.
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Browsing Constants: Click Browse to view a list of the constants saved
for the displayed year. To search records for a different year, you need to
change the value in the Year field.

Constant Value Editor Parameters

Year: Constant tables are created by fiscal year. By default, this field displays
the fiscal year used by your department.

To change this value, for example, at the end of the year, select Set Table
Year from the Edit menu. The following prompt appears:

GOYADM |
Please enter the year to be selected
Cancel |
{2010

Enter the year you want associated with the constant and click OK.

To copy the values from one year to the following year, select Copy to Next
Year from the Edit menu. The following warning appears:

Govaom |

\E) Existing data may be overwritten for wear 2011

o |

It is useful to copy constants from one year to the next. However, if you have
already created constants in the following year with the same name, these will
be overwritten.

Name of Constant: Enter the code for this constant.

Value: Enter a value for the constant.
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Short Description: Enter a short description. This is used for fast data entry
and look-ups if space is limited on forms.

Long Description: Enter a long description. This is displayed during look-
ups and on forms and reports.
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SQL Queries
Overview

Govern Admin provides two forms for creating and maintaining SQL queries,
SQL Definition Setup and Queries by SQL Setup:

In order to view, update or delete data, before running a batch process, you
can create SQL Queries with the Query Generator in Govern Batch
Processing. See Creating SQL Queries in Govern Batch Processing on
page 306.

SQL Definition Setup

The SQL Definition Setup form is used for defining queries that can be added
by a System Administrator or Super User to:

* New, Save and Delete buttons on a Govern function

» User-defined command buttons added to a function

» User-defined formulas and logical expressions

* The customizable Govern CoolBar

» Activity steps linked to a permit, offense or workflow type

Queries by SQL Setup

The Queries by SQL Setup form is used for defining queries for the Search by
SQL function in Govern. These queries can be selected by the user and are
typically used for retrieving records.

Note: User with Super User or administrator rights can run Action or
Selection queries, from this function. Other users can run Selection
queries only. See Selection Queries and Action Queries on page 216
for details on queries.

You can further restrict access to this function, by user and by jurisdiction, as
follows:

» Grant access to the Query by SQL option for specific users only.

» Restrict user editing rights on this function, so that certain users can select
and execute pre-defined queries but not modify them, create new ones or
select other queries from an alternate file. See Disable Editing on Query
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by SQL on page 63 for more information.

« If you support multiple jurisdictions in your setup, define queries by
jurisdiction. Only users with access to the jurisdiction can access the
gueries. You can set four types of access rights for jurisdictions

See User Maintenance on page 60 for more information.

SQL Definition Setup

To access the SQL Definition Setup form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > SQL Definition Setup

. SOL Definition Setup
Ouery Mame [Code)

|Checklfs ale

Shart Degcription
Ixxx G| ES e

Long Description
IEheck for Sales after January 1, 2001

W arning

Guem [SAL)

SELECT sale_date FROM PC_LK_FPARCEL_SALE p. MA_SALES & where ;l
p.zale_id = z.zale_id AND p.p_id = parcel id AMD zale_date » 12/31/2000"

[~ Quem Access Format

I HI 4 IEditing Existing Recard (2/27) AL

Mew | Save I Delete | Browse | E xit |

Queries by SQL Setup

The Query by SQL search function is used primarily for retrieving records
through SQL Selection queries. This function also includes a SQL Editor for
composing new queries or retrieving and modifying existing ones from another
file.

To access this form, from Govern’s main screen:
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1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select Setup > Queries by SQL Setup...

i, Queries by SOL Setup 7 ]
Qwery Mame [Code)
[rrievance

Shott Description
|Grievanc:e by Inspection

Long Description —urizdiction
IGrievance by Inspection

Guery (SEL)

select p_id from pm_complaint, pm_lk_insp_caompl, pm_inspections, ;I R
b _lk_parcel_pm where pm_inspections n_id = pm_k_nsp_complin_id
and pm_lk_insp_compl.co_id = pm_complaint.co_id and
pin_lk_insp_compl.co_id = po_lk_parcel_pm key _id and inspection_date
= [d] and co_type = 'hear'

= L =
ey | Delete | Browse Exit |
|4| 4 |Editing Exizting Record (2290 kM

Note: The Jurisdiction group will only be present when the option for Support
of Multiple Jurisdiction is selected under the Options tab of the
System Registry Maintenance form.

SQL Definition Setup and the Query by SQL Setup
Command Buttons

Viewing SQL Query Records: Each query is stored as a separate record.

Use the right » M|/ left [MI4 navigational arrows to view individual records
or click Browse to view a list of the records, by query name and definition.

Creating a Query: Click New to clear the form.
Save: Click Save to save a new query or modifications to an existing one.

* Queries created through the SQL Definition Setup form are saved to
VT_USR_QUERY

» Queries created through the SQL Queries Setup form are saved to
VT_USR_QUERY2
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Delete: Click Delete to remove the current record.

Exit / Cancel: When you click New, the Exit button changes to Cancel so
that you can clear unsaved data without closing the form. If there are any
unsaved modifications, a confirmation message appears when you click
Cancel. Click Yes to save the data or No to close the form without saving.

SQL Definition Setup and the Query by SQL Setup
Parameters

Query Name (Code): Enter a name or code to identify the query.

For the queries that retrieve data and display a value, such as the Coolbar
Queries, you can add the following characters to the beginning of the name.
These characters format the value in the result:

Character Format Type Example

$ Currency with decimals $2,000.25

@ Currency without decimals $2,000

# Numeric with decimals 2,000.25
Numeric without decimals 2,000

For example, the following query retrieves the appraised value of the property
and formats it as the Currency without decimals type:

Query Name: @GetApp

Query: SELECT appraised_value FROM MA_MASTER WHERE p_id
= parcel id and frozen_id = frozen id and
year_id = year id

Result: | fppraised Yalue: $288,000

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

Long Description: Enter a long description. This is displayed during look-
ups and on forms and reports.
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Warning: Enter a message to be displayed before the query is executed, in
this optional field. For example, if you are linking a query to the Delete button
of a function, create a message to notify the user that one or more records will
be deleted. The user can confirm or cancel the action.

Note: This field is present on the SQL Definition Setup form only.

Jurisdiction: If you are restricting the query to specific jurisdictions, select
the jurisdictions from the drop-down list. Leave this field blank to make the
query accessible in all jurisdictions.

To remove a jurisdiction from the list, highlight the jurisdiction and click R.

Note: This list box is present on the Query by SQL Setup form only. It is
visible only if the Support of Multiple Jurisdictions option is
selected on the System Registry Maintenance form. See System
Registry Maintenance on page 16.

Query (SQL): Enter the new SQL Query statement or modify an existing
one, in this edit box.

Creating Queries

You can compose and store both Action Queries and Selection Queries in the
edit boxes of the SQL Definition Setup and Query by SQL Setup forms. To
retrieve or to use a value from the current record; for example, while running a
query from a function or formula, you can include a keyword. See Using
Keywords on page 218 for details.

Note: Keywords can be included on the SQL Definition Setup form, only.

To prompt for user input; for example, to refine a search to records of a
specific value, you can include variables in a query. See Using Variables on
page 220 for details.

Note: Variables can be included on the Queries by SQL Setup form only.

Note: On the Queries by SQL Setup form, you must use SQL syntax for

Microsoft® Access®.
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Selection Queries

Selection Queries are used to retrieve records from one or more specified
tables, according to the selection criteria.

The syntax is as follows:

SELECT [column] FROM [table] WHERE [criteria]

For example, the following query, retrieves the City District name from the
PC_AREA table for the record matching the current parcel ID, frozen ID and
year.

SELECT DIST_CITY FROM PC_AREA WHERE p_id=parcel id and
frozen_id=frozen id and year_id = year id

Action Queries

Action Queries are used to perform some action, such as updating records in
one or more tables, adding records to a table, deleting records from a table or
creating a new table or index.

This section provides simple examples of Update, Append and Delete
Queries. Since the SQL Definition Setup and Queries by SQL setup forms are

used for queries that are run multiple times, it is better to compose and run a
Create Query from outside Govern.

Update Queries

Update Queries are used to modify records in one or more tables, by changing
values in specified tables and fields, according to certain criteria.

The syntax is as follows:

UPDATE table.* SET value WHERE criteria

For example, the following query enters the value abc in the Fire District field
of the PC_AREA table, wherever the value for this field is null.

UPDATE pc_area SET dist _fire = “abc” WHERE dist _fire 1S
NULL
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Update Queries are typically used when you need to change multiple records
in a table or records in multiple tables.

Tip: You do not obtain a list of results from running this type of query. To

verify which records will be changed, you can run a Selection Query
using the same parameters and criteria and view the Results screen.

Append Queries

Append Queries are used to add a single record to one or more table. You
need to specify the fields to which you are adding values and the value for
each field. Otherwise, the default value or Null is entered.

The syntax is as follows:

INSERT INTO table (column list) VALUES (value list)

For example, the following query adds a record to the VT_USR_NAMECODE
table, entering the values ENG, LD, ITR and In Trust in the language,
department, code, short description fields.

INSERT INTO vt_usr_namecode (language,dept,code,short_desc)
VALUES (“ENG”,” ”,7ITR?,’In Trust?)

You can also append multiple records to a table, by first selecting the records
in another table. For this, a Selection Query is added to the Append Query.

Delete Queries
Delete Queries are used to remove records from one or more tables.
The syntax is as follows:

DELETE [table.*] WHERE criteria

For example, the following query, add records containing the year 2004 are
deleted from the PC_AREA table.

DELETE FROM pc_area WHERE year_id = 2004
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Tip: The Delete Query deletes more than the specified fields, it deletes the
entire record. To delete data from specific fields only, create an update
query that changes the values to Null.

Using Keywords

You can include a keyword in a query to retrieve or perform an action on a
value in the current record, or the record most recently saved and still in

memory.

To include a keyword, double-click in SQL Definition Setup form. This displays

the following list of keywords (Table: VT_SY_BRULE):

Code Keyword Description

*date current date Current Date

ac_id aircraft id Identification number of the current
Aircraft Excise Tax record

ar_id accounts receivable id Identification number of the current
Account Receivable record

bldg_id building id Identification number of the current
building

bldg_seq building sequence Identification Sequence Number of
the current building

br_id bankruptcy id Identification number of the current
Bankruptcy record

bt _id boat id Identification number of the current
Boat Excise Tax account

cc_id cash collection id Identification number of the current
Cash Collection record

co_id complaint id Identification number of the current
Complaint, Grievance, Request of
Services or Workflow record

dept department Department Code

folio_id project folio id Identification number of the current
Project Folio record
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Code Keyword Description

frozen_id frozen id Identification number of the current
Frozen record

h_id hearing id Identification number of the current
Hearing record

haz_id hazard id Identification number of the current
Hazard record

in_id inspection id Identification number of the current
inspection

key_counter activity id Identification number of the current
Activity record

land_id land id Identification number of the current
land

mb_id misc. billing id Identification number of the current
Miscellaneous Billing record

misc_id miscellaneous id Identification number of the current
Miscellaneous Billing account

mv_id motor vehicle id Identification number of the current
Motor Vehicle Account

na_id name id Identification number of the current
Name

of id offence id Identification number of the current
Offense record

p_id parcel id Identification number of the current

parcel

For example, in the following query, the parcel id, frozen id and year id
keywords are used to retrieve the appraised property value from the MA _

MASTER table, where the P_ID, FROZEN_ID and YEAR_ID fields match the

values for the current record.

SELECT appraised_value FROM ma_master WHERE p_id=parcel

and frozen_id=frozen id and year_id=year id
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Using Variables

You can compose and store queries, on the Query by SQL Setup form, with
the following variables or parameters. These queries can be used, for
example, to refine a search to only the records matching the values, or range
of values, specified by the user:

» [s] for string

* [n] for numeric

» [sl] for string list

* [nl] for numeric list
« [d] for date

Note: When including these variables in a query, use lowercase letters.

When these parameters are included, the user is prompted to input one or
more values. For example, in the following query:

SELECT * FROM tx_re_assessment WHERE year_id = [n] and
va_land_value > [n]:

the user is prompted to enter the year and the minimum land value:

. Enter Parameter Yalue(s) in S0L Statement — |EI|£|
FParameter |Value
SELECT * FROM tx_re_assessment WHERE year_id = [l 2005
and va_land_walue > [n] 200000
ok LCancel
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You can use a comma-separated list in SQL queries and create and save
queries with variables and use them for retrieving a list of text or numeric

information:

Note: If you use the numeric list [nl] or sting list [s]] parameters, the user can
enter more than one parameter. Parameters must be separated by a

comma.

For example, if the query contained year_id in [nl], the user could
enter multiple years, as follows: 2001, 2002, 2003, 2004

Similarly, if the query contained pm_type in [sl], the user could
enter multiple permit types, as follows: Plumbing_Res, Roof, Shed

The following screen shot, illustrates the use of the numeric list in the following

query:

SELECT * FROM tx_re_assessment WHERE year_id in [nl] and

va_land_value > [n]:

i, Enter Parameter ¥alue(s) in SQL Statement - |EI|5|
Parameter  |"alue
SELECT *FROM tw_re_assessment WHERE year_id in [h] 002 2003, 2004, 2005
and va_land_walue > [n] 200000
u] 4 | LCancel

Similarly, the following screen shot, illustrates the use of the string list in the

following query:

SELECT * FROM pm_master WHERE pm_type in [sl]:
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i, Enter Parameter ¥alue(s) in SQL Statement - |EI|5|
Parameter Y alue |
lumbing_Fes, Roof, Shed
zelect * fram pr_master where pr_tvpe in [=1] Etgjbmg_ﬁes, Roof,
u] 4 LCancel

Refer to the Property Control guide for more information on this function.

Using Queries in Govern

This section provides examples of how queries can be used throughout
Govern.

SQL Definition Setup

The SQL Definition Setup edit box is used for creating queries for the following
forms: Function Setup, New Command Button, CoolBar Queries Setup,
Formula Editor, Logical Expression Editor and Permit System Activities.

Function Setup

Action Queries can be linked to the New, Save or Delete button of a function,
in order to perform some action, such as:

» updating records in one or more tables
e adding records to a table
* deleting records from a table

These queries can be applied to both existing and user-defined parameters.
See Adding Business Rules to a Function on page 126, for more information.
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For example, the following query adds one to the Transponder Identification
Number in the UB_LK_ACCT_METER table. This query could be added to the
New button of a UB function.

UPDATE ub_lk acct _meter SET transponder = (SELECT
MAX(transponder)+1 FROM ub_ Ik acct meter WHERE transponder
< 10000) WHERE ub_id = utility billing id and transponder is
null

New Command Button

Action Queries can also be linked to the customized buttons added to a
function. See New Command Buttons on page 257.

CoolBar Queries Setup

Selection Queries can be linked to the new Govern CoolBar in order to display
data from the open functions. See CoolBar Queries Setup on page 118.

For example, the following query retrieves the building value for the building,
parcel, frozen ID and year of the current record.

SELECT BLDG_VALUE FROM ma_master where p_id = parcel id and frozen_id
= frozen id and year_id = year id

The result of each query is displayed as a separate item on the CoolBar The
text and the background color can be modified and the item can be
repositioned.

| | Building Yalue: $85,400 |
Formula Editor
Selection Queries can be included in a formula in order to perform a
calculation on a retrieved value. See Formula Editor on page 183, for more

information.

For example, the following formula, rounds the agricultural value, retrieved
through the AG_VALUE query and divides this by two.

RND({AG_VALUE}/2)
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Logical Expression Block Editor

Both Selection and Action Queries can be included in a logical expression, in
order to use values, retrieved through queries:

The following conditions apply:

* Only Selection Queries can be used with the IF statement.
* Only Action Queries can be used with the ACTION statement.

See Logical Expression Block Editor on page 191 for more information.

For example, in the following logical expression, the Agricultural Value is
retrieved through the AG_VALUE query. If this value is positive, it is returned
by the expression.

IF {AG_VALUE} > 0 THEN
RETURN |AG_VALUE];
ELSE
RETURN 0;
ENDIF

Permit System Activities

Both Selection and Action Queries can be linked to an activity through the
Permit System Activities, Activities (Offense Function) and Activities
(Workflow Functions) for validating an activity step. Refer to the Administrator
section of the Permits & Inspections guide for details.

For example, the following query validates the logged in user with the user IDs
listed in the table, USR_ACT_SECURITY, for the specified activity,
department and reference number.

SELECT COUNT (*) FROM usr_act _security WHERE usr_id = user
id and activity no = 10 and dept = "BD" and key type ="pm*"

Note: Queries launched from a System Activity must return a single value,
eithera O or 1.
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Queries by SQL Definition Setup

The following queries can be used to retrieve records through the Query by
SQL search in Govern, with user input.

FINAL DRAFT

Refer to the Property Control guide for more information on this search
function.
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View and print table data or the table structure using the Show / Print Tables
feature.

Show Tables List

Click the Show Tables List option to view a listing of all the database tables.
You can also view the table structure and properties.

¥ Database Information |

Cpen | Showy | Properties

Databaze Tables

AT B SSESTMENT T
AT ASSESSMENT DET =
AC_EQUIP_DET

AC_EXEMPTIONS

AC_LEVY _MASTER

AC_LK_LEVY EXEMPT

AC_MFG

AC_MODEL

AC_MODIF_STAMP

AC_PARM_DEPR

AC_PARM_EX_GROUP

AC_PARM_EXEMPT |

Opening a Database Table

To view a table, highlight it, in the Database Tables section and click Open.
The selected table appears in a Browsing screen.
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Browsing

Tolfa! number of rows is 3200 @
Year| Ac Id\ Frozen Id\ Ac Usr Acrit Nb| Na Id|Registramn Mi |Seria| b | Registration Date | Original Year\ Original Va\ue| Purchased‘ Purchazed Date | Expiration Date | Ac Make Wear Bull &

1] 2009 3115 a 67654 | OR1S3H A 701949 1972 12000 CESSHA 197z
2| 2009 951 o 37564 DR23058 82811 1967 -1 10M 352004 CESSNA

3| 2009 50435 a 09359 | OROG4GA 96711 1946 1141954 TCRAFT 194€
42008 1029 a 86376 | OR22998 653X 1962 12002 CESThA 1962
5| 2009 1093 a §8524 | ORO7I94 11698 1972 BELLANCA 1497z
6| 2009 5113 o 51284 | OROB1TA 2083E 1946 AERCNCA 194€
7| 2008 5151 a 1772 OR21258 456HL 1995 -1 1M 2004 1ACGEN 1998
8] 2009 133 o 85515 | OR230M1 A 9592y 1961 -1 CHAMPION 1961
9] 2009 1486 o 83731 | OR19068 9024 1970 -1 12005 CESSNA 197C
_10] 2009 1327 a G363 OR18474 27PJ 1995 12003 1ACGEN 193¢
_11] 2003 8071 o 86162 DROB31A 80268 1957 1M 896 CESSNA 1957
12| 2009 9072 a §7320 | OR13304 213 1974 1111993 CESShA 14974
13| 2008 9073 a 81419 | OR20238 9B 12003 18CGEN

14| 2008 8077 a 67222 ORO7T214 BERK 1952 1115954 1ACGEN 1982
15| 2009 9082 o 84118 | OROTS3D 4384C 1956 12000 CHAMPION 193E
16| 2008 89087 a 85700 OR01564 0226 1957 AERONCA 1957
17| 2009 9083 a 06042 | ORO0G2A 24574 1978 1M H9ET FIPER 1497¢
18| 2009 8093 o 84369 DR17518 4217 1948 -1 1r 2002 CESSNA 194¢
19| 2009 9095 a 09332 | ORD4374 4928H 1948 1M 1985 FIPER 194€
20| 2009 9099 a 83549 | OROSITA 22040 1947 11994 CESThA 1947
21| 2009 9100 a GE580 OR11914 T2014 1936 111983 CESShA 193
22| 2009 9101 o 94548 | OR1G631 A 78630 1957 12001 FIPER 1957
23| 2008 9103 a 85552 ORO3614 8052C 1955 11 a1 FIPER 1952
24| 2009 9105 o 81237 | OR20718 16240 1965 12005 CHAMPION 196E
25| 2009 9106 o 86491 DR11798 7570 1978 1mnesy CESSNA 197¢
26| 2009 9108 a 67683 OROSH C 9694, 1947 12003 FIPER 1947
27| 2009 9113 o 87720 DROZ27 A 5558 1953 PIPER 1952

2al annal a114 n AIRRO | NRNSAR D AT 104F LTINS 1 i:ILI
4 3
Select | Sort | Fimel | Copy. |

You can view all the database columns and fields and perform the following

actions:

» Sort: Click on a column heading and then click Sort to change the order of

the listed records.

» Copy: Highlight a record, a column or any section of the table and click
Copy to copy the data to the Windows clipboard.

* Find: Click on a column heading and click Find. Then enter the applicable

information to search for a record in the list. The first match will be

highlighted.

* Print: Click the printer icon @ to open the Print dialog box and select a
printer for the record list.

Viewing the Structure Table

Highlight a table and click Show to view the Table Structure.
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=% Table Structure i Ed
Takle Mame |AC_ASSESSMENT_DET

—iCaolumns Rame
Text | Type | hax. Length
AC _DET_ID Mumeric 4
AC_|D Mumeric 4
FROZER_ID Mumeric 2
YEAR_ID Mumeric 2
DATE_READIMNG Diate g
HOURS_SIMCE_L_O Mutneric g
LAST _OWERHALL Text 15
HOURS_PLAME Mutneric g

—Indexes Mame
Field Matmne Type |Llnique |Primar',-'
A ASSESSME WC_Dn+YEAR_ID;+FROZEN_ID |False  Falze
PH_AC_ASSES +&4C_DET_ID | True True

Pririt I Exit

The column name, type and length appear in the upper section of the form.
Information on the table index, or indexes, appears in the lower.

Click Print to print the table structure.

Viewing the Properties of a Specific Table

Highlight the table in the list and click Properties to view a list of the table

properties.

. Database properties

Table type = Aftached ODBRC Takble

Takle Mame = AC_ASSESSMENMT_DET
Date Crested = 10M22010 10:19:05 Ak
Last Update = 104 272010 10:19:05 &M
Updsateable = Mo

Source Table Mame = dbo AC_ASSESSMENT _DET
Aftributes = AH20000000

Connect string = ODBC;DSN=CMSDEMO _GOYW005_Sal, APP=Updats - %10.5WWS
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Print Table List

To print a list of all the database tables, use the Print Table List option.
To access this form, from Govern’s main screen:

1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select File > Print Table List

To print the list, select your printer, set the preferences and click Print.

Set the Default Year

Change the Govern Admin Default Year, using this feature.
To access this form, from Govern’s main screen:
1. Select Tools > System Administration (Govadm32.exe)

2. In Govern Admin select File > Set Default Year

GOYADM |
Erter the default year
|20

Saving a New Default Year: Click OK to save the new default year.

Default Year: Enter the Year to process in the Text Box.

Click the year field on the Govern Admin toolbar to access this

2005 message box, directly.
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Govern Admin Tools Menu
Overview

This section describes the options in the Govern Admin Tools menu.
Note: Govern'’s suite of applications, Govern Admin, Govern, Lockbox Data

Entry and Govern Batch Processing must all be located in the same
directory. Typically, this is Govern / Bin.

Govern for Windows

Select this option to launch the Govern application. The Govern application
must be named govern32.exe.

To launch Govern for Windows, click the Govern icon.

Govern Batch Process

Select this option to Launch the Govern Batch Processing application. This
application must be named govbat32.exe.

To launch the Govern Batch Processing application for Windows from the
toolbar, click the GovBatch @ icon.

Lockbox Data Entry

Select this option to launch the Lockbox Data Entry application. This
application must be named lockbx32.exe.

To launch the Lockbox Data Entry application directly from the toolbar, click

the Lockbox f@' icon.

Inspector’s Database at the Next Startup

This option is automatically selected after the Export to an Inspector’s
Database process is run and before the Import from an Inspector’s Database
is run. The export process creates an extract of the database that the
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inspector can use while in the field. Exported inspections are locked on the
master database on the server. Inspections will be unlocked when re-
imported.

This option is selected to ensure that Govern’s database is not updated before
the inspector’s changes are uploaded and that the two databases are
synchronized. Refer to the Permits and Inspections guide for details.

Rebuild .mdb for All Users at Next Logon

Select this option to rebuild the attach and local tables for each user, the next
time they log on to the system.

Generate Missing Dictionary Entries

Select this option to update the dictionary. This populates SY_DICT_DESC
with data from the user validation tables; i.e., the tables beginning with
VT_USR. Run this process after configuring the system for the first time, after
updating the database and at anytime data is missing from the user forms.
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CHAPTER 2: USER

!E__@!I Overview

This section describes the options for customizing the Govern functions. For
example, you can add new command buttons, fields and labels, modify,
rename, or reposition existing ones.

% Govern For Windows TOWN OF SOUTHAMPTON - EGOY - TEST Antois )i =1of x|

File:  Edit  Wiew  Select  Ophiops  JToodls Setup Window  Help

o] |-‘¥ [i%“ﬂ@ @w‘2nm32757|11x9:2m7|@| |Ej|¢1|a Iétb|

J J Teffrey White Cfo Liberty Farm hlursery Sagg Main St Sagaponack, MY 11962 ]Split District Group #: |J|JH

I

J651 Sagaponack Main St, Sagaponack

Reports
02 Assessor's Office =1 ]“ JH“ Inspection 3/15/2004 11:30:00 AM |J |J T Map o 473659 090, 000-0002-004,001 | | JH Teffrey white Since Tun 1989 “
A/R Summary ~ = = = - -
- 7| X
Appl, Permit and Cert Act = (1) Assessor's Office.Multimedia Information s _I_I
ARLM1 Report ORIGIMAL_FILE_LOC

ARLMZ Report

ARLM3 Total AssValue oal Image (= Tax Map # 473539 090.000-0002-004.001 New
ARLMS Command " Irspection 3415/2004 11:30:00 Ak

ARLME Court-Order Adj. = Save

Button

Aszsessment Increase Mo Delete
Aszsessment Roll =

Aszezzment Roll [Totals) Date

Azzezzment Roll by Lewy W
Assessment ol by:Schg . User-Added Command Button Setup 2] x| Fuil Page
Agzessment Roll Totals fo

free_tex
Audit Trail Feport - Contral Name || I Thumbnail

CLT Income Mailer headi

Dizplay

e

Caption
Coastal Erosion wWhally E F I Eioee
Commercial Infarmation 5 <TABS Sequence I [~ Create asarlcon Exit
Commercial Valuation Sh Function List =
Typg—————
Camp Sales Value Analp: | to calling funclion
> -k to calling function
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CPF Update - Owner . ACH Informatian by Name
E=empt - Ag Exemption L LlEL Actiities
N ol Additional Company Infarmation

prfg EReE Ll Additional Name Information
Exempt - Agricultural Exe € Fa AirCraft Excise Tax Maintenance
Exempt - Agricultural Use AirCraft Exemptions Maintenance ;I
Exempt - Exemption Sum Document File Mame " Ertemal &pplication
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Options for Customizing the Govern Functions

These options are accessed through the Setup menu. This menu is visible to
Super Users and Administrators only.

Note: Modifications made to this menu apply to all users.

Object Dragging Mode

Use Object Dragging Mode to change the layout of a function by repositioning
or removing the existing command buttons, labels and fields. See Object
Dragging Mode on page 235.

Field Setup Mode

Use Field Setup Mode to modify existing command buttons, labels and fields;
for example, by modifying the size, changing the names, linking validation
tables and associating values. See Field Setup Mode on page 237.

New Database Columns

Use the New Database Columns option to define and add new columns to the
database and to the functions. You can add various types of fields; for
example, numeric, text, date / time or memo fields and then link a formula or
logical expression, if required. See New Database Field Creation on

page 251.

New Labels

Use the New Labels option to add a new label to the function; for example, to
group customized fields. See New Labels on page 256.

New Command Buttons

Use the New Command Buttons option to add customized command buttons
to a function. From these command buttons, you can launch another function,
open a report, run a query or view or modify an FAQ. See New Command
Buttons on page 257.

Additional Form Dividers

Use the Additional Form Dividers option to add an extra tab to a function; for
example, for adding customized fields. See Additional Form Dividers on
page 269.
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Resetting the Custom Form Layout

Use the Reset Custom Form Layout option to reset a function to its original
size; to restore the original command buttons and parameters, and to remove
the customized buttons and parameters. All customized items are positioned
on the top left corner of the function. See Reset Custom Form Layout on
page 270.

Browse Setup

Use the Browse Setup option to modify the Browsing screen of the function.
You can add, remove and reposition the columns. In addition, you can display
minimum, maximum, average and total values and change the format of
numeric fields. See Browse Setup on page 271.

Save Current Form Size

Use the Save Current Form Size option to save the size of a function, after
you change it. Otherwise, the function is reset to its original size when you
click Save. See Save Current Form Size on page 273.
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Object Dragging Mode

Object Dragging Mode

@@I Overview

Use Object Dragging Mode to change the layout of a function by repositioning
or removing the existing command buttons, labels and fields.

You can cancel all your modifications, restore the original command buttons
and parameters and restore the original setup by selecting Reset Custom
Form Layout. See Reset Custom Form Layout on page 270.

To access this option:

Open the function, you want to change, and select Setup > Object Dragging
Mode.

21

El
_ s |
_ fowee |

Inventary I Walues |

Site Mo Building Use Code todel Code
“ - -

Eltl EFf. vYear Buil J I
Structural Element Marme | Code |Va|ue
55| Grade Adjustment a0 a0
E Functional Observation

E E conomic: Observation 20 20
E Depr Ovr Rsh

59| Depreciation T able Override

Sub Model Code

=l

Save

60| Depreciation Overrall % Browse

Esi |

4] 4 | Mo active dataset AL

When you are in this mode, DRAGGING GRIECTS appears on the Govern Status
Bar and the trash can icon appears on the active function.

Repositioning Fields

Click on the field you want to reposition and using the mouse, drag the
selected field object to the location of your choice. You can also move the field
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labels and command buttons. Once this is complete, cancel the Object
Dragging Mode.

Removing Fields

Click on the field you want to remove and using the mouse, drag the selected
field to the trash can. The trash can icon will then change from green to pink.
You can also remove the field header. You need to move the header and field
separately.

Note: The fields added on the Form tab of the Permit functions cannot be
moved or removed through the Object Dragging Mode. Refer to the
Permit Type Maintenance section in the Permits & Inspections guide
for details on Adding Columns to Permit Types.

Resetting Custom Form Layout

To reset the layout form, cancel the Object Dragging Mode, then select Setup
> Reset Custom Form Layout. After the reset all the controls return to the
original position and all user-added controls are placed in the top left corner, at
position 0, 0.

Cancelling Object Dragging Mode

To return to Standard Mode, select Setup > Cancel Object Dragging Mode.
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Field Setup Mode

Overview

With Field Setup Mode you can make the following modifications to an existing
field on a Govern function:

* Modify a label

» Link a validation table to a field

* Modify the size of a field

» Create a default value for a field

» Change the tab sequence of a series of fields

» Link a formula or logical expression to an existing field (See Link Formula /
Link Logical Expression on page 247)

» Spell check a field (See under the column Validation Type group on
page 241)

To access this mode, open the function you are modifying in Govern and
select Setup > Field Setup Mode.

M TOWN OF SOUTHAMPTON - TEST I

#* Govern For Windows

File Edt ‘iew Select DOptions Todls Window  Help
Ei | Dﬁp % || 009 | Ohject Dragging Made b | -
| Field Setup Mode . |_
Mew Dakabase Columns, 5
—MName & Mew Labels...
— Lastor { Mews Command Buttans. .,
l E?gz;:gi;?:nfmn || &dditional Form Dividers, ..
15 Search Mame 2 Reset Custom Form Layout
IMr. Gos Browse Setup...
From He Save Current Form Size
Perzonal Property I I )
PmyLic. by Mames Directioh  Shest Mame ,
Prm/Lic. /Cert by Prop.
B@g'o iE " - L- " ’ 'H"——-—-"-A-h._r _.._.,l

When you are in this mode, “FIELD SETUP MODE?” is displayed in the Status
Bar in the lower left hand corner of the Govern window.

ﬁ r Favorites
Applications
My Workload
[P

A

1%

FIELD SETUP MODE

NN
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Modifying a Field Label

In order to modify a field in a function, first open the required function.
To modify a field label:

1. Select Setup > Field Setup Mode on the Govern menu.

2. Double-click on the field label requiring the change.

K13

j o Addl Mame Info |

*t Mo./Taxpaver Id.

r EP..Q_E\\si.ﬁiﬁel.@a.?nwﬁté save |
Delete |

ru-- A et ol "-\Frv’— »

=]

The Field Attribute form appears.

Field Attribute

Enter Field Label

Cancel

Modify the text.
Click OK.

Note: If no modification is required, click Cancel to close the Field Attribute
form without saving any modifications.

5. Select Setup > Cancel Field Setup Mode.

Changing Field Properties

To change field properties:

Open the function you want to edit.
Select Setup > Field Setup Mode.
Double-click on the field to edit. This opens the Field Setup form.

P 0w NP

Modify the field by selecting the options described in this section.
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5. Select Setup > Cancel Field Setup Mode.

Field Setup Mode Command Buttons

OK: Select OK to save you modifications and close the form.

Table: Select Table to open the Validation Table Header form, where you can
create a new table or create new codes for an existing table. See Validation
Tables on page 85 for information on this form.

Security: Select Security to access the Group / User Security form.

Cancel: Select Cancel to close the form with saving your modifications.

Field Setup Mode Parameters

The parameters for the Field Setup form are as follows:

i, Field Setup
I~ | System Field
¥ Empty ¥alue Accepted

—alidationType

" No Walidation

* Bystem Tablei

" User Tahle

i Date

i Date & Time
 Time

£ Mumeric

i Currency

i Currency (Mo Decimal)
" Field Mazk

€ Lagical Expression
| TruefFalze

| Memo Figld (BLOS)

[ Locked Field
I~ | Use SpellCheck
— Tahle Dizplay Tyvne

=TAB= Default Yalue

E

Width
|3375

access {valid access type}

achflag {ACH Active Flag}

action {Action on Activity status}
action_1 {All Actions on Activity status}
actuecon {actusl & economic income rate}
admin {vorkflowy Admin Code}

allowwtyp {Allowed Types}

app_thisc {Application or Miscilenous}
appl {Application modules }

apply_to {Land Adjustments Codes}
arapfile {45 AP File Format}

£~ Lano Descrintion
" Code & Long

i Code ¥ Shart Descriotion
" Long Desc. Only " Code & Short

[~ Link Formula I™ Lirk Logizal Expression

oK Tahle Security cancel
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System Field: This option is automatically selected for the System Fields.
You can modify only a few of the properties of these fields.

Empty Value Accepted: Select the Empty Value Accepted option if the
parameter can be left blank, by the user. If the field must always contain a
value, deselect this option.

<TAB>: This field displays the tab sequence number of the selected field.
This represents the order the cursor moves from to field, as the user select
Tab on the keyboard. For example, if the field has a tab sequence of 2, the
cursor is positioned on this field after the user selects Tab twice or after
entering a value in the field with tab sequence 1 and clicking Tab.

Field Setup Mode Default Value Codes

A default value is a one that will appear in a field of a form prior to a users
input. Default values can be useful in search forms where a user ID is a
required entry on the form. The user ID code can be preset to appear by
default in the field.

In Field Setup Mode you specify any of the following default value codes.

Default Value Code Description

$time Enter this code to set the current time to appear as a
default.

$date Enter this code to set the current date as the default

value that will appear in the field. The date is
formatted as defined in your Windows environment.

$datetime Enter this code to set the current date and time as
the default in the field.

$year Enter this code to set the field to the current year.

$userid This code sets the field with the current logged in
user ID.

$username This code sets the field with the current logged in
user name.

$department Entering this code will set the field with the

department code; this will appear in the field as a two
(2) character code.
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Note: When entering default value codes in Field Setup Mode, all characters
MUST be lowercase or the codes will not work.

Default Value: Enter a default value for the field, if applicable. For example,
in the City field, on the Name & Address function, you can enter your city
name so that the users do not have to enter it each time.

Width: Enter the width of the field, in Twips or modify the existing value,
when applicable.

Tip: 15 Twips = 1 Pixel

Internet Display Order: This field is used for displaying user-added fields
on the eGovernment solution Web pages. Enter a value to indicate the order in
which the selected field is to be displayed on your Web site. Refer to the
eProfile guide for details.

Column Name: This field displays the name of the selected field. This is for
informational purposes only and cannot be modified.

Validation Type group

The following Validation Types can be applied to a field. For certain types, you
need to enter additional information, as described in the Description column:

Validation Type Description

No Validation Select this option if you do not want to apply a validation to
the field.

System Table Select this option to link a System validation table to the

field. Next, select the table in the list box and select a
display option, under Table Display Type.

User Table Select this option to link a user validation table to the field.
Next, select the table in the list box and select a display
option, under Table Display Type
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Validation Type Description

Date Select this option to set the field as a Date type. Enter
$date as the default value to add the current date to new
records. Enter $date + 1 to use the day after the current
date, $date + 2 to use two days after the current date, etc.
To apply a range of dates, enter values in the Minimum
and Maximum fields; for example, Minimum = 1/1/1990,
Maximum = 12/31/2999. The date is formatted as defined
in your Windows environment.

Date & Time Select this option to set the field as a Date / Time type.
Enter $datetime as the default value to add the current
date and time to new records. To apply a range of dates,
enter the values in the Minimum and Maximum fields.

Time Select this option to set the field as a Time type. Enter
$time as the default value to add the current time to new
records. To apply a range of dates, enter values in the
Minimum and Maximum fields.

Numeric Select this option to set the field as a Numeric field. The
user will not be able to enter letters or special characters.
To apply a range of values, enter the values in the
Minimum and Maximum fields.

Currency Select this option to set the field as a Currency field. The
information entered in this field follows the currency model
defined in your Windows environment.

Currency (no Select this option to set the field as a Currency field,
decimal) without decimals. The information entered in this field
follows the currency model defined in your Windows
environment.

Field Mask Select this option to apply a field mask to the field. Then
select the mask from the Field Mask drop-down list
(Table: USR_ FIELDS MASK). This automatically
formats the information entered according to a pattern
defined on the Pattern Name Maintenance form. Use this
option for phone numbers, postal or ZIP codes, social
security numbers, etc. See Global Field Validation

Mask on page 78.
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Validation Type

Description

Logical Expression

Select this option to apply a Logical Expression to the field.
Then, select the expression from the list box.

Note: You can only use a Logical Expression that
evaluates to true or false; such as the following*:

IF ~textbox valuen~/5 >0 THEN
RETURN TRUE;

ELSE
RETURN FALSE;

ENDIF

To use another type of logical expression, select the Link
Logical Expression option.

* This logical expression is provided as an example, only.
In this case, it would be easier to use the Minimum
validation type. However, if you wanted to combine a
textbox value, from this field, with another database field,
you could apply a logical expression.

If a logical expression has already been applied and you
change for another, a warning message appears.

See Logical Expression Block Editor on page 191 for
details on creating and using logical expressions.

See Using Keywords on page 218 for details on textbox
values.

True / False This option is enabled if the selected field is a check box.

Memo Field This option is enabled if the selected field is a notes and
comments or other memo field. This type of field can
contain a variable amount of text, depending on your
setup.

Locked Field The Locked Field feature, for making a field display only, is

now activated through a check box; so that you select a
field validation type and lock the field.

Use Spell Check

When selected, will apply spell checking to the selected
notes and comments field.
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Table Display Type group

Select one of the following options for displaying the items from the validation
table, in the field:

Code: to display the validation code

Short Description: to display the short description

Long Description: to display the long description

Code & Short: to display both the code and the short description
Code & Long: to display both the code and the long description

Long Description Only: This option is enabled only for Text type fields,
not for the Combo Box type fields. To select an item from a text field, linked
to a validation code, the Govern user needs to click in the field. A
secondary screen is displayed:

Yalidation Code Browse )

One Story Over Basement _ﬂ
One Story Owver Carport

One Story Over Deck

One Story Over Garage

One Story Over Open Porch

One Story R-Append

Open Paorch

Open Porch Ower 1 Stom

Open Parch Ower Basement J
Open Parch Ower Carport

Open Porch Over Deck

ipen Porch Dver Enclosed Forch
Open Parch Ower Open Porch
Porch Ower Garage _ﬂ

ok LCancel |

For the other Table Display Types, even if the short or long description is
displayed, on the Validation Code Browse screen, the code is saved to the
function. However, if Long Description Only is selected, the long
description is saved to the function.

The following screen shots show the difference between the Table Display
Types Long Description and Long Description Only.

Long Description

[irawing
|FE
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Long Description Only

Dirawing

|Enclozed Porch Over Open Porch

The display characteristic of the Long Description Only parameter is different
from that of the drop down menu. When the user clicks into the parameter, a
window will open to present the list of items that can then be selected with a
click.

For example: You can use the Long Description Only to ensure that
the country is entered consistently on all name and address records.
First, create a link to the system validation table, VT_SY_CTRIES.

To link the Country parameter to a system validation table:

1. Launch Govern and select any name and address record.
2. Open the Name and Address Maintenance function.

3. Select Setup > Field Setup Mode, from the Govern menu bar.
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i, Field Setup K E |

[~ Swstem Field LThAB> Default Walue Width

v Empty %alue dccepted I3 I |?35

— Y alidationT ppe
= Mo Walidation
&+ Spstem T able
= User Tahle
' Date case {Caze} ﬂ
 Date & Ti coprit {Cazh Receipt - Payment Code}

sty ol CCPROC {Credit Card Processor} =i
" Time . cetppe {Cazh Collection - dccess Type}
" Mumeric cleanar {P4 - Agricultural Use Status)
= Curency country {Countmy}
" Cunency [No Decimal] cr_subm {Tppe of submission}
 Ficld Mask cthype {added Colurn Control Type}
- —— cties {Countries}
C TrorFal datatype {Type of Data)
Meslralss deposit {0 efault Deposit Mumber!

£ bema Field [ELOE] drawcrnd {Drawing Command} LI
[ Locked Field
™ Use Spell Check

— Table Display Type
{~ Code f* Shart Descriotion " Lona Descriotion
" Long Desc. Only {~ Code & Shart {~ Code & Long
[~ Link Famula [ Link Logical Expression

— eComponents
Dizplay Order Colurnn Mame

ILINK_ID [ allow Modification
Dizplay dccess Level Update Access Level
oF Table | Securty Cancel

4. Select System Table under Validation Type.

5. Select ctries {Countries} from th

e list of system tables on the right.

Note: Be sure to select ctries {Countries} and not country {Country}.

6. Select Long Descr. Only from the Table Display Type.

Tip: Enter the name of the country that will be entered in the majority of
records in the Default Value parameter.

7. Click OK on the Field Setup form.

8. Select Setup > Cancel Field Setup Mode, from the Govern menu bar.
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Now, when you enter the Country, for a new name and address record,
the Validation Code Browse screen appears.

¥alidation Code Browse
Tonga -]

Trinidad and Tobago
Tunizia

Turkey

Turkmenistan

Turks and Caicos |zlands
Tuvalu

11.5: Minor Dutlving |slands
Uganda

Ukraine

Urnited Arab Emirates

| Lnited Kingdom
:Lpited States

Uruguay ;I

(5] LCancel |

9. Select a country and click OK on this screen.

Note: This procedure updates new records only. Execute an SQL query to
change previously created records.

Link Formula/ Link Logical Expression: Select one of these options to
link a formula or logical expression to an existing field. The field may be
defined as another validation type. For example, the field can be both a date
field and linked to a logical expression.

1. Select the option on the Field Setup Mode form:
* Link Formula
» Link Logical Expression
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"wfidth
I'l £92
Forrnula Lizt
Land %alue [4G)
| & Conditioning

iAppraised Yalue

Calculated GRM

Depreciation 'ear
Grozz Effective Income
Improvements Y alue
Unit Price Adjusted
MOl

W Link Formula [ Link Logical Expression ‘
(] Table | LCancel |

2. Select the formula from the list box.
3. Click OK.

Note: You need to create the formula or logical expression through the
Formula Editor or Logical Expression Block Editor. See Formula

Editor on page 183 and Logical Expression Block Editor on page 191
for details.

Executing Formulas and Logical Expressions

Note: When executing formulas and logical expressions that include
keywords or database columns, all the applicable functions need to be
open.

Alternately, you can add a Selection Query to the formula or logical
expression, in order to retrieve values from database fields. See
Selection Queries on page 216.
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Field Setup User/Group Access Security

There are multiple levels of security that can be applied to a function. It is
possible to secure specific fields within a function form and limit access to
existing Users and Groups.

To set User / Group Access security:

1. In Govern, open the function you want to edit.

2. Select Setup > Field Setup Mode.

3. Double-click on the field to edit. This opens the Field Setup form.
4

Select Security at the bottom of the form.
There are three (3) levels of security:
readonly: The field is visible on the form but the data can not be modified

cloaked: The field is visible on the form but the content displays as asterisks
(*) i.e. not legible.

hidden: The field does not appear on the form.
By default all users and groups will have full access to all fields of the form.

Full access is an indication that the field is visible on the form and the data can
be modified.
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i, Field Security Access

Dept
Form
Cantral :
| User/Group | Code | Description | Read-Only | Closked | Hidden
e B = Al groups [ F] ]
gz Data Entry Azseszor Data Enty [ ] ]
Agsessor Asseszor office [ F] ]
Agzessars Hszeszorz [ ] ]
Aszess Admin Aezeszors Admin [ F] ]
Aszz Clerical Azsessors Clercal [ ] ]
Az Inguing Aszeszors Inguing [ F] ]
Agz 5/ tssessors Split Merge [ ] ]
Central Cash Central Cash [ F] ]
Comm  Community Development [ ] ]
datam|  Data Entry Modify Only [ ] ]
datad  Drata Entry Delete Only [ ] ] ]
Desk Staff Desk Staff [ ] ] ]
GlS GIS Users [ ] ]
GRIEWSCH  Griewance Scheduling [ ] ]
Highwsay Highway for Inguirg [ ] ] ]
[riquiiry Irquiry Only [ ] ] ]
Inspectbldg Irspectors - Building [ Fl ]
|5 Data Entry 15 Drata Entrw [ ] [ ]
LM Liazon Land Management Liason [ | Fl ]
Lk Data Entry LM Drata Entry [ ] [ ]
p Emupg p Qserg QK. I Cancel

Apply

To set security access to a selected field:

a > wn P

Select Setup > Field Setup Mode.

Click Security at the bottom of the form.

indicate the users that will be restricted.

o

Select the required security.

Click Apply to apply the selection.

8. Click OK

In Govern, open the function form you want to edit.

Double-click on the field to edit. This opens the Field Setup form.

At the User / Group Security form, select Groups or Users or both to
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New Database Field Creation

Overview

The New Database Field Creation form is used for creating and adding

customized fields to the Govern functions.

To access this form:

p w DN PF

[atabaze Table Mame:

Mew Colurnn M arme:

Launch Govern.

Open the function you are modifying.

Select Setup > New Database Columns.

Mew Database Field Creation

|F'E_F'AF|CEL_LK_TYF'E

|squootge ¥ Create aLabel
Description Colurnn Label
|F'arce| Square Footage Isqutge

Select the tab where you are adding the new field.

ColumnTppe Uzer Interface Type

Dated Time TestBox i

Mema Fisld I J
Mumeric o decimals S

Mumneric with decimalz

Text [alphanurmeric) I‘1r

Eisting Columng ¥ Link Forrmula

APPRAISAL_LIMKING Comp Cost Fatio ;l
LAST_MODIF_DATE Diztrubed Area

LINE_ID

LAST_MODIF_UID

LINE_TYPE
WALUE_OM

iDstiubed Area 2

EST] =l
™ Link Logical Espression

2006 Impr. Lat Size Adj. ;I

2007 Impr. Lot Size Adj.

CAMA - Bldg EYE hd|

LCancel

When you are in this mode, NEW FIELD SETUP
the lower left hand side of the Status Bar.

NEW FIELD sETUP APpears on
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Note: Since there is a limit of 256 columns for each database table, the
number of fields you can add is equal to 256 minus the number of
fields already existing in the table.

User-defined fields can be removed from the function, in Object
Dragging Mode, but cannot be removed from the database.

Database Table Name: This field displays the name of the database table
to which your new fields will be added. It cannot be edited.

In addition to the database table displayed, information on the new field is
added to the following tables:

» USR_ADDED_FIELDS: Name of the field
e USR_FIELDS LABEL: Label of the field
« USR_FIELDS_DEF: Position of the field

New Column Name: Enter a name for the field you are creating. This name
must be unique within the database table. Verify the list of existing fields to
ensure it does not already exist.

Note: The unique part of the name must occur within the first 11 characters.

Description: Enter a description. This appears in the system dictionary and
on the Browsing screens (Table: SY_DICT_DESC).

Create a Label: Select this option if you are adding a label to the field.
Column Label: Enter the text to appear on the label.

User Interface Type: Select a User Interface Type:

e text box
« combo box
» option box
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Column Type: If you select Text Box in the User Interface Type field, you
need to select one of the following column types:

Column Type Description

Currency Select this option to apply a currency field, formatted
as defined in your Windows environment, to the field.

Date Select this option to apply a date field, formatted as
specified on the Registry Information table, in Updata,
or as defined in your Windows environment (if you are

using Microsoft® Access®). If you enter $date in the
default value field, the current date is displayed.

Time Select this option to apply a time field, formatted as
specified on the Registry Information table, in Updata,
or as defined in your Windows environment (if you are

using Microsoft® Access®). If you enter $time in the
default value field, the current time will be displayed.

Numeric (no decimals) Select this option to apply a numeric field: No
decimals, letters or special characters will be
accepted.

Numeric (with decimals) Select this option to apply a numeric field with
decimals: No letters or special characters will be
accepted.

Memo Field Select this option to apply a memo field, for notes and
comments, to the function. You can add multiple
memo fields to most user functions in Govern, as
displayed on the following screen shot. Each of these
fields provides unlimited space for notes and
comments.
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{i‘fy(l) Assessor's Office.Parcel Linking

General I Linksz |
Mumber Link Type
|1 Icu:unu:lu j
v Appraizal Linking — Link %alue On
Mok
Ltl E? - " Land

ThI.S fleld provides ﬂ ¢ Improvement

unlimited space far

notes and comments. LI @« Al

Motes2 Maotes3 Motesd MNotesh

This field provides ﬁ! This field provides i’ This field provides i’ This field provides il
unlimited space for urlimited space for urlimited space for unlimited space for

naotes and comments. LI notes and comments. v| notes and comments. v| notes and comments,| v|

|14 4 Editing E visting Record [1/1) A
Mew | Save | Delete | Browze | Exit |

Size: Enter the size of the field if this is not entered automatically.

Note: You cannot specify a default size for a memo field; however, you can
change the size, after the field is added to the form, using Field Setup
Mode. See Field Setup Mode on page 237 for details.

Link Formula: To associate a formula with the field, select Link Formula;
then, select the formula from the list box.

Link Logical Expression: To associate a logical expression with the field,

select Link Logical Expression; then, select the logical expression from the
list box.

Note: You need to create the formulas and logical expressions, beforehand,
using the Formula Editor or the Logical Expression Editor. See
Formula Editor on page 183 and Logical Expression Block Editor on
page 191 for details.

OK: Click OK to add your new field to the function. It is added to the top left
corner of the function.
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Repositioning the Field

Next, you need to reposition your new field using Object Dragging Mode. This
mode is automatically selected, when the new field is created.

1. Reposition the new field and label by dragging them with your mouse.

2. Select Setup > Cancel Object Dragging Mode from the Govern menu.
See Object Dragging Mode on page 235 for full details on this mode.

Note: If you are using Windows 95 / 98 or Millennium, it is highly
recommended that you limit the number of columns you create. The
more columns you add, the fewer computer resources you have
available. The drop-down list uses the most resources, then the text
box. The option box uses the least. Keep this in mind, for the
performance of your computer may be severely affected.

Executing Formulas and Logical Expressions

Note: When executing formulas and logical expressions that include

keywords or database columns, all the applicable functions need to be
open.

Alternately, you can add a Selection Query to the formula or logical
expression, in order to retrieve values from database fields. See
Selection Queries on page 216.
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New Labels
Overview

The New Labels function is used to add a caption on a function.

To access this function, open the form you are modifying in Govern and select
Setup > New Labels.

New Label Creation E3

Control Mame Caption

ILaI:ueI |Label Diezcription

Saving a New Label: Click OK you to save a new label.
Control Name: Enter the new control name.

Caption: Enter the name to display on the label.
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New Command Buttons

@@I Overview

Use the New Command Buttons option to add customized command buttons
to a function. From these command buttons, you can launch another function;
open a report; run a query; view or modify an FAQ or launch an external
application.

To access this option, open the function you are modifying in Govern and
select Setup > New Command Buttons...

&, User-Added Command Button Setup K E3 |

Control Mame |.~'1'u:|:e33

Caption |MS Accesy

{TAB>» Sequence I

— Type
" Function
{~ Report Menu

{ Singlz Report
" Query
" Fal

{+ External Application

Container Selection Bl nniesiog

% Form IMiu:n:usu:uft Access 2000 ﬂ

¢ Tab ok I Cancel |

Control Name: Enter a name to be saved to the Control file. You cannot use
spaces in this name.

Caption: Enter the text that will identify the button.
Tab Sequence: Enter the sequence number for the Tab function.

Type: From a new command button, you can launch another function, open a
report, run a query, view or modify an FAQ or launch an external application.
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* Function

* Report Menu

* Single Report

*  Query

* FAQ

» External Application

Linking a Function to a New Command Button

Select Function to call a function from the new command button. This
facilitates navigation to another form; for example, if you frequently use the
Additional Name Information function when completing the Owner Information
form, create a link. The Govern User can launch the Additional Name

Information function by clicking the icon @ , as displayed on the following

screen shot.

{1) Water District.Owner Information

General
Date Effective [ 4z OF ] Owaner Status
IS;"‘I J2n0d " Alernate Source
. % Curent
Source aof |nformation  Previ
Tevious
IDeed j
% Ownership Pricrity Sequence o 2
cCupan

I I1 [T Mo Corezpondence

Maotes

5217 8/1/03

Mame & Address

Lawra Boden -

12 Tunstall Rd J

Scarsdale, NY 10583 A
I I{I 4 IEditing Exizgting Recard [1/4] (AL

Save

M ame:

Delete

Browse

Ezit

3l

To create a link to a function:

1. In Govern, click Setup > New Command Buttons.

2. Select Function in the Type section of the User Added Command Button

Setup form.

Page 258

© 2013 MS Govern



D
QZ

&

MSGovern New Command Buttons

10.

1.
2.

Select the function you want to call from the Functions List text box.
Enter a Control Name. You cannot use spaces in this name.

Enter a Caption. This appears on the button, unless you are creating the
button as an icon.

Under Container Selection, select Form to add the new button to the
form section or Tab to add the button to the tab section. For example, in
the preceding screen shot, the Additional Name Information icon has been
added to the Tab section and the Report button has been added to the
Form section.

Select Create as an Icon to use the function icon as the command button.

Click OK. A message appears stating that the button has been
successfully created.

Click OK on this message box. The New Command Button is added to the
top left corner of the current form. Move the button to your preferred
location by dragging it with the mouse as described under Object Dragging
Mode on page 235.

You can then create a link from the linked function back to the calling
function. This function is similar to the Back button of your web browser
and can be very useful.

To create a link back to the calling function:

Launch the linked function.

Follow the above procedure but in set 2, select Link back to calling
function.

Linking Reports to a New Command Button

There are two options for adding reports to a function:

Single Report to open a single report in Quick Open Mode.
Report Menu to display a list of the reports that are linked to the function.

Adding a Single Report

You can define the parameters to display in the setup for the single report. The
report is run directly from the selected function without displaying a prompt
similar to the following.
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%.(1) Water District.UB Unposted A/R Adj Condensed-'\fserver'clients\shn',Custom_Reports... JE B4

Tranzaction Type

Abatement / Exemption ﬂ
Adiuzted Bill hd

[~ TaxMap # 473689 299.000-0001-020.000 [~ Account Mo, 100370
[~ UB Accounts Included In The Recordset
Run Crystal Beport | ‘ Exit

Note: For the Quick Open Mode, you can run the reports that contain only
the General and Recommended Formulas as listed under Report
Function Setup: Formulas on page 153. If the report contains Read-
only or Conditional formulas, you need to displays the prompt.

To add a single report to your function:

1. In Govern, click Setup > New Command Buttons.

2. Select Single Report under the Type section of the User Added
Command Button Setup form.

. User-Added Command Button Setup &
Control Mame Ireceipb’-‘«ppl
LCaption I.&pplication Receipts
<TAB> Sequence I_
~Type————————— Feport Name
" Function IAppIication Receipt (EH Electrical] j
" Report Meru Re

* Single Report

-~
" Quey = Current Mame Id.
 FAQ " Current Sub-Key

{~ External &pplication

Container Selection
{+ Fomm
" Tah oK.

Cancel |

Enter a Control Name. You cannot use spaces in this name.

Enter a Caption. This appears on the button, unless you are creating the
button as an icon.

5. Under Container Selection, select Form to add the new button to the
form section or Tab to add the button to the tab section.
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6. Under Report Name, select the report.

7. Under Report Quick Open Mode, select one of the following:
» Standard Report Mode to open the report by its standard parameters.
» Current Parcel ID to display data on the current parcel only.
e Current Name ID to display data on the current name only.

* Current Sub-key to display data on the current sub-key, such as a
permit ID or building ID, depending on the open function.

8. Click OK.

Adding a Report Menu

To create a new command button that opens a report from the current
function:

1. In Govern, click Setup > New Command Buttons.

2. Select Report Menu in the Type section of the User Added Command
Button Setup form. The Reports List text box opens displaying the reports
that have been linked to the current function, through the Report
Functions Setup form in Govern Admin. See Lists & Crystal Reports
Setup on page 140.

i, Reports List x|

wner Lishing
ASR Activity Report [Enty D ate)
A/R Balance Report

(] LCancel |

3. Highlight the report you want to link and click OK.

Note: You need to repeat this procedure for each report you are linking.

4. Enter a Control Name. You cannot use spaces in this name.

5. Enter a Caption. This appears on the button, unless you are creating the
button as an icon.
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6. Under Container Selection, select Form to add the new button to the
form section or Tab to add the button to the tab section. For example, in
the preceding screen shot, the Additional Name Information icon has been
added to the Tab section and the Report button has been added to the
Form section.

7. Click OK. A message appears stating that the button has been
successfully created.

8. Click OK on this message box. The new command button is added to the
top left corner of the current form. Move the button to your preferred
location by dragging it with the mouse as described under Object Dragging
Mode on page 233.

Linking Queries to a New Command Button

Just as you can link an action query to the Add, Save and Delete buttons on a
function, you can link a query to a new command button. The query performs
some action, such as updating records, adding records to a table or deleting
records from a table and is executed each time the user selects the button.
See Functions Setup on page 123 for information on linking queries to the
existing command buttons.

The queries need to be created and saved through the User Defined Queries
Setup form in Govern Admin. See SQL Queries on page 211.

To execute a query from a new command button:

1. In Govern, select Setup > New Command Buttons.

2. Select Query under the Type section of the User Added Command Button
Setup function.
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. User-Added Command Button Setup

Contral Mame |updateS E

Caption IUpdate Structural Elements
{TAB> Sequence I
Twpe————————————————
= Function

i Report Menu

i Single Fepart
* Query
i FAQ

" External spplication Query Mame

IUpdate k& Structural Elements from Inspecj

Container Selection
™ Form
¥ Tab ak Cancel |

3. Enter a Control Name. You cannot use spaces in this name.

4. Enter a Caption. This appears on the button, unless you are creating the
button as an icon.

5. Under Container Selection, select Form to add the new button to the
form section or Tab to add the button to the tab section. For example, in
the preceding screen shot, the Additional Name Information icon has been
added to the Tab section and the Report button has been added to the
Form section.

6. Select the Query you are linking to the command button

Note: Only Action Queries appear in the Query Name drop-down list. The
gueries need to be predefined and saved through the SQL Definition
Setup form. See SQL Queries on page 211 for details.

7. Click OK. A message appears stating that the button has been
successfully created.

8. Click OK on this message box. The New Command Button is added to the
top left corner of the current form. Move the button to your preferred
location by dragging it with the mouse as described under Object Dragging
Mode on page 235.
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FAQ

Select FAQ to add a Frequently Asked Questions (FAQ) button or icon to the
current form. Users with full access rights can add notes and comments that

can be viewed by all the users within the department or within the organization
depending on the setup.

Note: Your FAQ is limited to the department if the FAQ buttons by
department option is selected on the System Registry Maintenance
form in Govern. Otherwise, it can be viewed throughout the
organization.

To create a new command button that opens a department FAQ text box:

1. In Govern, click Setup > New Command Buttons.

2. Select FAQ under the Type section of the User Added Command Button
Setup function.

. User-Added Command Button Setup 7]
Contral Mame |cmd_faq
Caption |F,a_g

< TaB> Sequence I [¥ Create az anlcon
— Tupe

= Function

i Repaort Menu

i Single Fepart

" Query

& FAQ

" External spplication

Container Selection

LCancel |

3. The control name cmd_faq appears automatically in the Control Name
field.

4. Enter a Caption. This appears on the button, unless you are creating the
button as an icon.

5. Under Container Selection, select Form to add the new button to the
form section or Tab to add the button to the tab section. For example, in
the preceding screen shot, the Additional Name Information icon has been
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added to the Tab section and the Report button has been added to the
Form section.

6. Select Create as an Icon to use the FAQ icon as the command button
2)
7. Click OK. A message appears stating that the button has been

successfully created.

8. Click OK on this message box. The New Command Button is added to the
top left corner of the current form. Move the button to your preferred
location by dragging it with the mouse as described under Object
Dragging Mode on page 235.

External Application

Select External Application to add a command button than launches an
External Application, directly from the current form.

Note: Before adding the application to a command button, you need to
configure it for use in Govern, through the External Application Setup
form. See External Application Setup on page 178.

Once configured, the application is added to the Govern Tools menu.

To create a new command button that launches an external application:

1. In Govern, click Setup > New Command Buttons.

2. Select External Application in the Type section of the User Added
Command Button Setup function.
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s, User-Added Command Button Setup K E3 |

Cantral Mame |ﬂ~ccess{

Caption |MS Aooess
<TAB>» Sequence I

— Type
" Function

" Report Menu

{ Single Repart
= Buem
= Fan

{+ External Application

Cantainer Selection Eelenainniesig

* Form IMicrosoft Access 2000 j

" Tab ak I Cancel |

3. Enter a control name in the Control Name field. This is saved to the
Control file. The name cannot contain spaces.

Enter a Caption. This appears on the button.

Under Container Selection, select Form to add the new button to the
form section or Tab to add the button to the tab section.

6. Select the application from the External Application drop-down list.

Click OK. A message appears stating that the button has been
successfully created.

8. Click OK on this message box. The New Command Button is added to the
top left corner of the current form. Move the button to your preferred
location by dragging it with the mouse as described under Object Dragging
Mode on page 235.
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Global and Department Messages up to 1000
Characters Maximum

The Text Message field in the Global and Department message parameters
now allows for messages that are up to 1000 characters long. This additional
space allows for more descriptive text messages.

Note: The space character is included in the character count of 1000.

To create new Global and Department messages..
In Govern for Windows...

1. Open arecord.
2. Select Edit > Global Flag / Department Flag

¥ Govern For Windows GOYERN DEMO MS Gover:
File [Edt | Wiew Select Options Tools Setup  Window  Help Global FIag:Pruperty
o =8 Cut o Chrl @ ]
— @ Copy Chrl+C
Tree (T Paste Chrly 005 J_M Property identified as Tax Map # 103-104-400-7 will now be flagged
——  Copyal n for ALL departments
Clear &l Shift+DEL ; ; ;
Duplicate Permit culed Enter the meszsage to be displayed when accessing this property

Duplicate License L3
Duplicate Building Template using the External Recordset

Insert Object Link (OLE). .. [¥ Apply to sl Properties Included in the Recordset
Insert Picture Chrl+I

s Expiration Date  [6/27/2009

Delete_link. —I— .

Rotate Left II I tn 1000 characters can be teoed inthis fisld including

Rokate Right P '
P N Treasurer/Collector's Flag on a Property
Glabal Fl A
( l ———— WG) Pragerty idertified a3 Tao Map # 103-104-900-7 swill now ke flagged
Ty T TORETTy ST / ®  under the Treasurer/Collector's department

T

B Clearview
oA Hazardous Material

Enter the message to be dizplayved when accessing this property

Cancel

[V Apply to all Properties Included in the Recordset

Expiration Date IEIZSIZEIEIQ

Lp to 1000 characters can be typed in this field, including
spaces |

oK I REmoyeE
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These are the global or department messages that could be attached to a

P_ID. When configured, these messages will display when the record is
accessed.

Note: When entering your message, the system will allow you to enter more
than 1000 characters. Only 1000 characters will be displayed in the
message window. When the message exceeds the 1000 character
count, it can be displayed when a report is generated, or by viewing
the table directly as an administrator.
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Additional Form Dividers

[1]] Overview

=4

The Additional Form Dividers function is used to add additional tabs or
dividers to a Govern function.

Note: This function is not available for all forms.

To access this function:

Open the form you are modifying in Govern and select Setup > Additional
Form Dividers.

Tatal number of dividers
Cancel |

[

Total Number of Dividers: Enter the total number of dividers, including
those already present on the form.

Note: The original dividers cannot be removed. You can only remove user-
added dividers.

Saving a Form Divider Addition: Click OK. The new information is saved
to the SY_FORM_SIZE system table.

Once you create the additional dividers, you can add new fields. See New
Database Field Creation on page 251 and Field Setup Mode on page 237 for
details.
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Reset Custom Form Layout
Overview

This function allows you to reset the form to the original design (before adding
any fields or labels, or before modifying the location of existing fields).

Note: All the added fields will be placed in the top left corner of the from, in
position 0, 0.

To access this function:

Open the form you are modifying in Govern and select Setup > Reset
Custom Form Layout.
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Browse Setup
Overview

Use the Browse Setup form to select the field(s) you want to display on the
Browsing screen for the selected function. For numeric fields, you can select a
format and display the minimum (<), maximum (>), average (~) or total (#)
value. This is displayed in the column header of the applicable field.

The Browsing screens automatically expand to the full height and width of
your Govern window.

. Browse Customization ﬂ
Code Function Description Farm Mame Function
|2|32 IUB Meter Maintenance Ifrm_ul:uEIE P—‘_“;:,
Available Columne Selected Columnbsz .
- - [phonz
Lazt Modit Date ; Book Mo ™ < (i
Last Modit Uid Bock Seq lilivirri
Location Code o | [Status U I | > [t awimum]
Lacation Desc Inztall Date = [~ = [awverane]
M aster_m — # [Total
Meter Id ] mE ]
Meter Seq = Farmat
potes ¢ [ 8,955,95.00]
erial Mo -
Shut O Date < DY || €eEEd
Transponder ) 3,939 99,00
b id | | ) Hone
Rezet Browsze Preview I Exit

When you are in this mode, growse seTup appears on the Status Bar.

Resetting the Browse Screen with Default Settings: Click Reset to
reset the Browsing screen with the default parameters.

Viewing the Browse Screen (Preview): Click Browse Preview to
preview the Browsing screen before continuing.

Adding a Column on the Browse Screen: Select a column from the
Available Columns list box and click -> to move it to the Selected Columns list
box. The columns will be displayed on the Browsing screen in the order listed
on this form.
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Removing a Column from the Browse Screen: Select a column from
the Selected Columns list box and then click <- to move it to the Available
Columns list box. The columns displayed in the Available Columns list are not
displayed on the Browsing screen.

Changing the Display Order of the Columns: Highlight a field and click
U to move it towards the beginning of the list or D to move it towards the end.
You need to click once for each space you want to move.

Note: Do not move or delete the first field from the Selected Columns list:
P_ID, PM_ID, etc.

Code: This field displays the code assigned to the function. This is an internal
number.

Function Description: This field displays the long description of the
function.

Form Name: This field displays the form number or name. This is displayed
in the left corner of your computer screen when the function is open.

Available Columns: This list box displays all the fields in the current
function.

Selected Columns: This list box displays the fields that will appear on the
Browsing screen.

Options: Select these options to display see the minimum, maximum,
average or total value for the selected column. If the information is not
applicable, the option is disabled.

Format: Select a format for displaying numerical information: ($9,999,99.00)
for currency, 99.99% for percentage, 9,999,99.00 for decimal or none for non-
formatted values. If the format is not applicable, the option is disabled.

Note: The Browsing screens are displayed in the same manner for all users.
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Save Current Form Size
Overview

This option allows you to save the new size of the current form if it has been
changed. If the form has been made larger, you can then add new fields in the
space created by using one of the editing modes. See Object Dragging

Mode on page 235.

‘¥ Govern For Windows SOUTHAMPTON - TEST Mr. Govern

file  Edit ‘iew Select Options  Tools Window  Help

: 8 Chiect Dragging Mad - < [ /]
(G G S¢ B (B we o 2rtiewniok & @ ]| w0 e ] A
Field Setup Mode
I J Tax Mew Database Columns. .. irch Ct, Morthampton H Curtis Highsmith |J Curtis Highsrmith 4 Bif
Functions
- p Mew Labels... 3
=1+ Building Division = JEU"d . PE J J J J J J J J JIHSDEC
"'_ Accourts Receivable Adjustm G Lommand BUtons. .
- d Mcocounts Receivable Deposit Additional Form Dividers, .,
%% Accourts Receivable Inguiry W Reset Cuskom Form Layout
@ Activities TRE Erowse Setup...
e " .
. Building Drawing [ savecurentFormsee | |
-8 Building Intormation
E Buildling Permits Step |A|:‘tiv'rty | Date Started | Completed On |S{atus | Reference # |User|d | Ass!‘

Wil Building Structural Blements &__ (10) | Application Incuiry 10M5/2008  10M5/2008 Yes 10 afrankl
£ Fee Simulstion (PermitLicense

e Guuenie (10) Application Accepted 1052008 10MSE008 Yes 150 afrankl

3% Inspections (3507 History Certificate O Occupancy 10ASI008 | 10MSE2005 Yes 380 afrankl l
-k Light Permit (402) Inspection (n = Additional Inspection) | 10/2002008 | 10/20/2008 | Yes 402 | afrankl

? :2222;;‘;3;5;‘:{“) (700) Final Survey 102002008 10202008 Yes 700 afrankl )
3 Mullmecia Information (T25) Afficawit 10EXI00E | 102202008 Yes TIE afrankl

ik Mame & Address Maintenance (7507 Mizcellaneous Documentation? 10/22/2008 1052242008 ko 750 afrankl }
&5 Cffenses

H Ot Information

-
Aw Dareel Mensalno,

H = J

(960) Ceificate Of Oocupancy 10/22/2008 1002202008 Yes 960 afrankl

TreeView

EOnetions

To save the current form size...

Open the form you are modifying in Govern and select Setup > Save Current
Form Size.

The current function size is modified when you select this option.
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CHAPTER 3: BATCH PROCESSING
Overview

This section introduces the Govern Batch Processing application and default
menu options. Detailed descriptions of the processes are provided in the
reference guides.

& Govern Batch Processing CMSDEMOD MS Govern Super User
File Accounts Receivable Mass Appraisal  Special Assessment  Miscellaneous Biling  Tax Biling  Tax Title  Ukility Biling  Self Reported Tax  Import/Expart | T, Help

2013 6/3/2013 | D hE A

== 3

Gov
Lockbox Data Entry

Menu Security Setup...
Purge entries in SY_LOCAL_TABLE...

Initializing Mext Year's Data For Properky Contral...
Archive Multimedia Documents...

Delete Multimedia Documents. ..

Audit Trail Setup, ..

Automatic Inspection Rescheduling. ..

Generate Workflow from a Recordset...

Land Management Offenses Lien Transfer. ..

Name Merge Ltility...

Mame and Address Formatting...

Hame and Address Formatting, Melissa..,
Generate Inteligent Mail Barcade...
Export Mames in Mail +4 Format. ..
Import Mames in Mail +4 Format.. .

Format Property Location...

Start Dasmon Server...
Purge Entries In Daemon Tables. ..

Process Flow Wizard. ..

Query Generator, ..
Email Notification.. .
eComponents »

frrm_sy106 10,7200 SCRL CAPS MUM IHS 11:31 AM 2

Govern Batch Processing Interface

Toolbar Icons

. You can launch Govem Ac!min, Govgrr! and thg
Payment Lockbox applications by clicking the icons

< . :
0 displayed on the main menu of the Govern Batch
; Processing interface, as well as from the Tools
A=
o /

menu.

Background

You can change the background of the interfaces for the Govern for Windows
applications. For details, see Govern for Windows Background on page 15
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MS Govern Batch (.NET) can be called from
GovBatch (Govern for Windows Batch)

The MS Govern Batch .NET application can be called from
GovBatch release 10.7. This will allow for users of GovBatch to
access new Govern.NET batch processes.

Note: This functionality is only available to users that have obtained licenses
for Govern.NET and have the required applications installed.

To configure the link between GovBatch and MS Govern Batch:

In Govern Admin...

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

2. Inthe System Registry Maintenance form, click the Connections tab (A).

3. Locate the DeplyEZ (ClickOnce) Application Batch Shortcut (B)
parameter.

4. Enter the UNC path to the Govern.NET Batch application, e.g.

\MYSERVER\Deployments\DEMO_FOO_SQL\MSGOVBATCH\MsGovB
atch.exe.application.

&, System Registry Maintenance !El E
Govern DOptiohs eProfle | eComponenty] Connection| Login Setup| Credit Card | Integration
Defeloes Ean it O REzars A ) Enabz S0L Repaiting Service
Database Server IMSGDVDEMD = aerver Connection for SEL Beparting
5 th
Dtabas= Name [CMSDEMD | Sl
B Joven = Authentification Type
ey = windows [ntegrated Security
) Predefine Credentials
User Hame Paszward [romain
- _ - s e n— m——s=opopt Folder . pom- - —n
-~ A - N - i / * — " _’{ — - 4
\ I . s 1 5
Uzer D Pazzword
| .

’—l_ Use itovah Web Service URL

B
Deploy Ez [ClickOnce) Application Batch Shartcut
| ‘ ICMSDEMD_JXMTLN1_5QL\MSGDVBATCH\MsGovBatch.eHe application

-~ -

Users with this functionality will be able to select MS Govern Batch (.NET)
processes that will appear in any of the GovBatch, i.e. Govern for Windows
Batch menus.
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General Batch Processing Menus Options

This guide describes the File, Import / Export, Tools and Help menus which
contain the general menu options available throughout Govern Batch
Processing.

All other menu options are displayed by subsystem: Accounts Receivable,
Mass Appraisal, Special Assessment, Miscellaneous Billing, Tax Billing, Tax
Title and Utility Billing. These menus are available according to the
subsystems in your setup. These options are described in the reference
guides.

Audit Trail

An Audit Trail is automatically defined for all processes run through Govern
Batch Processing. Results are saved to USR_AUDIT_BATCH.

File Menu

The Govern Batch Processing File menu contains processes for setting the
default date and year, for turning off the display of error messages, as well as
the Exit command to close the application. All these options are described in
this section.

You can also change the default date and year directly from the toolbar. See
File Menu on page 278 for details.

Import / Export Menu

From this menu, the user can import data from the database file, generate an
extracted database, export to or import from an inspector’s or appraiser’s
database, or start the General Ledger interface. See Import / Export Menu on
page 282 for details.

Tools Menu

The Govern Batch Processing Tools menu contains a number of general
processes. See Tools Menu on page 290 for details.
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Help Menu

The Help menu provides links to the Govern Batch Processing Help system
and to the About Box.

Help System: The Help system describes all the processes. To view the
Help on a specific process, scroll through the Table of Contents or launch the
process and click F1 on your keyboard. To view context-sensitive Help, right-
click on a specific field or command button.

About Box: The version number of the Govern database has been added to
the About box for quick reference on all applications Govern Admin, Govern
and Govern Batch Processing. In addition, the number of licensed users and
the number of Inquiry Only users are displayed. See User Maintenance on
page 60 for more details on Inquiry Only access.

About Govern Batch

Govbata2 version 10.7.200
L) Database Version 10.774.00

%
k J Copyright €2005

M S G Ove r n Technical Suppart 1-800-561-8168
ramagement Salutions Gr

Gavermmen

Thiz praduct iz icenzed ko:

WS Gaovern Super Lser

ChSDemo

Serial Number 8 e . S
Lizenzed for

3 Full Licenzed Users

2 Inguiry Orly Users

Sustem Info...
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File Menu

Overview

The Govern Batch Processing File menu contains processes for setting the
default date and year, for turning off the display of error messages, as well as
the Exit command to close the application. All these options are described in
this section.

¥ Govern Batch Processing

File #&coounts Receivable  Mass dppraisal — Special Assessme
Set Defaulk Date. .. |

Set Defaulk Year, ..

w Mon-Interractive Errors (Log errors bo a file) k J

Exit j
|\b'~.* 44&._.“,4—___.‘—" P

e Setting the Default Year. See page 278.

» Setting the Default Date. See page 279.

» Turning Off the Display of Error Messages. See page 280.

» Exiting Govern’s Batch Processing Application. See page 281.

Setting the Default Date

The Default Date is displayed in the bottom right corner of the screen in
Govern, Govern Admin and Govern Batch Processing. By default, this is the
default date. However, you can change this for your batch processes, using
the default date screen. Double-click in the text box: and select a new default
date using the pop-up calendar You can also modify the default date directly in
the Text Box. Click OK to save and continue.

To access this 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, select File > Set Default Date

Page 278
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File Menu

Default Date K

Default Date

I'l 2/4/2003

ok Cancel |

You can also access this screen by clicking on the default date in the Govern
toolbar.

Saving a New Default Date: Double-click in the field and select the new
default date from the pop-up calendar. Then click OK to save.

Click Cancel to close the screen without saving your modification.

Setting the Default Year

You can change the Default Year for all the batch processes with this feature.

To access this 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, select File > Set Default Year

Enter the default year

Cahcel |

{2004
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You can also access this screen by clicking on the default year in the Govern
toolbar.

Saving a New Default Year: Enter the default year and click OK to save.

Click Cancel to close the screen without saving your modification.

Turning Off the Display of Error Messages

By default, when errors occur during batch processes, error messages are
displayed on your screen. To turn off the display of error messages, select the
Non-interactive Errors (Log Errors to a File) option.

Processes will continue to run regardless of errors. Errors are saved to the log
file, govbat32. log located in C:\\Documents and Settings\User\Local
Settings\Temp\.

Note: This temporary directory is created for every user who logs into the
computer.

Deselect this option to display errors during batch processing. When this
option is deselected, a confirmation message appears and the user must
select an option to continue, when errors occur.

To access this 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, select File > Non-interactive Errors (Log Errors to a File)

|File Accounts Receivable  Mass Appraisal  Speci:

Set Defaulk Date. ..
Set Defadlk Year. ..
Mon-Interrackive Errors (Log errors ko a file)

Exit %
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Exiting the Application

Click File > Exit or Alt + F, X to close the Govern Batch Processing
application.
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Import / Export Menu

Overview

The Govern Batch Processing Import / Export menu contains processes for
importing and exporting data and extracted databases to and from Govern.

A |1
wTitke  Utility Biling  Self Reported Tax | Import/Export  Tools  Help
Import from a Database file. .. I_
Generate an Extracted Database...

GI5 Split Merge Import...

Export to an Inspector's Database.. .
Import from am Inspectar's Database. ..
Inspector's Database at Mext Startup

Mass Appraisal - Marshall and Swifk Setup.. .

<

Export to an Appraiser's Database. ..
Import from an Appraiser’s Database. k
Appraizet's Database ak Mext Starkup

Interface. ..

Great Plains GjL Interface. .. or Unix

* Importing Data from a Database File. Refer to the Property Control guide.

» Generating an Extracted Database. See page 283.

* Importing GIS Split / Merge Data to Govern. Refer to the Property Control
guide.

* Maintaining an Inspector’s Database. Refer to the Permits & Inspections
guide.

* Maintaining an Appraiser’s Database. Refer to the Mass Appraisal
General guide.

» Exporting Data to a G/L Interface. Refer to the Accounts Receivable guide.

Importing Data from a Database File

Run the Import Data from a Database File process to import data from an
external database file to the PC_AREA or PC_LEGAL_INFO database tables.
For details on this process, refer to the Batch section of the Property Control
guide.
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Generating an Extracted Database

Run the Generate an Extracted Database function to create a sample
database to be used for performing tests or computations. This sample
database can be created from a range of tax map numbers or a jurisdiction. It
can be limited further to a year and a number of records. The form varies
depending on whether you are using Access or ODBC.

To access this 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, select Import/Export > Generate an Extracted Database...
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&, Generate Data to Database ﬂ E

Main T alidations T ables

— Server Connection O utput
~ ODBC
f* Access

Databasze Name C:AGOWVERMNMS_GovExportDE.mdb

[~ Copy setup only

FROM Tan bap Mumber

[zooon Joor - [oor - Jodod - fom - foor [oood

TO Tax Map Mumber

[6eaas  |a9a . [999 - [o@93 - [399 - [s39  [ooof
Year [Blank = All]

v Delete All Previous Dat
Mumber of Fiecords [Blank = A1) S| L S B

[+ Restart After Failure
I [~ Update Mames Only
[ Copy Stucture [” o Names
[~ Select Validations Tables
—Load Data Far
v &coount Receivable ™ Special Azsessment
v AirCraft [¥ Real Property Tax
v Boat [~ Don't transfer the Lewy and Exemnption
p Land Manhagement |7 Ferzohal Froperty | ax
[ Mass Appraisal ¥ Tax Title
[~ Matar vehicle [~ Utility Billing
[~ Mizcelansous Biling [ Imaging System

Fram Esternal | Process | Exit |

Generate Data to Database Command Buttons

Process: Click Process to launch the data extraction process.

From External: Select From External to export data from the External
Recordset only.

Database Name / Data Source: Click Database Name to indicate the
Microsoft® Database file name that will be created. if the Option for ODBC is
selected under Server Connection Output, the Database Name button will
change to Data Source.
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Generate Data to Database Parameters

ODBC / Access: One option is selected by default. This information is read
from the govern.ini file.

Copy Setup Only: Select Copy setup only to make a copy of a setup.
Note: If Copy setup only option is selected, all fields below this option will

disappear. Two (2) drop down fields will appear directly below this
option: and replaced .

w, Generate Data to Database ﬂ E

Main T Walidations T ables

— Server Connection Output

{* ODBC
" Access Data Source |

Databaze Name

v Copy zetup anly

Department Sub-gystem
|D2 {Building Divizion} j ILand Management j
"’-L o r4-_._...,_....'/' H”____‘__,f- ,- s e
LY

- % "\.
| - |
From External | Exit |

Generating an Extracted Access Database

If you are using an Access database, the following information appears at the
top of the form:

. Generate Data to Database &4 B

Main T Validations T ables

Server Connection Dutput

" ODEC
* ihocesd Database Namel

Databaze Marne

Wa’—b—w—#—t—'—’wﬂn——-—
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You need to create a database file name for the extracted data.

Creating the Database File Name: To create a Database file name:

Click Database Name to open a secondary screen.

Navigate to the directory you want to use for the extracted data.
Enter a file name.

Click Save.

A w NP

Generating an Extracted ODBC Database

If you are using Open Database Connectivity (ODBC), the following
information appears at the top of the form:

. Generate Data to Database h
Main 1 Validations Tables |

Server Connection Output

@ {ODBC |
ek Databaze Mame

Databaze Mame

=™ — e st L

You need to select or create the Data Source Name (DSN) for the extracted
data.

Note: If you are using ODBC, you can also create an extracted Access
Database. See Generating an Extracted Access Database on
page 285 for details.

Selecting the DSN: To select a DSN:

Click Data Source to open a secondary screen.

2. Select File Data Source if you are using a file DSN or Machine Data
Source if you are using a system or user DSN.

3. Navigate to the directory where the DSN is saved and select the name or
create a new DSN and enter the name.

4. Click OK.

Note: Refer to the online ODBC Help for further details.
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From / To Tax Map Number: Enter the range of Tax Map Numbers for the
data extraction. Otherwise, to include all properties in the extraction, leave
these fields blank.

Jurisdiction: To include data from a single jurisdiction only, select the
jurisdiction, from the drop-down list. Otherwise, leave this field blank.

Year: To include data from a single year only, enter the year in the text box.
Otherwise, leave this field blank.

Number of Records (empty = all): Enter the number of records you wish
to retrieve from the boundary Tax Map Numbers entered.

Delete all Previous Data: If selected, this option will delete all previously
extracted data from the database name you have selected. Otherwise, the
data extracted is added to the database. Be careful not to duplicate the data.

Restart After Failure: Select this option to automatically restart the process
after a system failure or time-out.

No Names: Select the No Names option to exclude the following tables from
the export:

» All tables beginning with NA_, such as:
+ NA_NAMES
* NA_MAILING_INDEX
* NA_ACH_INFO
* NA_EXEMPTIONS

« MA_APPRAISERS

* MA_SALES

+ PC_GRANTEE

+ PC_GRANTOR

* PC_LIEN_NAME

« PC_OCCUPANT

+ PC_OWNER

» PC_SALES

Load Data For: The process loads data from the Property Control and
Name & Address system tables, as well as all validation tables. To load
additional data, select the applicable subsystems.
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Importing GIS Split / Merge Data to Govern

Run the GIS Split / Merge Import batch process to import parcel split / merge-
data from an external Geographic Information System (GIS) application into
Govern. Refer to the Property Control guide for details on this process.

Maintaining an Inspector’s Database

The following batch processes are required for setting up a database that can
be used by an inspector, while working on site, away from the office and for
synchronizing data between the exported database and the main network
database:

* Export to an Inspector’s Database
« Import from an Inspector’s Database
» Inspector’s Database at Next Startup

For details on these processes, refer to the Batch section of the Permits and
Inspections guide. For details on configuring a laptop computer to use Govern
off site, refer to the Getting Started guide.

Maintaining an Appraiser’s Database

The following batch processes are required for setting up a database that can
be used by an appraiser, while working on site, away from the office and for
synchronizing data between the exported database and the main network
database:

» Export to an Appraiser’s Database
» Import from an Appraiser’s Database
» Appraiser’'s Database at Next Startup

For details on these processes, refer to the Batch section of the Mass
Appraisal General guide. For details on configuring a laptop computer to use
Govern off site, refer to the Getting Started guide.
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Exporting Data to a G/L Interface

The Export Data to a G/L Interface batch process is used to transfer the
General Ledger data for use in an external G/L system. The following G/L
interfaces are supported:

 Govern Unix

« ACS

e Great Plains
e Lawson

« SFG

» Cayenta

Refer to the Batch section in the Accounts Receivable guide for details on the
batch processes and to the Appendix for the file layout for each type of
interface.
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Tools Menu
Overview

The Govern Batch Processing Tools menu contains the following processes.

\—

=d Tax Import/Export | Tools Help
-

'\\— Govern Admin

Gowern For Windows %

Lockbox Data Enkry

Menu Security Setup...

Purge entries in 5¥_LOCAL_TAELE. ..

Initializing Mext Year's Data For Property Contral. .,
Archive Multimedia Documents. .,

Delete Multimedia Documents. .,

Link Multimedia Files to Parcels »

Audit Traill GOVBATCH Setup. ..
Automatic Inspection Rescheduling. ..
Generate Warkflaw fram a Recordset

Marne Merge Utiliby. ..

Mame and Address Formatking.. .
Export Mames in Mail +4 Format. .,
Impart Names in Mail +4 Farmat. .,

Format Properky Location. ..

eComponents »

Start Daeman Server., ..
Purge Entries In Daemon Tables, .

Process Flow \Wizard...

Query Generakar
Ernail Matification

Launching Govern for Windows. See page 291.
Launching Govern Admin. See page 291.

Launching the Payment Lockbox Data Entry. See Launching the Payment
Data Entry Lockbox on page 292.

Assigning User Permissions to Batch Processes. See page 292.
Initializing Next Year’s Data. Refer to the Property Control guide for
details.

Archiving Multimedia Documents. Refer to the Property Control guide for
details.

Creating Links to Multimedia Files. Refer to the Permits & Inspections
guide for details.
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* Performing Automatic Inspection Rescheduling. Refer to the Permits &
Inspections guide for details.

» Merging Duplicate Name and Address Data. Refer to the Property Control
guide for details.

» Formatting Name and Address Data. See page 296.
* Importing / Exporting Name and Address Data. See page 314.
» Formatting Property Location Data. See page 296.

* Generating Internet Accounts. This process generates eProfile accounts.
Refer to the eProfile guide for details.

» Sending Computations to the Daemon Server. See page 297.

* Purge Entries in Daemon Tables. See page 302.

» Using the Process Flow Wizard.See Process Flow Wizard on page 303.
* Running SQL Queries in Govern Batch Processing. See

» Setting up E-Mail Notification for Batch Processes. See Setting up E-mail
Notification for Batch Processes on page 310.

Launching Govern for Windows

Select Tools > Govern for Windows to launch the user data entry application,
Govern for Windows.

Note: The full suite of Govern applications must be located in the same

directory. Typically, this is C:\Govern\Govern 8.5\Bin. The
Govern for Windows application must be named govern32.exe.

To launch Govern, directly from the toolbar, click the Govern ¥} icon.

Launching Govern Admin

Select Tools > Govern Admin to launch the administrative and configuration
application, Govern Admin.

Note: The full suite of Govern applications must be located in the same

directory. Typically, this is C:\Govern\Govern 8.5\Bin. The
Govern Admin application must be named govadm32 . exe.

To launch Govern Admin, directly from the, click the Govern Admin % icon.
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Launching the Payment Data Entry Lockbox

Select Tools > Lockbox Data Entry to launch the Payment Data Entry
Lockbox.

Note: The full suite of Govern applications must be located in the same
directory. Typically, this is C:\Govern\Govern 8_.5\Bin. The
Lockbox application must be named lockbx32.exe.

You can launch the Payment Data Entry Lockbox, directly from the toolbar, by
clicking the icon.

Assigning User Permissions to Batch Processes

Govern users that are upgrading from Release 10.6 to 10.7 should

note that a new method has been implemented to manage the

menus. As a result of this enhancement, there is greater control of
user menu access. Administrators are now able to give access to individual
menu items; previously menu access was granted to all items under the menu.
From Release 10.7, Administrators or Super Users can give access to specific
menu items under a Govern Batch Processing (GovBatch) menu (A).

& Menu Security Setup 7| x|
File Accounts Receivable | Mass Appraisal  Special Assessment  Miscellaneous Biling  Tax Biling  Tax Title  Ukility Billing
Self Reported Tax  Import) o Batch Update. .,

v Compute Formulas & Logical Expresions. ..
S LT Appraised Yalue Computation. .. OLD MENU SECURITY SCREEN

select the menu items [frc ) ) . |
e e ey v Simulation Data Computation. ..

v Sales Daka Computation...
Cyrl Yiron v Special Procedures ;
Eric: Martineau Select the user(z] from the list below and then NEw ExPANDED mm’ SECURITY
.'Jg:rc’ﬁrtogw_li_r;ﬁi v Recompute Building Area Yalues select the menu items that thep will have access to
MS Govem Super User v Comparable Sale Extract. . Cyril Yiron Grart &ccess to All Menu ltemns |
MS Govern Super User Eric Martineau —
MS Govern Super User John Glawinski
Maiara Fraga K.ar wing Tam
M MS Govern Super User Femove Accass from All Menu ltems |
Uszer #1 MS Govern Super User
Uszer #2 M5 Govern Super User
Uszer #3 I aiara Fraga
Zahit Kaci wm&% | Save |
Uszer #1
User #2
Uszer #3 .
Zahi Keaci Eut |
"
| Menu [kems { l |ACCESS

\r/

Special Procedures
- Purge all transactions in the log table
Suffolk County - File Extraction [Output]
Suffolk County - Load ARREARS File [flag the cunent year] [Input]
Suffolk County - Load Payments from ARREARS [flag load payments fol
TS50 Bill Request [Input]
TS50 Registration [Output]
TS50 Tax Amount [Output]
T50 Batch Payment Generation [Input]
‘Waltham - Patriot Transfer File [Input]
] h ths - A t/Clazsification [LA4][Report]
Massachusetts - Real Estate Commitment Book [Report][Output]

HEEEEEEEEEEE
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Select Tools > Menu Security Setup to launch the Menu Security Setup form
and assign user permissions to Govern’s batch processes.

Note: Administrators will need to set access rights for users. By default
Super Users and Administrators have access to all Govern Admin
forms, but Users and Inquiry Only users will not have access to any

menus until access has been granted, See Access Types on page 64
for full details about user types.

To access this 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, select Tools > Menu Security Setup...

Menu Security Setup Command Buttons

. Menu Security Setup E

Select the user(z] from the list below and then
zelect the menu items that they will have access to

Coril firan Grant &ccess to Al Menu ltems |
Eric: M artineau

Jokin Glowinski

K.ar Wing T am

M5 Govern Super Uzer
M5 Goven Super User
M5 Govern Super Uzer

Maiara Fraga

T | Save |
Lzer #1

User #2

Llser #3 .

Zahit Kaci Eait |

Bemove Access from All Menu ltems

| Menu ltems [Becess

: Special Procedures

- Purge all ransactions in the log table

Suffolk County - File Extraction [Output]

Suffolk Counte - Load ARREARS File [flan the current vearl [Inout]

JEEE

Grant Access to all Menu Items: Click Grant Access to all Menu Items

to grant the selected users access to all features and processes in Govern
Batch Processing.
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Remove Access to all Menu Items: Click Remove Access to all Menu
Items to block the selected users from all features and processes in Govern
Batch Processing.

Save: Click Save to save your security settings.

Exit: To close the Menu Security Setup form, click Exit.

Granting and Restricting Access to Batch Processes

To grant or restrict access to a batch process, menu, or menu item:

1. In GovBatch, select Tools > Menu Security Setup...

2. Inthe Menu Security Setup screen, click to select a user, in the list box.

Tip: You can select as multiple users at the same time. To select multiple
consecutively listed users, select the first user, hold down the Shift key
and select the last name in the list. For non-consecutively listed users,
press the Ctrl key while selecting. To deselect a user, hold down the Ctrl
key and reselect the user.

3. Scroll through the list to locate the menu, or menu items, where the
processes are contained.

4. Select the process to grant access; if deselected access will be restricted.

Page 294 © 2013 MS Govern



33 MSGovern Tools Menu

& Govern Batch Processing CMSDEMO MsS Govern Super User
File Accounts Receivable Mass Appraisal Special Assessment  Miscellaneous Biling  Tax Biling | Tax Title Uity Biling  Self Reported Tax  Import/Export  Tools  Help
P011 10/17/2012 | R ! Tac T Extract...
& Menu Security Setup EJ(W 7o Tide Transfer Tertative  » [Ty v

Select the user(s] from the list below and then Tax Title Transfer Posting ~ »
select the menu items that they will have access ta

Land Management...
Land Management 2...

Cyril Yiran

Eric: Martineau
John Glowinski /
Kar Wwing Tam

5 Govemn Super User Bemaove Access from All Menu ltems | I“" e 'Y & f"“"‘"“"‘-’ e, “’.-.’ i

M5 Gowem Super User

5 Goverm Suﬁar User

Segun | Save I
User #1
User #2
User #3
Zahir K.aci Exit |

PN
| Menu ltems \A] | Access

Copp Exemply

| Tax Title
| Tax Title Extract

Grant Access to All Menu ltems |

&

()}
ﬁax Tite Transfer Tentative \B._}L
L Real Property Tax
Personal Property Tax
Land Management
Land Management 2
Tax Title Transfer Posting
Real Property Tax
Personal Property Tax
Land Management

_& Land Management 2
thty Billing

1 [DOEEEOCEER.

[SYSE R Y S

Note: The user has access to all processes that are selected on the menu.
When granting access to a menu ensure that the Menu (A) and
required Menu items (B) are selected.

5. Click Save to save the security settings.

6. Click Exit to close the form.

Initializing Next Year’s Data

Run the Initialize Next Year Data batch process to initialize the Property
Control subsystem for the new fiscal year. For details on the Initializing Next
Year’s Data process, refer to the Property Control guide.

Archiving Multimedia Documents

Run the Archive Multimedia Documents to save the multimedia files to the
Level 1, 2 or 3 directories as set up in Govern Admin. For details on the
Archive Multimedia Document process, refer to the Property Control guide.
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Creating Links to Multimedia Files

Run the Link Multimedia Files to Permits function to link multimedia files to
multiple permits For details on the Link to Multimedia processes, refer to the
Permits & Inspections guide.

Performing Automatic Inspection Rescheduling

Run the batch Automatic Inspection Rescheduling process to schedule
inspections that need to be performed periodically. For details on the
Automatic Inspection Rescheduling process, refer to the Permits &
Inspections guide.

Merging Duplicate Name and Address Data

Run the Name Merge Utility when you need to combine two or more existing
name and address records into a single record. For details on the Name
Merge Utility, refer to the Property Control guide.

Formatting Name and Address Data

Run the Formatting Name and Address Data this process when you need to
update multiple records that have been added through an import. This process
formats the name and address data, in NA_NAMES, according to the Country
Format set on the System Registry Maintenance form in Govern Admin. See
System Registry Maintenance on page 16 for details on the Country Format
code.

Formatting Property Location Data

Run the Formatting Name and Address Data this process when you need to
update multiple records that have been added through an import. Similar to
the Format Names and Addresses, this process formats the name and
address data, in PC_ADDRESS, according to the Country Format set on the
System Registry Maintenance form in Govern Admin. See System Registry
Maintenance on page 16 for details on the Country Format code.
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Sending Computations to the Daemon

Server

Overview

The Daemon Server

In the Unix world, the term “daemon” is used to refer to a process that
performs a service in the background. A “server” refers to a computer that is
dedicated to running a specific application. A “daemon server” in the true
sense of the meaning, i.e. waits for requests to arrive and automatically
spawns other “instances” of itself to handle these requests.

Although the Govern Daemon Server tool fits the description of the
aforementioned definitions, it is not a true “daemon server” in the sense that it
does not automatically spawn other “instances” of itself to handle requests.
The Govern Daemon Server is a batch process that can be manually started
on each server that is running the Govern Batch Processing application. When
initiated, each running instance is capable of processing a preset number of
records in the database; this effectively allows you to share any processing
activities.

Processing Records in Govern

Govern can process records in two (2) ways, Online (Local), and Daemon
Server.

Note: The term Online in this context should not be confused with the
current usage of the word that refers to an internet activity; nor is it in
reference to any of the eGovern solutions.

Online (Local): An Online (Local) process is one that occurs directly on the
workstation where Govern is installed. This type of process applies to how
functions in Govern for Windows, as well as any Govern Batch Processing is
executed. For example, when you complete parameters on a form and click
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Start, entries are first saved to a table, followed by any required computations;
this entire process occurs locally, i.e. directly on your workstation.

Note: In this type of process, system configuration is critical to how fast
calculations and batch processes are completed. The faster your
system, i.e. CPU speed, system RAM. Hard disk capacity and access
speed combination, the better your performance, Refer to Govern’s
recommended System and Network Requirements in the Getting
Started guide.

Daemon Server: When you execute a function in Govern for Windows or
initiate a batch process in Govern Batch Processing, you have the option to
request the assistance of the Daemon Server. When a Daemon Server is
requested, the process automatically becomes a Daemon Server Process,
and is executed and shared by any instances of the daemon server that are
running.

Note: In order for a process to use a Daemon Server, the Daemon Server
must be running, i.e. manually started. In environments that use a
Daemon Server, it is customary to have one or more instances of it
continuously running on a server.

When a Daemon Server is started, it immediately begins checking two (2)
tables to see if any data has been written to them. The tables that are checked
are USR_DAEMON_ONLINE, which corresponds to Govern for Windows
online requests for processing, and USR_DAEMON_BATCH which
corresponds with Govern Batch Processing requests. As soon as data is
written to one of these tables, the Daemon Server begins processing the
records.

Note: The USR_DAEMON_ONLINE table has a higher processing priority
than the USR_DAEMON_BATCH table, i.e. all Online (Local)
processes will be performed before starting any requests from Govern
Batch.

Why use the Daemon Server

Advantages to using the Daemon Server can be seen in environments where
extended save times are observed in Govern for Windows. Examples are
users of the Real Property Tax functions, or Mass Appraisal functions like
Building Structural Elements (BSE), Mass Appraisal Values Computation and
the Mass Appraisal Simulation Data Computation. Delays can be due to a
large number of records being saved, or complexity of computations, i.e.
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multiple formulas, logical expressions, etc. See MA Daemon Server
Computation in the Mass Apraisal General Information Guide. In addition,
users of Govern Batch Processing that running Mass Appraisal and Tax Billing
postings to A/R will also benefit from running a Daemon Server.

In such instances, running the Daemon Server may result in significant
savings in time. Additional gains are obtained when Daemon Servers are
running on multiple servers.

Note: In Govern for Windows, when using any of these functions ensure that
the MA Daemon Server Computation and/or the TX Daemon Server
Computation options have been selected under the options menu.

In Govern Batch Processing, ensure that the Send to Daemon Server
option has been selected in the form of the relevant batch process.

Sending Computations to the Daemon Server

To start the Daemon Server, 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, select Tools > Start Daemon Server...

© 2013 MS Govern
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im. Daemon Server

Froceszing...
Clueue 1d. | Funchion Descrphion T ax Map Mumber
____________________________ 1% Bldg Structural Elements 071-03-0020.007
£ Bldg Structural Elements 071-03-0021.001
3 Bldg Structural Elements 07-03-0021.007

4] |

The Daemon Server application displays the following information from the
USR_DAEMON_ONLINE table.

Default Settings

The following settings are saved to the SY_REGISTRY table:

Maximum number of records per batch

By default, the maximum number of records per batch is 100. This refers to
the number of records that can be transferred to a server, at a time. For
example, if there are ten servers, assigned as Daemon Servers, a maximum
of 100 records can be transferred to each one; so that, a maximum of 1,000
records can be processed or in processing queues, at a time, and no server is
overloaded. When a server has processed one batch of 100, another batch
can be then be transferred to it.

The parameters for this setting, in the SY_REGISTRY table, are as follows:
DAEMON_SERVER, BATCH_MAXIMUM_RECORDS, 100

You can define this setting on the System Registry Maintenance form in
Govern Admin. See Daemon Server group on page 35.
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Delay before startup

By default, the delay between the time a record is saved and then transferred
to the Daemon Server is ten minutes. This value prevents the same record
from being processed with different values. This can occur when a user saves
a record in Govern for Windows, then makes a correction almost immediately
afterwards.

The parameters for this setting, in the SY_REGISTRY table, are as follows:
DAEMON_SERVER, ONLINE_START_AFTER, 10.

This setting can be defined on the System Registry Maintenance form in
Govern Admin. See Daemon Server group on page 35.

Processing

Queue ID: This is automatically assigned to define the position of process in
the queue. The item with the lowest number is processed first.

Function Description: This field displays the name of the function using
the Daemon Server.

Tax Map Number: This field displays the tax map number for the record.

Reference ID: This field displays one of the following:

» for a Govern function, it provides a secondary reference for the record; for
example, the building or land ID.

« for a Govern Batch process, it provides a Batch Number. For example, if
10,000 records being processed, each batch may include 250 records.
Each batch could be processed by different servers, at the same time.

Status: This field displays the status of the batch process; such as Online
Processing or Online Finished.

Error Log

This section displays the queue ID, batch number and error description of any
failed processes.
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Daemon Server Command Buttons

Pause: Select this option to stop the Daemon Server temporarily. When you
select this option the Continue button is enabled.

Continue: Select this option to continue the Daemon Server after pausing.
Exit: Select this option to close the form.

Start automatically at next logon: Select this option to start the Daemon
Server automatically on the computer at the next logon.

Purge Entries in Daemon Tables

Run this process to clear the following tables as well as the Daemon Server
grid in Govern Batch Processing.

« USR_DAEMON_BATCH
- USR_DAEMON_BA CTL
« USR_DAEMON_ONLINE
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Process Flow Wizard

Overview

An administrator can set up a workflow, using the Process Flow Wizard Setup,
to define the batch processes that need to be run, administrative procedures
that need to be performed, and reports that need to generated in order to
complete a work process. See Process Flow Wizard Setup on page 161.

Use the new Process Flow Wizard to keep track of each task in the workflow.
The starting and completion date and times are displayed, with the name of
the user and whether any errors were reported.

To launch this 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, select Tools > Process Flow Wizard...
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%, Process Flow Wizard x|

Year |20051 PR IR T T 1 Fieal Property End of Year Tax Proc
2 Mass Appraizal Processes

Wworkflow processed

Step Seq | Date Started |Batch Process [ Asmin Process | Completed On | R
B 26/09/2006 16:18:15 Real Froperty E xemption R enswal 2B/09/2006 16:19:46
10) 26/09/2006 18:02:01 | Real Property Compute Formulas % Log, Expressions
Fieal Froperty Compute Lewy & Exemption
Fieal Property Pasting to A/R
Fieal Property Generate Bill Printing Sequence
Real Froperty Bill Printing

Feal Property Copy Parameter to Mest r'ear

Error Log Exit |

20
30
40
45
50
70
g0
4] |
Warkflaw Decription
Mew \workflow | I j Start Process

Launching a Workflow

To start a workflow:

1. Modify the fiscal year in the Year text box, if required.
2. Select the workflow from the Workflow Description drop-down list.

3. Click New Workflow. The workflow is displayed in the grid. Select the first
step and click Start Process.

4. When the step is completed, highlight the next step and continue, until the
workflow is completed.

Once a workflow has been started, it is added to the Workflow Summary list
box. The following details are displayed in the grid, as each step is completed:

» Step Sequence: the step number defined in Govern Admin. The workflow
must be completed in the order defined by the steps.

» Date Started: the date and time the task was started.

» Batch Process: the Govern batch process, that needs to run to complete
the step.

 Admin Process: the Govern administrative process, that needs to be
performed to complete the step:

» Report: the report that needs to be generated to complete the step.
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 Completed On: the date and time the step was completed.
» User: the user ID of the user who started the step.
* Process ID: the Process ID, defined in USR_PROCESS_LOG.

» Errors: the status of the process, displays Yes if there are errors or No if
there are no errors.

Restarting a Step

You may need to restart a step in the workflow, for example, if an error was
encountered in the process.

To restart a step:

1. Highlight the step in the grid.
2. Click Restart.An confirmation message is displayed.

3. Click Yes on the confirmation message to continue.

Note: An administrator can block the Restart on a step. This is done to
ensure that all required processes are complete before the step is
restarted, for example, if a calculation needs to be performed before a
step can be executed. If the Restart has been blocked, a message is
displayed and you need to restart the workflow, from the step that is
indicated.

Displaying Errors

Any errors that occur during the workflow are recorded in the Govern Batch
Processing Error Log. To view the errors, click Error Log on the Process Flow
Wizard.

Switching from One Workflow to Another

The workflows that have been started are listed in the Workflow Summary in
the top section of the Process Flow Wizard. You can display a different
workflow or continue working on steps in a different workflow, by highlighting it
in this list box.
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Creating SQL Queries in Govern Batch
Processing

Overview

Use the Query Generator to view, update or delete data, before running a
batch process. The Query Generator lists the tables in the database and the
fields in each table. It has an edit screen, a results grid and a window for
displaying logged errors. You can execute an SQL query saved to a file or
build a query selecting the tables and fields, from the list boxes.

To access this 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, select Tools > Query Generator...

Tahble:

=10 x|

MNA_DEPT_INFO_OBJ ;I
N&_EXEMPTIONS

MNA_EXTERNAL

MA_INDIVIDUAL_INFO iy
MA_LK_MNAME_ADDRESS

MA_LE_ WP

Ma_LK_WP_PARAMS
Ma_MAILING_INDEX
Ma_MESSAGE
Ma_MAMES
Ma_PARM_EXEMPT
Ma_TEMP_MAMES
MA_WEB_SUBS_HITS
Ma_WEEB_SUBSCRIBERS
Paste Erors
PC_ADDRESS

SEL&ET TOP10PC_AREANBHD FROM PC_AREAWHERE pear_id =
200

;I Retrieve SOL |
Save SOL |
Ewecute SOL |

E it |

LClear |

fields for table : PC_AREA

N - |

F_ID -
ZOMING
ZONING_NEW
AREA D
SUE_NEHD
FLOOD_ZONE
DIST_OTY
DIST_SCHOOL
DIST_FIRE
DIST_PARK.
DIST_OTHER
WisRD
PRECINCT
POLLING_ID

— Result Grid

tax Row to Retreive e (o s et

200 Fow to Shaw in Grid

10
10

Full Page

1a
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Creating and Executing an SQL Query

To create an SQL Query on the Query Generator:

1.
2.

Compose the query on the Query Editor on the top right of the form.

To add a database table, postilion your cursor on the Query Editor and
double-click on the table in the list box.

To add a database field, postilion your cursor on the Query Editor, highlight
the table and double-click on the field in the list box

Click Save SQL to save the query, as an SQL file, to a directory on your
computer or network.

S ave Ibﬁlﬁﬂueries j = ek B~

E] numeric_lisk, sql

Ej pc_address.sql

[Z] pc_PaRCEL_Pa_aGR.sql
IEj skring. sql

Ej top most appraised.sql

Deskta Ju]

4

by Documents

™

ky Computer

Save

[ _see |
Cancel |
F

File name: tl:l y mozst appraised. s

Lef e

Save as lwpe: | SEL file [ 2ql)

Enter a name for the query and click Save.

Enter the maximum number of records to retrieve, in the Max. Rows to
Retrieve field.

Click Execute SQL.
The results of the query are displayed in the Results Grid.
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The number of records, in the recordset, is displayed in the Rows in
Recordset field.

The number of records shown in the grid is displayed in the Rows to
Show in Grid field.

Executing a Query Saved to a File

To execute a query saved to a file:

1. Launch Govern Batch Processing.
2. Select Tools > Query Generator.
3. Click Retrieve SQL.

& Load file Eq
@( :Jv | . = 05 {0 ~ GOVERM ~ GeneralScripts - m I Search GeneralScripks !ﬂ
Organize *  Mew Folder = « [l |@|

" Favatites = Mame « - | Date modified | Type
1

Bl Deskkop |__="J SET_FREE_LIMES.sql Q22[2004 &:47 AM Microsoft SOL Serve
4 Downloads

1= Recent Places
& SkyDrive

PR Cesktop

- Libraries
2 Clusequn A, Olanivan

18 TeMTLNL
£, os ()
—a BIG_LOYE (D:)
2 BD-ROM Drive (E:)
il BD-ROM Drive (F:
5 oluseguno (1 Fservertstaff) |

8 WTWIN (%)
4 S04 Backup on (BS73%R1)
- [T | I
File name: | | | saLfile s =l
Open |v| Cancel |
4

Navigate to the drive and directory and select the file.
Click Open.

Review the query and make maodifications if required.
Click Execute SQL.

S A
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For further details on using queries in Govern, see SQL Queries on page 211.
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Setting up E-mail Notification for Batch
Processes

Overview

Use the E-mail Notification process to automatically send e-mail messages
to an operator when a batch process has been completed. Two types of
messages can be defined, one for a process that was completed without
errors the other to notify the operator that errors were encountered during the
process.

The following information is sent with the e-mail:

* The batch process

» The criteria used in running the process, for example, a range or tax map
numbers or dates

» The log file, if errors are encountered

To access this 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, select Tools > E-mail Notification...
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Setting up E-mail

Notification for Batch

i, Email Motification

Uszer|d

IEIUVE'” v Activate Email Motification

E-Mail Address

Iu:u:ulaniyan@gwem.neﬂ

— Procesz Finished ‘without Ermors

Subject

IGDvem Process - COMPLETE

Meszage

The Govern Batch process i complete.

— Procesz Finighed with Ermars
Subject

IGDvern Proceszs - ERRORS

Meszzage

The Govern Batch process i complete with errors, Please review the attached log file.

Save

Bt |

To set up e-mail notification for batch processes:

1.

© N o g &

Complete the SMTP Setup on the System Registry Maintenance form, in
Govern Admin. See SMTP Setup group on page 35, for details.

Launch the E-Mail Notification process in Govern Batch Processing.

Enter one or more e-mail addresses for the sender of the e-mail in the
E-Mail Address text box. If you are entering multiple addresses, separate
them with a semi-colon (;).

Enter a subject to be sent when processes are completed without errors.
Compose a message for the successful processes.

Enter a subject to be sent when errors are encountered.

Compose a message for these e-mails.

Select Activate E-mail Notification, when you want to use this feature.
Deselect the option, if you do not want to use it.
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9. Click Save.

WARNING: The E-mail Notification option is directly linked with the Govern
Batch Processing Audit Trail feature. When configuring E-mail
Notification, it is important that you also enable the Audit Trail
option for the process that you will be running.

To enable the Audit Trail option for the batch process that you will be running...

1. In Govern Batch Processing select Tools > Audit Trail Setup...

2. Inthe Audit Trail Setup form, scroll down the list to locate the module with
the process that you will be running and click under the Audit Trail column
(A) to select it; a check mark is an indication that the option has been set.

Menus and Submenus

Exit |

| Menu ltems |.~’-‘-.udit Trail
Compute

/ Tax Billing |
ﬁ Exemption Distribution [Mamesz]
deale Owner in Mailing Index [RE)

M

: Special Frocedures
_ Batch Update

ElEE

" Tax Deferral Transfer

?‘._rl:umpute Formulas Logical Expressions
Aircraft Excize Tax
Boat Excize Tax
totor Wehicle Excize Tax
i Perzonal Property Tax
Real Property T ax
_ Compute Levy Exemption [Assmt.]

m'—rﬂl =

E

IHOOO000OF

Some headings are colored Pink (Magenta) (B), this is an indication of a main
menu that contains submenus. To select all submenus under the main menu,
select the main menu.
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3. Click the main menu to automatically select all submenus, or select only
required individual submenus.

. Audit Trail Setup | X|

Set Audit Trail on All Menu ltems |

Bemove Audit Trail friom All Menu llems |

Q‘ Save I

Esit |
| Menu Items |.&udit Trail
_ Compute ]
ax Billing 1A
Exemption Distribution [Names])
Update Owner in Mailing Index [RE] )
: Special Procedures 1
__ Balch Update ]
: Tax Defernal Tranzfer 1
—{ B
_jrﬂumpule Formulaz Logical Expressions
Aircraft Excise Tax ]
_ BoatEwcize Tax ]
_ Motor Vehicle Excize Tax 1
! Perzonal Property Tax ] |
Real Property Tax ] /
_| Compute Levy Exemption [Assmt.] ™

4. Click Save (1).
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Export / Import Names in Mail +4 Format

Overview

There are two batch processes for generating tax billing information in Mail +4
Format:

» Export Names in Mail +4 Format
* Import Names in Mail +4 Format

The Export Names in Mail +4 Format process creates a database with the
name records for the properties with calculated assessments. Before running
this process, you need to calculate the billing data and post the information to
Accounts / Receivable. Once you have the database, run the Melissa Address
Verification software to update it with the following information for each name
record:

 SEQUENCE: Mail Distribution Sequence
* CRRT: Carrier Route Code

+ DPBC: Delivery Point

+ CONTAINER_NUMBER

« PACKAGE_NUMBER

Once the database is updated, run the Import Names in Mail +4 Format to
update the XX _POST_MASTER table, where XX refers to the module that the
export is being run for, i.e. AC, BT, MV, PP, TX, or UB.

Export Names in Mail +4 Format

The Export Names in Mail +4 Format batch process generates a database
with the computed properties for the names. This is saved to one of the
following tables, depending on the subsystem selected:

» AC_POST_MASTER, for Aircraft Excise Tax data

e BT _POST_MASTER, for Boat Excise Tax data

* MV_POST_MASTER, for Motor Vehicle Excise Tax data
« PP_POST_MASTER, for Personal Property Tax data

e TX_POST_MASTER, for Real Property Tax data

« UB_POST_MASTER, for Utility Billing data

Page 314 © 2013 MS Govern



oD
e?a MSGovern Export / Import Names in
Mail +4 Format

To access this 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, select Tools > Export Names in Mail +4 Format...

i, Export Names bto Mail +4 Format !IE[ E
e e Pasting ID " LCifterert Sequence far
ILrtiI'rty Billing j 32435 Fame name if repeated
Drive Mame UMC Path
I = Fe3 j |
Falder Mame Access Database Mame
= [ QuickGov mok Start

Y Govern
@ CuickGoy
Exit

General Parameters for All Subsystems

Sub-system: Select the subsystem from the Subsystem drop-down list.

o Aircraft

* Boat

* Motor Vehicle

» Personal Property
* Real Property

» Utility Billing

Year: By default, this field displays the current fiscal year of your department.
Modify this field to use a different year.

© 2013 MS Govern Page 315



Super User

&2 MSGovern

A/R Cycle: If you selected Real Property Tax, select the A/R Cycle from the
drop-down list.

Note: This field is enabled only if A/R Master by Cycle Code is selected on
the Accounts Receivable General Parameters form.

Posting ID: If you selected Utility Billing, select the Posting ID.

Different Sequence for Same Name if Repeated: Select this option to
generate a new bill sequence number for a name if more than one record
exists for the name. For example, the same name may be listed for two or
more subsystems in the POST_MASTER table, once under Real Property Tax
and again under Motor Vehicle Excise Tax.

Otherwise, deselect this option to use the same sequence number for all
records associated with a name.

Bill Criteria Selection for Real Property Tax

Tip: Select criteria for the export database, rather than copying all the names
from TX_POST_MASTER.

To run the Mail +4 Import / Export process, using any of the options in this
section, you need to complete the following steps in the defined order:

1. Run the Generate Bill Printing Sequence Number batch process. This
populates the TX_POST_ MASTER table with the required data.
Run the Export Mail +4 Process.
Run the Import Mail +4 Process.

4. Run the Generate Bill Printing Sequence Number.

Message on Bill: Select this option to copy only the names with an
associated message; for example, Owner w/ mortgage, TSO Mortgage,
General or Duplicate Bill. Otherwise, leave this field blank to copy all names,
regardless of the associated message. Messages are set up on the Bill
Messages Setup form, in Govern Admin (Table: VT_USR_ MESSBILL). Refer
to the Super User guide for detalils.

You can also select one of the following three options:
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Single Bills Only: Select this option to copy only the names that are
associated with Single Bills. The Single Bill setting is flagged in
TX_POST_MASTER after an initial posting is made in the fiscal year. This
indicates that a single property is associated with the name.

Multiple Bills Only: Select this option to copy only the names that are
associated with multiple bills. The Multiple Bill field is flagged in

TX _POST_MASTER after an initial posting is made in the fiscal year. This
indicates that multiple properties are associated with the name.

Duplicate Bills Only: Select this option to copy only the names that are
associated with Duplicate Bills. These are the names selected as the primary
index, in the Mailing Index, or as the temporary owner(s) if the primary index is
inactive. This also includes the names for which the Duplicate Bill
Requested option is selected.

Database Name and Location for All Subsystems

Drive Name / Folder Name: Select the drive and folder of the export
database.

UNC Path: You can enter the Universal Naming Convention (UNC) path
instead of selecting the drive and folder; for example, \\governserver\
database.

Access Database Name: Select the name of the database to which you
are exporting the names or leave this field blank if you want to create a new
database.

Start: Click Start to create the export database.

If you have not selected an existing database, the following confirmation
message is displayed, when you click Start:

Create New Access Database E

Erter the Export Database Mame

Cancel |
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Enter a name for the new export database, or accept the default, and click OK.

Exit: Click Exit to close the form without running the process.

Import Names in Mail +4 Format

The Import Names in Mail +4 Format batch process is run to import a
database that has been updated with the Mail +4 Format data to the
NA_NAMES table.

To access this 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, select Tools > Import Names in Mail +4 Format...

. Import MNames in Mail +4 Format !EI E

Sub-Systetn

Drrive Mame LIMC Path

[Se = |

Falder Mame Access Databaze Mame

[ [ GuickGoy mok Start
i Govern

8 Cuickizoy

Exit

Drive Name / Folder Name: Select the drive and folder where the
database containing the Mail +4 names is located.

UNC Path: You can enter the Universal Naming Convention (UNC) path

instead of selecting the drive and folder, such as \\governserver\
database\.
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Access Database Name: Select the database in the list.
Start: Click Start to run the process.

After running the Import process, you need to run the Generate Bill Printing
Sequence Numbers and Bill Printing processes.

After this, run the Generate Bill Printing Sequence Numbers batch process
and select the Use Sequence from Mail +4 Format option.
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APPENDIX A: STANDARD REPORTS

@@I Overview

The following tables list the Standard Reports, provided with Govern:

e Table 1 lists the reports by subsystem
» Table 2 lists the reports alphabetically
» Tables 3 to 6 list the standard reports that are specific to each state

Note: Before setting up your directory paths to the standard reports, on the
System Registry Maintenance and User Registry Maintenance forms,
ensure that you open the directory for your state and copy the reports
to the Standard Reports directory. See System Registry
Maintenance on page 16 and User Registry Maintenance on page 53,
for detalils.

All reports are launched from Govern or Govern Batch Processing and need to
be linked to a data entry function or batch process, or added to the Report
Tree View. See Linking Functions and Batch Processes on page 143 and
Creating a Report Tree View on page 144.

Table 1: Standard Reports by Subsystem

Report Name Title pdf Version
Accounts Receivable

ARactl.rpt A/R Activity Report (Effective Date) aractl.pdf
Auxialgl.rpt AR/GL Transaction Auxiliary Ledger auxialgl.pdf
Mass Appraisal

Mainvent.rpt Mass Appraisal Inventory Report mainvent.pdf
Masale.rpt Mass Appraisal Sales Ratio Analysis masale.pdf
masale_cls.rpt Sales: Sales Ratio Analysis, by Class masale_cls.pdf
masale_clsl.rpt Sales Ratio, by Class (Drill Down) masale_cls1.pdf
masale_cls2.rpt Sales Ratio, by Class (Current Values) masale_cls2.pdf
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Report Name

Title

pdf Version

Miscellaneous Billing

mbRecurring.rpt

Miscellaneous Billing: Recurring Entries Edit List

mbrecurring.pdf

Motor Vehicle

CompMV.rpt Tax Computation Register (MV) compmv.pdf
Property Control

pcacclbl.rpt Labels (Property Owners with Account) pcacclbl.pdf
Pcownlbl.rpt Owner Labels with Tax Map Number pcownlbl.pdf

Pcownlst.rpt

Owner Listing

pcownlst.pdf

Permits and Inspections

dash_pm.rpt

Land Management Dashboard

dash_pm.pdf

PM_restr.rpt

Zoning Allowances & Restrictions

pm_restr.pdf

Personal Property

CompPP.rpt

Personal Property Tax Computation Register

comppp.pdf

Ppcompute.rpt

Personal Property Computation Register (Summary)

ppcompute.pdf

Special Assessment

SAbettlien.rpt

Special Assessment Lien Transfer List

sabettlien.pdf

System

Audit_trail.rpt

Audit Trail Inquiry

audit_trail.pdf

process.rpt

Processes Log

process.pdf

Tax Assessment & Billing

billREstat.rpt

Real Estate Bills Printing Statistics

billrestat.pdf

CompRE.rpt Real Estate Tax Computation Register compre.pdf
dash_re.rpt Real Estate Tax Dashboard dash_re.pdf
Opencr.rpt Open Credit Report (Refund Report) opencr.pdf

Taxctrld.rpt Tax Receiver Totals: Detailed List taxctrld.pdf
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dash_pm.pdf
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billrestat.pdf
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compre.pdf
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opencr.pdf
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Report Name

Title

pdf Version

Txcompute.rpt

Tax Computation Summary

txcompute.pdf

txctrdt.rpt

Tax Receiver Totals (As of Date)

txctrdt. pdf

txctrdtl.rpt

Tax Receiver Totals (As of Date: Summary)

txctrdtl.pdf

Txsale.rpt Sales Ratio Analysis (Real property) txsale.pdf
Utility Billing

dash_ub.rpt Utility Billing Dashboard dash_ub.pdf
Ublien.rpt Water Lien (Preliminary Detailed) ublien.pdf
Ubliens.rpt Water Lien (Summary) ubliens.pdf
Ublienx.rpt Water Lien (Non Subject to Lien) ublienx.pdf

Ubreadbhis.rpt

Utility Billing Read History

ubreadhis.pdf

Ubreading.rpt

Lists all meters and readings attached to an account (Not
Posted)

ubreading.pdf

UBRegister.rpt

Utility Billing Register (Tentative)

Register of the last computation. This report can only be run
after the Tentative Billing and before the Posting. A running
parameter lets the user decide whether to print the details or
only the totals.

ubregister.pdf

Ubregister2.rpt

Utility Billing Register (Posted)

Billing Register. This report serves as an audit trail of billed
records.

ubregister2.pdf

Table 2: Standard Reports, Listed Alphabetically

Report Name Title pdf Version
ARactl.rpt A/R Activity Report (Effective Date) aractl.pdf
Auxialgl.rpt AR/GL Transaction Auxiliary Ledger auxialgl.pdf
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Report Name

Title

pdf Version

Mainvent.rpt

Mass Appraisal Inventory Report

mainvent.pdf

Masale.rpt

Mass Appraisal Sales Ratio Analysis

masale.pdf

masale_cls.rpt

Sales: Sales Ratio Analysis, by Class

masale_cls.pdf

masale_clsl.rpt

Sales Ratio, by Class (Drill Down)

masale_clsl.pdf

masale_cls2.rpt

Sales Ratio, by Class (Current Values)

masale_cls2.pdf

mbRecurring.rpt

Miscellaneous Billing: Recurring Entries Edit List

mbrecurring.pdf

CompMV.rpt Tax Computation Register (MV) compmv.pdf
pcacclbl.rpt Labels (Property Owners with Account) pcacclbl.pdf
Pcownlbl.rpt Owner Labels with Tax Map Number pcownlbl.pdf

Pcownlst.rpt

Owner Listing

pcownlst.pdf

dash_pm.rpt

Land Management Dashboard

dash_pm.pdf

PM_restr.rpt

Zoning Allowances & Restrictions

pm_restr.pdf

CompPP.rpt

Personal Property Tax Computation Register

comppp.pdf

Ppcompute.rpt

Personal Property Computation Register (Summary)

ppcompute.pdf

SAbettlien.rpt

Special Assessment Lien Transfer List

sabettlien.pdf

Audit_trail.rpt

Audit Trail Inquiry

audit_trail.pdf

process.rpt

Processes Log

process.pdf

billREstat.rpt

Real Estate Bills Printing Statistics

billrestat.pdf

CompRE.rpt Real Estate Tax Computation Register compre.pdf
dash_re.rpt Real Estate Tax Dashboard dash_re.pdf
Opencr.rpt Open Credit Report (Refund Report) opencr.pdf

Taxctrld.rpt Tax Receiver Totals: Detailed List taxctrld.pdf

Txcompute.rpt

Tax Computation Summary

txcompute.pdf

txctrdt.rpt

Tax Receiver Totals (As of Date)

txctrdt. pdf

txctrdtl.rpt

Tax Receiver Totals (As of Date: Summary)

txctrdtl.pdf
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mainvent.pdf
masale.pdf
masale_cls.pdf
masale_cls1.pdf
masale_cls2.pdf
mbrecurring.pdf
compmv.pdf
pcacclbl.pdf
pcownlbl.pdf
pcownlst.pdf
dash_pm.pdf
pm_restr.pdf
comppp.pdf
ppcompute.pdf
sabettlien.pdf
audit_trail.pdf
process.pdf
billrestat.pdf
compre.pdf
dash_re.pdf
opencr.pdf
taxctrld.pdf
txcompute.pdf
txctrdt.pdf
txctrdt1.pdf

Super User

&2 MSGovern

Report Name Title pdf Version
Txsale.rpt Sales Ratio Analysis (Real property) txsale.pdf
dash_ub.rpt Utility Billing Dashboard dash_ub.pdf
Ublien.rpt Water Lien (Preliminary Detailed) ublien.pdf
Ubliens.rpt Water Lien (Summary) ubliens.pdf
Ublienx.rpt Water Lien (Non Subject to Lien) ublienx.pdf

Ubreadhis.rpt

Utility Billing Read History

ubreadhis.pdf

Ubreading.rpt

Lists all meters and readings attached to an account (Not
Posted)

ubreading.pdf

UBRegister.rpt

Utility Billing Register (Tentative)

Register of the last computation. This report can only be run
after the Tentative Billing and before the Posting. A running
parameter lets the user decide whether to print the details or
only the totals.

ubregister.pdf

Ubregister2.rpt

Utility Billing Register (Posted)

Billing Register. This report serves as an audit trail of billed
records.

ubregister2.pdf

Table 3: Standard Reports for Massachusetts

Report Name

Title

pdf Version

MA_LAS.rpt Sales Report (L3)
Property Information including assessed and proposed values
by sales date

MA_lad.rpt Classification Report (LA4)

MA_TxRolIBT.rpt

Tax Roll for Boat Excise Tax

MA_TxRolIMV.rpt

Tax Roll for Motor Vehicle Excise Tax
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Report Name Title pdf Version

MA_TxRollPP.rpt | Tax Roll for Personal Property Excise Tax

MA_TxROolIRE.rpt | Tax Roll for Real Property Excise Tax

revledger.rpt Revenue Ledger revledger
Table 4: Standard Reports for New York

Report Name Title pdf Version

ariml.rpt Report of Taxable Assessed Values

arlm2.rpt Detailed List of Changes to Locally Assessed Properties

arlm3.rpt Total Assessment Value of Locally Assessed Properties, by
School District

arlm>5.rpt Detailed List of Exempt Properties

arlmé.rpt List of Court-Order Adjustments to Assessments

assfinal.rpt Tax Assessment Roll

assfinals.rpt

Tax Assessment Roll (Totals Only)

assnotice.rpt

Assessment Increase Notice

assnotice.pdf

NY_Opencr.rpt

Open Credit Report (Refund Report)

NY_Paydist.rpt

Payment Distribution Report

NY_Paydistp.rpt

Cash Book (Detailed)

NY _taxctrld.rpt

Tax Receiver Collected Totals

sum_arim1.rpt

Summary Alarm Report

TAXCTRL.RPT

Tax Receiver Totals

taxctrl.pdf

taxctrlw.rpt

Tax Receiver Totals (Weekly)

taxctriw.pdf
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Table 5: Standard Reports for Suffolk County, New York

Report Name Title pdf Version

taxroll.rpt Final Tax Roll Report taxroll.pdf

txoutball.rpt Outstanding Balances (Delinquent Accounts: First Half) taxvall.pdf

txoutbal2.rpt Outstanding Balances (Delinquent Accounts: Second Half) taxval2.pdf
Table 6: Standard Reports for Rhode Island

Report Name Title pdf Version

PROppreturn.rpt

PROppsheet.rpt
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Menu Security Setup 293
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a Group 75, 124
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a New Report 142
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a Report Tree View 144
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Do 94
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Expression Names 198
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Saving 78
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Govern Admin 2
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Name 79, 132
Name & Address Maintenance Security 109
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59
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P
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Primary Department 62
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