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Offline Remittance Module

The Offline Remittancenodule can be installed eithen local computersor can be accesséwmm a

network server. If installed locallyon standalone PCthe progranallows tax office employees to take
paymentsprint temporary receiptand save thdataon theirlocal computersf the ACT Tax Collection
System(TCS)is temporarily out of serviceAccount numbers can be verified if the TCS database is
available Payments taken through the Offline Remittance program can be sent back to the ACT system
by just clicking a button.

Forserver-based installations accounts are validated automatically angnpants can be transmitted to
the Tax Collection System if desired for posting thdtayments can be made for multiple tax offices
(Multi -Client option) and for jurisdictions associated with a specific attordggo(ney option)

The installation procedsr working locally is given belowFor serveibased use, a URL will be provided
by ACT.

Installing Offline Remittance from an FTP Server (Standalone)

If you will be using the Offline Remittance module from your local computer, you can install it from
ACT's FTP server or from@D, DVD, orflash drive provided by ACT. The following steps assume you
are using the FTP site.

1. From a browser go to this URbttps://sftp.publicans.com/FTP_[taffice name] OFFICEA
browser window similar to the picturelbes appearsThelatest version of Offline Remittance
is kept in a zip file at this location.

Marne Size | Twpe Modified
E’l a_README _inskall, bxk 546 bytes  Tewxt Document 17142010 6:00 PM
S|a_README_upgrade, bxk 517 bytes  Tewxt Document 1/15/2010 8:33 AM
_——f__]DFFIine_remittance1|:||:|I:2.2i|:| 3FIME  WiInZip File 11)10/2009 3:26 PM
_——f__]DFFIine_remittance1|:||:|I:3.2i|:| 465 ME  WinZip File 1/15/2010 3:43 AM
:f__]upgradeldntE.zip 74.2EKBE  WinZip File 11)6/2009 9:50 AM
j__]upgradelthS.zip 6.32ME WinZip File 1/14/2010 5:55 PM

2. If you are installing Offline Remittance for the first time or you do not have version 1.2 or
later installed, you must do a full install of the program. Dowahbtk the .zip file for the
version you need (for ex., offline_remittanceldot2.zip or offline_remittanceldot3.zip).

If you have version 1.2 or later, you can do an upgrade instead of a full installation. Note: If
you have previously installed Offline Rem ittance, you can skip to step 4.

The download begins. You catacethe zip file anywhere on your hard drive, or you may
unzipit from the popup window. The contents of the zip file must be placed at the top (root)
level of any drive (for ex., C: or D:).

3. After the unzip hasompletedppen File Explorer or My Computer and locdte directory
calledol_remit on the drive thayou used for the preceding step

4. Look in the directory and flow thereadme.txt for installation instructions, or you cgo to
thenext section|nstalling Offline Remittance from a CD/DVD, step5.

November 13, 2018 © Appraisal & Collection Technologies, LLC 3



Installing Offline Remittance from a CD/DVD/Flash Drive (Standalone)

To load the Offline Remittance Program fra@D, DVD, orflash drive (USB thumb drivejhe
following must be done oeach computer lieg used to take payments:

1.

Insert the disknto the CDDVD drive on the computdreing usedilf the software is loaded on a
flash drive, insert it into a USB port.

Unzip the contents of the zip file. The ol_remit directory and allsdil#s must be placed at the
top (root) level of any drive (for ex., C: or D:).

Open File Explorer or My Computer and locate the directory calle@mit on the drive that you
used for the preceding step screersimilar to the following ppears

Files Currently on the CD

_

Dy

B g B 5 &E E

oraclexe  load_remit.bat OFFline OraclexEUn,.. Readme.txt  StartDB.bat  StopDE.bat
Remitka. ..

frq g

Note: If you have previously installed Offline Remittance, you can skip step 4 and
go directly to step 5.

4. Respond to the following prompts:

8.

oo o

0]

Click Next.

Accept the license agneent and clickNext

Leave the default drive and folder a®caclexe and clichext

Enter aPasswordof your choice, resnter it in the next fieldand clickNext. (This

password is not used again, despite what the screen says.)

Click Install. The installatiorwill take about 15minutes.

Whenthe installatioris complete unchecKL aunch the Database Home Pagend click
Finish. (If you do NOT uncheck the Launch option, you may experience problems using
the application latey

Doubleclick StopDB.baton the CDDVD or flash drive.
a. Pressanykey when it completeshis takeseveralkeconds.

Doubleclick load_remit.bat on theCD/DVD or flash drive
a. Pressaanykey when it completesThis takeseveraiminutes

Doubleclick StartDB.bat on theCD/DVD or flash drive.
a. Pressanykey when it completes his takes several seconds

Drag he Offline Remittance Login icon from the CD oflash driveto the desktop

** Installation is complete ***
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Initial Administrative Login/Create Admin User

The first time you open Offline Remittance, no employees are assigned. You must assign ra least o
employee to be an administrator, who will be able to set up locations, enter tax office information for
receipts, and transmit payments to the Tax Collection SyJteimuser should also have an existing user
name in the Tax Collection System.

1. Doubleclick theOffline Remittance icon on your desktop or enter tbd&RL provided by ACT
into an Internetorowser

2. Enterthe administrativeiser name and password provided by AQdte: for server-based
remittance systems, the screen may say Remittance Capture

THE TOTAL Tax OFFICE SOLUTION

User Name lmnyitt_ange ' Password Ioooooo

1. Click Login. The following screen appears:

Establish Client

Daily Report is not enabled,

2. Enter a validJser NameandPasswordfrom the Tax Collection System
3. Click Submit.
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Adding Users through the Administration Screen

1. The next step is to enter the employees authorized to take pay@lekthe Employeestab at
the top of the pagé&.hefollowing screen appears.

l Add Employee

Search string |

Username ¥

Employees yetto be entered.

2. Click Add Employee

Save Changes

user Name | Emplovee Name | password ftexas1 texas1 Administrate? | YES v

Search string crystal

row(s)1-10f1
User Name 4
[crRysTALW  Jarystal wood |Administrator v |Password Expired v [0202/2012  Entitlements

3. Enter the following information in th&dd Employees screen (above):
1 User Namei a name of your choice.
1 EmployeeNamé ent er the empl oyeeds name

1 Passvord i click 'texasl' to use that as your password, or enter a password of your choice.
(Once savedhe password can only be changed bytiled) the user and entering it again
with anew password.

1 Administrate 7 SelectY ES from the dropdown list to sethis user as an administrator or
leave the default dflO to not allow this user to be an administrator

4. Click Save ChangesThe following screen appears.

5. The password is set to automatically expire when this user first logs in. He/she will be able to
chocse a new password atthattimieo avoi d doi ng t hi Passworthdon ge t |
Expired".

6. Click Entitlements at the far right of the screen abotmntitlements are privileges given to
specific users to perform certain activities in Offline Réamice. When a new user is added,
he/she has no entitlemengd; of themdefault toN.

7. To grant an entittement to a usehange th&\ to aY in theUser Entitlement box:

November 13, 2018 © Appraisal & Collection Technologies, LLC 6



Set User Entitlements for CINDYB

SAVE CHANGES

JREOPEN DEPOSIT N
IREPRINT RECEIPT IN |
JUNIVERSAL CHECKOUT N
JUNIVERSAL REMIT N
JVOID PAYMENTS N

1 ReopenDepositi allows user to r®pen (unlock) cash drawers and depositdhe
deposit cannot be repened if it has been transmitted to ACT or if the operator for that
deposit has another open deposit.

1 Reprint Receipt i allows users to reprint receipts. All users can print a receipt
immediately after locking the payment.

1 Universal Checkout i allows users to check out deposits for themselves and other
employees.

1 Universal Remit i allows users to complete payments started by others and to take
payments in deposits opened by others

1 Void Paymentsi allows users to void payments
8. Click SaveChanges

9. Click the blue arrow-) to return to the Employees screen.

10.To adl another user, repeat steps(B

11.To search for a user enter a user name in tBearchbox, pres€nter.

12.Click Logout at the top right of the screen when you have entered dleaidersand their
entitlements

Employee Login

1. To open the Offline Remittance program, doutliek the icon — ) on your desktop.

User Name lcindyb Password loooooo
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2. In theLogon window, enter youtJser Name
3. Enter thePasswordfor this userassigned when the user name was created

Note: User Name and Password are case sensitive. These should be entered exactly as
they were set up.

4. Click Login. If you are logging in for the first timer have just had your password reset
password expiration screen apped#raot, skip to step 7.

New Password |
Re-enter Password |

Enter aNew Passwordand therRe-Enter it. It must be at least six characters.
Click Set Password
TheHome screen appears.

© N o 0

Non-Administrative employees shoubtick Remittance next.
If the user is an administrator, he/she will see these icons:

Remittance | Check-Out | Settings | Employees | Location
Connected 'with central tax sy‘stem@AC'lD :

Daily Report

Emplovee I—AII - : | EQ!_C_I_EI_tgl i

If the user is not an administrator, he/she will see onliAtimee, Remittanceand Check Ouiabs
Non-administrator employees can enter remittancesgdimiot transmit what they entédnce a
norradministrator employee has completed entering remittancesinaimistrator must login to
the same machirntbatthe remittancew/ere taken on in ordeo transmit thelata

Restoring a Backup (standalone PC version only)

If a newer version of the Offline Remittance program needs to-instaled on a machine, yaan use

the Restore feature after completing thénstall. This feature will rénstall the users and settings that

you had created in the previous installation. A restore also contains any payments that have been taken,
but not sent to the Tax Colleati System before the backup was ddres Restore assumes that you

have created a backup of your datgrior to doing a re-install. Instructions on creating a backup will

be discussed in the Settings section.
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1. To restore a backup of the data after a reith$s done, you must log on as the administrator (the
login name used in the preceding section).
2. Click Backup on the left side of the screen.

Restore

e M Restore from Backup

1-1
Backup When
1 22 hours ago

3. Click Restore from Backup

4. This message will appear. Cli€K to proceed with the restore.

@ A restore will cause all settings and data to be at the tirme of the last
-

¥ backup. Confirm?

Resetting a Password

You can reset your password at any time by clickingRbget My Passwordink at the top right of the
Home page. The same Password setting page as shown on the previous page appears.

Reset my password)

Note: If you have logged in as an administrative user (the ' remittance' login), you can also reset any
user's password by choosing the Password Expired option in the Employees tab.

Changing the Database (Server-Based, Multi-Client, Attorney options)

The database connection needs to be set only afteeyou havénstalled the program bibefore you
begin taking payments or changing other settings. Only administrators can change the database, which is

where thepayment datavill be sent
1. From theHome screen, clickConnect

Report = U
Send
My accounts are at: ACTD :
Backup
b
Connect /
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2. From the drogdown list of databasesglect the correct one (normally ACTPROD)you do not
want to, or do not the ability to connect to an ACT database, cihhmb&entral Databasefrom

the list.

Note: If you change the database, you must log out after saving in order for the changes
to take effect.

Changing the Settings

The Settings screen is where thient preferencenformation and the name and address to be printed on
the receipts are selecte@nly administrators camake changes on this screen. Settings should be
checkedand corretedbefore you print receipts or transmit remittances.

1. To viewthis screenclick the Settingstabon theHome screen TheSettingsscreen appears:
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Save Changes
1-26 Next

[Client ID

|116@eaea@

[attorney 1D

[Client Description

|city Of Philadelphia

|Shnw Balance on Receipt

[Multi Client

[&ccept Checks Only?

|DefathutE |T1is document is not a pay-off statement.
[Minimum Account Length |1

[Maximum Account Length | 32

[Starting Drawer Amount | &

[Drawer Unit | AmouNT

[Default City Name | Philadelpnia

[Receipt Title | 0Ffline Tax Receipt

[Collector Title

| Philadelphia Collector

[Collector Name

|Line:arger Goggan Blair & Sampson, LLP

[Collector Address1

|4 Penn Center

[Collector Address2

|1EE@ lohn F. Kennedy Blvd., Suite 91@ Philadelphia,

[Collector Phone

| (215) 79@-1117

[Collector Fax

| (215) 79@-1197

[Collector Web Address

[Second Collector Title

[Second Collector Name

[Second Collector Address1

[Second Collector Address2

[Second Collector Phone

[Second Collector Fax

November 13, 2018
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< Previous 27 - 40
[Count: Rolled Pennies Js0 8
[Count: Rolled Nickles Ja0 .
[Count: Rolled Dimes | K1 8
[Count: Rolled Quarters J10 :
[Count: Rolled Half Dollars | EXd 5
[Count: Rolled Dollar Coins Jao 8
[Count. Rolled One Dollar Bills J40 .
[Count: Rolled Two Dollar Bills J40 5
[Count: Rolled Five Dollar Bills J40 :
[Count: Rolled Ten Dollar Bills [40 :
[Count. Rolled Twenty Dollar Bills J40 2
[Count: Rolled Fifty Dollar Bills |40 -
|Cnunl: Rolled Hundred Dollar Bills |4-:| .
[Count: Rolled Thousand Dollar Bills J10 .

2. Enteror change the following information:
91 ClientID - your Client IDfor ACT 7.

1 Attorney ID (Attor ney option only)i enter an attorney unit number from the Tax Collection
Systemif payments areaccepted fora law firm office instead of a tax office Only
jurisdictions associated with that law firm are to be pagthaining money can be assigned to
an escrow unit The receipt will show the law firm logo.

1 Client Description - enter your office name In th@lient Description field (for ex., Brazoria
County) The receipt will show the tax office seal. Leave this blank if you accept payments for
more than oa tax office.

1 Show Balarce on Receipt Setto Y to show balance due amount on receigpés toN to not
show this.

1 Multi Client (Multi-Client option only)- If you will be accepting payments that will be sent
to more than one tax officesetthisto Y; otherwise, set this t.

Accept Checks Only- enterY to only accept checks dtfto accept all paymenypes.

Minimum Account Length andMaximum Account Length (for ex., 4 and 20 enter the
valuesto be used when entering account numbers on the Payment screen

9 Starting Drawer Amount - enter the amount of money in your cashiers' drawers at the
beginning of he day.

1 (serverbased users only)rawer Unit - enterAMOUNT to allow actual amounts to be put in
the Draver Amountcolumn of thedepositcheckout screen) o€EURRENCY to allow the
number of bills to be entered in the same gwiunstead of the actual amduThe Currency
setting is what is used by standalone users-geover based).

1 Default City Name - the city where the tax office is located

Receipt Title - enter the words you want at the top of the receipt, for ex., Offline Tax Receipt.
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1 CollectorTitle-ent er t he t atxusebooréceéipgsct or 6s ti tl e
Collector Name- enter the name of your tax collec{to usefor receipt3

1 Collector Address 1 and 2enter the mailing address for the tax office. This will be the
addess that appears oeceipts.

Collector Phone, FaxandWeb Address- enter thes¢hree fields.

SecondCollector Name- enter the name &f secondax collectoror assessor if needéar
receipts

M Second Collector Title- enterthe name o& secondax collectoror assessor if needéor
receipts.

1 Second Collector Address 1 and 2entera secondnailing addrese neededor the tax
office. This will be the address that appears on receipts.

Second Collector Phone, FaandWeb Addressin the next three fields.

Count: In each of Count &lds, enter the number of items (pennies, etc.) in each roll of coins
or currency to match what you receive or send to the bank.

3. Click Save Changesvhen you are done.
4. Click theHometab.

Setting Up Multi-Client Offices (Multi-Client option)

If you will be accepting payments for more than one tax office (not substations, but central tax offices),
you need to create those 'clients’, as they are called in Offline Remittance.

1. Click theMy Clients tah
2. If no clients have been entered or if you need enter anotige clickAdd New Client.
3. The following screen appears:

Checks Assessor Assessor Account
[[] My Client's ID Description Only? Collector Collector Verified
§ itle Name At
0 ]116000000 IPhiIadeIphia 0O |cmr OF Philadelphia ITEST IACTT v
[]}125000000 |Philadelphia Securitization ' []  [Phil Securitization |TEST |ACTT v
1-2
Add Now Cient | Delete f Cancel |

4. Enter the ACT Tlient ID for the office.

5. Enter thaax office nametheAssessoiCollector Title and theAssessoiCollector Name These
will be used for the payment receipts for this clientaadtof the information entered in the
Settings tab.

6. Checkthe Checks Onlybox if the client can accept only checks. Unchedktftis client can
accept both checks and bas

7. In theAccountsVerified At field, select the ACT 7 database that hosts thefdatais client.
This information will be used to verify account numbers when taking payments.

8. Click Save Changes
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Setting Up Payments for Attorney Jurisdictions (Attorney option)

If you will be accepting payments for jurisdictions associated with a gpattibrney or other escrow

unit, you must specify the attorney jurisdiction from the Tax Collection System as well as any other
escrow unit. The Offline Remittance will allocate money only to the taxing jurisdictions associated with
the Default AttorneyOther monies can be allocated only to units designatdee Offline Remittance
module, as follows.

1. Click theTax Units tah

2. Tax Unit 8300 is assigned as the Default Attorney. The unit number can be changed if heeded.
must match the Attorney ID entergdthe Settings screen.

3. To enter additional units, entefTax Unit andName (for ex., 8060, Attorney Escrow)
4. Click Save Changes

Changing the Location

The location identifiethe specificmachinebeing used to create remittances. In the Locatareen a
number ad name are given to the machifi@erecanonly be one entry per machinghis information is
included inthe transmission processallow theseffline remittance to be tracketb the machine it was
created on. To use this as a way to saeote office transactions, use the same descrifuiraal
machines, bugive each machine a different number.

1. Toviewthis sceen, click thd.ocation tab. The following screen appears:

Save Changes

JACT Office]

2. Enter the desiredame in the gray field
Click Save Changes

Creating a Backup (Standalone PC Option only)

Creating a backup of your users, settings, and payments is necessary if you want to be able to restore this
information when installing a newer version of the Offline Remittance proghdrman backing up your

sygem using the baclp facility on the Home pagehe files are placed in the following directory:
'C:\oraclexéapporaclaflash_recovery ar&dE'. Safeguard your data by copying these files to another
media.

1. From theHometab, clickBackup.
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Create New Backup

1-1
Backup When
1 3 seconds ago

Connect

2. Click Create New Backup
3. When the backup is completaformation about it will appear on the screen

Entering a Payment

Click the Remittancetahb.

If you have made no payments yéig tollowing screen appear@Multi-client option only: a
search field for My Cliers ID is also available.)

Remittance
l(? ‘Unsentlp Sent Search string | | Degositl | Emgloyeel 1

Click New Remittance If you do not have an open depasityou want to open a new deposit
skip to theDepositsection below.

If this user has made payments alrealdg,dcreemsimilar to what is showbelowappears

Remittance

_f_‘f"_gu"send(‘ Sent Search string | | Degositl Emgloyeel [

row(s)1-3of3
Deposit Status Validation No. Account Payer Name Payment Date Amount Employee Details

CINDY LOCKED 5555 082700023190059 smith george 06/14/2011  $125.00 CINDYB |} 7
LOCKED 5557 1234567890 smith george 06/13/2011  $50.00 CINDYB '«2
none VOIDED 5556 1234567890 clown bozo 06/14/2011  $10.00 CINDYB I_\Z

To limit the transactions displayedick eitherthe Unsent(not transmittedpr Sent(transmitted)
radio buttons

a. Searchstring field i to find specificpaymentsenter theaccount number or payer name.

b. To limit thepaymentdurther, entea Depositname o user namén the Employeefield,
thenpressEnter. All remittanceseither in that deposit @ntered byhatuserwill be retrieved

Click New Remittance
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Deposits

1. If no deposits have been oper®ahe person logged ior you want to open a new defipghe
Open a Depositwindow appears:

Open a Deposit

SAVE CHANGES

Deposit No. Date Employee Status Default
JTESTOFF fosr27/2011] | CINDY - =

2. Enter thefollowing informationfor a new deposit:
a. Deposit Nod Enter the name of the deposit.
b. Dated Enter the desiredepositdate.
c. Click Save Changes
d. The deposit screen reappears as follows:

Open a Deposit

SAVE CHANGES

Deposit No. Date Employee Status Default

| | CINDY - =
TESTOFF 09/27/2011  CINDY O |r'

1 Status O1 Open

1 Default: Check the Default boto have this deposit appear by default in the
Remittance screen

3. To return to théRemittancescreen click the Back button -). The Deposit No. will be in the
Deposit Control field.

If a deposit has already been operted Remittancewindow appears instead of the Open a
Depositwindow. Either he lastdepositcreateco r t h e 6 d eappeanslithe®epdsiéNoo s i t
drop down. Ifyou want to use a different deposit, choose one from thedbwp list in the

DepositNo. field.
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Payments

» w0 DnhPE

Client FortBend County ~
validationNo. [ *DepositNo. TESTOFF + D T T
* Account |0058027800000908
Parcel Address l WICKS RD
*Payer Name IJOHNSON FRANK & GERT Name/Address line 2 IC/O JEAN LEWIS
Name/Address line 3 [1236 MCCARY ST Name/Address line 4 | * ity [CEDAR HILL |
*state TEXAS - *Zip Code |75104s143 ml
Email Address l *Payment Date I-W

Location Central Tax System ~

Comments
Amount Being Paid Amount Remitted Change Due

Accounts will be verified here atthe central tax system.

Enter theAccount number.
(Attorney option only) e Default Attorney is named at the top of the screen.
(Multi-Clientoption only) ®lect the corredClient from the dropdown list.

To autepopulate the certified owner's name and addreiseiPayer and Owner sections of the
screen, clickGet Payer. If the message 'Accounts will be verifiadreat the central tax

s y s t 'esrdiéplayedthe tax account number will be validated, although an invalid number will
still be accepted for paymentou cannot get the owner information if you are not connected to an
ACT database, that is, iNo Central Database/as your database choice in thettings tab.

Enteror changehefollowing payer informationn the fields

a. Payer Name (required) i Charge this from the certified owner's name if necessary. Enter the
first and last name of the person who is actually making the payment.

b. Name/AddressLine 2, 3or 4 (at least one line igequired) T The payer's addre¢s
different from the certified owmts).

c. City, State,and Zip Code (required) i A continuation othepagr 6 s addr ess i nf
(Change it if it is different from the certified owner's).

d. Phone- Enter the taxpayer's phone number.
e. Email Address- Enter the taxpayer's exihaddress.

f. Payment Date(required) - Defaults to the current date. To change it, etiteppayment date
or select a date by clickintge calendar iconor clicktodayto assign the current date and time.
If you use the calendar, after you click on the desired dateatéedar will disappear and that
date will be inserted into the Payment Date field.

Note: The Payment Date is the date sent to the Tax Collection System for this
transaction. The Deposit Date is for local balancing only.

g. Location (required, Standalone PC ersion only)d Choose your tax office location from the
drop-down menuf it is different from the default location

h. Comment®d Add any comments or notes concerning the payment
November 13, 2018 © Appraisal & Collection Technologies, LLC 17



4. Click Apply Changes A Validation No.is autc-generatedYou arenow ready toenter the

payment informatioin the fields at the bottom of the screen

Remittance (CRYSTALW)

Apety Chamges
Chent |E1Fas0 v

* Account RO 1309911171743 Barcel Adgress | WISC FILE NO 42
Mamaltaoress ine 3 [0 DRKSPURLNORIG  tamauagresssnes [
*sute [OUFORNA. v * 2 Coae [Fe5381708
ematsagess|  ‘eamsaomeffeoreonz | ppeam

Commerts

* oo JumiePor

pane[

Locaton | Centrad Tan System v

Amouet Beied Paid Amouet Remigied Change Due

Year(s) Bang Faio

Faymen Metncda(s)

Check o, Amount

X Year  amows x Type
- o fom— Bl m—

Fm

(Attorney option view):

Year Amount Amount Attorney or Tax Unit
h BeingPaid Due =~

7 [2012 14982 514962 DefauitAtomey +
SN J AN i

Due: $149.62

(Multi-Client option view):

kmun.nt Amount Particulars

[F |Le3eo2000012200 | [100 fl

= | I

= Ll

a. InthePayment Method(s)box, selectCash, Check, Money Order, or Cashiers Check

from the Type drop-down menu.

Note: The payment types listed appear only if the Accept Checks Only field in the

Settings screen is set to N.

b. Enter theCheck No.to be used focheckpaymens.

Enter theAmount in dollars and cents, usiregdecimal point

d. (Attorney option only) ClickDistribute Payment.

November 13, 2018 © Appraisal & Collection Technologies, LLC
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Click Apply Changesto save this informatiar(Multi-client option only; the street address
is populated in the Particulars box.)

In theYears Being Paidbox, enter theYear to pay
Enter theAmount.

. (Attorney option only) Select th&ttorney or Tax Unit. If the Default Attorney is

selected, only jurisdictions associated with that attorney in the Tax Collection System will
be paid. The entire remittance amount must be assigned to either an attorney and/or tax
unit. Each attorney or tax unit mustig in the Tax Collection System for the year being
paid.

Note: To delete a year or a payment method, click the checkbox to the left of that

information , then click the red X.

If needed, enter another year/amooinanother payment type/check no./amothen click
Apply Changes If the amounts in the Payment Method(s) columns do not equal the

amount in the Year(s) Being Paid area, a
that you areshort. (A similar messag®peas for overages.)

At this point,you can lock the payment if you are sure no additional changes need to be
made to it. To do this, clickock this remittance at the top of the screen

. A confirmation message appears. Cl@K to lock the payment.

Message from webpage 2

f ~ y Locking a Remittance will prevent further updates to that Remittance.
' Confirm?

| 0K | | Cancel |

The screen now appears as it does belati, additional options.
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I New Payer I Same Payer I Receipt

Remittance (CINDY)
Client [EL PASO | ~
Validation No. *Deposit Control [TESTOFF | - | I ELL p
* Account [082700023190059 Parcel Address [11139 ALAMEDA AVE |
*Payer Name [B & B MOTORS | Name/Address line 2 [% BALDEMAR BEJARANO |
Name/Address line 3 (11139 ALAMEDA AVE | Name/Address line 4 | | *City
* State [LOUISIANA E *Zip Code 799271290 Phone[ |
e-mail Address | | Payment Date [09/27/2011 Location [ACT Office | -
Comments
Amount Being Paid $175.00 Amount Remitted $185.00 Change Due $10.00
Void Payment
Year(s) Being Paid Payment Method(s)
Year Amount Type Check No. Amount
(o0 _Jis | [chEcK iz |
[2000 0 ] [cAsH | |[25 l
[MONEY ORDER | - |[999 |60 |

m. To print a receipt, cliciReceipt Below is a sample receigtor multiclientand attorney
versions of Offline Remittancéhe receipts will not have the tax office seal on théon.
some tax offices, a default note may appeathe receipt.

Collector Name Offline Tax Receipt
Collector Title

Collector Address

Collector Address2

Phone: (000)000-0000

Fax: (000)000-0000
www.webaddress.com EL PASO

Account: 082700023130059 Parcel 111138 ALAMEDA AVE

Payer
B&BMOTORS Qperator Code : CINDY
% BALDEMAR BEJARAMO LOCATION : ACT Office(1)
11139 ALAMEDA AVE
S0CORRO,LA 799271280 VALIDATION NUMBER : 5565
DEPOSIT NGO TESTOFF
RECEIPT DATE : 09/27/2011
FRINT DATE : 09/27/2011
Payment Type Amount
Tax Year Amount crsE m
—_— _— CHECK 123 $100.00
2009 350.00
2010 $125.00 MONEY ORDER 599 $60.00
m TOTAL: $185.00

Change Due: $10.00

COMMENTS :
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n. To print the receipt, rightlick and selecPrint .

0. To take another paymentu can clickNew Payeror Same Payetbutton,.

1 If you dick Same Payeytheowner and addresdgeposit number and payment date of
the previous payment is agpopulated. The account number fields at the top are
empty.

1 If you dickedNew Payer theRemittancescreen appears with only the Depdsat,,
PaymenDateand Locatiorautcfilled.

Voiding a Payment

If a payment has been made in error and you have alleekidit, you can void it as follows. The
deposit must still be open to do this.

1. From theRemittancescreen, which appears after you lock a payment (see above)alatk
Payment

1 From the dropdown list below the Comments box, select a reason for tide @boices
includelncorrect Taxing Entity, Incorrect Payment Amountorrect Payment Type
Incorrect Payment Instrument No. and Other

1 (optional) Enter aManual Void Reason which could be any note about the voided
payment.

M Click Confirm Void .

2. To copythe payment information again, perhaps in order to change the account number or amount
only, click Reproduce which appears after the void is done.

3. Change any information needed, then chgply Changes You can then lock the new payment.

Reviewing Payment Data

1. To viewpayment thahavebeen savedocked, or voidegclick the Remittancetab. Al of the
remittancesot yet transmitted to the Tax Collection Systesti be displayed.

Deposit l | Employee l i

row(s)1-5of5
Deposit Status Validation No. Account Payer Name Payment Date Amount Employee Details

CINDY LOCKED 5555 082700023190059 smith george  06/14/2011  $125.00 CINDYB 74
none VOIDED 5556 1234567890 clown bozo 06/14/2011  $10.00 CINDYB 7
TESTOFF OPEN 5566 B&BMOTORS 09/27/2011  $0.00 CINDY /]

LOCKED 5565 082700023190059 B & B MOTORS 09/27/2011  $175.00 CINDY ':‘
CINDY LOCKED 5557 1234567890 smith george  06/13/2011  $50.00 CINDYB '4}

2. To search for particular payments, use the fiatdbe top of the seen
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1 Click the Sent radio button ¢ find payments that have already been sent to the Tax
Collection System

1 IntheSearchstring field, enter theaccount numberor payer name.
1 IntheDepositfield, enter a deposit no.
1 IntheEmployeefield, enter thausa hame of theemployeewvho created the payments

1 Pres<Enter after entering this information.

3. To sort the transactions, click on any of the underlined column headings (for ex., Deposit or
Account).

Details

4. Toview the details of @ayment, click thgencil next b the gyment(+" ).

1 For locked payments, the following screen appeaos. &an clickReceiptto print another
receipt, clickVoid Paymentto void the payment, or, to add another payment, dlielv
Payea or Same Payer

1 For unlocked payments, the followgiscreen appears. Make changes as netgdclick
Apply Changesto save the data. You can theck the payment.
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