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1. Login

Atthe Login window, enter your User ID, Password and Penalty Calculation Date. User ID and Password
are compared to the security table to determine user rights and update capability. The Penalty Calculation
Date gives a system default date for the calculation of penalty and interest.
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2. Locate Parcel

Parcels may be located by either Bill Number, S-B-L, Owner Name or Property Address. Enter the data in
the appropriate field and press the corresponding locate button.

Farrel | nrate




3. Parcel

Below is an example of the main parcel screen. The Parcel owner’s data is displayed in the top half with
the current taxes due displayed below. The TSL Tax Collection System can accommodate any and all types
of taxes, including back taxes, that can be attached to a tax map number.
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At the top of the parcel window is a tool bar. Each button on the tool bar will execute a specific function.
The function details are as follows :

[

Close Window

Cloze File

Undo changes prior to data save

Skip to next record

Skip to previous record

Frevious Fecord

Print form for current parcel
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Display parcel cross reference window

Crozz Reference

[&]

Displap History Display tax history records
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' Override penalty calculation date for this

transaction

| .. Tag / Untag tax record for payment
ag
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= Display tax record detail
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Post a petition or other credit to tax record

Fetition / Ereditl
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Post a service charge / NSF charge to tax record

Service Charge

|E‘ Save parcel owner data changes

Save Record
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Apportionment

N

Partial Payment

L]

&

Locate Bill Mo

Display parcel notes window

Apportion hi-lighted tax record

Delete final payment on hi-lighted tax record

Display partial payment data for hi-lighted tax record

Process complete payment for tagged tax records

Locate and display parcel by bill number



4. Process Payment
Press payment button on parcel tool bar. The payment window displays as shown below.
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The default payment is by check with the default paid by person the current owner. To pay the amount due
by cash, press Cash Only button. To pay the amount due by check, press Check Only button. Else enter the
amount paid by cash and by check in the appropreate fields. Press the Paid Under Protest box if applicable.
Press either the save button on the tool bar or the Make Payment button on the window to process payment
data.
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After the payment has been processed, the user is prompted to validate the tax bill. Open the validation
report and load the tax bill for validation. A duplicate receipt may also be printed by opening the appropriate
duplicate tax bill report.
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5. Partial Payment

From the main parcel window, press the Partial Payment button on the parcel tool bar. The Partial Payment
window is displayed as shown below.
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Previously processed partial payments are displayed at the top of the window, while the minimum payment
due and the payment breakdown is displayed on the lower left part of the window. To delete a partial
payment, press the Delete Payment button. To record a partial payment, enter the amount to be paid in cash
in the cash field, the amount to be paid by check in the check field, any applicable check number in the
check number field along with the payee. Press the Process Payment button to record the payment. If the
amount tendered is greater than the minimum payment due, the user is prompted to affirm that the entire
payment is to be
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6. Delete Final Payment

Press the Delete Payment button from the main parcel window. Press Yes to delete payment.
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Enter a Deletion Reference # and press the Payment Delete button. A debit cash out record will be written
if the payment had been posted via the Year-2-Date process.
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Payment Delete
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7. Name Change / 3rd Party Notification / Bankruptcy / Special Handling

Enter the data into the appropriate fields on the main parcel widow, moving the cursor off the last field

updated, and press the Save button on the tool bar.
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8. Notes / Memo Pad

Press Notes button from main parcel window to display parcel notes. Notes are displayed in reverse order
of entry. Most current note first, oldest note last. To Add a note, press the Add Record button on the tool
bar. At the add note record window, type in your message. Press the Save button to record note. To edit
a note line, Double Click on the line to get a cursor, then type in the correction. To Delete a line, hi-lite the
line and press the Delete button.
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9.  Petition / Tax Cancellation / County Payment

Press the Petition button from the main parcel tool bar to display the Petition window. Enter the amount
to be canceled in the Petition field along with the petition number in the Petition number field. Use the drop
down menus to post other type of payments, entering the amounts in the appropriate fields. Press the Save
button to record these changes.
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10. Service Charge / NSF Charge / Adjustment

Press the Service Charge button from the main parcel tool bar to display the Service Charge window. Enter
the amount to be posted in the Service Charge field and into the Adjustment field. Data in these fields may

be positive of negative numbers. Positive amounts are added to the tax due, negative amounts are subtracted
from the amount due.
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11. Tax History

Press the Tax History button on the main parcel tool bar to display prior year tax data. Each tax year record
will be displayed. Press the appropriate tool bar button either display the detail tax record data, skip to
another parcel, display cross reference screen, display parcel notes or to print a parcel specific report.
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12. Detail Tax Record Data

Hi-lite the desired tax record and press the Display button on the tool bar to display the detail tax data. The
Detail Tax window contains three (3) data tabs. The Detail tab, shown below, displays the property
description and assessed values, exemptions along with the detail tax items which make up the total tax.
The Owner tab contains the owner at the time the tax was levied along with applicable payment information.
The Partial Payment tab contains the partial payment records.
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13. Penalty Calculation Override

The TSL Tax Collection System auto-calculates p

enalty / interest by the default date entered at time of

LOGIN. This date may be over-written by pressing the Date Calculation button on the main parcel tool bar.
Enter the new date and press the OK button. The main parcel screen is redisplayed using the new date.
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14. Cross Reference Screen

Press the Cross Reference button from the main parcel tool bar will display a list of parcels in the sequence
that the original parcel was located by (see below). To change the order of the listing, press the appropriate

button on the tool bar. To select a specific parcel, hi-lite the record and press the Display button.
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15. Tax Apportionment

Locate the parcel to apportion and press the Apportionment button on the parcel tool bar as shown below.
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Next, add records for each of the offspring. Entering the SBL, apportioned land and apportioned total for
each offspring. To delete an offspring record, hi-light the record and press the
Delete button. When all offspring are listed, press the split button. Then answer the
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prompt to apportion each tax. *
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The parent tax year record may contain many detail tax items. Hi-light a parent detail item and press the
Display Child button to show the child apportionments. To override the apportionment, double click on the
offspring taxable values and enter the correct amount. Press the Calculate button to calculate a new tax
amount based upon the entered taxable value. NOTE : The child taxable values and tax amounts must
equal the parent value! Save the record when completed.
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After reviewing the apportionments for each parent detail tax item, press the Apportion button to complete
the process. The parent tax record is now marked Split as shown below.
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