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Working with your Software 

 

1. Setting up your printer(s) 

 

It is important to do this task before working on anything else. 

 

 
 
 

Double click on the GSS Icon on your computer desktop.  This is the screen that you 
will see. 
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Click here to select 

printers.  You may 

choose different printers 

for reports and receipts.  

You also have the 

option of using the same 

printer for all actions. 
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2. Opening the software 

 
 
Click on your “Tax Collector” icon on the desktop to enter the software.   Since this 
software is designed for home use we did not include any security features on it.  This is 
for your convenience and reduces the time to start working.  However, this will allow 

anyone in your household to enter the software just as easily.  To ensure your data 
integrity you need to make sure that other members of your 
household know that this software is off-limits unless they are 
assisting you in maintaining it! 
 
To begin entry you must select the module you want to work in.  Both Real Estate and 
Per Capita operate nearly identically.  In the example below I have selected the Real 
Estate module and clicked on it. 
 

 
 
Note: that this pulls down a selection screen.  You will select the operation you want 
to do from the dropdown; let’s start with the first function “Payments”. 
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PAYMENTS 

 
Move the cursor over the “Payments” selection and a second window will appear 
giving you the selections you can make in Payments, there are four functions; 
let’s start with receiving a payment. 

Receive Payment  

 

Notice that the first thing on the screen is the Date Received area.  
When the screen is first pulled up this date will reflect the date on 
your computer system clock.  However, once changed you may 
receive multiple payments and it will hold the date you set until you 
leave the screen. 
 

 
 
      

 
 

Hint:  use the “tab” key to move between fields! 
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The collection portion of the Tax Collector program revolves around Bill 
Numbers. This number is usually the shortest method of manually pulling 
up collection information.  Just tab to the Bill # field and enter the bill 
number you wish to receive, when you hit the tab key the next time the 
system will then pull up all the remaining information and the system will 
move the cursor to the Payor field so you can begin entry of the payor. 
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You have several fields where selections can be made and some that need filled in.  
Let’s go over them! 
 

Unit Payments: The system allows you to collect only full unit 
payments (legal requirement), red arrow #1 points to the 
selection area.  By clicking these they turn on and off.  If you 
turn a unit off, it automatically reduces the total being received 
by the unit tax amount.  You can see this by viewing the totals in 
the “Amount” field (red arrow #2). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 

3

  

4 

5 

6 
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Payee:  This area is where the payee is recorded.  There are a 
few shortcuts you can use, to speed up receiving the payment.  
In the “Payee” field if the owner is the payee simply enter the 
letter “O” (red arrow #3) and then tab to the next line.  This will 
load the owner information stored in the database.  Also notice 
the “Previous Payor Info” button (red arrow #4).  If someone has 
paid this parcel other than the owner in the past you can pull 
that information up by clicking this button.   
 

The final shortcut to this area is the “Check#/Cash” field.  If you 
enter the letter “C” here it automatically brings up the word 
CASH (red arrow #5).  One final feature is the print receipt 
block, click in the box (red arrow #6) to activate this and when 
you accept the payment a receipt process will activate. 
 
Accepting School Installment Payments is done on the right side 
of the screen as shown below.   
 
(Note: only parcels that are Homestead/Farmstead eligible will 
display the Installment Payments box)   
 
The Receive Payment screen defaults to a normal full payment 
mode until you select to receive an installment.  
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
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You must indicate which installment payment you want to accept by Clicking the 
payment number in the small Box indicated by Arrow # 1 above.  If an installment 
payment is at face the color of the field will be green; if it is late it will be yellow, if you 
try to take the first installment after the installment due date it will be red and you 
will not be able to accept it (this is per the school resolutions!).  Also the area with 
the “DFP” above it indicates if the payment period is currently at Face by displaying an 
“F”, or at Penalty by displaying a “P”.  Since there is no Discount period for installments 
a “D” will never be displayed. 

 
 

Overage/Underage 

 
This software allows you to accept overages and underages as 
full payment without the need to send a refund.  The settings for 
this are in the Utilities Maintain Millages Twp/Boro/City screen.  
You may set the overage and underage for any amount that you 
wish to allow.  We recommend that you not set it to more than 
$1.00.  Once set if you receive a payment that the amount of the 
check exceeds the taxes due by over $1.00 the system will 
prompt you to apply an overage (or underage).   (Please note 
that the County Treasurer does not allow collection of anything 
other than the full amount.  So using this feature may result in 
an out-of-pocket expense for the Tax Collector when distributing 
funds to taxing entities.) 
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If the amount of an overpayment/underpayment exceeds the amount you set for 
overages/underages the following will happen when you click the “Accept” button.  If 
you receive more than the full payment then you will be asked if you want to apply a 
refund.  If you respond “Yes” you will be taken directly to the screen to apply the refund.  
Responding “No” will cancel the payment on the property.  On the “Apply Refunds” 
screen you must make a few choices.  First you must determine the amount to refund.  
Normally the system will load the full amount into this field for you.  However, you can 
change this amount if necessary.  The second thing you must do is validate the person 
and address to whom you will send the refund.  The system loads the Payor information 
on the Payment screen automatically for you since this is normally where the refund will 
be sent, however you may change this information if necessary.  Additionally, you may 
also pull the owners information into the field by clicking on “Display Owners Address” 
button.  The final thing you must before applying a refund is to give a reason for the 
refund  
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Additionally, if you accept a payment for less than one dollar 
over the tax payment amount you will be asked to accept the 
payment.  The remaining amount will be set in an overages and 
underages account in the system.  Similarly, if you receive a 
payment for less than $1.00 under the tax due you can receive it 
as full payment.  The only decision here is to accept the action.   

 
 
The offsetting nature of this process is auditable in the system 
and normally results in a nominal difference in the amount 
collected and the Tax Duplicate amount.  This does not relieve 
the Tax Collector of turning in the appropriate tax amount 
to the taxing entities. 
 
Note:  The County will load both the County and the 
Township information for all districts during the Early 
billing cycle.  This allows Tax Collectors to accept 
payments for trailers needing moving permits even if they 
have not been sent a bill. 
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Adjust Tax Bill 

 
This area is used to make all adjustments to the real estate tax bill.  Note that 
you can select to adjust tax amounts for units by turning on or off units in the 
“Adjust Tax Amounts For:” area (red arrow #1).  Select the type of adjustment by 
clicking on the arrow in the large blank field on the top right (red arrow #2).   

 

 
 
Hint:  If you make an error hit the “Clear Screen Button”  

 

1 2 
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The window at red arrow #1 will pull down the 2 choices for adjusting a tax bill, they are: 

 
Adjust an Existing Tax Bill 
Add a New Tax Bill to the Duplicate 
 

 
 

1 
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Once you have selected the type of adjustment you are going to make then, as in the 
receive payments screen, you enter the bill number to bring up the remaining 
information on the parcel.  You will see the Bill# field after you select the type of 
adjustment you need to make.  Once the data is up you need to specify a reason for 
making an adjustment (required by the software) for auditing purposes.  Enter the 
reason in the “Reason” field and then tab out (red arrow #1).  You can select to print a 
new tax bill, which will automatically print the bill when you complete the adjustment, 
and send it to the selected printer (red arrow #2) 
 

 
 

You can change values for assessed land or building, or you can change values for the 
taxable amounts for the units.  Tab to the field you wish to change and type in the value 
or amount.  Fields that can be changed are not subdued and/or have the typeface in 
bold.   
 
Note: the system automatically computes changes to totals after any adjustment 
is made. 
 
Note: to exonerate a parcel set the values to zero and type Exoneration in the 
“Reason Field” 

 
Once you’ve made the adjustment press the “ACCEPT” button to enter the change into 
the system.  The system will prompt you that the change has been entered with the 
following screen.  Click “OK” to acknowledge the change!

1 

2 
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If you are adding a parcel you should select Reportable to Assessment so 
that the addition shows on the Address change report.  This version adds the 
ability to mark a property as Homestead/Farmstead. The 
homestead/farmstead values are automatically removed when adjusting tax 
bills. You will have to manually add the H/F values back in if the property 
qualifies for the exclusion 
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Change Address 

 
The following screen allows you to enter changes to addresses 
stored in the database.  This software stores all addresses 
recorded to a parcel thereby keeping a “history” of address 
changes.  Later in the reports module you will see how to get a 
report with all the addresses. 
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This Address Change screen allows you pull information by entering either the Bill 
Number or the Control Number.  Since this is the first place that we discuss the control 
number it is important you understand where to get the number from the bill.  Each of 
the bills contains several numbers: 

 
Control #  (Current Assessment Parcel ID #)   
Bill #  (Sequence for printing a taxing district) 
Map # (# used for finding map in Assessment Office) 

 
 
 

The Control number represents the Parcel ID number currently being used by 
the system.   

 
                

See red 

arrows 
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In the address change area you can choose between entering Bill #s and Control 
#s by selecting the circle next to the field.  In the example below the Bill # field is 
selected (red arrow). 

  
 
If you choose the Control # for entry you will only need to enter the last 6 digits of the 
control number to the field, and then tab out to populate the remaining information. 

 
The example below shows that I selected Bill #205 and then tabbed out.  The top pane 
shows the Old Address, the bottom is where you make the change(s) and create the 
New Address.   
 
Note that this page has a button to help you print labels (red arrow #1) for re-labeling 
after an address has been changed, and a button to clear the New Address field  
(red arrow #2) if you make a mistake and need to clear it quickly. 

 

NOTE:  Please enter names in this format: 

 (Last Name, First Name & Additional First Names) 
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Void Receipt 

The best method to void a receipt is to select the query button on the Void 
Receipt screen (red arrow) and perform a query by name, control number, 
map number or date.  You may need to do this if you receive a check that 
is NSF or if you issued a receipt in error, or for an incorrect amount.   

If you select query the screen below becomes available.  I recommend 
using a partial last name in the name field and letting the system pull up 
records that match the criteria.    
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This other method to void a receipt allows you to void receipts for payments you have 
previously received.  This window exposes you to a new number, the Receipt Number.  
This number is unique for each receipt printed but has a standard format.  The receipt 
number is made up of the year, the month, the day and a sequential four digit number 
assigned by the computer for example 201403060002 which equates to Year 2014, 
Month 03, Day 06, and the four digits.  Each day could therefore have 9,999 receipts 
theoretically!  This also makes this a 12 digit number to enter to populate the screen.   
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In this example I selected the “Search by Name” option and entered “Alb” 
for the search.  The system will pull up and mark the closest record that 
meets the criteria.  Note that the marker is a pointer on the left side of the 
screen    

 
 

 
 

By clicking on the marked record over the pointer you will select the 
record  

 
 

 
 
 

With the record highlighted select a function button on the right side to 
execute the operation on the highlighted record.  For example select 
the “Void Receipt” button on the right side of the screen to load the 
selected record into the Void Receipt module. 
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In the Void Receipt module you must complete a few fields before you can 
void the receipt.  You must enter a reason (red arrow #1) for the void  
and then set the date (red arrow #2) to the date the receipt is being 
voided.  The void date will automatically reflect the current computer clock 
setting unless you change it.  When finished making the changes, select 
the “Accept” button to complete the void. 

 
 

1 
2 
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Reprint Receipts   

 

This module allows you to reprint receipts.  You will probably find that the quickest way 
to find receipts is to use the Query function (red arrow).   
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On this screen I hit the “Search” button (red arrow #1) and the records were 
brought up in Receipt # sequence since that was the sort selected  
(red arrow #2).  
 

 Note:  This screen only displays properties that have receipts for 
payments, don’t confuse it with the general Query screens! 

 

 

1 

2 
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As the screen below shows the data selected is now loaded and ready to be printed.  
You only need to select the “Print” button, another window will come up to ask how 
many copies you want, enter the number and “OK’ the screen to complete the action. 
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*This is an example of the Reprinted Receipt* 
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Query 

Query Taxpayers 

This module allows you to look up information on the taxpayers in your 
database.  There are several methods to look up the data: 

Name 
Situs 
Map# 
Control# 
Bill# 

    

to use this screen enter the type search you want to do, then in the 
appropriate field enter your criteria and then select the “Search” key to 
conduct the search. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Red arrow below 
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In the example below I searched by Bill # 1 and the system returned the following 
results: 

 
 

Note that in this screen whatever your selection criteria, the system pulls the records up 
sorted to the criteria. 

Sort 

Criteria 
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This screen provides numerous details and since you can jump to most 
payment modules, this is a good screen to work from if you have to 
perform several different functions in a short period of time.  Let’s look 
at the details provided in this screen:  

 
 

 Bold Area – indicates payment and what units were paid 
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Bold Area – indicates adjustments applied to parcel 
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Bold Area – indicates address change applied to parcel 
 
 

 

The Query Screen gives you the ability to jump to other modules directly.  
You can: 

 
Receive Payments, Adjust Amount, Address Change, Print Tax Bill, and 
view any Payment Information details.  Please see the appropriate 
directions elsewhere in this manual that explain each function.  The 
Payment Information button will provide detail on receipts, dates payments 
were credited, check numbers etc….  This is useful when speaking to 
mortgage companies, banks, and the taxpayer if they call about a 
particular parcel. 
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Query Individual Taxpayer  

This module is similar to the last except it shows detail for one 
taxpayer at a time.  Searching is done the same as the Query 
Taxpayer module.  This module also lets you select periods so that you 
can see payment amounts for each period (red arrow).   
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Query Receipts 
 

This module allows you to search quickly for receipts and take all necessary actions 
involving them.  The query receipts module has several columns of information focused 
just on receipts.  Let’s take a look at them: 

 
 Bold Area - indicates the payment amount of each receipt. 
 
Note:  The Payment column does not show adjusted amounts, it only 
reflects the original amount loaded to the database when it was issued 
by the county.   
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Distribution 
 

This module takes your database information and applies it to the separate taxing 
entities.  It also records the number of distributions you make and all 
disbursement detail for each distribution.  Per request of the MONTOUR County 
Tax Collectors, this module was modified to allow separate distributions to occur 
for each taxing entity.  This allows the tax collector to match a distribution with a 
check for turn-in. 
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Distribute Receipts   

Let’s take a look at the first selection in the module.  As you can see by the screen 
below you must specify what dates to distribute to for each taxing entity.  The 
distribution numbers (Dist. # on the screen) are automatically loaded by the 
system so you will not need to enter those.  On the left side of the screen you can 
select or de-select the taxing entities that a distribution applies to. 

 

 

 

 

 

 
 

 
 
 
 
 

 

 

 

 

NOTE: You can change the Distribution # back by 1 to extend a 
distribution.  Example is that you could change the Dist # for the 
Township to 01 in this screen.  Therefore if you ran a distribution but 
did not have time to turn it in, you could run the same distribution for 
different dates by setting the Dist#  back.   

 



Version 10.0.03 

38 

 

The next three modules:  

Print County Distribution, Print Twp/City/Boro, Print School Distribution, are 
very limited and identical except they address taxing entities individually.  For the 
purpose of brevity I will only address one; the process is replicated for the 
remaining two entities.   

 
 

 
 

 

    

Also you may now select the Preview of the Distribution report and 
review the report on your system before you print it!
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Recreate Distribution File 

 

This module recreates your distribution file. Enter in the desired Distribution 
# and hit Create. Select or deselect the municipality you will be creating the 
distribution for (red arrow). 
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Transfer Distribution File  

 

This module allows you to transfer files to email or desktop.  The 
process for both is the same.  Select the taxing entity that you want to 
transfer and then select the “Distribute” button on the bottom of the 
screen.  This module will become important once the Treasurer 
receives the Collection Module.  Then you will turn in a distribution 
report and bring in a disk with the data. 
 

OR 
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Distribute Refunds 
 

In the Receive Payments module you learned that you can apply refunds.  This 
screen can be used if you don’t apply the refund at the time of payment receipt. 
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Print Distributed Refunds 
 

 

In this screen you will put in a refund distribution to run.  The 
distributions here are tied to the distributions you create to distribute 
receipts. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:  You may now preview the distributed refunds on your system 
before printing them! 
 
 
Once you enter a distribution number and hit the “OK” button the 
distribution will run.  This will bring up several fields and you will see 
data scrolling through the fields.  When finished the “Print Distributed 
Refunds” window will display.  Click the “OK” button to finish the 
transaction 
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Reports 

This is one of the largest modules in the program since reporting to several 
entities is required.   However, the reports to the taxing entities are the same 
except the titles, or they are contained in one report. 

Print Receipt for Deposit Report  

There are three primary sorts available for this report and 
three sub-sorts.  This allows you to pick the type of report and 
then sort to your liking.  I would suggest that you don’t use 
Date Credited format to turn in to a banking facility.  This 
report is used to report the turn-in of funds a bank.  Even if 
you don’t use this report at the banking facility you should 
balance your deposit to it.  This will ensure that all payments 
are in the database. 

 
 

Primary Sort 

Secondary Sort 
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Print Refunds of Paid Bills 
 

This module allows you to print the Paid Refunds Report. This runs by 
starting and ending dates. 
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Print Address Change  

 This is a simple report but plays an important part of the overall system.  It provides the 
mechanism to report changes to the Assessment Office based upon the reports to you 
from the U.S. Postal Service.  The report can be sorted in several different formats (red 
arrow) and runs by starting and ending dates.  When you are running this report the 
properties that have changes will be seen scrolling through the field at the bottom of the 
screen.   You can print all address changes or just the reportable (legal) changes by 
selecting the box “Print Reportable Changes Only”. 

     
 
 

 

 

 

Print Adjustments 

This report records the changes received from the Assessment Office. Just 
like the Address Changes above, the report can be sorted in several different 
formats and runs by starting and ending dates.  
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Print Tax Bills  

This module has a slightly different selection screen as seen below.   Note 
that this query for reports is driven by either Bill # or Zip code.  This affects 
the order in which the printing is done, this does not affect the range selection 
which is done by Bill # and ends by specifying the # of Mailers (Quantity) that 
you want to print.  Bills can be printed in Ascending Order or Descending 
order by choosing the block next to Ascending Order or not.  The default for 
the software is to print them in Ascending Order.  The Billing Time Frame 
selection is very important.  The system automatically selects Early Billing 
before July 1st, and late Billing after that date.  It gets that information from 
your computer automatically!  So be sure you verify that the correct time 
frame is selected.   
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The Margin field is used mostly by GSS on their production machines.  I 
recommend that you leave this field alone.  To print your entire district, just 
enter a number in # of Mailers that is higher than the total number of parcels 
you have in the district.  I use 99999 when printing the entire county. 
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Print Second Notices  
 
Changed for 2008 the 2nd Notices are now a letter that prints out.  This 
reduces the number of printed pages and contains the legally required 
verbiage in 18 pitch font that the state mandated.  Below is the path to the 
module: 

 

 

The module in all other respects looks much like the print tax bills module.  
However, in this module do not enter a Bill #, just the number of mailers as red 
arrow indicates, (remember to do your whole district specify a number larger than 
the total bills in your district!).  You now also may choose between three 
options for printing: early, late, and both combined.  The combined option is 
useful if wanting to notify owners in December of all remaining unpaid 
taxes,  
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Print Summary Report 

 

 This module provides the Summary Report 

 

*Sample page of Summary report* 
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Print Left for Collection Report 

 
This is the report you will turn in to the Treasurer Office when 
you settle for Delinquent Taxpayers.  You will find a utility 
(described in the manual in the Utilites chapter) that creates a 
file that imports the data to the county system.  The path below 
is how to select the report. 
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This is an example of what the end product looks like, the last page 
provides totals by Taxing entity (County, Township, School) and shows 
total face and Penalty for each: 
 
 

    
  

 
There are now 2 sections to this report, the Full Payment section and the 
Installment Payment section.  The Installment Payment Section only deals 
with returns on School where the taxpayer elected and made payments 
under the Act 1 program.  We broke this out so that auditors can separate 
reporting based upon the selected program the taxpayer followed.  Each 
of the two sections is totaled individually and then the final page of the 
report shows the Grand Totals.   
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 Ineligible Act 1 Report: 

 
This report shows taxpayers who elected to make payments 
under the Act 1 program but were late with payments by more 
than 10 days on 2 or more payments. This will not cause the 
taxpayer to be ineligible for the installment payment program in 
2008 since they have to be late on more than 2 payments 
(would require a school district to allow 4 payments instead of 
3).  However we did include some data on this report that both 
you and the School District should find interesting.  Your total 
number of properties registered as Act 1 Eligible; the number 
paying by installments; the number of those using installments 
that are late with 2 or more payments by 10 days or more (will 
be changed for next year) and the resulting percentage of late 
payers. 
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Print Mailing Labels  

This module provides the Tax Collector with the ability to print mailing 
labels on inkjet or laser printer (not dot matrix) using Avery Standard 5260 
label sheets.  The system is flexible enough to create labels for your entire 
district or individual labels.  GSS has also added a feature to help you not 
waste sheets of labels if not all of them are used.  Below is the path used 
to open the module and the working screen. 
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To start printing labels first make sure you have labels loaded in your printer properly.  I 
recommend using the Manual Feed tray so the printer doesn’t roll the paper too 
many times.  Please read the manufacturers manual for how to load them for your 
printer.  Next determine the type of label job you want to do.  Each page of Avery 5260 
label paper will give you 30 labels.  If you are going to do your entire district I suggest 
that you break the job up in runs of 300 or 600 (10 or 20 pages at a time). 

  
If you are using a LaserJet printer do 300 at a time and let your printer cool down shortly 
before continuing (the heat causes the labels to peel off in the rollers, trust me you don’t 
want to see the repair bill for this!)   

 
Inkjet printers can print indefinitely as they do not heat the paper but the heads should 
be cleaned if you see any lines or fading happening.  I would check this after about 600 
labels.  However if everything looks good you can keep on printing!  Your printer manual 
will give you directions on cleaning your inkjet printer heads. 

 
My recommendations on this page are on the cautious side, but if followed should let 
you print without major equipment issues!  Please note that labels are sticky!  If you see 
one coming off, stop the presses!!!!!!  Do not use inferior quality label sheets as they will 
cause you issues!  Most printer manufacturer’s warranties do not cover printing 
problems caused by labels gumming up their equipment. 
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There are two pre-defined print jobs for you to use:  Print all Taxpayers and Print 
Unpaid Taxpayers.  The first job will print a label for every Real Estate parcel in your 
district.  In the picture below you can see the system will automatically set the Starting 
Bill to #1, the Number of Labels to 99999 (this is set high to ensure all labels are 
captured, it won’t print past the last bill in your district though!), and Starting Label # is 
set to 1.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The second predefined job, Print Unpaid Taxpayers is used for making labels for 2nd 
notices.  Remember, the system can also produce a full sheet mailer for this purpose as 
well when you print Tax Bills, so if you use labels make sure you do not print mailers 
when doing your 2nd notices.  The initial settings are exactly the same as the ones used 
to print all taxpayers, the only difference is the system will look and find any taxpayer 
who stills owes taxes and print a label for them.  Please note that for owners who have 
multiple Real Estate parcels will get one label per each parcel unpaid will be printed! 
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The picture below shows that to print 300 labels I’ve changed the Number of Labels to 
print to 300 (Arrow #1).  After each run this window will hold in place so you will only 
need to change the Starting Bill Number (Arrow #2) to begin the next run of 300.  
Change the number to the next Bill number (in this case 301) and then hit the “Print 
Labels” button. 

 
You may also print labels for exempt parcels (will be included in the run) if you wish by 
placing your mouse cursor over the box marked “Print Exempt Bills” and clicking.  You 
should see a checkmark if you selected it correctly. 

 

 
 

1 
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The next picture shows that I’ve selected a Starting Label Number to print on  
(Arrow #1).  Remember the Avery 5260 standard label page has 30 labels on it.   

 
 

1 
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To allow you the most efficient use of your labels you may select where on a 

page of labels to start printing.  This setting is only set for the first page of the run, after 
that the printer will expect full sheets!  Below is a picture of the layout of the Avery 
Labels Page.  I suggest you copy this page of the manual and keep it handy as a 
reference when printing labels. 
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 Per Capita Module 

 
To begin entry you must select the module you want to work in.  Both Real Estate and 
Per Capita operate nearly identically.  The main difference between Real Estate and 
Per Capita is the color of the working screen.  The Per Capita screens are aqua, which 
you will see in the following examples.  In the example below I have selected the Per 
Capita module and clicked on it. 
 

 
 
Note: that this pulls down a selection screen.  You will select the operation you want 
to do from the dropdown; let’s start with the first function “Payments”. 
 



Version 10.0.03 

61 

 

 

 
Move the cursor over the “Payments” selection and a second window will appear 
giving you the selections you can make in Payments, there are four functions; 
let’s start with receiving a payment.  
 
NOTE:  PER CAPITA SCREENS ARE AQUA TO DIFFERENTIATE THEM 
FROM REAL ESTATE! 

Receive Payment  

  

 
Notice that the first thing on the screen is the Date Received area.  
When the screen is first pulled up this date will reflect the date on 
your computer system clock.  However, once changed you may 
receive multiple payments and it will hold the date you set until you 
leave the screen! 
 

 
      

Hint:  use the “tab” key to move between fields! 
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The collection portion of the Tax Collector program revolves around Bill Numbers. This 
number is usually the shortest method of manually pulling up collection information.  
Just tab to the Bill # field and enter the bill number you wish to receive, the system will 
then pull up all the remaining information. 
 
 

Tax Bill # 

1 entered! 
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You have several fields in receiving a payment where selections can be made and 
some that need filled in.  Let’s go over them! 
 

Unit Payments: The system allows you to collect only full unit 
payments (legal requirement); red arrow #1 points to the 
selection area.  By clicking these they turn on and off.  If you 
turn a unit off, it automatically reduces the total being 
received by the unit tax amount.  You can see this by 
viewing the totals in the “Amount” field (red arrow #2). 

 

 
 

 
Payee:  This area is where the payee is recorded.  There are a 
few shortcuts you can use, to speed up receiving the payment.  
In the “Payee” field if the owner is the payee simply enter the 
letter “O” (red arrow #3) and then tab to the next line.  This will 
load the taxpayer information stored in the database.  Also 
notice the “Previous Payor Info” button (red arrow #4).  If 
someone is paying for more than taxpayer you can pull that 
information to the next bill by clicking this button.   
 
The final shortcut to this area is the “Check#/Cash” field.  If you 
enter the letter “C” here it automatically brings up the word 
CASH (red arrow #5) 
 
If you receive a payment that the amount of the check exceeds 
the taxes due by over $1.00 the system will prompt you to apply 
a refund.  

2 1 

3 

4 

5 
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If you respond “Yes” you will be taken directly to the screen to apply the refund.  
Responding “No” will cancel the payment on the tax.  On the “Apply Refunds” screen 
you must make a few choices.  First you must determine the amount to refund.  
Normally the system will load the full amount into this field (red arrow #1) for you.  
However, you can change this amount if necessary.  The second thing you must do is 
validate the person and address to whom you will send the refund (red arrow #2).  The 
system loads the Payor information on the Payment screen automatically for you since 
this is normally where the refund will be sent, however you may change this information 
if necessary.  Additionally, you may also pull the taxpayer information into the field by 
clicking on “Display Account Address” button.  The final thing you must before applying 
a refund is to give a reason for the refund (red arrow #3).  

 

 
 

 
 
 

2 

3 
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Additionally, if you accept a payment for less than one dollar over the tax payment 
amount you will be asked to accept the payment.  The remaining amount will be set in 
an overages and underages account in the system.  Similarly, if you receive a payment 
for less than $1.00 under the tax due you can receive it as full payment.  The only 
decision here is to accept the action.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 The offsetting nature of this process is auditable in the system and normally results in a 
nominal difference in the amount collected and the Tax Duplicate amount.  This does 
not relieve the Tax Collector of turning in the appropriate tax amount to the taxing 
authorities. 
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Adjust Tax Bill 

 
This area is used to make all adjustments to the per capita tax bill.  Note that you can 
select to adjust tax amounts for units by turning on or off units in the “Adjust Tax 
Amounts For:” area (red arrow #1).  Select the type of adjustment by clicking on the 
arrow in the large blank field on the top right (red arrow #2).   

 

 
 

Hint:  If you make an error hit the “Clear Screen Button” (red arrow #3) 
 

1 

2 
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The window at red arrow #1 will pull down 2 choices for 
adjusting a tax bill, they are: 
 
Adjust an Existing Tax Bill 
Add a New Tax Bill to the Duplicate 
 

 
 

1 
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Once you have selected the type of adjustment you are going to make then, as in the 
receive payments screen, you enter the bill number to bring up the remaining 
information on the parcel.  You will see the Bill# field after you select the type of 
adjustment you need to make.  Once the data is up you need to specify a reason for 
making an adjustment (required by the software) for auditing purposes.  Enter the 
reason in the “Reason” field and then tab out (red arrow #1).  You can select to print a 
new tax bill, which will automatically print the bill when you complete the adjustment, 
and send it to the selected printer (red arrow #2) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can change values for the County, Township or School Per Capita Rates by 
entering the amount or setting the amount shown to zero.  Tab to the field you wish to 
change and type in the value or amount.  Fields that can be changed are not subdued 
and/or have the typeface in bold. 

 

1 
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Note: the system automatically computes changes to totals after any adjustment 
is made. 

 
Once you’ve made the adjustment press the “ACCEPT” button to 
enter the change into the system.  The system will prompt you that 
the change has been entered with the following screen.  Click “OK” 
to acknowledge the change! 
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Act 169 Report 
 

This is the tax collector’s report to the taxing districts. Select the month you will 
be printing for from the drop down arrow (red arrow #1). Then choose which 
municipality (red arrow #2). Finally, select “Print Distribution Reports” and/or 
“Print Adjustments Reports” for the support documentation.  
 

 
 

*Now you will be able to preview the report prior to printing.* 
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Utilities 
 
Utilities are designed to help you perform tasks easier or to set system wide values.   
 

Maintain Millages:   
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Maintain Millages 

 

1. This module allows you to set the County, Twp/City/Boro, and School 
millages.  Additionally all your information for Tax Collection will be entered in 
this module.  Additional information to enter will be: the collection time frames 
by taxing entity and the discount, face, penalty periods.   

 

NOTE:  When you receive your data disk from the county these areas will 
populate with the data you provided us on the Tax Collector Information 
forms.   
 

2. Let’s take a look at the Maintain County screen.  Simply enter the Millage 
information in R/E and the Discount and Penalty percentages.  For Per Capita 
you fill in the amount (dollar figure) and the discount and penalty percentages.  
You will see that there is a place to enter special taxes and to apply a Tax 
Name to them.  The County currently has no County-wide special taxes.  The 
Library Tax is not County-wide, and is therefore addressed in the 
Twp/Boro/City screens so it can be applied to individual districts; it is only 
addressable in the County billing system!  This software allows you to make 
changes to these values, but you should only do so if the county sends out a 
Millage correction!  Normally you will not need to do any entry in this 
screen!  
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3. The next screen is the data you’ve been sending to the county on the Tax 
Collector Information forms.  Please note the limited space that you have to 
enter name, address, and office hours.  Be careful when you enter or change 
this information because computers space proportionally and entering too 
many characters will result in the printing overrunning into the barcode on the 
bills! It is a good idea to fill this area in and then print one Real Estate and 
one Per Capita tax bill to verify how it looks.  Notice also there is an Early 
Billing information area and a Late Billing information area.  This allows you to 
set different information for both periods and the bills will reflect this 
Early/Late relationship.  (NOTE: The Software automatically changes to 
the Late Billing Period on July 1st each year!).   In this screen the County 
and School information is grayed out and cannot be edited.  The “Figure 
Dates On Mail Date” button allows you to enter the mailing date set by the 
taxing entity and it will load the remaining dates.  This should save you time in 
filling out the Discount, Face and Penalty timeframes.  If you are going to 
adjust the dates for the billing periods this is the area to do it!  We have made 
changes to the default dates for the late billing period to allow collection of 
local taxes prior to the late billing cycle for trailers. 
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4. The School Millage Screen allows you to enter the School Millage or to set a 
State Tax Equalization Board (STEB) calculation into the software.  This 
calculation is used by some School Districts to determine taxes in their 
districts.  When you receive your data from the County the appropriate 
information for your school district should be pre-loaded.  However, if your 
school district uses this calculation you should be able to get it from the 
School District Administration office.  Note that in the screen it shows mailing 
dates for the school district.  The dates are pulled from the Late Billing 
information in the Twp/Boro/City Millage since they drive this billing cycle.  
Also note that the billing cycle is locked at Bill School Late this cannot be 
changed in this module. 
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Zip and Email Data File to GSS 

 

When you select this utility it takes your database, compresses it and then uses 
your email client to send the file to GSS.  This allows the vendor to see problems 
with your data and assists in fixing problems.  You will only need to use this file if 
you have a problem and either the County ITS office or the vendor requests it.  
All you should need to do is press the button and then when it pulls up your email 
program click on the send button to send the email.  (Some Firewall and Anti-
virus software will not allow this to occur!) 
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Create Left for Collection File 

 

This utility creates a file that mirrors your Real Estate Left for Collection Report.  
We only do Real Estate because Tax Claim only handles the delinquent Real 
Estate.  Highlight and click on the “Create Left For Collection File” area and it will 
bring up the utility.  This is a simple utility to use as it only has two choices, either 
you select to email to the County or you just allow the file to be created on your 
desktop.  Either way, please bring a copy of your Database Backup to the 
Courthouse when you settle.   
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Backup Database 

 

The backup feature appears every time as you close out of your software to 
remind you to back up your data.  From a data security perspective you should 
do this frequently and you should occasionally store your data (on a CD) at a 
location different than where you keep all your files. “An ounce of prevention is 
worth a pound of cure.”  The screen below will pop up when you close the 
program; clicking the “Yes” button will take you to the next screen, whereas 
clicking on the “No” button will immediately exit the program. 

 

 
 

This screen allows you to backup files on your hard drive and to save to your desktop.  
You must specify the File Name (red arrow #1) to use for the backup.  We commonly 
use the district numbers and a day month year format here in the county, for example: 
Dist11 August30-2021.  Since you are only dealing with one district you may just want 
to use the date sequence and leave the district out.  Please note that you can save a 
backup file (Taxcoll2021.bkp) to your desktop (red arrow #2) as well, this allows you to 

copy to a CD or email the file                                 

1 
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Restore Database 

 

This feature allows you to restore a backup to be the current database. 
 
“WARNING!!!  THIS WILL OVERWRITE YOUR EXISTING DATA!!!!!!” 
 
Do not perform a restore unless you are absolutely sure that the current 
database is corrupted, or unless directed to do so by the ITS Office or GSS after 
they have worked on your database file.  On the next screen you will see that you 
can choose to restore from your hard drive (the normal backup location) or from 
your desktop.  If you choose to restore from your desktop you will need to make 
sure that the “TaxColl2021.bkp” file on the desktop is the one you want to 
restore from.  By allowing this feature you can quickly and easily restore your 
data from a disk by copying the file to your desktop and then running the utility. 
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The next Screen shows you a message that indicates the date and time of the file you 
are restoring.  
 
 “VERIFY THAT THIS FILE IS CORRECT BEFORE PROCEEDING!!!!! 
 

 

 
You will receive a message that the file has been restored 
successfully after it has completed the process! 
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a. Verify Database Integrity 

 

This feature does several actions when you start it. 
 
WE ALWAYS RECOMMEND THAT YOU BACKUP THE DATABASE BEFORE 
RUNNING THIS UTILITY!!!! 

 
This utility checks the master file against the adjustment and update tables to insure 
that the files relate properly to one another.  If not, it will delete the record and print a 
report to tell you which records need re-entered.  It also checks all tables for null entries 
and changes them appropriately to a space.  (Occurred early in the spring when added 
and adjusted bills had to be corrected.) It also compacts and repairs the database so 
that it does not take so much space on your hard drive and replaces any lost 
relationships between the tables due to edits to records.  (This is a little technical, so 
don’t fall asleep!)  This utility should be run anytime you receive a run-time error and 
before you call for assistance.  It is the first action we will have you do from now on 
when you call if there is a run-time error involved!  Click on the “Verify Data” button to 
run this utility.  When it is complete you will get either a completed successfully 
message or a run-time error message (call us if you get the latter!) 
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b. Late Billing Routine 

 

This last utility is the utility to make your jobs easier.   But first a warning!  Because 
there are several subroutines that perform calculations there is the possibility that you 
may not want to run all the routines.  You may choose the ones you want to run and not 
select them all.   
 
Exceptions: (Remember, if you don’t run the routines you will have to do these actions 
manually in the adjustment modules for all records that require them!)  And as always, 
BACK UP YOUR DATABASE BEFORE RUNNING THE ROUTINES! 
 
If you have an exoneration (RE or PC) that applies to the County but not to the 
Township or School, you may not want to run the exoneration calculations.   
 
If you added bills that shouldn’t have values for Township or School you may not want 
to run the calculations for added bills. 
 
Now that we have the exceptions out of the way let’s go through the routines by section:  
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Print Real Estate/Per Capita Exonerations for the Year – These do just what it says.  
If you are going to do your exoneration(s) for the late billing manually you will still want 
to print this report so you can see what bills to adjust in either Real Estate or Per Capita. 
 
 
Calculate Real Estate/Per Capita Taxes for Added Bills – These will use the Millage 
information or Amounts in Per Capita and calculate and place the values in the 
database for all added bills.  It also creates an adjustment for each bill to keep the audit 
trail in place. 
 
Exonerate Real Estate/Per Capita Bills that already have County Amounts 
Exonerated – If all your County exonerations should carry to the Township and School 
then run this routine and each taxing entity amount will be set to zero.  If not, do not run 
this routine and see the exceptions above!   
 
Print These (RE or PC) Exonerations – This printed list will be the list of bills to pull 
out of the bills printed by GSS for the county.  These bills do not need to go out! 
 
Print Real Estate/Per Capita Tax Bills with Address Changes – This does what it 
says but the Real Estate Bills are only updated for dates after the final change date 
given by Assessment;  that was June 16th for 2006!  For Per Capita it does them all.  
Once these bills are printed you should replace the bills printed by GSS for the county 
that match the bill number on these bills.    
 
 
 
By following the Late Billing Routine you should have deleted or replaced the GSS 
produced bills appropriately and should be able to send out your bills to the taxpayers! 
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Scan   
  
 
This module activates the scanner so that the Bar Code system can be used.  You must 
have a barcode scanner to use this module.  When this update was sent instructions 
were provided in a series of video clips on the CD to walk through setting up a scanner 
with a computer.  The directions provided were from the scanner that the county uses 
which is an IDTECH Econoscan hand scanner with a USB connection.  These scanners 
are available on the Internet.  In the screen below you can either follow the path shown 
in highlights or you can activate the module by pressing the function key F12. 
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 This is the scanner module screen.  (You won’t miss the screen color!)  You can 
either select a function from this screen by clicking the mouse in the appropriate circle 
just left of the function, or you can go into the appropriate module in either Real Estate 
and Per Capita.   
 

 
 

 Once you have connected the scanner and have tested it according to the 
instructions on the video clip you can begin scanning.  Activate this module and scan a 
barcode.  The scanner will pull up the module you selected from the screen and load 
the correct data.  After you have completed the action (receive a payment, adjust a bill, 
or reviewed a receipt) and the screen clears you can then scan the next item.  If you 
use the scanner with the Real Estate and Per Capita module rather than this screen it 
will bring up the correct screen with all the data loaded.  You can also review receipts by 
scanning on them and it will bring up the receipts module.  You must remember to clear 
the screen after reviewing a receipt. 
 
 
 

 


