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A. Payments 

1. Receive Payments 
2. Adjust Tax Bill 
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4. Void Receipt 
5. Reprint Receipt 

B. Query 

1. Query Taxpayers 
2. Query Individual Taxpayer 
3. Query Receipts 

C. Distribution 

1. Distribute Receipts 
2. Print County/Twp/City/Boro/School Distribution 
3. Transfer Distribution File ï email & diskette 
4. Distribute & Print Refunds 

D. Reports 

1. Print Receipts for Deposit 
a.  Receipt Number Order 
b. Bill Number Order 
c. Date Credited Order    

2. Print  Address Changes 
3. Print Adjustments 
4. Print Tax Bills 
5. Print Summary Reports 
6. Print Returns Proof 
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8. Print Ineligible Act 1 Report 
9. Print Act 1 Zero Amount 
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1. Distribute Receipts 
2. Print County & Twp/City/Boro & School Distribution 
3. Transfer Distribution File ï email & diskette 
4. Distribute & Print Refunds 

D. Reports 
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6. Utilities 

A. Maintain Millages 
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2. Twp/City/Boro 
3. School 

B. Zip and Email Data File to GSS 

 



Version 2.7 

4 

 

C. Create Left For Collection File 

D. Backup Database 

E. Restore Database 

F. Verify Data Integrity 

G. Late Billing Routine 

 

7. Bar Code Scanning 
 

8. Printers 



Version 2.7 

1 

 

1. Introduction 
 

On behalf of the Crawford County Commissioners; Morris W. Waid, Jack M. Preston, and C. 

Sherman Allen, we are pleased to present this module to the Crawford County Tax Collectors 

for use in automating tax collection.  The module is designed to handle County, School, and 

Local tax collection.  Government Software and Services developed the module under 

contract with the County; however, the software was tested by Crawford County Tax 

Collectors and modified in several areas to insure that the needs of the local tax collectors 

were met.   

 

The Crawford County Commissioners are providing this software free of charge to encourage 

you to use it as your collection solution.  The use of the software is not mandatory!  It is 

strictly your decision on whether to use it or not.  The County feels the following reasons 

justify the expense: 

 

 The first reason is to standardize data countywide.  This module allows the County to 

provide you with the exact data used in the county offices to start your efforts.  This data will 

be provided to you twice annually so that when you start collecting taxes for the early and 

late billing cycles you will be directly aligned with the data maintained in the County! 

 

 The second reason is to allow the tax collectors a standard platform on which to 

perform their operations.  Should a tax collector need to handle more than one district then 

they would be familiar with the software and not require additional training. 

 

The third reason is to efficiently receive back into the county the results of your 

collection efforts during the year, and to settle your taxing district with the Treasurers Office 

each year. 

 

 As an added benefit your data, once submitted in electronic format, will be backed up 

on the county information technology systems as a part of the data protection program.  

Should you need to recover your data, we will be able to provide you a copy of the latest data 

you have submitted. 

 

As a final note, the software you are receiving will not stay static.  We are considering 

enhancements and we actively solicit your comments and recommendations for changes or 

additional features.  

 

 

Timothy A. Kelley 

Director, Information Technology and Services 
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2. Installation 

A. Getting your Data  

 

The County normally closes the Assessment file in early February.  Once the file is 

locked it is moved to the GSS tax system.  We will send GSS the data necessary to 

print tax duplicates and bills.  Then we will produce data discs for each of the districts 

that are using the GSS produced Tax Collector Software.  As soon as the discs are 

ready, we estimate mid-February, we will send them to you or you may pick them up 

at the Courthouse.  In the fall, once the School Districts have set their millages we 

will produce your second data disk so you can add the school data for real estate and 

per capita to your database. 

 

B. Installation Disk (Full Software Installation, First Time Installation) 

 

The initial installation disk will contains a self-installing file.  However due to 

changes in security settings by software manufacturers two things may happen:  If 

you place the disk in your CD tray and close the tray, your computer should detect the 

software and the installation menu will come up automatically.  Or if you place the 

CD in the CD tray and close it, you may hear the disk spinning up and then nothing 

happens.  If nothing happens you will need to follow the ñStart Setupò procedure 

below.  If your system brings up the setup screen automatically you may skip this 

procedure and begin the installation procedure that follows the Start Setup procedure. 
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Start Setup ï This procedure will walk you through the steps to manually begin the 

installation process. 

 

Step 1  Select the ñStartò button at the lower left (on most systems) of your screen.   

 

Step 2  Then after the next screen comes up select the ñRunò command, as shown 

below. 
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Step 3  When the system pulls up the next screen you will want to select the 

ñBrowseò button. 

 

Step 4  On the next screen you will need to select my computer from the left side of 

the window as shown below. 
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Step 5  Next you will need to select the CD drive that you placed the disk in, I have it 

in the drive highlighted below.  Please note that there is a number on the line, this is 

the disk number and is applied when I burn the CD for you.  Once you highlight the 

CD drive select the ñOpenò button on this screen (red arrow). 
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Step 6  Highlight the Setup Icon by clicking on it then click the ñOpenò button. (red 

arrow) to load the Setup program for running 

 

 
 

Step 7  When you see the screen below all you have to do is select the ñOKò button 

and the software will load the setup screen which is the first step of the Installation 

Process. 
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Installation  Process  

 

Step 1  If  when you put the disk in the system the CD auto-runs  you will see this 

screen, make the appropriate selection.  The system will then start copying files and 

will end up on the screen that states that installation was completed successfully.  

This was changed for tax year 2010 to eliminate the multiple questions that the 

installation program required the user to answer.  If you do receive any other screens 

during the installation please remember to answer them in a manner that allows the 

installation to complete (Continue, OK, Next, Yes é..) 

 

NOTE: PLEASE DO NOT INTERRUPT THE INSTALLATION  

 

 
 


