Version 2.7

CRAWFORD COUNTY TAX COLLECTOR SOFTWARE
TRAINING AND USER MANUAL

Software Developed by Government Software and Services (GSS)

Updated to Coincide with Software Versi0.0.0.0



Version 2.7

OUTLINE

1. Introduction

2. Installation(s)

3. Standard 8ftware Controls
4. Real Estate Module

A. Payments

1 Receive Payments
2 Adjust Tax Bill
3 Change Address
4, Void Receipt

5. Reprint Receipt
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 i 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
Print Address Changes
Print Adjustments

Print Tax Bills

Print Summary Reports
Print Returns Proof

Print Ineligible Act 1 Report
Print Act 1 Zero Amount

Print Mailing Labels

©CoNob,rwWN

[
o

Print Left for Collections Report



Version 2.7

5. Per Capita Module

A. Payments
1. Receive Payments
2. Adjust Tax Bill
3. Change Address
4. Void Receipt

Q
1.
2.
3.

Query Taxpayers
Query Individual Taxpayer
Query Receipts

C. Distribution

1. Distribute Receipts
2. Print County & Twp/City/Boro & School Distribution
3. Transfer Distribution File i 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
7. Print Left For Collection Report
8. Print Mailing Labels
6. Utilities
A. Maintain Millages
1. County
2. Twp/City/Boro
3. School

B. Zip and Email Data File to GSS



G.

Version 2.7

Create Left For Collection File
Backup Database

Restore Database

Verify Data Integrity

Late Billing Routine

7. Bar CodeScaming

8. Printes



Version 2.7

1. Introduction

On behalf of the Crawford County Commission&isrris W. Waid, Jack M. Preston, afd
Sherma 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 moddér un

contract with theCounty;however the software was tested by Crawford County Tax
Collectorsand modified in several areasitsure that the needs of the local tax collectors

were met.

The Crawford County Commissioners are providing this softwaeedf charge to encourage
you to use it as your collection solutiolhe use of the software is not mandatoryllt is
strictly your decision on whether to use it or not. The County feels the following reasons
justify the expense:

The first reason iotstandardize 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 yotwice annually so that when you start collecting tafceghe early and
late billing cyclesyou 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 onettestri
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 theurezagOffice
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 abpgduide 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 theeatsasary 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 milebruary, we will send them to you or you magkthem up

at the Courthouseln 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 contasa selfinstalling file. However due to

changes in security settings fftwaremanufacturers two things may happen: If

you place the disk in your CD tray and close the tyaur computershoulddetect the

software and the installation menu will come up automaticdllyif you place the

CD in the CD tray and close itou may hear the disk spinning up and then nothing

happens. Ihothing happengou willneedtd ol | ow tt hSee tfu$toarpr ocedur
below. If your system brings up the setup screen automatically you may skip this

procedure and begin the installatiprocedure that follows the Start Setup procedure.
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Start Setup1 This procedure will walk you through the steps tanmaly begin the
installation process.

Stepl 8l ect the AStarto button at the | ower |

Step 2 Then after theext screen comes up seld@ii Runodo command, as s hc
below.

@ TaxCollSftwrmanver1.3 - Microsoft Word |

! Fle Edit Wew Insert Format  Tools  Table Window Help Type aqueskion for help = X
NEERSGERTE s n A9 8 30 REE)FT]er - e Gkl

 Final Showing Markup = Show v | ﬁ » é E} - ,_] a7 \ y} | E Accept or Reject Changes, 9 !

aju

1 CE e R e e F ~

fr-closesthe-Assessment-file-in-early -February - Once-the-file-1s-
-the-GE5-tax-system. ~We-will-send-GS5-the-data-necessary to-
nd-bills ~Then-we-will produce-data-disce-for-each-of the-districts-
Sproduced-Tax-Collector-Software -~ As-soon-as-the-discs-are
é Internet ) My Documents nid-February, we-will-send-them-to-yow or- yow may-pick-them-up-

Internet Explorer

Timothy Kelley

L;-} My Recent Documents F

.%i E-mail
Microsoft Office Outook, —9 My Pictures

Isk-(Full-Software-installation,-First Time-Installation)y
@ Remote Desktop N Y i
Connection _.J My Music

— nediskewill-containg-arself-installing-file -However-due-to-
@ Calculator g‘ Il S ettings-by-Software- Manufacturerstwo-things-may-happen:--If-
@ My Network Places -your-CD-tray-and-close-the-tray,-your-computer-should-detect-
. installation-menu-will-come-up-automatically. - Or-if-you-place
Excel . . L
E, Control Panel yand-closeit-you-may-hearthe-disk-spinning-up-and-then-
this-cccurs-yow will-need-to-sele ctthe-setup-from-the-diskto-start:
. Word geetf‘:urﬁgram Fes e -be-done-by-selecting-the-"Start™ button-at-the-lower-left- (on-

ur-screen. - Then-afterthe-nest-window-come s-up-select-the -

[ printers and F . -
& PilEn e -the-following-screen-after-the-setup-program-starts;-this-is-

g» Tax Collector
SonicWaLL Global PR Client 9) Help and Spport

I) Search
@ Easy CD Creator

@ Logitech ImageStudio )
" 50'““'1 Opens a program, folder, document, or Web site, i

All Programs D

‘s start # = € 3
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Step 3 When the system pullstiye next screen you will want to select the
ABrowseo button.

Step 4 On the next screen you will need to select my computer from the left side of
the window as shown below.

Document3 - Microsoft Word

Insert Format  Tools Table ‘Window Help Type aqueskion for help = X

: Final Showing Markup

i A4 Mormal

- Show~ |

x Times Wew Roman = 12 =

Browse |E||§

Lack in: ‘@ telley v| Q2 e -

o= (DD java [ TosHEA
. [_j 1) javaws [CD)UsetData
- Fecent 12 Jpi_rache [ WINDOWS
) .1 Application Data
@Cnnkies
@ @Desktnp
Desktop ﬂfFavurites
__Local Settings
Type the name of & program, Folder, d . (&My Dacumerts
Internet resource, and Windows will og V,\:) _IMetHoad
ty Documents )PrintHood
| crnd __Recent
__15endTa
g_' ﬁstart Menu
0K Cancel N Emm | Templates
Shaows the disk drives and hardware connected ko this computer, E

File name: | hd | [ Open J

4y Netwark Files af type; |Prngrams
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Step 5 Next you will need to select @B drive that you placed the digk il have it

in the drive highlighted belowPlease note that there is a number on the line, this is

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

CD drive select the fAiOpenod button on this

T Document5 - Microsoft Word

! File Edt Wew Insert Format  Tools  Table  Window  Help Type a question for help = 2

i Final Showing Markup ~ Show |

A4 Mormal = Times hew Roman
—_— —

Look in: ‘ 9 tdyw Computer "| o I} (=4 ‘

—y e Local Disk (C:)
l'_J 060 )
Recent S#.gss on 'gandalf ()
S Intuit an ‘Eowyn' (1)
8 Lagitech QuickCam Pro 4000 #3

My Documents

My Computer

— Type the name of a progral

7 Inkernet resource, and bing . .
File narne:

Open: | cmd My Network Files of type: | Frograms

E'_‘ij Documents - ¥
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Sep6Hi ghl i ght the Setup lcon by clicking on
arrow) to load the Setup program for running

T Documentb - Microsoft Word

dit  Wiew Insert Format  Tools  Table  Window Help Type a question for help = 2

[v]

Look ir: | () 060203_0852 (0:] vy @@ E

I:J [C)Package

= Type the name of a progra
Internet resource, and YWirg

File name: |Setup

Open: | cmd My Network Files of type: | Frograms

rmarer. .. Ua Documents - Microsaf...

Step 7 When you see the screekn betownall
and the software will load the setupesn which is the first step of the Installation
Process.
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T4 Document7 - Microsoft Word (- [[=][><]
Tools  Table  Window Twpe 2 guestion For help

Final Showing Markup = Shaw — |

{44 Mormal ~ Times MNew Roman

R TR

Type the name of & program, Folder, document, or
AT=]  Irternt resoirce, and Windsws wil apen I For you.

open: | Drisetup exe ~|

Cancel Brawse...

Ch 3
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Installation Process

Step 11f when you put the disk in the system the CD autts you will see this

screen, make theppropriateselection The system will then start copying files and

will end upon 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,

NOTE: PLEASE DO NOT INTERRUPT THE INSTALLATION

N e



