Penalties

Questions? From within BS&A, go to Help>Contact Customer Support and select Request Support Phone Call or Email Support. Or, you may call us at (855) 272-7638 and
ask for the appropriate support team. Questions for our I.T. team may be submitted by phone (same number), or by emailing itsupport@bsasoftware.com.

Penalties can be easily set up, assigned to fees, and applied to delinquent invoices in just a few steps. This help doc outlines all

three scenarios.

Setting Up a Penalty

1. Goto Program Setup>Database Setup>Penalties.

2. Click the green Add button and select the Invoice Item Category.
3. Enter a Description (penalty name) and click Ok.
4. Select the Penalty Amount type:
Percentage based example, Original Fee $230.00
using 5%, to be entered as
5.00000 Percentage 5%
Penalty Amount $11.50
Total Amount Due {using rounding) 5242.00
Flat Dollar Amount OriginaIFee 5230[][]
example
Flat Dollar Amount 510
Total Amount Due $240.00

Rate Table example

amounts.

Click the Setup Rate Table button and set the rates up as percentages or flat

Penalty Rate Table

Penalty Item:  Engineering - Penalty

Rate Table:
From Days To Days Percentage
1} 30 0.00
31 &0 0.00
61 a0 0.00

<double-click or begin typing hereto add a new row.>

=
Flat Amount
$5.00 | 3
£10.00 | 3
$15.00 | 3

Original Fee 5230.00
Penalty Amount (65 days) $15.00
Total Amount Due 245 .00
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5. If applicable, turn on the Penalty Invoice Item is Lienable setting and enter the Transfer to Tax Code.

6. Click the GL Settings tab and set up the distribution. Please feel free to contact Support for assistance.

General EgEI‘ Information

Setup the General Ledger Distribution for this item
GL Distribution: Enforcement Fees
Distribution Details:
Billing Debit GL Billing Credit GL Receipting Debit Receipting Credit
Mumber Mumber GL Mumber GL Mumber Percent
{Receivable) (Revenue) {Cash) {Receivable)
1071-000-040. 000 1071-000-650.000 1071-000-001.000 101-000-040.000 100.00

Assigning a Penalty to a Fee Item

1. Goto Program Setup>Database Setup>Fee Schedules and select the Record Type (permit, enforcement, etc.).

2. Locate the fee to which you are assigning the penalty.
3. Turnon the Fee is Penalizable setting.
4. Click the Setup the Penalty for This Item command link and select the Penalty.
Fee Schedule Setup =
a9 B e bl Add @] Delete | (8l Audit |3 Tools ~ G Test & Wizard Feegof 17
Filter:  Permit Type - General - Standard Item -
[BasicSett’mgs]Input Upt\onsTUutput Upt\unsTGLSettlngsTUnlmeSettmgsw
‘General Information
Fee Desaiption: [] Inactive
Category: |Standard Ttem ‘
[] Escrow Fee  HELP
Count Toward Minimum Fees
[] Show Only In Fee Groups
CalculationType FAmount Per UnitCost
furit | 160.0000000
InsertQuestion
‘Enter Number of Hours |
ransfer Settings
[] Fee is Lienable HELR
Transfer to Tax Code: (ootional)
P ——
ax/Penalty Settings
Fee is Penalizable
Setup the Penalty for this item ’
Penalty Item: Engineering - Penalty
Discard Changes
5. Click Close.
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Importance of Due Date on Invoices

When you're adding an invoice with fee items subject to Penalties, pay close attention to the Due Date. Penalties are assessed
using this date.

Edit Invoice X
-4 B e L@l Audit | [ Tools = | e Take Payment | (& Print Invoice(s) = Invoice 162213 of 162221
| |
Tnvaice Number: Effective Date: =
Bill To: Payment Terms: I:l ,'5-'
Parcel: Journalization Status:  Tx Required
Applying Penalties

A default filter is applied to find only those invoices with a balance due and a due date prior to "today's" date (the date you run
the task). You may change this default filter. The penalty is added to the original invoice as a separate line item.

1. Go to Tasks>Apply Penalties. The task loads using the default filter of All Overdue Invoices. You may change the filter
using the Edit Filter button (1) or the Quick Filters pane (2).

Apply Invoice Penalties X

Edit Filter. o
Population: All Records
None
Quick Filter Invoice.AmountDue > $0.00
Quick Filter Invoice.DateDue < 09/15/2017
Records Found: 51
@ Al Overdue Invoices Filter by fee category: l:l
O overdueby 30 davs Fiter by fee description: l:l

[ Allowapplication of penalties to previously penalized invoices

Bahrumber: [ | Display wamings on status report

Itis recommended that you first process a PROOF RUN. This wil allow you to verify the process
runs correctly and applies the correct penalties before committing changes to the program.

(® Proof run (Generate report anly)
(O Live run (Commit changes and generate repart)
Optional Tasks:

Apply Penalties
Print Invoices Journalize Penalties

Batch Number is set automatically by the program.

w

Proof Run is the default selection. A proof run should always be done before a live run to ensure the data is correct.
Click Apply Penalties, then click Yes to view a report. Penalties are not applied at this point.

Carefully review the report before you close it.
Click Ok to clear the Trial Mode prompt.

Provided everything is correct, select Live Run, then select Apply Penalties, then click Yes. Penalties are applied.

Optional. Click Print Invoices to print the penalty invoices and mail them to the Responsible Party.

©® N o A

Click Journalize Penalties. This is especially important for Enforcement fees, which are typically accrual-based. Penalty
invoices need to be journalized in order for revenue to be credited and the appropriate receivable to be debited.
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