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Tax .NET 

New Treasurer Webinar Tax Classes
COVID-19 has restricted our ability to hold in person 
classes at our training facility. However, training remains 
a priority for BS&A Software. With 2020 being an election 
year, we recognize and anticipate the need to offer 
resources for new Treasurers. 

Starting with the 4th quarter of 2020, we will begin to 
hold our Tax Level 1 and Level 2 .NET training classes 
remotely. Class descriptions and material remain the 
same. Level 1 focuses on starting your new tax year 
database and roll preparation. Level 2 is geared towards 
working within an established roll, and includes accepting 
payments, entering adjustments, running reports, etc. 

Tax I .NET Webinar – December 7th 2020
Tax II .NET Webinar – December 8th 2020

Each class is one full day from 9:00 a.m. – 4:00 p.m. We 
will break for one hour for lunch. 

Webinars are $150/person, and registration is available on 
our website at http://www.bsasoftware.com/News-Events/
Upcoming-Events. When registering, you will need to 
include your contact information and email address. We 
will use your email address to invite you to the remote 
session(s) that you select. 

Please note, these classes are not intended for continuing 
education credit. They are specifically for new Treasurers 
and staff navigating their new positions.

Looking Ahead
As you prepare for the Winter tax bills to go out, we 
want to remind you of a handful of items that should be 
reviewed.

For our customers who prepare their own roll and print 
bills, we offer a Winter Billing Checklist on our website. 
You may also access this checklist through your software 
manual. Look for Yearly Checklist Companion in the 
Contents pane.

Some of the most important points in the checklist are:

o Check millage rates. Enter, change, or delete any 
applicable millage rates, and have other people review 
the rates as well.

o Import or enter any special assessments that need to 
be billed in the Winter season. These can come from a 
variety of places including, but not limited to, the BS&A 
Special Assessment application; from the prior year 
Tax database; from a spreadsheet; from Utility Billing. 

Assessing .NET
Looking Ahead
The Consumer Price Index (CPI) used in the Cap Value 
formula is typically released by the STC in late October 
or early November. As soon as it becomes available, an 
update to Assessing will be distributed.

Assessing/Equalization

Tax Suite

Community Development
Building Department .NET

Fee Groups on 
BS&A Online
Fee Groups can now 
be set up to display 
and use online. 
Establish a specific 
group of fees for a 
given permit type so 
applicants can select 
all of the given fees 
with a single click. 
This is found under 
Program Setup>1. 
Database Setup>
Fee Groups>Permit 
Setup.

Review the amounts being billed and whether or not an 
admin fee should be charged.

o Update names and addresses. For those who link to 
the Assessing application, just prior to printing your 
bills or exporting to a third party print company, run 
the Write Floating Values utility. If you are not linked 
to the Assessing application, have the Assessor provide 
you with a file called Names.txt which can be imported 
to update any changes the Assessor has made since 
the summer season.

Here are some important points to remember if the 
county prepares the roll. These steps are very basic. 
Your county may have a different process, so please 
communicate with your county to make sure you have 
the correct information. First, here are some things you 
DO NOT want to do during the process of preparing your 
Winter roll.

o DO NOT start a new database for the Winter season. 
Summer and Winter seasons exist in the same 
database.

o DO NOT alter any existing Tax Names and Millage 
Rates that are already set up for Summer.

o Other than Adjustments, DO NOT attempt to import 
values from Assessing.

When you receive data from the county, DO:

o Make a backup of your 2020 Tax database.

o Import data from the county – Any parcels that trigger 
the Adjustment Differences warning during the import 
process should be reviewed for accuracy. It is possible 
these differences could cause you to not balance at 
settlement.

o Balance the data that is imported to reports provided 
by your county.

Your county should provide you with any additional steps 
you need to take in the process of preparing for the 
Winter collection.
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Financial Management
Looking Ahead

Utility Billing .NET
Annual/Bi-Annual Delinquent Process: Transferring 
delinquent accounts to a tax bill* should always begin in 
the Utility Billing application. UB has a built-in process 
that calculates the balances as of a specified date, 
completes the adjustments to remove the balances 
from the UB account, and creates a file that can then be 
imported into BS&A Tax. This is located in Tasks>Export 
Delinquent Utility Bills to Tax. Support offers a user-
friendly document to outline the process, but we also 
welcome calls and/or emails to walk through the process 
together.

*Please note that the municipality determines the criteria 
for delinquent balances that get transferred to Tax for 
inclusion on the tax bill.

Rate Changes: After any rate changes, it is vital that 
the billing register is run and thoroughly reviewed
before the bills are journalized. Once the bills have been 
journalized, tools to correct incorrect billings are strictly 
limited. Please feel free to contact Support if you have 
any questions regarding rate changes.

Friendly Reminder: For those municipalities with a 
fiscal year end of June 30th, December 31st is the last 
date to be sure that the year has been rolled over in 
General Ledger. Starting January 1, should you receive 
an error message about posting to a closed period, be 
sure to check with your finance department to make sure 
that they have completed the year end rollover process. 
If they have not, please have them contact Support and 
we would be happy to assist them.

General Ledger .NET

Year End Rollover
As a reminder for municipalities with a fiscal year end date 

Update on Training Classes
As you know, COVID-19 has restricted our 
ability to hold classes at our Training Center 
and elsewhere. Until further notice, we will 
continue to suspend in-person training. BS&A 
continues to monitor COVID-19 conditions, 
and will follow the recommendations of the 
CDC and others. 

Several remote group trainings have been 
scheduled. Please visit our website to register. 
Class sizes are limited. Additionally, one-
on-one and small group training can be 
scheduled remotely as well. Please contact us 
for a proposal. 

Permits>Shared Fee Schedules
When a permit is set up with a Parent Permit Type, a new 
“Shared Fee Schedules” option is available. This allows 
you to select and re-use any fees configured on the given 
parent permit type, saving on extra work and duplicate 
fee setup.
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of March 31st, the year-end rollover process will need to be 
completed before September 30th to prevent any posting 
date errors in BS&A. This needs to be done in both GL 
and PO. You can find helpful instructions on the Year End 
Rollover Process in the online help manuals, courseware, 
and videos, all accessed through the Help menu in the 
applications.

Municipalities with a fiscal year end of June 30th will need 
to complete this process before December 31st.

HRMS .NET

Remote Learning Sessions
COVID-19 has restricted our ability to hold in-person 
User Groups at our training facility.  However, delivering 
the important information that you are accustomed 
to receiving each year remains a priority for BS&A 
Software. With 2020 being an election year, we recognize 
and especially anticipate the need to offer these 
resources for new clerks who will be completing their 
first year-end in the HRMS applications. 
 
Starting with the 4th quarter of 2020, we will begin 
offering remote learning sessions for the HRMS Year-
End processes in lieu of our Year-End Regional User 
Group meetings. These sessions will be done remotely 
via WebEx, and will be limited to a total of 20 attendees 
per session.  Each session will be 3 hours in length and 
will be held in a live webinar style, with opportunities for 
attendee question and answer periods designated by the 
presenters.  Each session will cover the same agenda, 
so registering for one session that works best for your 
schedule will provide you with all of the information we 
will be covering. We will also have electronic hand-out 
materials for each attendee to download and save for 
future reference to the topics covered in the session.  A 
recorded session file will be made available for those that 
are unable to attend after the final session concludes on 
December 10, 2020. 
 
These remote sessions will be free of charge and will be 
available for registration on our website by going to the 
event calendar and clicking on the session date you are 
interested in:  http://www.bsasoftware.com/News-Events/
Upcoming-Events. When registering, you will need to 
include your contact information, email address as well 
as select which session you would like to attend, either 
the AM or PM session. We will use your email address 
to invite you to the remote session that you select and 
communicate with you regarding any agenda or changes 
to the session.  Because of limited spots in each webinar, 
we do ask that only one member from the municipality 
register for a single session. 

Agenda
An agenda for topics covered will be made available to 
registrants prior to the event and will be sent via email.  
This session will tentatively cover the following, but will 
not be limited to: 
  • Year-End Balancing and Reporting in Payroll 
  • Federal Tax Tables 
  • W2 calculating, processing and printing 

Tax Team 
Daily you will find our Tax support team assisting our 
customers – by phone or email – in using our suite of 
Property applications. These applications consist of: Tax 
(TX); Special Assessments (SPAS); Delinquent Personal 
Property (DPP); Animal License (AL); PRE Audit (PREA); 
Drain Assessment (DA); and Delinquent Tax (Dlq Tax). 
Our key focus is to deliver unparalleled customer service 
to our customers by teaching them how to procedurally 
use the applications within their daily functions and roles 
as treasurer or municipal employee.

Outside of helping customers over the phone and by 
email each day, the Tax Support team works hard on 
other projects and responsibilities that not only help our 
customers, but also help BS&A as well. Some examples 
of these projects include: 

•  Leading numerous training classes for customers 
including Tax Level 1 and 2 for customers 

•  User Group coordination and communication for our 
county and local unit users

•  Leading User Group sessions
•  Mentoring new and existing team members who are 

learning the property applications
•  Onsite and remote trainings as needed and requested 

by customers
•  Onboard our new County customers and their local 

units
•  Organize and perform database conversions
•  Perform Quality Assurance testing on application 

changes or enhancements as well as updates to the 
applications

•  Monitor legislation and keep a pulse on changes 
effecting our customers and applications

•  Leading internal classes for BS&A team members 
wishing to learn more about the Property Applications

•  Additional consultation and research time after a call 
or email exchange has been completed. Often, the 
support team member will do additional research on a 
customer issue, question, or new feature request.

The busiest months and times of the year for Tax 
support are: the months of March, June and November. 
In June, all of our property tax customers must start a 
new database for the new tax year for the purpose of 
billing property taxes and sending out a tax bill July 1st. 
In November, our customers are preparing to bill out a 
second tax bill for the winter on December 1st. In March, 
all of our local unit customers go through Settlement 
where they balance out their tax year and any unpaid 
real property parcels are then the responsibility of our 
County customers. Our June calls are not only increased 
in volume compared to other months, but also in 
duration. There are many steps to this process and our 
tax team is dedicated in giving their undivided attention 
and exceptional customer service to ensure that this 
crucial step in the new tax year cycle is successful. 

Team Spotlight



Technical Support
We encourage you to utilize our Help Menu feature in all .NET 
applications to either send a call-back request or an email 
request to the support team.  All requests will continue to be 
answered or returned within the normal turn-around time that 
our customers are accustomed to.  

Alternatively, regular email requests are also encouraged. Both 
options are especially useful for those customers who do not work 
in their offices each day during regular business hours.

Please keep in mind not all situations can be handled through 
email. Occasionally we may need to speak with you.

Assessing                           ASGSupport@bsasoftware.com
Tax                                        TaxSupport@bsasoftware.com
Delinquent Tax                                TaxSupport@bsasoftware.com
Delq Personal Property           TaxSupport@bsasoftware.com
Special Assessment                  TaxSupport@bsasoftware.com
Community Development                  CDSupport@bsasoftware.com
Utility Billing                           UBSupport@bsasoftware.com
Financial Management                      FMSupport@bsasoftware.com
Payroll/Human Resources                      HRMSSupport@bsasoftware.com
BS&A Online                                   BSAOnlineSupport@bsasoftware.com
I.T. Team                                    ITSupport@bsasoftware.com

Sending Data to Support
The easiest, most efficient way to send BS&A data is to use our 
FTP process. This works for both Pervasive and .NET:

1.  Back up your database.
2.  Go to Help>FTP>FTP File to BS&A Software.
3.  For .NET, File to Upload defaults to the backup file you  

just  created; click Ok. For Pervasive, you will need to 
browse to the backup file; do so and click Send.

4.  For .NET, go to Help>Contact Customer Support>Email 
Support. For Pervasive, go to Help>Email [deptname] 
Support.

5.  For .NET, verify the information in the Subject line (your 
license file and version date information). For Pervasive, 
enter a Subject.

6.  In the body of the message, notify us of the FTP upload, 
and be sure to add your name and a contact number.

Should you need to send data via regular mail, please remember 
to note on your envelope or enclosure the team or person that 
has requested the data.  It is also important to label the media.  
Our goal is to serve you as quickly as possible and unlabeled 
items could cause a delay in that process.

Annual Service Fees
Your Support Agreement, which covers program updates and technical support, guarantees that fees will not change for the first two 
years that your municipality uses our software. After that time we reserve the right to increase fees by the cumulative Consumer 
Price Index. Therefore, if you were a new customer in 2018, your 2020 Support Fee will increase no more than 3%. This does not 
apply to upgrades to the .NET applications where fees are increased by the annual CPI.

Assessing .NET Training Classes
I - Program Introduction & Setup
Recommended for the Assessor or designated new user of 
Assessing/Equalization. This class covers all master list setup in 
Program Setup and its importance in data entry and reporting. 
Roll balancing and frequently-used reports are also covered. 

II - Assessment Roll & Data Entry
This class demonstrates how to perform the assessment roll 
including name/address changes, sales, uncapping, P.R.E.s, 
building permits, and processing splits/combinations. Entering all 
types of appraisal information is also covered.

III - Land Tables, ECFs & Sales Studies
Designed for the user that will be responsible for creating/
maintaining land rates, analyzing/setting ECFs, and performing 
sales studies. This class also reviews related reports for each of 
these features.

IV - Assessing Cycle & Special Acts Parcels
This class reviews the entire assessment cycle, beginning with 
creating a new assessment year database, rolling over the 
database, and processing all types of adjustments through end 
of assessment roll review (necessary prior to sending Change 
Notices). As a part of this class, Special Acts parcels are reviewed 
with ideas and reports that are useful for managing special rolls.

Using Apex with Assessing/Equalization
This class covers the use of Apex (latest version available) with 
Assessing/Equalization .NET. Setup within Assessing/Equalization 
is covered, along with frequently-used commands. Practical 
examples of drawing buildings and land are also given.

Personal Property
This class is designed for Assessors, Appraisers, and other office 
staff who perform duties pertaining to the processing, data entry, 
and reporting of Personal Property.  Topics discussed in detail 
are printing of the personal property statements, processing 
statements, assessing buildings on leased land, estimating 
assessments for non-filers, and Board of Review changes.

Land Value Modeling
This one-day class begins at square one: how to create land 
tables and how to attach parcels to those land tables, both one-
at-a-time or en masse using tabular and GIS methods. This class 
also illustrates how to populate essential fields in order to analyze 
the market value of land using a number of different units of 
measurement: per acre; per actual front feet; per effective front 
feet; per square foot. Buildable units and site value are also 
taught. Finally, you will learn how to utilize land-to-building ratio 
and land residual techniques using BS&A’s Assessing program.

Using GIS 
This class covers the GIS tools available in our .NET applications. 
Among other things, you will learn how to: create land value 
maps; identify parcels within x feet of subject parcels; display 
a wide range of fields on a map; use maps to set data fields en 
masse; include blocked and marked data on a map; put sales 
data on maps; use GIS map routes for field inspections done in 
conjunction with sales and permits, or on parcels in general. 

The following class outlines are listed for informational purposes only. We look forward to 
seeing you when we can return to in-person classes at our Training Center.  
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6-Hour Continuing Education Credit  
All Assessing & Tax Classes listed are hands-on and held at BS&A’s training facility. The State Tax Commission has approved 
these elective classes for 6-hour continuing education credit.  

Community
Development .NET 
Training Classes

Tax .NET Training 
Classes
I - Introduction & Creating a Tax Roll
Recommended for the Treasurer or person 
creating their first tax roll using Tax .NET. 
This class includes a thorough program 
overview, as well as general setup and tax 
setup items relevant to creating a tax roll. 
Importing from Assessing .NET, developing 
a tax roll checklist, and establishing millage 
rates for all billing types is also covered, as 
well as working with mortgage information 
and reviewing options for adding special 
assessments to the tax bill. A review of the 
reports available for balancing purposes 
and tax bill printing through out the roll 
setup is presented.

II - Working with the Tax Roll
Designed for any Tax .NET user working with 
an existing tax roll throughout the course 
of the collection cycle. Roll maintenance 
such as name/address updates, mortgage 
codes, deferments, and handling taxpayer 
inquiries is covered. This class also includes 
payment processing, adjustments, and roll 
balancing with reports related to each 
item.

Special Assessments
Program setup and creating a multi-
year, principal/interest type of Special 
Assessment District with various benefit 
calculation methods is covered. Creating 
a separate billing for special assessments 
and/or billing the annual installment on a 
current tax bill is also reviewed.

Delinquent Personal Property
Designed to acquaint new users with 
Delinquent Personal Property .NET. 
Topics discussed in detail are initial 
setup, importing parcels from shared tax 
database, data entry, generating reports, 
entering general ledger account numbers, 
and receipting. Also discussed is the 
built-in Report Designer.

Report Designer
This class introduces users of Tax .NET 
to the features and functions of the new 
Report Designer. Sample custom reports 
will be created, along with instruction on 
creating and using filters and queries.  

Financial Management 
.NET Training Classes
Intro to Governmental Accounting 1.0 
Using BS&A Software
This hands-on, classroom style class is 
designed for anyone wishing to grasp the 
basic concepts of fund accounting and how 
those concepts are applied within the BS&A 
General Ledger application. Main topics 
include:

• Fund Accounting 
• Fund/Department/Account Definitions
• The Accounting Equation
• Uniform Chart of Accounts
• Project and Grant accounting
• Report Profiles
• Budgeting

Intro to Governmental Accounting 2.0
Using BS&A Software
This hands-on, classroom style class is 
designed for anyone wishing to grasp the 
intermediate concepts of fund accounting 
and how those concepts are applied within 
the BS&A General Ledger application. It 
is recommended that those attending the 
2.0 class have a basic understanding of 
introductory fund accounting concepts and 
some experience in the BS&A financial 
management applications. Main topics 
include:

• Banking Setup and Reconciliations
• Pooled Cash
• Deposit Creation/Interest Allocation
• Financial Statements
• Interfund Activity
• F-65 Reporting

Basic Program Usage 
This lecture style class covers the basic 
features of Building Department .NET. 
Participants will be introduced to the 
layout of the program, along with the 
fundamentals of program management 
and data entry.  

Advanced Program Usage
This lecture style class covers the advanced 
features of Building Department .NET. 
Participants will be introduced to record 
type setup (including PZE processes), 
workflows, program security,  and table 
filtering. Other administrative areas will 
be covered as well, including report design 
and how to optimize report filters.

Report Designer
This interactive class takes the user through 
the theory, design, and functionality of 
your powerful new reporting tool. Each 
user gets interactive, hands-on experience 
with a knowledgeable instructor, walking 
them step-by-step through the process 
of creating basic reports and data filters. 
This class is designed for the experienced 
.NET user who wants to get the most out 
of their new software. You will have the 
opportunity to work with data and text 
fields, learn about data relationships, and 
create a report of your own.

The following class outlines are listed for informational purposes only.
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New Year’s Eve
Closed at Noon

Christmas Day
Closed
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Class Times 
Each class is one full day from 9:00 a.m. - 4:00 p.m. with an hour lunch break, unless otherwise noted.   

Fees/Invoicing 
Remote Training Classes are $150/person, unless otherwise noted. Please do not send payment until you are invoiced. 
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Register for classes. Visit our website at http://www.bsasoftware.com/News-Events/Upcoming-Events
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Thanksgiving Holiday
Closed

Christmas Eve
Closed

Tax I - .NET 
Webinar

Tax II - .NET  
Webinar

Thanksgiving Holiday
Closed
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HRMS Year-End  
Process Webinar 

AM or PM Session

HRMS Year-End  
Process Webinar 

AM or PM Session

HRMS Year-End  
Process Webinar 

AM or PM Session

HRMS Year-End  
Process Webinar 

AM or PM Session


