2023 GCS New Installation Instructions for Local Municipalities

Please read through these instructions and try to install your GCS system. If you need help anywhere
along the way, please feel free to contact Catalis at (800) 527-9991. You can contact Bob Anderson at
(608) 444-1182, banderson@townofwestport.org. You can contact Steven Cripps at (608) 266-4267 or
email him at cripps@countyofdane.com. You can also feel free to contact the Treasurer’s Office for any
content issues.

Before you begin this installation, verify that you have your data backed up in a safe place. If you are
sure your backups are working correctly, you can ignore this. You may just want to copy the entire
subdirectory where GCS is installed to a temporary holding place. The Data is usually in a “GCS”
subdirectory with a “TRCURR?” subdirectory beneath it. You will want to copy everything from the
“TRCURR” subdirectory to a “Copy of TRCURR” or something like that.

Tax Bills, Tax Rolls and Other reports:
You will have to log into AccessDane to get copies of these files.

Once logged into AccessDane, click on the Account button and then Documents

[l |Resources® & Account

& Ovmer " Address || P Parcel || Advanced Search v

Municipality Resources Account Profile

Address Exchange
\ e

Section Maps
View View r

ress updates for your municipality View resolutions and plan maps.

n supplied by the County

CITY OF MIDDLETON v 82 View as lcons

CITY OF MIDDLETON acuments

Folders in Documents:

Files in Documents:

No files found in Documents folder

Choose the Treasurer’s Folder
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file://///daneco.us/dfs/Department/Dc-Applications/Treasurer/Municipal%20Collections/Installation%20Instructions/banderson@townofwestport.org
mailto:cripps@countyofdane.com

CITY OF MIDDLETON ¥ 223 View as lcons
CITY OF MIDDLETON: / Documents / Treasurer = 2018pay2D19
Folders in 2018pay2019: 1 Go up a folder

No folders found in 2078pay2079
folder

Files In 2018pay2019:

Name Size Date Created
C Middleton 2018 Specials Paid 9-15-19.pdf 52.5kB  9/11/2019 11:43 AM
C Middleton -1 Specials Due ALL Yrs.pdf 84kB  9/11/2012 11:43 AM
255 Roll-FebSett _re.pdf 11.9MB  2/10/2019 4:18 PM
255_SumTxPmtBal-Feb_re.pdf 17.5kB  2/10/2019 4:18 PM
255_OvrPmi-FebSett.pdf 63.2kB  2/10/2019 4:18 PM
Page 1 of 7 Srows v Next

Then choose the 2023pay2024 folder (2018pay2019 is shown)

You should see your files listed under Local Collection Data.
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PLEASE NOTE:

If you receive messages from your virus scan when you install the software from the download, please
do not be alarmed. Contact Catalis at (800) 527-9991 and give them the message that you have
received. Itis likely that the virus scan will have to be stopped during the installation, if you do receive
a message.

If you notice that the GCS application starts very slowly after you install it, it may be necessary to create
an exclusion in your virus scan software for the GCS application folder. This exclusion will disable the

virus scan on the GCS application when it runs. Again, please contact Catalis to help you work through

creating the exclusion.

Municipal Collections version 26.00.00 Installation Instructions
The following set of instructions will step you through the installation of GCS Software’s Municipal
Collection’s program. If you have any questions about this installation, please feel free to contact

Catalis at (800) 527-9991.

Before you can start: You must go to the AccessDane website and download your data! It should be in
the Treasurer’s folder under 2023pay2024 folder. It is a file called 130662023MCFiles.zip where the red is
your state municipality number. Yellow highlighted is the year that the file is for. This should read 2023. Create
a folder on the c-drive and call it temp. Download this file to this subdirectory. You do not need to download to
c-temp, but you must remember where you download it to.

If you are a new user to GCS and do not have the GCS program installed
Log into the Treasurer’s Secure site, https://treasurer.countyofdane.com/municipal-treasurer-access,
and download from the highlighted link (GCS Program for New Installations):

City County Building, Room 114

210 Martin Luther King Jr. Bivd
Madison, W1 53703

Home Mill Rate» Split Tax Bill » Omitted Tax Bill» Update Account Log Out

Welcome to the Dane County Treasurer's Office Secure Site

Your Account is Associated with the TOWN OF WESTPORT
Please select a link below:

Mill Rate Worksheet View

Split Tax Bill Creation

Omitted Real Estate Tax Bill Creation

Omitted Personal Property Tax Bill Creation

Tax Bill Viewer

Bank Routing Changes Form(21 KB)

Process Documentation

Log Out
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https://treasurer.countyofdane.com/municipal-treasurer-access

You will be taken to the Sharefile site:

G+ & countyotdane

BB voruizsoonne

sharefile.com/share/view

Click on the Download button.

59cE28082bcaSIT42T317869

</>

MCFull25.00.00.exe
aue

Last updated
TIi28/2022 1234PM

Craator. Steve Crios

Click Run to run the update on the computer you are on.

User Account Control

Do you want to allow this app from an
unknown publisher to make changes to your

device?

MCFull26.00.00.exe

Publisher: Unknown

File origin: Metwork drive

Show more details

Yes

Click Yes

¥ GCS Municipal Collections Setup

Welcome
Welcome to the installer for GCS Municipal Collections version
26.0.0.

Please exit the Municipal Collections software before applying
this update.

Metwork license users, please exit the Municipal Collections
software on all workstations.

It is strongly recommended that you exit al Windows programs
before continuing with this installation.

If you have any other programs running. please click Cancel,
close the programs, and run this setup again

Othenwise, click Next to continue

Next >

Click Next
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System Requirements are shown:

Click Next

f_:;, GCS Municipal Collections Setup x

Please read the following requi
it these requirements right click in the box below and select

Minimum System Requirements

+ Processor: 3 GHz or greater single-core CPU
+ Memory (RAM): 2 GB or better
+ Free Hard Disk Space: 2 GB or greater
+ CD Drive: CD-RW

+ USB Flash Drive: 4 GB
+ Monitor: 17"

+ Resolution: 10242768

+ Operating System: Windows 7

+ Printer: Any professional windows printer

Release Notes are shown:

.E_‘:} GC5 Municipal Collections Setup

Release Notes
following changes are included in this update:

VERSION 26.0.0

+ Changed Support phone number to 800-527-9991 which will
be effective October 30th.

s Corrected the "Variable UNQTRANID' is not found." error
when taking the first accumulator pavment after importing the
new tax data without first exiting the program.

» Corrected issues on the Batch Information screen where the
wrong batch description might be shown when closing a batch

or enabling a batch to be re-exported.

o M 1 1 [l " v 1 4 v &

™
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Click Next

.E_f;. GCS Municipal Collections Setup

following changes are included in this update:

o e e bl

s Enforces that if any balance for a property is delinquent (i.e. A
General Property Tax, Special Assessments, other special
taxes), then all non-zero balances are delinquent. This is in
accordance with W1 Statutes 74.11(10%(a) and (b).

s Corrected an issue when importing personal property bank
payments where it might not create a GIN cash receipting line
item for the payment.

VERSION 25.1.0

s Added an option to Include Name(s) and Mailing Address for

<Back | | Net> | | Cancel

_E__f} GCS Municipal Collections Setup

Release Notes

e following changes are included in this update:

CEATS ], OICIT ol ITUIr=LoTor Uaiinrc e s ol © e oeii oS s o
accordance with WI Statutes 74.11(10)(a) and (b). A

s Corrected an issue when importing personal property bank
pavments where it might not create a GIN cash receipting line
item for the payment.

VERSION 25.1.0

s Added an option to Include Name(s) and Mailing Address for
properties marked Safe At Home to the Generic File Extract
Process found under File-=Export. W
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'f GCS Municipal Collections Setup X

Installation Folder
Where would you like GCS Municipal Collections to be installed?

The software will be installed in the folder listed below. To select a different location, eithertype in a
new path, or click Change to browse for an existing folder.

Install GCS Municipal Collections to:
C:\GCS\TRCURR

Change...

Space required: 151.7 MB
Space available on selected drive: 128.84 GB

ook Cnce

NOTE: The default Destination Folder is set to install the software on your computer's C-Drive. If you
want to run it elsewhere, you will need to change the path.

Click Next

If the folder does not exist, you will see the following:

Warning

| Folder CAGCS\TRCURR does not exist. Would you like to
? I create it?

Click Yes

You will now see:

!f GCS Municipal Collections Setup

bt alli

icipal Collecti

Installing Files...
CAGCS\TRCURR\cmll170x.0cx

Then you will see...

Once the setup program has completed the installation, click the Finish button to close the setup.
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The GCS Municipal Collections 26.0.0 installation is complete.

Please click Finish to exit this installer.

[+ Start the Municipal Collections program

Click Finish

You should now see the following Tax Collection Screen (2022 Real Estate... should be 2023 Real
Estate):

Tax Information 2
2022 REAL ESTATE PROPERTY RECORD FOR CITY OF VERONA
2860001 Owner Name | Last | MARTY CENTURY FARM FAMILY L First Edit Batch F8
Co-0 Last i
Parcel # wner el Batch in use
0508-054-8600-2 0D 3223 WARTY RO
MADISON wi || 53718 |-
Alt Parcel #
House # 12 PD Street Name Type SD Payment Date
Prop. Address 3040 SHADY OAK LN '
InterestiPenalty Date
Computer # s =
i |- g g Click Notes field to edit
Gross Tax 7,469.88
School Credits - 742.35
First § Credit - 95.90
Lottery Credit - 0.00 |0 | pug Bakance Bal Codes AC (E:r'::;lo' This Record || Like Name || View/Pay || Clear
Net Tax 663063 0.00 6,630.63 — D
Special Assmnt 9.54 0.00 954 |— D Star Means Prior Year(s) First Instaliment 3.516.86
] = = = Delinquent Taxes
Special Charges 182.00 o.o0 192.00 Bankruptcy? Next Installmentis) 3.315.31
Delinquent Utils 000 000 000 Ho| Payments
Woodland .00 0.00 0.00 [Type  Status Date Receipt# Total Paid OverPay Baich# A
Private Forest 0.00 0.00 0.00 |—
Manage Forest 0.00 0.00 0.00 Click /
row to
Sub Total 6,83247  dizplay I
Interest 0.00 0.00 / v
Penalty 0.00 0.00 1< 2
Total 583217 T 683217 Bill Number Order Change Back 0.00
First F2|[Prev F4 |NextF5||Last F6 | Search F3| |Payment F3| |More Info F11| Print F12 License |Edit Tax Record | Exit || Heip  €PGCS

Click Exit (lower rt corner)
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Go to File
Import
Import New Year Tax Data

GCS Municipal Collections

File Taxes CashReceipting View Transaction File Reports Tables Help

Login

Export k

Update Mame and Address from Property Assessment

Printer Setup r )
Import Payrment Files

Import Pet Files

Reindex Databases

Recpen Export Folder

Update Delinquent Taxes

Exit CTRL+E

r

Import Taxes

How to Import your () Br or Tax Files () Search CD or DVD for File(s)
Tax Roll (® Browse for Zip File () Download using RCT

Zip file Browse ...

Import Cancel Help "GCS

Choose “Browse for Zip File” then click the “Browse” button

Brows for the file that you downloaded from Dane County’s AccessDane site and click OK
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10
Navigate the file browser to where you saved the file downloaded from Dane County’s AccessDane
Site. The file should be a “Zip” file and the name must start with 13 followed by your State
municipality code (002 shown below) and the year 2023 (2019 is shown below).

Open

Lookin: | | 002 v e d e m

% Name Date medified Type
MCFiles 12/2/2019 6:57 AM File fo
£ 130022019MCFileszip 12/2/2019 6:57 AM Com)

Quick access

Desktop

Libraries

L

This PC

€

File name: 130022019MCFiles zip w ‘ I 0K

Files of type: Zip Files (" zip) ~ Cancsl

Click OK
Import Taxes 23
How to Import your (O Browse for Tax Files (O Search CD or DVD for File(s)
Tax Roll (®) Browse for Zip File (O Downlead using RCT
Zip file CAGCSTEMPSPCTAXMUNICIPALCOLLECTIONSFILES\0021130022
Import Cancel Help *‘G c S

Click Import
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11
You should now see

Importing Taxes

You are about to import taxes for
County #: 13 Municipality #: 002 Tax Year: 2019

Do you want to continue?

Verify that the Municipality # is your State Municipality Code and that the Tax Year is correct, 2023
(not 2019 as shown)

Then you will see

Werify Impart £

To confirm that your tax roll was imported completely and correctly, we
recommend you verify the items listed below.

To perform a specified task, click on the item.

(1 1. Verify County Record(s)
] 2. Verify Municipality Record
L[] 3. Verify Treasurer Information
14 Verify Taxing District(s)

L[] 5 Verify System Information

More System Settings:

[]5et my next receipt # back to 1 |

[+] Automatically check for program updates (Recommended)

This requires an internet connection. You can check for I
updates manually at any time by going to the Help menu
and selecting Check for Uipdates.

[] 6. Verify Totals, Run Real Estate Summarize Tax

Open County Report
Fayments & Balances Report

[] 7. Verify Totals, Run Personal Property Summarize

Open County Report
Tax Payments & Balances Report

Cpen What's Mew in Municipal Collections version 25.0.0 on Exit

Open County Files Exit Help OGCS
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You MUST verify each of the items above before continuing. To verify each, just click the box in front
of the item you want to see. The corresponding screen will be shown.

DO NOT CHANGE ANYTHING IF YOU ARE UNSURE. CONTACT ONE OF THE
PEOPLE/GROUPS LISTED EARLIER IF YOU ARE UNSURE.

Click Exit and you will see the following:
GCS Municipal Collections _ O

File Taxes CashReceipting View Transaction File Reports Tsbles Help

¢ sLandNav

MUM

Click the taxes tab at the top
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Verify that the year and municipality (highlighted below) are correct. If it does not say 2023, you have
the wrong data. If it does not say your municipality name, you have the wrong data. If they are correct,
you should be able to start your collection. If they are not, contact Steven Cripps ASAP.

Tax Information 23
2021 REAL ESTATE PROPERTY RECORD FOR TOWN OF WESTPORT
660001 Owner Name | Last| SMITH First| JASON R Edit Batch F8
Parcel # Co-Ouwiner Last T Batch in uss
0709-051-0050-7 Edit Address 400% BURR 0AK DR
MIDDLETON Wi 53562 =
Alt Parcel #
House # 12 PD Street Name Type sD Payment Date
Prop. Address 4008 BURR DAK DR
Computer # Interest/Penalty Date
= Notes .
0 ISt il g Click Notes field to edit
Gross Tax 35,272.19
School Credits - 3,683.78
First  Credit - 7451
Lottery Credt - 26462 |[1 ] ooy T Ac?:m;tlﬁtor This Record || Like Name || ViewPay || Clear
Net Tax 31,249.18 0.00 31,249.18 — D
Special Assmnt 954 0.00 9.54 | — D Star Means Prior Year(s) First Installment 15.691.82
) : : - Delinquent Taxes
Special Charges. 190.00 0.00 190.00 Bankruptcy? Next Instaliment(s) 15,756.90
Delinguent Utils 0.00 0.00 0.00 D Payments
Woodland 0.00 0.00 0.00 [Type  Status Date Receipt# Total Paid OwverPay Batch# 7Ta
Private Forest T T 0.00 r ' 11/01/2021 o] 26452 0.00
Manage Forest 0.00 0.00 0.00 Click
row to
Sub Total 31,448.72 display
Interest 0.00 0.00 v
Penalty 0.00 0.00 I < z
Total 31,4872 T 3144872 Bill Number Order Change Back 0.00
FirstF2|[Prev F4 [Next F5||Last F6 | Search F3 |Payment F9| More Info F11| Print F12 | License | |Edit TaxRecord | Exit || Help |  E#PGCS

You are now ready to start collecting taxes!

Last Updated: November 23, 2023



