North Carolina Local Government Debt Setoff Clearinghouse
Client Software Users — Download and Apply Setoffs from the Department of Revenue

1. Open the DebtSetoff application:

File Reports Imports Dakes  Tools  Interest  Format  Help

LR —F EXIT
!@ i
g = é rﬂ
Add[Edit Debtors Send Data Receive Setaff Export Mail Merge Data Save Exit
Receive Setoff
2. Select

a. The following
= Available File Status =3

Checking for Files . . . Please Whait

b. A connection to the your N.C. Local Government Debt Setoff Clearinghouse secure
folder is completed:

imi. File Transfer for: Z“E”X|

Lacatian: |Sample Local Government

Axvailable Files: match.zin

Receive Status:

Receive Data Run Setaff Cancel
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North Carolina Local Government Debt Setoff Clearinghouse

Client Software Users — Download and Apply Setoffs from the Department of Revenue
c. Select match.zip to highlight it:

w. File Transfer for: CO76

Location: |Sample Local Government

Auvallable Fies: @_

Receive Status:

Receive Data | Run Setaff | Cancel |

Note: match.zip is encrypted for security reasons since it will be transmitted across
the Internet. Once downloaded to your computer it will be unencrypted and useable
by our Client software

d. Select M to initiate the download:

. File Download Status

Downloading Files . . . Please Whait

e. Once the file is downloaded to your computer or network it appears in the Receive
Status:
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Client Software Users — Download and Apply Setoffs from the Department of Revenue

w. File Transfer for: COF6

Location: |5 ample Local Government
Avvailable Files: @_
Receive Status: match.zip was downloaded to C:MProgram Files\DebtSetaff,

iHeceive Diakat Run Setaff Cancel

f. Select m to initiate the process, the match.zip file will be unencrypted on
your computer into a file called Match.txt

Information r$_<|

» | } IInEncryption was successful file Match,txt was created

g. Select

h. An option to print is displayed:

Question?

Do wiol wank ko prink a report of Debtors who where matched?

Yes Mo

i. Select to generate a report
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Client Software Users — Download and Apply Setoffs from the Department of Revenue

Select your printer:

J-

General |

—Select Prinker

| 2] Add Printer = AHP LaserJet 1200 Series PCL e RiE G

2 Acrobat Distiller ‘24 HP LaserJet 1200 Series PS

‘22 CAPTURE FAX BVRP L HP LaserJet 5 on ADMINZ

< | >

Status: Ready [7 Frnttafle Preferences |

Lacation:

Commeant: Find Printer... |
—Page Range

o Al MNurnber of copies: I'I 3:

" Selection  © Curert Page

B LG ap
2 3

Prirt I Cancel |

k. Select &l and the report will be generated, a sample:

Setoff Report
Date of Setoff 12/19/2006

Account Number Setoff Amount
0506624507 119.65
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Client Software Users — Download and Apply Setoffs from the Department of Revenue

Guidelines regarding the Setoff Report

All debtors listed in the report were setoff

The Setoff Amount is what is being returned to your local government

A debtor may be listed multiple times if they have multiple debts that were setoff

If there was not enough in the debtors refund to pay all debts then one setoff amount may

be still have an amount due. However, if the remaining amount is now below $50 then

the debt will no longer be submitted to the Department of Revenue for setoff

o  The Setoff Amount does not include the fees: Clearinghouse ($15) or Department of
Revenue ($5)

o  If the debtor filed multiple returns during this setoff file period, set by the Department of
Revenue, the debtor will be setoff for each tax return they file

o  The Department of Revenue fee is $5 for each tax return filed, not each debt

o  The Clearinghouse fee is $15 for each debt setoff that returned at least $50 but only for
one tax return in a calendar year

o  The Grand Total is what was deposited into your Capital Management account

o  Ifthere were any errors or exceptions, a separate page will print

o  Those on the error report that have a surplus amount need investigation as to refund(s)
being issued

o  Werecommend you do not return the fees for refunds unless your local government was
in error

O O O O

If you have any questions or problems please contact the N.C. Local Government Debt Setoff
Clearinghouse at (866) 265-166 or ncsetoff(@ncsetoff.org
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