11/12/2025

N&C LOCAL GOVERNMENT

DEBT SETOFF CLEARINGHOUSE

CLIENT SOFTWARE TRAINING WORKSHOP

ﬁ NC LEAGUE OF MUNICIPALITIES

1. New Users

2. Non-client software participants considering converting
to the software

* Data Entry
050 or more debts
* ASClI/Excel

o Submitting vendor submission files (Tax, EMS, Health or Utilities)
o Submitting internal software files

* Besure your L.T. is doing regular backups:
= NCDebtsetoff.mdf (master database file)

= NCDebtsetoff.Idf (log file of all transactions and changes)

= Otherwise lose lots of important information that cannot be
recovered - Debtors and Debt balances can be restored, but

nothing else: userids/passwords, credentials, letter settings must
be re-entered!
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* User Name:
= admin or assigned (admin needed to reset TRANSMIT password)

¢ Password:

= admin or assigned
» currently doesn’t expire (will in 2025/2026 version) but can be changed by NC

Debt Setoff or admin
ign-on attempts — must exit and open agai

After 3 inval
and does not need Clearinghouse or admi

tervention.

[ North Carolina Debt Setoff Program
‘ Debtors  Reports  Import/Export  Transmit

AL ULR T A
Use mouse to highlight menu option [ Debters | Repors

Letters Tools Interest Help

¢ Usemouseto clickicon — e s et
CLEEL ]

(Add 1 Dettss fsermatan

and connection credentials to secure

folder at Clearinghouse

= Smart Password (changes every 9o days)

= All others - do not change - unless changed by
the admin user

Only Admin can update the TRANSMIT password after

.email notice received. Must be done within 7 days or is
locked. And then must be re-activated by NC Debt Setoff.

e L L T T—
L s L p—

ey ¥ et
1 Toarg rom Cp———
Torumting ikt | 7] Taramorg s e assword was successfully changed

v comia] 7
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3 e * Add, edit,
[ I et cose description

—— * Change - moves debts from one account code to

another (EMS => OES) or (TAX => OTX)

[ o=m [l oo | « Configure - set information for due process
e e notification letters, years before expires (when
e T"“*"- debts entered manually) and Interest Accrual
i o (TAX)

. e

Each account code can have its own configured

settings for letters, logos, expiration date years and
interest accrual

11/12/2025

required notification letter

= Signature (optional)

Expiration Date Years (if manually entered)
Interest Accrual - Yes or No

Description - appears in notification letter

Set marginsand logo parameters

=) etartiame Somoro (2] + Utilize Logo - accesses logo picture from
.} e Sorra ‘;. ] storedlocation

=) Porrom: [33._%] . _ N . .

= e e Use Import - configure import options
=] weoeeaaror (13 =]

Clearinghouse will assis set-up and changes. Will

also implement logo, if provi

Tools | Interest _Help.

Frvestar .

Agminstster v Account Information

Account Code
[ change Account Codes

[ et with a certain character string that
are in the incorrect Account Code or

have no Account Code
= Enter beginning characters of account
numbers and a resulting Account Code

2025VirtualClie

ntSoftware.pdf
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O
I ] |
* Set customized e |lSEr = = = 5=
functions Ve " ™ e o 'S
* Protect SSN view for I — T T
online and print 2 o ) ,x
o= o~ on -
page(s)
* Set access or restrict S
o hen e s
by account code T = csss
£ e seeeres

10

Select by
account
code/dept

early January) possibly after last
setoff file of the year has been
processed

* Contact NC Debt Setoff for
Best option assistance

_Minimum

e T
<3908 Gpenttn
! For highest level of security — delete debts less than $50
and expired debts.

‘;‘(‘;’r“:‘:“" Suggest first creating an Excel file export and save to
— retain ACQUIRED SSNs and historical information.

11

Tooks | Interest  Help

* ONLY method for changing
an existing SSN to a non-
existing SSN

« If New SSN does not yet
exist, all debt(s) from Old
SSN are moved to New SSN

« If New SSN exists, debts
must be added manually (or
delete debtor with NEW
SSN first, then do Change
SSN)

Cannot change in Debtor screens - optionis ONLY [l Tip: Can change to an ITIN that was rejected in
in the Tools-User menu Debtor Add screen, ex.: 99g-#*-*¥%*

12

2025VirtualClientSoftware.pdf 4



11/12/2025

* Powerful option to

g]Oba”y Update ALL; [ Congepivion e Codes (that credentials allow)
gnte date; or a range of o orjust ONE
ates e Options et Exrnton Dute. (117112025~ |
“g‘u__nwm ¢ Bt D v ] | FeCSUN Codie
O Orly change for Cument Expiration Date: = ~] | O thdmeal ot i
® N Epticn Dute: [120VER -]

oot Code: | TAX Tanes

13

* Powerful option to
globally Update ALL; —— g Codes (thataccessrights
one date; or a range of

Daten allow) Or just ONE
dates Update Options. Cuert Complance Date ‘[m/,j:z:.\zs- u% o
St Complarce Date: 10112025
e v || Dbttt
[e] St Date: Hocourt Code™ | TAX Taes v
1

14

« Powerful option to fix any

city/town name that has
been abbreviated or e
truncated. Probably the e —
result of a Clearinghouse it ]
database creation from NewGiy:  Weon-Seem
debts submitted by ASCII e
files (layout for city is 10 ! J
characters) -
« Will do for ALL account ey fome
codes NeCty._Fapeierte |

15
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* Select a different printer
for various reasons.

* Be sure to select

* If still doesn’t print, may Rusrw ot
have to select  [setasdefuuk printe] e

* Then change back to = T
normal default printer romie ——

2 22 5

o) (o ) o

16

* ALL Users e
|- E Change SSM
= Check for System Updates (new s=esi ] ot
version) Chuogecty

»>1f not checked, will not look for
newer versions
» certain remote connectivity does Okt tem Ui
not allow for automatic updates
= Debt Controls - cannot enter or edit
a debt amount above this maximum
amount

l
il L
il

17

W& Debror Searcn

* Enter choice and click ===
* For Last Name, First Name or
Account can enter a partial

and will return ALL matching
results e

. £ ::.. :;:-- ‘:"— yr Searcn Quick Vew Quick View - Abtrey,
99012684 semn e 2300 e Pd.
ST | ot Omn 1037 Soare v
SE3014887 | e Sont 2072 ot St Double-click
[T re— e 9382 Porcorl St the desired
2420121 e et 2630 Ky Soeet persen
55003480 ot e 3968 Frohe Foce

18
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Search.

] [

* Search Quick

View

= Displays ALL
debtors based
on user access
rights

= SSN appears if
have online
view full SSN

{52 unencrypting - may take several minutes ..

Oniline

rights == ®russu
© Pastial SSN
O Mo SSH

S R
~— ]
— wa am
D bt Wwien e ax i

20

| Qe viow - bt |

]

[ Osckvew |

« Search Quick

View

= Displays ALL
debtors based
on user access
rights such as
UTL

= SSN controlled
by ONLINE
option

‘ ¥ Unencrypting - may take several minutes

T R
- s w
0 == =
- .
Oriine momes )
- o=
O RasSN
O Partial SSH
@ NoSSN

21
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. . Qi View

* Search Quick View = ———— =
= Click any of the . T el BG -
O o (P TR o o

eleven column Mo jGROW | 0MRTGELO0 B R T
headings (SSN, Last || [Sams=os e jomm jus oo | =
Name =>» Expiration R R T e n o o
Date) to SORT by T T
that description mnn et e S e mo o o
e e e T e ETT) as

= Can also do e T TN — T T =
Descending order if e - oy
click Column s T mu om o
mown b (ew S oesn wu m s

eading again

s B e s FraT o

it o [ e ) o o

22

« Search Quick View . —
o T R
Jp L e [T - :
Chck same CO.‘ umn RrONOA & HERITAGELOO - . BT 0 0 "o Caz 2 :ﬁ
= 1, AES 101 NORTH BRAVE ST U00R8 wn
description AGAIN i T i
: e onmar s oss £
to SORT in reverse e s oooa | sreewe. vt wfmwwan on
Ol’der 511088 | ABBOTTS LOEVBA 191 SPETERSBURG DO 000 000 un
VU AT JOHN A5)LEMING TREERD L0022 000 om un
s oo sy nauneso Ry uarms e T
e e B ey om v (mavan on
Double-click AT ABERNE ACOSEY 2901 CLEVELAND VD U008 () MW VM Um
the desired FTARITH) MRS s MOSREMOUNTRD | Utes) (1] (] .3
person e AeRey coRa 1055 COAHMONT | 100302 o low wn
oo ey oo mecoomon s o om i
ey oo ercoxmont uam o em o
T e ey o aw "
e o aw "

23

Quick View - Abbrev.

* Search Quick View - o oo aw = a - 204
moch (e o1 oo e[
Abbrev. s rvoemeemn st comorte w lam
) - = Fro cumore o
= Displays ALL debtors wen s wumesec ounate e aa
TS LR 01 § PETERSIURG VD CoRELRSS " il
regardless of user e o 5 auns et 0 cunorre ©
e 108 e i ounorre e
access BUT NO SSNs e xcoesr I manereaw oumoTIE e jam
e [ T s e
appear e ous 1R REMOUNT RO CuROTTE W maw
e e PR ©
Vory fast rows on e onuns et 0 ounorre e mme
bocann duesnt T 2 o s T
ravetowencnpt TR Mmoo ownorre e
It e T R ownorTe <

24
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« If double click on
adebtorthatdo .. s e
not have access i wwsmmies
rights to their s

O CHARIOTTE E S ZoCote WM -
debt(s) - ONLY s s it 070 -
demographics are | i S B R ee e g SIS T R
displayed

25

7« Add suffix: Jr, Srin last
1 name, if available
* Do not use

R i — apostrophe/single quote or

ek double quotes: i.e. O’Neal,

- use Oneal or William “Bill”,
- R oo in name or address

Dropdown for all account codes permitted .+ Do manual entry for just 20

T or less debts, rather than
creating Excel spreadsheet

Odthmert. 5

— Only for tax debts accruing interest

ComptrceOne. BV + GommonDie. BBWS « [ e cona et 000 v 100 |

5

26

¥ Edit Debtor Information || @ -
SSH: 593002353
Fra Nma: gebo Mae reat C Lost Mama: Anderssen
Address 1. 640 Pine Grove Road
Addens 2
Q. Contad e (W0 -] ZoCode: 77379

.Cannot change SSN here — must use Tools-Users-Change SSN optionl

z

27
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28

w2 View Commerts

Do I Commert
WG [t

)
ok e i | T vt 5] -
At . (e e
Haa2

Gy [ Tt e ] Zoto [3 |-

st [ [ ] Lo P [ e
e Gwt A g Reert Toen Crvie v G G T e
Jent Jeart hei Oee % Nrbw Ooe D den Aot Wewd e Ky bl
mw (o0 |mo [wazaem [un Juwsns  [wazave wia v Jow o aw 0

3

29

* Debtor comes in and/or calls:
= demands to be removed '
Debt Amount: 0.00
= pays debt in full
= wrong person (Jr./Sr.)

= Unique ID/debt will be rejected and
needs to be added back for balancing

* Debtor probably already filed taxes Delet 'o bt
and/or claimed lottery w

30
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* Click foratotalofall g Setoll Satoff
Amourt At Date Code  Account Number

debts
|43400  [o00 [ [Tax  T2014-1998¢

7525 |00 | |1ax | T200841912

Total Debt Amount: §1,219.25

31

- Click =

© Ao tomber: [T TBIE

[T
Comptarce D 111272625
S Bontan e 77375
i [
U
i i Non-tax
S 2 Debt
_-:I Tax Debt
[ accruing
interest
God D e S o Reeen i R R T R .
o heort W Dae Nt Db e e A et et Ve
o [1mw [om Un (vanmon oy naas v ow o [om s fter Add
(s 0w Te Enmun s wws v mn mw 0w s TGS

Import Key blank - entered manually, populated if an Import

32

 Fee Amt Balance

Setoff Date  Debtor Name Onginal Amt__ Setoff Amt

20230418 |Abbott.Rhoda ... |235.00 [20000 [15.00 [35.00 131262323

20241022 |ABBOTT. RHODA .. | 75.00 7500 1500 000 U-10%813:23
121850 [1000.00 [1500 |21850 20241117

[N
R

Cgra O S Swat =]
Joort ex Dee S Notw
om oo oo e e

ot
|mse0 o (000 josneam s [evsrszm

mo low |me |wwmam un vwwnn o0 om0 o [
as (0% |100000 | 11asmae Tax et a0 | ks ot e

2024-11-05 ABBOTT. RHODA

After the

Setoffs

33
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[ Dt Cwerstor  Astion Oeacnation
|7021-1203 |........ [EXCEL ADD . | Ombtor added from EXCEL ADD

| 2021-12.03 |bwalsh | EXCEL ADD Dbt of 235 with Account Number: £18-1262323 added from EXCE
| 20211203 |bwalsh . | EXCEL bmpon . | Debtor added from EXCEL Fie

| 20230103 | Dbt Amount: 000100.01 Type: HLT Account Number: H123 Expir
| 20230103 Debt Amount from: 100,01 10 0.00

| 2023.02.38 | Notfication Letter Prarted: 02/15/2023

20231116

| Dokt Amours: 000075.00 Tyme: UTL Aceurt Rumbber: U-109813.3..
[Ombt Ao 601218.60 Type: TAX Acoun: Mumber: 2022-81117.
| Sexort
St

11/12/2025

34

Original Debt Setoff Setoff Bxpiration  Compliance
Amount  Amout  Amt Daia S| cooc) LRSIt Mt Date Date
10000 |00 0.00 | utL (w123 [12/31/2006 |0a01/2016
[ Date Opentor_Action  Descrption  Account Number
20160308 |FiveStar .. | EXCEL ADD ... | Debt of 100 with Account Number: U-1234 added from EXCEL ADD ‘Ull_\l
20160908 |FiveStar ... | Debt Update... |Debt Amourt from: 100.00t0: 0.00 U123

35

* Only debts over $50 are submitted to the Dept. o ottery
R . I R om e T Bee Em i B I
aw law o i [wwn [wevam [maver v w  w  [ow
0w 0w T v e T T N Y]
B R, B R e e Ee oo Em R R
an  mwew i [ amaanie s [ovavans v Jow  Jow lom

36
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*Two owners: delinquent debt of $400
=Enter each responsible debtor (name and SSN) with
$400 each and send notification letters to both
=Split the debt at $200 each and send notification
letters to both
=Enter one debtor for the entire $400, if know one
debtor is more likely to have a tax refund

37

*If documentation provided:
= change all debts to $0.00 (that occurred PRIOR to
bankruptcy)
= enter bankruptcy details in comments

38

[ Repers | mporvcpen _ Tansma | 85! Print preview
Adpustments

ot @ PO v1 DDE|8/ce. "9 1
Audit Repert
‘Comphance Report
‘Composite Report
Expiration Report
Impert Status Errer Report
Setoff Report

Selective Report
Summary Report

Totals Report
User/Debtor Activity
Setoff Status

39
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1) Adjustments
. " JOISTVENTS REFCRTS.
Alphabetical by last name list of any DATE RUAGE 038V282) D) 132t
debtors/debts resulting from the EDIT DEBTS
N , I ORGIAL AT CIRREMI AOCT ACCOATS AoioaTE
option for a date range and either a selected et o et
or ALL account codes. Displays SSN, Name, 3555 poies = i o e for—i
Original Debt Amount, Adjusted Amount, it Ao den | mE mi B W s vemn
Current Debt Amount, Account Code, Accoun #5148 fwweetins 1 i WHE X NURGW vk
! SN AannAtaken WOH 0 om Wi W o
Number and Adjusted Date. Includes Totals. z:g A 3:; n 0 s'sf e guouan
LN Adedowes  1ETH 1ATH o X MmN ki
Reports | Import/Export  Transmit N Aan it we o W m Wz
SRS Bust EB -t o oS Ewmen Wiz
EET I R R R mEIL
FIEST Mt At ms s o ums ovnnn
e ] off T mIMM W
@n o TAX  mmEn  wwa)
001 ai w1 vy
et am X o
] o I M o
e o wm ume 1oy
Totis s wws s

40

2) Aged Debts
Selected order (55N, Name, Compliance Date)

restn cont
list of Debts Setoff or NOT Setoff for a date e e
range and either a selected or ALL account — -
codes. Based on Compliance Date. Displays — ]
SSN, Narme, Current Debt Amount, Account E: ;}:
Number and Compliance Date. Includes a Debt s ]
amount total. u an
Reports | ImportExpont _Transmit e s
Aged Debt Report taten mm
o ]
s s
O Debts Setckt (® Debis NOT Setoff — b
o it
© Order By SSN.
® Crderby Lasname Frinane JooortCodes:  ALL- hckde o Deb Tpes

O Orderby Complance Date Lastname Frstname:

n

41

3) Audit
Selective list of any debtors/debts added/edited or marked
or not marked as Interest Accruable with a date range and
either a selected or ALL account codes.
Alphabetical by last name list of any debtors/debts resulting Audit Repodt
from the EDIT DEBTS option for a date range and either a
selected or ALL account codes. Displays SSN, Name,
Address, Current Debt Amount, Account Code, Account
Number, Compliance Date, Expiration Date, Interest
Accrual indicator (Y/N), Base Amount and Base Interest. D3 ichie Dabta Beliod o
Includes Totals. T s S e
[ Wnchude orty Debts Maied a8 HOT interost Accrusl
St Doto: [1172772023 ]

Ena Ome: [7a7/2073 ]

) tnchude o Debtons
() tnclude Debtors Added betimeen Dates
) inchude Dettors Edted between Dates
) inchude Detts Asded between Dstes

Accoure Coses: | ALL - inchuda a8 Dett Types -

42
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3) Audit

e
-

ey
.

nmar

ot e i

Mn

-

-

petH]

o w

s

H ]
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3) Audit

£ ke only Detts Mk o8 mest Aol

[ inchude only Detts Marked 28 NOT itevest Accnial [~revlpid

St Dute: Q2012023 +] prosigesio)

End Duse: [117272023 ]

Aot ot [N 7 SR
e

fror
frioirer
egion NE 78206

st R
owe W2l

o
s Range. QUOVISE) T 1Z2)
At Cades heeted TAK

060 Tax
19905 T
fror

s ax
i

000 Tax
]
s 1s X
108 TAx
8 1

wiar

CEBT ANCUNT CODE ACCOUNTMANSER
]

a4
frrt)

201 4arm

2018100

coueucr

P ]
o aovan

oo v

oz v

]
oveae  ovam
s

-

¥

b

1m0
1m0

1300
s
o

fry

P

44

4) Compliance
Alphabetical by last name list of debtors/debts fora
Compliance date range and either a selected or ALL
account codes. Displays SSN, Name, Current Debt
Amount, Account Code, Account Number and
Compliance Date. Includes a Debt amount total.

Reports | Import/Erport _ Tramsm

BIIET Caic Petar
Total Debt

T
o

Account Codes: | ALL - Include all Debt Types

Adjustments Comphance Report
Date 11272023
Aged Debt Repont Date Range: 11/27/2023 They 127342024
Comphance Report s UL s
12643 Aison Helen L u
- 9311384 Andersson Allida K UL s
99914131 Baumann Jorn D o U7
UL usseTsi

ov

0272024

45
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5) Composite
Alphabetical by last name list of

Oue 112782)
[T

debtors/debts for a selected (All debts, only —
$0.00 debts or Not $0.00 debts) for selected — -3

or ALL account codes. Displays SSN, Name, e
Address, Current Debt Amount. Includes a g 7
Debt amount total. Do N dm
S mm

Coh

o N B

i) [re- 4
Reports | Import/Export = romes e
Adjustments i =¥
Tommte 0 N0

AgedDebtReport () Only Mo Zero Dett Amaurts o N TN
Audit Report . X e

Jncurts -

Complnce Repo |0 O e Dkt - 5 53,:,
Composite Report  Accourt Codes | EMS EMS i %

46

Oe 1D
6) Expiration Dt Ranga: V772620 Toes V22)

t 7 1o t E HAE DEBTAMOUNT  CODE  ACCOUNT NUMBER ot g
List of debtors/debts for an Expiration Houm 25 . MU 0OGE ACCOUN b o
" Shonrat evenran Ba i e -
date range and either a selected or e i V. BRI e e .
ALL account codes. Displays SSN, Zoa reapia g% o s oy
e, Current Debt nt Faorion hovton s R e w1 e wnan 4
Name, Current Debt Amount, Rehachia Jot J ms AT s wuan
Account Code, Account Number and TSt ot fogsdna s N AT mes e 9
Expiration Date. Includes a Debt e iaalets e N M2 fae ] P
T ok =y P T, Wi
amount total. B8 N & wusn o
- T e i
Feports | Import/Export Tramsmit ag E; T :i:%i 2
Adjustments. 000 MY EINTT RN
Aged Debt Report Tam T e B g
Audt Report B5 W1 e nEn g
I 1
e e W1 e Wiven
Complisnce Repot  beremn bt 1331380 ] Bw a1 ez i
Weomr )
. — s Bim Eoe &= P

a7

7) Import Status Error
List of debtors/debts of rejected identified on the Import Status report email. Identifies the Account Code and the
error(s): invalid SSN(s), expired debt(s), name error(s), debt amount error(s). Identifies any future Compliance
Date (not an error - unless well into the future). Displays SSN, Name, Current Debt Amount and Account Number.

16 SSH, bealns with 5000:
S5, beging with 00e0:

ERROR AT e
S DEBT REDECTED: Invalid SSN, begins with 9999:  Debt Amounc: 402.00 WAl
UTL_ DEBT REJECTED: Invalld SSW, not nine digits: Debt Amount: 303.26  SE

48
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7) Import Status Error

List of debtors/debts of rejected identified on the Import Status report email. Identifies the Account Code and the
error(s): invalid SSN(s), expired debt(s), name error(s), debt amount error(s). Identifies any future Compliance
Date (not an error - unless well into the future). Displays SSN, Name, Current Debt Amount and Account Number.

Reports | impeetapon _ Tamimi

: Compliance Date 98 days:

0EPT  ERROR
et S s Bt UIL  WOTICE: Compliance Date 90+ days: 12/31/202%6
UTL  WOTICE: Compliance Date 99+ days: 12/31/2026

12/31/2026

OEPT  ERROR OEST AMOUNT e
MU MOTICE: Compliance Date 1s days: 10/10/2025 Debt Amount: Bell Latilya
MU MOTICE: Compliance Date 1+ days: 10/10/2025 Dbt imou Chase azshanay
s o1 EReon oEaT st e OO MrBER
-6360  FIC  MOTICE: Compliance Date 98+ days: 9/10/2033 Dedt dmount: 2,242.15 PR Acet w: UT KATER/SENER 200921012
16360 FIC  Complisace Date must be prioe to Expiration Dbt dmount: 3,42.15 P dcex w: UT KATER/SEWER 209921012
ssn OEPT  ERROR DEBT APOUNT e ACCONT IMBER
Q1363 UTL OEBT REJECTED: Expired: 12/3172008 Oedt Amount: 423,00  VEL Acce 02 511883
NNLssiy  unL OET RENECTED: Expired: 12/31/2004 ebt fmount: 16203 waF(L Acce 3 517540

11/12/2025

49

8) Setoff

fees and Current Debt amount totals.

Setetf Report
Date 112772023
Oate Range: B/18:202) Thws OU/18202)

Alphabetical by last name list of any debtors/debts setoff for a date G ]
range and either a selected or ALL account codes. Always a Tuesday if E
selecting ONE setoff date. Displays SSN, Name, Account Code, Account

Number, Source (REV or LOT), Setoff Date, Setoff Amount, Setoff Fee Setol St Dute:. (1182023 |
and Current Debt Amount (after setoff). Includes Setoff Amount, Setoff

Soo i e (HIBED ]

Accourt Codes: | ALL -Inchde ol Dekt Types

558 NAVE CODE SRC SETOFF AMOUNT  FEE
OGS Avbon Rods  EMS REV WD | 2000 1500
909012780 ABBOTT ROSSMORE TAX 2019841971 REV OUIM202) 173450 1500
H901.2T80  ABBOTT ROSSMORE TAX 200098410070 REV OU18200) 10000 1500
Totst a5

HOOLO Abeses Olas  TAX 20218413080 REV oDz 000 08
TotsiCount. 4 Tass e s

50

50

9) Selective

Alphabetical by last name list of debtors/debts by current
debt amount range or by date added date range. Displays
SSN, Name, Account Number, Date Added and Current Debt
Amount, Account Code, and Expiration Date. Includes a Debt
amount total.

Reports | Import/Export
|
| Selective Report

e —
EdngDetdmeurt. [ |
St Do [11727/2023
End Date: (112772000 |
Use Dbt Arcurt Rarge (]
Use Date Rarge []
Prepamg Repart
Prepaing POF .

Accourt Cades: [ALL- inchde ol Dett Types

51
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9) Selective
Alphabetical by last name list of debtors/debts by current
debtamount range or by date added date range. Displays

SSN, Naime, Account Number, Date Added and Current Debt Use Dute Range [

Amount, Account Code, and Expiration Date. Includes aDebt Praparing Repert:

amount total. A POF Fie

SELECTIVE REPORT
BEGINNING. DEBT AMOUNT 0.00 THROUGH DEBT AMOUNT 0.00 Aocaurs Codew: [ TAX Tt
BEGINNING DATE ADDED 11/27/2023 THROUGH DATE ADDED 11/27/2023
Accourt Codes Included TAX

ssH LAST NAME FIRST NAME ACCOUNTNUMBER  DATE ADDED  CURRENT DEBT
963012780  Abbott Rossmors 20198411073 111292022 000
83010281 Abelseth taus 20218411 111292022 000
98901-1471  Ahln Johanna 2020-8874801 112892022 0.00
989010295 Allen Willam 20217020600 112972022 000
89017246 Cho Chang 20144121839 1172912022 000
983010176 Moubarek Gerios 21 1172972022 000
Total 5000

11/12/2025

52

9) Selective

Alphabetical by last name list of debtors/debts by cumrent
debt amount range or by date added date range. Displays
SSN, Name, Account Number, Date Added and Current Debt
Amount, Account Code, and Expiration Date. Includes a Debt

amount wtal
SELECTIVE REPORT
BEGINNING DEBT AMOUNT 0.01 THROUGH DEBT
BEGINNING DATE ADDED 11/27/2023 THROUGH DATE
Account Cades Included. ALL
LAST NAME FIRST NAME ACCOUNT NUMBER
999.006455  Abbott Rhoda E18.1262323
989-01-1471  Ahbn Johanna 187
256007603 Andreasson Signd 5201905
25600-7603  Andreasson Signd 5201905
256.00-1919  Anghelolf Frank 4998653

AMOUNT 49.99
ADDED 112772023

DATE ADDED CURRENT DEBT
120032021 00

53

9) Selective
Alphabetical by last name list of debtors/debts by current
debtamount range or by date added date range. Displays
SSN, Name, Account Number, Date Added and Current Debt
Amount, Account Code, and Expiration Date. Includes a Debt
amount total
LECTIVE REPORT

SE POR]

BEGINNING DEBT AMOUNT 000 THROUGH DEBT

BEGINNING DATE ADDED 01/27/2013 THROUGH DATE
Account Codes d ALL

LAST HAME FIRST NAME R
999.00.7323  Stangel Chartes.

993002619 Stone Wartha

999005615 Straus Rosake. E13.56932
999008058 rom Eina E18I7I5T1
995002829 Wick George 18558935
999.00-8387  Widene: Hamy E18-962761
999008072 Wikiund Jakod 18150426
999004838 Wiunson Ebzabeth E17-855705
939-00-3074  Zimemarmana Leo E19-33572

Stat Duka: 122019
ExdDete: (11277202 ~
Use Dett Amourt Range (]
Use Date Range:

AMOUNT 0 ... Account Codes:  EMS EMS
ADOED 113772022

54
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10) Summary
One page for either a selected or ALL account codes: the
number of debtors and debts, original debt amount (for these debtors/debts), current debt amount (for these
debtors/debts).
And since implementing the client software, the number of debts setoff, amount setoff, percentage of debtors
setoff and percentage of debts setoff.

Reports | Import/Export  Tre ot s ot s
Summary Report D OB

Accwunt Codes Incheded. TAX

™ 4

Deblors  Dusbts  Orgiosl Ameurt Cumeot Arviund  Doblers Setofl SelofAmoued  %Debloes  %Obts
19180685 | 95.171 89 ws  dem0 WM SM

ecourt Codes:
Oettors
Sect

55

11) Totals
Alphabetical by last name list of either a
selected or ALL account codes. Displays SSN,
Name, Address, Original Debt Amount, Adjusted  egmassomusnon  CRosal 0EBT  ADISTED AUONT  SETOFF AMOUNT EBT AUOUT

e ™0 mw ET)

Toul Repot
Cae 1212800
Accoet Codvt ed AL

B0

Debt Amount, Setoff Amount and Current Debt jrraca-i

Amount. Includes totals. 48 oitage Laa
e s s s
wa " ™ wa
mu mu mu 2

ConcemtNC 29123

56

12) User/Debtor Activity Reports | Import/Export

Generates an Excel file of audit log information. Two l—
options: 1) debtor(s) for a specific date range: 2) ONE

specific SSN. Can choose all user/operators and one S e T avme [VEED <] [ vee Ome Rrgn
specific userfoperator. Displays Operator/User, Date

. s " e )« TSI
of Action, Action, Description and Debtor Name.

[T, 3]
|Operater  Date Of Action  Action Descriprion Debtor Name
Fivestar 11/16/2023 EXCELADD  Dobt of 93,38 with Account Number: 7560238 added from EXCEL ADD  Hays Manda
| fivestar 11/16/2023 EXCEL Import  Debtor added from EXCEL File Hoys Manda
| Fivestar 11/16/2023 EXCELAOD  Debtor added from EXCEL ADD Stocovski Mary
Fivestar 11/16/2023 EXCELADD Dbt of 84,30 with 0D

[ ivestar 11/16/2023 EXCELImport _Debtor Fie

57
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sy
oz " s
13) Setoff Status N = S48
Generates a list of the setoffs that have been wanny 146 27,864 70
processed for a selected range of dates. Should anenozs ] 9589 50
match the Deposits Detail by Date on the webpage o el .
Statistics page. Greem b ey
P = a0 08
Reports | Imporpont  Seo St Dte: : P
f L nvaczs s w220
§ 180z . R
[secHSutn T e End e — ; oy
20z s s01.45
ann 2 5,00
T . -
wozumn s RESEY
viaoz . sieses
o 234919

58

Setoff Status Report

o - e

s >

P W Be Eone oo nm Bm o

s T v o mMm Bm
NS Wl LUl B Asinaet e -
[l

59

» Setoff Status Report Cm—

- wes | Missed
b ::: downloading
il wwe  8[8/2023 and

11/21/2023

Great for reconciliation with Capital
Management deposits — ensures
setoffs were downloaded. Contact
Clearinghouse if any missing, even
past three years!

e

60
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T

E——  Yeay
* Setoff Status Report | s $262,095.00

S ]
951366 65347

Wioa__ 2ioa
20019 218068

Siow
29331

match one L
department
to the 2025

website

« Counties & County Anencies Alphabetical

Deposit

« County Deposits Detad By Date

« Municipaities Alphabetical

61

Choose Reciients: @ Al Debtors () NeworUpdated () Only New () Select indwidual SSN:

| @ Name Order SSN Order _) Zp Order Accourt Number Order
e .
AMBUI
|P°F o Hame: I CTY PARKING TICKETS
DSO Debt Setcf
: EMSENS
+  Many choices: [ ENV ENVRONMENTAL

" ALL, New or Updated, New, One SSN
« Create a pdf file for saving/proof if

Must do ONE
necessary acconni sode st
tima. May o
« Logos for Letterheadss< i it
RO CoNTY ki

plleiiwctpanl

magins,
|

62

Choose Recierts: ) Al Debions @ New or Updated

PDF Fle Name: [LTRS HLT 20251110 Aocount Cades E List Recipierts I

S Pl it b St Oeileen Joseibeie, f| ¢ Displays a scrollable list
s s 4 AN = pes 1 in chosen order (Name)

05088 .l& Becier .E .ﬁiﬂ 2 .WIZG] HT A

o = E— B e of those to be printed

K N o [l an s and/or a pdf generated

B e E_m a wms W e Pdf suggested with

ML wwos |Goey o = s account code and date

S0 B Girsg (1] i Ll L

63
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* First select LOAD LETTERS to produce the letters and
display the recipients
= Create PDF creates the pdf file in the \NCDebtsetoff\REPORT
subfolder

= PRINT LABELS - prints Avery 3 up labels

64

Date: 11/11/2025

Johan J Andersson
537 1/2 North Ham Rd
Concord, NC 27569

RE: Notice of Debt to:
Intent to setoff debt against N.C. STATE TAX REFUND for: Johan J Andersson

Qur records indicale that you owe the following past due amount of $80.37
to for:

HLT- 5535466 $80.37

From Account

configuration

65

As authorized by North Carolina General Statutes, Chapter 105A, The Setoff Debt Collection Act,
Sample County Health Department intends to submit the above debt(s] to the North Carolina
Department of Revenue for collection by applying the debt(s) against any income tax refund in excess
of $50.00 that you may be entitled to receive. Additionally, as authorized by North Carolina

General Statute 18C-134, if applicable, the local agency intends to submit the above debt(s)

against certain lottery prizes to which you may become entitled.

Additionally, you are further advised that in accordance with this Acl alocal cnl!ecﬂon
assistance fee of $15.00 per debt will be added to the above if
submitted for setoff.

You have the right to contest this action by filing a written request for a hearing with Sample

County Health Department. Your request must be filed at the following address no later than 30 days
from the postmarked date of this letter. Your request for a hearing may be filed within the

specified time by delivering it to the Sample County Health Department or by delivering it for

mailing with postage prepaid and properly d to the following address:

66
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Sample County Health Department
(ATTN: Jane Smith
1300 West Main St
Central, NC 29123

Failure to request a hearing within the 30 day time limit will result in the selolf of the above
[debt(s), and the addition of the local his is a very serious
matter, should you have any questions please contact Jane Smith at (991) 555-1212.

Sincerely,

Lynn Z. Williams E

Director

11/12/2025

67

* Remember to do this option once
letters have been printed and have
been approved to send

* Keeps from sending repeat letters to
debtor already sent a letter

» Contact Clearinghouse if you did not
Mark prior letters and need
assistance

68

93 Recbook-Aberdeen UTLGGr Aot Kot 1A Tm Dapemrt <

* Import Documentation: |- S W L e —
= List of Instructions for ALL =i s
ASCll/Excel imports fedcsmsninsicams 80

o Print screen of Import Options & fesess s urissa SR o v s

63 heabook-Asne Bitex TAXdacx i
e o~ © P st e st o e

and details B Redtook Ashevile UTLdocx

# of #of
Debtors Debts

Debt

Person
Amount S0

69
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noom—— todo their ownimports but worry
e about taking the wrong options
— . now can be configured
Wf| e —— » Select the drop down Account Code

= and it auto selects all options - just

choose the file
Optional but allows local govt. flexibility of .
not having to contactand possibly wait on * Bemg used now as often as Weekly

Clearinghouse to import (new debts and adjustments)

70

with a replacement file
If debtors exist, Excel file will
overwrite names and addresses

@ REMOVE ACCDUNT CODE DERTS s mace wth e e

= — Must use required
R T Excel header row

Snnct Bl e 20 kst T g T M e

71

3 ce P part

o Pt Bl i 190

+ If debtors exist, Excel fi ewillNOT
/0verwrite names and addresses

Must use required
Excel header row

oent [ oet et ™
Tp et  Agency Eipiation  Compliace  Accourt  Unique Account BaseDebt Debt

72
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Mo Carolea Dbt Satoff Program
C16: Sample Local Govemment
Excel Fis bmpon Status Repon
Date 08302016

DEBT AMOUNTACOED. ERRORS DEBTORS.  ERRORS DEBTS

Debt Amount
added should

= SSN not nine digits Y column “I*
= Invalid data <
= Agency code
= Restricted account code

Date (maximum year 2099)

« Import Status Report and Error Report provide equal Sum of

= Invalid compliance and/or expiration dates — use reasonable Expiration

11/12/2025

73

¢ Other Import Options:
= Only Adjustments
o Iffinds SSN and Unique ID - updates balance
= New Adds and Adjustments
o Iffinds SSN and Unique ID - updates balance

= Zero Adds and Adjustments

o Next step:
¥ If finds SSN and Unique ID - updates balance

o If does not find BOTH SSN and Unique ID - adds debt (and debtor if necessary)

o First, changes all debts to $0.00 for this account code (TAX, UTL, EMS, etc.)

v If does not find BOTH SSN and Unique ID - adds debt (and debtor if necessary)

74

* Similar options to Excel

« One additional option for NCPTS/OneTax
which not only updates balances, updates
the account number and retains priority

* Use must have Access rights to this
account code

Import ANY
combination: new

debts, payments or
both. Can even
change debts to

$0.00 that aren't in
the Import file.

75
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* Can have unlimited number o .
types Saman

¢ Must import each account code separately

® There is a letter template for debtors without
valid SSNs/ITINS

Invalid SSN ranges:

000-, 666-,900-,
-00-,-0000

11/12/2025

76

W2 e Fie fagon

1]

ot Coden: [ILL -kt o O Trpme 3] 00 trmank 5%

Sma

Complionce.

ssn Lostiame  First Name M Street Address ity Stote Zip Code  Amount  Amount Account
9002730 ABBOTT  ROSSMORE [ SOIZBEORDCT OMAROTIE NC JKNGTIOL 165853 175450 OI/1/Z010 13/31/2008 201811073

ne 8
PS50 ABBOTIS  JOFVENA M 1005 PETIRSEVRGCORNELUS NC 28I 10800 000 oUZI/8 120/ wa1sH . 000 9sas
B 00a8s7 adetion  Samuel MTBEastSUREt CHAROTIE NC 28206 IS 1000 09/09/2016 13/3/M25 TAMIIIMNR  TAX 00 msIuTs
0004857 dbelion  Samual MTBEastStreet OMAROTIE NC 78206 W50 106639 11N/M05 VNI TINGIDTSN  TAT 00N 639N
lmp.7e 7003 aneang __jacoser y N_any 1000 000 _o/7a/2011 13/1/2018 v-0073 T oMo 20000 srstasiy

77

Debtor Information

securely sends all debtors and debts to Clearinghouse
for processing over the weekend. Overwrites at
Clearinghouse if already been sent. Recommend weekly

(Friday p.m.) oo |l ook _iwen_Hop
*  Selective | EpeioGanngrouse  » | Dettorioformaten
allows for a specific file to be sent to the Clearir Impas Foom Claninghoers 5 Selective

For example, a file from a vendor/third party that needs Span St
reviewing or research done before importing into Vo Momaon
software. Secure method - do not send via unsecured

email!)

*  Export Settings

provides details to the Clearinghouse for installation and
connectivity to local server/database. Automatically sent
when TRANSMIT password changed.

User Information

provides details to the Clearinghouse of users and their
email addresses along with desired email notifications

»

78
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Setoffs
imports and processes the setoff.txt file
generated after a setoff from Dept. or

b T | T o T
Revenue and Education Lottery. Lipoa T G >

= Selective |t ] |
allows for a specific file to be securely ot Setiongs

transmitted and downloaded from the
Clearinghouse. This is normally for the
surplus and setoff spreadsheet files. Can
also be used for the Expired Debts
spreadsheet.

Import Settings

only if requested by the Clearinghouse

”

79

* Setoffs
1. If TRANSMIT password from Tools- | £3355525 e ™
Administrator-Account Info. has not £3332022 1022
. . . . 999-Surplus-2024 1022 paf
expired the list of available files €293 Sumius-20241022 xdax
appears Setoff txt

N

. Highlight setoff.txt and click = "=
3. If already downloaded a warning EasuR ol
message appears: only needs to be surplus files and review

done once unless instructed to do -
more than once per Clearinghouse

4. When downloaded a message
appears -|0 :\;wcmm\summ ‘

WA Th s
e |

80

 Setoffs
5. Click [ Ao
6. Once downloaded this

appears
7. Click © e | forthe Error
Report
[P wer—
320 Sameitocs
ettt eriive)
Date 030772016 .
SSH. UNIGUE NUMBER SETOFF AMOUNT  ERROR
Tout Suel w0 L L E ]
o s o

81
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.

Setoffs

8. Click close  to
advance to the Setoff
Report

11/12/2025

82

Setoff Report

Allows for selection by Date
Range or by Account Code Do Rangs:

Totsl Count. %

Fee 415

Setoff Report
e 11132024
0102023 Thew 12312024

* Run after each setoff import ssM NAME CODE ACCOUNTMUMBER  SRC SETOFF  AMOUNT FEE
P05 Amon fod  EuS  Eveze) REV ez 2000

+ Contact departments when P00HSS ABBOTT RHODA  UTL  0senI2 REV w2 TR 1500

available 995006455 ABBOTI RMODA  TAX  ROZ28INIT REV 10052024 100000 1500
Tois om0

| sorams apweom O TaX  2ava1om REV outzen  aMM 00

HOw0N Avaram Rroca T e REv namn w0 B

SIOLUT e Joanna  EMS  E200167 WOF ez G0N 10

WIOLUTI Ane Jonma  EMS  EzoomT LoF sezs 000 600
Great for T 1290°

fiscal year DI Ak, Loah TAX 20218319660 WO nATE 200000 1500

reports WIOVOT e Eeabn  TAX 14321741 REV w2 eI 1500

B0
000
nes
o
Ity
200
0w

2
o

Tows ST i
1030
REV(enue)
or
LoT(tery)

83

For account codes set as wewsoms fm =
Standard rate is .0075 but can be
modified e
Controls: - —

= canrun up to 12 passed months that were
missed

= only one interest rate allowed

= only run accrual update once per month

= Clearinghouse can see which months run or
missed - contact us

Interest | Help
Interest Accrual Global Update
Interest Accrual Global Unde
Interest Accrual Settings
Base Amount Update
Interest Rate Amount
Interest Accrual Report

There is no

automatic
reminder to run
monthly accrual

84
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Report
Alphabetical by last name list of debtors. Displays SSN, Name,
Account Number, Date of Update (Interest), Interest Amount
and the updated Current Debt. Includes a Current Debt total.

Select Month:  Nov v

Account Codes: | TAX Taxes

tarest Moo

e
Due’ 11272023
LAST HavE FRSTHAME  DATECFUPDATE  WIEREST CURRENTDEBT
801210 Rasymars nanen Tenn
11684 Abai Karen nan) [ 391
014847 Abai Samnt s 1
01T Abaivon e naxn 12 1oz
Ao Samat o wan
Tota recordn spasas 3 un a1 Inbsosen ccnmd = i -

85

¢ Clearinghouse will:
= Install software (server and workstations)
= Work with your Information Technology staff/vendors
= Set up departments
= Set up users and rights to functions and departments
. iAssist in generating notification letters and pdfs., including letterhead
ogos
. Prgovide training all users via telephone and remote software
= Convert from Data Entry — import existing data

86

Contact Info — All phones (86€) 2651663

Bill Walsh bwalsh@ncsetoff.org
Operations Manager customerservice@ncsetoff.org
Generate weekly submission file for NC Dept. of Revenue, Setoffs from ncsetoff@ncsetoff.org

Dept. of Rev & Lottery, weekly adjustments, website, newsletters,

documentation, vendor liaison, IVR, mass emails

Fran McClary and Hannah Bryant fmcclary@ncsetoff.org
Installations/upgrades, software training, debtor inquiries, file hbryant@ncsetoff.org

imports/due process letters, vendor imports, passwords, restore setoffs,
add/edit email addresses, website

Billie Mills (I.T.) bmills@scac.sc
New participants installation, server database transfers, workstation Monday, Tuesday, Wednesday

installations/upgrades, passwords

87
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