Back Office – Processing a Renewal when not Accepting Payment Online

Some agencies elected to not accept/require payment online for online Renewal records (annual inspection reports).  This means that your customers will submit their annual inspection report data online without payment.  You will be able to see their submitted records and process payment from the back office.

Note: This is what your customers will see on their end once the record is submitted:
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1. Once the Renewal record is submitted online, you will receive an Alert.
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2. Or you can monitor Renewal records submitted online by using the record list filter called Annual Service Renewals – Incomplete.  You will notice that the Status of records that appear under this filter is Renewal Received.  This means that the Renewal record is started but not complete.
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3. Now, open up the record > navigate to Fees.  You will notice that the fee is automatically assessed.  If the fee looks correct, go ahead and Invoice the fee so that it can be paid.

4. If you would like to send the Invoice report to the maintenance provider or any other appropriate party, you can click the Invoice # to generate the Invoice report.
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5. Click Send E-Mail and send to the appropriate party.
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6. IMPORTANT NOTE: Once the fee is paid in full from either the back office OR online, this year’s renewal is complete and ready to be submitted next year.
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“Thank you for using our oniine services.
Your Record Number is 186-20-000302-20R.




image2.png
CLATSOP_CO

Menu v Delete  Help





image3.png
Record

Menu v | Search

‘Showing 1 of 1

[ Record Number

[0 186-20-00030220R

Record Type

Annual
Inspection
Report

Delete Gls Create a Set

Description

ONLINE ANNUAL INSPECTION REPORT

View Log

Number

90637

Dir

Reports

Stret Name

LEWIS RD

Street
Type

Post
Dir

unit
#
(start)

Related
city Parcel # Status Records  Opened

WARRENTON  71009DB02301 -View 120022020




image4.png
Fee Calc. Factor: [Job Value(Contracton50.00) Fee Total 56000
‘Showing 1 of 1
Invoice
[] Feetem ay  unit Fees Status Balance Due  #

[]  Annual report evaluation - sand flers, recirculating grav. 1 Ea $60.00 INVOICED  $60.00





image5.png
(& hitps:/av-oregon-config.accelo.comyportetsfee/showReceipt.do?mode=showGRECEL.  — 0 X
R BO

%5 [ ACCEA ~ [ BCDReferencelnfo~ [} VR =[] Virtul Merchant = [} Accela Automation® - Se..

Lg | send E-Mail

‘Omaga Onsits Deparment.

. 123 Omega st
Invoice: 122 FoBorsss
Record ID: 357-20-000174-SRVC-20R. rax: 555 S95.8085.
Invoioe Date: 11/16/20 11:00.am
FrojectName:
Worsie diress: 1234 ROB AVE, Jsferson, OR 67252
Paret 12312345
Ouwer.
e Descrption Fou Amount ance ue
100 S Amusireponeusston - s 000 so000
ftrs.recudstng grave fiers.
xdAT





