
Dane County
LandNav Software Training
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LandNav: Getting Started
Navigation is LandNav uses the menu on the left.  

Clicking on this icon will hide the menu bar

Cash Receipting is used to enter payments and print an 
immediate receipt.

Bill Maintenance is used to search and view parcels and add 
to Cash Receipting to apply a payment.

Processes and Reports will in more detail.

Click on this person icon to change the screen colors. 
Find the one that is the easiest for you to view.  
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LandNav: Open a Cash Receipting Batch
You can set up favorites under Processes by clicking on the star before the 
name.  You may want “Maintain Cash Receipting Batches” as a favorite.

To start to enter payments, the first step will be to open a Cash Receipting 
Batch.  Click on Processes  Maintain Cash Receipting Batches.
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To create a new Cash Receipting Batch, click on the PLUS Sign.

The date will set as the 
current day.  Leave Starting 
Cash as zero (not anything 
we will ever use).  Add a 
Description for the batch, 
not required.  Click Save.

Auto-filled Auto-filled

LandNav: Open a Cash Receipting Batch (continued)
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LandNav: Search for a Parcel (Bill Maintenance)

Setup your search 
categories by clicking
on the gear.
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At the bottom of the page, you will find your search results.  To enter a parcel 
into Cash Receipting, check the box and then click on “Add to Cash 
Receipting.”     

LandNav: Search for a Parcel (continued)
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LandNav: Search for a Parcel in Cash Receipting
You can also search for a parcel directly from Cash Receipting.  Enter 
the Bill # or Parcel # and click on search.

Select the parcel with the payment, there may be two entries (husband and wife
for example). Then click “add selected to cart.”

LandNav Page 7



LandNav: Enter a Payment in Cash Receipting
Once the correct parcel is added to the cart, make sure the payment date is the 
correct (no date should ever be after January 31. The interest and penalty date 
can be the same as payment date but cannot be set later than January 31.  If 
you want a receipt, put a 1 (or more) in the Tax Receipt Box.  You can set up the 
default for tax receipts in Agent Settings.

The default 
“Received Of” is the 
owner but you can 
change it (it is not 
required that you 
track who paid).
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LandNav: Enter a Payment in Cash Receipting (continued)

In the cart, you can click on Full 
for a full payment (duh), 
installment for the EXACT 
amount of the First Installment, 
or Lottery Credit (more later). 

The payment will show in 
“Tender Payment.”  Enter a 
check number or for a cash 
payment, click on the Tender 
Dropdown and select cash in 
place of check. You can enter 
notes in the Reference cell.
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LandNav: Enter a Payment in Cash Receipting (continued)

Click on Add Payment

The payment summary at the 
right will appear.  Click on 
checkout.  Since you selected 
one tax receipt copy, that receipt 
will print to your printer.

If you have two checks (or a check and cash) paying for one 
or multiple parcels, it is very important to enter one payment 

and then check out before entering the second payment.  
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You can enter one check for payment of multiple parcels.  Just add all the 
parcels to your Cash Receipting Cart.

This works great for farms with multiple parcels.  For mortgage checks for 
many parcels, consider using the Manual Batch Entry process.

LandNav: Enter a Payment in Cash Receipting (continued)
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The Tender Payment 
Box will show the 
total due for the 
parcels.  Add the 
check number and 
any notes in the 
Reference field and

click on Add Payment.  This will assign the payment to all the parcels. If the 
check only covers the First Installment total, click on the Action dropdown 
and select installment payment.

LandNav: Enter a Payment in Cash Receipting (continued)
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LandNav: Add a Lottery Credit
Lottery Credits are added in Cash Receipting.  Once you add the parcel to 
your cart, select the Lottery Credit Button.

You CANNOT have other payments in the cart when you add a Lottery 
Credit.

When the screen 
on the left pops up, 
make sure the 
Credit shows as 1.  

Check the Taxes 
TAB, the LC will 
now show up.

You will also show a non-cash 
payment dated December 1
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LandNav: Remove a Lottery Credit
Lottery Credit Removal is now much like it was in the legacy GCS tax program.  
On the Taxes TAB under payments, you will see a LC entry dated November 1.

Like other Voids, click on the box in front of the LC 
entry.  Then click Void and the payment information will 
appear.

Select LC400 – Remove LC as 
the Type of Void.  Balance due 
will increase.
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LandNav: Taxes TAB
The Taxes TAB is where you will 
find most of the information you 
need.
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LandNav: Void a Payment
Using the payment section, you can print a payment receipt or void a returned

payment. 

To Void a Payment, use 
Bill Maintenance to 
search for the property 
and payment.  Once you 
find the property click on 
the 2024 tax year.
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Check the box of the payment you want to void and click void. For your 
records, you may want to print a receipt before voiding the payment.

LandNav: Void a Payment
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Select the date you want to void the payment.  The default is the day the 
payment was made.  You can add a payment note, generally something about 
why the payment is being voided.  Then select a Void Type. 

Finally, click 
on Void.

LandNav: Void a Payment
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LandNav: Reports
The most adaptable, useful report is “PAYMENTS BY SELECTION CRITERIA.”  
This report allows you to select exactly what payments you need to see.  

For example, you have three people entering in Cash 
Receipting and you want to print a daily total but also 
see a sub-total of each person’s entry.  

You would click on Reports  All Reports  Payments 
by Selection Criteria.  I have saved this report as a
favorite.

There are three tabs where you can define your report.
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LandNav: Reports (continued)

On the General Tab you select the current tax year (you may only 
have the current year.  Under the municipality, again, you only have 

your entries.

Under “Select Payments to include:”
o Source: Municipality (No payments are taken by the County yet.
o Posted and Unposted can be selected
o Web and Non-Web can be selected

Payment types will default to Adjustment, Redemption, Tax and Void.  You can 
just leave this but you really only need Tax and Void.
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LandNav: Reports (continued)

On the Limit & Display Tab, the default is just “Display payment
totals”.  You should also click on “Include Cash Receipting

Overpayments”.

The other two options are:
o Display Owner Name (otherwise, it will just show the parcel number), and
o Display Summary Page (provides more detail about the types of payments.

You can also choose to run this report as a CSV file if you want to work with the
totals in Excel.

Finally, you can run a report of just your overpayments by checking that box.
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LandNav: Reports (continued)

The final tab allows you to define what payments are on the 
report and what order.  First: Select payments to show.

If you are running a report to balance 
with your daily payments, select today’s 
date.

You may need to run a report of just 
one Cash Receipting Batch, in that 
case, you would just enter the date and 
that Cash Receipting Batch number. 

Always include Voids.
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LandNav: Reports (Ranges and Sorting continued)

The sort order is whatever makes it easiest for 
you to balance with your deposit for the day.  

Sorting by CR Batch and getting a subtotal will 
give you a total for each person’s entry for the day 
and then at the end of the report will be the full 
total for the day.  

Sorting by receipt number will give you the report 
in the order of your physical checks (unless you 
shuffle them after entry).  This makes it easy to 
check for errors.  

When you are finished, click on Print and Name your Report.
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LandNav: Reports (Payments by Selection Criteria continued)

When the report is complete, you can find it under “My Processes.”

Click on the line of your report once it is complete and the PDF will pop up.  
Scroll down the report to see the Sub-Total for CR Batch #18 (in this example).
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LandNav: Reports (Payments by Selection Criteria continued)

The Grand Total Page will show you the full day of collections.

If you selected a summary page, it will show you details 
of Specials, Tax Paid, MFL, Overpayments, etc.  This 
will show on the left side of the summary page.

The right side will show you a total summary by type of 
payment made.  
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LandNav: Reports (Payments by Selection Criteria continued)

Since we no longer have Personal 
Property, the top portion will just show 
the total RE paid.

Below that, you will see a breakdown of 
the payments received.  This section can 
be helpful.  It can also just mess you up.  

There are some payments that do not 
show up under “Other Payment Types” 
so you should really just focus on the 
total from the top section (RE Total).

Note: Your settlement reports 
to the County will be Payments 

by Selection Criteria.
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LandNav: Reports (Ranges and Sorting continued)

The sort order is whatever makes it easiest for 
you to balance with your deposit for the day.  

Sorting by CR Batch and getting a subtotal will 
give you a total for each person’s entry for the 
day and then at the end of the report will be the 
full total for the day.  

Sorting by receipt number will give you the 
report in the order of your physical checks 
(unless you shuffle them after entry).  This 
makes it easy to check for errors.  
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Click on Reports – All Reports - Check 
Deposit Summary Report 

If you use this report as your daily balancing 
report, you will likely just put in the 
transaction date.

The report will just show the date, transaction 
number, check number and amount. 

LandNav: Reports (Check Deposit Summary)

12/17/2023
12/17/2023
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LandNav: Reports (Payment Listing Report)

There are many report options, play around and see what works best for you.
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LandNav: Manually Enter Batch Payments

Large Mortgage checks that cover many unrelated parcels are best entered in a 
Batch, not in Cash Receipting.   The biggest difference is that payments are not 
posted immediately.  This means that: 
o You can correct payments before posting.
o You cannot print a receipt until after posting.
o You can run a report of the batch before posting to make sure your 

payments match the check.  
o Payments are kept separate from your Cash Receipting entry until posted.
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LandNav: Manually Enter Batch Payments (continued)

Enter the parcel number

* Your municipality will want to set up a standard for these 6-digit batch 
numbers.  We use two-digits to define the person entering. I am 31.  The final 
four digits are today’s date.  

311217 *
Default is Municipality
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LandNav: Manually Enter Batch Payments (continued)

When you click on 
continue, all the current 
year parcel information 
will come up.  

The top of the page will 
show the Municipality, 
name and address.

The left side of 
the screen will 
show all the 
current year tax 
information (the 
original levy and 
lottery credit, the 
amount already 
paid, the specials 
and MFL amount, 
etc.
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LandNav: Manually Enter Batch Payments (continued)

You make your entries under 
payment (I know, surprising).  

Your options are similar to Cash 
Receipting. Click Full for a full 
payment or Installment for a First 
Installment.  The program will 
distribute the payment to tax, 
specials, MFL, etc.

If the check is for any other 
amount, you will enter the amount 
of the check in the TOTAL cell 
and click on Partial.
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LandNav: Manually Enter Batch Payments (continued)

In the sample at the left, the mortgage company paid
$10,000 for this parcel. The total balance due is
$9,304.90 so there is an overpayment.

Once you click on partial, the program will show the 
payments by category, including the $695.10 
overpayment.

If the information looks correct, click on Add to 
include the payment in your batch.
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LandNav: Manually Enter Batch Payments (continued)

Once complete, you will be back on the Batch Page.  Click Manually Enter Batch 
Payment to enter your next payment.  

You will need to enter the net Parcel # but the Batch # and Date will stay.  The 
receipt number will move up to #2 … and so on.

Once complete, you can run a report of the UN-Posted Batch.  Use the 
Payments by Selection Criteria Report

Only select unposted payments 
on the General TAB.
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LandNav: Manually Enter Batch Payments (continued)

On the Ranges & Sorting TAB, use 
the date of the batch in payment date 
and then your Batch #.

This will create a report batch you just entered.  The report total should 
(obviously) match the mortgage check amount.

You can also enter multiple checks in a batch.  We enter all overpayment 
checks in Manual Batch entry but you will have to determine when this entry 
format works best for your municipality.

Importing payments into LandNav is also an option.  See the LandNav Tax 
Collection Manual for detailed instructions or contact us.
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LandNav: Manually Enter Batch Payments (continued)

Importing payments into LandNav is also an option.  See the LandNav Tax 
Collection Manual for detailed instructions or contact us.

Once you have balanced, you can 
Post your Payments.

You can also see your Batch totals 
by searching your batch and 
selecting “Display Batch Totals.”  
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LandNav: Settlement
Since all your payments are entered into a tax system that is shared by the 
County, you do not need to export batches to us.  All I need is a Payments by 
Selection Criteria report that shows all your payments.  

I realize that we can run the exact same report but we want to make sure that 
your deposits (that match the total on the report) are the same as what we will 
show for January and February Settlement.  

The other trick is that we cannot end up with the same totals if you continue to 
enter payments before I have run the Settlement documents.  So … you will 
send me a report on December 30th or 31st (depending on your work schedule) 
and you will not be able to enter additional payments until Thursday, January 2.
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Enough talking about it … let’s just get to your practice entries

Batch #1
1. Enter a 1st Installment Payment
2. Enter a Full Payment
3. Enter a Partial Payment
4. Enter a Full Cash Payment 

Batch #2
5 to 7. Enter a Multiple Parcel Payment with 1 Check
8. Enter a Payment with 2 Checks
9. Enter an Overpayment

LandNav: Time to Play
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Remember, the LandNav Tax Collection Manual provides step by step 
instructions for your tax collection process.  

LandNav: Practice Entries

Batch #2 (continued)
10. Enter a Lottery Credit (no payment)
11. Enter a Lottery Credit with a Payment

Void a Payment
12. Remove a Lottery Credit

Run a Payments by Selection Criteria Report
Run a Check Deposit Report

13 to 17.  Manual Batch Entry
Run a Payments by Selection Criteria Report for your Batch.
Make any corrections or adjustments to your payment batch.
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