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This manual is best viewed at 100% magnification
for detail on some of the smaller screens.

Welcome to Utility Billing. Utility Billing is designed
to be used by both public and private utilities. It is easy
enough to be used for small systems with only a few
hundred accounts, yet powerful enough to handle large
systems with many thousands of accounts, and systems
with 100,000+ accounts. It can be used as a stand-alone
system or interface directly with the IMS General
Ledger and Inventory Work Order system. It can be
used to bill water, sewer, electricity, gas, plus any
number of other fees or assessments, and interfaces
with the IMS handheld meter readers, in addition to
third party touch read wands. Packed with reports, this
system has the winning combination of capabilities and
ease of use you won't find elsewhere.

Only one instance of Utility Billing is allowed running
on a single workstation. There is a stand alone utility
UTIL.EXE made available only to qualified users who
understand the risks involved. It is a collection of
utilities that are one time utilities written for a specific
problem.

Resource sharing among different workstations is a
separate issue. The resource shared in that case is
network bandwidth and database service, and is
dependent on the server speed and number of stations
in use. Release notes and supplemental documents
are available in a Windows help file format within
the program itself.
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Hard disk with 10 MB free disk space

Microsoft Windows 95, or Windows NT 3.5 or higher
(Windows 32 bit environment only).

A 16 bit version will be available on request for a
limited time to accommodate users still using the
Windows 3.X environment.

VGA graphics and monitor

Any pointing device supported by Windows

The new IMS demo and option control system works
for existing users who have a license file containing
installed options when version 6.168 is installed. If
there is no license file, then certain options will not be
installed on all systems. The Demo program expires 30
days after it is first used.

This is where it all begins. The original program will
be installed by your Customer Support
Representative (CSR). You will need to periodically
install updates as new information is added to the
program. As long as your update is saved and installed
into the correct directory it will be used by the original
program. When installing, TYPE in the directory (ex.
C:\UB, or D:\IMS\UB, or G:\UB): you want the
program to go, otherwise it tends to default to a
directory that it creates below the main directory
(C:\UB\Utility Billing). This means the program will
not be installed into the original UB directory, and
consequently not work. You also do not want it
installed into C:\Program Files\Utility Billing, (the
Microsoft Windows default directory) if that is not the
original Utility Billing directory. This will not allow
the update to work in the right directory, either. Put the
updates where the original program is located.

Start Windows if you’ve not already done so.

Insert the Update disk into drive A (or drive B). You
first need to find where your Utility Billing program is
installed. Find the icon on your main screen (Program
Manager) and highlight the Utility Billing icon, and
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right click with your mouse on the icon. Select File,
Properties, and click on the Shortcut Tab. The line you
want to look for will be labeled as Target. There you
will be able to view the directory you need to place the
update into. Once you have determined which
directory to install into, you are ready to start the
installation process. Left click on Start; Select Run
from the File menu and then Browse, selecting the .exe
file on the diskette in Drive A: and double click on the
.exe file to begin the installation.

The program will start installing and you will see a
blue screen, and then a welcome screen. It will ask you
which directory you want to install the files into. Make
sure it is exactly where it needs to be as the data for the
program is located in the same directory as the program
files (see above on how to locate your directory).

Select Destination Directory x|

Litility Billing will be inztalled inta the fallowing
directary,

If wou would like to inztall it into a different
directomy/drive, uze the browse list below.

Deztination Directony:

|E:\IMS'\LIB'~J

=y &M
[= ims

[=- i

Caree_|

In Windows 95/98/NT the default is C:\Program
Files\UB. You may not want this directory, so TYPE
IN the location to the directory you found the program
in (using the directions above).
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95/98/NT
Internet
Users

The examples show c:
drive, but most users will
have their program
located on d, g, or f- or
some other drive.
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Click OK when you’ve entered the desired location. It
will ask you if you want to make backup copies and
will backup the program files that the update replaces
into the same directory, into a new folder called
BACKUP. After this simply follow the instructions
and it installs the update for you.

Copying fils:
C:MMSAIBAUE . EXE

After it is complete, you will be given the opportunity
to view the release documentation. This is a document
containing information and explanation about what is
new to this version of the Utility Billing, including last
minute changes since the manual was printed.

The release documentation for new releases can always
be viewed at the IMS website, http://www.ims-
florida.com. The site will always have the latest
release information. The release notes can also be
viewed once the program is installed under Help,
Contents, Release Notes.

Updating from email:

Your CSR will send you updates in the email if you
request this method of updating. When you receive the
emailed files (for example ub6151.exe, .w02, .w03),
save them immediately into the directory that your
program is running in. See the Windows update
installation instructions above to see how this is done.

Once you have saved all files you receive in the email
from IMS, then you may go into My Computer by right
clicking on it, and choosing Explore. From there, you
simply locate the .exe file and double click on it to run
the installation, following the instructions on the
screen. Remember to TYPE in which drive and
directory you want the program to install into.


http://www.ims-florida.com/
http://www.ims-florida.com/

If you skip this step
now, you may view the
documentation later in

the program itself.

Windows
Skills You’ll
Need
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Updating from a disk:
Insert the Update disk #1 into drive A (or drive B). In
Win 95/98/NT right click on My Computer, select
explore. Highlight the drive (A or B) that the disk is in.
Find the file, Setup.exe and double click on it. (See the
above installation instructions for Windows updates).
Insert Disk #2 and #3 when prompted.

In all of these installations you may choose to read the
release notes, which are essentially the latest update
information and changes to the program.

Because the Utility Billing runs under Windows, it is
necessary for you to have certain Windows skills to be
able to use it most effectively. What follows is a very
brief explanation of some of the skills that would be
most useful in using your Utility Billing. This is not
intended to replace your Windows manual. If any of
these is not a skill you’re comfortable with, you’ll want
to refer to your Windows manual for a complete
explanation.

Entering information on a screen

When you are entering information into many fields on
a screen, such as when adding a license, use the Tab
Key to move to the next field and Shift+Tab to move to
the previous field. When you are directed to "tab" to
something that is what this means. There are also
"Tabs" that are folders with names. These will always
be capitalized so that you aren’t confused by the two
different definitions of the word "tab". DO NOT use
the Enter Key. The Enter Key is the same as clicking
on OK, and means you’ve completed your entries and
are ready to move on to something else.

Control

If you don’t have a good understanding of this concept,
you’ll spend way too much time trying to get the
program to do what you want it to do.
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You first see a screen where the cursor is flashing in a
field. That means that if you press a letter (or number)
on your keyboard it will appear in this field. Hit the
Enter Key on your keyboard after filling in this field
and the account will pop up on your screen. However,
if you click within the other portion of the screen, the
control moves there. Then, when you press a letter, the
program takes you to the first occurrence of that letter
in the list.

m
et |imone | tame | Serv tme | Datiane | agmess |Serv aguess | e agwess | Zecode | Serv Zecose |08 Zocoss | wewse 1 | v

AT1E Weong S
4720 Wister 51

. e
puen |_cipy ][ gange ] _gos | _Pven | _cgee |

To move to a screen tab, simply click on it. That
screen will be brought to the front.

Mouse vs. Keyboard

Throughout the manual, the mouse commands are
given for procedures (e.g. “Click on OK”). If you
prefer to use keyboard commands, you’ll want to pay
attention to the underlined letters in options throughout
the program.

For example, to pull down the File menu, you may
click on File, or you may press Alt+F. Then, when the
menu is pulled down, you may click on your choice, or
press the letter that is underlined in your choice. Any
time there is some information that could be looked up
(on a calendar or in the business codes, for example),
you’ll click on your right Mouse Button to see it. But
you can also press F3.
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Using the scroll bars
Scroll bars are found at the right edge and bottom edge
of the screen when the information for the screen won’t
all fit on at once. You may click on the up and down
arrow keys to move incrementally through the display,
or drag the box up or down to move more quickly.

Customize the "Window"

When you have one screen open, go to Window on the
same menu bar. This is the only way to customize your
display information.

Tile [Standard]
Tile [Harizantal]
Tile Mertical]
Cazcade
Arrange |cong

Bestore Application Defaultz
Bestore Window D efaults

v 1 Browse Customers

Change whatever settings you like.

Moving a window

There are times when you may need to move a window
to another location on your desktop. To do this, click
on the title bar of the window and drag it to the new
location. Then release the Mouse Button.

Resizing a window

Occasionally, you may want to resize a window so you
can see more of its contents. To do this, click on the
window. Then, point to a corner or border of the
window (the cursor will become a double-headed
arrow). Drag the mouse until the window is the desired
size and then release.




On a drop list, press
the first character
of your selection to
go directly to it.

12
Quick Tip Keys:
F1 brings up a Help menu for quick and easy
explanation of terms. If you are in a date field, press
F3, which is invaluable in IMS programs and will bring
up a calendar in a date field or pop up list in many
other fields. Always try it if you need to select from a
list to see if it is available this way. Press the Escape
Key to release it. Right clicking on the Mouse Button
will also display selections if available.

APR. 2001 |
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Using the Clipboard

This menu contains the standard Windows editing
functions using the clipboard. It is active only when a
document window is open.

Cut (*X)
Move the currently highlighted text to the Windows
Clipboard.

Copy (*C
Copy the currently highlighted text to the Windows
Clipboard.

Paste (*V)
Copy the contents of the Windows Clipboard to the

field where the cursor is currently located.

Reference Help/Contents

Your program has assistance under Help (press F1 at
any time to take you to this section) or Help, Contents
or Index. Contents has a better overview of the entire
section. It is filled with explanations of almost every
function and key in the program. Familiarize yourself
with some of these items in there before beginning.
This makes using the program much simpler.
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IMS Web Site
You may automatically link to the IMS web site if you
are connected to the Internet by clicking within the
Building Permits Manager program under Help, IMS
Web Site.

Contents

Index

Search for Help On...
Huowe ta ze Help
Wiew Uzer bManual

m] IM5 ‘weh Site

About Ltility Billing

Windows has its own section for assistance with
questions about Windows topics - How to Use Help
which is found within the program. Use it by looking
through the Contents, the Index alphabetically, or by
using the Search for Help On.... capability to find the
topic or keyword you need help with.

¥ Windows Help [c[o]=]

H - =2 B

Hicie: Beck Fornard Options  iieb Help

To find a Help topic
1. InHelp, click one of the following
Type inthe keyward to find: tabs:

I‘ s To browse through topics by
category, click the Contents tab.

Conterts  Inolex: ISearchI

To see a list of index entries,
click the Index tab, and then
either type a word ar scroll
through the list.

bmp files
doc files, see documents
oif files, using as wallhaper

icm files

pif filex ® To search for words or phrases
1t files ) that may be contained in a Help
1394 devices, pots topic, click the Search tab,

16-bit DLC protocol
16-color display

2000, calendar settings
256-color display
32-hit DLC protocol

Z. 1Inthe left frame of the Help
window, click the topic, index entry,
or phrase to display the
corresponding topic in the right

32-bit PC Card support framne.
dizabling &l Note
o Click Wweb Help ® on the Help -~
Display tonlhar to get technical support,
answers to frequently asked
questions, and |ste-breaking tips =

User's Manual

Go to Help, View User Manual. This is the manual in
.pdf format which requires Adobe Acrobat to view.

See the website for a free download link to this
program on the homepage under View and Print
Product Manuals.



14

The manual is set up so that each main category is to
the left side, each function of the program to the right is
Bolded and Underlined. Fields of information and
the path (i.e. File, Setup) are typically bolded so that
you may recognize them easily. The explanation/steps
are directly below it. The manual attempts to follow
the natural progression of steps the user would
normally take when running the program. If in doubt
always look to the Index for the topic and hyperlink
(jump from one point of the document to another) from
the page number of the item you seek. Use the Go
Back Button to return to where you were last.

First Steps:
When setting up the Utility Billing system there are

important decisions to be made before any data is
added to the database. One of these is assignment of
the two user defined fields (User Keyl and Key2) in
the customer record. Each of the fields is 16 characters
in length, and can be numeric or alphabetic. You
activate these fields by assigning a title to the field in
the configuration window. Once a title has been
assigned to the field it will appear in windows and
reports under that name.

You will want to insert general information data into
their particular files before adding businesses. The
second step is to set the Security information for the
program, typically with one supervisor having access to
everything and then customizing a profile for the
various users under the supervisor. Next,
Configuration Options will govern how your program
functions. After that, Lists to choose the setup for the
forms to be printed. Depending on your form
selections, you may then have to select printing options
for the forms.
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Getting Organized

System Date 15
Security 15
Configuration Setup 20
List Setup 31

System Date Change System Date
Go to Setup, Change System Date. Set the default

date and the Accounting Date. Click on OK.

# Update Date I
General |

Currert real-world date iz 2520052001

Litiity Billing cefaut date is [EENZM

Accounting Date
’]ncunth Y ear

|February = | 20m 3

[0].4 I Cancell

If the accounting date is not set correctly using Setup,
Change System Date, another utility will set the
accounting period for transactions from the transaction
date. It operates only on untransferred transactions
with a missing or invalid accounting year. This allows
users to correct failure of transactions to transfer to
General Ledger because of a missing or invalid
accounting period.

Security Security Profiles . . o
Go to Setup, Security, Security Profiles. This is

where you decide upon the different levels of access
the individual users may have. There are as many
levels of security for your program as you want to
create. All security profiles should be reviewed after
each release is installed because of system setup
changes.
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Any procedures that allow changing a data file are in
the Utility Billing main menu where they are subject to
security settings. Ubutil.exe may safely be made
available to all users. The utilities in the main program
are in the Utility menu and require Supervisor access
to run.

You may change these  To add a new profile, press the Insert Button. You may
at any time if you have o156 g name for the profile and then choose which
the level of access to files may be accessed by that t f profile. T
changing security y y that type of profiie. 10

information. Typically change the level of access for the individual folder, just

only a supervisor does.  click on it, hit the Change Access Level Button and a
screen will pop up. Select the Make Any Changes
there. You may change these at any time if you have
the level of access to changing security information.

Typically only a supervisor does this.

* Browse Security Profiles HE B

[Mame |

|

Profile Name
Record 1 of 1
Insert ”WI Delete I Close I

Remember that security  To change all folders to the same access level, press the
profile changes take  Chanoe All Access Levels and it will do it for you.

effect the next time .
Utility Billing is started. Press the Apply Button and then click on OK.
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*+ Update Security Profile [=[o]=]

General |Eecord |

Profile Mame
SUpErvisor

Access Levels

_Title
| Fil= MENU | Supervisa
t Customers ITEM | Supervis:
D Customer Tabs MENU | Supervizor
[:I General ITEM | Supervizor
Personal ITEM | Supervisor
Motes ITEM | Supervisor
[ Meters ITEM | Supervisor
[_] Transactions ITEM | Supervisor
[_1 Selected Details ITEM | Supervisor
(L] Rates ITEM | Supervisor
D Wark Orders ITEM | Supervisor
*D Activities MEMU | Supervisor =l

Change All Access Levels | Change Access Level |
Mo 2 bl [ |

Cancel I

Select from one of the following levels of access:

No Access - this means that the user has no access to
the files indicated at all.

View Only - the user is allowed to view the information
only, not add to or change it.

Data Entry - this access level allows adding customers
as well as meters, work orders, etc. related to the
customer. Users at this level may only change work
orders.

Update - this access level allows adding and editing all
customer related data, but deletions are not allowed.
The Move Button on the customer browse is available
only to users with this access or higher.

System Update - users with this level or higher may
add, change or delete any customer related information.
An account cannot be copied over an existing inactive
account unless the user has System Update access or
higher. A warning message is displayed before moving
an account into an existing account.
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Supervisor - this user has access to every single file -
the highest level of security which is essentially
responsible for all others below it. It is wise to have a
backup for this person who will also hold the password.

Passwords and Users

Once you have profiles, go to Setup, Security,
Passwords and Users to define who is going to be
using the system and what their passwords will be.

To add new user information, press the Insert Button.
To change information about existing users, highlight
the user and press the Change Button.

* Browse List of Users HiE B3
User Matme |
User Mam Hierarchy Position
GLORLA 1
M= 0
haster 0
TIrA 1
A o=
Lizer Mame
Fecard 1 of 5
Insert | Change I Delete Close I
*+ Update User Record HE R |
Eeneral |Eecu:nrd |
Lzer Mame Security Profile
|PAYMENT ENTRY
Passwward Hierarchy Lewvel

[Tire, [

Prior & | et | ok | cancal




Make sure that you write
down your password
someplace secure.

Prior 4 I
Pt = I
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On the General Tab, fill out the User Name, the
Security Profile (one of the levels you just created).
Leave the Hierarchy Level blank as this no longer has
any viable function for the user. Choose the Password
you prefer. The Record Tab is system information
which shows when the record was created and does not
get edited.

The Prior and Next Buttons take you through all of the
users so you can quickly edit them all if you like.

Change Your Own Password

Go to Setup, Security, Change Your Own Password.
To change your password, upon login to the program,
the system will recognize who is using it and will allow
a pop up screen with your name and password to come

up.

* Update Current Password !EIE

General |Eecard |
Uzer Mame
|geu:urge

Pazsword
|Washingt|:|n|

Ok I Cancell

Simply erase the old password by backspacing,
highlighting the word and then deleting or highlighting
and typing in the new one. Click OK when done to
save it.

Once you have passwords established the system will
ask you for the information upon entry into the
program:



Configuration
Setup
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Pleaze Log In |

Uzer Mame

Passwiard

|
Log In I it |

Utility Billing has the IMS menu system which allows
running all installed IMS programs from a single login,
bypassing individual program logins and splash
screens.

Go to Setup, Configuration. The maximum value for
dollar amounts in windows and reports is +/-
999,999.99. Fill in your city's information on the
General Tab and the other 7 different tabs. On the
General Tab fill in the following fields:

Mailing Address
Line 1, 2, and 3 of your mailing address and zipcode.

Calendar Control
Determine how or if the system date is kept current -
manually, automatic, or upon system startup.

Local Update -when this option is set, changes to the
system date using Setup, Change System Date will
take place only at the local workstation. Other stations
will not be affected. When in this mode users will be
notified that the date change is local only. When the
station that changed the date locally is next started the
system date will revert to its last system-wide setting.
It is strongly recommended that the Calendar Control
setting not be left in the "Local update" position. To
temporarily change the date locally, the recommended
procedure is to change the Calendar Control setting to
Local update, change the system date to that desired,
then change the Calendar Control setting back to the
normal option.
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While the system date is set locally all Utility Billing
functions performed at that workstation will use the
local system date.

Data File Path

Where the data is coming from, i.e., CA\IMS\UB.
Typically, all of the IMS programs and the program
data run out of the same data file path, such as gi\UB -
BUT, there are cases when some users with offsite
location may have Ultility Billing running on a separate
workstation in a remote location and still looking at the
data on the server in the main location. The
configuration window contains a field for the path to
the remote data. This field is available only to users
with Supervisor access. If this is left blank, Utility
Billing will function as before. If a value is placed in
the field, the programs may be loaded on the local
workstation and the data files on a server at the location
specified.

Note: A change will take effect the next time Utility
Billing is started. It should not be changed while other
workstations are running Utility Billing for obvious
reasons. System administrators may want to
experiment with the remote vs. local program setup,
because one method may not necessarily work better
than the other.

It depends on factors such as the relative speed of the
local workstation and the server and the speed of the
link. The remote data feature is present only on the
main Utility Billing application (UB.EXE). Other
external utilities such as UBUTIL still require that the
program and data reside in the same folder.

See the detailed  Bill Printing Format
list of forms. Layout for the Billing Form.

Late Notice Format
Layout for the Late Notice Form.

Cutoff Notice Format
Layout for the Cutoff Notice Form.



Choose between
alphabetic and numeric
preferences- numeric has
decimal places to choose.
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Skip Overdue Penalty...

When checked this will skip the penalty. See if late
charges are needed when recomputing under the
Transactions Tab in File, Customers.

Focus in Customer Browse

After updating a customer record or entering a manual
payment, focus is restored to the control specified in
the configuration window. Focus is not set to the
browse listbox when the window was initially opened,
but instead after a payment was entered or after
updating a record. Focus means where you want the
focus - on the customer list or on the account number?
Most people prefer the customer key lookup field so
they can just enter an account number and hit the Tab
Key or Enter Key and be at that account.

The other choice of Main Customer List Box sets the
highlight to the customer browse section so that you
can scroll to an account. Or you may press the Tab
Key and go to the account number lookup area.

On the Index Keys Tab fill in the following fields:

* lpdate Configuration HE B

General [Dolex Keys |Qulurs IP_aymerrts I Accounting I Fund Transfer |Erirrt Preview |Becurd I

Account Key One Format Account Key Two Formst | —Account Flags " .
Hey Une hame Key |wo hame Flag Cne Mame L i Bl
|Rmﬂe |Number Twvo IF\naI Bill
 Aphabetic  fphabetic Flag Two Name
i+ hlumeric + fiumeric: ISewer
Decimal Places Decimal Places

0 3: ID 3: [~ Meter Index Kevs —

Meter One Name
heter #1
Meter Twin hame
Meter #2

Account Key One and Account Key Two Format
These user fields are very powerful because all
customer data will be indexed on the values in the
fields, allowing you to locate a customer by that value.
You could have a field represent something unique to
the customer, such as social security number.
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This would mean that every record would have a
different value. But there is a good reason why these
fields should not be used for such purposes.

The intended use for these fields are for categories or
groups, such that there are a limited number of
different values, and several customers will share the
same category or group. For example, you could name
one of them Service Type, and in the field have values
such as Residential, Commercial, etc.

Using a field in this manner opens up the power of
being able to print reports based on this value. On
some of the reports you will have the option of
specifying which of the values of this field you want to
include or exclude, and it will print a breakdown
summary by each different field value.

To make such use practical the number of different
values of the field should be limited to about 50, so
they can all be listed on a single page. It would be
pointless to print a report breakdown by a field that has
a different value for each customer.

The bill printing process may be limited to only those
accounts with one of the user defined flags set,
including an option to clear the flag after the bills have
been printed. This is intended to support a procedure
for printing final bills.

To set it up, use Setup, Configuration, Index Keys,
Account Flags, Flag One Name and set a value there
such as Final Bill. The customer record will display
that flag. When accounts are ready for final bills to be
printed the flag can be set.

When ready to print final bills, an option will appear as
Final Bill only. Also an option of Reset Final Bill after
Print will appear. If these are checked, the bill print
procedure will print only those accounts with the flag
set, and the flag will be cleared after the bill has been
printed.
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Account Flags One and Two
These are user defined such as Flag One for Final Bill,
which most customers do. Not everyone uses Flag 2 -
but could be used to mark something.

Meter Index Keys

Meter One Name is the meter number for most
customers. Meter Two Name is the sequence number
for most users, but can be anything from their sequence
number to a route number, to nothing at all. In the case
of some with their ITRON Hand Units, Meter One is
the sequence number and Meter Two is the meter
number.

Last Active Book

All processes that begin with a window showing the
beginning and ending account number range (which
includes almost all reports) now will show a default
ending account of the last account in the last active
book. If the last active book field is left blank the
default ending account will be the last account in the
database as in previous versions. (Note that if a report
was run with the ending account manually changed to
something other than the default, the next time it is run
the default ending account will be as last run.) The
purpose of this scheme is to allow a group of inactive
books to be retained for archival purposes without them
being processed or included in reports.

If a report or process need be run for these inactive
books, the default ending account number may be
manually overridden so as to include the inactive books
(or simply blank out the last active book). Alphabetic
book numbers are supported by Utility Billing,
including book numbers such as ABCD, B123, etc.

But due to a technical database issue the last active
book feature supports only numeric and single
character alphabetic books. This restriction may be
lifted in a future release.

On the Colors Tab select the colors that you want for
the different account listings.
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Choose which colors for the main customers and which
for the transactions. Click on each one to select a
custom color and a box will pop up.

*+ Update Configuration HE =

General |Igde>< Keys Colors |anmems |Accnumlng |Eund Transfer |Er|nt Preview |Becord |

hisin Customer List Box Transaction List Box

hlormal

Da

Tatal

H HEsSdre Defauls Restore Defaults |

v Mark "Overdue" Accourts in Main List Box

CH Cancel I

Dormant: Standard Foreground %)

Standard Colars:

Bazic Colars:

Define Custorn Colars. .. |

Ok I Cancel |

Mark Overdue Accounts in Main List Box

When checked this allows overdue accounts to be
highlighted with a color as well. The color you choose
for overdue customers will show under the Main
Customer Listing Window in File, Customers.

On the Payments Tab fill out the following fields:
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* Update Configuration [[o]=]
General I Inclex Keys |(_Iolors Payments |£.ccuum|ng I Eund Transfer |Er|nt Previes |Eecord I
Overpayment Charge Category First field on Payment Windaw
W ' Payment (amount paic)
" Tracking (check number)

W Use Special Annual Prepayment Discourt
Annual Discount Details

Beginning Marth and Da
33 1 ;C
Ending Marth and Da:
33 a 3:

Percent

0.000000
Dizcourt Category

Cancel |

Overpayment Charge Category

If this field is not blank, the charge category shown
will be used whenever an overpayment is entered. (If
the field is blank you can open a window listing all
charge categories by pressing the standard Hot Key
(F3) while the cursor is in the field.

It works best if the charge category selected is a
"dummy" category that is not used for billing any
charges. When an overpayment is entered any excess
over what is owed in any category is placed in the
overpayment charge category. If a payment is made on
an account that has a zero or credit balance the entire
payment will be distributed to the overpayment charge
category. It is important to understand that an
overpayment is not revenue. A payment transaction
will be created for an overpayment but no entry will be
made for billing in the overpayment category.

When a charge category is deleted: If a related record
exists in the rate file, the user will be notified and
allowed to also delete the associated rate. The option
to delete the rate is available only if there are no related
records in the charge history file.

First Field on Payment Window Start with focus on
Tracking (check number) or Payment (amount paid)
when the Customer Window comes up. When you
focus on Tracking - this will put the cursor in the
tracking section of the payment entry screen.
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This section is typically used for the customer check
number. The Cash Receipts Report is designed to print
receipts by date in either account number order or
tracking order. When printed in check number order, if
a user has a misapplied check, then they can quickly
locate that check number and see which account it was
applied to.

Such as when the customer pays with check 101 and it
is applied to account 1-10 rather than my account 1-
11. The customer gets their next month's bill and sees
that the payment has not been applied.

So they call and say that they paid on such and such
date with check number 101. The person running a
receipts report for the dates when the check probably
came in through the mail sees check 101 was applied to
1-10 and fixes the accounts.

When you focus on Payment, upon entering the
payment entry window for an account, the cursor will
be blinking on the payment amount, and if that is what
the customer paid, hit enter and the payment is applied
with the date specified in the payment entry window.

If they paid more or less that what the payment amount
says, that amount is entered for the payment amount,
and hit enter and it is applied and disbursed in the order
specified under Setup, Lists, Charge Names,
Payment Order.

Use Special Annual Prepayment Discount

When checked a set of fields become visible. They are
Beginning Month and Day of the discount, the
Ending Month and Day of the discount, the Percent
of the discount, and the Discount Category - where the
discount gets applied.

On the Accounting Tab fill in the following fields:
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* Update Configuration [_[=]=]

Genersl |I|;|dex Keys I Colors I Payments Accounting |Eund Transter I Print Preview I Record I

hethod
" hane

W Alwvays upcats accounting month and year to match currert UB system dete

Cancel

Method
This means the method of accounting, either None,
Cash, or Accrual.

Always update accounting ...
This makes sure that the accounting date and the
system date link up or are "matched".

On the Fund Transfer Tab the fields you see are the
system-wide values needed. Different banks require
different formats for one or two header records that
precede the standard ACH records.

Bank Header 1 and Bank Header 2

These are optional, depending on the requirements of
your bank. They are the first and second contents of a
record transmitted before file header. If a field is left
blank a record will not be generated. If either of these
fields are required they must be exactly as specified by
your bank, including blank spaces.

For this reason they are displayed in a fixed pitch font
so the space occupied by each character, including
spaces, will be uniform. This will aid you in filling in
the required information.
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* Update Configuration [=[c1=]

General I Inches Meys |(_Iolors IP_aymems I Accourting  Fund Transfer |Er|nt Preview |Eecord I

Bank Heacler 1: BAMK_OF AMERIGA

Bank Header 2 |

Originstor Mame: BAC

Originator [T W

Destination Mame: IW
Destination 1D: Im

Originator Bank ID: |2445

Purpoze: W

Transaction Mame: IW

Cancel |

Originator Name:
This is the name of your city bank. In the ACH file
this is called the immediate origin name.

Originator ID:

This is the identification number of your bank. It is the
ABA or usually the Federal Tax ID number ("'59
number") of your city or utility company. (ACH
immediate origin)

Destination Name:
This is the name of the destination bank.

Destination ID:

This is the destination ABA/Transit number of the bank
to which your file will be transmitted, usually the head
office. This should include the check digit. (ACH
immediate destination)

Originator Bank ID:
This is the ABA/Transit number of your bank. It may
be the same as the Destination ID.

Purpose:

This is the purpose of the transfer. It will appear in the
transaction on the customer's bank statement. It could
be something like "water bill". It is limited to 10
characters.
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Transaction Name:
This is the name of the originator of the transaction that
will appear on the customer's bank statement. This is
usually the same as the Originator Name, but while 23
characters are allowed for the Originator Name, only
10 characters are allowed for this field. A second field
is provided in case you need to abbreviate.

On the Print Preview Tab fill in the following fields:

*+ Update Configuration EE B3

Genersl | Index Keys | Golors | Payments | sccournting | Eund Transfer  Erint Preview |gecum |

o w
Mo Report Preview

~Initizl Display

¢ Zoom1a fit Height
& Zoom to fit Width
" Zoomto Custom Size

Cancel

Preview Method
Select Standard to preview your report or list - as
Auxiliary, or No are no longer available.

Initial Display
When you choose Standard, you have the option to
zoom to fit height and width, or a custom size zoom.

On the Records Tab there is no information for the user
to fill out. This is the record of the initial creation of
this record showing editing information about it.

" Update Configuration [=[=]=]

General |I£vde>< Keys | Colors |anmervts |Accoumwng |Eund Transter |Erirvt Preview Record |

Thiz record was created on 310772000 at 11:494M by
(unknown). | has been edited 20 times since then

The last editing was performed on 12/13/2000 at 10:58240M
by GLORIA

Cancel |
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Charge Names
Go to Setup, Lists, Charge Names. You may sort the

information by 5 tabs. The box to find things with on
the bottom left hand corner will change according to
the tab you select. The category tab has 4 selections,
Standard, Fee, Deposit, Cash Out. and the original
cash account has been renamed to "Cash In".

When payments are distributed automatically, a
consistent procedure is followed to allocate the
payment to the outstanding charges. The order in
which payments are applied is user defined. Current
charges and previous charges brought forward are
totaled separately.

The amount of the payment is then applied to the
previous charges in the specified payment order. If
there is remaining undistributed payment it is then
applied to current charges in the specified payment
order. If any payment remains it is applied to the
charge category specified for overpayments.

If a payment is made on an account that has a zero or
credit balance the entire payment is applied to the
overpayment charge category if one has been specified.
If a category has not been specified it will be applied in
payment order according to the current charges of the
latest billing period.

If the print name is checked on the General Tab after
the Change Button is pressed, the charge name will be
printed. If not, the amount will be printed without a
name, on the assumption that the charge name is
preprinted on the bill form. This also allows for a mix
of blank and preprinted charge names.

To insert new information, click on the Insert Button.
Fill out the information on the General Tab (the Record
Tab simply shows who is the creator of the
information). To change existing information highlight
the line to change and click on the Change Button.



Caution: after updating
with the latest release you
MUST go to the charge
names setup window and
set the flag for any charge
names you want the
computer to print. Afier
data is converted the
default for all charge
categories is to not print
the name, which means the
names must be preprinted
on the bill form.
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* Browse Charge Names = B3

Mame |5bbr |anment Qrder |Qispla\; order |§ategory I

Full Mame

CREDIT TAX 22 22 Stancard
DEFOSIT IRRIGATION DEP2 26 26 Deposit
DEPOSIT-YWATER DEP1 25 25 Deposit

FIRE LIME FiL 19 19 Stanciard
IRRG. APTS IRR13 9 3 Stancard
IRRG. BHY IRR15 11 5 Stancard
IRRG. BHY COLLINS IR 6 12 B Standard
IRRG. BUSINESS IRF14 10 4 Stanciard
IRRG. OCEAN FROMNT IRR12 g 2 Stancard
IRR:G. RESIDENTIAL IRR11 7 1 Stancard
LATE FEE L.FEE 23 23 Standard
SENVER APARTMEMTS | SWRSS 15 15 Stanciard
g S|
Full Mame

Record 1 of 26

In=ert I Qhangel Delete | Close I
= Update Charge List ==

General |Recu:urd |

Charge Name: Full and Abbr — Accounting Transfer
Im Bkl Cazh In Accourt
I AL ™ combine
Pavment Display
Oroler Order Revenue Account :
| 11 3; | g 3: [+ Print Mame | [ Combine
—Type of Charge ——————— AR A cEaunh .
. Standard Revenue Charge = Gomtine
g Mon-Refundable Fee . Cash Out Accourt
Eefundable Fee (Deposit) I— I Gombine

—Interest Accrual
Interest Rate  Accrual Category
| 0.0000) [Backilow

Prior 4> | Plext ¥ | Cancel |

A charge name may be flagged to be skipped when
automatically distributing payments. The Payment
Order may be set to zero (blank), which will disable
automatic distribution of any payment to this category.
When viewing the list of charge names in Setup, Lists,
Charge Names the Pay Order column will be blank for
any such charges. If the list is displayed in payment
order sequence by clicking on the Payment Order Tab,
any such charges will not appear in the list.
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This option will disable only the automatic payment
distribution from using this charge when determining
the default payment distribution shown to the user. It
may still be overridden by manually distributing a
payment to the charge name.

When bills are printed, any charge category for which
there are no charges and does not have the Print Name
box checked will be printed as a blank space,
maintaining the print position of subsequent charges.

The Cash In account will continue to receive all
receipts entered into the system, but will not be used by
deposit refund transactions. When deposits are
refunded the Cash Qut account will be credited for the
deposit refunded. If the Cash Out account is empty
the Cash In account will be used. When outstanding
balances are paid from deposits the Cash Out account
will be debited for the amount of deposit applied to the
balance (reducing the amount refunded). If the Cash
Out account is empty the Cash In account will be
used. This makes it easier to reconcile the receipts
reported by cash receipts reports with the general
ledger cash account.

For example, getting an accurate cash receipts report to
balance with the cashier's drawer count requires only
setting the "From Deposit" method to "Ignore" in the
report setup window. By utilizing a second cash
account to handle deposit refunds the amounts
transferred in the Cash In account will reflect the same
activity as in the cash receipts report and can be
balanced against the drawer totals. Users who do not
use this method of balancing may leave the Cash Out
account blank and the original cash account (Cash In)
will be used for deposit refunds as before.

The rules for combining transfers from Utility Billing
v6 will enhance the usefulness of the Transfer Report.
When the Combine box (Setup, Lists, Charge
Names, Change Button) is checked for any of the
accounts, the identity of the charge category will be
preserved.



34

Beginning with this release the combine will be by
charge name. If the same revenue account is used for
more than one service there will still be a separate
transaction for each category. If the Combine Box is
checked on either the cash or receivable accounts they
too will be broken down by charge name. Combined
transfers now have the charge name as description,
even for cash and receivable amounts.

Metered Services

Go to Setup, Lists, Metered Services. Any value
greater than 99 will not print on utility bills. This is to
allow meters that post charges to the same category as
another meter that already print on the bill. When the
display order is 100 or greater the readings for any
meters using that service will not print on bills. The
consumption of the non-printing meters will not be
added to that of any other meters, but charges will be
included in those for the category it is billed to.

The rounding method for meter readings and
consumption rounds left from the decimal point.
Rounding right is still used for fractional values such as
money. Rounding right for integer values, which meter
readings typically are, serves no purpose. For example,
rounding the number 1234 right any number of places
still results in 1234. See how Rounding functions. To
avoid unexpected results, users are advised to read this
document before setting up rounding on their system.

*1 Browse Metered Services HE B

Name |gbbr | isplay order |

Dizp Order |«
FIRE LINE Cortinuous
IRRIGATION Cortinuous
SUBMETER SUB Cortinuous hlone Mone 100
WATER WE Cortinuous Mone Mone 1
| o=
Mame

Recard 1 of 4

Insert [ Change | Delete | Close |




35

To add new information click on the Insert Button. To
change existing information highlight the line you want
to change and click on the Change Button.

* Update Metered Service HE B3
General |Becord |
Service Name (Full and Ablar) —Round Readings ——  ~Hiah Limit Yerification
Wwﬁer Method Places | | Method Threshald
Units of measure (Full and Abbr) INone j' IG INone j' I o

[zallons |al —Round Cansumption —  —Law Limit “erification
hdethod Places Method Threshaold

I?:eoala-:iil:ugozz‘tho?i On:har1 Palace:s Im IG Im I—U
Priar €+ | Mext & | Cancel |

Rate Classes

Go to Setup, Lists, Rate Classes. For more details,
see How Meter Usage Rate Classes Perform. The
surcharge field in all rate classes functions as an out-
of-city surcharge. If the customer is coded as outside
city limits File, Customers, Change, Rates, Location,
the charge computed for that rate will be increased by
the percentage specified in the surcharge field. If the
customer is coded as inside city limits the surcharge
will not be applied.

*+ Browse Rate Class [-[=]=]

Name |5hhrewat|nn ICnmputatlnn Order I

Rate Class Target Charge Method Description Comp Orcler 1=
b " ac Flat Amourit 12

Late Fee Late Late Fes Crverdue Amount 1

Puti-F armily huatti Wister Metered Usage -]

PST (Sewer) PSTS  |PST Current Charges 14

PST (Wiater) PSTW |PST Current Charges 13

Sewer Seuver | Sewer Metered Usage 5

sewver 1 112" Sewl 5| Sewer Metered Usage 3

Sewver SIE"H 34" SewsiE) Sevwer Metered Usage 4

Sewer Com. SewCor Sewer Metered Usage 2

State Tax (Sewer) Taxs | Sewer Current Charges 5

State Tax (Water) TaW | Wiater Current Charges

Wiiater 1 152" Wwater3 |Water Metered Usage g

Water 1" Waterd |Viater Metered Usage q
Rate Clazs Mame

Record 1 of 16

Insert | Qhangal Delete | Cloze I

To print the rate classes list go to Setup, Lists, Rate
Classes, Print. See a sample of the list.
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* Update Rate Class [=[o]=]

General |Meters | Record |

Rate Clazs Mame: Full and Abbr Target Charge

Ibackflow 364" Iback Backflow

Computation hethod Order  Proration

IFIat Amount ° I 12 INDne ° I
Basze Extra Surcharge Charge Limit

I 50.00 I 0.00 I 0.0000 I 0.00

[V Optional Charge

REEEa| After

Priar £* I Mext ¥ I Cancel I

Billing Cycles
Go to Setup, Lists, Billing Cycles. See details on

Billing Cycles. Billing cycles of semiannually and

annually and all lengths by month up to one year are
supported here. Set the Billing Cycle Start date to
the first date you will be using in the meter readings.

The year of a billing cycle is adjusted back one when
the cycle month is greater than the current system
month. This eliminates the problem of determining the
starting date of a billing cycle when the cycle straddles
the year end. The calculated due and late dates for a
billing period are based on the actual number of days
from the start of the billing period. The program uses
this date to determine which charges to calculate based
on the meter read date and calculates the charges for
readings from that date forward. Readings that are
entered with a date prior to the date in the billing cycle
start date will not be picked up when the charges are
computed.



The popup calendar
is available while
editing the date fields.
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* Browse Billing Cycle File == B3

Cycle |

o |
Cycle

Recard 1 of 1

Inzert | Qhangel Delete | Cloze |

Tab to the Due field and type in how many days until
the bills will be due (i.e. 3/16/01) then tab to the Late
field and put in what date you want to calculate the
penalty on if they have not paid by that date, such as
3/28/01. The dates that are used in the Due and Late
fields will be added to each customers transaction file
when the charges are computed for that cycle. For
details on this process see Billing Cycles.

*+ Update Billing Cycle o) =]

General |Eecord I

Billing Cycle  Starting Month and Day Due
|January B = B |2i21/2001
Duration Late
|Monthily (30 days) =l sz |2r22e2001
Prior < | Mext ¥ | ok | cancel |

The Due or Late date will always be equal to the start
of the billing cycle plus the number of days (until it is
changed again). The program then looks at that late
date on each customers transaction file. When you run
the Compute Late Charges (Activities, Charge
Computations)or if you compute them at your next
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billing) the program will determine if the payment was
made before that date (based on the payment entry
date) and then will not charge a late charge. If the
payment was made after the date, then the account will
be charged a late charge.

On your particular bill cards you have a billing period
from to area that is filled in by the system.
These dates are reading dates, so if you want that date
to say from February 1 to March 1 - you would want to
enter all your meter readings with a date of February 1,
and then all the next month’s readings with the date of
March 1, etc.

Proration Types

Go to Setup, Lists, Proration Types.. See Proration
for complete details on this process. When charges are
prorated for closed accounts, the proration period for
metered services is from the previous meter reading to
the date the account was closed, regardless of whether
a new billing period has begun or not. On the main
window, press Insert to add new proration information
or highlight an existing record and press the Change
Button to edit it. Add the abbreviation and the full
name and check the boxes Where to Apply to either
ignore or prorate consumption charges and base
charges.

* Browse List of Proration Types =] =]

Mame |gbbr |

A |
Proration Mame

Record 1 of 1

In=ert | Qhangel Delete Cloze |
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*1 Update Proration | =lo] =]

General |Egcnrd I

Praration Mame (Full and Ak Methodd

| @ndard J I A&llowe Super-Proration
Beginning Date Ending Date Length of Period

’76' Last Computation Date ’76' Currert Date ’7(‘ Azsume Fixed Thirty-cay Manths

 Prior meter reading date " Latest meter reading date : i+ Use Current Period's Actual Length

YWhere to Apply
¥ Base Charges
¥ Consumption Charges

Cancel I

Work Order Types

Go to Setup, Lists, Work Order Types. On the main
window, press Insert to add new work order type
information or highlight an existing record and press
the Change Button to edit it. Add the abbreviation and
the full name.

* Update Work Order Type HE B[

General |Eecord |

‘Wiork Oroer Mame: Full and Abbr
READ

Description
RE-READ METER

Priar €* | et | Cancel |

Transaction Notes
Go to Setup, Lists, Transaction Notes.

* Browse List of Tranzaction Notes [Comments] EE B

abbr |

Ahbr Full Description [=]
EMERG Emergency call charge

FAST Fast payment

B | o=l
Abbrevistion
Fecord 3 of 4

In=sert | Change Delete Cloze I
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On the Abbr Tab press Insert to add new transaction
information or highlight an existing record and press
the Change Button to edit it. Add the Abbreviation
and the full Charge Note name.

*+ Update Tranzaction Note HE B3 |

General |Heu:-:urd |

Charge Mote (Abbr and Full)

Ok I cancel

State/Province Lists

Go to Setup, Lists, State/Province Lists.. If the lists
have not been setup yet, press the Insert Button and add
the correct information you will be using. To change
existing information, highlight it and press the Change
Button.

* Browse List of States HE E

State |Eosta| Abar |

State/Province Mame

CourtryMation Mame

Pastal Abbr

Alazka

Usa,

Calitarnia

Usa,

Canada

Canada

Connecticut

Usa,

CT

Delavvare

Usa,

DE

Florida

Usa,

FL

Georgia

Usa,

G

liniciz

LSa

I

Indliana

Usa,

]

lowea

Usa,

14,

Kentucky

us

KY

Lovisianna

USa

L&,

KN
State Name

2l

Record 1 of 28

In=ert | Qhangel

Delete

Cloze |
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New Customer Defaults
Go to Setup, Lists, New Customer Defaults. This
information will be visible under File, Customer once
you enter it. On the General Tab enter the full Default
Data Name and its abbreviation. Then enter the City,
State and Zipcode. Select a Billing Cycle.
There are 5 flags you may set here.

*+ Update New Customer Defaults HE B3
General |Meters Igharges | Rates IBecord I
Default Data Mame: Full and Sbbr Cycle Flags
= Mo Charges

water 58,3 el Mo Readings
City State Abbreviation Zipcode Priority Setvice

- I—@— Final Bill
[wsstervile FL Coer

Prior £ I Mesd ¥ I Cancel |

On the Meters Tab enter or edit the default Status, Use
or Ignore, the Size and the Multiplier.

* lUpdate New Customer Defaults HE B
General feters |(_Iharges | Rates IBEcnrd I
hetered Service 1 of 1
Mame Statuz | Size Muttiplier Ij
Wigter " 1
I |
Priar £+ I Mext & I Cancel I

On the Charges Tab you can enter the Amount of each
individual charge.



* Update New Customer Defaults

General I Meters

Charge 1 of 13
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EE B
Charges |Eates IBEcnrd I

hame

Wister
Sewer

Amourit |d‘

PST

Late Fee

Service Charge

CniDff Charge

House “isit

Backflow

Deposit

Priar £ I Mext & I

Cancel I

On the Rates Tab you can edit or insert new rate class
information. Select Type and Location. Press Change
or Insert. Enter the Source Rate Class, the Multiplier,
the Extra Percent, and the Extra Charge.

* Update New Customer Defaults

General I Meters I(_Iharges Rates |Becnrd I

Rates

EE B3

Rate Clazs Mame

Mutt Extra Pct Extra Fee Balance Paymernt Amaovnt

]

Late Fee

=1

Wister 2"

=1

PET (Water

5 1]
State Tax (Sewer)

x1

=1

State Tax (Water)

=1

Inzert Rate |

Change Rate | DelteRate |

~Type

1
' Residertial

€ Commercial

 Other

Location
 Inside City Limits |
* Outside City Limits

Priar £ I Mext & I

Cancel I

i Update Initial Rate Clagses |

General |Recnrd I

Source

Extra Percent Extra Charge

Fate Class uttiplier

=

0.0000 |

0.0a

Ok I Cancel
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The Record Tab shows you when the information was
created.

Label Formats

Go to Setup, Lists, Label Formats. To enter your
own label definitions, press the Insert Button and set
the fields to your own preferences. To change existing
labels, either delete them or press the Change Button.
Click OK when done.

# Adding a Labels Record I

General |

I
Page idth: 0.0o

Label Type:

Page Height: 0.0o
Label ‘width: 0.00
Label Height: 0.00
Top Margir: 0.00
Left Margin: 0.0o

11T

Fant Size:

] I Cancel

Help |

Print Mailing Labels

Go to Activities, Print Mailing Labels. The label
formats are user defined, but are only available for
printing with Supervisor access. You have the option of
using either the billing or service address or based on
rate classes. Printed on the labels are account number
and the customer mailing address. Labels may be
printed for a specified range of account numbers, and
limited to specified billing cycles. The customer name
is printed on the first line of the label, and the In Care
Of line on the second line. If an address line is blank,
the line is suppressed and subsequent lines are moved
up. A zipcode order option is available.
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The zipcode will depend on the address selected to
print on the labels. The printing order will be by
zipcode of the address selected. Choose Use or Ignore
for the Billing Cycle. Press the Process and Print
Button to finish.

A checkbox will allow skipping vacant accounts
(Activities, Print Mailing Labels, Skip Vacant
Accounts). A vacant account is defined here as an
account that does not have a Close Date, but has the No
Charges box checked.

* Print Mailing Labels HE R

Seneral |P_r\nt Preview: I
Accourt Range | Print Order Billing Cycles
Beginnin IAccuunt Mumber =] Label | Status Iﬂ
0001-0001 00 & | lse
Ending Lakel Type:
0005-0245.01 | [Sacrosswibarder -

Address to Use:
Service

¥ Show rejected accounts in "resufts" summary |

901 records processed, 770 records to be printed

Acoourt Hotes Ij
0001-0001.00

0001-0002.00
0001-0003.00
0001-0004.00
0001-0005.00
0001-0006.00
0001-0007.00
0001-0008.00 -]

L Process Sndpint i Process and Discard Cancel

Form Letters

Go to Setup, Lists. To use this new facility, support
Letter and Inspector files should be set up first. The
letters file may contain any number of form letters that
may be printed from time to time. The letter printing
process includes a mail merge facility, whereby field
values from various data files are substituted for "dollar
codes" at print time. The substitution variables
currently include about 35-40 choices.

& Select variable E |

Y ariable Mame: [

Current Date [MMAD

Current Tire

Cancel I
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Pressing the F3 Key will bring up all of the choices
above. Enter your own text and click OK when
finished. You may always go back and edit a letter by
highlighting the letter and selecting the Change Button.

* Changing a Letter | x|
General Text |
BDATT [=

FBHAM
$CCHG

Pleaze note that there iz Balance Due on your account. This amount will be sent to
Claimsz if not paid by 5/01/02.

Thank you

System Administrator

=l

n Ok Cancel | ‘? Help |

Print Form Letters by Customer

Go to Activities for printing form letters and
maintaining records of letters and inspections. This is
fully integrated with Utility Billing, but is only
available with Supervisor access. It is a general
purpose facility that will print by account number or
zip code, with filters for account number and billing
cycle. Closed accounts will be skipped. The module is
specifically intended for address record keeping and
customer notification requirements for anti-backflow
devices, but parts of the facility, particularly the letter
writing capability, may prove useful elsewhere. The
data files consist of a letters file, letter history file,
meter device file, inspector file, and inspection history
file. A filter is available for the minimum and
maximum balance. If a value is placed in either the
Minimum or Maximum field, letters will be printed
only for accounts whose current balance falls within
the specified range. If the fields are left blank the list
will not be filtered by balance. Note that the balance in
question is the total amount owed by the account at the
time the letters are printed, without regard to whether
the balance is current, late, overdue or past due.
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The "dollar" code variables for form letters have a
current balance code which more correctly defines the
value to be printed (the current balance, not necessarily
the current charges). There are also variables for late
amount and overdue amount and credit balances in the
late, over or past due fields which print as "None"
rather than a credit amount. The only field for which a
credit will be printed is current balance.

To review the distinction between the four balance
variables: "Current" is the total amount owed, which
could consist of current, late, over and past amounts.
"Late" is the amount that is late for the first time in the
current billing period. "Over" is the amount that was
due at the time the current charges were computed.
"Past" is the amount that was already overdue at the
time the current charges were computed.

> Print Form Letters [_[c]=]
General IPrlnt Preview |
- Account Range - Print Order Billing Cycles
Ele innin [#ccount Mumber | 2] Lakel | Status Iﬂ
A Use
End\n
UUDG 024502
Letter Type:
warning Letter I
¥ Show rejected accounts in "results” summary =l
tocessing Results
Account Notes
Process and Print Process and Discard Cancel

On the General Tab enter the Beginning and Ending
Account Range, the Print Order, the Letter Type,
and use the spacebar to select from Use, Ignore, or Skip
on the Billing Cycles. Check the box to Show
rejected accounts in "results" summary if you want
this option.

On the Print Preview Tab select the Preview Method
and Initial Display.
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Press Process and Print to continue. The Accounts will
show up in the Processing Results box once you start
processing.

Print Form Letter by Meter

Go to Activities, Print Form Letters. This is only
accessible with Supervisor access. The second letter
printing facility is for the backflow preventer
management system. Aside from selecting which letter
to print, there are only three controls to set up before
printing is initiated with this program. When printing
letters by meter, the last letter will be considered the
last one specifically related to the meter, whereas when
printing by customer the last letter will be the last letter
printed for the customer regardless of whether it was
for a backflow preventer device or general purpose.

*+ | etter Options HEIE

Inztalled or Last Inzpected Before: 702200
Lazt Letter Sent; I?'.-’EEIHEIEI

ok I Eancell Help |

To get the results you want from printing letters you
need to understand exactly what these controls do.
You will find a checkbox labeled Device Installed. If
this is checked, letters will be printed only for meters
that have backflow preventer devices installed. Ifit is

not checked, letters will be printed only for meters that
do NOT have devices installed. Note also that when
this box is not checked the second control Installed or
Last Inspected Before is not available because it is not
applicable if there is no device.

If you enter a date in the Installed or Last Inspected
Before field, letters will be sent only for meters for
which the most recent of the date installed or date last
approved inspected is earlier than the date entered. For
an inspection to be considered it must be approved.
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If there are multiple inspections for the device, only the
most recent will be considered. The third control Last
Letter Sent can be used to filter who gets a letter based
on the last letter sent. The value entered here would be
the short name of a particular form letter.

If this field is not blank, letters will be sent only to
those that last received the form letter you specified. If
there are multiple letters for the device, only the most
recent one will be considered. For example, if you sent
a letter to all who had a device that had not been
inspected in a year and wanted to send a follow up
letter to all who received the first letter but have not
returned a satisfactory inspection report, you could use
a combination of the three controls to make this
happen. In this case the third control would have the
short name of the letter that was sent before.

The second Date and third Letter controls work as
independent filters. If nothing is entered it will be
ignored and letters will be sent to all that qualify
otherwise.

& Select Letter To Print E3

Letter Mame
M arning Letter

K1 =

EI‘_' Cloge | ? Help |

Both of the letter printing programs automatically
update the letter history for each account that receives a
letter.
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Inspectors
Go to Setup, Lists, Inspectors. This should be setup

before printing letters and labels and is only accessible
with Supervisor access. The Inspector file should
contain all the companies or individuals that are
licensed to inspect backflow preventer devices. Each
inspector is identified by an eight character short name.

To add new inspectors, press the Insert Button or
highlight the inspector and press the Change or Delete
Button to edit the inspector.

& Browsing Ingpectors =]

Inspector Code Key |

K} 1|
[ Select | inset | Change || Delete |
Ooss | Heb |

*+ Changing a Inspect Record HE B

General |

Code: I@_

Marme; |Inspectar Gadget

Shest: | 123 Clueless Street

City: |Howhereville

Phoie: |123-456-7390

Licenze: | axdifie21235d

Licenze Expires: Im

ak I Cancel | Help |

Enter the Code, Name, Street, City, Phone number,
License number and the date the License Expires.
Press OK when finished.
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Day to Day Use
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HOW TO USE UTILITY BILLING

Once the initial setup has been done with your CSR,
(all items under Setup, Lists) rate classes have been
reviewed for accuracy, charge names have been set up
and given a payment order and display order, and the
other items have been filled in and customer data has
been entered, you are ready to begin using the program.

These steps outline the billing cycle:

Set the Billing Cycle Start Date. Enter meter readings.
Print Consumption Report. Adjust meter readings.
Charge Computations. Apply credit balances. Print
Billing Summary. Adjust customer account. Load bill
cards. Setup the printer. Print billing forms. Payment
entry. Run Receipts Report.

Additional Technote Topics relating to the program
should be reviewed, and the Release Notes for the
program located under Help, Contents, Release Notes
will detail changes made to each version, along with
additions to the program and we recommend printing
these out and saving for quick reference.

Here is the area to put in detailed information about
each customer. You may edit changes at a later time if
you wish to.

Browse Customers

Go to File, Customers. You may set the security
access individually for each tab on the main customer
window. If the access level for the Customer Tab menu
is set to No Access, the security settings for the tabs
will no longer function, and access will be determined
by the setting of the Customers item as before. To
enable this enhancement, go to Setup, Security,
Security Profiles.
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Feviss I The Revise Button in the bottom right hand corner
allows you to customize the list box layout. Your
options are either Fixed or Scrolling for the Status

column.
*+ Revise List Box Columns HE B
General |
List Box Format
Calumn Title Statuz WWidth in Characters j
Current Default
Acocount Sorolling 12 12
Fhone Scralling 14 14
Maime: Sorolling 32 32
Address Scralling 32 32
Zipcode Sorolling 13 13
heter #1 Scrolling 16 16
Meter #2 Sorolling 16 16
Social Security Scrolling 16 13
Route Sorolling 16 16 .|

| = | Restore Defauﬂsl

Restore Defaults | The Restore Defaults Button will take your settings
back to the original default settings.

£t | You can use the Up and Down Arrow Keys to scroll or
your Arrow Keys on your keyboard.

To search for or sort customers you have 18 different
tabs. Social security number is one of the customer
search keys. The database will allow duplicates
because it is possible for a person to have multiple
properties, each with a different utility account. No
warning will be given when an account is added with
the same social security number as an existing account.
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For users that want to check if a new customer had an
account that had been closed earlier, the recommended
procedure is to search for the social security number
before adding the account.

The active/dormant customer count displayed at the
lower right corner of the customer browse window
includes a count of meters. The counting is done in the
background when Utility Billing is first started. The
count could take several minutes with a large database.
This process also builds a list of values for the user one
and user two fields. Any reports that allow selecting
on the user fields should not be run until the count is
complete because the list may not be complete.

The user is advised of the progress of the count. If the
customer browse is displayed the display in the lower
left corner will include the percent completion of the
count. If the main menu is displayed a stopwatch will
be displayed in the center of the screen instead of the
IMS logo. The logo will be restored when the count is
complete. The definition of a dormant customer is one
that has a date closed or has the no charges or the no
readings flag set. An active meter does not have the
duplicate flag set, a date removed or is related to
another active metered service.

For the inactive meter count to be accurate, users who
keep closed accounts in the database should flag the
meters for these accounts as duplicates. Otherwise the
same meter may be counted several times - once for the
currently active account and once for each closed
account at the same location.

The count displayed on the customer browse window is
run in real time. Thus, when checking for inactive
accounts and removed meters, the existence of a date
closed qualifies an account as inactive, and the
existence of a date removed causes a meter to not be
counted. Setting the system date ahead or back will
have no effect on the count.
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In order to copy an account into an existing account,
the current balance test requires that the destination
account have no balance in any charge category. The
destination account must be inactive and must have no
outstanding debit or credit balance. Before you copy,
run a report to determine which accounts have multiple
balance records in the same category Reports,
Standard Reports, Current Balance Report.

Then go to File, Customers. Highlight the account to
copy and press the Copy Button. The new file has the
same information with a different number as the end of
the account number. (Example: Original customer
number is 006-245-01, the new will be 006-245-02 ).
This is the only difference you will notice. You may
then edit the information in the new account so that it is
different from the original by highlighting it and
pressing the Change Button. You must confirm the
change of a customer account number before the
change will take place to minimize the possibility of
inadvertently changing an account number. You may
select whether comments are moved or stay with the
original account when accounts are moved. On the
Old Source and New Destination Account sides find:

* Vacate/Move an Account

General |Address |

- 0ld (Source) Accourt

Accourt Close Date

40372002

Flags [ Delete personal infarmation

Mo Charges
Mo Readings

™ Delete full meter history
7| St "Duplicatet meter flag
¥ Keep transaction history
% Heep fesrdeposit history
% Keep check register

[~ Set Service Neme = "Vacant'

[ Set Biling Mame = "vacant"

[ SetBiling Address = Service Address
[~ Erase Cther Addresses

Cycle  Start Date
o000t oo PR

=[O x]

 New (Destination) Accourt
Account Cloze Date

Cycle  Start Date
IDDD1-DDD1 o A H:

Flags [¥ Copy personal information

E Hg %I;gr ,:gss ™ Cony latest meter reaing
™ Copy full meter history
[T | Set iDupficatet meter fiag
i~ Keep transaction kistory
= Heep teaidepost history
 Heep check register

I~ Set Service Name = "Vacant'

[ Set Biling Mame = "Yacant"

[~ Set Biling Address = Service Address
¥ Copy Other Addresses

Mew account will be created

Cancel

Set service name = “vacant”. Change the service

address name to “vacant”.

Set Billing name — “vacant”. Change the billing

name to “vacant”.
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Set Billing address = service address. Make billing
the same as the service address.

Erase other addresses — kill all but service and billing
addresses.

Delete personal information
Delete items such as addresses, phone numbers etc.

Copy latest meter reading(New destination account
side only)
Copy only the latest reading, not the full history.

Delete Full meter history

When moving/copying accounts, the option exists to
delete the meter reading history from the old account.
Previously there was only an option to copy or not
copy readings to the new account. The option to delete
all reading history from the old account is available
only if the option to copy all readings to the new
account is set.

Set Duplicate meter flag

Set this flag on meters. Meters which are flagged as a
duplicate now display with a (D) following the meter
number when browsing using File, Customers. Note
that an account will be listed once for each meter
number, just as for each address. The (D) flag will
appear only by the meter that is the duplicate. When
browsing in some other order such as account number,
the meter number displayed is the first meter added to
the account, whether it is a duplicate or not.

If you want to keep the following items then check
them:

Keep transaction history
Keep fee/deposit history

Keep check register
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Keep notes/comments

The New Destination Account side has the same items
to check except the first 3 have Copy instead of Erase
or Delete. If you choose Copy latest meter reading
you cannot also Copy the full meter history. You
have to choose one or the other.

To edit information about a customer, select File,
Customers, select a customer and press the Delete or
Change Button. A drop list shows in the two user
defined entry fields in the customer update form.
When adding or changing a customer the value may be
selected from the list of previously used values, or a
new one entered. Since the user fields may also be
named by the user, they will appear on your screen as
named, not necessarily User Key One, for example.

Enter the User Key #1 and #2 information. The date
shown in the Fees/Deposits is the date of the last
payment of the deposit or fee.

If either of the customer user key fields are not used, its
tab and its column no longer appear in the customer
browse window and its entry field no longer appears in
the customer entry form. If either is set to blank using
Setup, Configuration, User Keys, its name will
display as "User One" or "User Two" as appropriate,
but will still be considered disabled and will not
display in the customer browse and entry form.

*+ Update Account: 0001-0001.00, Elisabeth Eaker [Closed on 5/03/2001) [_o1x]

General |Eersonal | Motes | Meters |Iransact|ons |§eleded Details | Eates |Work Orders | Record |
Account Route Mumber Two Cycle  Due Date Start Date Close Date
)

I EE [2rz1 2001 5manees | [smasont

Adoresses Flags
i illing = No Charges
[ [ Servics | Biling :| E B,

Elisaheth Eaker
4700 Superior St
Anywwhere FL 33333

Priority Service
Final Hill
Sewver

I I
Insert Address | Change Address| Delete Address
Reading Status Rate Classes Current Balance
Vigter: 1 of 1 Late Bl Charge | Previous Billings Payments Balance |
17.000  |viater] |1 Whater -73.00 4242 -30.58
PSTW |5 PET 081 081
PSTS |1 Late -6.00 300 -3.00
Taxs  |x1 CR -300.00 -300.00
FeesDenosils Tandiy |51
‘ Total -379.00 46.23 o.0o -332.77

Prinr<}| et & | Cancel
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On the General Tab, you may enter the account
number. The book number portion (first 4 characters)
of customer account numbers may be alphanumeric
(contain letters and/or numbers). Book numbers may
be any combination of letters and digits. If the book is
less than 4 characters it will be left justified with
trailing blanks removed.

If it is numeric it will continue to be right justified with
leading zeros. Books such as A, AB, ABDE, A100,
24B are all valid. Alphabetic and numeric books may
be mixed, although it is best to stick to one format or
the other. If they are mixed the alphabetic books will
follow the numeric books when viewing customers in
account number order.

An alphabetic last active book may be entered in
Setup, Configuration, Index Keys Tab, Last Active
Book. Only the first character is used. If the last active
book is alphabetic the active meter count will terminate
when the first character of the account number is
greater than the last active book, regardless of the
remaining characters of the book. If the account
number entered is not a full 10 digit number or has any
punctuation the decode algorithm will revert to the
previous methods.

When the address box is selected and there are no
current addresses for the account, the address edit
window will automatically open. The service and
billing checkboxes will be set to checked since that is
the most likely condition.

Select the Cycle, Start and Close Date, any Flags, and
if you need to update the Address press the
Change/Insert Address Button.
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& Update Address =]
General |Eecord |
Motes

[ I~ Service Address

Carrier Route T ™ Biling Address

Full customer name: (Tile, First MName, Last N%ma, and Suffix)

Dretail address line: oo

Full street address: (Lot Mumber | Direction, Street Mame, and ApartmentSuite)

City State Abbrevistion Zipcode

Cancel |

Mark whether this is a Service or Billing Address or
both. Enter any Notes, Carrier Route Number,
Parcel Number, and all the Customer address fields.
Press OK when finished.

On the Personal Tab, see ACH Direct Debit - Fund
Transfer for details on this. In the upper left corner of
the window is a box labeled Direct Withdrawal. This
box will not appear if you have not set up the fields in
the configuration file as described above. When you
check the Use Direct Withdrawal box the other fields
in the box will be enabled. The fields are explained
below:

* Update Account: . = B

General Personal |Nntas | Meters IIransadmns I§alamed Details | Rates Ib_’\l’nrk Orders IBacnrd I

~Direct Withral
I L5

Biank Type

Account Identification

e

[~ Prenote Required

lSﬁN Driver's License (State and Mumber)
Telephone Mumbers
Hotes humber Ext Ij

|
Insert Mumber | Change Mumber I Delete Mumber
Use Defaults Cancel

Bank: This is the Routing/Transit number of the
customer's bank.
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Type: This is the type of bank account. The options
are D (demand) or C for a checking account, and S for
a savings account. If anything other than those letters
is entered, the account will be assumed to be a
checking (demand) account.

Account Identification: This is the account number of
the customer's account that will be debited at the bank
specified.

Prenote Required: If checked, transactions for this
customer will not cause a payment to be posted to the
account. All new direct debit accounts are usually set
up initially as requiring a prenotification. When
prenotes are transmitted to the bank the dollar amount
is zero and no debits or credits take place. The
transaction merely tests to see if all account and bank
information is correct. Once the account has been
approved the prenote can be unchecked and subsequent
transactions will actually take place.

In the Notes field, use Change or Delete Number to
edit or press Insert Number to add new notes (phone
numbers actually). Fill out the Notes, Number
(phone) and Extension.

& Update Phone ]

General |Eecgrd I

Motes

Mumber Extension

Cancel I

On the Notes Tab you may fill in the comment box
with erasure date and 4 different report comments.
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*» Update Account: 0001-0001.00, Elisabeth Eaker [Closed on 5/03/2001) [_[o]=]
General | Porsonal Motes IMEtErS | Transactions | Selected Detais | Rates | work Orders | Record |
Phone 0 af 0
=l
7] change Comment | Delste Commert
General History
Date User Action | Field Name Old Value ey Value I
10/23000 | park Add | Route (First User Index) 3
10/2300 | park Add | Account Number 0001-0001.00
. sl S | N sl o |
Prior £+ I Next & I Ok Cancel

The General History window takes care of itself when
you enter an action on behalf of the customer. Erase is
the date when this record expires. Enter in the types of
Reports you want this comment included on. Check
the Instant Display box if you want this comment
displayed immediately upon opening the account
window. The Record Tab shows when this comment
was created.

To insert a new comment press the Insert Button. The
checkboxes in the Reports box are used to set which
reports will allow printing the comment. (The
comment will appear in the field list for the detail as
"Account Comment".) A Consumption checkbox and
a Comment area is included allow comments in
Current Balance Reports.

# Update Comment x|

General |Eecord |

Erase Reports ——————
| Priority Service
Cash Receipts
i Biling Charges
I Instart Display el

Comment

Cancel |

On the Meters Tab you may fill in all sorts of
information about the meter, including the type of
service, meter id numbers, amount of use etc.
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General | Personal | Motes  Meters Ilransactlons Selected Details |Bates ILNDrk Orders IBecord |

heter 1 of 1
Service Type Loadd | Removed Dup | Average Use Multtiplier
Inzert Meter | 1 Delete Meter Memo 0 af 0
—— Service Memos Date I:I
Consumption s
0| 1/21/2000 | New Hand 17.000
3307.000  |12/21/2000 | Mew Hand 13.000
3294.000 [ 11/21/2000 | New Hanl o0 Addbemo | Bt Memo | Kilbemo |
3266000 [10/23/2000 | News Hand 12000 | Reading Status
3274000 | 972572000 | Mew Hanef 17.000 Service: Meters
3257 000 | 8/252000 | Mew Hanet 30.000 e
F227 000 | 7252000 | Mew Hanel nia Mater 1ot 1
17.000
=
Al Readding Eciit Reading Kill Readding

To change a meter press the Change Meter Button.
You may enter the meter grid location (i.e. front center,
back left quadrant) which tells the meter reader where
the meter is located on each site or a leak for the repair
Ccrew.

£ Update Meter =]
Genetal |Becgrd I
Type of Service METER CHE METER SEQLENCE Load  Lakel
1]
Installed Removed Size Grid Location Digits
ztz0m | | Jinane) =l =
Multiplier Average Use ﬂ Initial Reading: Make
[t =1 o]
I Duplicate Meter (lgnore) hodule |M°d9|
Comments
Cancel |

If a value is entered in the Digits field it specifies the
maximum number of digits allowed in the integer
portion of the meter reading. (Actually all meter
readings are integers, but the system also allows for
fractional readings should that ever be needed.) If the
reading has fewer digits than the specified digits no
change is made. If the reading has more digits than the
specified maximum the reading is truncated on the left
to the number of digits specified.
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For example: If the digits for the meter is set to 4 and a
reading of 12345 is entered, the reading will be
interpreted as 2345. If the digits field is left blank the
full reading entered will be used.

To add a backflow preventer device to a meter find in
the left area a field labeled Device. Press the Insert
Key, Enter Key, double click, right click or F3 Key to
pop up the device window. (Once a device has been
added its name will display, and any of the
aforementioned keys except the Insert Key may be
used to view or update it.) On the General Tab fill in
the fields for the device, including Name of the device,
Type, Size, Manufacturer, Model Number, Serial
Number, and Date Installed.

& Device Will Be Added x|

General |I:etters I Inzpections I

M arne: B ackflow Preventer
Type: I—
Size: I—
Manufacturer: |

todel Nurmber: |

Sernial Humber: |

[Date Installed I
] I Cancel | Help

This window is also used to view the inspection history
and history of letters sent. The inspection history
record contains the date the inspection was made, the
identity of the inspector (keyed to the inspector file),
whether or not the device was approved, a results field
of 64 characters, and a free form notes field of 3600
characters. The letter history record includes the
identity of the form letter sent (an eight character short
name), the date the letter was sent, and a 64 character
notes field. On the Letters Tab press the Change
Button to edit a letter.
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& Device Will Be Added [ |

General Letters |I_nspec:tin:nns |

o

Ingert | LChange | Delete |

] 4 I Cancel | Help |

Press Insert to add a new one and the F3 Key for a pop-
up list of letters to choose from. You may also add
Notes.

# Adding a LetterHist Record =]

General |

Date Sent: 4/03/2000
Letter: I 1 ‘Wwiarning Letter

Mates: |Senl 3 times aleady

QK I Cancel Help

& Device Will Be Added E3

Gererl | Letters Inspectins |

Stat| Besults

i
Inzert | LChange | Delete |

(] I Cancel | Help |
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On the Inspections Tab select an Inspector.

# Adding a InspHist Record H
General |N0t53|

[ate Inspected: I 4/03/2000
Inzpected By: IGEN Dr. Jones

Status: & Approved ¢ Rejected

Results: [1othing happered

ak I Cancel | Help |

You may add more detail to the Inspection Record by
pressing the Change Button. Enter whether Approved
or Rejected and the Results in a short note. Press OK
when finished with all of your selections.

Adjust Meter Readings

When a meter is added to a customer account, an initial
meter reading is not automatically added. A reading
will be added if the Initial Reading field is not blank,
even if that value is zero. To adjust readings in an
account click on the Meters Tab and at the bottom of
that page you will see the meter Reading history. At
the top of the page is the meter information, such as
meter ID number, date installed, date removed, etc.

REMEMBER - all meters must have a meter ID
number filled in. To change a meter reading, highlight
the reading to be changed, and Click on Edit Reading
then tab to the reading and make the change, and click
on OK. Once all readings have been adjusted for each
account that needed adjusting, you are ready to
compute charges.

When a meter is deleted, both meter numbers and the
value and date of the last reading is logged. All
changes to any field are logged by field name.
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The method used is a 12 month exponential moving
average, the same as used in normal processing. All
procedures use the weighted method (the newest
consumptions are weighted greater than the older ones.

However, there are several differences from the
standard method: estimated readings are ignored
because they were originally calculated from the
average at that time. See Estimated Meter Readings.

Rollovers are also ignored. While a rollover is
theoretically valid, there is also a possibility that it was
an incorrect reading. If an average consumption seems
high after a recomputed (on the Transaction Tab), the
individual readings should be examined for errors.
When a replacement meter is added to a customer
account, a new field titled Initial Reading will appear
in the meter entry form. This should be filled in with
the initial reading when the meter was installed. It will
default to zero, the usual case for a new meter. When
the meter is added a reading will also be added for the
initial reading. When the first actual reading is entered
for the new meter, charges can be computed for
consumption on the new meter.

4 Update Meter Reading ]

General |Be-:c:rd |

—SubEeqWent ReaHing

— Current Reading

Type Code Status -
Correction B |Hand I * |ze
™ Skip

Reading Diate
|550 [4n32001 | | Estimate

= PreviousResding

Cancel I




Recompute I

66
If there is unbilled consumption on the old meter, the
duplicate flag should be left unchecked until after
charges have been computed. This will allow the
account to be billed for consumption on the old meter
and the new meter. Once charges for the last reading
on the old meter have been computed the duplicate flag
should be set on the old meter. This change in
procedure eliminates the need to enter two readings for
the new meter in order to compute charges for it.

On the Transactions Tab you may enter in information
about each transaction such as bill specifications,
information about payments, about bills, about due
dates. You may use the Add Pay, Add Bill,
Recompute, Edit Trans, and Reverse Buttons here.
Changing the date of record for billing and payment
transactions requires Supervisor access. New
transactions are set to the current system date. This
prevents date keying errors resulting in transactions
falling in a past or future accounting period.

*» Update Account: 0001-0001.00, Elisabeth Eaker [Closed on 5/03/2001) [=lo] =]
General | Personal | Motes | Meters Iransactions |§eleded Details | Rates |Work Orders | Record |

Current Balance
Charge [ Amourt |
iater -30.58 Type
PST 081 Code
Late -3.00 Method

Transaction 1 of 1

Action

R 30000 Bill Prirted Date
[rz0z001 L’;Ek
es
Reprint
e Bill=d
Late Prited |Paig

41572001
™ Reprint

Cutoff Printed

Refunc

Total] 39277

Billed To
I™ Reprint

Due Date

[oeieoor |
Late Dt O] |« [fnaivicusl <[reuna =] _» [ oe ] n ]
IzQQQUm Add Pay I Addd Bill | Regumpuiel Ediit Tran | Reverse |
Prior <+ I Mext T I Ok Cancel

The Recompute Button will recompute the average
consumption for the current meter. It is not
automatically updated. This option is available to
users with update or higher access. The computation
will use every reading in the database. The
Transaction column to the far left should be the latest
Billing transaction, click on that column and then use
the Edit Tran Button on the bottom of the column -
which will bring up the window showing the billing
transactions and how they were applied.
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Tab to the Value (charge) that should be changed, and
fill in the amount to be changed to (i.e. if you need to
take off the late fee - tab to that amount, hit the space
bar, tab again, and the late fee is removed, if you need
to make the water charge $23 instead of $25, tab to the
water charge of $25 and type in the $23 ).

The Add Pay Button on the customer transactions tab
doesn't do all the things that Activities, Payment
Entry, Manual Entry does, among the Declining
balance update and discounts. Customers are advised
to use the Add Pay Button for simple things only.

The AddBill Button addes charges to the account.

# Update Charge Transzaction =]

General |Eecord |

Tvpe
|New

Source Method
= [rutomated -] [check =

Date Trackin Motes

|4.f1 562001 IS I 2 I

Payment 1 of 13
Charge MName
Wigter

Sewer

PET

Late Fee
Service Charge
QniCft Charge
House ist
Backflow
Dreposit

Bad Check Charge -]

Taotalz| 32977 2300 2300 000|  -32977

Cancel |

Reference #

Old Yalue
23.00

Balance
-30.55

Mewy Walue
25,00

Acdjustment

Result I:I

-30.58

051 051

Click on OK for each screen until you are back to the
main Customer window. Then enter in the next
account in the bottom account box, hit enter and then
click on the Transaction Tab for that customer.

Highlight the billing transaction and click on the Edit
Tran Button. You may also reverse a transaction by
pressing the Reverse Button. Transactions may be
reversed or edited if they are in the current billing cycle
as determined by the system date. If the customer has
no assigned billing cycle, transaction editing or reversal
is limited to the calendar month as determined by the
system date.
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When data is converted from IMS Utility Billing
version 5.X, transactions are checked for a reasonable
date and any that are out of range are discarded.

Users are advised to use the utilities in the version 5
program to clean up any data file corruption before
converting the data for version 6. It will check that
the program was configured for a particular service
(such as gas or electric billing) before converting rate
classes. Fix all accounts that may need adjusting. If a
meter reading was incorrectly entered, Click on the
Meter Tab and edit the reading (refer to Meter Tab
above).

Then click on the Transaction Tab and click on the
Recompute Button - this will recompute the billing
transaction for that customer using the new meter
reading. If everything looks right, click on OK. There
is a Tracking field available when adding billing
transactions as well as payment transactions. Press the
Add Bill, Add Pay or Recompute Button. While
normally used for check numbers in payment
transactions, it may be used for whatever desired in
billing transactions. The field size available is 10
characters alphanumeric. The scrollbar for transactions
Notes will appear only when the number of transaction
notes exceeds the drop list capacity of 30.

On the Selected Details Tab you may enter information
about checks and process with some buttons like Add,
Edit, Void, Reconcile, and Kill Check.

General IEersnnal Immas IMeters IIransammns Selected Details |Eates I\L\fﬂl’k Orders |Eecﬂrd I
FesDenosit 1 of 3 FeeDeposit Summary

FeeDeposit Mame Refunded Status | Action IDaha Amount I
Backflow
Deposit lgnare
=
Check Redister
Mumber IDale Amount Reconciled | “oided Iﬂ

=
#d Check | Edit Check | oid check | Reconcile | kil check |

prior ¢ | e ® || | | | oK ]| _Caneel
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On the Rates Tab you may insert, change or delete
information about a rate, including surcharges,
proration information, and multiplier information.
When a rate is deleted the name of the deleted rate is
logged. All changes to any field in this file are logged
by field name. If the customer is coded as outside city
limits the charge computed for that rate will be
increased by the percentage specified in the surcharge
field. If the customer is coded as inside city limits the
surcharge will not be applied.

- Update Account: 0001-0001.00, Darlene Hamberger [_ =]

General | Personal | Motes | Meters | Transactions | Selected Detalls| Bstes lwnm Orders | Record |
Rate Clazs 1016
Rate: Class Name: Exdra Fee | Belanoe

\iater SiE" M 34" 1 0.0000 0.00 Use
PST (Water) 1 0.0000 0.00 Use
PST (Sewer) =1 0.0000 0.00 Use
State Tax (Sewer) Al 0.0000 0.00 Lse
State Tax (Water) x1 0.0000 0.00 Use
[~
InsertRate | ChangeRate |  DeleteRate
~Type ———— ~Location —
= Residertial | Inside City Limits |
' Commercial | % Outside City Limits
" Other - B
Prior £+ I Hext & I Cancel

To edit highlight the entry and press the Change or
Delete Rate Button. To add new rate information press
the Insert Rate Button.

General |3ecord |

Source Rate Clazs Muttiplier Start Date Close Date
= |

Extra Percent Exira Charge [T Delay urtil next period

| 0.0000 | 0.00 [~ Continuous Proration

Status ——————
& Uze lgnare
Cancel |




Inzert Order |

Change Order

Delete Order |

70

Fill out the Source Rate Class, Start and Close Date,
Extra Percent and Charge boxes. Check the
Multiplier section and the Status. Decide if you
would like to Delay until next period and/or
Continuous Proration.

On the Work Orders Tab you may insert, change or
delete information about a work order, including
comments on the work order and who is the party
responsible for it. The date a work order is printed is
saved during the printing process and may be viewed
or changed here.

General |Eersonal I Motes |Me¢ers IIransactlons Selected Details |Rates Yok Orders IBecord |
work Order 0 of O

|
Change Order Delete Order
# Update Work Order x|
General |Eecord |
‘Woork Order Mumber Wiork Order Type Begin Date Closed Date  Date Printed
4 |Premises wvisit |4.f1 Sf2001 |4.f1 G/2001 |4.f1 Sf2001

Assigned To
IJim Beam
Comment
Going to customers residence to turn off meter, but they pay the balance due instead.

Cancel |

On the General Tab section of the Update Work Order
window, enter the Work Order Number, Type, Begin
and Closed Date and Date Printed. The Assigned To
field designates who has responsibility for completion
of the Work Order. Enter any messages or special
instructions in the Comments box.
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The Record Tab is simply a record of all activity for
this customer, with the option to print out the past
history by pressing the Print Account Button. It will
not print the Social Security Number of the customer.

Press the Print Account Button for further details.

On the General Tab select the Address, Metered
Services and Transaction History Options you want
printed.

“*~ Prepare to Print the Account Data == E

General |Erird Previeyy |
Account Options: —Metered Services Options:
v 1 || W Include Meter Descriptions
[ Incluce Biling Address v Include heter Reading Histary
¥ Include Other Addresses — Transaction History Options:
¥ Include Commerts —

10 =
W Include Parcel Mumber
I- Include Social Security F Ireliits Uit TR
¥ Include Monthly Summary

W Include Individual Transactions

Cancel I

On the Print Preview Tab select the Preview Method
and Initial Display.

Copy/Move Customer

Go to Customers. Highlight the account to copy and
press the Copy Button. On the General Tab, the
option exists to delete the meter reading history from
the old account when copying/moving accounts. The
option to delete all reading history from the old account
is available only if the option to copy all readings to the
new account is set. Fill in the areas you want.

On the Addresses Tab, change the items you want and
press Copy. Then hit OK once the main page shows up
again. It will insert a duplicate entry if you haven’t
changed anything. So you might as well change it here
while you have the opportunity to edit. Otherwise you
may simpley click on one of the duplicates and go in
and edit it later.
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*~Vacate/Move an Account

General |Address |
Ol (Source) Accourt

Flags ™ Delete personal information
Mo Charges
No Readings
[~ Delete full meter history

[T | St ibupficatet meter fiag
% Heeptransaction history
% Keep feefdeposit history
¥ Keep check register

I Set Service Mame = "Vacant”

[ Set Biling Name = "acart"

[ Set Biling Address = Service Address
[ Erase Cther Addresses

Accourt Cycle  Start Date Cloze Date
Jooo-ooo7.oo NS 313072002

SIS 3

—Mewy (Destination) Accourt
Account

Cycle  Start Date
IUEIU1 -0o07.01 A H:

Flaws [V Copy personal information
v ho Charges
¥ Mo Readings

Close Date

[~ Copy latest meter reacing
[~ Copy full meter history
[T st Duplicatet meter flay
= Heep transaction history
" Keep teeldepost history
= Keep check register

I~ Set Service Mame = "wacant"

I Set Biling Name = "vacart"

[ Set Biling Address = Service Address
¥ Copy Cther Addresses

Mevwr aocount will be created

Cancel
Manual Entry

Go to Activities, Meter Reading Entry, Manual
Entry. (The other choices are for those customers
using a handheld reading device and they upload

readings into the program).

Manually entered meter

readings are checked against the minimum and
maximum limits set for the metered service. It is not
possible to enter a reading for an account outside the

specified range.

When entering manual meter readings, a specific

account number may be entered at the Locate: prompt
to fetch an out of sequence account. The account
entered must qualify according to the account number
range, billing cycle and metered service parameters set
up in the opening window. If it does not qualify, a
message will be displayed with the reason the account
cannot be fetched.

*~ Enter Meter Readings HE B
General |
Account Range ; Biling Cycles Metered Services:
f%_ Label | Status Iﬂ Mame Status | Date Iﬂ
A Uze ater Lse 41372001
Eniclirn
IDDDB-D245.D1
= =
Erter Readings Cancel |
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Accounts that do not qualify based on the billing cycle
selections or have no meters for the metered service
selected are not displayed. When a reading is entered
that is less than the previous reading (either an entry
error or meter rollover) a warning window is displayed
and the user must confirm that this reading should be
accepted. Such occurrences are also trapped by the low
consumption warning window. This test will be of use
primarily when low consumption limits are disabled.

Manually entered estimated meter readings are
formatted according to the number of digits specified
for the meter. They do not contain a fractional
component resulting from division by the meter
multiplier; they are instead truncated to read in meter
units (usually 1000 gallons).

Select which accounts you will be entering the readings
for (i.e. 1-1 will get you the first account in Book 1
whereas 1-9999 will get you the last reading in Book 1)
and then tab to the cycles and use your space bar to
either use or ignore each cycle you will be entering
readings for.

Then tab over to the next field which is status of
metered service and tab past that to date. This date you
can change to put a date on the readings you are about
to enter, so if you want all your meter readings to have
a date of March 1, fill that in there. A meter cannot be
added to an account without specifying a metered
service.

Then click on Enter Readings. The first account will
come up with the cursor blinking on the far right of the
Enter Readings box in the Reading section. Type in
the reading and hit Enter, this will advance you to the
next account. Add in all readings for all
book/accounts.
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% Enter Meter Readings by Account [=]

General |

Acoourt Cyele
0001-0001.00 5 A

Addresses

\ \ Service | Billing
Elisaheth Eaker
4700 Superior St.
Anywwhere FL 33333

Reason for Skipping (If Any)

hieter 1 of 1

Mame | Mumber Serial Multipliet Previous Current
Date | Reading Date | Reading
Vater |1 1 [12/21/2000 | 3307.000 102102001 [ 53324.000]
=l
Priot £* et & I Cancel

Once the readings are all entered, go to Standard
Reports, Consumption Report and print it. Select the
correct report to use and press Print - fill in the
accounts to run the report for (1-1 will get you the first
account and then tab and fill in the last account, such as
1-9999). Then tab to the beginning date - and fill in the
date that was used for the meter entry date.

To see the detail, account by account, make sure you
have removed the check mark from the Print
Summary pages only selection. Print the report,
review it for consumption that looks too high or too
low, and check out meter readings to make sure they
were properly entered.

The rollover algorithm works in the following manner:
The readings are first rounded according to settings.
If the latest reading is less than the previous reading:

1. Replace all digits of the old reading with zeros.

2. Append a "1" to the left of the result.

3. Add this result to the latest reading.

(The remaining steps occur whether rollover or not:)
4. Subtract previous from latest to get consumption.
5. Multiply by multiplier.

Using this example the results would be:
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Previous reading = 6; latest reading = 4
1.0
2.10
3. 14
4.8
5. 8000

Make Download List

Go to Activities, Meter Reading Entry, Use Trakker
9440 Hand Units, Make Download List. Select the
Beginning and Ending Accounts. Choose to Use or
Ignore on the Billing Cycles and Load or Skip on the
Metered Services.

Select the file format and to overwrite or append the
information if file exists already. Enter the full name
of the download file. Once you Begin Processing
data will appear in the bottom window. Connect to the
hand unit by pressing that button. Once you have
information in the fields, you may begin processing.

# Make Download List =]
—Acpoqnt Range | Biling Cycles etered Services

IEEME_ Label Statuslﬂ Zervice Order Prior Ij
0001-0001.00 r Use Water 1 Load
Endlin
IDDDB-DZ45.D1

—If File Exists ——

i Cverwrite

i Append
File: Faortmat

Standard = L L
Dowvnlosd File i bytes long, 751 records)

|dtast

901 sccourts processed, 745 accourts accepted, 751 meters to be read

Account Meter | Key One Key Twwo Reason Skipped (If Any) Ij
0001 -0001.00 | Wister 1
0001 -0002.00 | Water F525949
0001 -0003.00 | Wster E25951
0001-0004.00 | Water 9EEE2T
0001 -0003.00|Water 4475415 .|

Connect Hand Unit I Cancel |

Download Account Data

Go to Activities, Meter Reading Entry, Use Trakker
9440 Hand Units, Download Account Data.. On the
General Tab, fill out the capacity, accounts, and
general configuration information.
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*+ Send Download List EE B

General |§0m Port |
—Hand Unit Current Status

Lpon Loading -
Capacity Accounts General Configurstion i+ Overarite
Uploaded Unit Name Unit Date = Append
— | C— —
5

Accts in Unit
i
Free Space iReadding “ersion Uit Time

04 |1 2:004M

Last User

Total Space

Dovvnload File (empty)

|asdfasdfzs

Results
Accourt Meter | Key One Hey Two ResultsProblems

Qownloadl Cancel I

On the Com Port Tab fill out the information about the
Com Port. The previously used com port is
automatically selected and initialized at the parameters
last used if the port is available. Press the Download
Button when you are finished with both tabs.

The Query Button brings up a list of what occurred
during the transmission. Press it to update the list after
each transmission.

*+ Send Download List HE B3
General Som Port |
Com Port List Parity Baud Rate
Pot | Status | Mone =1 Jza00

> |Avaable i siop pits Data Bits
THEE S — | —
Mo UART
Mo ULART Timeout (sec) Retry Limit
[= =R
Select Co ot |
- - Maiximum possible ports: 4
Default Configuration | Existing com ports: 1

J:‘wm

4]

Query |QOWnload| Cancel |
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Upload Meter Readings

Go to Activities, Meter Reading Entry, Use Trakker
9440 Hand Units, Upload Meter Readings. On the
General Tab, fill out the Capacity, Accounts, and
General Configuration information.

* Get Upload List HE F

General |gom Port |

—Hand Unit Current Status Upon Receving
Capacity Accounts Genersl Configuration % Overwrite
Accts in Unit Uploaded Unit Mame Linit Drate: " Append
Free Space iReadings Sersion Unit Time SHEIRIITE) HEET —
Total Space Last User

UEload File (empty)

Results

Accourt | Meter | Key One | Record | Mew Reading ResultsProblems |

Cancel I

Euery | Uplozd | Eroc:essl

On the Com Port Tab fill out the information about the
Com Port. Press the Process Button to process the
information and then press the Upload Button when
you are finished with both tabs.

*1 Get Upload List HE B

General Com Port |
Com Port List

Parit Biaud Rate
Port Status I INUI‘IE 'I ISBDD 'I
=1 Available Ston Bits Data Bits

2 In Uze
3 Mo LIART

ELEA =t O T

-1 [ =
4 Mo UART Timeout (s&c) Retry Limit
SelERtEaT EArt 5 =1 10 =

Mazimum possible ports: 4
Existing com ports: 1

EuEry

Uploa | Erncessl

Cancel I
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Process Meter Readings
Go to Activities, Meter Reading Entry, Use Trakker
9440 Hand Units, Process Meter Readings. On the
General Tab select whether to Skip, Ignore, Examine or
Add each of the meters you have in the Metered
Services box.

*+ Process Upload List HE B

General |

Metered Services Owerride Date

Service Prior I_‘I

WATER Skip

IRRIGATION Skip

FIRE LINE Skip

SUBMETER Skip

r

Upload File

Resuts
Account Meter | Key One | Mew Reading Resultz/Problems |

Brocess | Cancel |

Enter the Override Date, the date to use in place of the
unit's timestamp. Enter the full name of the Upload
File. Press the Process Button.

Print Upload Reports

Go to Activities, Meter Reading Entry, Use Trakker
9440 Hand Units, Print Upload Reports. On the
General Tab select whether you want to print or skip
each of the 8§ reports by checking the box to print, or
leaving it blank to skip. Make sure that you have a file
path in the Upload File box. This is where the IMS
program finds that data file to upload the meter reading
information to each of the accounts in our program.

You may also print the upload report at Reports,
Standard Reports, Upload Reports.
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*+ Print Selected Upload Reports

General |Erint Preview |

¥ Unattered Upload Report
I Standard Upload Report
™ Unread Meters Report

I Found Meters Report

I Unusual Use Report

I Service Memo Repaort

I Consumption Report

I~ Rejected Readings Report

EE B3

Upload File (empty)
. \appswhihhreports3tps

Cancel |

On the Preview Tab select the preview method and the
initial display. Press the Process Button when finished

with these two tabs.

Configure Hand Unit

Go to Activities, Meter Reading Entry, Use Trakker
9440 Hand Units, Configure Hand Unit. Download
the standard list of comments and service memos into
the hand unit on the General Tab by filling in all the
fields of information. Enter any comments in the
Default Comments box. When you are finished, press
the Send List Button to send the information to the

hand unit.

*+ Send Comments List HE B3
General |gum Port |
—Hand Unit Current Status Edited Status
Capacity Accounts General Configuration Unit Mame
Accts in Unit Uploaded Unit Mame Unit Date "
Unit Date
Free Space iReadings “ergion Unit Time I
Unit Time
Total Space Last Lzer I
Set Clock I
Default Comment List for Hand Unit
Mumber | Comment Result Iﬂ
1 hello there
2
3
4
k)
-]
7 -1
Query Send List Send Status: Cancel I
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On the Com Port Tab fill in the Com Port information
that your computer will be using. Go to Activities,
Meter Reading Entry, Use Trakker 9440 Hand
Units. Load Program by entering the Program File
Name on the General Tab. On the Com Port Tab fill
out the fields of information as well. Press the Install
Program Button when you are finished.

*» Send Comments List HE =

Genersl  Com Port |

Cotn Port List Parity Baud Rate

|Unknown _'I IUnknown o I
Stop Bits Data Bits
IUnknoWn 'I IUnknoWn e I

Timeout (zec) Retry Limit

|5 = |U =

Select Com Port I :I
- - Maximum possible ports: 4
Default Configuration I Existing com ports: 2

QLery | Send List |Send§tatus| Cancel I

Estimated meter readings from the Itron Meter Reader
are formatted according to the number of digits
specified for the meter. They do not contain a
fractional component resulting from division by the
meter multiplier - they are instead shortened to read in
meter units (usually 1000 gallons). Go to Activities,
Meter Reading Entry.

Make Download List

Go to Activities, Meter Reading Entry, Use Itron
Hand Units, Make Download List. Customer names
and addresses are mapped to upper case when creating
the Itron download file. Meter readings downloaded to
the Itron Meter Reader are in integer format because it
cannot accept fractional readings.

When a no-read meter record is received (reading is_all
zeros) an estimated reading is generated from the
average consumption for the meter.




Note that a reading of
zero is interpreted as

a no-read according to
the Itron specifications,
but this is not the same
as zero consumption
(latest reading same as
previous reading).
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The estimated reading is computed as the previous
reading plus the average consumption. However, the
average consumption is adjusted by the multiplier,
usually 1000.

*s Create Download List HE E

General |
Account Range | Biling Cycle 1 of 2 Scheduled Read Date

Bieginnin Label | Status H
Im A Use
Endiin B Uss
IDDDS-D1 79.00

V¥ Overwrite existing file, it any

Daowvnload File

¥ Show rejected accourts in "results” list
Resuts

Account hotes |
Cancel |

When you have all the information filled in on this
window, press the Process Button to process the
download list.

Process Meter Readings

Go to Activities, Meter Reading Entry, Use Itron
Hand Units, Process Meter Readings. This is really
processing the upload list. You have the option to
Skip, Ignore, Examine or Add on the Metered Services
box. There is an option of resequencing meters. A
checkbox labeled Allow Resequence was added to the
window. If this is checked a field labeled Sequence
Increment will become visible. This is the increment
used if meters in a route are resequenced.

The first meter will begin with this sequence number
and all subsequent meters will increase by this number.
The resequencing will take place only if the route
resequenced field is set in the route header record in the
to host file.
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The default increment is 10. This means the first
sequence number in the route would be 10 (or whatever
increment set), and each subsequent meter sequence
number will increase by 10 (or the whatever increment
specified).

*+ Process Upload List HE B

General |

Metered Service 1 of 4 Reading Date
Service Prior 2 |2,r21 f2001
WATER
RRIGATION i I A&llow Resequence
FIRE LINE Skip
SUBMETER Skip
=l

Upload File
Upload Report File
IhhreportsS

Results

Account Service | Key Two | Mew Reading Resultz/Problems |
Carcel |

Print Upload Reports

Go to Activities, Meter Reading Entry, Use Itron
Hand Units, Print Upload Reports. The no-read
code field in the meter reading record of the Itron
upload file is examined and used to flag an estimated
reading rather than a zero reading. A value of "00" is
expected when a reading was made, and anything else
is assumed a no-read. The following codes are
interpreted and expanded as indicated below, and
added to the upload report notes:

AN - animal

BM - blocked meter
CL - can't locate

CR - car on meter
DM - damaged meter
FM - fogged meter
LG - locked gate
MR - meter return
OT - other

WT - water
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You may also print the upload report at Reports,
Standard Reports, Upload Reports. Select which
report to print and press the Process Button.

Use EZRoute Hand Units

Go to Activities, Meter Reading Entry, Use
EZRoute Hand Units.. The EZRoute Meter Reader
interface supports the R900 walk-by radio modules.
To enable, enter a "Z" (must be capital) in the Label
field of the meter record, and put the module number
(not the meter number) in the Module field. The meter
reading date will be uploaded. Meter 1 is assumed to
be the meter number, and meter 2 is the sequence
number.

As a convenience for users that don't want to be
bothered with entering sequence numbers for meters, a
sequential number will be generated during the
download process.

Detail explanation: Two meter number fields are
provided for each meter. The actual titles of these two
fields are user defined. The first is typically the actual
physical meter ID number. The second is typically a
sequence number which defines the order in which the
meters are to be read on the route.

A sequential number will be generated and placed in
the interface file as the sequence number, eliminating
the need for the second meter number. One important
fact to note, however, is that the second meter number
will still determine the order of the meters in the
interface file. The order will be billing cycle, book
number, second meter number. If the second meter
number field is left blank the order will be billing
cycle, book number, account number. Also, support
was added for multiple books in the same interface file.
The book number loaded into the file is set for each
account loaded.
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There is no support for resequencing routes in the field
to allow leaving the second meter numbers blank, since
the second meter number is used to perform the
resequencing operation. The Route ID field contains
only the book number of the account. The remaining
six characters will be blank.

Make Download List

Go to Activities, Meter Reading Entry, Use
EZRoute Hand Units, Make Download List. The
meter number (meter number field #1) is downloaded
to the EZ Route file so it will display on line 4 of the
hand unit. This system will not download an account
that has no meters. When the download file is created,
if the Label field contains a "Z" and the Module field
is not empty, the Module field will be placed in the ID
Expected field of the import file, and the meter number
will be put in the Utility field. This is necessary
because the meter number is used by the upload
program to locate the meter. If the Module field is
empty, the meter number will be put in the ID
Expected field for "Z" meters as well as standard ones.

* Create Download List HE B3

General |

Acqou_rrt Range | Billing Cycle 1 of 1 Scheduled Read Date
Beginnin Label | Status g
0001 -0001 .00 & Use
Endlin
IDDDB-D245.D1

W Overwrite existing file, if any

=

Dowenload File (Existing file will be overwritten)
kil

¥ Show rejected accounts in "results” list

901 meters processed, 0 meters to be read

Account hotes I:‘I
0001-0001.00 |1 meter to dovwnload

0001-0002.00 |1 meter to download

0001-0003.00 |1 meter to dovnload

0001-0004.00 |1 meter to download

0001-0005.00 |1 meter to download -|

Cancel I

Process Meter Readings

Go to Activities, Meter Reading Entry, Use
EZRoute Hand Units, Process Meter Readings. This
will process the upload list.
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Badger "Dialog"”
Handheld Meter Readers
use the "Connect-C"
format.
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F3 in the Upload and Upload Report File fields will
help you find the names of the entries for those two
fields. Allow Resequence will allow the resequencing
of meters. Also select the Sequence Increment.

* Process Upload List HE B3

General |
Metered Services Reading Date
[Service Piar I:I [4n132001
Wt Skl q 3

& = i~ llowy Resequence;

Sequence INCremert: 10 2
=

Upload File
Upload Report File
Resulis
| Accourt Service | Key Two | Mew Reading Resut=Problems |

Print Upload Reports

Go to Activities, Meter Reading Entry, Use
EZRoute Hand Units, Print Upload Reports. You
may also print the upload report at Reports, Standard
Reports, Upload Reports.

Make Download List

Go to Activities, Meter Reading Entry, Use Badger
"Dialog" Hand Units, Make Download List.

*+ Create Download List EE B

General |

Accourt Range 1 Billing Cycle 1 of 1 Scheduled Read Date
Beginnin Lakel [ Stetus Ig
0001-000§ .00 & | Use
Enclin
IDDDB-DQ4S 01

¥ Owerverite existing file, it any

Dowvnload File

¥ Show rejected accounts in “results” list

Results
Acoourt Motes |

roinizzs Cancel I
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Process Meter Readings
Go to Activities, Meter Reading Entry, Use Badger
"Dialog" Hand Units, Process Meter Readings. Enter
the Upload File and Upload Report File names. Press
the Process Button.

* Process Upload List

EE B3

General |

Metered Service 1 of 1
Service

Wiater

Reading Date
Priar !j |4,r13,r2001

I Allow Resequence

Upload File (Empaty)
acstsd
Upload Repart File
azdisa

Results
Accourt

Service | ey Two | Mew Reading ResutsProblems |

PraGeESE: Cancel |

Print Upload Reports

Go to Activities, Meter Reading Entry, Use Badger
"Dialog" Hand Units, Print Upload Reports. You
may also print the upload report at Reports, Standard
Reports, Upload Reports.

Go to Activities, Meter Reading Entry, Use Invensys
Hand Units. See the other Hand Units above for the
same details.

= Create Download List

(o]

General |

Account Range | Billing Cycle 1 of 1 Scheduled Read Date

Bieginnin; Label | Status | «
Iﬁ!@ ,

Enclin;
IUUUB—E|245.U1

Uz _I ¥ Overwtite existing file, if any

=

Dowvnload File

¥ Show rejected accounts in "resulis" ist

Results

Account hotes
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The record layout of the transfer file (same for import
and export) is as follows:

AccountNumber String(12)
ServiceAddress String(40)
LastName String(15)
FirstName String(15)
MeterID String(16)
MeterSerial String(16)
MeterLocation String(1)
MeterType String(1)
PreviousRead String(10)
LoLimit String(10)
HiLimit String(10)
MXUID String(10)
MXUType String(1)
MeterReading String(10)
ReadType String(1)
ReadDate String(6) MMDDYY
ReadTime String(4) 'HHMM
NoteNumber String(2)
Crlf String(2)

Make Download List

Go to Activities, Meter Reading Entry, Use Invensys
Hand Units, Make Download List. The interface will
substitute the first meter number for the second meter
number if the second meter number field is blank or
filled with zeros. This system will not download an
account that has no meters. The Label field is in the
Meter Type field in the interface file. If there is no
value in the Label field, a blank (space) will be placed
in the download file instead of a null.

There is no imaginable situation where a non-zero
reading would be coupled with a blank read type;
nevertheless the procedure will apply the blank read
type test first so that all records with a blank read type
will be interpreted as no reading.
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Process Meter Readings

Go to Activities, Meter Reading Entry, Use Invensys
Hand Units, Process Meter Readings. For customers
that may want to disable the estimation step, an
estimate will be made only if the reading is blank or
zero and the Read Type field in the upload file is also
blank. Make sure this field (a single character,
immediately following the meter reading) is updated
according to the Invensys specifications (in which a
blank indicates no reading). If the Read Type field is
not blank and the reading is zero or blank it will be
interpreted as a request for an estimate.

Print Upload Reports
Go to Activities, Meter Reading Entry, Use Invensys
Hand Units, Print Upload Reports.

After you have entered readings proceed to the printing
of the Consumption Report. This information is
covered in detail under Reports, Standard Reports,
Consumption Report. The Print Button will take you to
the actual printing process. The Export and Import
Buttons allow you to save the file to a directory or to
bring in new information from a directory pop up
window. To edit an existing report, highlight it and
press the Change Button. To add a new one, press
Insert.

*» Browse Consumption Report Formats == B3

Tile |

[ Report Title [LastusedBy | Date ] Time: [=1
Commercial 518 34 | park [ 21072000 | &57AM

Sewer Residertial 10412000 | 11:354M
Total Commercial Usage park /2552000 1:46PM

park 11/28/2000 | 11:004m0
park 172952001 F50PK

park 2102000 | S:524M
park 21052000 | 8:55AM
park 61452000 |11:25AM B |

Repart Title

Record 3 of 10
Inzert | Change: Delete | Prirt | Export | Impacrt Close

On the General Tab select a Title, Print Order,
Metered Service and the Billing Cycle Status (Use or
Ignore). Select a Normal Date Range, the Below and
Above Average Percent to include, the Minimum and
Maximum consumption or No current readings.
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*+ Edit Consumption Report Format [=lc) =]

generl |ListFiters | etail | Resord |

Report Tile Billing Cycle 1 of 1
Lebel [ Stetus I:I
Prirt Orcler Wetered Service L Use

| Accourt Mumber J IlNaier ;I

Mormal Date Range Unusual Use Fiters —————————————
" Selected at run-time Blelow Avg Above Avy

" Current System Date

 Currert System Wieek
1 Current System Morth

Minimum Used Maximum Used

1 Prior System Marth el
I™ Mo current readings
[™ Fitter for Estimated Readings

I™ Include duplicate meters

I™ Include vaoided readings

™ Draw ling between records

I Start each record on new page

Carcel

You may check the Filter for Estimated Readings
and any or all of the boxes on the lower left hand side.
On the List Filters Tab choose from Use or Ignore in
the Rate Class and the Route boxes. To simplify you
may press Ignore All or Use All on either box.

* Edit Consumption Report Format [_[o]=]
General List Fiters |Qeta\| IEecord I
Rate Class 1 of 16 Route 1 of 16
Charge MName Status H User One Status H
Late Fee Use | (Blark) Use
Sewer Com lgnare 1 Use
sewer 1 172" lgnare: 2 Use
Sewer 58" X 34" lgnore 3 Use
Sewer lgnare: 4 Use
Mutti-F zmil lgnare 5 Use
‘vater 2" lgnore [} Use
Water 1 102" lgnore: 7 Use
iater 1" lgnore g Use
iater 58" X 34" lgnare 1 Use
Water 5/8 X 34 Com Use 2 Use
hackflow 34" Use 3 Use
PST Qater) lgnare: 4 Use
PET (Sewer) lgnore =[S Uze |
Use Al | lanore Al | Use Al | lanore Al |
Prior & | Next ¥ Caneel

On the Detail Tab choose the elements from the Data
Field by highlighting them and pressing the Select
Button. The Position Button will change the position
of the highlighted portion. You may also use your
mouse cursor to move it in the Printing Layout box.
The Reject Button will erase the highlighted portion.

Reject |
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*+ Edit Consumption Report Format

BE B
General | List Fitters  Detail |Eecurd I
Data Field 1 of 32 Detail Top Margin
Figld Mame Over | Down Wizible | 0040 5
5 Service Mame/Address 0.500| 0.000 Yes Horizontal Space
Service Motes 0400 =
Address Service Parcel b =
Address Service Route Mumber wertical Space
Address | Service State 0.020 5
Address Service Street Addr
Select | Position | Reject In=ert Change | Delete |
Printing Layout
Prior & | Next ¥ Caneel

You may edit or insert new categories and information
by highlighting existing ones and pressing the Change
Button, or adding new information by pressing the
Insert Button.

* Edit Custom Data Field P |
General |

Typ_:!!_aj Wicith Depth
iinet | o000 [ 0.000

El

| Ok I Cancell

Enter a Type, Width, and Depth. Click on OK when
finished.

You may view when this information was created on
the Record Tab.
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You are now ready to compute the charges on the
meters. Go to Activities, Charge Computations.

# Compute Charges =]
General |Qpﬂ0n3 |
Accourt Range | Biling Cycles Rate Classes
Beginning Label | Status Label Status | Amourt I:I
0001-0001.00 A Use WATER RESIDENTIAL | Compute
Endin B Use WATER OCEAN FRONT | Compute
000301 79.00 WATER APARTMEMTS Compute
WATER BUSINESS Compute
Insertion Treatment WATER BHY Compute
N WATER BHY COLLING Compute
- IR RESIDEMTIAL Compute
Biling Date IRR. OCEAN FRONT Compute
02/22/2001 =] |IRR: APARTMENTS Compute -
Computation Results Compute Al gnore Al I
Accourt Reason Skipped (If Ary) Current Mewr “alue | Result |
0.00 0.00 0.00
Group Processing Individual Proceszing Cancel |

Charges for customer accounts that have more than one
meter will compute even if there is no reading for one
of the meters. The charge is based on the consumption
on the meters that were read.

Two readings are required to determine consumption.
The start date for the customer account is used when
computing charges for any rates that have no start date.

On the General Tab fill in the Beginning and Ending
account numbers you want to use to compute charges.
Then tab to the Insertion Treatment. You have 3
choices. Select Add and it will add charges to the
customer file and is generally the choice you would
make. Select Replace when you are recomputing
charges for a group of customers or Skip for the third
choice.

Then tab to the Billing Date field and fill in what you
want to use for the billing date. Tab to Billing Cycle
and using the space bar Use or Ignore the cycle you
will be using in your compute charges (i.e. cycle A, M
or Q). Then tab to the Rate Class field and using the



Group Processing |

Indivicual Processing I
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space bar Compute, Set, or Ignore which rates you will
be computing charges for. A quicker way if all are the
same is to use either Compute All or Ignore All
Buttons. This way, if you only want to compute late
charges, you would use the Ignore All Button, then
highlight the Late Feee and use your space bar to
Compute that rate. Only that rate would compute for
the selected accounts.

Click on Group Processing to begin computing. The
box at the bottom will show which accounts had
charges computed and which accounts did not and any
reason they were skipped. When that is finished, click
on the Cancel Button to take you back to the main
screen. Individual Processing will go through each file
individually as shown below.

# Compute Charges by Account =]

Accourt Cycle
IDUD1 -0001.00 IA

Addrezses

[ service | Biling

Elizabeth Eaker
4700 Superior St.
Anywhere FL 33333

Reason for Skipping (If Any)

Mext ¥ | Qompu‘tel Cancel |

When charges are computed for rate classes that have a
minimum charge, if the proration type associated with
the rate is set to prorate the base amount, then the
minimum charge will be prorated as well.

& Update Charge Trangaction E
General |Eecgrd |
Type Source Reference #
|New = |Hand =
Drate Trackin Motes
|4.f1 52001 I I E I
Billing=
Charge MName Balance “alue Result Iﬂ
Water 115.89 4242 158.31
Sewwer
PET 21 0.51 3.02
Late Fee 9.00 3.00 12.00
Service Charge
OnfOTf Charge
House Yist
Backflow
Deposit
Bad Check Charge |
Totsls 127.10 4623 173.33
Cancel |




|

Compute

Billing
Notices

Be aware that if there
are charges in the
category used as a
placeholder the charge
amount will be printed
with no identifying name.
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Press the Compute Button to start computing the
charges.

You will need to add a Tracking code and select a
specialty Notes notation and Reference #. Press OK
when finished.

All utility bill forms print account numbers in short
format (leading and trailing zeros suppressed). There

is flexibility in specifying the print position on certain
bill forms. When the charge names are on the bill form
the charge amounts must always print on the same line.
This can be controlled by setting the display order of
each charge so that it matches the print order desired on
the bill. If there are gaps where nothing is to be printed
a dummy charge category may be used as a placeholder
by assigning it a display order matching the position to
be left blank.

Any such charges must not have the Print Name box
checked (Setup, Lists, Charge Names) When bills are
printed, any charge category for which there are no
charges and does not have the Print Name box checked
will be printed as a blank space, maintaining the print
position of subsequent charges.

This feature applies only to the Staggered Tractor
Forms 1, 2, 3, and 4, and the Two Piece Tractor Form
2. Users of these forms should check the display order
of charges to be sure bills will not be affected after this
release is installed. The "bottom line" to remember as
far as this change is concerned is that unused charges
that are not checked to print the name will occupy the
print position according to their display order whether
there are any charges or not.

All non-zero charges flagged for printing the charge
name will print on certain bill forms. This applies only
to Staggered Tractor 1, Staggered Tractor 2, Staggered
Tractor 3, Staggered Tractor 4, Two Piece Tractor 2,
Staggered Tractor 5, Staggered Tractor 6, and Four
Piece Laser 5.
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Process and Prirt |  Print Billing Forms
Go to Activities, Billing Notices, Print Billing Forms.
You may Process and Print on any tab.

“*~ Prepare to Print Bills o =]
General IMessages Iﬁorm Cortral | Pririt Preview |
Account Range | Print Order Billing Cycles ™ Skip closed accounts Billing Date:
I%— IROUT‘3 =] [[Lebel [Stetus[< ™ Skip overdue accounts
Minimum Balance: L} Use | | ™ Skip direct debit accounts Dug Date
l%nsgm I ™ Print direct debit accourts only
= Maimum Bialance: ™ Final Bill Only Late Date
™ Late Motice: [~ Reset Final Bl Atter Print
[~ Skip zero-balances [ Sewer Only Cutoft Date:
[¥ Generate Exception Report LI [~ Reset Sewer After Print
¥ Include sl sccounts in Exception Report [ Generate S-Digt Fipoode Report
W Include rejected accounts in "resutts” summary [~ Generste 5-Digit Zipcode Report
rocessing Results
Accourt hctes Due |
Total
Process and Print Process and Discard Cancel

On the General Tab fill in the Beginning and Ending
accounts you want to print bill cards for, and tab to the
Print Order and select which order your cards should
be printed in. There is a drop down box that gives you
several choices such as account number, zip code, etc.

Billing forms print the credit balance when applicable
in the outstanding balance field. Tab to the Minimum
Balance and fill in an amount, such as .01 which will
print a bill for accounts that owe more than .01 cent. If
you leave the Minimum and Maximum Balance
blank, you will get a bill card for all accounts that owe
money, and that have a credit balance.

There is an option to Skip zero balance accounts; if
checked no bill will generate for those accounts with a
zero balance. When Late Notice box is checked the
forms printed will be considered late notices and the
customer fields affected will be the late notice printed
date and the reprint late notice flag, rather than the bill
printed date and the reprint bill flag. Then tab to the
Cycle and use the space bar to Use or Ignore which
cycles you will be generating a bill for. Then tab to the
Skip closed accounts option - this is usually checked
off so a bill does not generate for closed accounts.
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Check off the other options if you are going to print a
set of bills separately for overdue/late accounts and
accounts that are utilizing the direct debit feature, if
this has been set up through the Setup, Configuration,
Fund Transfer option. See ACH Direct Debit.

The additional options on the billing notices section
can screen out some of these options, such as the Skip
closed, overdue, and direct debit accounts. The
Skip direct debit checkbox is mutually exclusive with
the Print direct debit only checkbox for obvious
reasons. With these two controls users may print all
direct debit accounts in a separate bill run. There are
also Print Final Bill and Print Sewer only, Reset
Final Bill and Reset Sewer After Print, and
Generate 9 or 5 Digit Zipcode Report. On all
billing forms the zipcode prints on the same line as the
previous line, which is normally the city, state line.

Many cities will choose to skip accounts with a credit
balance, or not print a bill card for them - so if the
minimum is filled in with a $0 - the credit balance
accounts will not print. You can do that in SKip credit
balance by checking on that box. Normally you would
want to SKIP closed accounts too.

A checkbox is in the bill print setup window that
allows printing only direct debit accounts. This
checkbox is mutually exclusive with the checkbox
immediately above.

Skip direct debit accounts for obvious reasons. With
these two controls users may print all direct debit
accounts in a separate bill run.

Tab to the Billing Date and fill that in. Each of the
next boxes Due Date, Late Date, Cutoff Date will
overwrite the dates that were used when computing the
charges.
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If these dates are left blank, the same dates will be used
that were set up in the Billing Cycle and used when
computing charges (you can see those dates on each
customers account under File, Customers, Change
Button, then on the Transactions Tab, Billing Date -
Due Date and Late Date).

Include All Accounts in Exception Report allows the
footer page of the report to show the total dollar
amount billed. Checking the Include rejected
accounts...box decides how extensive the action
descriptions will be.

On the Messages Tab, if you want to add a message to
the bills, such as Happy Holidays, click on the
Messages Tab and fill in the message in the Standard
Message Box. If you want a separate message to go to
accounts that are overdue, fill that message in the Late
Accounts Message box. There is also a section for
Zero/Credit Balance Message as well as a Footer for
the bottom of the billing form and a Note section.

“~ Prepare to Print Bills 1 =
General Messages |Eurm Cortrol | Print Preview |
Standard Message Late Account Message Zero/Credit Balance Message
- -
[ [-
Usze Standard Message | Use Standard Message
MateHeader Mote 2
= =
Process and Prirt I Process and Discard | Cancel

The program is designed to print the Standard
Message on current accounts (those that are not
carrying a past due balance) and a separate Late
Message for those accounts that are past due. Notes 2
is for Letter Laser 4 notes field.
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On the Form Control Tab, the basic formats are Four
Piece Laser, Staggered Tractor, Two Piece Tractor,
and Letter Laser. There are different variations of the
four main forms.

On any one of the 4 main tabs you may press the
Process and Print Button to print the bills. This will
print the bills to your computer screen. Then you must
click on the button with the picture of the printer on the
print preview screen to print the bills.

Four Piece Laser 1

Staggered Tractor 1
Staggered Tractor 2
Stadggered Tractor 3

wio Piece Tractor 1

Staggered Tractor 4
Twwa Piece Tractor 2
Letter Size Laser 1

Twva Piece Tractor 3
Twwa Piece Tractor 4
Staggered Tractor 5

Tractor means it is for a tractor printer with perforated
edges on the forms.

Four Piece Laser 1

This is a general purpose replacement for the Staggered
Tractor 1 postcard form. It prints four forms on a 8
1/2" x 11" sheet. Each form measures 4 1/4" x 5 1/2",
with the printed area measuring 4" x 5". This form
requires that the customer specific information be
preprinted on the form. The expected preprinted titles,
boxes, lines and shading print on the alignment mask
only, and may be used as a master layout template for
the preprinted forms. See a sample of this form.

A special version of this form is Four Piece Laser 2.
This form is for a specific customer and replaces form
Staggered Tractor 4. It prints on the same size paper
as Laser 1 but does not require preprinting because all
customer information is printed at the same time. Both
forms require a laser printer than can handle the
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minimum 80 pound stock required for postcards. The
stock should be perforated for separation of the four
part form and for the return stub. This has the
capability of printing meter readings and consumption
for a second metered service. See a sample of this
form.

Four Piece Laser 3

This is based on Four Piece Laser 5 with some
positioning changes. This form complies with U.S.
Postal Service regulations.

Four Piece Laser 4

This form is intended for laser printers printing on
blank, perforated card stock. The perforation lines print
only on the alignment mask. The image is vertically
shorter by 0.05 inches to provide room for paper size
and perforation location variations. .It has the same
layout as the standard form (Four Piece Laser 1) with
the following differences: all of the boxes and titles
print as in the alignment mask for form 1, except
shading is not used.

Tty | et | Gwarie -
- - lotville Water Compan

- L Ry a——

Plizaser: pectaman Ui sbisls wilh prgraesod

=
[ 14 7 0] 2t | }

7 Tk
ot Amourt Due ram| | More FL 333 otsl Amound Dus 2005

AT04 Waler 51 =

A notes box is available for printing boilerplate text on
the left side of the form. The organization name and
address is printed on the top right of the form. The text
is entered using Activities, Billing Notices, Print
Billing Forms, Messages Tab, Note 2). The text prints
on the return stub portion of the bill, above the address
box. It is available only for this form.
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The message area at the bottom left of the form allows
moving the service address up so that a minimum of
5/8" is clear at the bottom for the full width of the card.
This complies with postal regulations. There is a
horizontal clearance of 1/8" between the address box
and the address text. The address text box is at the
bottom of the card and the "Please return ..." text and
summary boxes are above the address box.

Four Piece Laser 5

This form is identical to Four Piece Laser 3 except that
the summary box at the bottom of the return stub was
moved up 9 mm (0.3594") to allow room for the
Postnet barcode applied by theUnited States Postal
Service. The charge name and amounts are text
controls in order to support leaving blank lines for
preprinted charge names. There is support for a second
metered service on this form. There is no Balance
Due.

Staggered Tractor 1 - see Four Piece Laser I above.
See a sample of this form. A checkbox Omit Due
Date on Stub will alter the way form 2 (Staggered
Tractor 1) prints. When checked, the due date field on
the stub part of the bill (right hand side) will be left
blank. This is to support a specific customer that uses
this field for the amount paid, filled in by the customer.
This checkbox functions only on the Staggered Tractor
1 form, and does not appear on any other forms.

'+~ Prepare to Print Bills =(o]

General |Messages Earm Coritral IErim Previgw |
Prirting Format 745 Biling Forms
Ftaguered Tractor 1 jd

™ Omit Dus Date on Stub

3 | 000-0003.00

4 | 0001-0004.00
5 |0001-0005.00
6 | 000 -0006 .00

7| 0001-0007.00
& |0001-0008.00
4 | 0001-0008.00
10| 0001-0010.00
11 |0001-0011.00
12 | 0001-00M2.00
13 | 0001-0013.00
14 | 0001-0014.00
15 | 0001-0015.00
16 | 0001-0046.00
17 |0001-0017.00

16 |0001-001800 =

Prirt Alignment Mask | \Eprirt forms 1 through 74|

Process and Brinl__|  Pracess and Discard | Cancel
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Staggered Tractor 2 -

Staggered Tractor 3

This has the capability of printing meter readings and
consumption for a second metered service. The
second set of readings prints to the left of the first set.

Staggered Tractor 4

This shows the YTD Amount Due field on the lower
right hand panel of the form which contains the amount
due including the currently scheduled payment and any
previously scheduled payments not received. Replaced
by Four Piece Laser 2 above.

Staggered Tractor 5
This has the capability of printing meter readings and
consumption for a second metered service.

Staggered Tractor 6

This is a replacement for the PAR form of Utility
Billing version 5. It is a customer specific form with
special provisions that would not be useful to others. It
differs slightly from the form of version 5, such as it
does not print dollar signs on the amounts, and the
stagger is on the other half of the form pair. (The
printer should be aligned on the second half of the page
rather than the first.)

Staggered Tractor 7

It is identical to form #4 (Staggered Tractor 3) except
it does not print the postal permit information and
return service request. This has the capability of
printing meter readings and consumption for a second
metered service.

Two Piece Tractor 1 prints prior payments only if not
zero. This has the capability of printing meter readings
and consumption for a second metered service. See a
sample of this form.
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Two Piece Tractor 2 prints meter readings on the same
line as the corresponding charge. The metered services
should be first in display order to prevent misalignment
in the event of zero charge amounts for other charge
categories. This has the capability of printing meter
readings and consumption for a second metered
service. See a sample of this form.

Two Piece Tractor 3 is experimental and should not be
used. The due date printing on both sections of this
form is the due date, not the late date. This has the
capability of printing meter readings and consumption
for a second metered service.

Two Piece Tractor 4

This prints two 6" wide by 4" high impact forms side
by side. The consumption multiplier is .10. This will
cause the consumption to print in 10 gallon units. The
consumption printed is truncated to an integer.

The printer must be set to print at 16.67 characters per
inch horizontally and 6 lines per inch vertically. The
print position of meter readings is on the same line as
the charge name to which the meter charges are billed,
not in order of the metered service name. This has the
capability of printing meter readings and consumption
for a second metered service. See a sample of this
form.

When a charge amount is zero it will print on the bill if
the charge is for a metered service, unless the metered
serviced is coded to not print (see Setup, Lists, Charge
Names). If there was an unpaid balance or credit as of
the start of the billing cycle it will be printed on the bill
after the current charges. Any payments made during
the billing cycle are likewise printed. The balance
forward and payments lines will not print if there is not
room on the bill form, but the balance due will be
correct.
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Letter Size Laser 1

The amount that prints as Previous Balance on this
form is the balance at the start of the current billing
cycle. It has a tear-off bottom portion to be used as a
payment stub. There are two boiler plate notes, each
with a capacity of 256 characters. One prints as a
footer centered across the bottom of the form, and can
be up to two lines. The other prints on the lower right
corner of the form, and can be up to four lines. Lines
will not be combined. This has the capability of
printing meter readings and consumption for a second
metered service. See a sample of this form.

Letter Size Laser 2 & 3

They are similar to the Letter Laser I layout with the
following exceptions: They have a charge capacity of
16 categories versus 11 for Letter Laser 1. The note
text is printed as a centered header near the top of the
form. Only the first line of the organization name and
address are printed at the top of the form. These two
forms have the capability of printing meter readings
and consumption for a second metered service. Laser
Size2 - See a sample of this form.

Letter Size Laser 3 includes a usage history box
containing usage by metered service for the prior
month and the same month one year ago. The font size
of the footer text is 8 point to allow more text in the
box. The cutoff data for the prior one day before the
start of the current cycle. Laser 3 - See a sample of this
form.

Letter Size Laser 4

This is a copy of an older version of the Letter Laser 1
form. It was added to accommodate an individual user.
It is available for all to use, but not recommended
because it will not be enhanced in future releases. The
other letter laser forms provide more options and
should be used instead. The header is centered. This
has the capability of printing meter readings and
consumption for a second metered service.
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Each is enclosed in a box. The box will not be printed
if there is no text. The text will be the same for all
accounts, and will be saved between print runs. The
text is entered on the Messages Tab of the bill printing
setup window. Go to Activities, Billing Notices, Print
Billing Forms to the Messages Tab. The Note and
Footer - special message entry forms - will appear only
when the form type is set to Letter Laser 1. There is
also a Meter Reading box. The Meter Reading and
Current Charges boxes change size to fit each
customer.

On the Print Preview Tab select the Preview Method
and Initial Display.

Print Late Notices

Go to Activities, Billing Notices,Print Billing Forms..
Check the Late Notices box. You may Process and
Print on any one of the 5 tabs when you have the
information entered in. See this under Billing Forms.

On the General Tab, fill in the Beginning and Ending
accounts you want to print late cards for, and tab to the
Print Order and select which order your cards should
be printed in, either account number or zip code. Tab
to the Minimum Balance and fill in an amount, such
as .01 which will print a bill for accounts that owe
more than .01 cent.

*~ Prepare to Print Bills =o]x]

General |Messagas | Farm Cortrol | Prirt Preview I

Accourt Range | Prirt Order Biling Cycles ™ Skip closed accounts Biling Date
I%— Foute j' Lahel StalusIAI I Skip overdue accourts

- htinimurn Balance A Use | | ™ Skip direct debit accourts Due Date
EUnUdUInE 124501 ¥ Print direct debit accounts only

Maimum Balance ™ Final Bill Only Late Date

™ Reset Final Bill After Prirt
[~ Skip zero-balances I Sewer Crly Cutoft Date
¥ Late Motice LI I Reset Sewer Atter Print
I” Generats Exception Report I Generate 9-Digit Zipcode Report
™ Include rejected accounts in "results” summary ™ Generate 5-Digit Zipcode Report
rocessing Resuts
Accourt Notes Due 1

Total

Process and Print I Process and Discard I Cancel I




Reprinting

104

If you leave the Minimum Balance blank, you will
print bills for all customers whether they are late, have
a current charge, zero balance or a credit balance. It is
used for cities that do not print bills out for people who
have a minimum current balance of less than $5.00.
Checking the Include rejected accounts... box will
decide how extensive the action description will be.

On the Message Tab, if you want to add a message to
the bills, such as Happy Holidays, click on the
Messages Tab and fill in the message in the Standard
Message Box. For more details see Billing Forms.

On the Form Control Tab, find the following forms:

Four piece Laserl - see Billing Forms. See a sample
of this form.

Staggered Tractor I - See a sample of this form.

Staggered Tractor 2 - See a sample of this form.

On the Print Preview Tab select the Preview Method
and Initial Display.

Go to Activities, Billing Notices, Edit ""Reprint Bill"
Flag. Enter the account range. You will need to
decide how to handle closed accounts (whether to skip
or not), to Set or Clear the flag, to Use or Ignore the
billing cycles and to include rejected accounts or not.
When finished entering information, press the Process
and Apply Button and the accounts will appear in the
box.
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* Edit "Reprint Bill" Flag HE B
General |
- Accourt Range Mewy Flag Walue Billing Cycles
Breginnin & Set (ohecked) | Label Mlﬂ
" Clear (no check) & | Use
Endins B Uze
0003-0173.00
I Skip closed accounts
[ Include rejected accounts in "results” summary |
tocessing Results
Accaunt [ Mates Old new |
Process and Apply | Procsss and Discard Cancal

Edit "Reprint Late Notice" Flag
Go to Activities, Billing Notices, Edit '""Reprint Late
Notice" Flag. See Reprinting.

Edit "Reprint Cutoff Notice" Flag
Go to Activities, Billing Notices, Edit Reprint Cutoff
Notice" Flag. See Reprinting.

Manual Entry
Go to Activities, Payment Entry, Manual Entry.

Once you have printed the bills you are ready to enter
new payments for the next billing cycle. A warning
message will be displayed if the Enter Payment Button
is pressed for an account for which a payment has
already been entered for the current system date.

This is intented to minimize errors of entering the same
payment twice. Note that this test is not made when
scrolling between accounts using the Prior and Next
buttons after an account is selected.

When entering payments the payment Type, Code, or
Method may be changed for individual accounts using
a hot key (Alt key + the underlined character, in this
case T, C, or M). The up and down arrow keys may be
used to select the desired option from the list. After the
selection is made the cursor will return to the specified
initial field (either tracking or payment amount). After
entering manual payments the customer browse box is
positioned to the last account accessed.
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4 Enter Papments H

General |g|ip Printing I
Detault Yalues

Type Code hiethod
Im -] |Hand - Icash - I
Date

|1 13142001

Locate Accounts Cancel |

On the General Tab, the highlight will be on Type.
Choose from 3 types: New, Correction, or NSF-Rebill.
Select a type then tab to Code. Choose from these 5:

Automated
Late Print
Wiark Order
Mewy Aot

Hand is payments that are entered by Hand which is
the default. Choose from Hand, Automated, Late Print,
Work Order, or New Acct.

Tab to Method and select Cash if the majority of
payments to be entered are cash payments, or check if
they are payments made by check. Choose also from
Electronic, From Deposit, Interest, Credit Card, and
From Credit. Cash will act as the default method, but
can be changed on each individual record. Then tab to
the date and enter the Payment Date you want on the
entries you are about to make. Press the Locate
Accounts Button and then click on the white box in the
bottom left corner, put in the account number, such as
1-1020 and hit the Enter Key or highlight the account
and double click on it). This will bring you into the
payment entry box for account 1-1020.
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*+ Enter Payments [=]

General | Notes ayment |
Type Code Method Arcount leentity
| = =l [Rand =l Jeasn -] | ooo-o001 00
Date Tl Elisabeth Eaker

ST 2001 I—H— 4700 Superior St

Anywhere FL 33333

Reaszan for Skipping (If Anv)

ayment Breakdown In Balance

Charge | Bilings Payments Balance W alue Result Iﬂ o.oo
Vyater 4242 -30.58 -30.58

Sewver

PST 081 o0& 081

Late 300 -3.00 -3.00

Serv

CLtOff

House Payment ilm
Bkflow =l Tendered 0.00

Total 48.23 000 -332.77 0.00 -33277 Change 000

prior €+ | Mext® | OpenDraweer | Prirt Receipt | Print Encorse | gl él Cancel

The focus of the cursor will be on Tracking (if
configuration is set to focus on tracking, under Setup,
Configuration. Go to the Payments Tab and click on
the Tracking box where you will enter the check
number for the payment - tab to the Payment box.

If you have your configuration set to Payment then
when you enter the payments window the Payment
box will be highlighted. The amount due will be
showing in that box. If that is the amount paid, hit
enter and the payment has been applied to the account.
If they paid less than the amount due, enter that amount
and the payment will be distributed according to the
payment order, as set up in the Setup, Lists (Charge
Names, Payment Order).

If they paid more than the amount due, enter the
amount and the payment will be distributed to the
current charges first, then to the overpayment amount
listed in the Overpayment Charge Category (under
Setup, Configuration and then to the Payments Tab).
Any past due amounts will get the payments applied to
them, then the payments will be distributed to the
current charges.

If the amount of the payment matches the current
balance, the payment is distributed according to the
current balance. If the amount of the payment matches
the amount billed last time and the account has a
current balance, it will be distributed according to the
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amounts billed. If the payment doesn't match the
current balance it will proceed to distribute in the
previous, current, overpayment sequence. Follow this
order:

1. If payment amount matches the current balance,
distribute to current balance.

2. If payment amount matches neither:

3. Distribute to previous balance.

4. If any remaining, distribute to current charges.
5. If any remaining, distribute to overpayment
category.

Back on the Slip Printing Tab, choose the correct Com
Port, Parity, Baud Rate, Stop Bits, and the Data Bit.
Receipt Printing Options are always Standard.

% Enter Payments <]
General  Slip Prirting |
Com Port List Parit: Baud Rate —Receigt Printing Options:
Part Status I Mone - 9800 2 I l@%
=1 [Avaisble | sjop pits Data Bits Standard =
2 [ Mvsilable ﬁh Eois =] Do nat auto-print
S Mo UART ™ Prirt when payment is accepted
4 [NoUART = Print after updating data files
SelEei o Burt _ .
- - Maximurm possible ports: 4 ‘Eash Drawwer Opening Options:
Detautt Configuration Existing com ports: 2 Da not auta-print
. i+ Open when payment i accepted
Endorsement Text: i Open after updsting data files
Receipt has been validated. — | Drawer Release Codes:
AD
Walldation Open Codes:
DF DF
i “alidation Clase Codes:
AF AF
Test Dravwer | Test W-Open I Test V-Close I Test Endorse |

Locate Accourts Cancel

Choose your Cash Drawer Opening Options and
your Validation Open and Close Codes. You may
test your Drawer or Test Validation Open, Close
functions and Test Endorse by pressing the
appropriate buttons. Then press the Locate Accounts
Button to take you to the accounts.

Late Payments
Go to File, Customers. Highlight a customer, press

the Change Button to go into the account and select the
Transactions Tab. A late payment is defined here as a
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payment made before charges are computed for the
next billing cycle but after the late date for the previous
cycle.) When charges are computed for the new cycle
the balance could be paid in full, but the payment
might have been after the cutoff date. The late date is
determined by the late date of the prevailing billing
cycle, but the late date for the billing cycle may have
been changed for the next billing.

* Update Account: 0001-0001.00, Elisabeth Eaker 1]

General | Personal | Notes | Moters Transactions |Saladad Detals | Retes | ork Orders | Record |

Current Balance Transaction 1 0f19

Charge | Amaurt_| action|  Biling il Biling
Type ey Mew Mew ey
Cotle | Late Prit_| Late Prit_| Late Prit_|_Late Print

Methort

Bill Prirted Date| 4452001 | 4M52001 | 4052001 | 415200 K3
| = Lf;ck
™ Reprint =
Late Primed
41152001
I Reprint

Tatal 000 Cutaft Printed
Biled To

™ Reprint
Due Date

Lzai f:(? LILI_I Irciviciual lm_ILILI

|2r22f2001 i Add Bil | Recomputel Eciit Tran | Reverse |

PrlorGI Next & I Cancel

EndBal

In order to determine if a payment was made after the
late date it is necessary to know the cycle late date that
existed at the time of the payment. Whenever charges
are computed for an account, the current late date for
the cycle is saved in the customer record. It can be
viewed here. When a payment is made in Activities,
Payment Entry, the late date from the customer record
is copied to the payment transaction.

This allows determining whether the payment was late
based on the late cutoff date that existed at the time of
the payment rather than the current cycle date, which
may have changed. However, the late date was being
recalculated when payment transactions were entered.
This could cause the late date applied to the payment
transaction to change depending on the payment date.
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The due and late dates are not recalculated when
transactions are entered in the customer transaction
window. This causes the late date from the last time
charges were computed to be the basis for determining
whether a payment was late. The only thing that will
cause the due and late dates to be recomputed in the
customer edit procedure is to change the billing cycle.
The due and late dates will be recomputed only when
the compute charges procedure is used (Activities,
Charge Computation). The calculated due and late
dates should always agree with the date shown in the
billing cycle window.

Applying Credit Balances

Go to Activities, Payment Entry. This option should
be used if you have an Overpayment Charge
Category specified under Setup , Configuration ,
Payments, Overpayment Charge Category and are
using a category other than Water for overpayments,
such as Prepaid or Overpaid, etc.

* Prepaie to Apply Ciedit Balances HE B3

General |

Account Renge | Processing Order Biling Cycles

I%_ [2ccourt mumber -] [ Label | Stetus Iﬂ

A Use

Encin B Uss

0003-0179.00
I™ Skip closed sccourts
W Generate Exception Report L
I™ Include rejected accounts in "resutts” summary

rocessing Results

Account Motes Apply |
Total

Process and Update Process and Discard Cancel

When a payment greater than the amount owed is
posted to an account the result is a credit balance. In
most utility billing systems credit balances are fairly
common. They are usually the result of a customer
planning to be out of town for an extended period and
has prepaid on their bill so they won't become
delinquent in their absence.
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If you are entering the payment manually you will have
to distribute the overpayment to some charge category.
You could distribute the payment to the most
frequently used charge category such as water.

This would of course result in a credit balance in the
water charge category. It would eventually be
consumed as new charges are subsequently billed to
that category. But there is a better way to handle credit
balances. You can designate a charge category as the
repository for overpayments.

The date used is the late date stored in the customer
record, which is updated whenever charges are
computed for the customer. This has no effect on
payments already entered, but all payments will result
in a late charge if paid after the late date, even if it pays
the entire current balance.

This process will automatically apply any credit
balances in the specified overpayment category for the
range of accounts requested, and print a report listing
the accounts and the amount applied. Note that this
process cannot be used if there is no overpayment
category specified.

It will apply the credit to the outstanding balances in
payment order until the credit balance is used up or
there is no balance owed in any category. This does
not result in any billing transactions, nor does it result
in any net payment amount. Since a credit balance
means a payment was previously entered, the process
reverses the payment out of the overpayment category
and distributes it into the categories with a current
balance, resulting in a net payment change of zero.

The recommended time in the processing cycle to use
this process is after charges have been computed but
before bills have been printed. The bills will then
reflect the true balance owed in any charge category
and the true remaining credit balance.
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If this process is not used the balance on bills will still
be correct, but will indicate a higher balance in the
billed categories offset by a higher credit balance in the
overpayment category.

Fill in the accounts to be used. Tab to Processing
Order, usually this is done in Account Number
Order. Tab to the cycle you are using, and ignore the
other cycles by highlighting them and using the space
bar to Ignore or Use each cycle. Click on Process and
Update. This applies any amounts that have been
overpaid or paid in advance by an account/customer to
the new charges that were just computed.

Make Fund Transfer File

Go to Activities, Payment Entry, Make Fund
Transfer File. See Differences from the DOS 5.X
Utility Billing System. The IMS Utility Billing
system supports accepting utility bill payments via
direct debit using the NACHA file format standard.
Direct debit is a system whereby a file containing a list
of customers, including their bank number, account
number, and amount owed are transmitted to a bank,
and in turn the various customer accounts are debited
for the amount of their utility bill and the utility's bank
account is credited with the total amount. The payment
is applied to the customer account at the time the file is
created, and a report is printed listing the transactions.

This is very similar to the bill printing process. You put
in the account range and choose to skip or not to skip
closed accounts. Also you can choose to generate
exception report and include rejected accounts in the
summary window.

The direct debit procedure that creates an ACH transfer
file skips accounts with a credit balance whether or not
the user has specified a minimum balance in the setup
window. The ACH download list is cleared when the
user exits from the window. From the main menu,
select File, Activities, Payment Entry.
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Select the range of account numbers and billing cycles.
A file sequence number supports sending more than
one file on the same date to the ACH fund transfer
window.

Before a fund transfer process may be started there
must be a file name in the Transfer File field. This is
to prevent processing the fund transfers before
encountering an error when attempting to create the
file.

The Minimum Balance must be 0 to prevent the
Direct Debit file from containing credit amounts. The
Prenote and Approved checkboxes function
separately but may both be checked.

*+ Prepare to Cieate Fund Transfer File [_c]=]
General |
Account Range | Processing Orcer Biling Cycles Transfer File (Existing file will be overwritten
I%_ [eccourt number =] [ Lakel [ Status H [
Minimum Balance A Use ™ Include Prencte Accournts
EUnUdEIlg Zas 0 ¥ Include Approved Accourts
e Maximum Balance File Sequence: [ 1
Prefix; I 1
I™ Skip closed accounts Settlement Date; |3m5m1
¥ Generate Exception Report =
[ Include rejected accounts in "resufts” summary
Processing Resutts
Accourt [ nates Due |
Total
Process and Update Process and Discard Cancel

Remember that if the name is the same as the last time
a file was created the previous file will be overwritten.
This is not usually a problem because each file should
be transmitted the day it is generated. The ACH enable
flag and ACH prenote flags will be transferred. If you
want to generate a file to test all prenote accounts,
check the Include Prenote Accounts Box and uncheck
the Include Approved Accounts Box.

If you choose Prenote Accounts the routing
information will be included with no $$$ transaction
and no payments will be posted to accounts and no
transfers will be made. Obviously if you uncheck both
boxes no accounts will be processed.
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If more than one ACH file is sent on the same day,
from UB or any other source, the file sequence # must
be different. Payroll’s file sequence number is 1 so
always use 2 or above. The prefix number is 3. These
are for bank purposes and can change from city to city
so we must make sure they are in before the file is
created. The settlement date is what you want the debit
effective date to be. Check with your bank for their
criteria on this.

The ACH file will be created in the directory and with
the name you specified and a report will print from
Utility Billing.

For each account that is not flagged for Prenote the
current balance of the account will be paid, with
payment distribution made according to the standard
rules and configuration. The payment distribution
process is exactly the same as if you entered a manual
payment by pressing the OK Button on the payment
window. The account will be marked as paid on the
current date according to the computer clock, not
necessarily the Utility Billing system date. A report
will be printed after the transfer file is created that will
list all accounts and the payment amount of each.

A field named Prefix is in the setup window. The
default value of this field is 1, but can have values from
1 to 9. This will be placed in byte position 41 of the
batch header record. Its purpose is to provide a prefix
to the company identification field. A field for Desired
Settlement Date is also in the setup window. This
value is placed in byte positions 70-75 of the batch
header record.

The format of the descriptive date in byte positions 64-
69 of the batch header record is YYMMDD. Different
banks may require a different format. Advise IMS if
your bank requires a different format.
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Go to Activities, Accrue Interest. Fill in the
Beginning and Ending Account Numbers, the
Control Dates, and the Start and Stop Dates. Choose
Use or Ignore for the Billing Cycles, Fees and
Deposits. You may edit the Rate and Receiving
Charges. The popup list of charge categories is
available via the F3 Key as well as the right Mouse
Button when selecting the receiving charge for deposit
interest.

4 Compute Interest =]

- Account Range - Biling Cycles Fees and Deposits
I%_ Label | Status g Naime Status | Rate Receiving Charge Iﬂ
A Use DEPOSIT-WATER lgnore 0.0000
Endin B Use DEPOSIT IRRIGATION lgnare 0.0000
0003-0179.00
i~ Control Dates
Eligibility Date:
22272000
Start Date

272272001 e e

Stom Date Computation Resuls
S rR2r2000 Account INmes Depast Interest |

Compte and Apply I Compte and Discard Cancel

When finished press the Compute and Apply Button.

Print Cash Receipts Report

Go to Standard Reports, Cash Receipts Report. Once
you have the payments entered, you may choose to
print a Receipts Report.

The billing cycle selection is active when printing the
refund pending report and printing checks.
Additionally, the pending refund report header lists the
billing cycle selections. Users should be aware that the
basis for refunding credit balances is the Account
Number Range and Billing Cycle. That is, if an
account qualifies on this basis and has a credit balance,
it will be refunded whether or not the account has a
deposit flagged for refund.
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Select Accounts for Refunding

Go to Activities, Refund Processing, Select Accounts
for Refunding. Accounts may be flagged for deposit
refund based on the last time a bill was paid after the
late date, even if late charges are not levied. The first
entry in the Charge Filter box is labeled "Last Late
Payment". If a date is filled in the refund selection
process will use a different selection criterion. Instead
of selecting based on no charges billed in the selected
categories since the specified date, it will be based on
no payments after the late date for the billing cycle
since the specified date.

If a date is entered for the Last Late Payment line, any
other dates that may be entered for charge categories
will be ignored. The late date for the current billing
cycle will be used thruout the survey period. Users
who change the late date in the billing cycle to a
different day each month will not be able to use this
method. Note that the determining factor is the number
of days from the start of the cycle to the late date, not
the day of the month. The cycle month is determined
by the date of billing transactions, and the late date is
calculated as an offset in days from the start of the
cycle.

A payment will be deemed as late even if it pays the
outstanding balance but was made after the late date for
the cycle. The outstanding balance calculations used in
this process include only standard charges (impact fees
and deposits are not included). The last late date is also
displayed in the customer record on the transactions tab
(File, Customers, Change, Transactions, Last Late).
You will need to choose theBeginning and Ending
Dates, whether to SKip closed accounts, and to Set or
Clear Flags for the refunds. Choose Use or Ignore for
the Billing Cycles and Deposits. Enter the date of the
last billing. Press the Filter and Apply Button. The
Refund will show up in the Refund column. The check
date will be added to the stub portion of the deposit
refund check form. Press Cancel when finished.
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* Flag Deposit Refunds ]
General |
—Account Range | Billing Cycles Deposits
Beginning Label | Status I:I hame Status [ Last Paid I:I
0001-0001.00 A Uze Deposit Use 04 512000
Endin =
IDDD1 -0111.00 Charge Fiter
B e hame Last Billed I:I
accounts Whiter
) Sevver
— Action psT
% SetFlag Late Fee
" Clear Flag | |onioft Charge 1
111 accourts processed
Account Motes Refund I_‘l
0001-0007.00 | ko halance in any applicakle deposit category | |
0001-0008.00 | Deposit 30.00
0001-0009.00 | Mo halance in any applicahle deposit category
0001-0010.00|Mo balance in any applicable deposit category
0001-0011.00 | Deposit last paid on 3062001 =l

Totals from 3 flaggings: | 90.00

fi Fitter and Discard | Zancel |

Print Pending Refund Checks Report

Go to Activities, Refund Processing, Print Pending
Refund Checks Report. On the General Tab, fill out
the Beginning and Ending Dates. Decide how to
handle closed accounts and outstanding balances from
the deposit refund. Choose Use or Ignore for the
Billing Cycles and Refund Flags. Select what amount
you want to be the Minimum Refund Amount and
whether to Include rejected accounts in the "results"
summary. You may substitute the service address for
the billing address.

The field, Minimum refund check amount sets the
cutoff for printing a check. A refund check amount for
any customer consists of the total amount of deposits
less the outstanding balance (if Pay outstanding
balance from deposit refund is checked), plus any
credit balance (if Refund overpayments is checked).

If this amount is less than or equal to the Minimum
refund check amount, the refund will be processed
but no check will be printed. Be aware that the
customer record will show that the full deposit amount
was refunded and there will be no accounting for the
residual refund amount for which no check was
printed.



% Prepare and Print Befund Checks [x]
General |Qverpaymems I Print Presview I

—Accourt Range ¥ Skip closed accounts Billing Cycles Refund Flags

Beginnin = E
Im’ V¥ Pay outstanding balance LI || S Ij HarE] ZEND Ij
A Use DEPOSIT-WATER Use

from deposit retund

Endin B Use DEPOSIT IRRIGATION Use
0003-0179.00

Minimum refund check amount 0.00 =l

I Include rejected accourts in "results" summary: =l

Refunding Results
Account I Mates Refund Paicl

Total
Print Refund Report Cancel |

The tracking number of the deposit payment is
included in this report. However, users should note
this caveat: The report consolidates all deposit amounts
in a single field. If a customer had more than one type
of deposit and the deposits were paid in different
transactions, the tracking number shown would be for
only one of the deposits.

On the Overpayments Tab, decide if you want to
refund overpayments. The process setup window
displays a billing cycle selection list. One field
Minimum overall credit balance for refund is
displayed only if the user has checked the Refund
overpayments box. This limit applies only to the
amount of credit balance in an account without regard
to deposit.

# Prepare and Print Refund Checks [ =]
General OWErpayments |Erint Preview I
¥ Refund overpayments:
hinimurn owerall credit balance for refund

0.00

Refund Charges

Mame Status H
ster Use
Sewer Use

PST Use

Late Fee Use
Onfoft Charge Use
House Visit Use

Bacl Check Chargs Use
Cther Use
Cut-On Charge Use
Credit Balance Ignore |

Print Refund Report Cancel
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When the Refund overpayments checkbox is cleared
and the Pay outstanding balance from deposit
refund checkbox is checked, the deposit amount is
applied to outstanding balances but credit balances are
not added to the refund amount.

On the Print Preview Tab check which Preview
method and Initial Display you prefer. On any one of
these 3 tabs you may press the Print Refund Report
when you have all the information filled out. See a
sample of this report.

Print Refund Checks

Go to Activities, Refund Processing, Print Refund
Checks. This screen has the same information on it as
the Print Pending Refund Checks Report above, except
for the addition of a couple of boxes to consider on the
General Tab and an additional Summary Tab. On the
General Tab decide if you want to check the Generate
Exception Report box. Fill in the Starting Check
Number. You may substitute the service address for
the billing address.

% Prepare and Print Refund Checks [<]

General |Qverpayments ISummar\f |Er|n1 Previgw |

Ac;uurrt Range ¥ Skip closed accounts Billing Cycles Refund Flags

Beginnin, ¥ Pay outstanding kal Label | Status Iﬂ Mame Status H

0001-0001.00 7y ovisian S ws snce A Use Deposit Use

from ceposit refund | Lep

Enciing

0001-0001.00
Minimim refund check amaurt 0.00 =l
¥ Generate Exception Report Starting Check
W Include rejected accounts in "tesuks” summary = I L]
1 accourt processed, 1 check printed

Account MNotes Refund Paid |
0001-0001.00 | Refund from overpayment B.77
Tatal from 1 item B77 0.00

CURETURG ST RSB T  Refund and Discard Cancel

Fill out the Overpayments Tab.

On the Summary Tab simply assign a sub-title name to
the Summary Report. Press the Refund and Apply
Button on any one of these 4 tabs when finished. See
a sample of this report.
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Examine Check Register
Go to Activities, Refund Processing, Examine Check

Register. You may view the checks written by check
number or by date. You may highlight a check and
press the Void or Reconcile Button to void the check or

to reconcile it.

*+ Browse Check Register

Check Mumker |Date I

HE B

1| B0272000 7.48 [0005-0245.01 | Automated
111043042000 11.61 |0005-0051.01 | Automated
21111342000 1417 |0002-0128.10 | Automated 12752000
3| B07/2000 13.54 |0005-0174.01 | Automated
31142752000 30.00|0002-0128.10 | Automated
4| 4152001 1717 |0001-0008.00 | Automated
5| 452001 6.77 [0001-0001.00 | Automated
2732 | BM9f2000 71.60|0001-0200.00 | Hand 70552000
2733 | 8012000 4377 |0005-0211.01 | Automated
AN Ak |
Chect/Tracking Mumber
Record 1 of 9
nsert  |[ Cherge |  woid | Eeconcie | Delete | cose |

To change information or insert new press the Change
or Insert Button. On the General Tab choose between
Hand or Automated for Code.

# Update Check Register =]
General |Eecord |
Code Amournt Date Mumber Reconciled Woided
[ 745 [em2oomn | | 1
Customer Account
IDDDS-D245.D1
Relsted Charges and Payments
bt Type Code Wethod | Date A mourt Tracking |
Refund ey Automated | From Deposit] 60272000 3000 |1
Payment Ty Automated | From Deposit| 60272000 22521
Deposit Refund 1 of 1 Owerpay Refund 1 of 13
Charge Amourt Ij Charge Amourt Ij
Deposit 30.00 Wiater 2210
Sewver
PST 0.42
Late Fee
Service Charge
OniOff Charge
House Visit
| |Backflow |
Priar €+ | Mext ¥ | Cancel |
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Enter the Amount of the check, the Date of the check,
the check Number, the date Reconciled and Voided
and the Customer Account Number for which the
check was written. Enter the amount of the Deposit
and Overpay Refunds.

Reconcile Qutstanding Checks

Go to Activities, Refund Processing, Reconcile
Outstanding Checks. You may choose to reconcile a
check here instead of through the Check Register.
Enter the Earliest, Latest and Reconcile Dates.

*+ Reconcile Refund Checks B B
Feneral Reconciled I
Eatliest Date  LatestDate  Reconcile Date
4415/2001
outstanding Checks Recaonciled Checks
Mumker | Dale [ amourt | Accourt [ coce 11 [Mumper Date Amourt

441572001 6.77 | 0001 Al
&101/2000 43.77|0005-0211.01 | Automatedd

Total from 4 checks| 81.25 Tatal fram 2 checks 4161
Seek Check Mumber Seek Check humber
Reconcile | Unreconcile
Close I

Highlight the check, or seek the check if you know the
check number by entering it in the box on the lower left
hand corner. Press the Reconcile Button. To
unreconcile a check tab to the Reconciled Tab and
highlight the check. Press the Unreconcile Button.
Press the Close Button when finished.

Change Zipcodes
Go to Utilities, Account Utilities, Change Zipcodes.

This changes all occurrences of a zipcode to a new
zipcode.
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* Change Zip Code O0__. !EIE

0ld Zip Code: I
Mew Zip Code: I

ok I Eancell Help |

Renumber Accounts

Go to Utilities, Account Utilities, Renumber
Accounts. This will renumber a group of accounts. It
is available to users with System Update or higher
access. It will not allow the renumbered accounts to
span multiple books or overwrite an existing account.
You will be asked to confirm this process before
continuing.

Pleaze confirm %] |

Thiz process will renumber all accounts in the specified range
ztarting at the specified new number and incrementing by the
zpecified value. Although it will not ovensrite existing accounts in
the caze of a number conflict, it is strongly recommended that you
hawe a curment backup of the file customer. ub and that no ather
ugelz are proceszing or editing customer accounts at the time.
Are pou sure you want o continue?

Enter the Begining and Ending Accounts to
Renumber, the Beginning New Account Number
and the Increment you want the numbers to increase
by.

“*~ Renumber Account Options M= e |

Beginning Account to B enumber: II
E nding Account to Renumber: I
Beginning Mew Account Mumber: I

|ncrement in new account number sequence: 0.00

ak I Eancell Help I
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F3 will bring up a list of the accounts to choose from
Press Select when you have the correct one

highlighted.
= Select Accou-.. IEIES|

i
001001300 —)
0001-0014.00
0001-0015.00
0001-0016.00
0001-0017.00
0001-0018.00
0001-0019.00
0001-0020.00
0001-0021.00
0001-0022.00
0001-0023.00
0001-0024.00
0001-0025.00 =}

Select I Cloze |

If you encounter an error the process will be aborted
and tell you so. If there are no errors a progress
window will show.

Process Aborted 5]

Q Renumbered account conflicts with existing account number!

Check Zipcodes

Go to Utilties, Account Utilities, Check Zipcodes.
This utility prints a list of active accounts with missing
or invalid zipcodes. Accounts with the No Charges
and No Readings flags set are not included.
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Run: 11014012 Hotville Water Company
THRAM Utility Billing Accounts with Missing or Invalld Zipcodes

Bage 1
Account Number Customer Hame Prablem
D003-0033.00 Femando Gagnon Miiszing Dipcode
UOE-(060.00 Robert Robingan E4Z3E4  Invalid Dipcode
0003-0123.00 Kennith Clark 4114 Irivalid Dipcode

Set Rate Classes

Go to Utilities, Rate Class Ultilities, Set Rate Classes.
This utility allows you to Add, Ignore or Remove rate
classes. Select your Account Range and then tab to
the Rate Classes box. Use your spacebar to select
which option for each line of the rates shown. Decide
whether you want to show rejected accounts in the
results list. When finished press the Process Button.

*+ Add or Remove Rate Classes [_[c]=]
General I
- Account Range Rate Classes 1 of 16
fﬁmﬂ_ Name Status H
0061-0001.00 Late Fee lgnore
Endin: Sewer Com lgniore:
lﬁ?m sewer 1 172" lgnore:
Sewer 518" X 34" lgnore:
Sewer lgniare:
Mutti-Family lgnore
Water 2" lgniore:
v Showy refected accounts in “results” list Water 1 142" lgnare =
111 records processed, O recards edited
Acoount hotes H

0001-0001.00 | Mo editing needed for account 0001-0001.00
0001-0002.00 | Mo edting needed for account 0001-0002.00
0001 -0003.00 | Mo edting nesded for sccount 0001-0003.00
0001-0004.00 | Mo editing needed for account 0001-0004.00
0001M-0005.00 | No edting needed for account 0001-0005.00
0001-0006.00 | ko editing needed for account 0001-0008.00
0001-0007.00 | Mo editing needed for account 0001-0007.00
0001-0005.00 | Mo editing needed for account 00071-000.00 <

Cancel

Set Declining Balances & Payments

Go to Utilities, Race Class Utilities, Set Declining
Balances & Payments. Sclect the Beginning and
Ending Account Range. Enter the New Balance and
New Payment Amounts. Tab to the Updating
Treatment and select from New Balance Adds, New
Balance replaces.
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You may also check the Adjust for credit balances
box. Tab to the Rate Classes and highlight which one
you want to adjust. Select from Ignore and Update by
using your spacebar in the Status column. If you want
rejected accounts to show, check that box.

* S et Declining Balance and Papment Amounts [_[o]=]

General I

—account Range - MNew Balance  Mew Payment Rate Classes 0 of 0
I_E_E_E'E innin [ 0.00 0.00 Name Status IH
0001-0001 .00

Updating Treatment
IE”ﬂE_ & New halance adds b ld
0001-0111.00 ™ Mew halance replaces old

W adjust for credit balances

¥ Show rejected accourts in "resutts" list =l
111 records processed, 0 records edited

Account Mates Iﬂ
000M-0001.00 | Mo sutable rate classes

0001-0002.00 | Mo suitable rate classes

0001-0003.00 | Mo sutable rate classes

0001-0004.00 | ko suitable rate classes

0001-0005.00 | Mo suitable rate classes

000M-0006.00 | Mo sutable rate classes

0001-0007.00 | Mo suitable rate classes

0001-0005.00 | Mo suitable rate classes <

Cancel

Press the Process Button when finished.

Recompute Average Consumption

Go to Utilities, Meter and Reading Utilities,
Recompute Average Consumption. The method of
computing average consumption is a 12 month
exponential moving average. A 12 month moving
average is simply the sum of monthly consumption for
the last 12 months divided by 12. An exponential
moving average is calculated by summing 11/12 of the
previous average to 1/12 of the latest consumption.
The benefits of the exponential moving average
include: it is not as greatly disturbed by unusually high
or low consumption, it weights newer consumption
values more than old, and it is not influenced by the
dropping of a divergent consumption at the oldest end
of the averaging period. Estimated readings are ignored
because they were originally calculated from the
average at that time. Rollovers are also ignored. While
arollover is theoretically valid, there is also a
possibility that it was an incorrect reading. If an
average consumption seems high after a recompute, the
individual readings should be examined for errors.
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It will perform this process for the entire database. It
will take a lot of time to process, and should be done
when the Utility Billing system is not in use otherwise.

Processing Records |
Recomputing Averages

62 Completed

Cancel

Purge Data Files
There are 9 Purge utilities.

Purge Exception Reports

Go to Utilities, Purge Data Files, Purge Exception
Reports. This utility will purge obsolete exception
reports. It will ask for a date, which will be the most
recent report date to purge. The default date will be the
last day of the year 3 years ago. For example, if the
current year is 2002 it will default to December 31,
1999. The date can be changed to any date desired.
The process will delete all exception reports dated the
specified date or earlier. The other purge utilities
follow the same procedures.

Exception Reparts
Hamesz and Addreszes
Check Beqister
Charge Flags

Charge Higtary
Current B alance
Meter Readingz
Phone Murmbers
Whork Orders

Com Ports IestCom Port
Go to Utilities, Test Com Port. Choose which Com

Port you will be using.



Transmit

Standard
Reports
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Select the appropriate Parity, Baud Rate, Stop Bits
and Data Bits, determined by what your computer is
set to. Press the Transmit Button when you are
finished entering the data.

*1 Test Com Port HE B
General |
Com Port List Parit Baud Rate
Part Status I INona 'I 9E00 I
1 [Availsble | Stop Bits Diata Bite
EE T — T -] [aots |

3 Mo LART

4 R UART

Select Carm Fat I
- - Maximum possible ports: 4
Default Configuration I Existing com ports: 1

Text to transmit:

Tranzmit Cancel I

Consumption Report

Go to Reports, Standard Reports, Consumption
Report. Once the readings are all entered press the
Print Button to print the Consumption Report. The
breakdown reports do not include accounts that are
closed, have the No Charges Flag set, or have the No
Readings Flag set. The report prints a breakdown
summary of meter count and consumption by the user
fields and by book. To change information fill out the
following information on all of the different reports.
The maximum value for dollar amounts in windows
and reports is +/- 999,999.99.

*+ Browse Consumption Report Formats HE E

L35AM
1041/2000 | 11:408M
1041/2000 | 11:358M
1i25/2000 | 1:46PM
11429/2000 | 11:004M
12872001 3:50PM
2M0/2000 | &S528M
210/2000 | &S5AM
Gi14/2000  |11:23AM -]

Sewer Comercial
Sewer i

Total Commercial Usage
Total Customers:

Total Water Usage
Water 1 102"

Water 2"

Water 5/3 314

Repart Title

Recard 1 of 10

Inzert I Change Delete | Prirt I Export | Impart I Close
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On the General Tab fill in the Report Title, the Print
Order (only Standard is currently available here), the
Metered Service, and the Unusual Use Filters. You
may check the No Current Readings box and the
Filter for Estimated Readings box. The Billing
Cycle box allows you to choose Use of Ignore. Select
a Normal Date Range. Accounts may be included or
excluded based on account type (residential or
commercial), location(inside or outside city limits),
user flag one, and user flag two. Selection on user flag
one or two is available only if the flag has been
assigned a name using Setup, Configuration, Index
Keys, Account Flags. You may add meter size to the
consumption report.

- Edit Consumption Report Format 1 =

General |ListFiters | etal | Recard |
P Billing Cycle 1 of 1

31 Label [Status[a |

Prirt Ordler Metered Service A Use _I

IAccnumNumber x| Jwvater |

Mormal Date Range Urusual Use Fitters ————

¢ Selected at run-time Below Avg Ahove Avg

" Currert System Date | || [

© Current System Week 3 n

 Current System Morth Minimum Used Maximum Lsed LI
£ Prior System honth

I™ Na current readings

[ Fitter for Estimsted Reacings

. - ~Final Bill Sewer
[~ Disable Rounding ™ Include ™ Include
[~ Exclude I Exclude

™ Include duplicate meters
™ Include voided readings [-Accourt Type - Location
I Residential Only ™ Inzide Cnly

™ Commercial Only | | [ Outside only

[¥ Draw line between records
[~ Start each record on new page

Prior € | Next ¥ Canecel

The settings are controlled by checkboxes located on
either the General or List Filters tab. Only one of a
checkbox pair may be checked.

For example, if Residential Only is checked then
Commercial Only cannot be checked. If both
checkboxes of a pair are unchecked the attribute will be
ignored and all accounts that qualify otherwise will be
included in the report. When finished click on the List
Filters Tab.

On the List Filters Tab, the Use All or Ignore All
Button is available for Rate Classes, Route Numbers
and Service Classes.
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“ Edit Consumption Report Format [=[c=]

General List Fiters |Qeta\| IEecnrd I

Rate Class 1 of 16 Route 1 of 16 umber Twao 1 of S

Charge Name Status Iﬂ User One Status |2 | Name Status H
Late Fee Use | (Blank) Ignare Bilank) Use
Sewer Com lgnore: 1 lgnore: Inactive Use
sewer 1 12" lgnore 2 lgnore WACANT Use
Sewer 58" K 34" lgnare 3 lgnare inactive Use
Sewer lgnare 4 lgnare wacant Use
Multi-Famil Use 5 lgnore

Water 2" lgnore: [} lgnore:

Water 1102" lgnare 7 lgnare

ater 1" lgnore g lgnore

Water 578" X 374" lgnore: 1 lgnore:

iater 518 X 34 Com lgnore 2 lgnore

hackflow 3/4" Use 3 lgnare

PST (Water) Ignore 4 Ignore

PST (Sewver) lgnare | |S lgnore & =

use Al | lgnore A1 | Use all_| 1gnore A1 | Use &1 | lgnore &1
Prior € | et & Cancel

On the Detail Tab browse and select fields for
inclusion in the report. To add it, press the Select
Button and it will add it to the large text box. The
Reject Button will take it back out. With the Position
Button you may then click and drag the dark blue
portion that appears in the text box to where you want
it. The numbers in the Down and Over columns adjust
themselves accordingly. Press the OK Button when
finished. Note: The various values of the user fields in
the main Customer browse window are tabulated by
the same background process that counts the number of
active and inactive customers in the file.

“ Edit Consumption Report Format [=[c=]

General | List Fitters  Detail |Eecnrd I

Data Field 1 of 32 Detail Top Matin
Figld hName Over | Down | “ishhle | 0.040 H:
1.020] 0080 ‘es Horizontal Space
0100 j:
Address Service Parcel .
Address | Service Raute Number Vertical Space
Address Service State 0020 3
Address Service Street Addr
Select | Postion | Beject Inzert | Change | Delete |
Printing Layout

Prior € | et & Cancel
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If the consumption report is printed before this
tabulation is complete you may not see all the values of
the user fields in the selection tables. The breakdown
option by a user field is not available if no name has
been assigned to the field in Setup, Configuration, in
the Index Keys Tab. This report has an option to
include duplicate meters.

If this option is checked the meter records should have
the installed and removed dates filled in as appropriate
to assure accuracy in reporting the number of meters in
service as of a specific date. Consumption will
generally be accurate even if these fields are not filled
in since there will be no readings for removed meters
or meters not yet installed.

Select the correct report to use and press Print. On the
General Tab fill in the accounts to run the report for (1-
1 will get you the first account and then tab and fill in
the last account, such as 1-9999). Then tab to the
Beginning Date - and fill in the date that was used for
the meter entry date.

* Process Consumption Report [=[c=]

General chﬂes | Print Presvieswy |

Account Range Date Range
Begginning Beginning Todday Only
202312001 This Week

Endin Endin This Morth
0001-0001 00 21232001 Last Morth

¥ Print summary pages only
[~ Show rejected accourts in "results" summary

Yocessing Results
Azcount Meters | Reads | Consumed Potes |

Process and Prirt Process and Discard Cancel

To see the detail, account by account, make sure you
have removed the check mark from the Print
Summary pages only selection. Print the report,
review it for consumption that looks too high or too
low, and check out meter readings to make sure they
were properly entered.
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On the Notes Tab you may enter in comments to
appear in the report.

On the Print Preview Tab you may select the Preview
Method and Initial Display.

A special case option is in the Consumption Report. If
the Beginning and Ending Date is the same, the report
will print the number of meters belonging to inactive
accounts on the date specified rather than the
consumption.

The Unusual Use Filters should be left blank, and the
No Current Readings box should be checked. You
may Filter for Estimated Readings or Disable
rounding of meter readings and consumption. When
checked, the consumption will then be based on the
raw meter readings. The multiplier will not be
disabled.

In order for consumption to be computed the
Beginning and Ending Date specified for the report
must encompass a consecutive pair of meter readings,
usually a month apart. A Beginning and Ending Date
of the same value will yield no consumption anyhow
because it cannot be measured. Thus, the column
normally occupied by the consumption is used to show
the number of inactive meters existing on that date.

The first count column is the total number of active and
inactive meters and the second column (with a heading
of Inactive) is the number of inactive meters. The
number of active meters may be determined by
subtracting one from the other. An inactive meter is
defined as a meter that is not flagged as a duplicate and
belongs to an account that was inactive as of the date
specified for the report. When the Consumption
Report is generated, customers with the No Charges
Flag set are considered inactive. This applies only to
the special version of the report produced when the
beginning and ending date are identical. (In this mode
the report prints meter count instead of consumption).
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An account is deemed inactive if it has a date in the
date closed field that is prior to the date specified for
the report. Accounts that have a date opened after the
date of the report are counted as active. This may
sound incorrect at first thought, because if the account
had not yet been opened at the date of the report then it
shouldn't be counted. The reason such accounts are
included:

They would typically be accounts that physically
existed at the report date, but under another customer
name and/or account number. If the original account
identity is still in the database its meter(s) will have
been flagged as duplicates and therefore not counted.
To not count the current incarnation of the account
because it did not exist as of the report date would in
such cases result in understating the number of meters
that existed at the date of the report.

If the installed and removed dates in the meter records
are properly filled out then there will be no overcounts
resulting from counting accounts started after the report
date. If a meter has a value in the Installed field after
the date specified it is not counted. If a meter has a
value in the Removed field that is before the date
specified it likewise will not be counted.

The meter count produced by the report will be
accurate to the extent that the data is accurate. It will
be 100% accurate if:

1. The report date requested is the current date.

2. All closed accounts have a date in the Closed Date
field.

3. Add active accounts have a date in the Start Date
field.

4. All removed meters have a date in the Removed
field.

5. All other meters have a date in the Installed field.
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If the first item is not true (report date is in the past) the
overall meter count will still be accurate if the other
four items are true, but the relative number of active
and inactive meters may not be correct.

For example:

The requested report date is in the past. The start date
for a customer is after the report date, and is therefore
counted as active. The previous customer for the meter
had been closed prior to the report date and thus the
meter belonged to an inactive account at the time of the
report. The result is an undercount of inactive meters
and overcount of active meters.

Special Version of the Consumption Report

Go to Reports, Standard Reports, Consumption
Reports. Highlight the report, select Print. Set
Beginning and Ending Date the same (Today Only
Button will do this), and No current readings
checked. The Special Consumption Report attempts to
count as of the date requested, and the date will affect
the count. Thus the value of the date opened and date
closed fields (Customers, General Tab) determine
whether or not an account is counted as active,
inactive, or not counted, and the values of the date
installed and date removed fields affect whether or not
a meter is counted.

(If the date removed is after the date requested for the
report, the meter is counted. Likewise, if the date
installed is after the requested date the meter is not
counted. The date started and date closed fields
similarly affect whether or not an account is counted.)
Even if the report is run for the current date there may
be minor differences in the count if a future date was
entered in a closed or removed field by mistake.

See a sample of these two reports.



Adjustments to Customer
Accounts should be made
prior to printing bills.
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General |Nmas | print Preview |
Account Range Date Range ————————————
Beginning Beginning Today Only
m— 211972001 This Wieek
Endin Endin Thiz Maorith
0003-0179.00 211972001 Last Month

I™ Print summary pages only
¥ Show rejected accourts in "results” summary

rocessing Results
Accourt Meters | Reads | Consumed Niotes |
Process and Print I Process and Discard | Cancel

Billing Reports
Go to Reports, Standard Reports, Billing Reports.

This report includes a breakdown by book in the report
summary page. This report will show you what billing
charges have been added to each account, and you
should check this for accuracy. It prints a meter
summary block for each meter for the account when
this field is selected. Highlight the report to print.
Press the Change Button to make adjustments. Press
the Print Button to print.

*+ Browse Billing Report Formats HE E

Title: |

Repart Title Last Used By Date Time I_‘I
1 142" commerical biling report park 6/21/2000 | 2:47PM

2" commercial billing park 6/21/2000 | 2:46PM

Gi4" ¥ 513" Commerical Billing park Bi21/2000 | 2-43PM

Billing Report park 1i28/2001 S51PM
Commercial Billing Report park 1052001 [12:18PM

Ecit List park 1202772000 | 11:242M i
Late patk 12572001 [11:25AM

Late Chatges park 12026/2000 | 11:238M

it Farmily 01

10372001

1219PM o

Repart Title

Recard 9 of 13

Inzert I Change Delete | Pt I Export | Impart I Close

On the General Tab fill in the accounts to be used and
tab to the date range. The dates to be used should be
the dates used when computing, such as March 1.
Click on Process and Print to run the report. When the
report is printed to your screen, press the button with
the picture of the printer on the preview bar and the
report will print to the laser printer. Click on Cancel

to come out of that window. After the report has been
reviewed you are ready to print bills.
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To load the bill cards to the printer for printing: start
with the card that has the star on the left side, and fit
that into the tractors/feeders. Then push the Load
Button, which will position the paper/bill card at the
right height. Make sure you are using the Courier 10
font and the 10 pitch selection, and the Online light is
on.

Go to File, Print Setup, select the Generic Text Only
Printer and tab to the Source line and select the
Continuous No Page Br option. Then your program is
ready to print to the Panasonic printer. See a sample
of this report.

Cash Receipts Reports

Go to Reports, Standard Reports, Cash Receipts
Reports.. The Cash Receipts Report prints a
breakdown by book in the report summary page. You
may print by Account Number, Date, Order of Entry,
or Tracking Number. Highlight the report to print.
Press the Change Button to make adjustments. Press
the Print Button to print. See a sample of this report.

* Browse Cash Receipts Report Formats [=[ol=]
Tiie |
Report Title Last Used By Date: Time I_'I
Deposits park FIOE2000 | 2Z7PM
Everything Collected o 1/30/2001
SEY ction and Pst MS 27262001 2:04PM
Water Sevver PST park /3042001 1:34PM
[
=l
Repart Title
Record 3 of 4
In=ert | Change Delete | Prirt I Export | Import Close
Refund Reports

Go to Reports, Standard Reports, Refund Reports.
The Refund Report includes a breakdown by book in
the report summary page. Highlight the report to print.
Press the Change Button to make adjustments. Press
the Print Button to print. See a sample of this report.
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*+ Browse Deposit Refunds Report Formats HE B3

=

Renart Title

Recard 1 of 1

nsert | Change Delete |[_Print_| Export | Import | Close

Current Balance Reports

Go to Reports, Standard Reports, Current Balance
Reports. This report locates accounts that have
multiple balance records in the same category and
contains a breakdown by book. It may be printed in
order of Service or Billing Street Address or Customer
Name, or Account Number. Highlight the report to
print. Press the Change Button to make adjustments.
Press the Print Button to print.

The Utility Billing database maintains a current
balance in each charge category for each customer
account. It also retains a list of transactions by
customer account and charge category. Each time a
transaction is added the current balance in the
appropriate charge category is updated.

*+ Browse Current Balance Report Formats [_[=1=]
Titie |
Past Du 1 6AM
Service Address park 9192000 |[10:194AM
deposits park 7062000 222PM
I

Repart Title

Record 1 of 4

Insert I Change Delete | Prirt I Export | Import I Close

With this system the balance at any time in the past can
be calculated by starting with the current balance and
"playing back" the transactions in reverse order until
the desired date is reached. The purpose of this utility



This utility processes

a large amount of

data and thus takes

a long time to complete
its work. The
processing rate on

a moderate size
database runs about
one second per account.
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is to perform a transaction playback for all accounts
and find any that don't have a zero beginning balance.
A non-zero beginning balance is usually the result of
applying payments or credits to a different category
than billed.

For each charge category it fetches the ending (current)
balance in the category for the account. It then reads
all billing and payment transactions for the category in
reverse (last first) order. For each transaction it
calculates and saves the balance as it stood after the
transaction. Reversed transactions are ignored. When
all transactions have been processed, the beginning
(when the account was added) balance should be zero.

If it is not zero, the next process is executed: Starting
with a balance of zero in the charge category, the
transactions are read again, this time in chronological
(first to last) order. After each transaction the forward
balance is compared to the backward balance saved in
the first pass. If they differ, and if the transaction date
is within the date range specified, it prints the
transaction that caused the balance to be incorrect. It
then adjusts the forward balance to match the backward
balance and continues to read transactions in case there
is more than one occurrence.

If a rollback date is specified for a current balance
report it reflects the balance at the end of the specified
date rather than the beginning of the day (end of
previous day). The summary page of the this report
includes columns for debit and credit balance by book.
See a sample of this report.

Current Deposits Report

Go to Reports, Standard Reports, Current Deposits
Report. The current deposit report has the option of
printing a breakdown by boook and may be printed for
specified rate classes. The book breakdown is in the
summary page, and lists the total of all fees and
deposits by book. If a deposit was not paid all at once
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the date printed will be the date of the most recent
payment of the specified deposit. Highlight the report
to print. Press the Change Button to make adjustments.
Press the Print Button to print. It may be printed for a
specified rollback date. If a rollback date is specified,
the deposits listed will be as existed at the rollback date
rather than the current date..

The tracking number of the deposit payment is
included in this report. When the field selected for the
report detail is category Deposit Balance, field
Category Breakdown, the breakdown will include a
new column to the right containing the tracking number
if any.

The order of columns in this detail is deposit name,
deposit amount, deposit date, and tracking number. If
there is no deposit date value there will be no tracking
number because the tracking number is that of the same
transaction from whence came the deposit date (the
payment transaction for the deposit). See a sample of
this report.

* Browse Cumrent Deposits Report Formats HE F

Title |

Report Title
Currert Deposits

Last Used By

306/2001 2:50PM

Report Title

Recard 1 of 1

Inzert | Change Delete | Prirt I Export | Import I Close |

Work Order Reports

Go to Reports, Standard Reports, Work Order
Reports. The Use All/Ignore All Button is available
on each different value of the user 1 and user 2 fields in
the customer record for rate classes and work order

types.
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Highlight the report to print. Press the Change
Button to make adjustments. Press the Print Button to
print. The Work Crew Range is an alphabetic list of
names in the Beginning and Ending fields.

*+ Browse Work Order Analysis Report Formats HE E

Title: |

Last Used By

Report Title:

=

Repart Title
Recard 1 of 1
Inzert I Change Delete | Prirt I Export | Impart I Close

See a sample of this report.

Work Orders

Go to Reports, Standard Reports, Work Orders.
Enter the Beginning and Ending Date Range. Select
the Beginning and Ending Order Numbers and the
Print Order. Press the Process and Print Button to
print. See a sample of this report.

*+ Prepare to Print Work Orders [_[o]=]

General IErint Preview |

e Beginning Crder Number

This VWeek

Thiz Morth Ending Orcler Mumber

Last honth
Print Crdler

[Accourt Mumber -

Enclin:
03731 /2001

™ Include rejected work orders in resuts” summeary
tocessing Results
Acocount Date Notes

Process and Print Process and Discard Cancel
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Meter Sheets
Go to Reports, Standard Reports, Meter Sheets.
Enter the Account Range and Print Order. Where
there is no meter or no meter reading, those accounts
are simply skipped. Meter sheets may be printed in
either account number or service address order.
Choose Use or Ignore for the Billing Cycle. Press the
Process and Print Button to print. See a sample of this
report.

*+ Print Meter Sheets [_[c]=]

General IErlnt Preview |

- Account Range - Print Order Billing Cycles

Beginnir [Account Mumber | 1] Lakel | Status Iﬂ
0001-0001.00 & | Lo
Endin:
0001-0001.00

[~ Show rejected accounts in "results” summary =l
1 record processed, 1 record to be printed

Account Notes

0001-0001.00

i) Process and Discard Cancel

Check Register

Go to Reports, Standard Reports, Check Register.
Enter the Beginning and Ending Account and Date
Range. Select the Print Order, whether to Use or
Ignore on the Billing Cycles and whether or not to
include voided and reconciled checks. Press the
Process and Print Button to print. See a sample of this
report.

*+ Check Register Report [=1=] =]

General IErint Preview |

—&ccount Range
Beginnir
0001-0001 00

Endlin:
0001-0002 00

Date Range
Beginnir
30172001
Endlin:
553102001

Taday Onl Print Crder Billing Cycles

— :“f : Check humber 2 Label | Status Iﬂ
is Vel

7 Include Reconciled Checks | Use

This Morith
TV ¥ Include Voided Checks

¥ Show rejected checks in "results” summary =l
1 checks processed, 0 checkss to be printe

Accournt Check Amourt hlotes |
0001-0008.00 4 1717 | Accourt number of 0001-0008 00 is outside the chosen range

LoPFOCEss and PAn

Process and Discard Cancel
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Exception Reports

Go to Reports, Standard Reports, Exception
Reports. They generally deal with consumption and
are used as a tool to identify customers whose readings
show they used a large amount of water (exception to
the norm). The cause could be improperly read meters,
leaks, or simply high usage. These reports will help
them head off problems. Highlight the report to print.
Press the Process and Print Button to print.

* Browse Exception Reports HE F

Eeport Title |greator | Date and Time |

Report Title Created By
Hill Prirting
Bill Printing M
Bill Printing Park 114304999 [11:038M
Bill Printing Park 1143041999 | 1:27Pm
Bill Printing Park O105/2000 | 4:20PM
Bill Printing Park O105/2000 | S:44PM
Bill Printing Park MA0/2000 |11:335M
Bill Printing Park 0MA10/2000 |11:34A4M
Bill Printing Park 0MA10/2000 |11:355M
Bill Prirting Park 0124/2000 | 2:24PM -]
Report Title
Recard 1 of 164
Delete I Close

See a sample of this report.

Upload Reports
Go to Reports, Standard Reports, Upload Reports.
Choose from the following 4 reports:

Trakker 9440 Upload Reports
[tron Upload Reports

EZRoute Upload Reportz
Badager "Dialog” Upload Reparts

Make sure that you have the correct Upload File name
and the report checked that you want. Press the
Process Button when you are ready to print.




Specialty
Reports

|__Process and Prirt__|
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* Print Selected Upload Reports [=lo) =]

General |Erint Previswr I
Reports to Print. —————
I Unaltered Upload Report:
I Standard Upload Report
I™ Unresd Meters Report
I Found Meters Report
I Unususl Use Report
I Service Memo Repart
I Consumption Report
™ Rejected Readings Repart

Upload File

BrocESE: Cancel I

The Specialty Reports have several parts which are the
same in each report. On the General Tab for each
report, fill in Beginning and Ending Account Range.
Once you hit the Process Results Button the
Processing Results box will have information in it.
You can close the Print Preview and it will take you
back to look at them if you like. Most have a Print
Order and Billing Cycles where you have to select
Use or Ignore. Some have a Beginning and Ending
Date Range or 4 buttons, Today, This Week, This
Month, Last Month from which to choose.

When you press one of these the dates will
automatically be inserted for you. Most will have the
box to check to Show rejected accounts in the
"results" summary.

All have the Process and Print Button which will finish
up the report.

Priority Services Report

Go to Reports, Specialty Reports, Priority Services
Report. This report includes a box which you may
check for report specific comments if you want to
include those in the report. Press the Process and Print
Button. See a sample of this report.
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= Priority Services Report [=[=0=]

General |Erirﬂ Previgw |
—Account Range - Print Order Billing Cycles

I_E_E_BE i [Account Mumber 7] Lakel | Stetus Iﬂ
0001-0001.00 &

Endin;
IUUDB—0245.D1

Use

¥ Use report-specific comment

¥ Show rejected accounts in "results" summary |
901 records processed, 0 records to be printed
Accourt Notes Iﬂ
0001-0001.00 | Life-support flag not set
0001-0002.00 |Life-support flag not set
00071-0003.00 |Life-support flag not set
0001-0004.00 | Lite-support flag not set
0001-0005.00 | Lite-support flag not set
0001-0008.00 | Lite-support flag not set
0001-0007.00 | Lite-support flag not set
0001-0005.00 |Life-support flag not set |

Process and Discard I Cancel I

L RrOCEss AR PAnr

Dormant Accounts Report

Go to Reports, Specialty Reports, Dormant Accounts
Report for the required information to fill out. Press
the Process and Print Button. See a sample of this
report.

Bills per Zipcode Report

Go to Reports, Specialty Reports, Bills per Zipcode
Report. On the General Tab this report asks you to
choose a 5 or 9 digit zipcode Press the Process and
Print Button. See a sample of this report.

Rate Class Breakdown

Go to Reports, Specialty Reports, Rate Class
Breakdown. This is a generic report that can be used
by all customers. The name of the report is based
entirely on the name assigned to the User Key #2
under Setup, Configuration. If the key name is left
blank (the system will assign it a name of Number
Two), the report will not appear on the menu. Fill in
the Consumption Range. This report has an Ignore
Multipliers Box you have the option of checking.
There are also Rate Classes and Rate Exemptions to
mark with Use or Ignore.




144
The Industry Class Breakdown Report prints a separate
breakdown for water and sewer inside/outside
accounts. The rate classes used to identify whether
accounts are inside or outside city limits are hard coded
and cannot be changed by the user. Press the Process
and Print Button. See a sample of this report.

Date-toDate Summary

Go to Reports, Specialty Reports, Date-toDate
Summary. The format is similar to the Year-to-Date
Summary report except that it prints a single total by
charge name for billings, payments, and refunds for a
specified date range. See a sample of this report.

- Date-to-date Summary Report =

General IEnnt Preview |

Account Range Date Range

Beginnirn Beginnin

oo ooz co NN
Endin: Endin
0006-02435 .01 8/26/2002

[~ Show rejected accounts in "results” summary

tocessing Results
Acocount MNotes
Process and Print I Process and Discard | Cancel

Route Number Breakdown
Go to Reports, Specialty Reports, Route Number
Breakdown.

*+ Route Breakdown Report HE E

General |Erin| Preview |

~Mccourt Range

BeEinninE
Endling
IDDDE-024S o

[~ Show rejected accounts in "results" summary

rocessing Resutts
Accourt T hotes |

Process and Print Process and Discard Cancel
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Press the Process and Print Button. See a sample of
this report.

Year to Date Summary

Go to Report, Specialty Reports, Year to Date
Summary. The Year to Date Summary Report
excludes reversed transactions and may be printed for
any 12 month period by specifying the beginning
month of the reporting period. The first month of the
period will be assumed to be in the year of the current
system date unless the month is after the month of the
system date, in which case it will be the prior year.
The report may be printed for any historical 12 month
period by setting the system date back. The range of
dates used by the report will be printed in the report
header. Press the Process and Print Button. See a
sample of this report.

Profile Report
Go to Reports, Specialty Reports, Profile Report.

This report contains some extra Profiles to Print boxes
to check if you want to include them in the report.
There are also 2 other boxes to check directly below
them which are not found on the other reports, namely
Start Each Section...and Use Multipliers...

On the Rate Groups Tab type in the names of the
groups. The Auto Group Button supplies you with
them automatically.

*+ Profile Report [_[c]=]

General Este Groups IEr\nt Preview |

Rate Group 1 of 16

Rate Class Grovp Name I:‘I
Late Fee
Sewer Cam
sewer 1 142"

Sewer 8" X 34"
Sewver

Muti-Famil

Water 2"

‘vater 1 142"

Water 1"

Wiater S/8" X 34"
‘vater 5/8 X 34 Com
backflow 3/4"

PET (Mater)
PST (Sewver)
State Tax (Sewer)
State Tax (VWater’

ALto-Group |
Process and Print I Process and Discard | Cancel
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Press the Process and Print Button. See a sample of
this report.

Customer Edit History Report

Go to Reports, Specialty Reports, Customer Edit
History Report. This report will print a list of all
logged edits to a customer record for the range of
customers specified. Currently the only edits logged
are account number changes, user index changes,
account transfers and deletions. This report allows
logging deleted records. This is essential since a
deleted account would no longer exist in the customer
record. When a rate is deleted the name of the deleted
rate is logged. When a meter is deleted, both meter
numbers and the value and date of the last reading is
logged. All changes to any field in either file are
logged by field name. The report is also enhanced by
the option of printing in Date or Account Name order,
and including changes made within a specified date
range. Press the Process and Print Button. See a
sample of this report.

Capital Credits Report

Go to Reports, Specialty Reports. This report is used
by private water associations to apportion earnings
among their members according to each member's
charges. The report allows selecting which charge
categories are counted, whether or not billings or
payments are counted, and the time period surveyed.
Select to Use or Ignore the different Charge Names.
Enter What to Tally (Billings or Payments), the
Beginning and Ending Date and the Total Profit to
apportion. See a sample of this report.

*+ Capital Credit Report Options HE B
2 what to Tally: & Bilings " Payments

Beginning Date: I 1.001 /101
Endling Date: I 12701
Taotal Profit: I

Ok I Cancel |
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Customer Detail Report

Go to Reports, Speciality Reports, Customer Detail
Report. This report prints all of the same information
as the report printed from the customer Record Tab in
File, Customers, Change Button, Record Tab, Print
Account Button, except it may be printed for a range of
customers. It also has all of the same print options,
located on the Options Tab. Users are advised to be
careful to limit the range of customers and the number
of months history because this is a very lengthy report
typically running several pages per account.

See a sample of this report.

Go to Reports, Custom Reports. This feature allows
running reports created by the Clarion Report Writer
from Utility Billing. If the Clarion Report Writer has
been purchased, it can be invoked from within Utility
Billing to create a new report or modify an existing
report.

3 Browze Cuztom RHeports E

By Mame | Ey Description | Ey File Mame I

Report Hame Report Description
plomn

A LL=]
Diplomal

Is} imags on a page, E><TF|T><H
RwTUTOR. TR

EnrallCensus Census of Students Enralled

MailingLabels | Labels for Seminar Announcement | RWTUTOR. TR
temberLabels | Mailing Labels for Members VIDED. T=R
tembershipCardi Membership Cards VIDED.T=R

M ovielizt Lizt of Movies In Stock--In Categong VIDEQ. T=R

MameBadges
RelationalReport
Feporti

Reportl
StudentPhoneli
StudentPhoneLi

Mame Badges for General Azzembly EXTRA.T=R

Creating the Enrollment Report by LI
Space: By Cemeter
Armrayed fields test

Student Phone List [zorted by Stude
Studert Phone List [zorted by Marng

RWTUTORZTHR
CLREPORT.TR
PRHEADER.THR
AwTUTOR. T=R
RwWTUTOR.T<R

4 I I II TI
[ Preview Report
EI(: Cloge | ? Help |

The user must purchase a copy for their own use if they
want to create their own custom reports. However, it is
not necessary for running custom reports created
elsewhere.
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When Print Report is selected, it will search the current
directory and list all report files found. A report file
will have an extension of TXR. This is an ASCII text
file that can be viewed with a generic text editor such
as Notepad. A report file may contain from zero to any
number of individual reports. The report file also
contains information about the data dictionary. (The
data dictionary defines all file names, field names, sizes
and data types, file keys, and relationships between
files.) If a report file contains multiple reports, each
report will show up as a line in the list of custom
reports.

Tab to the Billing Date and fill that in - each of the
next boxes (Due date, Late Date, Cutoff Date) boxes
will overwrite the dates that were used when
computing the charges. If these dates are left blank, the
same dates will be used that were set up in the Billing
Cycle and used when computing charges (you can see
those dates on each customers account under File,
Customers, Transactions Tab, Billing Date, Due Date
and Late Date). If you want to add a message to the
bills, such as Happy Holidays, click on the Messages
Tab and fill in the message in the Standard Message
Box.

The Utility Billing system has a feature which allows
you to see your reports on the screen before they print.
This is useful when you only want to see the
information on the screen, but it also gives you the
opportunity to fine-tune the appearance of reports you
will be sending to the printer. The print preview
options on the report setup windows are fully
functional.

The preview option designated as Standard Report
Preview is the same preview as used in most other IMS
applications. It has the ability to print individual pages
or ranges of pages of a report. The old preview system,
which allows displaying multiple pages of a report at
one time, is still available with the Alternate Report
Preview selection.
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When the Standard Report Preview option is selected,
the Initial Display options are now functional. They
allow setting the initial size of the preview display.
The print preview options may also be set globally
using Setup, Configuration, Print Preview). Newly
created reports will use the global settings. Reports in
which the preview options have already been set will
retain the local settings.

EIE @ Eage ||—;| e ’|—:| — I,_;|

See each of the Print Preview Buttons in the Glossary
to explain how they’ll affect your report.

If you want a separate message to go to accounts that
are overdue, fill that message in the Late Message box.
The program is designed to print the standard message
on current accounts (those that are not carrying a past
due balance) and a separate late message for those
accounts that are past due. To print the bills, click on
process and print - this will print the bills to your
computer screen - then you must click on the button
that has picture of a printer on it on the print preview
screen to print the bills.
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APPENDIX A

IMS Technote 1

Copyright 1999, Information Management Services, Inc.

Rounding

Rounding is a process of dropping digits from the
right of a number to lower its precision. For
example, Utility Billing may compute dollar
amounts internally to many decimal places, then
round them to the nearest cent for display and
printing. Likewise, meter readings and
consumption may be rounded.

When setting up a metered service such as water,
gas, etc. Setup, Lists, Metered Services there
are several important fields that determine how
meter readings and consumption are rounded.
This document will explain what these fields mean
and the effect they will have.

“*~ Update Metered Service [ [T =]

General |Eecgrd |

Service Name (Full and Abbr Round Readings High Limit %erification————
ister ister Method Places Method Threshald

IN :] IU 3: IF‘ t: I I 100
Units of measure (Full and Akbr) one = Srcenage | ¥

Gallons |G3|S —Round Consumption— Lo Limit Yerification
Method Places Method Threshald

%ﬁﬁ IOrd_er1 IPDB% INeares{ 'I |1 33 IPercentage 'II 100
Prior £+ I et T I |  Cancel I

Note first that there are two separate rounding
boxes: one for readings, and one for consumption.
Either or both may be used, and each has a
definite effect on the final consumption amount
billed. Meter readings may be rounded before
computing consumption, then the consumption
may be rounded.
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There are three basic methods of rounding: down,
nearest, and up. Rounding down means truncate
to the next lowest step. Rounding up means
increasing to the next highest step. The nearest
method will round to the next lower step if the
reading or consumption is less than halfway
between the two adjacent steps, and to the next
higher step if halfway between the steps or higher.

The steps referred to in the previous paragraph
are determined by the places field. It refers to the
number of decimal places to round. In simple
mathematical terms the rounding process moves
the decimal point the specified number of places
to the left, discards the fractional part, then moves
it back to the original location. For example, the
value 23456 rounded down 3 places becomes
23000. Rounding 2 places yields 23400, 4 places
yields 20000, etc. The same number rounded
with the nearest method results in 23460, 23500,
23000, and 20000 for places of 1 through 4
respectively.

It is important to note that the rounding is applied
to the meter readings and/or consumption before
the multiplier is applied. If the meter has a
multiplier of 1000 then the consumption billed will
be the rounded value times the meter multiplier.
This means you cannot round to units smaller
than the meter multiplier. For example: If you
have a meter multiplier of 1000 (read in 1000
gallon units) you cannot round to less than 1000
gallon units. (Actually you cannot round to less
than 10,000 gallon units, since rounding to zero
places is effectively no rounding).

If you want to round to 100 gallon units you must
read in 10 gallon units or smaller. In technical
terms, rounding lowers precision. Rounding to
units smaller than the initial value is not really
rounding, but interpolation. Interpolation requires
a basis for the interpolation, which doesn't exist in
the case of readings and consumption.
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General | Persanal | Notes  Meters |1ransa:tmns | Selected Details | Rates |work Orders | Record |
Meter 2 of 2

Service Type [ sequencex [ meterst | Load [ Removed [ Dup [ Average Use Multiplier [
1100171859 | Yes

Insert Meter Change Meter Delete Meter | lemo 0of 0
Service Memos Date -

Reading 1 of 7

e Automated =l
147 | 32072000 |Mew Automated 13000
134 | 2/29/2000 | Mews Automated 13000 add Memo | EditMemo | Kl Memo |
121 | 210172000 | New Automated 11000 | Rimading Status
110 | 1/03/2000 | New Automated 3000 Sorvics Melors
102 (12011993 |New Automated 22000 v
80 [1027/1988 |New Automated nia e DorT
= i}
Add Reading Edit Reading Kill Reading

Now let's look at some practical examples of the
effects of rounding. Below is an account with no
rounding for water. The meter is read in 1000
gallon units, and the readings are thus in 1000
gallon units. The consumption shown is in
gallons, and is simply the result of subtracting the
previous reading from the latest and multiplying by
the meter multiplier.

Now let's go back to the metered services window
for water and set it to round readings to the
nearest 1 place.

General | Personal | Hotes Meters |Irﬁnsa:(inns|5&\aded Details | Rates | ork Orders | Record |

Meter 2 of 2
Service Type [ Sequences [ Mieterst [ Load [ Removed | Dup [ Average Use [ Muttiplier [
iiater 2 000
Z'
Inzert Meter | Change Meter Delete heter | Memo 0 of 0
——— Service Memos Date [<]
Consumption —I
5 Automated LI
147 | 352872000 | Mewr Autormated 20000 = =
134 | 2292000 | Mewr Automsted 10000 Asdtiemo | | Editemo | ittemo |
121 | 20172000 | Mew Automated 10000 | Reading Status
110 | 1/03/2000 | Mew Automated 10000 Service: Meters
50 i0iriisen New |uiomdoa | ri Censunes
= ot & ETTETn
L
Add Reading | Edlit Reading ill Reading

Notice that readings haven't changed, although
we now have it set to round readings. The actual
readings are never changed. They represent
primary data that should not be disturbed. The
consumption is simply calculated as if the
readings were rounded.
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Look at the latest reading. The consumption,
instead of being 14000 without rounding is now
10000. Here's how it is calculated:

The latest reading of 161 is rounded one place,
making it 160. The previous reading of 147 is
rounded one place to 150. (Had we selected
round down, it would have rounded to 140.) The
150 reading subtracted from 160 yields 10, which
is multiplied by the meter multiplier to 10000. Try
some more readings yourself to see how easy it
is.

Now let's do the same thing, except we will round
consumption one place instead of readings. (We
could use both rounding types at once.)

General |Eersnnal | Motes  Meters |1ransal:mns I§alamed Details IBates |Wﬂrk Ordders | Record |
Meter 2 of 2

Service Type | Sequences [ meterst [ Load [ Removed [ Dup [ Average Use [ Mutiplier -]

Insert eter | | Change heter Delete Meter | Memo 0 of 0
Service Dat =
Reading 101 7 Srige Memes = I_}
Reading Drate Type Cocle Consumption -
61 | /252000 [New 0000 =
147 | /2802000 | New Automated 10000 =
134_| 22972000 |Mew utomated 10000 £d Memo | | EvitMemo | KilMema|
121 | 20102000 | New Automated 10000 Reading Status
110 | 10362000 | New Automated 10000 S
102 |12/011999 | New Automated 20000 consumed
B0 10271999 |Mew Automated nfa iter 0 of 1
A"
AddReading | Edt Reading | Wil Readng |

Now compare the results of the two methods. For
the comparison we will use the meter reading pair
of 134 and 147. The round nearest 1 of readings
yields consumption of 20000 while rounding
consumption yields 10000. Round readings: 147
rounds to 150, and 134 rounds to 130. 150 - 130
yields 20, times the meter multiplier of 1000, gives
us 20000 gallons. Round consumption: 147 - 134
yields 13. 13 rounded one place to the nearest
yields 10, times the meter multiplier of 1000
results in 10000. Now to show that you really
understand this, figure out what the consumption
would be if set to round readings AND
consumption one place each.
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IMS Technote 2

Copyright 1999, Information Management Services, Inc.

Estimated Meter Readings

If a meter cannot be read you may have the
Utility Billing System estimate a reading for you.
An estimated meter reading may be requested for
both manually entered readings and handheld
meter readers if the meter reader supports a
method of requesting an estimate. The method of
requesting an estimate varies with the meter
reading system. In the case of the Itron readers, it
is indicated by a zero current reading.

(Note that a zero reading is not the same as zero
consumption. A zero consumption means that the
previous and latest meter readings are identical.
An actual zero meter reading could only exist if a
brand new meter had no consumption.) If
readings are entered by hand (Activities, Meter
Reading Entry, Manual Entry) an estimated
reading is requested by entering an "E" in lieu of a
reading. Meter readings are stored in the units as
read.

Each meter may have a multiplier that is applied
to the reading to get units of gallons or cubic feet
or whatever is the base unit of measurement. For
example, if a water meter is read in units of 1000
gallons it would have a multiplier of 1000.
Average consumption, however, is stored in base
units - in this case gallons.
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This is what happens when a reading is
estimated:

The last meter reading for the meter before the
start of the current billing cycle is fetched from the
meter history file. This is used as the previous
reading. The average consumption for this meter
is fetched from the meter status file. The average
is converted to meter units by dividing by the
meter multiplier. The result is then added to the
previous reading to get the estimated latest
reading. At this point the estimated reading is in
the meter units as indicated by the meter
multiplier.

After this point an estimated reading is handled
like an actual reading, except for being flagged as
an estimate. The only effect on subsequent
processing is that the average consumption will
not be updated by an estimated reading.

Let's go through it again, this time with some
numbers:

An account has a water meter with a multiplier of
1000 and an average consumption of 7707. This
means the average consumption is 7707 gallons.
The previous reading was 1273. This is the
reading from the meter. To convert to gallons,
multiply it by the meter multiplier to get 1273000.
But the readings you see when you look at the
account will be in the meter units as indicated by
the multiplier. Thus the last reading will show as
1273.

If you request an estimated reading it will take the
average use of 7707, divide it by the meter
multiplier to get 7.707, which is truncated to 7.
This is then added to the last reading of 1273
giving an estimated reading of 1280.



156

In the above example, why is the average use in
meter units truncated from 7.707 to 7? Why not
round it up? Sure, we could do that, but what's
the point? An estimate is an estimate, which
implies that it is not expected to be accurate.
Attempting to improve its accuracy by further
manipulation is futile because the result would be
statistically insignificant. Whatever amount the
estimated value is under or over will be corrected
by the next actual reading.
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Proration

Proration in the context of Utility Billing refers to
the adjustment of charges for a period of time
different than the normal period. For example, if a
customer is billed at a rate of $30 per month for
some service, but used it for only 20 days, the
prorated charge might be $20. This document will
explain how to set up a proration method and
describe how it works.

Proration Type Setup

You may create any number of independent
proration types. Use Setup, Lists, Proration
Types to see a list of proration types in your
system. Press the Insert Button if there are none
listed, or the Change Button to view an existing
proration type.

General |Eecgrd |

Proration Mame (Full and Abbr Methad
PAMO | [Standard vl [ Allow Super-Proration

ecinning Diat ncling Dt ength of Period———————————
" Last Computation Date " Current Date " Azaume Fixed Thirty-cay Months
& Prior meter reading date | | (5 Latest meter reading date

% Use Current Period's Actual Length
ere to Apply Metered Service
[¥ Base Charges IWaTEr—
r

Consumption Charges

Prior £ I Next ¥ I Cancel I

Proration Name
Assign a long and short name to the proration
type if you are adding a new one.

Method

You have three options: Standard, Extrapolation,
and Below Minimum. Let's start with the simplest,
Standard.
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Allow Super-Proration

If this is checked, extrapolation is allowed if the
proration period is greater than the standard
period. This would result in a prorated amount
greater than the standard.

Beginning Date

This and the Ending Date define the time period
over which the charge is prorated. It can be
based on the date charges were last computed or
the date of the previous meter reading.

Ending Date

This is the companion to Beginning Date. It may
be set independently, but logically it would be set
to Current Date if Beginning Date is set to Last
Computation Date, or to Latest Meter Reading
Date if Beginning Date is set to Prior meter
reading date.

Length of Period

This defines what is used as the base period for
the proration computation. The options are to use
a fixed thirty day month, or the actual number of
days in the current billing period.

Where to Apply

This defines what charges the proration process
will be performed upon. The two checkboxes may
be set independently. Typically, proration is used
to adjust a base charge per month for a service to
that for a period greater or less than the standard
period. The Base Charges checkbox enables or
disables proration of base charges. Proration of
consumption charges is less common, because a
consumption-based charge is inherently self-
prorating. Nevertheless, if Consumption
Charges is checked the proration will apply to the
consumption charges.
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Metered Service
This field will appear only if you selected meter
reading date in either the Beginning Date or
Ending Date options. In such cases the proration
type must be related to a particular metered
service such as water, gas, electricity, etc. This
field has a hot key lookup into the metered
services file to aid in making a selection.

Rate Class Setup

Before proration can take place, any rate class for
which you want proration to occur must specify
the proration type to be used. Use Setup, Lists,
Rate Class to select a rate class, then press the
Change or Insert Button. Under the Proration
label is a drop list of the proration types in your
system. Once you have selected a proration type
you are ready to start prorating.

General |Meters | Record |

Rate Class Mame: Full and Abhr Target Charge Source Charges
ICOMM MULTIUMIT QUT | SWR1E | |SEAER OUT Charge Mame Statusl ‘I
Computation Method Order  Praration WA TER - OUTSIDE Use ||
[current Charges ~] [#3 | [PARTIAL MONZ] [ATER-MSIDE Use
SBMER IMSIDE lgnore
Minimum Surcharge Charge Limit GARBAGE RESIDENTIAL | Ignore
I 2375 I 0.0000 I 0.00 Tax lgnare
. LATE FEE lgnare
[ Optioral Charge Preconversion Amount | lgnare
DEPOSIT WATER lgnare
CREDIT BALANCE Ignare Vl
Charge Levels
Low Limit to High Limit Bage Extra Flat Percert [«]
Up to 0.00 125.000000 _I
0.00 and above 125.000000
[~
Prior €~ I et O I Cancel

How it Works

Now that you know how to set up a proration type,
let's walk through a charge computation to see
how the settings affect the proration.

When charges are computed, the charges for a
prorated rate are first computed as if there were
no proration. The most common cause of a need
for proration is a recently added account or a
recently closed account.



160
So the first step of the proration process is to fetch
the date the account was added, if any, and the
date the account was closed, if any. The second
step is to determine the beginning and ending
dates of the current billing cycle and the previous
billing cycle.

If the account was added between the beginning
and ending date of the current billing cycle, then
proration will be required. Likewise, if the account
was closed between the beginning and ending
date of the current billing cycle, proration will be
required. There is also the possibility that the
account was added in the prior billing cycle, but
no charges were computed for it.

Such accounts would require proration. For such
a condition to exist the account must have been
added between the start of the prior billing cycle
and the end of the prior billing cycle. If an account
qualifies, the charge history is then read for the
account to see if any standard charges were
computed since the account was added.

(A standard charge is defined as a non-refundable
charge such as water, sewer, garbage, etc. Use
Setup, Lists, Charge Names to view the charge
names in your system. Note that the rightmost
column in the listbox shows the category. The
options for category are:

Standard, Non-Refundable Fee, and Refundable
Fee.) If a standard charge has been computed for
the account then the next step is to see if it was
based on a prorated rate. If a rate class is
associated with this charge name, and if there is
proration specified for the rate class, then the next
step is to see if this rate is used by the customer.
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This is necessary because several rate classes
may share a single charge category. Use File,
Customers, Change Button, Rates Tab to view a
list of rates for the customer. If the rate is active
(set to "Use"), it can be assumed that the
proration for a partial month was done in the prior
month. If we go through this for each charge in
the prior period and find none that used proration,
then proration will be required this time.

General |Eersona| Imotes |Me¢ers |Iransa:t|ons |§eleded Detailz  Estes |\L\tork Orilers I Record |
Rate Class 1 of B

SERVICE CHARGE x1
LATE FEE xl
COMM GARBAGE/OFFICE __ x1
d|
InsertRate | ChangeRete |  Delete Rate

~Toype ocation

' Residertial | | ¥ Inside City Limits
© Commercial © Qutside City Limits
 Other

The decision of whether or not to prorate is also
influenced by qualifications put on the rate as it
relates to a particular customer. A rate is defined
here as an instance of a rate class and charge
category as applied to a specific customer. Use
File, Customers, Change Button, Rates Tab,
Change Rate to view a rate record.

General |Eecgrd I

Source Rate Class ultiplier Start Date Close Date
[MASTER 1" INSIDECTY | 1 = |
Extra Percent Extra Charge o

| 0.0000 0.00 [ Continuous Prorstion

|—Status

% Use ( Ignore
Cancel |
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A rate has fields for Start Date and Close Date, a
Delay until next period is checked, no charge
will be computed if the start date is after the end
of the prior billing period. If there is a date in the
Close Date field, no charge will be computed if
the close date is before the beginning of the
current billing period. If Delay until next period
is checked, no charge will be computed if the
close date is before the beginning of the prior
billing period.

If the start date is within the current billing period,
then the charge for this rate will be prorated. If
the start date is within the prior billing cycle and
Delay until next period is checked the charge
will be prorated. If the close date is within the
current billing cycle the charge for this rate will be
prorated. If the close date is within the prior billing
cycle and Delay until next period is checked the
charge will be prorated. If Continuous Proration
is checked, the charge for this rate will always be
prorated.

Once we have determined what is to be prorated,
the date range of service is established, and all of
the prorate/don't prorate decisions have been
made, the actual proration computation is
relatively simple. A ratio calculated as the number
of days of service divided by the number of days
in the cycle.

(No proration would be represented by a ratio of
one.) The normal charge is then multiplied by this
ratio. If consumption is being prorated, then the
consumption would be multiplied by the ratio
before computing charges. The myriad of
proration options provided to the user makes it
impractical to cover in detail how the proration is
calculated. For those that want to explore in more
detail, the actual program code for the proration
function is included in the program under the
Proration Technote.
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IMS Technote 4

Copyright 1999, Information Management Services, Inc.

Billing Cycles

The billing cycle file is designed around the
assumption that a typical cycle of activity begins
with meter readings being entered, followed by
charge computations, bill printing, and payment
entry. Therefore, if your organization's schedule
of activities calls for meters to be read on (but not
before) the 20th of each month, then your billing
cycle should be set up to start on the 20th. If you
bill only a portion of your accounts at a time, each
cycle should begin on the first day meters are
read for that cycle.

Starting and Ending Dates:

“~ Browse Billing Cycle File M=

Cycle |

Length Of Cycle

il
B Movetnkber 2 Monthly (30 days)
C December 5 Monthly (30 days)
D Decetnber 11 Monthly (30 days)
M
p
®

January 1 Monthly (30 days)
January 1 horithly (30 days)
January 1 horithly (30 days)

4 I I 3 I vI
Cycle
Record 1 of 7

Insert | Qhangel Delete Close |




164

The starting date for each billing cycle is
controlled by its Starting Month and Day fields,
in combination with the “Duration” field. Note that
Starting Month and Day refers to the first full
billing cycle of the year, not to the current cycle.

If a billing cycle is set up with a start date of
January 15 and a duration of Monthly, then the
first full billing cycle of the year runs from January
15th through February 14th. The second cycle of
the year runs February 15th through March 14th,
the third cycle spans March 15th through April
14th, and so on. This pattern continues through
to the last billing cycle of the year, which would
run from December 15th through January 14th.

If the duration were changed to Bi-monthly, the
first cycle of the year would run from January 15th
through March 14th; the second cycle would span
March 15th through May 14th, and so on.

Meter Readings and Billing Cycle Dates:

For a meter reading to be considered current, its
date must place it within the current billing cycle.
For example: If the current billing cycle runs from
July 20th through August 19th, then only meter
readings with a date of July 20th through August
19th belong to the current cycle. Any meter
readings with a date before July 20th belongs to a
prior cycle.

Note that multiple meter readings per period are

allowed. Consumption is figured on each pair of
readings and summed up to get the period’s total
consumption figure.
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 Update Billing Cycle I |
General |Becgrd I
Billing Cycle  Starting Month and Day Due
|December x| |21 F |34 [124/2001
Duration Late
|Morthily (30 days) x| |35 |1r25/2001
Prior € | nMext© | ok | cancel

Due and Late Dates

The due date and the late date are both computed
as an offset from the start of the billing cycle. The
due date and late date for a particular cycle’s
charges are based upon the offset values in the
billing cycle’s Due and Late fields. The counting
starts at zero on the first day of the cycle.

For example, a billing cycle which started on the
7th of the month and has values of “10” and “20”
in the Due and Late fields, would have it's charge
come due on the 16th and be late on the 26th.
(The 7th is the first day of the cycle, the 8th is
second day, 9th is third, and so on).

Due dates and late dates are stored in each
individual customer record when standard
charges are computed. These values appear in
the Due Date and Late Date fields of the main
customer window. Note that these fields are not
updated by the Recompute Button. Furthermore,
these fields are provided for reference purposes
only: when needed, the dates are recomputed
from the billing cycle file’s current data.

Itis possible to have a "Late" offset that stretches
beyond the end of the current cycle. That simply
means that the current cycle’s charges are not
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delinquent until after the next cycle has started.
For example: Consider a billing cycle that started
on August 25th and has offsets of “20” for Due
and “45” for Late. This would yield a due date of
September 13th, and a late date of October 8th.
(Remember, August has 31 days, while
September has only 30 days).

This overlapping billing cycle condition does not
cause a problem as long as the starting day and
offsets to the due and late dates are not changed.
If the cycle dates are changed, other issues are
created because of the fact that cycle dates are
always computed dynamically. Some of these are
discussed in the next topic.

Overlapping Billing Cycles:

The month and day in the billing cycle file was
originally intended to be the beginning date of the
first billing cycle in the year. If the cycle were
monthly, this month would always be set to
January. If bimonthly or quarterly it would be set
to the start of the first cycle of the year. For
example, if customers are billed quarterly in
March, June, September, and December, it
should be set to a date in March. The system
does not expect this be changed each month.
That is why the year of the cycle is not stored. (It
is displayed, but that is merely calculated from the
cycle start date and the system date.)

Billing period dates, including cycle begin date,
end date, due and late dates are always
computed dynamically from the current billing
cycle dates for the cycle. This in turn determines
the billing period for all meter readings, charges
and payments. When the beginning day of the
billing cycle is changed, the beginning date of all
previous cycles is also changed. When the late
date for a cycle is changed each month it also
affects the late date for all previous billing periods.
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If the late date extends past the start date of the
next cycle (cycle overlap) potential problems are
created. If the late date for a cycle is changed to
earlier in the month than that for the previous
billing period, late charges would be computed
even though the payment date was before the late
date for the prior billing period.

To prevent this, each time a charge is added, the
current late date is stored in the charge history file
along with the other information about the charge.
This is the date used to determine if a payment
was made late rather than the late date computed
for the current billing cycle, because the dates
may have been changed for the next billing
period.

Another problem caused by overlapping billing
periods is in payment distribution. When a partial
payment is made on an account the payment is
distributed first to the prior period charges, then to
charges in the current billing period. The billing
period boundaries are calculated dynamically from
the charge transaction dates and the prevailing
billing cycle settings.

The problem occurs when a payment is made
during the overlap period (the time from the start
of the next billing period to the late date of the
prior billing period), and charges have not yet
been computed for the new period. According to
the billing cycle settings and the current system
date the current billing period begin date may be
after the most recent charges were computed.

If so, the current charges are no longer
considered current and are lumped in with
whatever prior period charges that may have
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existed. This makes it impossible to distribute the
payment correctly because the current charges
are now combined with the previous charges.
Beginning with version 6.15 the original design
was abandoned in favor of requiring that the
billing cycle be set to the current month each
billing period.

This allows the current billing period to remain
open even past the date at which the next period
will start, as long as the month in the billing cycle
file remains the same. This design requires
regular update of the billing cycle file, while the
original one required no changes unless the day
of the month changed. The billing cycle should be
advanced just before meter readings are entered
and charges computed. Once this takes place the
charges previously computed will no longer be
current. Itis very important to manage the billing
cycle file. Failure to advance the billing cycle
before meter readings are entered would, for
example, cause the new readings to replace the
ones from the previous period.
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Appendix B

Differences From the DOS Utility Billing
(Version 5.X)

Part of ACH DIRECT DEBIT TECHNOTE in Help,
Technote 4 with program.

If you have recently updated from version 5 of
Utility Billing to version 6 there are some
operational differences. In the previous
generation of Utility Billing the ACH transfer file
generation process was part of the bill printing
operation. Bills for the direct debit accounts would
be printed at the same time the transfer file was
created. In the new Utility Billing the transfer file
generation is a separate process on the payment
entry menu, where it logically belongs.

You can print bills for your direct debit customers
the same time you print the others, then generate
the transfer file on whatever date you have
arranged with the customer to make the
withdrawal. You could also elect to print bills for
direct debit customers at a later time by checking
the Skip direct debit accounts box.

You could also generate the transfer file before
you print bills, in which case the direct debit
accounts will reflect the payment of the same day
and have no current balance due. (If you do,
make sure the Skip zero balances option is not
checked.) Such processing decisions are strictly
in the user's domain. The only important
difference to remember is that creating the
transfer file does not cause bills to be printed.
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How "Metered Usage" rate classes perform
their computations:

When data is converted from IMS Utility Billing
version 5.X the rate classes for rates based on
consumption are adjusted for the differences
between the calculation methods of the two
systems. This involves adjusting the base rate for
all levels in the rate tables beyond the first level
for the difference between the amount computed
at the two adjacent levels at the break
consumption.

In the old system consumption was computed by
finding the level in the rate table that included the
consumption, then calculating the charge as the
base charge plus the consumption times the rate
at that level. The new system uses a more
flexible system in which the charge is computed
for each level up to and including the level that
includes the consumption. If the per unit charge
does not change at any level the two methods
produce identical results. But if the per unit
charge changes with each level the two will
produce different results.

Here is an example: Assume a base charge of
$8.00 + .003 per gallon up to 5,000 gallons, and
.0025 per gallon above 5,000 gallons. Fora
consumption of 10,000 gallons the old system
would bill 10,000 gallons @ .0025 plus the $8.00
base for a charge of $33.00. The new system
would bill $15.00 for the first 5000 gallons plus
$12.50 for the next 5000 gallons plus the $8.00
base, for a total of $35.50. To adjust a rate table
in the new system so that it functions as in the old
one, the base at each level must be adjusted by
the difference between the consumption charges
at the break consumption. In this example, the
first level computes a consumption charge of 5000
times .003 = $15.00.
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The second level computes a consumption charge
for the same quantity of 5000 time .0025 = 12.50.
To make the new system produce the same
charge at both levels, the base charge for the
second level must be reduced by $15.00 - $12.50
= $2.50. With the base at the second level of
$5.50 instead of $8.00 the charge computed by
the new system will be the same as would have
been computed on the old system.

In our original example, the bill for a 10,00 gallon
consumption would be $15.00 for the first 5000
gallons plus $12.50 for the next 5000 gallons plus
the $5.50 base, for a total of $33.00. This also
works in an increasing rate table where higher
consumption is punished. Assume in our example
that the rate above 5000 gallons is .004 per
gallon. The difference in charges at the break
level of 5000 gallons is (5000 * .004) - (5000 *
.003) = $5.00. This time the base charge at the
second level would need to be increased by $5.00
to $13.00 to yield the same charge by both
systems.

Prior to this the formula consisted of the following

1) A "working consumption" is computed by
dividing the current consumption by the multiplier.
(Multipliers less than 1 are treated as 1.) The
formula is:

Working Consumption = Current
Consumption / Multiplier

2) Based on the working consumption, the
appropriate line of the Charge Table (from the
rate class file) is read into memory.

3) A "Fixed Charge" is computed from the Charge
Table's "Base" and "Extra" columns. The
formulais: Fixed Charge = Base + (Extra *
(Multiplier - 1))
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4) A "Consumption Charge" is computed from the
"Flat" and "Per Unit" Columns. The formula is:

Consumption Charge = Flat + (Working
Consumption * Per Unit)

5) Then fixed charge and consumption charge
are combined into a single value, adjusted for the
multiplier. The formula is: Total Charge = Fixed
Charge + (Consumption Charge * Multiplier)

6) A "working charge limit" is computed from the
charge limit adjusted for the multiplier. The
formula is: Working Charge Limit = Charge Limit
* Multiplier

7) If the working charge limit is greater than zero,
then the total charge is tested against it. If the
total charge is less than or equal to the working
charge limit, then the total charge remains
unchanged. However, if the total charge is
greater than the working charge limit, then the
total charge is set equal to the working charge
limit.

Examples:

For each of the following examples, assume a
Water Rate Class with no charge limit and a
charge table set up as follows:

Low Limit
to High Limit Base Extra Flat Per Unit
Upto 6 3.00 2.00 0.50 6.0000

6andabove 5.00 4.00 0.25 2.0000

Example One: For an account with a
consumption of 5 and a multiplier of 1, the water
charge would be computed as follows:

1) Compute Working Consumption:Working
Consumption = Current Consumption / Multiplier
Working Consumption =5/1

Working Consumption = 5
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2) Consumption of 5 uses first line of Charge
Table.

3) Compute Fixed Charge: Fixed Charge = Base
+ (Extra * (Multiplier - 1)) Fixed Charge = 3 + (2
*(1-1)) Fixed Charge = 3

4) Compute Consumption Charge:

Consumption Charge = Flat + (Working
Consumption * Per Unit) Consumption
Charge =0.5+ (5* 1) Consumption Charge =
5.5

5) Compute Total Charge:

Total Charge = Fixed Charge +
(Consumption Charge * Multiplier) Total Charge
=3+ (5.5*1) Total Charge =8.5

Since there is no Charge Limit, steps 6 and 7 do
not apply. The total water charge for this account
is $8.50

Example Two: For an account with a
consumption of 50 and a multiplier of 10, the
water charge would be computed as follows:

1) Compute Working Consumption:

Working Consumption = Current
Consumption / Multiplier Working Consumption =
50/10 Working Consumption =5

2) Consumption of 5 uses first line of Charge
Table.

3) Compute Fixed Charge:

Fixed Charge = Base + (Extra * (Multiplier
-1)) Fixed Charge =3+ (2*(10-1)) Fixed
Charge = 21
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4) Compute Consumption Charge:

Consumption Charge = Flat + (Working
Consumption * Per Unit) Consumption Charge =
0.5+ (5*1) Consumption Charge =5.5

5) Compute Total Charge:

Total Charge = Fixed Charge +
(Consumption Charge * Multiplier) Total Charge
=21+ (5.5*10) Total Charge =76

Since there is no Charge Limit, steps 6 and 7 do
not apply. The total water charge for this account
is $76.00

Example Three: For an account with a
consumption of 8 and a multiplier of 1, the water
charge would be computed as follows:

1) Compute Working Consumption:

Working Consumption = Current
Consumption / Multiplier ~ Working Consumption
=8/1 Working Consumption = 8

2) Consumption of 8 uses second line of Charge
Table.

3) Compute Fixed Charge:

Fixed Charge = Base + (Extra * (Multiplier
-1)) FixedCharge=5+(4*(1-1)) Fixed
Charge =5

4) Compute Consumption Charge:

Consumption Charge = Flat + (Working
Consumption * Per Unit)  Consumption Charge
=0.25+(8*2) Consumption Charge = 16.25

5) Compute Total Charge:

Total Charge = Fixed Charge +
(Consumption Charge * Multiplier) Total Charge
=5+ (16.25*1) Total Charge =21.25
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Since there is no Charge Limit, steps 6 and 7 do
not apply. The total water charge for this account
is $21.25

Example Four: For an account with a
Consumption of 80 and a multiplier of 10, the
water charge would be computed as follows:

1) Compute Working Consumption:

Working Consumption = Current
Consumption / Multiplier Working
Consumption =80/ 10 Working
Consumption = 8

2) Consumption of 8 uses second line of Charge
Table.

3) Compute Fixed Charge:

Fixed Charge = Base + (Extra * (Multiplier
-1)) Fixed Charge=5+(4*(10-1)) Fixed
Charge = 41

4) Compute Consumption Charge:

Consumption Charge = Flat + (Working
Consumption * Per Unit Consumption
Charge =0.25 + (8 * 2) Consumption Charge
=16.25

5) Compute Total Charge:

Total Charge = Fixed Charge +
(Consumption Charge * Multiplier) Total Charge
=41+ (16.25*10) Total Charge = 203.5

Since there is no Charge Limit, steps 6 and 7 do
not apply. The total water charge for this account
is $203.50.
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Utility Billing - Declining Balances and how
they work - an example:

There is one Rate Class - Water - and the
computation method is Declining Balance. The set
rate base is $40 billed monthly, and the payment
amount comes off the declining balance. The $40
charge does not add to the declining balance, it is
just there to print on the charge card and show
customers that a payment is due. They have no
meters - so a metered service is set up but not
used. There is a charge name of Auto Bill which
is used each month to compute the monthly $40
charge.

At the beginning of the year - January 1 - they use
the Utilities, Rate Class Utilities, Set Declining
Balances and Payments. The yearly rate is $480
and the payments are $40. Once you run that
utility on each customer, you can go to the File,
Customers - pick a customer - and go to the
Rates Tab. The declining balance shows as the
customer balance, and the payment amount set
up for that customer. If the customer had a
leftover amount due or a credit balance, this
balance column will reflect that balance added to
or subtracted from the $480, if you selected that
option in the utility. Most customers will be at a
zero balance by the end of the year, with only few
with a credit balance.

After the utility is run, do the normal monthly
billing of $40 (Activities - Compute Charges)
and then those bills will get printed; on them you
will see the $480 for balance (or whatever amount
is their current auto bill balance) and the charge
amount of $40. They use the Staggered Tractor 4
print routine - which lists out all the information
such as auto bill amount and monthly payment. If
you take the data one step further and make a
payment, you will see the General screen balance
showing the charge of $40 and the payment of
$40 - you can also look at the Rates Tab and see
the $480 balance is now $440.
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Parent/Child Relationship Rules
June 2001

All of the IMS program databases have parent-
child relationships. It is generally bad practice to
allow a database to accumulate orphans, which
are child records whose parent has been
deleted. Parent deletions can be done in one of
two ways depending on the individual situation:
either you delete all children when the parent is
deleted (cascade) or deny if the parent has any
children. The relationships and dependencies
are shown as in the excerpt from the data
dictionary summary below:

WTask
FILE,DRIVER('TOPSPEED'),RECLAIM,NAME(wtaname),PR
E(WTA),BINDABLE !Work order task

By Task

KEY(WTA:Task),DUP,NOCASE,OPT ITask
Key

By_Order

KEY(WTA:WorkOrder),DUP,NOCASE,OPT

IWork Order Key

WTA:By_Task <<--> TAS:By_Task Update=CASCADE
Delete=RESTRICT

WTA:By_Order <<--> ORD:By_ID Update=CASCADE
Delete=RESTRICT

The double arrow is on the side of the "many" file
in @ many to one relationship. So the single arrow
points to the parent key and the double arrow to
the child. The Update and Delete indicate what
happens when a parent is updated and deleted.
A blank means it is allowed and no action is
taken. Restrict means it is not allowed (the user
will get a warning message). Cascade means all
children will be deleted. In the case of an update
action, if a key value in a parent is changed,
cascade means all children will be changed
likewise.
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Staggered Tractor 1

33 332 1
1-1 7/ 2/
Cr 37%
Water 52 42
PST a.81
Late 3.68
Elicabeth Eaker
5768 superfor St.
Hngwher FL
33333
Cr 33z
) 1-1 Cr 33: 2721
4788 Superior St.
Two Piece Tractor 1
000- 0004 00
400 Supariar 3.
1221000 A2t
000 1-0001.00
CrIRTT
07 T oy wa d242 e
PET 0al
= am

Elfabeln Eater
4700 Supariar 5.
Agvehere FL
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o] Cr 3
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Two Piece Tractor 2

0001-0001.00 4700 Superior St. oool-o003.00 US 27

3324 3307 17 Tate 42 .42 576 568 8
PST 0.81
Late 3.00

717,01 0001-0001.0
7s17-01 46.2: Cr 379.1 Cr 332.7 Cr 332.7 7o17401 20.0¢ 5

Elisabsth Eaker Tony Veal
4700 Superior St. 400000 Wales St.
Anywhere FL tripville L

33333 . 33333

Two Piece Tractor 4

Water 3324 01/ 3307 1.7 42 .42

PST 8.81

Late 3.88

BAL FUD Cr 379.88
geg1-06061.60
DUE BY 2/217m C
DUE AFTER 2722/ H

DUE BY 2721781 Cr 332.77

DUE AFTER 2722/ Cr 332.77
Flicahath Fakar
L7AA Sunprine SF
Anmhara  FI

aea1-8681 .88
Elisabeth Eaker 4700 Superior St.
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Letter Size Laser 1
: Wet Water Company
23 First Avenue North

Tide, FL
33333
Account Murnber: 0001-0001.00 Due Date 221
Staternent Date: 306101 Past Due Amount: Mone
Service Address: 4700 Superior St. Total Amount Due: Cr332.77
Service Period: 1242100 to 1721101
Elisabeth Eaker
4700 Superior 5t
Anywhere FL
33333
Meter Readings: Motes:
[Service Previous Latest Used  Date Read|
[/atar 3307 3324 17 1/2101]
Current Charges:
Water 42.42
PET 0.a1
Late Fee 3.00
Charge Summany
Previous Balance: Cr379.00
Payments Received: Maone
Current Charges: 46.23
Past Due Balance: Mone
Current Balance: Cr33277
Flease detach and return the bottom portion with your payment
Serice Address: 4700 Superior St Account Murmber: 0001-0001.00
Service Period: 1242100 to 1721701 Staternent Date: 80601
Elisabeth Eak Due Date: 2210
isabeth Eaker Past Due Amount: Mone
4700 Superior St. .
Anywhere FL Tatal Amount Due: Cr332.77
33333 Amount Enclosed:
O Address change noted on reverse side
Retum To:
Wet Water Company
24 First Avenue Morth
Tide, FL
33333
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Letter Size Laser 2

Wet Water Company

Account Mumber: 0001-0001.00 Due Date: 2f21/
Staterment Date: 80601 Past Due Amount Mone
Senice Address: 4700 Superior St Tatal Amount Due: Cr33277

Serice Period:  12/21/00 to 1221101

Elisabeth Eaker

4700 Superior St. Current Charges:

Anywh FL
Soamers Water o4
PST 0.81
Late Fee 3.0C0
Meter Readings:
[Service Previous Lalest  Used Date Read|
\ater 3307 3324 il 1/2101]
Notes:
|
i i
i
Charge Summany
Previous Balance: Cr 379.00
Payments Received: Maone
Current Charges: 46.23
Past Due Balance: Mone
Total Current Balance: Cr 33277
Please detach and return the bottom paortion with your payment
Service Address: 4700 Superior St Account Mumber: 0001-0001.00
Serice Period:  12/21/00 to 12101 Staternent Date: 806101
Due Date: 221
Elizabeth Eaker Past Due Amount: Mone
4700 Superiar 3L Total Amount Due: Cr33277
Anywhere FL
33333 Arnount Enclosed:

[0 Address change noted on reverse side
Return Ta:

Wet Water Company
25 First Avenue Morth
Tide, FL

33333
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Letter Size Laser 3

Statement
Wet Water Company

Account Mumber: 0001-0001.00 Charge Surmmanys
Staternent Date:  8/06101 Previous Balance: Cr375.00
Serdce Address: 4700 Superior St Payments Received: Mone
Serice Period:  12/21/00 to 1221101 Current Charges: 46.23
Past Due Arnourt: MNone
Tatal Amount Due: Cr332.77
Elisabeth Eaker Due Data: 243101
4700 Superior St. -
Anywhere FL Usage History:
33333 Service  This Month _Last Month _Year Ago |
Water 17 13 0]
Meter Readings:
[Senvice Previous Latest Used Date Read|
Wiater 3307 3324 17 1/2101] Current Charges:
Water 42,42
BS[ 0.81
Late Fee 3.00

Please detach and return the bottom portion swith vour paymert

Service Address: 4700 Superior St Account NMumber: 0001-0001.00
Senvice Period: 12/21/00 to 12101 Staterment Date: 8/06/01
Elisabeth Eak Due Date: 2m
isabeth Eaker Past Due Amount: Mone
4700 Superior 5t. Total Amount Due: Cr AR 77
Anywhere FL
33333 Arnnunt Enclosed:

O Address change noted on reverse side
Return Ta:

Wet Water Company
24 First Avenue Morth
Tide, FL

33333
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Late Notice Forms
Four Piece Laser 1

000100000 0001~ Qo0 00
Lil Bistars Eugana Baan
PO, Bae 000 A7 Kingawn 5.
ittt o
a2l fi1aaa]
00 1- 006,00
Danni: Garcia
4711 Hawhara 2,
Wantavilke FL
fiaaaa]
.
Magnified
.
view

0001-0004.00

Eugene Been
4704 Kingtown St.
Flowery FL
33333



Stag_gered Tractor 1

185

159 162 EH
1-2 Ifal 2421

48.
Water 1683.41
Late
PST 1.98
Late 3.88
Late
Late
Late
Late
Late Lil Busters
Late P_0_. Box_B@Ba
Late Jacksonville FL

32241
138.
1-2 138. 2721
Staggered Tractor 2
159 162 EH
1-2 71 2721

33.
Water 183.41
Late
PST 1.908
Late 3.88
Late
Late
Late
Late
Late Lil Busters
Late P.0. Box BOo
Late Jacksonuille FL

32211
141,
1-2 181, 2521




186

Lists
Rate Classes
Run: 8/27/01 Wet Water Company Page: 1
513PM Billing Rates
[Bbbrev Mame Computation Method Target Charge Praration Method  Camp Order]
Basze Extra  Surcharge Maximum  Source Meter Flat Amount
back backflow 374" Flat Amount Backflow Mone 12 ]
50,00
Low Lirit To High Limit Base Extra Flat Per Unit
Up to 0.00 0.00 0.00
0.00 and Above 0.00 0.00
Late Late Fee Overdue Amount Late Fee Mone 1]
Low Limit To High Limit Base Extra Flat Per Unit
Up to 5.00 0.00 0.00
5.00 and Above 0.00 0.00 3.00
fluilti hetulti-F amily Metered Lsage Myater Mone ]
Wyater
Low Limit To High Limit Base Extra Flat Per Unit
Upto 13 5.32 5.32 -4.14 2.040000
131023 5.32 5.32 -12.30 2720000
23 and Above 5.32 5.32 -42.00 4.070000
PSS PET (Sewer) Current Charges PST Hone 14 |
Low Lirmit To High Limit Base Extra Flat Per Unit
Upto 0.00 0.0a 0.00
0.00 and Above 0.00 0.00 2.000000
FSTW  PST (aten) Current Charges PST Maone 13 |
Reports
Pending Refund Report
Pending Refunds Report Parameters
Wet Water Company
415/2001, 5:00PM Printed by IMS
Account Range: 0001-0004.00  te 00041.0111.00 Billing Cycles:
Skip Closed Accounts: A Use

Pay Balance from Refund:  Yes
Minimum Owerpay for Refund: 0.00
Minimum Refund Cheds: 0.00
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Refund Checks

El
Six Dollars and Seventy Seven Cents 0441 52001 §6.77
Elisaheth Eaker
4700 Superior St
Anywhere FL
33333
Account: Deposit Refund: $o.o0 Check Mumber: &
Q001 -0001 .00 Paicl to Balance: $0.00
overpayment Refund, 5677
Total Refunct 3677
Consumption Reports
Consumption Report Parameters
Wet Water Company
Multifamily report
7/18/2001, 12:58PM Printed by M=
Account Range: 0001-0001.00 to 0001-0008.00 Route Mumber Two Rate Classes Billing Cycles
Date Range: 07/19/2000 to 07/19/2001 (Bllank]) Ignore (Blank) Use [ate Use & Use
Print Order: Account Humber Ilgnore Inactive Use SewcCom Ignore
Summary Only: Ho Ignore LCAMT Use Sewd 5 Ignore
Estimates Only:  Ho Ignore inactive Use sewsis Ignore
Ignore vacant Use Sewver Ignore
nere e g
Uruzual use fiters: e gnore
Include accounts with no readings: Ho :922:: Wisterd Ignore
Below average consumption: -nia- 4 Ignore Wge? :9"‘"9
Above average consumption: -nfa- 2 Ignore watg;S ﬁng:g
Lower consumption limit: -nfa- 3 Ignore back Use
Upper consumgtion limit: -nfa- 4 Ignore PSTW Ignore
] lgnore PSTS lgnore
B Ignore Taxs lgnore
T lgnore Taxy Ignore




Billing Report
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Billing Report Parameters

Wet Water Company
Multi Family )
4152001, 545F M Printed by IM3
Account Range: 0001-0001.00 to 0001-0001.00 Charge Categories Rate Classes: Billing Cyoles:
Date Range:  04/15/2001 to 041152001 Water Standard Us=  Late Grore A Uze
Frint Order: Aecount Number Semer Standard lgnore  SewCom lgnore
Summary Only:  No PST Standard  lgnore  Sewls Igriore
Late Standard Use  Sews® Igniore
Types: Codes: Serv Hon-Refundable lgnore  Sewer lgnore
Ypes odes CutDif Standard  lgnore  Multi Use
Hew Use  Hand Use Houss Standard ignore  Waterd Ignore
Carnection Use  Automated Use Bldtlow HonRefundable  Use  Waterd Igriore
HEF-Rebill Use Late Frint Use Dep Refundable Ignore  ‘WaterZ lgnore
Wiare Order Use BadChic Standard lgnore  Uraterd Ignore
Hew Use Tamper Standard ignore  waters Ignore
CutOn Standard  lgnore  bask Ignore
CR Standard Use  PSTW lgnore
PSTS Igriore
. Taxs Igrore
Hotes: T lgnore
*blank® Use
FAST Use
swC Use
EMERG Use
LATE Use
.
Cash Receipts Report
Cash Receipts Report Parameters
Wet Water Company
Sewer Collection and Pst )
4/15:2001, S:50P M Printed by IMS
Account Range: 0001-0001.00  to 0001-00011.00 Charge Categories: Billing Cycles:
[ate Range: 04/15/2001 to 047152001 Wt Standard | n m
Frint Order: Acceunt Murber Bl Sy noe ==
Summary Only: Ho PET Standard Use
Late Standard lgrore
Senr Non-Refundable Ignore
CutOft Standard  lgnore
Types Codes: Methods: House Standard Ignore
Bleflow Hon-Refundable Ignore
HNew Use  Hand Use  Cash Use e Refundable  lanore
Cormection Use Automated Use Chedk Use Baﬁchk Standard Igr\ore
NSF-Rebill Use  Late Print Use  Electronis Use Tamper Stangaryqomers
Wak Ordar Use From Deposit  Use CutD‘T’\ bttt Ignore
New Acct Use  Interest Us= o it B i
Credit Card Use
From Credit Use
Notes: Cashiers:
“blank® Use  IMS Use
FAST Use  Master Us=
SV Use pam Use
EMERG Use
LATE Use
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Refund Report

Deposit Refunds Report Parameters

Wet Water Company
Standard )

4H15/2001, 5:52F M Frinted by IMS
Account Range: 0001-0001.00 to 0001-0001.00 Charge Categories: Billing Cycles:
Date Range:  D4M5/2001 to D4/5/2001 Dep Refundable Use A Uze
Frint Order:
Summary Only: Mo
Types: Codes:
Hew Use Hand L=e
Corection Use Automated L=e
MEF-Rebill Use Late Print Use

i Crder L=e

MHew Acct Use
Hotes: Cazhiers;
“blank® Use  IMS Use
FAST Use Master Use
e Use pat Use
EMERG Use
LATE Use

Current Balance Report

Current Balance Report Parameters

Wet Water Company
Current Balance Report .
4M5/2001, 5:53PM Printed by IMS
Account Range: 0001-0001.00 to 0001-0031.00 Overdue Late since: Minimum s mum:
Print Order: Accourt Number
Summary Only: Mo -nia
Frinted As Of  Currert s
Treatment of "Ho Charges" Accounts:  Included ':ﬁ'
i
Charge Categories: Rate Classes: Billing Cyeles:
iater Standard Use Late Use A Use
Semer Standard Use SemCom Use
PET Standard Use Sewl .5 Use
Late Standard Use SewsSiS Use
Senr MNon-Refundable Use Sener Use
CutOff Standard Use Mfulti Use
House Standard Use Nfaterd Use
Blcflow Mon-Refundable Use fate s Use
Dep Refundable Use W ater2 Use
BadChk Standard Use Mater! Use
Tamper Standard Use maters Use
CutOn Standard Use back Use
CR Standard Use PSTWi Use
PETS Use
Taxg Use

Ta:n Use




Current Deposit Report
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8262002, 3:57 P

Deposits/Fees Report Parameters
Hotville Water Company
Current Deposits

Account Range:  0001-0003.00 to 0001-0023.00

Charge Categories:

Rate Classes:

. ) Serv Mor-Refundable  |gnore Late
Print Order: Account Number Bkefloe Mon-Refundable  lgnore  SewCom
Printed Ag Of 08/26/2002 Dep Refundable Use Sewl 5
Summary Only:  No Sewd/3
Exclude Residential Accounts No Sewer
Exclude Commercial Accounts: No hdulti
Exclude Inside City Accounts: No Waterd
Exclude Outside City Accounts No Water3
Final Bill Accounts Only: No Water2
Exclude Final Bill Accounts: No Wet'terg
Sewer Accounts Only: No \Q':Ci
Exclude Sewer Accounts: No PETW

PSTS
Taxs
TaxW
Work Order Report
Work Order Report Parameters
Wet Water Company
Standard )
AME2001, 5:57PM Printed by IMS
Account Range: 0001-0001.00  to 0001-0002 .00 Wonk Order Types: Rate Classes: Billing Cyeles:
Date Range: 04A15/2001 to 04/15/2001 after e Late e A .
Print Order: During Usa  SewCom Usa
Summary Only: Mo M-OFF Use  Sewl5 Use
Wik Crew Range: Al M-ON Uze SenS/2 Uze
Hormal Use  Sewer Use
Readz Uze Multi Uze
Wisit Use  ifaterd Use
Wiatera Uze
ifater2 Use
Wiatert Uze
waters Use
back Uze
PS T Use
PETS Uze
Taxs Use
Ta:i Usze
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Work Order
Work Order
Wet Water Company
411542001, 5:59P M Printed by M5
Type: Premises visit HNumber: 4
Assigned To:  Jim Beam Opened: 04/15/2001
Location: Trackino:
Elisaheth Eaker Account 0001-0001.00
4700 Superior St
Arpwhere FL 33333 This record was created an
4/15/2001 at 5:58PM by IMS.
It has not heen edited since
then.
1 meter at this location:
Type Grid Location Meter #1 Meter #2 Load

Water 0:{none)

CommentsMNotes:

Going to customers residence to turn off meter,

1

but they pay the balance due instead.

Meter Sheets

Account Humber Customer Name Average Previous Hew
Meter Humher  Service Address Use Reading Reading
0001-0002.00 Lil Buster's #220

FB25949 s 27 21 1628

0001-0003.00 Wacky World

528931 s 27 12 576

0001-0004.00 Eugene Been

96627 4704 Kingtown St. 0 455

0001-0005.00 Mercedes Spreeman

4478415 4710 Wales St g 607

0001-0006.00 Dennis Garcia

R225850 4711 Nowhere St. 4 747
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Check Register

Check Register Report Parameters

Wet Water Company
AME/2001, 5:09P M Printad by IMS
Account Range: 0001-0001.00  ta 0001-0002 .00 Billing Cycles:
Date Range: 02012001 to 033142001 A Use
Frint Order: Check Mumber

Include Reconciled Chedks: Yes
Include Voided Chedhs: Yes

Exception Report

Exception Report Parameters
Bill Printing

Wet Water Company

HE/2004, §:05P M Printad by IMS

Original report generated by IMS on 110201000 at 2:20PM
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Priority Services Report

Priority Services Report Parameters
Wet Water Company

G200, 11:58AM Frinted by IS

Account Range:  0001-0001.00 o 0004-0004.00 Billing Cycles: A Use
Print Order: Account Number

Use Comments.  Yes

Dormant Accounts Report

Dormant Accounts Report Parameters
Wet Water Company

S416/2001, 11:59AM Printed by IMS

Account Range: 0001-0004.00 to 0004-0004 .00
Print Order: Account Number
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Bills per Zipcode Report

Bill Count by Zipcode Parameters

Wet Water Company

4MG/2001, 12:01P M

Frinted by IM3

Account Range: 0001-0004.00 to 0002-0157.00 Billing Cyelez. A Use

Date Range: 0200472001 to 02021/2001

Rate Class Breakdown

Rate Class Breakdown Report Parameters

Wet Water Company
418/2001, 12:02PM Printed by IMS
Account Range: 0001-0001.00 to D001-0245.00 Billing Cycles: Fate Classes: Fate Exemptions:
Minimum Consumption: 100 A Use Late Ignore Late lgnore
tdaximum Consumption: 50000 geWEosm :Qnore gewsosm }gnore
i e nore el nore
lgnore Multipliers to GewsiE  lgnore SewsiE  lgnore
Semer  lgnore Semer  lonore
Multi Ignare hulti Ignare
Waterd  lgnore Waterd  lgnore
Waterd  lgnore Wiaterd  Ignore
Waterz  lgnore Waterz  lgnore
Water!  lgnore Wiaterl  Ignore
waters  lgnore watess  lgnore
back Ignare back Ignare
PSTW  lgnore PSTW  lonore
PSTS Ignare PSTS Ignare
Taxs Ignore Taxs lgnore
Taxin Ignore Taxiid Ignore
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Date-To-Date Summary Report

Date-To-Date Summary Report Parameters

Hotville Water Company
August 28, 1999 To August 26, 2002
G/26/2002, 4:30PM

Account Range:  0001.0003.00 to 0001-0030.00

Route Breakdown

Route Breakdown Report Parameters
Wet Water Company

4M6/2001, 12.03PM Printed by IMS

Witer Inside  Water Outside  Sewer Inside Sewser Outside Total

Aoeount Range:  0001-0001.00 to 0001-0245.00
Mative aseounts only
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Year to date Summary

Year-To-Date Summary Report Parameters
Wet Water Company

AME2001, 12:04PM

Account Renge:  0001-0001.00 to 0002-0197.00

Profile Report

Profile Report Parameters
Wet Water Company

2001, 1206 M Printed by IMS

Agcount Range: 0001-0004.00 to 0004-0437.00

Accaunts par Baok
Accounts per Billing Cyele
Accounts per Rate Class
heters per Account

heter Sizes

Accounts per Group
Current and Late Balances

Start each section an & new page
Use multipliers to derive rate totals

00 ERIERAEIEIE]
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Customer Edit History Report

Customer Edit History Report

Wet Water Company

ArE2001, 12:15F M Printed by W5
Account Date By Action Field 0Old Value New Value
0001-0001.00 1072300 park Add Agoount Humber 0001-0001.00
0001-0001.00 102300 park Add Route (First User Index Key) 3
0001-000200 50499 (MS Add Agoount Number 0001-0002.00
0001-0002.00 50589 park Change  Mumber One (First User Index 2

Ke
0001-000300 50499 IMS Add Acoount Number 0001-0003.00
0001-000300 50589 park Change  Mumber One (First User Index 2
0001-000400 50589 park Add Account Humber 0004-0004.00
0001-000400 50589 park Add Humber One (First User Index 3

ey,

0001-000400 50589 park Change Mumber One (First User Index 3 1

Ke
0001-000400 12700 park Change Route (First User Indexc Key) 1 3
0001-000500 50500 park Add Agoount Humber 0001-0008.00
0001-000500 50500 park Change  Mumber One (First User Index 3

e
0001-0006.00 50500 park Add Aooount Humber 0004-0006.00
0004-0006.00  S0809 park Change Mumber One (First User Index 32

Key)
0004-0007 .00 S06M9 park Add Account Humber 0004-0007 .00
0004-0007 .00 S06M9 park Add Mumber One (First User Index 32

Key)
0004-0009.00  S06M090 park Add Account Humber 0004-0009 .00
0001-0009 .00 50689 park Add Humber One (First Uzer Index 3

Key)
0001-0010.00 50683 park Add Account Humber 0001-0010.00
0001-0010.00 50683 park Add Humber One (First Uzer Index 3

Key)
0001-0011.00 50689 park Add Account Humber 0001-0011 .00
0001-0011.00 50589 park Add Humber One (First User Index 3

Capital Credits Report

Run: 8/27/01 Wet Water Company
4:43PM Capital Credits Report
Page: 1 Billing Period 1/01/2001 to 8/27,/2001

Account Murmber  Mame Serice Address Charges Percent Amount

0001-0001.00  Elisabeth Eaker 4700 Superior St £58.33 1.9430 97.15
0001-0002.00  Lil Buster's #220 Uz 27 g8.05  0.3064 15.32
0001-0003.00 Wacky YWarld us 27 4323 01504 782
0001-0004.00 Eugene Been 4704 Kin?mwn St 7.08 0.0246 1.23
0001-0005.00 Mercedes Spreeman 4710 Wales St 12.83 0.0446 223
0001-0005.00 Dennis Garcia 4711 Mowhere St 11.03 00324 182
0001-0007.00 Dennis Wenace 4718 Wrong St S0.00 0.3132 15.66
0001-0008.00 Mellona Huntingwewillgo 4720 Water St. 2710 0.0243 472
0001-0002.00  Kathryn “West 4719 Wales St 2006 0.0593 3.49
0001-0010.00 Marrma Jean 4727 Water St 1992 00693 3.47
0001-0011.00 Joseph Princeofegypt 4746 Water St. 131.39 0.4572 22.86
0001-0012.00 Kenneth MackTruck 4737 Water St. 15.71 0.0547 273
0001-0013.00 D.J. Properties 4745 Wales St 14117 04913 2456
0001-0014.00 Robert Koldcut 4752 Water St. JBED 01274 6.37
0001-0015.00  James Barkdog 4802 Water St. 15.71 0.0547 273
0001-0016.00 Williarm Barkdog 4801 Water St 2006 0.0595 3.49
0001-0017.00 Mary Leepfraog 4811 Water St. 4500  0.1566 7.83
0001-0018.00 Rannie Chompers 4312 Water St 2006 00693 3.49
0001-0012.00 John & Diane Yotsup? 4521 Water St 15.71 0.0547 273
0001-0020.00 Michael Puzzled 4824 Water St. 2440 0.0B49 425
0001-0021.00 Thelma Water 4834 Water St. 17.89 00623 In
0001-0022.00 Chad Anhismrg 4839 Water St 0.00 00000 0.00
0001-0023.00  Edward Blablabla 4849 Water St. 2223 00774 3.87
0001-0024.00 Harry Dixiecup 4344 Water St. 0.00  0.0000 0.00
0001-0025.00 Kelly Borrows 4390 Water St 3743 01303 6.51
0001-0026.00 Charles Schoenberger 4901 Wales St. 8.52 0.0296 1.48
0001-0027.00 Charles Shinypennies 4903 Water St. 708  0.0246 1.23



Customer Detail Report

142702003, 4:20PM

198

Customer Detail Report
Hotville Water Company

0001-0004.00, Eugene Parmesano

Account: Opened: Social Security: Billing Cycle: General Editing
0001-0004.00 A 01/01/2003 - 0143172003 This record was
Route Closed: Driver’s License: S01AM by park.
times since then
petformed on 3/z
Number Two park
Addresses
Service/Billing Address: Address Editinc
ugene Parrmesano This record was
A704 WWater St. 9:025M by park.
Hotville FL 33853 times since then
performed on 10,
M5,
Other Address: Address Editine
Eugene Parman This record was
455 Sadetlin Or. 9:04AM by park.
Corbin KY 40701 edited only once
performed on 3/Z
park
Metered Services
Metered Service: Installed: Load: Multiplier: Meter Editing &
Wyater 050471895 1 1 This record was
Meter #1 Removed:  Label:  Average Use: ?-:DQAM by park.
OEEEST 0.000 imes since ther
performed an 5/
Meter #2 Size: Current Use: park.
a8" - nia -
Comment:
Reading Date Type Code Used Reading Date Type Code
455000 01212001 New Hand 0.000 449000  03/28/2000 MNew Hand
455000  12/21/2000 MNew Hand 0.000 445000  02/25/2000 MNew Hand
455000 11/21/2000  Mew Hand 0.000 443000  01/28/2000 MNew Hand
455000 1042372000 MNew Hand 0.000 436.000  12/28/1999  New Hand
45000 09/28/2000 Mew Hand 0.000 435000 11/29/1950  Mew Hand
455000  08/28/2000 Mew Hand 0.000 436.000 102741999 New Hand
455000  07/28/2000 MNew Hand 0.000 436.000  03/27/1999  New Hand
455000  0B/28/2000 Mew Hand 0.000 435,000 083171999 New Hand
455000  05/25/2000 MNew Hand 0.000 436.000  07/25/1999  New Hand
455000 04/28/2000 MNew Hand £.000 435,000  0B/25/1990  MNew Hand
Transactions

Current Balance

Wyater B.95
PST 0.13
Total: 7.08

Detail Breakdown




ACH Direct debit

Active Meter

Backflow

General Buttons

»  Apply

ﬁ?j Change

| Change Al
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Glossary

Ach Direct Debit (withdrawal) is a system whereby a
file containing a list of customers, including their bank
number, account number, and amount owed are
transmitted to a bank, and in turn the various customer
accounts are debited for the amount of their utility bill
and the utility's bank account is credited with the total
amount. The payment is applied to the customer
account at the time the file is created, and a report is
printed listing the transactions.

The definition of an active meter is one that belongs to
an active account, that does not have the duplicate flag
set, does not have a date removed, and is related to an
active metered service.

A device that is attached to a meter to prevent the
backflow of water/sewage into the house. This item is
noted in the Customer Window under the Meter Tab.

Apply Button
Apply the change immediately.

Change Button
Change the access level for the highlighted item.

Change All Button
Change the access level for all items.

Close Button
Close this window.

Delete Button
Delete selected entry.



93 Edit |
? Help |
L5 Insert |

B cx

ﬁlg Qi
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Edit Button
View or change selected entry.

Help Button
Help on this window.

Insert Button
Add a component to this asset.

OK Button
Save changes and close window.

Quit Button

Abandon changes and close window.

v Spel | Spell Button

Special Buttons

Auto-Grougp I

Enter Readings I

Export

Spell checking is available for users that have
Microsoft Word installed on their computer. If a Spell
Button appears on the window it means Word is
present. If the button does not appear, either Word is
not present or is an incompatible version.

Auto Group Button
This button supplies you with groups automatically
under the Profile Report, Rate Groups Tab.

Enter Readings Button
Enters the meter reading information into the account.

Export Button

Fiter and Apply

Exports information to a location chosen by the user.

Filter and Apply Button

Fitter and Discard

Filters the information and then applies it to the
account.

Filter and Discard Button

Shows the information with the filters, but does not
apply permanently to account.
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Group Processing | Group Processing Button
For processing multiple accounts at one time.

Individual Processing | Individual Processing Button
For processing one account at a time.

import | Import Button
Imports information from outside source.

|__Locste Accounts | Locate Accounts Button
This button takes you to the main list of accounts in the
Customer Window so that you may select which ones
you would like to use.

Mext® | Next Button
Next item in a series.

prior<* | Prior Button
The previous or prior item in a series.

Process and Print | Process and Print Button
Processes the information and prints it.

Process and Discard | Process and Discard Button
Processes the information but does not permanently
apply to account.

|_Refundand 2oply_ | Refund and Apply Button
Refunds payment and applies to the account.

Refund and Discard | Refund and Discard Button
Refunds payment back to account and goes back to
same screen without printing or applying it
permanently.

Revize | Revise Button
Changes the List box layout.

Print Preview
Buttons

=]
—I This means print this report.
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This means exit without printing the report.

This button is to zoom in on a page of the report.

Page: press the Up/Down Arrows to go to the page you
want to view.

Down: press the Up/Down Arrows to show how many
pages you want to view in a column on the screen.

Across: press the Right/Left Arrows to show how many
pages you want to view in a row across the screen.

Query Button
Sends a query to the handheld unit.

Send List Button

Colors

Consumption

Sends the comment list to the handheld unit.

Validator Close
Closes the validator drawer.

Validator Open
Opens the validator drawer.

heter #2 i i Pumber Two

;I o al

Accounts are color coded according to whether they are
active, dormant, overdue. These colors can be chosen
by the user. See Setup, Configuration, Colors Tab.

Amount of water/sewer used by the consumer.
Readings are taken from a meter where the
consumption takes place.



Dormant Meter

Flag

Prenote

Proration

Rounding
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The definition of a dormant meter is the same as for an
active one except it belongs to a dormant account.
Meters that have the duplicate flag set, have a date
removed, or are not related to a metered service are not
counted as active or dormant.

Marking an item for notice when the account is printed
or otherwise processed. Flags include: Prenote, Last
Active Book, etc.

When setting up for Direct Debit marking for Prenote
on the transaction merely tests to see if all account and
bank information is correct. Once the account has been
approved the prenote can be unchecked and subsequent
transactions will actually take place.

Proration in the context of utility billing refers to the
adjustment of charges for a period of time different
than the normal period. For example, if a customer is
billed at a rate of $30 per month for some service, but
used it for only 20 days, the prorated charge might be
$20.

Rounding is a process of dropping digits from the left
of a number to lower its precision. For example,
Utility Billing may compute dollar amounts internally
to many decimal places, then round them to the nearest
cent for display and printing. Likewise, meter readings
and consumption may be rounded.



204

Index

ACH Direct Deposit
ACH Direct Deposit,

Appendix A,
Appendix B,
Backflow,

Badger Hand Units,
Checks,

Check Register,
Com Port

Consumption,

Credit balance,
Customer

Custom Reports,
Deposits,

EZRoute Hand Units,
Forms,

Glossary,

Inspectors,
Intermec Trakker 9440 instructions, v1, v2, v3

Invensys Hand units,

Itron Hand Units,

Large screens,

Late fee,

Login,

Overpayments,
Parent/Child relationships,

Payments,
Prenote,

Priority Service,
Proration,
Rate class,

Readings,
Receipts,
Resequence,

Rounding,
Sewer,

Specialty Reports,
Standard Reports,
Water,
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Zipcode,
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-PLEASE VIEW THIS SECTION AT 100% -

INTERMET 9440 TRAKKER DOCUMENTATION
Variation 1

This documentation is intended to accompany the Intermec 9440 Trakker unit and
the IMS Hand Held Meter Reading software package, version 55.

Copyright (C) 1995, By Information management Services, Inc. All rights
reserved. Reproduction without permission is prohibited.

Part One - the Screens: A description of each
of the important screens used in the hand unit.

Part two - the Commands: Descriptions and definitions
of each item and option found in the command set.

PART ONE - THE SCREENS:

The Intermec 9440 hand unit has a 4x20 display
window. While this is better than other units of 12345678901234567890
equal price, it means that only eighty characters 2
can be displayed at once. To further complicate 3
matters, displaying a character in the last (20th) 4
column can cause "screen wrap" just like a normal

terminal display (the character stays in the last
column, but the cursor moves to the first column of the next line down). Thus,
in some cases, we actually have only nineteen characters available if we don't
want the cursor to wrap to the next line. You will notice this limitation most
often in data fields such as customer names, addresses, and comments.

Each of the major screens, and most of the minor screens, of the hand unit
are described below. Accompanying each screen description is a list of valid
commands (if any) and actions that may be used while on that screen.

"Hookup" Screen:

This is the initial screen of the program. It Ready for cable hook
is usually the first screen to appear when the hand up, or use Fl key to
unit is turned on. When this screen is visible, the enter meter readings

hand unit is ready to be hooked to the computer for
uploading and downloading of account data. Valid
commands from this screen are:

Fl1 = Enter the "meter reading" mode.

H = Begin displaying the "help" screens.
= List the 98 standard comments currently in the hand unit's memory.
Q = Display "query" screen showing the hand unit's internal status.

=l
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Display the "title" screen.

T

"Reminder" Screen:

From several places within the program, if you
type in something that is not recognized as a com-
mand, this screen will appear. It's purpose is to
remind you of the "Help" screens, and show you how

Not understood. Use
'H' to consult with
the help screens.
(Touch <ENTER>)

to gain access to them. Like most of the minor
screens in the hand unit, this one will wvanish
after only ten seconds, or when the ENTER key is pressed.

"No Data" Screen:

When the hand unit is first delivered, or right
after a new program has been loaded into it, there
are no accounts in it's memory files. If you try
to enter the meter reading mode (by pressing the F1

Can't walk route yet
as no accounts have
been loaded.

(Touch <ENTER>)

key from the "Hookup" screen) this error screen
will appear. It will remain for ten seconds, or
until you press the ENTER key. When it vanishes,
to the "Hookup" screen.

the program returns control

"Identification" Screen:

Before entering the meter reading mode, you
must identify yourself to the hand unit. This is
NOT a password. Any combination of letters, num-
bers, and punctuation will be accepted. If you

Please enter your
personal identifi-
cation code:

enter too many characters, only the first eight
will be remembered by the unit. The purpose of

this question is only to help provide a record of who used the hand unit last.
If you wait twenty seconds without pressing ENTER, the hand unit will assume
that you have forgotten about it, and it will return to the "Hookup" screen.

Likewise,
having typed anything.

it will return to the "Hookup" screen if you press ENTER without

"Meter Reading" Screen:

This is the most complex and often-used of all
the screens in the hand unit. It's general format
is as follows:

<<<K<L< LINE ONE >>>>>
<<<L<L< LINE TWO >>>>>
X:<NUMBER> PT1 PT2
(READING) :

Line One - This line will display either the

service address, account number, customer name, or

the hand unit's internal record number pointer for this account.
(see the "D" command, described below)
When the address or customer name is
remember that only the first nineteen characters are used by the

setting of the display mode
which of these four items is shown here.
on display,
hand unit.

Line two - Displays either the remark, the service memo,
If the meter reading is being shown,

period's meter reading for this account.

the number in line two will be prefixed with the label "Old Read:".

The current
controls

or the prior

The old

meter reading is always eight digits long, with as many leading zeros as needed

to pad it out to that length.

If the "Old Read:" label is missing then the only other two possibilities

are the comment (remark) or service memo.

To determine which one of these two
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items is currently being displayed, look at the "pointer" labels shown on
line
three (described below). To switch between remarks and service memos, use the

"R" and "M" commands, described below.

Line three - This line has three different pieces of information: The meter
number, the "remark" pointer, and the "memo" pointer. The meter number (rep-
resented as <NUMBER> in the diagram above) is shown on the lefthand side of the
line. The remark and memo pointers (represented as PT1 and PT2 on the diagram)
occupy the right side of the line.

There are two possible meter numbers that may be displayed: The external
meter identification number (the one that is normally printed on the meter
casing) and the internal (Sensus/pit-probe) meter number. The internal meter
number normally can be read from a meter only by use of the pit-probe meter
reading gun. If the normal meter number is being displayed, it will be pre-
fixed with a "M:". If the prefix is "S:", then it is the Sensus/pit-probe
meter number that is on display.

The remark pointer appears as the letter "R" followed by either blanks or a
one- or two- digit number. If the "R" is an upper case letter (capital R) then
the current remark is being displayed on line two. If its a lower case letter
(little r) then line two is showing the current service memo in place of the
remark. If you have changed the remark for this account (see the "R" command,
described later) the number you entered will be displayed immediately behind
the "R". Otherwise, the "R" will be followed by blanks.

The service memo pointer (PT2 on the diagram above) appears and behaves
almost exactly like the remark pointer, except that it uses the letters "M" and
"m" in place of "R" and "r". The "M" command (described later) is used to con-
trol the service memo.

Line four - The first letter on this line tells what kind of meter is being
read: W=water, and G=gas. If you have already entered a meter reading for this
account, it will be displayed next, bracketed by parenthesis. If no reading
has yet been entered, the word " (none)" will be displayed. At this point you
may enter a meter reading (of up to eight digits) or one of the following

command letters. Entering an unrecognized command has no effect. You may also
activate the pit-probe's automatic meter reading process.

This screen's command list has fifteen options, as listed below:

F1 = Exit the meter reading mode, and go back to the "Hookup" screen.
F4 = Enter the data for a "found" meter.

= Move back to the previous account.

= Switch the display mode for line one.

= Erase the current meter reading (no effect if no reading).

= Move forward to the next account (same as "ENTER", below).

= Begin displaying the "help" screens.

= List the 98 standard comments currently in the hand unit's memory.
Add, change, or delete a service memo.

= Move to the previously displayed account.

= Display "query" screen showing the hand unit's internal status.
= Add, change, or delete a remark (comment).

= Display the "search" mode sub-menu.

= Display the "title" screen.

= Change default direction of traverse.

ENTER = Move forward to the next account (same as "F", above).

<H®nWWPWOUYWRHTMHEHOW
Il
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"Rollover" Screen:

When you enter a meter reading, it is checked New reading is lower
against the last-known meter reading. If the new than old reading. Do
reading is less than the old reading, a series of you want to re-enter
warning beeps will sound and this screen will be it? (Y/N)
brought up. If you answer "Y", control will be

passed back to the "Meter Reading" screen, where

the current account will be redisplayed. If you answer "N", the hand unit will
assume that a meter rollover or changeout has taken place. The reading will be
recorded for the current account without further questioning, and the hand unit
will move on to the next account. The default answer is "N".

"High Reading" and "Low Reading" Screens:

If the new reading is not a rollover, it will Unusually low use.
be checked against a set of expected high and low Do you want to re-
readings, which were downloaded from the host along enter the reading?
with the rest of the account data. If it is out- (Y/N)

side this range, a series of warning beeps will
sound, and the appropriate one of these two screens
will be displayed.

In both cases, answering with "Y" will cause

the current account to be redisplayed (so that a Unusually high use.
new meter reading may be entered). Answering with Do you want to re-
"N" will allow the meter reading to be accepted enter the reading?
and recorded; the hand unit will then move on to (Y/N)

the next account. The default answer is "N".

"Display Mode" Screens:

Entering the "D" command at the "Meter Reading" 0 = Addr 1 = Acct
screen will bring up this two-page sub-menu. The 2 = Name 3 = Rect#
first page is concerned with what will be displayed Current mode = 2
on line one of the "Meter Reading" screen. All of New display mode?

the choices, along with the current mode, are shown.
To change the display mode, type in the new number
and press ENTER. To leave it unchanged, just press

ENTER without typing anything. Typing in something 0 = Meter Number
other than a recognized mode will have no effect. 1 = Sensus I.D.
0 = Service address mode. Current mode = 2
1 = Book/account number mode. New display mode?
2 = Customer name mode.

3 = Internal record number.

The second page, which will appear after the query on the first page has
been satisfied, dictates what will be displayed in the meter number field of
the "Meter Reading" screen. All the choices and the current mode are shown.

To change the display mode for this field, type in the new value and press
ENTER. To leave it unchanged, just press ENTER.

The external meter identification number is the one that's normally printed
on the meter casing. Only some meters, specially designed to be electronically
read with the pit-probe, will have in internal meter number. Furthermore, the
internal meter number normally can be read from a meter ONLY by use of the pit-
probe meter reading gun.

0 = External meter number.
1 = Internal (Sensus/pit-probe) meter number.



screens,
any keys other than the F1,
help mode. Because of the limited screen size,
across more
on a topic,
explanation.

"Help" Screens:
There are twenty help screens.

than one screen.
check the next screen
All eighteen help screens are reproduced below.
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You may gain access to the first "Help"
screen by entering "H" from either the "Meter Reading" or "Hookup" screens.
Once in, the first help screen shows how to move around between the other help
and how to get out of the help mode when you are finished. Pressing

or ENTER keys will have no effect while in the

F2 = Move to the next "help" screen.
F3 = Move to the previous "help" screen.
ENTER = Leave help mode and return to "Meter Reading" or "Hookup" screen.

(using the F2 key)

some of the explanations run
To be sure that you've seen all there is to see
for a continuation of the

IN HELP SCREENS:
<F2> = next screen
<F3> = prev screen
<ENTER> = quit

D = Display mode:

(While walking route
only) Allows user to
determine what data

To re-display the
comments, use either
the 'R' or 'M' com-
mand.

F1 = Enter/exit mode
for walking route:
From main screen use
this to begin walk-

will be shown on top
line of acct screen.
Choices are address,
acct, name, & rec.

M = Memo: (While on
route only) Enter a
service memo for the
current record.

ing the route. If
already walking the
route, this returns
to the main screen.

Also choose type of
meter to be shown in
line three: Internal
or external.

P = Previous acct:
While walking route.
Show prev acct, wea-
ther fwd or back.

B = Backward: (While
walking route only)
Show last account.
Will wrap around.

H = Help screens:
List & describe the
commands needed to
use this unit.

Q = Query: Display
count of read/unread
meters and number of
previous uploads.

E = Erase: (While
walking route only)
Erase current meter
reading.

L = List comments:
Comments shown page
by page, as with the
help screens.

R= Remark: While on
route only. Enter a
comment for the cur-
rent record.

F = Forward: (While
walking route only)
Show next account.
Will wrap around.

0 = 0ld Reading:

While on route only.
Display old reading
instead of comment.

S = Search: (While

walking route) This
menu allows user to
select a 'topic' to

search the account
list for. Searching
takes time, and can-
not be interrupted.

T = Title screens: 3
pages of title data
are shown, then the
program resumes.

V = Movement vector:
Choose default dir-
ection of movement
through accounts.

F4 = Enter data on a
found meter: After
data is entered, the
route is resumed.
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"List Comments" Screen:

The comment listing mode operates exactly like
the help mode (described above). All of the ninety-
eight standard comments are shown, four per screen,
along with the two special action codes (0 and 99).

LIST COMMENTS:
<F2> = next screen
<F3> = prev screen
<ENTER> = quit

Due to the limits of screen size, the comments are
truncated to sixteen characters in length, so that
the number of each comment may be shown on the left side

of the screen.

"Enter Remark" and "Enter Service Memo" Screens:
The "R" and "M" commands allow you to add
comments from the standard comment list to an
account, as well as erase existing comments. The
main difference between remarks and service memos

Enter, change, or
delete a comment
for this account.
Comment code?

is that remarks are made a permanent part of the
account's record when they are uploaded, whereas
service memos appear on the upload reports and are

then discarded. Both are drawn from the same list
of standard comments in the unit's memory files.

To exit from either of these screens without
making changes to the account, just press the ENTER

Enter, change, or
delete service memo
for this account.
Service code?

key. Note that using the "R" or "M" commands will
set the display mode of line two in the "Meter

Reading" screen, even if no changes were made to the account.

"Query Page" Screens:

The "Q" command calls up the query pages. The
first query page is displayed for ten seconds, or
until you press the ENTER key. The second page is
then displayed, also for ten seconds or until ENTER

Unread: 222
Read: 222
Total: 222

(Touch <ENTER>)

is pressed. Control then returns to either the
"Hookup" screen or the "Meter Reading" screen.

Page one shows the current meter reading count,
while page two shows the upload count. Be sure to
note the difference between the words "unloaded"
and "uploaded" in lines one and two of the second
page. Uploaded accounts have had their data trans-

Unloaded: 222
Uploaded: 222
Total: 222
(Touch <ENTER>)

mitted to the host computer one or more times since
receiving their meter readings, whereas unloaded

accounts have NOT had their meter readings sent the the host computer yet.

"'Search' Sub-Menu" Screens:

There are ten different ways to search for an
account in the hand unit. The "S" command takes you
to the sub-menu screens that list the search modes.
Once in the "search" sub-menus, you may enter the
number of the desired search mode even if it isn't

0=Nxt bk 1l=addr
2=Name 3=Meter #
4=Acct # 5=Remark

Search target?

listed on the current sub-menu screen. For example,

you may enter an "8" (which is "find next unread
meter") while on the first search page, even though
that option will not be visible until you reach the
second page.

On the first page, if you press ENTER without

6=Rem ptr 7=Ser ptr
8=Unread 9=Sensus

Search target? _

having typed anything, the second page will be shown.
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On the second page, pressing ENTER without havingtyped anything will
return you to the "Meter Reading" screen. The ten commands possible from the
search screen are:

= Next book in the memory file.

= Find specified service address.

= Find specified customer name.

= Find specified external meter number.

Find specified account number.

= Find specified remark string.

= Find specified remark pointer.

= Find specified service code pointer.

= Find next unread meter.

= Find specified internal (Sensus/pit-probe) meter number.

O ogdaood WN P O
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"Title" Screens:

Using the "T" command will bring up the first TITLE PAGE ONE:
of the three title pages. Each page is displayed Version 04
for ten seconds, or until you press the ENTER key. Release 5.304
After the final page has been shown, control is (Touch <ENTER>)

returned to either the "Meter Reading" screen or
the "Hookup" screen.
Like the query screens, the title screens are

designed to show information on the hand unit's TITLE PAGE TWO:
operational setup. However, the query screens Unit: <<NAME>>
show data that is subject to frequent change, while User: <<<ID>>>
the title screens show information that is set by (Touch <ENTER>)

the user and then left alone.
On page one, "version" and "release" identify
which set of hand held programs are being used.

Page two shows the name of this particular unit, TITLE PAGE THREE:
(represented as <<NAME>> in the diagram) and the Date: MM/DD/YY
initials entered by you back on the "Identification" Time: HH:MM
screen. Page three gives the current date and time, (Touch <ENTER>)

according to the hand unit's internal clock.
Note that the time is kept on a 24 hour "military"
clock, which is easier for computers to work with.

"Default Direction" Screen:

Entering the "V" command at the "Meter Reading" F = Forward
screen will bring up this sub-menu. There are only B = Backward
two choices, both of which are shown. To change the Current mode = 2
default direction vector, type in the new letter and New direction?

press ENTER. To leave it unchanged, press ENTER.

When ENTER is used at the "Meter Reading" screen
to go to the "next" account, the default direction vector determines which
direction "next" is. Note that the explicit "F" and "B" keys will always take
you forward or backward through the account list, regardless of how the default
direction vector is set. This vector determines the direction of traverse only
when a direction must be assumed rather than explicitly stated.

"Sensus/pit-probe" screens:

There are several screens that you will see only Data received, now
when attempting to read the meters electronically, by searching for acct.
way of a pit-probe gun. This first screen appears Meter # = <METER>

only after the pit-probe has successfully transmitted Reading = <READING>
the meter data to the hand unit. A four-note victory
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beep will be played when this screen appears.

If the transmission was not successful, a warning
beep will sound and this second screen will appear.
There are two likely causes of an incomplete message:
A loose cable, or an attempt to electronically read
the next next meter before the previous reading has

Message incomplete!
Please try reading
the meter again.
(Touch <ENTER>)

been fully processed.

After receiving the meter reading data, parsing
it, and locating the target account, a confirmation
screen will appear. This screen normally goes by
quickly enough so that it isn't visible except by
careful observation... It is normally used only by
IMS during troubleshooting operations.

If the transmission was successful but no account
with a matching internal meter number could be found,
this "not in list" error screen will be printed.
Generally, this error will occur only when the host
computer has failed to provide the proper internal
meter number for the target account. The proper
long-range solution is to amend the host computer's
data so that the account can be located in the future.
However, until that is done, the meter readings for this account will have to
be entered by hand, without aid from the pit-probe gun.

Note that a reading entered by way of the pit-probe is treated just like
a hand-entered reading after it is in the account's data field: The customary
consumption checks for high, low, and rollover are performed. If anything
questionable is found in the data, the appropriate warning screen will be
displayed and confirmation from the user may be required before the next meter
can be read.

The account has been
found; reading entry
is in progress...

This meter is not in
the list. You must
provide the I.D.
(Touch <ENTER>)

PART TWO - THE COMMANDS:

Commands for the hand unit are entered either by pressing a single function
key or by typing in a letter and pressing the ENTER key. There are fifteen
commands which may be used with the hand unit. However, some of these commands
will bring up a sub-menu with additional options, so there are actually more
than fifteen actions possible.

"B" Move backward to last account:

This command brings up the account that lies just before of the present
account in the hand unit's internal list of accounts. If you are already at
the beginning of the internal list, this command will "wrap around" to the last
account in the list.

"D" Change the main screen display mode:

The first line of the "Meter Reading" screen can display one of four dif-
ferent pieces of data. This command brings up a list of the four items so that
you may select which one is to be displayed. To make the selection, type in
the proper number at the "New display mode?" prompt and press the ENTER key. To
leave the current display mode unchanged, just press ENTER without having typed
anything. If you type in something that is not on the list, the hand unit will
ask the question again. The valid choices are:

0 = Service address of the meter, truncated to nineteen characters.
1 = Account number of this customer.
2 = Name of this customer, truncated to nineteen characters.
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3 = Internal record number used by the unit to locate this account.

In addition to altering line one of the main screen, you may also alter
the data displayed in the meter number field on line three. After the screen
for line one is past, a second screen presents choices for the meter number
field. There are only two items to select from here. To change the current
selection, type in the new number and press ENTER. Pressing ENTER without
having type in anything will leave the current selection unchanged. As with
the first screen, entering an out-of-bounds answer will cause the hand unit to
ask the question again. The valid choices are:

0 = External meter number.
1 = Internal (Sensus/pit-probe) meter number.

Before making the selection, it is helpful to understand the differences
between these meter number types. The external meter number is the identifi-
cation number actually stamped (or otherwise indicated) on the meter case. It
is the number most often thought of and used when people say "meter number".
Every meter has an external number. By contrast, only certain types of meter
have an internal number. Internal numbers are stored electronically within the
meter, and are used by some automatic meter reading equipment (like the Sensus
pit-probe gun). It is usually not stamped or marked on the outside of the
meter. In fact, it usually cannot even be detected without special equipment.
Not all accounts will have an internal meter number.

"E" Erase the current meter reading:

Using this command will cause any meter reading you have entered for this
account to vanish. Some internal counters are changed when a meter reading is
erased. To best see these changes, examine the "Query" screen both before and
after erasing a meter reading. If the account had no meter reading, this com-
mand will have no effect.

"F" Move forward to next account:

This command brings up the account that lies just after of the present ac-
count in the hand unit's internal list of accounts. If you are already at the
very end of the internal list, this command will "wrap around" to the first
account in the list. Pressing the ENTER key without having typed anything is
the same as using the "F" command.

"H" Review the "Help" screens:

Issuing this command will bring up the first of many help screens. You may
then move sequentially forward and backward through the list of help screens,
using the function keys F2 and F3. When you have seen enough and are ready to
leave, press the ENTER key. Pressing any keys other than these three will have
no effect.

"L" Review the list of standard comments:

A list of ninety-eight predefined comments may be loaded into the hand unit
from the host computer. Two more comments are added to this list by the hand
unit itself: Comment number zero (which is actually a command to erase an
existing comment from an account), and comment number ninety-nine (also a com-
mand, allowing you to type in your own remark for the current account).

Once you have entered the "L" command, the first page of the comment list
is displayed. This page reminds you to use the F2, F3, and ENTER keys to move
through the twenty-five pages of comments that follow (four comments per page).
Pressing any keys other than these three will have no effect.

Comment numbers are shown to the left of the comments themselves. Although
actually up to nineteen characters long, only the first sixteen characters of
each comment are displayed here, to make room on the screen for the numbers.
Comments which have not been filled in by the host computer will be blank.
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"M" Add, change, or delete a service code:
This command does two things. Merely entering this command will change the
display mode used by line two of the "Meter Reading" screen from "Remark" to

"Memo". This change is automatic, even if no memo number is entered.
The second action of this command is to allow you to enter a number from
the standard comment list (at the "Service code?" prompt). This number will

then be displayed next to the letter "M" on line three of the "Meter Reading"
screen, and the comment itself will appear on line two of the screen (that is,
it will be shown there until you switch to the "Remark" display mode) .

If the account already had a service memo number, it will be replaced by
the new number. Typing in something that is not a valid comment number, or
just pressing ENTER without typing anything, will return you to the "Meter
Reading" screen without changing the account.

The main difference between remarks and service memos is in how they are
treated by the host computer: Service memos are printed on the reports, but
are not otherwise saved in any way; Remarks are made a permanent part of the
account's header record.

"O" Display account's prior-period (old) reading:

Entering this command letter selects the "Old Reading" display mode for
line two of the "Meter Reading" screen. The other two display modes for line
two display modes for line two are "Remark" and "Memo". (See the "R" and "M"
commands for more information about these modes.)

"P" Move to the previously displayed account:

This command is similar to, but not the same as, the "B" command. The "B"
command allows you to move sequentially through the list of accounts in the
order that they are stored in the hand unit. The "P" command takes you directly
back to the account that was being viewed right before the current account.

For example: while viewing account 12-5 you used a search command. The
search skipped over many intermediate accounts and took you to account 12-32
If you now use the "F" or "B" commands, they will take you to accounts 12-33 or
12-31; but if you use the "P" command, it will return you to 12-5.

"Q" Query the hand unit's internal condition counters:

The query pages display two different sets of internal counters. The first
query page shows the count of read versus unread meters. The second page shows
the count of accounts that have been uploaded versus accounts that have not yet
been uploaded. Accounts that have not yet been uploaded are referred to as
"unloaded" accounts for brevity on the hand unit's display screen.

When the meter reading of an already-uploaded account is changed (either by
erasing the current reading or by entering a new meter reading) the account is
removed from the uploaded list and restored to the unloaded list. This is to
show that another upload is needed in order to get the latest meter information
into the host computer.

"R" Add, change, or delete a remark:
This command does two things. Merely entering this command will change the
display mode used by line two of the "Meter Reading" screen from "Old Read" or

"Memo" to "Remark". This change is automatic, even if no memo number is
entered.

The second action of this command is to allow you to enter a number from
the standard comment list (at the "Remark code?" prompt). This number will

then be displayed next to the letter "R" on line three of the "Meter Reading"
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screen, and the comment itself will appear on line two of the screen (that
is,
it will be shown there until you switch to the "Memo" display mode) .

If the account already had a remark number, it will be replaced by the new
number. Typing in something that is not a valid comment number, or just pres-
sing ENTER without typing anything, will return you to the "Meter Reading"
screen without changing the account.

If the number entered was a 99, you will be asked to type in a comment.
Whatever you type in will then be displayed as the new remark for that account.
Please note: it is possible to type in as many characters as you want, but only
the first nineteen will be kept.

The main difference between remarks and service memos is in how they are
treated by the host computer: Service memos are printed on the reports, but
are not otherwise saved in any way; Remarks are made a permanent part of the
account's header record.

"S" Display the "search" sub-menu and select a target to search for:

This command has a two page sub-menu of nine different things that you may
search for. Type in the number of the item that you wish to be the target and
press ENTER. Typing in something not on the list will return you to the "Meter
Reading" screen. The nine search targets are listed on the next page:

= Look for first account in next book.

= Search for a particular service address.

= Search for a particular customer name.

= Search for a particular external meter number.

= Search for a particular account number.

= Search for a particular remark string.

= Search for a particular remark pointer.

= Search for a particular service memo pointer.

= Look for the next record without a meter reading.
= Search for a particular internal meter number.

O 00 J o Ul > W O
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If you select search options one through seven or nine, you will next be
asked to type in the search string (the information that you are trying to find
a match for). You will be reminded that "upper and lower case must fit". This
is because capital letters and little letters (called upper and lower case, in
computer language) are represented by different internal code numbers. This
means, for example, that the words "PALM", "Palm", and "palm" are all different
to the hand unit, because different code numbers are used to store them.

When entering the search string you may type in as many characters as you
like, but excess characters are always ignored. (A character is anything that
can be typed in from the keyboard. Upper and lower case letters, numbers,
punctuation symbols, and even blanks are all characters) The maximum number of
useful characters for each type of search is shown below:

Service address = 19
Customer name = 19
Meter number (external)
Meter number (internal)
Account number = 9
Remark string = 19
Remark pointer = 2
Service memo pointer = 2

When the hand unit searches for a match, it "masks off" a field that is the
same size as the search string you entered (subject to the maximum sizes listed
above). It then begins its search with the account immediately following the
current account and proceeds to the end of the list. If no match was found, it
starts the search at the beginning of the list and searches until it has come
back to the current account. If still no match was found, the "search mask" is
shifted one character to the right and the search starts over. This process

o o
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continues until a match is found, or until the search mask cannot be shifted
any further. For an example, consider the following list of addresses (note
that the last account's address has been truncated to nineteen characters):

Acct = ------ Address------

12-2.1 99 Ridgecrest Rd

12-5 101 Palmetto Court Record 12-7.5 is the current
12-7.5 110 Palmetto Court <==== account (the one being shown
12-9 1921 Palm Tree St on the "Meter Reading" screen).

12-10 77 Orange Tree Rd
12-12 Apt# 9 Grapefruit R

If you enter "Palm" as your search string, the hand unit will construct a
"search mask" that is four characters wide, and begin its search with account
12-9 (the account immediately following the current account). After it has
searched to the end of the list (account 12-12), gone back to the beginning
(account 12-2.1), and reached the current account again (12-7.5), it will shift
the search mask one character to the right and start over again. This process
will continue until it finally finds a match in step five.

A diagram of this search, as described in our example, is shown on the next
page:

Step one - search fails. Step two - search fails again.
12-2.1 99 R|idgecrest Rd 12-2.1 9|9 Ri|dgecrest Rd
12-5 101 |Palmetto Court 12-5 1{01 P|lalmetto Court
12-7.5 110 |Palmetto Court 12-7.5 1|10 P|lalmetto Court
12-9 1921| Palm Tree St 12-9 1921 |Palm Tree St
12-10 77 O|range Tree Rd 12-10 7|7 Or|ange Tree Rd
12-12 Apt#| 9 Grapefruit R 12-12 A|pt# |9 Grapefruit R
Step three - more failure. Step five - success at last.
1
12-2.1 99| Rid|gecrest Rd 12-2.1 99 R|idge|crest Rd
12-5 10|1 Pa|lmetto Court 12-5 101 |Palm|etto Court
12-7.5 11|0 Pa|lmetto Court 12-7.5 110 |Palm|etto Court
12-9 19(21 P|alm Tree St 12-9 1921| Pal|m Tree St
12-10 77| Ora|nge Tree Rd 12-10 77 O|rang|e Tree Rd
12-12 Ap|t# 9| Grapefruit R 12-12 Apt#| 9 G|rapefruit R
[ E—

In step five the hand unit searches from account 12-9 to the end of the
list, then starts over with account 12-2.1 at the beginning of the list. When
it reaches account 12-5 it has found its match.

As a second example, consider typing  —

"Palm " instead of "Palm" (note the blank 12-2.1 99 Ri|dgecr|est Rd
space). In this case, the search window 12-5 101 Plalmet|to Court
would have been five characters wide, not 12-7.5 110 Plalmet|to Court
four, and success would not have come 12-9 1921 |Palm |[Tree St
until step six, with account 12-9, as 12-10 77 Or|ange |Tree Rd
shown at right. Also remember that if 12-12 Apt# |9 Gra|pefruit R

either "PALM" or "palm" had been typed in,
the search would have failed completely.
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Search modes zero and eight ("next book" and "unread meters") operate in

a basically similar fashion, but the search string is devised by the hand unit
itself, not typed in by the user. Search mode nine also has one special con-
sideration: Since Sensus meter numbers are always eight characters long, any
search string that is not exactly eight characters long will be ignored (same
as pressing ENTER without having typed anything at all).

"T" Display the title screens:

There are three title screens, all of which show information about the hand
unit's internal conditions. These screens are most useful to check information
which is usually set once and then left alone (such as the hand unit's internal
clock) .

"V" Change the default direction of traverse:

After a reading has been successfully entered, or when just ENTER has been
pressed at the "Meter Reading" screen, the hand unit advances to display the
next account. The direction of traverse (that is, which way the hand unit
looks when "next" is specified) is under user control. This command brings up
an editing screen where the default direction vector can be changed. There are
only two options - forward or backward. To make the selection, type in the
proper letter at the "New direction?" prompt and press the ENTER key. To leave
the current vector unchanged, just press ENTER without having typed anything.
If you type in something that is not either an "F" or "B", the hand unit will
ask the question again.

F = Assume "forward" as the default direction.
B = Assume "backward" as the default direction.

"F1" Exit from the meter reading mode:
Using this key from the "Meter Reading" screen will return control to the
"Hookup" screen.

"F4" Record data on found meter:

When this function key is pressed, the hand unit prepares itself to record
information on a "new" meter that was not previously a part of the meter route.
You will be asked four questions to help identify the new meter: The service
address, the name of the customer (if known), the type of meter (water or gas),
and the meter's identification number.

After entering these four items, a normal "Meter Reading" screen will be
displayed for the new meter, so that you may enter the meter reading. After
the meter reading has been entered, the old current account will be shown again
on your screen (the "old" current account is the account that was showing when
you first pressed the F4 key).

The information for the found meter is stored at the end of the hand unit's
memory file, just beyond the last "legitimate" account. When the hand unit is
uploaded, the information for the found meters will appear on the bottom of the
control reports. Found meters are not automatically entered into the host com-
puter's memory; they must be entered by hand, based on the information in the
upload reports. This is to prevent a meter that has been "found" more than
once from creating duplicate entries in the host computer.
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INTERMET 9440 TRAKKER DOCUMENTATION
Variation2

This documentation is intended to accompany the Intermec 9440 Trakker unit and
the IMS Hand Held Meter Reading software package, version 55.

Copyright (C) 1998, By Information Management Services, Inc. All rights
reserved. Reproduction without permission is prohibited.

Part One - the Screens: A description of each
of the important screens used in the hand unit.

Part Two - the Commands: Descriptions and definitions
of each item and option found in the command set.

PART ONE - THE SCREENS:

The Intermec 9440 hand unit has a 4x20 display
window. While this is better than other units of 12345678901234567890
equal price, it means that only eighty characters 2
can be displayed at once. To further complicate 3
matters, displaying a character in the last (20th) 4

column can cause "screen wrap" just like a normal
terminal display (the character stays in the last
column, but the cursor moves to the first column of the next line down). Thus,
in some cases, we actually have only nineteen characters available if we don't
want the cursor to wrap to the next line. You will notice this limitation most
often in data fields such as customer names, addresses, and comments.

Each of the major screens, and most of the minor screens, of the hand unit
are described below. Accompanying each screen description is a list of valid
commands (if any) and actions that may be used while on that screen.

"Hookup" Screen:

This is the initial screen of the program. It Ready for cable hook
is usually the first screen to appear when the hand up, or use F1l key to
unit is turned on. When this screen is visible, the enter meter readings

hand unit is ready to be hooked to the computer for
uploading and downloading of account data. Valid
commands from this screen are:

Fl = Enter the "meter reading" mode.
= Begin displaying the "help" screens.
List the 98 standard comments currently in the hand unit's memory.
Display "query" screen showing the hand unit's internal status.
Display the "title" screen.

H
L
0
T
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"Reminder" Screen:

From several places within the program, if you Not understood. Use
type in something that is not recognized as a com- 'H' to consult with
mand, this screen will appear. It's purpose is to the help screens.
remind you of the "Help" screens, and show you how (Touch <ENTER>)

to gain access to them. Like most of the minor
screens in the hand unit, this one will vanish
after only ten seconds, or when the ENTER key is pressed.

"No Data" Screen:

When the hand unit is first delivered, or right Can't walk route yet
after a new program has been loaded into it, there as no accounts have
are no accounts in it's memory files. If you try been loaded.
to enter the meter reading mode (by pressing the F1 (Touch <ENTER>)
key from the "Hookup" screen) this error screen

will appear. It will remain for ten seconds, or
until you press the ENTER key. When it vanishes, the program returns control
to the "Hookup" screen.

"Identification" Screen:
Before entering the meter reading mode, you

must identify yourself to the hand unit. This is Please enter your
NOT a password. Any combination of letters, num- personal identifi-
bers, and punctuation will be accepted. If you cation code:

enter too many characters, only the first eight

will be remembered by the unit. The purpose of this question is only to help
provide a record of who used the hand unit last.

If you wait twenty seconds without pressing ENTER, the hand unit will assume
that you have forgotten about it, and it will return to the "Hookup" screen.
Likewise, it will return to the "Hookup" screen if you press ENTER without
having typed anything.

"Meter Reading" Screen:

This is the most complex and often-used of all <<<<< LINE ONE >>>>>
the screens in the hand unit. 1It's general format <<<<L< LINE TWO >>>>>
is as follows: X:<NUMBER> PT1 PT2

(READING) : _

Line One - This line will display either the

service address, account number, customer name, or

the hand unit's internal record number pointer for this account. The current
setting of the display mode (see the "D" command, described below) controls
which of these four items is shown here. When the address or customer name is
on display, remember that only the first nineteen characters are used by the
hand unit.

Line two - Displays either the remark or the service memo for this account.
To determine which of these two items is currently being shown, look at the
"pointer" labels shown on line three. To switch between remarks and service
memos, use the "R" and "M" commands, described below.

Line three - This line has three different pieces of information: The meter
number, the "remark" pointer, and the "memo" pointer. The meter number (rep-
resented as <NUMBER> in the diagram above) is shown on the lefthand side of the
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line. The remark and memo pointers (represented as PT1 and PT2 on the diagram)
occupy the right side of the line.

There are two possible meter numbers that may be displayed: The external
meter identification number (the one that is normally printed on the meter

casing) and the internal (Sensus/pit-probe) meter number. The internal meter
number normally can be read from a meter only by use of the pit-probe meter
reading gun. If the normal meter number is being displayed, it will be pre-
fixed with a "M:". If the prefix is "S:", then it is the Sensus/pit-probe
meter number that is on display.

The remark pointer appears as the letter "R" followed by either blanks or a
one- or two- digit number. If the "R" is an upper case letter (capital R) then
the current remark is being displayed on line two. If its a lower case letter
(little r) then line two is showing the current service memo in place of the
remark. If you have changed the remark for this account (see the "R" command,
described later) the number you entered will be displayed immediately behind
the "R". Otherwise, the "R" will be followed by blanks.

The service memo pointer (PT2 on the diagram above) appears and behaves
almost exactly like the remark pointer, except that it uses the letters "M" and
"m" in place of "R" and "r". The "M" command (described later) is used to con-
trol the service memo.

Line four - The first letter on this line tells what kind of meter is being
read: W=water, and G=gas. If you have already entered a meter reading for this
account, it will be displayed next, bracketed by parenthesis. If no reading
has yet been entered, the word " (none)" will be displayed. At this point you
may enter a meter reading (of up to eight digits) or one of the following
command letters. Entering an unrecognized command has no effect. You may also
activate the pit-probe's automatic meter reading process.

This screen's command list has fifteen options, as shown on the next page:

]
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= Exit the meter reading mode, and go back to the "Hookup" screen.
Enter the data for a "found" meter.

= Move back to the previous account.

= Switch the display mode for line one.

= Erase the current meter reading (no effect if no reading).

= Move forward to the next account (same as "ENTER", below).

= Begin displaying the "help" screens.

= List the 98 standard comments currently in the hand unit's memory.
= Add, change, or delete a service memo.

= Move to the previously displayed account.

= Display "query" screen showing the hand unit's internal status.
= Add, change, or delete a remark (comment).

= Display the "search" mode sub-menu.

= Display the "title" screen.

= Change default direction of traverse.

ENTER = Move forward to the next account (same as "F", above).

L2l
N
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"Rollover" Screen:

When you enter a meter reading, it is checked New reading is lower
against the last-known meter reading. If the new than old reading. Do
reading is less than the old reading, a series of you want to re-enter
warning beeps will sound and this screen will be it? (Y/N)
brought up. If you answer "Y", control will be

passed back to the "Meter Reading" screen, where
the current account will be redisplayed. If you answer "N", the hand unit will
assume that a meter rollover or changeout has taken place. The reading will be
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recorded for the current account without further questioning,
will move on to the next account. The default answer is

"High Reading" and "Low Reading" Screens:

If the new reading is not a rollover, it will
be checked against a set of expected high and low
readings, which were downloaded from the host along
with the rest of the account data. If it is out-
side this range, a series of warning beeps will

e

Unusually low use.
Do you want to re-
enter the reading?
(Y/N)

and the hand unit

sound, and the appropriate one of these two screens
will be displayed.

In both cases, answering with "Y" will cause
the current account to be redisplayed (so that a

Unusually high use.

new meter reading may be entered). Answering with Do you want to re-
"N" will allow the meter reading to be accepted enter the reading?
and recorded; the hand unit will then move on to (Y/N)

the next account. The default answer is "N".

"Display Mode" Screens:
Entering the "D" command at the "Meter Reading" 0 = Addr 1 = Acct
screen will bring up this two-page sub-menu. The 2 = Name 3 = Rect#
first page is concerned with what will be displayed Current mode = 2
on line one of the "Meter Reading" screen. All of New display mode?
the choices, along with the current mode, are shown.
To change the display mode, type in the new number
and press ENTER. To leave it unchanged, just press
ENTER without typing anything. Typing in something 0 = Meter Number
other than a recognized mode will have no effect. 1 = Sensus I.D.
0 = Service address mode. Current mode = 2
1 = Book/account number mode. New display mode?
2 = Customer name mode.
3 = Internal record number.

The second page, which will appear after the query on the first page has
been satisfied, dictates what will be displayed in the meter number field of
the "Meter Reading" screen. All the choices and the current mode are shown.

To change the display mode for this field, type in the new value and press
ENTER. To leave it unchanged, just press ENTER.

The external meter identification number is the one that's normally printed
on the meter casing. Only some meters, specially designed to be electronically
read with the pit-probe, will have in internal meter number. Furthermore, the
internal meter number normally can be read from a meter ONLY by use of the pit-
probe meter reading gun.

0 = External meter number.
1 = Internal (Sensus/pit-probe) meter number.

"Help" Screens:

There are twenty help screens. You may gain access to the first "Help"
screen by entering "H" from either the "Meter Reading" or "Hookup" screens.
Once in, the first help screen shows how to move around between the other help
screens, and how to get out of the help mode when you are finished. Pressing
any keys other than the F1, F2, or ENTER keys will have no effect while in the
help mode. Because of the limited screen size, some of the explanations run
across more than one screen. To be sure that you've seen all there is to see
on a topic, check the next screen (using the F2 key) for a continuation of the
explanation. All eighteen help screens are reproduced below.



F2 = Move to the next "help"
Move to the previous "help" screen.

F3
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screen.

ENTER = Leave help mode and return to "Meter Reading" or "Hookup" screen.

IN HELP SCREENS:

<ENTER> = quit

<F2> = next screen
<F3> = prev screen

D = Display mode:

(While walking route
only) Allows user to
determine what data

P = Previous acct:
While walking route.
Show prev acct, wea-
ther fwd or back.

F1 = Enter/exit mode
for walking route:
From main screen use
this to begin walk-

will be shown on top
line of acct screen.
Choices are address,
acct, name, & rec.

Q = Query: Display
count of read/unread
meters and number of
previous uploads.

ing the route. If
already walking the
route, this returns
to the main screen.

Also choose type of
meter to be shown in
line three: Internal
or external.

R= Remark: While on
route only. Enter a
comment for the cur-
rent record.

Will wrap around.

B = Backward: (While
walking route only)
Show last account.

H = Help screens:
List & describe the
commands needed to
use this unit.

S = Search: (While
walking route) This
menu allows user to
select a 'topic' to

reading.

E = Erase: (While
walking route only)
Erase current meter

L = List comments:
Comments shown page
by page, as with the
help screens.

search the account
list for. Searching
takes time, and can-
not be interrupted.

Will wrap around.

F = Forward: (While
walking route only)
Show next account.

M = Memo: (While on
route only) Enter a
service memo for the
current record.

T = Title screens: 3
pages of title data
are shown, then the
program resumes.

"List Comments" Screen:

V = Movement vector:
Choose default dir-
ection of movement
through accounts.

F4 = Enter data on a
found meter: After
data is entered, the
route is resumed.

The comment listing mode operates exactly like

the help mode (described above).

All of the ninety-

eight standard comments are shown, four per screen,
along with the two special action codes (0 and 99).
Due to the limits of screen size, the comments are
truncated to sixteen characters in length, so that

the number of each comment may be shown on the left side

"Enter Remark" and "Enter Service Memo" Screens:
The "R" and "M" commands allow you to add
comments from the standard comment list to an
account, as well as erase existing comments. The
main difference between remarks and service memos
is that remarks are made a permanent part of the
account's record when they are uploaded, whereas

LIST COMMENTS:
<F2> = next screen
<F3> = prev screen
<ENTER> = quit

of the screen.

Enter, change, or
delete a comment
for this account.
Comment code? _
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service memos appear on the upload reports and are
then discarded. Both are drawn from the same list
of standard comments in the unit's memory files.

To exit from either of these screens without
making changes to the account, just press the ENTER
key. Note that using the "R" or "M" commands will
set the display mode of line two in the "Meter
Reading" screen,

"Query Page" Screens:

The "Q" command calls up the query pages. The
first query page is displayed for ten seconds, or
until you press the ENTER key. The second page is
then displayed, also for ten seconds or until ENTER
is pressed. Control then returns to either the
"Hookup" screen or the "Meter Reading" screen.

Page one shows the current meter reading count,
while page two shows the upload count. Be sure to
note the difference between the words "unloaded"
and "uploaded" in lines one and two of the second
page. Uploaded accounts have had their data trans-
mitted to the host computer one or more times since
receiving their meter readings, whereas unloaded

Enter, change, or
delete service memo
for this account.
Service code? _

even if no changes were made to the account.

Unread: 222
Read: 222
Total: 222

(Touch <ENTER>)

Unloaded: 222
Uploaded: 222
Total: 222
(Touch <ENTER>)

accounts have NOT had their meter readings sent the the host computer yet.

"'Search' Sub-Menu" Screens:

There are ten different ways to search for an
account in the hand unit. The "S" command takes you
to the sub-menu screens that list the search modes.
Once in the "search" sub-menus, you may enter the
number of the desired search mode even if it isn't
listed on the current sub-menu screen. For example,
you may enter an "8" (which is "find next unread
meter") while on the first search page, even though
that option will not be visible until you reach the
second page.

On the first page, if you press ENTER without
having typed anything, the second page will be shown.
On the second page, pressing ENTER without having

0=Nxt bk 1l=addr
2=Name 3=Meter #
4=Acct # 5=Remark

Search target?

6=Rem ptr 7=Ser ptr
8=Unread 9=Sensus

Search target? _

typed anything will return you to the "Meter Reading" screen.

The ten
Next
1 = Find
= Find
= Find
= Find
Find
= Find
= Find
= Find
= Find

book in the memory file.
specified service address.
specified customer name.
specified external meter number.
specified account number.
specified remark string.
specified remark pointer.
specified service code pointer.
next unread meter.

specified internal (Sensus/pit-probe)

commands possible from the search screen are:

meter number.



225

"Title" Screens:

Using the "T" command will bring up the first
of the three title pages. Each page is displayed
for ten seconds, or until you press the ENTER key.
After the final page has been shown, control is
returned to either the "Meter Reading" screen or

the "Hookup" screen.

Like the query screens, the title screens are
designed to show information on the hand unit's
operational setup. However, the query screens
show data that is subject to frequent change, while
the title screens show information that is set by
the user and then left alone.

On page one, "version" and "release" identify
which set of hand held programs are being used.

Page two shows the name of this particular unit,
(represented as <<NAME>> in the diagram) and the
initials entered by you back on the "Identification"
screen. Page three gives the current date and time,
according to the hand unit's internal clock.

Note that the time is kept on a 24 hour "military"
clock, which is easier for computers to work with.

"Default Direction" Screen:

Entering the "V" command at the "Meter Reading"
screen will bring up this sub-menu. There are only
two choices, both of which are shown. To change the
default direction vector, type in the new letter and
press ENTER. To leave it unchanged, press ENTER.

When ENTER is used at the "Meter Reading" screen

TITLE PAGE ONE:
Version 04
Release 5.304
(Touch <ENTER>)

TITLE PAGE TWO:
Unit: <<NAME>>
User: <<LID>>>
(Touch <ENTER>)

TITLE PAGE THREE:
Date: MM/DD/YY
Time: HH:MM
(Touch <ENTER>)

F = Forward
B = Backward
Current mode = 2
New direction?

to go to the "next" account, the default direction vector determines which

direction "next" is.

Note that the explicit "F" and "B" keys will always take

you forward or backward through the account list, regardless of how the default

direction vector is set.

This vector determines the direction of traverse only

when a direction must be assumed rather than explicitly stated.

"Sensus/pit-probe" screens:

There are several screens that you will see only
when attempting to read the meters electronically, by
way of a pit-probe gun. This first screen appears
only after the pit-probe has successfully transmitted
the meter data to the hand unit. A four-note victory
beep will be played when this screen appears.

If the transmission was not successful, a warning
beep will sound and this second screen will appear.
There are two likely causes of an incomplete message:
A loose cable, or an attempt to electronically read
the next next meter before the previous reading has
been fully processed.

After receiving the meter reading data, parsing
it, and locating the target account, a confirmation
screen will appear. This screen normally goes by
quickly enough so that it isn't visible except by
careful observation... It is normally used only by
IMS during troubleshooting operations.

If the transmission was successful but no account

Data received, now
searching for acct.
Meter # = <METER>

Reading = <READING>

Message incomplete!
Please try reading
the meter again.
(Touch <ENTER>)

The account has been
found; reading entry
is in progress...




226

with a matching internal meter number could be found,

this "not in list" error screen will be printed. This meter is not in
Generally, this error will occur only when the host the list. You must
computer has failed to provide the proper internal provide the I.D.
meter number for the target account. The proper (Touch <ENTER>)
long-range solution is to amend the host computer's

data so that the account can be located in the future.
However, until that is done, the meter readings for this account will have to

be entered by hand, without aid from the pit-probe gun.

Note that a reading entered by way of the pit-probe is treated just like
a hand-entered reading after it is in the account's data field: The customary
consumption checks for high, low, and rollover are performed. If anything
questionable is found in the data, the appropriate warning screen will be
displayed and confirmation from the user may be required before the next meter
can be read.

PART TWO - THE COMMANDS:

Commands for the hand unit are entered either by pressing a single function
key or by typing in a letter and pressing the ENTER key. There are fifteen
commands which may be used with the hand unit. However, some of these commands
will bring up a sub-menu with additional options, so there are actually more
than fifteen actions possible.

"B" Move backward to last account:

This command brings up the account that lies just before of the present
account in the hand unit's internal list of accounts. If you are already at
the beginning of the internal list, this command will "wrap around” to the last
account in the list.

"D" Change the main screen display mode:

The first line of the "Meter Reading" screen can display one of four dif-
ferent pieces of data. This command brings up a list of the four items so that
you may select which one is to be displayed. To make the selection, type in
the proper number at the "New display mode?" prompt and press the ENTER key. To
leave the current display mode unchanged, just press ENTER without having typed
anything. If you type in something that is not on the list, the hand unit will
ask the question again. The valid choices are:

0 = Service address of the meter, truncated to nineteen characters.
1 = Account number of this customer.

2 = Name of this customer, truncated to nineteen characters.

3 = Internal record number used by the unit to locate this account.

In addition to altering line one of the main screen, you may also alter
the data displayed in the meter number field on line three. After the screen
for line one is past, a second screen presents choices for the meter number
field. There are only two items to select from here. To change the current
selection, type in the new number and press ENTER. Pressing ENTER without
having type in anything will leave the current selection unchanged. As with
the first screen, entering an out-of-bounds answer will cause the hand unit to
ask the question again. The valid choices are:

0 = External meter number.
1 = Internal (Sensus/pit-probe) meter number.

Before making the selection, it is helpful to understand the differences
between these meter number types. The external meter number is the identifi-
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cation number actually stamped (or otherwise indicated) on the meter case. It
is the number most often thought of and used when people say "meter number".
Every meter has an external number. By contrast, only certain types of meter
have an internal number. Internal numbers are stored electronically within the
meter, and are used by some automatic meter reading equipment (like the Sensus
pit-probe gun). It is usually not stamped or marked on the outside of the
meter. In fact, it usually cannot even be detected without special equipment.
Not all accounts will have an internal meter number.

"E" Erase the current meter reading:

Using this command will cause any meter reading you have entered for this
account to vanish. Some internal counters are changed when a meter reading is
erased. To best see these changes, examine the "Query" screen both before and
after erasing a meter reading. If the account had no meter reading, this com-
mand will have no effect.

"F" Move forward to next account:

This command brings up the account that lies just after of the present ac-
count in the hand unit's internal list of accounts. If you are already at the
very end of the internal list, this command will "wrap around" to the first
account in the list. Pressing the ENTER key without having typed anything is
the same as using the "F" command.

"H" Review the "Help" screens:

Issuing this command will bring up the first of many help screens. You may
then move sequentially forward and backward through the list of help screens,
using the function keys F2 and F3. When you have seen enough and are ready to
leave, press the ENTER key. Pressing any keys other than these three will have
no effect.

"L" Review the list of standard comments:

A list of ninety-eight predefined comments may be loaded into the hand unit
from the host computer. Two more comments are added to this list by the hand
unit itself: Comment number zero (which is actually a command to erase an
existing comment from an account), and comment number ninety-nine (also a com-
mand, allowing you to type in your own remark for the current account).

Once you have entered the "L" command, the first page of the comment list
is displayed. This page reminds you to use the F2, F3, and ENTER keys to move
through the twenty-five pages of comments that follow (four comments per page).
Pressing any keys other than these three will have no effect.

Comment numbers are shown to the left of the comments themselves. Although
actually up to nineteen characters long, only the first sixteen characters of
each comment are displayed here, to make room on the screen for the numbers.
Comments which have not been filled in by the host computer will be blank.

"M" Add, change, or delete a service code:
This command does two things. Merely entering this command will change the
display mode used by line two of the "Meter Reading" screen from "Remark" to

"Memo". This change is automatic, even if no memo number is entered.
The second action of this command is to allow you to enter a number from
the standard comment list (at the "Service code?" prompt). This number will

then be displayed next to the letter "M" on line three of the "Meter Reading"
screen, and the comment itself will appear on line two of the screen (that is,
it will be shown there until you switch to the "Remark" display mode).
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If the account already had a service memo number, it will be replaced by
the new number. Typing in something that is not a valid comment number, or
just pressing ENTER without typing anything, will return you to the "Meter
Reading" screen without changing the account.

The main difference between remarks and service memos is in how they are
treated by the host computer: Service memos are printed on the reports, but
are not otherwise saved in any way; Remarks are made a permanent part of the
account's header record.

"P" Move to the previously displayed account:

This command is similar to, but not the same as, the "B" command. The "B"
command allows you to move sequentially through the list of accounts in the
order that they are stored in the hand unit. The "P" command takes you directly
back to the account that was being viewed right before the current account.

For example: while viewing account 12-5 you used a search command. The
search skipped over many intermediate accounts and took you to account 12-32
If you now use the "F" or "B" commands, they will take you to accounts 12-33 or
12-31; but if you use the "P" command, it will return you to 12-5.

"Q" Query the hand unit's internal condition counters:

The query pages display two different sets of internal counters. The first
query page shows the count of read versus unread meters. The second page shows
the count of accounts that have been uploaded versus accounts that have not yet
been uploaded. Accounts that have not yet been uploaded are referred to as
"unloaded" accounts for brevity on the hand unit's display screen.

When the meter reading of an already-uploaded account is changed (either by
erasing the current reading or by entering a new meter reading) the account is
removed from the uploaded list and restored to the unloaded list. This is to
show that another upload is needed in order to get the latest meter information
into the host computer.

"R" Add, change, or delete a remark:
This command does two things. Merely entering this command will change the
display mode used by line two of the "Meter Reading" screen from "Memo" to

"Remark". This change is automatic, even if no memo number is entered.
The second action of this command is to allow you to enter a number from
the standard comment list (at the "Remark code?" prompt). This number will

then be displayed next to the letter "R" on line three of the "Meter Reading"
screen, and the comment itself will appear on line two of the screen (that is,
it will be shown there until you switch to the "Memo" display mode) .

If the account already had a remark number, it will be replaced by the new
number. Typing in something that is not a valid comment number, or just pres-
sing ENTER without typing anything, will return you to the "Meter Reading"
screen without changing the account.

If the number entered was a 99, you will be asked to type in a comment.
Whatever you type in will then be displayed as the new remark for that account.
Please note: it is possible to type in as many characters as you want, but only
the first nineteen will be kept.

The main difference between remarks and service memos is in how they are
treated by the host computer: Service memos are printed on the reports, but
are not otherwise saved in any way; Remarks are made a permanent part of the
account's header record.
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"S" Display the "search" sub-menu and select a target to search for:

This command has a two page sub-menu of nine different things that you may
search for. Type in the number of the item that you wish to be the target and
press ENTER. Typing in something not on the list will return you to the "Meter
Reading" screen. The nine search targets are:
= Look for first account in next book.
= Search for a particular service address.
= Search for a particular customer name.
= Search for a particular external meter number.

Search for a particular account number.
= Search for a particular remark string.
= Search for a particular remark pointer.
= Search for a particular service memo pointer.
= Look for the next record without a meter reading.
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9 = Search for a particular internal meter number.

If you select search options one through seven or nine, you will next be
asked to type in the search string (the information that you are trying to find
a match for). You will be reminded that "upper and lower case must fit". This
is because capital letters and little letters (called upper and lower case, in
computer language) are represented by different internal code numbers. This
means, for example, that the words "PALM", "Palm", and "palm" are all different
to the hand unit, because different code numbers are used to store them.

When entering the search string you may type in as many characters as you
like, but excess characters are always ignored. (A character is anything that
can be typed in from the keyboard. Upper and lower case letters, numbers,
punctuation symbols, and even blanks are all characters) The maximum number of
useful characters for each type of search is shown below:

Service address = 19
Customer name = 19

Meter number (external)
Meter number (internal)
Account number = 9
Remark string = 19
Remark pointer = 2
Service memo pointer = 2

When the hand unit searches for a match, it "masks off" a field that is the
same size as the search string you entered (subject to the maximum sizes listed
above). It then begins its search with the account immediately following the
current account and proceeds to the end of the list. TIf no match was found, it
starts the search at the beginning of the list and searches until it has come
back to the current account. If still no match was found, the "search mask" is
shifted one character to the right and the search starts over. This process
continues until a match is found, or until the search mask cannot be shifted
any further. For an example, consider the following list of addresses (note
that the last account's address has been truncated to nineteen characters):

o
oo o

Acct = ------ Address------

12-2.1 99 Ridgecrest Rd

12-5 101 Palmetto Court Record 12-7.5 is the current
12-7.5 110 Palmetto Court <==== account (the one being shown
12-9 1921 Palm Tree St on the "Meter Reading" screen).

12-10 77 Orange Tree Rd
12-12 Apt# 9 Grapefruit R

If you enter "Palm" as your search string, the hand unit will construct a
"search mask" that is four characters wide, and begin its search with account
12-9 (the account immediately following the current account). After it has
searched to the end of the list (account 12-12), gone back to the beginning
(account 12-2.1), and reached the current account again (12-7.5), it will shift
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the search mask one character to the right and start over again. This process
will continue until it finally finds a match in step five.

Step one - search fails. Step two - search fails again.
12-2.1 99 R|idgecrest Rd 12-2.1 9|9 Ri|dgecrest Rd
12-5 101 |Palmetto Court 12-5 1{01 P|lalmetto Court
12-7.5 110 |Palmetto Court 12-7.5 1|10 P|lalmetto Court
12-9 1921| Palm Tree St 12-9 1921 |Palm Tree St
12-10 77 O|range Tree Rd 12-10 7|7 Or|ange Tree Rd
12-12 Apt#| 9 Grapefruit R 12-12 A|pt# |9 Grapefruit R
Step three - more failure. Step five - success at last.
1
12-2.1 99| Rid|gecrest Rd 12-2.1 99 R|idge|crest Rd
12-5 10|1 Pa|lmetto Court 12-5 101 |Palm|etto Court
12-7.5 11|0 Pa|lmetto Court 12-7.5 110 [Palm|etto Court
12-9 19(21 P|alm Tree St 12-9 1921| Pal|m Tree St
12-10 77| Ora|nge Tree Rd 12-10 77 O|rang|e Tree Rd
12-12 Ap|t# 9| Grapefruit R 12-12 Apt#| 9 G|rapefruit R
[ E—

In step five the hand unit searches from account 12-9 to the end of the

list, then starts over with account 12-2.1 at the beginning of the list. When
it reaches account 12-5 it has found its match.

As a second example, consider typing /]
"Palm " instead of "Palm" (note the blank 12-2.1 99 Ri|dgecr|est Rd
space). In this case, the search window 12-5 101 Plalmet|to Court
would have been five characters wide, not 12-7.5 110 Plalmet|to Court
four, and success would not have come 12-9 1921 |Palm |[Tree St
until step six, with account 12-9, as 12-10 77 Or|ange |[Tree Rd
shown at right. Also remember that if 12-12 Apt# |9 Gra|pefruit R

either "PALM" or "palm" had been typed in,
the search would have failed completely.
Search modes zero and eight ("next book" and "unread meters") operate in
a basically similar fashion, but the search string is devised by the hand unit
itself, not typed in by the user. Search mode nine also has one special con-
sideration: Since Sensus meter numbers are always eight characters long, any
search string that is not exactly eight characters long will be ignored (same
as pressing ENTER without having typed anything at all).

"T" Display the title screens:

There are three title screens, all of which show information about the hand
unit's internal conditions. These screens are most useful to check information
which is usually set once and then left alone (such as the hand unit's internal
clock) .

"V" Change the default direction of traverse:

After a reading has been successfully entered, or when just ENTER has been
pressed at the "Meter Reading" screen, the hand unit advances to display the
next account. The direction of traverse (that is, which way the hand unit
looks when "next" is specified) is under user control. This command brings up
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an editing screen where the default direction vector can be changed. There are
only two options - forward or backward. To make the selection, type in the
proper letter at the "New direction?" prompt and press the ENTER key. To leave
the current vector unchanged, just press ENTER without having typed anything.
If you type in something that is not either an "F" or "B", the hand unit will
ask the question again.

F = Assume "forward" as the default direction.

B = Assume "backward" as the default direction.

"F1" Exit from the meter reading mode:
Using this key from the "Meter Reading" screen will return control to the
"Hookup" screen.

"F4" Record data on found meter:

When this function key is pressed, the hand unit prepares itself to record
information on a "new" meter that was not previously a part of the meter route.
You will be asked four questions to help identify the new meter: The service
address, the name of the customer (if known), the type of meter (water or gas),
and the meter's identification number.

After entering these four items, a normal "Meter Reading" screen will be
displayed for the new meter, so that you may enter the meter reading. After
the meter reading has been entered, the old current account will be shown again
on your screen (the "old" current account is the account that was showing when
you first pressed the F4 key).

The information for the found meter is stored at the end of the hand unit's
memory file, just beyond the last "legitimate" account. When the hand unit is
uploaded, the information for the found meters will appear on the bottom of the
control reports. Found meters are not automatically entered into the host com-
puter's memory; they must be entered by hand, based on the information in the
upload reports. This is to prevent a meter that has been "found" more than
once from creating duplicate entries in the host computer.
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INTERMET 9440 TRAKKER DOCUMENTATION
Variation 3

This documentation is intended to accompany the Intermec 9440 Trakker unit and
the IMS Hand Held Meter Reading software package, version 4.

Copyright (C) 1998, By Information Management Services, Inc. All rights
reserved. Reproduction without permission is prohibited.

Part One - the Screens: A description of each
of the important screens used in the hand unit.

Part Two - the Commands: Descriptions and definitions
of each item and option found in the command set.

PART ONE - THE SCREENS:

The Intermec 9440 hand unit has a 4x20 display
window. While this is better than other units of 12345678901234567890
equal price, it means that only eighty characters 2
can be displayed at once. To further complicate 3
matters, displaying a character in the last (20th) 4
column can cause "screen wrap" just like a normal

terminal display (the character stays in the last
column, but the cursor moves to the first column of the next line down). Thus,
in some cases, we actually have only nineteen characters available if we don't
want the cursor to wrap to the next line. You will notice this limitation most
often in data fields such as customer names, addresses, and comments.

Each of the major screens, and most of the minor screens, of the hand unit
are described below. Accompanying each screen description is a list of wvalid
commands (if any) and actions that may be used while on that screen.

"Hookup" Screen:

This is the initial screen of the program. It Ready for cable hook
is usually the first screen to appear when the hand up, or use Fl key to
unit is turned on. When this screen is visible, the enter meter readings

hand unit is ready to be hooked to the computer for
uploading and downloading of account data. Valid
commands from this screen are:

F1 = Enter the "meter reading” mode.
Begin displaying the "help" screens.
= List the 98 standard comments currently in the hand unit's memory.
Display "query" screen showing the hand unit's internal status.
Display the "title" screen.

(=1 O s}
I
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"Reminder" Screen:

From several places within the program, if you Not understood. Use
type in something that is not recognized as a com- 'H' to consult with
mand, this screen will appear. It's purpose is to the help screens.
remind you of the "Help" screens, and show you how (Touch <ENTER>)
to gain access to them. Like most of the minor

screens in the hand unit, this one will vanish
after only ten seconds, or when the ENTER key is pressed.

"No Data" Screen:

When the hand unit is first delivered, or right Can't walk route yet
after a new program has been loaded into it, there as no accounts have
are no accounts in it's memory files. If you try been loaded.
to enter the meter reading mode (by pressing the F1 (Touch <ENTER>)

key from the "Hookup" screen) this error screen
will appear. It will remain for ten seconds, or
until you press the ENTER key. When it vanishes, the program returns control
to the "Hookup" screen.

"Identification" Screen:
Before entering the meter reading mode, you

must identify yourself to the hand unit. This is Please enter your
NOT a password. Any combination of letters, num- personal identifi-
bers, and punctuation will be accepted. If you cation code:

enter too many characters, only the first eight
will be remembered by the unit. The purpose of this question is only to help
provide a record of who used the hand unit last.

If you wait twenty seconds without pressing ENTER, the hand unit will assume
that you have forgotten about it, and it will return to the "Hookup" screen.
Likewise, it will return to the "Hookup" screen if you press ENTER without
having typed anything.

"Meter Reading" Screen:

This is the most complex and often-used of all <<<L<L< LINE ONE >>>>>
the screens in the hand unit. It's general format <<<<L< LINE TWO >>>>>
is as follows: <NUMBER> PT1 PT2

(READING) :

Line One - This line will display either the
service address, account number, customer name, or
the hand unit's internal record number pointer for this account. The current
setting of the display mode (see the "D" command, described below) controls
which of these four items is shown here. When the address or customer name is
on display, remember that only the first nineteen characters are used by the
hand unit.

Line two - Displays either the remark or the service memo for this account.
To determine which of these two items is currently being shown, look at the
"pointer" labels shown on line three. To switch between remarks and service
memos, use the "R" and "M" commands, described below.

Line three - This line has three different pieces of information: The meter
number, the "remark" pointer, and the "memo" pointer. The meter number (rep-
resented as <NUMBER> in the diagram above) is shown on the lefthand side of the
line. The remark and memo pointers (represented as PT1 and PT2 on the diagram)
occupy the right side of the line.
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The remark pointer appears as the letter "R" followed by either blanks or a
one- or two- digit number. If the "R" is an upper case letter (capital R) then

the current remark is being displayed on line two. If its a lower case letter
(little r) then line two is showing the current service memo in place of the
remark. If you have changed the remark for this account (see the "R" command,
described later) the number you entered will be displayed immediately behind
the "R". Otherwise, the "R" will be followed by blanks.

The service memo pointer (PT2 on the diagram above) appears and behaves
almost exactly like the remark pointer, except that it uses the letters "M" and
"m" in place of "R" and "r". The "M" command (described later) is used to con-
trol the service memo.

Line four - The first letter on this line tells what kind of meter is being
read: W=water, and G=gas. If you have already entered a meter reading for this
account, it will be displayed next, bracketed by parenthesis. If no reading
has yet been entered, the word " (none)" will be displayed. At this point you
may enter a meter reading (of up to eight digits) or one of the following
command letters. Entering an unrecognized command has no effect.

This screen's command list has fifteen entries, as shown on the next page:

F1 = Exit the meter reading mode, and go back to the "Hookup" screen.
F4 = Enter the data for a "found" meter.

ENTER = Move forward to the next account (same as "F", below).

= Move back to the previous account.

= Switch the display mode for line one.

= Erase the current meter reading (no effect if no reading).

= Move forward to the next account (same as "ENTER", above).

= Begin displaying the "help" screens.

= List the 98 standard comments currently in the hand unit's memory.

= Add, change, or delete a service memo.

= Move to the previously displayed account.

= Display "query" screen showing the hand unit's internal status.

= Add, change, or delete a remark (comment).

= Display the "search" mode sub-menu.

= Display the "title" screen.

Hn WO W EmEow
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"Rollover" Screen:

When you enter a meter reading, it is checked New reading is lower
against the last-known meter reading. If the new than old reading. Do
reading is less than the old reading, a series of you want to re-enter
warning beeps will sound and this screen will be it? (Y/N)
brought up. If you answer "Y", control will be

passed back to the "Meter Reading" screen, where

the current account will be redisplayed. If you answer "N", the hand unit will
assume that a meter rollover or changeout has taken place. The reading will be
recorded for the current account without further questioning, and the hand unit
will move on to the next account. The default answer is "N".

"High Reading" and "Low Reading" Screens:

If the new reading is not a rollover, it will Unusually low use.
be checked against a set of expected high and low Do you want to re-
readings, which were downloaded from the host along enter the reading?
with the rest of the account data. If it is out- (Y/N)
side this range, a series of warning beeps will
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sound, and the appropriate one of these two screens
will be displayed.

the
new
nym
and
the

In both cases, answering with "Y" will cause
current account to be redisplayed (so that a
meter reading may be entered). Answering with
will allow the meter reading to be accepted
recorded; the hand unit will then move on to
next account. The default answer is "N".

"Display Mode" Screen:

screen will bring up this sub-menu.

Entering the "D" command at the "Meter Reading"
All of the

choices, along with the currently active mode, are

displayed.

new

To change the display mode, type in the

number and press ENTER. To leave the current

mode unchanged, just press ENTER without typing

anything.

= Service address mode.

= Customer name mode.

= Book/account number mode.

= Internal record number mode.

=W N

"Help" Screens:
There are eighteen help screens. You may gain access to the first "Help"
screen by entering "H" from either the "Meter Reading" or "Hookup" screens.

Once in,
screens,

Unusually high use.
Do you want to re-
enter the reading?
(Y/N)

0 = Addr 1 = Acct
2 = Name 3 = Rect
Current mode = 2

New display mode?

Typing in anything other than a recognized mode will have no effect.

the first help screen shows how to move around between the other help
and how to get out of the help mode when you are finished.

Pressing

any keys other than the F1, F2, or ENTER keys will have no effect while in the

help mode.
across more than one screen.
on a topic, check the next screen (using the F2 key)

explanation. All eighteen help screens are reproduced below.

F2 = Move to the next "help" screen.
F3 = Move to the previous "help" screen.

Because of the limited screen size, some of the explanations run
To be sure that you've seen all there is to see
for a continuation of the

ENTER = Leave help mode and return to "Meter Reading" or "Hookup" screen.

IN HELP SCREENS:
<F2> = next screen

D = Display mode:
(While walking route

Q = Query:
count of read/unread

Display

<F3> = prev screen
<ENTER> = quit

only) Allows user to
determine what data

meters and number of
previous uploads.

F1 = Enter/exit mode
for walking route:
From main screen use
this to begin walk-

will be shown on top
line of acct screen.
Choices are address,
acct, name, & rec.

R= Remark: While on
route only. Enter a
comment for the cur-
rent record.

ing the route. If
already walking the
route, this returns
to the main screen.

H = Help screens:
List & describe the
commands needed to
use this unit.

S = Search: (While
walking route) This
menu allows user to
select a 'topic' to
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B = Backward: (While
walking route only)
Show last account.
Will wrap around.

L = List comments:
Comments shown page
by page, as with the
help screens.

search the account
list for. Searching
takes time, and can-
not be interrupted.

E = Erase: (While
walking route only)
Erase current meter
reading.

M = Memo: (While on
route only) Enter a
service memo for the
current record.

T = Title screens: 3
pages of title data
are shown, then the
program resumes.

F = Forward: (While
walking route only)
Show next account.
Will wrap around.

P = Previous acct:
While walking route.
Show prev acct, wea-
ther fwd or back.

F4 = Enter data on a
found meter: After
data is entered, the
route is resumed.

"List Comments" Screen:

The comment listing mode operates exactly like
the help mode (described above). All of the ninety-
eight standard comments are shown, four per screen,
along with the two special action codes (0 and 99).

LIST COMMENTS:
<F2> = next screen
<F3> = prev screen
<ENTER> = quit

Due to the limits of screen size, the comments are
truncated to sixteen characters in length, so that
the number of each comment may be shown on the left side

of the screen.

"Enter Remark" and "Enter Service Memo" Screens:
The "R" and "M" commands allow you to add
comments from the standard comment list to an
account, as well as erase existing comments. The
main difference between remarks and service memos

Enter, change, or
delete a comment
for this account.
Comment code?

is that remarks are made a permanent part of the
account's record when they are uploaded, whereas

service memos appear on the upload reports and are
then discarded. Both are drawn from the same list
of standard comments in the unit's memory files.

To exit from either of these screens without
making changes to the account, just press the ENTER

Enter, change, or
delete service memo
for this account.
Service code? _

key. Note that using the "R" or "M" commands will
set the display mode of line two in the "Meter
Reading" screen, even if no changes were made to the acc

ount.

"Query Page" Screens:

The "Q" command calls up the query pages. The
first query page is displayed for ten seconds, or
until you press the ENTER key. The second page is
then displayed, also for ten seconds or until ENTER

Unread: 222
Read: 222
Total: 222

(Touch <ENTER>)

is pressed. Control then returns to either the
"Hookup" screen or the "Meter Reading" screen.

Page one shows the current meter reading count,
while page two shows the upload count. Be sure to
note the difference between the words "unloaded"
and "uploaded" in lines one and two of the second
page. Uploaded accounts have had their data trans-

Unloaded: 222
Uploaded: 222
Total: 222
(Touch <ENTER>)

mitted to the host computer one or more times since
receiving their meter readings, whereas unloaded
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accounts have NOT had their meter readings sent the the host computer yet.

"'Search' Sub-Menu" Screen:

There are nine different ways to search for an
account in the hand unit. The "S" command takes you
to the sub-menu screens that list the search modes.
Once in the "search" sub-menus, you may enter the
number of the desired search mode even if it isn't
listed on the current sub-menu screen. For example,

you may enter an "8" (which is "find next unread
meter") while on the first search page, even though
that option will not be visible until you reach the
second page.

On the first page, if you press ENTER without

having typed anything, the second page will be shown.

On the second page, pressing ENTER without having

0=Nxt bk 1l=addr
2=Name 3=Meter #
4=Acct # 5=Remark
Search target?

6=Rem ptr 7=Ser ptr
8=Unread

Search target? _

typed anything will return you to the "Meter Reading" screen.

0 = Next book in the memory file.

= Find specified service address.

= Find specified customer name.

= Find specified meter number.

Find specified account number.

= Find specified remark string.

= Find specified remark pointer.

= Find specified service code pointer.
= Find next unread meter.

© ~J oYUl W
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"Title" Screens:

Using the "T" command will bring up the first
of the three title pages. Each page is displayed
for ten seconds, or until you press the ENTER key.
After the final page has been shown, control is
returned to either the "Meter Reading" screen or
the "Hookup" screen.

Like the query screens, the title screens are
designed to show information on the hand unit's
operational setup. However, the query screens
show data that is subject to frequent change, while
the title screens show information that is set by
the user and then left alone.

On page one, "version" and "release" identify
which set of hand held programs are being used.
Page two shows the name of this particular unit,
(represented as <<NAME>> in the diagram) and the
initials entered by you back on the "Identification"
screen. Page three gives the current date and time,
according to the hand unit's internal clock.

Note that the time is kept on a 24 hour "military"
clock, which is easier for computers to work with.

TITLE PAGE ONE:
Version 04
Release 5.304
(Touch <ENTER>)

TITLE PAGE TWO:
Unit: <<NAME>>
User: <<LID>>>
(Touch <ENTER>)

TITLE PAGE THREE:
Date: MM/DD/YY
Time: HH:MM
(Touch <ENTER>)
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PART TWO - THE COMMANDS:

Commands for the hand unit are entered either by pressing a single function
key or by typing in a letter and pressing the ENTER key. There are fourteen
commands which may be used with the hand unit. However, some of these commands
will bring up a sub-menu with additional options, so there are actually more
than fourteen actions possible.

"B" Move backward to last account:

This command brings up the account that lies just before of the present
account in the hand unit's internal list of accounts. If you are already at
the beginning of the internal list, this command will "wrap around" to the last
account in the list.

"D" Change the Line-One display mode:
The first line of the "Meter Reading" screen can display one of four dif-
ferent pieces of data. This command brings up a list of the four items so that
you may select which one is to be displayed. To make the selection, type in
the proper number at the "New display mode?" prompt and press the ENTER key. To
leave the current display mode unchanged, just press ENTER without having typed
anything. If you type in something that is not on the list, the hand unit will
ask the question again. The valid choices are:
0 = Service address of the meter, truncated to nineteen characters.
1 = Account number of this customer.

2 = Name of this customer, truncated to nineteen characters.

3 Internal record number used by the unit to locate this account.

"E" Erase the current meter reading:

Using this command will cause any meter reading you have entered for this
account to vanish. Some internal counters are changed when a meter reading is
erased. To best see these changes, examine the "Query" screen both before and
after erasing a meter reading. If the account had no meter reading, this com-
mand will have no effect.

"F" Move forward to next account:

This command brings up the account that lies just after of the present ac-
count in the hand unit's internal list of accounts. If you are already at the
very end of the internal list, this command will "wrap around" to the first
account in the list. Pressing the ENTER key without having typed anything is
the same as using the "F" command.

"H" Review the "Help" screens:

Issuing this command will bring up the first of many help screens. You may
then move sequentially forward and backward through the list of help screens,
using the function keys F2 and F3. When you have seen enough and are ready to
leave, press the ENTER key. Pressing any keys other than these three will have
no effect.

"L" Review the list of standard comments:

A list of ninety-eight predefined comments may be loaded into the hand unit
from the host computer. Two more comments are added to this list by the hand
unit itself: Comment number zero (which is actually a command to erase an
existing comment from an account), and comment number ninety-nine (also a com-
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mand, allowing you to type in your own remark for the current account).

Once you have entered the "L" command, the first page of the comment list
is displayed. This page reminds you to use the F2, F3, and ENTER keys to move
through the twenty-five pages of comments that follow (four comments per page).
Pressing any keys other than these three will have no effect.

Comment numbers are shown to the left of the comments themselves. Although
actually up to nineteen characters long, only the first sixteen characters of
each comment are displayed here, to make room on the screen for the numbers.
Comments which have not been filled in by the host computer will be blank.

"M" Add, change, or delete a service code:

This command does two things. Merely entering this command will change the
display mode used by line two of the "Meter Reading" screen from "Remark" to
"Memo". This change is automatic, even if no memo number is entered.

The second action of this command is to allow you to enter a number from
the standard comment list (at the "Service code?" prompt). This number will
then be displayed next to the letter "M" on line three of the "Meter Reading"
screen, and the comment itself will appear on line two of the screen (that is,
it will be shown there until you switch to the "Remark" display mode).

If the account already had a service memo number, it will be replaced by
the new number. Typing in something that is not a valid comment number, or
just pressing ENTER without typing anything, will return you to the "Meter
Reading" screen without changing the account.

The main difference between remarks and service memos is in how they are
treated by the host computer: Service memos are printed on the reports, but
are not otherwise saved in any way; Remarks are made a permanent part of the
account's header record.

"P" Move to the previously displayed account:

This command is similar to, but not the same as, the "B" command. The "B"
command allows you to move sequentially through the list of accounts in the
order that they are stored in the hand unit. The "P" command takes you directly
back to the account that was being viewed right before the current account.

For example: while viewing account 12-5 you used a search command. The
search skipped over many intermediate accounts and took you to account 12-32
If you now use the "F" or "B" commands, they will take you to accounts 12-33 or
12-31; but if you use the "P" command, it will return you to 12-5.

"Q" Query the hand unit's internal condition counters:

The query pages display two different sets of internal counters. The first
query page shows the count of read versus unread meters. The second page shows
the count of accounts that have been uploaded versus accounts that have not yet
been uploaded. Accounts that have not yet been uploaded are referred to as
"unloaded" accounts for brevity on the hand unit's display screen.

When the meter reading of an already-uploaded account is changed (either by
erasing the current reading or by entering a new meter reading) the account is
removed from the uploaded list and restored to the unloaded list. This is to
show that another upload is needed in order to get the latest meter information
into the host computer.

"R" Add, change, or delete a remark:
This command does two things. Merely entering this command will change the
display mode used by line two of the "Meter Reading" screen from "Memo" to
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"Remark". This change is automatic, even if no memo number is entered.
The second action of this command is to allow you to enter a number from
the standard comment list (at the "Remark code?" prompt). This number will

then be displayed next to the letter "R" on line three of the "Meter Reading"

screen, and the comment itself will appear on line two of the screen (that is,
it will be shown there until you switch to the "Memo" display mode) .

If the account already had a remark number, it will be replaced by the new
number. Typing in something that is not a valid comment number, or just pres-
sing ENTER without typing anything, will return you to the "Meter Reading"
screen without changing the account.

If the number entered was a 99, you will be asked to type in a comment.
Whatever you type in will then be displayed as the new remark for that account.
Please note: it is possible to type in as many characters as you want, but only
the first nineteen will be kept.

The main difference between remarks and service memos is in how they are
treated by the host computer: Service memos are printed on the reports, but
are not otherwise saved in any way; Remarks are made a permanent part of the

account's header record.

"S" Display the "search" sub-menu and select a target to search for:

This command has a two page sub-menu of nine different things that you may
search for. Type in the number of the item that you wish to be the target and
press ENTER. Typing in something not on the list will return you to the "Meter
Reading" screen. The nine search targets are:
= Look for first account in next book.
= Search for a particular service address.
= Search for a particular customer name.
= Search for a particular meter number.
= Search for a particular account number.
= Search for a particular remark string.
= Search for a particular remark pointer.
= Search for a particular service memo pointer.
= Look for the next record without a meter reading.

O ~J o) Ul W O
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If you select search options one through seven, you will next be asked to
type in the search string (the information that you are trying to find a match
for). You will be reminded that "upper and lower case must fit". This is
because capital letters and little letters (upper and lower case, in computer
language) are represented by different internal code numbers. This means, for
example, that the words "PALM", "Palm", and "palm" all look different to the
hand unit, because different code numbers are used to store them.

When entering the search string you may type in as many characters as you
like, but excess characters are always ignored. (A character is anything that
can be typed in from the keyboard. Upper and lower case letters, numbers,
punctuation symbols, and even blanks are all characters) The maximum number of
useful characters for each type of search is shown below:

Service address = 19

Customer name = 19

Meter number = 8
Account number = 9
Remark string = 19
Remark pointer = 2
Service memo pointer = 2
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When the hand unit searches for a match, it "masks off" a field that is the
same size as the search string you entered (subject to the maximum sizes listed
above). It then begins its search with the account immediately following the
current account and proceeds to the end of the list. If no match was found, it
starts the search at the beginning of the list and searches until it has come
back to the current account. If still no match was found, the "search mask" is
shifted one character to the right and the search starts over. This process
continues until a match is found, or until the search mask cannot be shifted
any further. For an example, consider the following list of addresses (note
that the last account's address has been truncated to nineteen characters):

Acct = ------ Address------

12-2.1 99 Ridgecrest Rd

12-5 101 Palmetto Court Record 12-7.5 is the current
12-7.5 110 Palmetto Court <==== account (the one being shown
12-9 1921 Palm Tree St on the "Meter Reading" screen).

12-10 77 Orange Tree Rd
12-12 Apt# 9 Grapefruit R

If you enter "Palm" as your search string, the hand unit will construct a
"search mask" that is four characters wide, and begin its search with account
12-9 (the account immediately following the current account). After it has

searched to the end of the list (account 12-12), gone back to the beginning
(account 12-2.1), and reached the current account again (12-7.5), it will shift
the search mask one character to the right and start over again. This process
will continue until it finally finds a match in step five.

Step one - search fails. Step two - search fails again.
12-2.1 99 R|idgecrest Rd 12-2.1 9|9 Ri|dgecrest Rd
12-5 101 |Palmetto Court 12-5 1|01 Plalmetto Court
12-7.5 110 |Palmetto Court 12-7.5 1|10 P|almetto Court
12-9 1921| Palm Tree St 12-9 1({921 |Palm Tree St
12-10 77 O|range Tree Rd 12-10 7|7 Or|ange Tree Rd
12-12 Apt#| 9 Grapefruit R 12-12 A|pt# |9 Grapefruit R
Step three - more failure. Step five - success at last.
1
12-2.1 99| Rid|gecrest Rd 12-2.1 99 R|idge|crest Rd
12-5 10|1 Pa|lmetto Court 12-5 101 |Palm|etto Court
12-7.5 11|0 Pa|lmetto Court 12-7.5 110 |Palm|etto Court
12-9 19]/21 P|alm Tree St 12-9 1921| Pal|m Tree St
12-10 77| Ora|nge Tree Rd 12-10 77 O|rang|e Tree Rd
12-12 Ap|t# 9| Grapefruit R 12-12 Apt#| 9 G|rapefruit R
[ —

In step five the hand unit searches from account 12-9 to the end of the
list, then starts over with account 12-2.1 at the beginning of the list. When
it reaches account 12-5 it has found its match.

As a second example, consider typing /]
"Palm " instead of "Palm" (note the blank 12-2.1 99 Ri|dgecr|est Rd
space). In this case, the search window 12-5 101 Plalmet|to Court
would have been five characters wide, not 12-7.5 110 Plalmet|to Court
four, and success would not have come 12-9 1921 |Palm |[Tree St
until step six, with account 12-9, as 12-10 77 Or|ange |[Tree Rd
shown at right. Also remember that if 12-12 Apt# |9 Gra|pefruit R

either "PALM" or "palm" had been typed in,
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the search would have failed completely.

Search modes zero and eight ("next book" and "unread meters") operate in
a basically similar fashion, but the search string is devised by the hand unit
itself, not typed in by the user.

"T" Display the title screens:

There are three title screens, all of which show information about the hand
unit's internal conditions. These screens are most useful to check information
which is usually set once and then left alone (such as the hand unit's internal
clock) .

"F1" Exit from the meter reading mode:
Using this key from the "Meter Reading" screen will return control to the
"Hookup" screen.

"F4" Record data on found meter:

When this function key is pressed, the hand unit prepares itself to record
information on a "new" meter that was not previously a part of the meter route.
You will be asked four questions to help identify the new meter: The service
address, the name of the customer (if known), the type of meter (water or gas),

and the meter's identification number.

After entering these four items, a normal "Meter Reading" screen will be
displayed for the new meter, so that you may enter the meter reading. After
the meter reading has been entered, the old current account will be shown again
on your screen (the "old" current account is the account that was showing when
you first pressed the F4 key).

The information for the found meter is stored at the end of the hand unit's
memory file, just beyond the last "legitimate" account. When the hand unit is
uploaded, the information for the found meters will appear on the bottom of the
control reports. Found meters are not automatically entered into the host com-
puter's memory; they must be entered by hand, based on the information in the
upload reports. This is to prevent a meter that has been "found" more than
once from creating duplicate entries in the host computer.
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