Utility Billing & Cash Receipts Review

T19 Comet Yersion: 607.388

|
|| Enter your Locis Fassword & Hit Enter ||

Computer Date is: 01/16/09 Terminal is: T19
Profile name is KATHY

Major Update: 01/30/2008 - Small Update: 01/13/2009

Proceed Exit Locis

LLocis 7 T19 Data dir: WNT2\DATAVMLOCIS7\DATA\KATHY\ 1-866-LOCIS99

- Backup your Locis Data

‘Document Manager
- View Manager/Report Writer
Legacy Printer Spooler
= Locis Setup
- Setup Default G/L Numbers for A
-~ Setup A/P and P/R Check Signatt
- Envelope Setup
- Email Setup
- Identity Theft Challenge Questio: - Support 1-866-
- /L Budget Warnings

Fax 1-815-744-

- Misc Repair and Setup Programs

- Database Repair and Reindexing oo
- Locis Users and Security
- Test your Locis Printers
- Install PDF Factory Printer Drivs
- Install Print Sereen Drivers
- Install your Latest License
Locis File Maintenance
- Locis Mise Utilities
- Locis G/L Import

#- Utility Billing |
< i | %

KATHY TESTING 7.0 T19

<>
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Utility Billing Setup - UM

LLocis 7 T19 Data dir: WNT2ADATAMOCIS/\DATA\KATHY\ 1-866-LOCIS99

LDocMer

2 ocis Setup
= Utility Billing
- Regular Bill Process

#- Finals/Closing Bills

- Penalty Bills

#- Cash Receipts and Adjustments

#- Lists and Reports

= Utility Billing Setup

- Setup Meter Sizes

- Service Type/Penalty/Rate Setup -
Tax Master Setup
Cash Application Seq.

-~ Mise Charge Setup

-~ Account Master

-~ Account Master (Inquiry Only)

- Geographic Location Maintenanc

- Route Maintenance

- Laser Bill Control Setup

- Full page laser bill m=g setup

- /B Control Setup

- Owner/Renter Billing Setup

H- Miscellaneous Ftilities

KATHY TESTING 7.0 T15

To create a different date, left click on Change the Date and Save it.

Fax 1-815-T44-8182

4000 W Jefferson Street

To open a program

Left click on thefolder; double left click on the program you want to run.
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Setup Meter Sizes UMS

L U/B Meter Size Setup T19 Term Date: 01/16/09 Date: 01/16/09 [= | 0|[X]
Options  Help

L|

05 | 933993

90999399

99999939

07| 9999999
08 99999339

9999 03| 99999939 99999939

01
02|
H
04
05

i [ B S R

99999 10| 99999999 99999999

Provides the ability to establish a table of meter sizes, These values
are used to calculate consumption when a meter “Rolls Qver”,

Provides the ability to establish a table of meter sizes. These values are used to
calcul ate consumpt i onThiswaleermusimatcketheer A R«
same value in your UM RATES screen.
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Expanded Bill Desc

51-00-361 ATER. SALES

AR GJL: 51-00-121 A[R WATER
R m Type: Mo -Percentage -
lat Charge: B[ 19, 43000 This is a daily rate || Taxable? [
iz is & daily ra Rev Debit G/L:
51-00-121 A /R WATER
Description Amount Revenue G/L AR G/L Rev Credit GL:

F.50000 51-00-3581 51-00-121 51-00-353 ATER PEMALTIES

15.00000 51-00-351 51-00-121
14,45000 51-00-351 51400-121 Rec Debit G/L:

00000 51-00-351 51-00-121 51-00-111 ASH TN BANK WATER
51-00-361 51-00-121
Rec Credit G/L:
End of Rates 51-00-121 AfR WATER

First Display the first record

Previous Display the prior record

Next Display the next record

Last Display the last record

Save Write any changes made to the data
New Add a record to théle

Print List  Print the listing
Close Exit the program

Consumption Highs andLows (For Exception Reporting)
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Service Penalty Setup

CashApplication Sequence URCS

L U/B Cash Application Order T19 Term Date: 01/16/09 Date: 01/16/09 |:|

%]

Options  Help

BRI

Select the Posting References

Debit G/ 8 51-00-111
(i.e 51-00-11

redit G/L £8| 51-00-121
{i.e 51-00-12

Adjust the order in which payments are received

ASH IM BAMK WATER

1 W WATER. SERVICES
2 A WATER SERVICE
3 ZWATER

4 5 5EWER. 5ERVICES
5 R REFUSE SERVICE
o [ IRRIGATION

7 DDEBT

3 MMISC, SERVICES
9 P PEMALTY CHARGES
10 U UMNAPPLIED CASH
11 TTAX

12 G GAS SERVICES

Double Click the service to edit G

Select a service
from the list below
to change General
Ledger numbers or

highlite a service

and dick "Up” or
"Down” to alter the
cash collection
arder

Save Service

Select a service from the list below to change General Ledger numibegslagyht

a service and clickMove6 Up 6 o

o0Downdo t o al tfgou

do alter the cash sequence order you mustfiReauild.

Utility Billing Review
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Miscellaneous Charge Setup UMC

Miscellaneous Charge
a. NSF fee
b. ADL Additional charges
c. Add ChgSewer

-
54 U/B Misc Charge Setup T19 Term Date: 03/16/11 Date: 03/16/11
o a—

B TN =
| =

B = e
Crarge Amouni | 50.00 |

Options  Help
. Select a Code from

51-00-121 g AR the bottom to edit or
51-00-339 P [SCELLAMEOUS INCOME Add/save
Receipt Debit 51-00-111 >~ ASH IN BANK WATER. Delete

Recept Creditil 51-00-121 : ARWATER |

Description Rev Debit Rev Credit Cash Debit Cash Credit
ADD CHR. GAREA 53-00-111 53-00-111 53-00-111 53-00-362
AD] PEMALTY 51-00-111 51-00-111 51-00-111 51-00-353
ADD CHG SEWER. 52-00-111 52-00-111 52-00-111 52-00-362
ADDTL CHG WA 51-00-111 51-00-111 51-00-111 51-00-361
MO CHARGE 51-00-111 51-00-111 51-00-111 51-00-351
MSF FEE 51-00-111 51-00-111 51-00-111 51-00-339
MNSF CHECK 51-00-121 51-00-111 51-00-111 51-00-121
TURM OFF FEE 51-00-121 51-00-339 51-400-111 51-00-121
TURN OM FEE 51-00-111 51-00-111 51-00-111 51-00-339

Select a Code from the bottom to edit or start entering a newMghen you
add a new code, click on the Add/Save button.
You have the option to Delete a code or print the list of Misc Charges.
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NOTES
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Geographic Location Setup- UCH
L U/B Geo Location Setup T19 Term Date: 01/16/09 Date: 01/16/09
Options  Help

T

eographic Location EAST 510
- Add/Save
Description EAST SIDE OF TOWN
Delete

EGSW

Description
EAST 5ID  EAST SIDE OF TOWN
M. TOWER. MNORTH TOWER SUBDIVISIOM
MORTHG MORTH GATE SUE
DAK QAK SUB DIVISION
S0 EMD SOLTH EMND OF SUBDIVISION
SO FRONT  SOUTH FROMT OF SUBDIVISION

If you create a new geographic location, click the Add/Save button.

You have the option to Delete a geographic location.

The history flag represenésone character service code to track in the History
reports.
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UM) Account MaintenanceScreer/ Magnifying Glass

L U/B Account Maintenance T19 Term Date: 03/30/09 Date: 03/30/09
Options  Help

Account or Route Number,

m
L N

Do not mail a bill

NSF Custorner |
Account Stat ; s
Seoum Slas ‘ Sooum - Bss ﬂ Special Pay (Do not Penalize) ||

Geographic Location ‘ MNumber of Times Penalized: - m -

Yes|
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Account Master Lookup
L. Utility Account Inquiry E|
Lookup by
OK
Account # Last Name Meter & | Service Address ‘ Addrgss‘ Zip ‘ Earc:el‘ Other ‘ Q
Lookup Value: Dizplay

Account Num | Lock up value or Name Address | Type |

Click the Column Headings to Sort the Columns  Click Send to Excel to export  Click Print to zend to Printer

Options:

Look up by

U/B Export toExcel
Printthe screen
Mailing Label
Address an envelope
Option:

Other: Small reports
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L Utility Account Inguiry

Lookup by: oK
Account # Last Name ‘ Meter # | Service Address ‘ Addrgss‘ Zip ‘ Earoel‘ Other

‘ This find may take awhile
| j |Start5 with j Lookup Value: Display i - ‘
# of penalties i g ;é:;a g

__|Account class
MAccount status e | Address | Type |
| |Assessments
Balance

Eill street direction
Eill street name

Bill street number
Billing address 2
Billing city

Billing phone fax
Billing phone home
Billing phone work bt

Click the Column Headings to Sort the Columns  Click Send to Excel to export  Click Print to send to Printer
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Label Printing

. Label Printing T19 Term Date: 03/30/09 Date: 03/30/09
Options  Help

Avery
5160 5160
5260

Indude ID Column on label? op Offset? _ (144 = 1line down and -144 eguals one line up

This list is 100% sortable. Your labels will print in the order you sort them.
Double Click a line to remove them from the label print run. Right Click a line to
insert 'Filler' labels (so your label can print further down the page).

Messages:

Active accounts? (If present)

Closed accounts? (If present)

Inactive accounts? (If present)

Address the label in the same format the bills go out (Bill to, Renter then
Owner)?

Include ID Column orabel?

Top Offset? (144 = 1 line down and 1ddualone line up)
Avery 5160, 8160 or 5260 labels

Avery 5366 (File Folder)

Dymo Label Printer, Dot Matrix and Line Spaces?

This list is 100% sortablélour labels will print in the order you sort them.
Double Click a line to remove one or sevdraim the label print run. Right
Click a line to

| nseftetr o6 Fialbel s (so your | abel <can
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Account Maintenance Screen UM

L U/B Account Maintenance T19 Term Date: 01/16/09 Date: 01/16/09
Options  Help

Account or Reute Mumber,
DD‘I 0000600
D Theft Question:

TEREY ROEERTS
870 SHERIDAN RD

HIGHWOOD IL 60040

Service A.dd ress
70 SHERIDAN RD

_

Pt Aot
tart Date: 06/02/2008

count Status

e el |

Service Start Bte
History
Direct Debit
Rates
Deposits
Action

Trend
Remarks
Statement
User Defined
Extra

First Display the first record
Previous Display the prior record
Next Display the next record

Last Display the last record

Utility Billing Review

Do not mail a bill

Last Billed 09/01/2008 for 26.98 and it's due 09/25/08
Last Penalized 07/21/2008 for 12.05

Account was closed(finalized) 06/02/2008

There is an unregistered adjustment entered for: 1.21-
Route Number: 001 00001 G

Route Number: 007 00002 W

<_| LI

NSF Custorner |
Special Pay (Do not F'enallze} I =eins

-
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New Add a record to the file

Save Write any changes made to the data

Delete Remove a record

Close Exit the program

Favorite Add to the Main Menu

Email Address Drop down arrow: Do Not Email Bills

HTML Format

PDF Forma

Yahoo

MapQuest

Print a label

Google Maps

Printanenvelope
(ZM) U/B Setup to change labels
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L U/B Account Address T19 Term Date: 03/18/10 Date: 03/19/10 [$__<|
Options  Help

Return

Owner Information

it

Cancel Change

Last Mame | ROBERTS

First Mame | TERRY

Address 1 | 870 | | SHERIDAN RD
Address 2 |

City/State/Zip | HIGHWOCD 1L | 60040

POCL 815-432-9200
CELL 815-799-0055

Phane 515-729-4394
Email Address | | j @

ID Theft question? Drop down arrow for question selection.
Under Setup, LOCIS, Identity Theft Challenge Questions LRED
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3/30/09 Date: 03/3... [X]

L Identity Theft Challenge Questions T19 Term Date: 0

|

Identity Theft Challenge Question

Question

Favaorite Sport?

Federal ID Mumber?

High School Sport's Mascot?
Incorporation Date?

Last four digits of 5547
Manufacturer of First Car?
Mother's Maiden Mame?
Pat'z Mams?

This utility allows you to create/maintain challenge questions to ask
your customers/employeesfvendors to prove their identity. Favorite? [
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U/B Routing Maintenance- URN
L U/B Route Maintenance T19 Term Date: 01/16/09 Date: 01/16/09 = | )

T

Select an existing route or

"Mew” to create a new one m b Save Route | Delete Route

Type the Account

Account Number | Sequence| Select Service Mumber and enter a

- Addeave sequence number, If
£ in use, they will all be

oved down for the new
Account one after dicking "Save
0010000500 Route™
0020000600
0010000800
0010000200

0010000200 Double Click the
0010000800 sequence in the list and
0010002000 dick the delete button.
0010002000 All sequences will be
0010002000 moved up one after
0010003000 dlicking "Save Route”.
0010005600

0010005700

0010003000 Double Click the
0010003000 sequence in the list and
change the Account,

Seguence Address

0oo01 370 SHERIDAM RD - TERRY ROBERTS

0oooz 370 SHERIDAM RD - TERRY ROBERTS

00003 870 SHERIDAMN RD - TERRY ROBERTS

00004 358 SHERIDAN RD - LINARI HARDWARE

00005 358 SHERIDAM RD - LINARI HARDWARE

00o0a 358 SHERIDAM RD - LINARI HARDWARE

0ooo7 1234 W FIFTH STREET - THIS IS ANOTHER TEST
00003 1234 W FIFTH STREET - THIS IS ANCTHER TEST
00009 1234 W FIFTH STREET - THIS IS ANCTHER TEST
00010 330 WALIKEGAM AV -BON G, KOO

0oo11 150 N GLENWOOD RD - CHARLES WILSOMN
o012 100 E SOUTH AVE - SUSAN DAVENPORT

00013 330 WALKEGAN AV - BON G, KOO

00014 330 WALKEGAN AV - BON G, KOO

L
il
m
=
b

MEssoMsaoMms=amsn

14 Sequences listed

Select an existing route o N Newo

Save Route or Delete Route
a. Add:
Type the Account Number and enter a sequence number. If the
sequence Number

Isin use, they will all be moved dowar the new one after doing
0Save Routebo.

b. Delete:
Double Click the sequence in the list and click the delete button. All
Sequences will be moved up one
c. Alter:

Double Click the sequence in the list and change the Account,
f Sequence or Service and then click Add/Save.

Option toprint Labels for the Accounts in the Route and/or envelopes.

Option to PrinttheList.
Favorite.
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Laser Bill Control Setup - UBPW
L U/B Laser Bill Setup T19 Term Date: 03/30/09 Date: 03/30/09

Options  Help

Address Line 1 [
ddress Line 1 LITY OF GARYVILLE Save/Close

Address Line 2 4000 W JEFFERSOM STREET

.
ddresz Line 3 GARYVILLE, IL 60435-5402

Logo
Mot
GARYVILLE found

GrossBil [} PENALTY DUE AMOUNT DUE 60435-5402
et Due Date DATE DUE PENALTY DATE BB ¢ Permit = 65782

You have the option to change the lalmdlghe Laser Bill Setup
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Meter Read Listing (UMEL)
L Meter Read Listing T19 Term Date: 03/18/10 Date: 03/19/10 |g|

T

Select the Month you are working on

B march, 2000 [N

Select the Service to Report

¥ Account Order i~ Route Order
m 9999999999

Select the Service and Rate to Report

All Metered Services -

Select the Report Cptions
Send to Excel
Double Space

1. Read List (Mame Mo Service Address) - SiET ]
Awverage Consumption?

List Estimates Cnly?
Indude Flat Rates?
Indude Read Dates?

Select your options and dlick 'Proceed' for the Meter Read
Listing.
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Full Page Laser Bill Msg Setup- UBPM
L U/B Bill Message Setup T19 Term Date: 03/30/09 Date: 03/30/09

Options  Help

Select the Message Template to Use

Message Lines

Flease remit to the Vilage of Garyville

Whatever is

B entered in the
lines to the left

will appear on the

3 N X N e M X X X 0 FU”PBQELESEF
Eill.

3 N X N M

L N A N K M

3 N X N M

N B N A 0 N N R R R R

LANNEAANEE AN KB A AR AR NI AN T AR AT I AR BN KB AR AT BB AT

X N W X 0

N B B N A 0 3 N A A O

X 3 M X M M

3 N X N M

N B N A 0 N N R R R R

X X X OO
Favorite? [~

Whatever is entered in the lines to the left will appear on the Full Page Laser Bill
Dropdown arrow to Select the Message Template to Use.
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U/B Control Setup- UAMC

L U/B Control Setup T19 Term Date: 03/18/10 Date: 03/19/10
Options  Help

ult City GARYVILLE

ult State and Zip

Deposit Debit ; ASH IN BANK WATER

sit Credit

nd Debit

nd Credit

ser Field 1 [ USER NO 5

ser Field i USER NO B

zer Field

. Other Label(Assessments
Lser Field 4
Cther Label(Permits

Permits " Notity?
Don'ttreatas a Don'ttreatas a Don'ttreatas a = :
phone #

phone # phone &

Default Account Status Diefault Account Class Other button label
= R

Explain all the options and settings
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Owner/Renter Billing Setup - UMAS

L Owner/Renter Billing Setup T19 Term Date: 03/30/09 Date: 03/30/09

Options

Primary (Owner) Account: Secondary (Renter) Account:

1~

Print a normal bill Print a normal bill for

for this Primary this Secondary
account as well. account as well.

After Bill Printing,
provided you have
Primary({Owner) and
Secondary{Renter)
0010000600 TERRY ROBERTS 870 SHERIDAM... 0010000600 SAMUEL SMITH 870 SHERIDAM... accounts setup in here,
YOLI C&M MU & program
called 'Owner Billing'.

Primary (Owner) Secondary(Renter)

That program will print a
full page laser bil
addressed to the Primary
(Owner) accounts which
have Secondary(Renter)
accounts spedfied.

After Bill Printing, provided you have Primary (Owner) and Secondary (Renter)
accounts setup in here, youngan run

That program will print a full page laser bill addressed to the Primary (Owner)
accounts which have Secondary (Renter) accounts specified.
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Enter the program name to run or select one
from the list

# KATHY TESTING 7.0's Favorites
#- Loeis
= Utility Billing
E8 Regular Bill Process
Collect Readings
- Handheld Processing
- Meter Read Estimating
- Meter Read Entry
Analyze Readings ____
- Meter Read List
- Meter Reads Exception List
- Meter Data List

- Miscellaneous Charge Entry and L:
-~ Bill Calculation
Preview the List of Calculated Bill:
- Print a Bill Exception List
- Maintain selective Bills
- Print the Bills
Bill Register and Update
H- Finals/Closing Bills
H-Penalty Bills

il |

Monday January 19,2009

Utility Billing Review

Local Government Computer and Information Servics

Support 1-866-Locis99

Fax 1-815-744-8182

4000 W Jeffarson Street

Joliet, IL 60431

i}
[

KATHY TESTING 7.0 T19
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NOTES
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Meter Read Estimating- UMES
All or Range of accounts
Estimate certain Accounts? Estimate certain Routes?
Select Service to Estimate
Minimum Consumption
Maximum Consumption
Select the method to estimate the bills
Ending Month and Year

L U/B Read Estimating T19 Term Date: 01/19/09 Date: 01/19/09

Options  Help

Select the Accounts to Estimate
(+ Estimate certain Accounts? " Estimate certain Routes?

Cancel

Select the Service to Estimate

If the read is ridiculously high or low use these values

inimum Consumption: m aximum Consumption: m

Select the method to estimate the bills

v Estimate using the read from the same period last year.
Starting Period:

n January, 2008 n n January, 2009 n

After the estimating completes adjust all the estimates a certain percentage.
Do not estimate accounts in which there is already consumption.
This Program will estimate prior reads to create a new read for the
selected accounts,

Options:
After the estimating completes adjust all the estimates a certain percentage.
Do not estimate accounts in which there is already consumption.
(The Program will estimate prior reads to create a new read for the selected
accounts).
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Meter read Entry - UME
Select the Month and Year you are
Account/Route Number
Read Type (Average, Estimate, Mail Card or Normal)

Old and New reading
Save Readings
Option to check rates or remarks of a specific account
Display of Month/Year Period andsdge

L U/B Meter read entry T19 Term Date: 01/19/09 Date: 01/19/09

Cptions  Help

|
Select the Month and Year you are working on.... Select the Service(s) you are entering...
= o B | —

Size | 0Cld Reading Consumption]
Read Type | P

winczon [l tems | -E-q.

1 o |
WHWD WEST SIDE

0010002000 - 1234 W FIFTH STREET - CRAFTON MICHAEL

Rates

Account | Service | Est | Old face 1 | MNew face 1 | Qld face 2 | Mew face 2 | Consumption |
0010001700 W-HWD N a

0010001400 W-HWD N a

0010001000 W-HWD N

Random Accounts?
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Meter Read Listing- UMEL

See Options

L Meter/Rate Listing T19 Term Date: 03/12/10 Date: 03/12/10
Cptions  Help

Select Range of Accounts or Routes Select Service(s) to Report

Account Name Service Address

oo10000600 SAMUEL SMITH 870 SHERIDAN ...
oo10000600 SAMUEL SMITH 870 SHERIDAN ...
0070000800 SEGUIN'S FUNERA.. 852 SHERIDAN ..
0010000800 SEGUIN'S FUNERA.. 858 SHERIDAN ..
0010000800 SEGUIN'S FUNERA.. 858 SHERIDAN ..
00700071000 LAFRONTERA,INC. 830 SHERIDAN ..
0010001000 LAFRONTERA,INC. 830 SHERIDAN ..
0010001000 LAFRONTERA,INC. 830 SHERIDAN ...
0010001400 STRIP CENTER 200-818 SHERI...
0010001400 STRIP CENTER 200-818 SHERI...
0010001400 STRIP CENTER 200-818 SHERI...
0010001700 CLASSICPROPER...  752-800 SHERI...
0010007700 CLASSICPROPER.  752-800 SHERIL..
0010002000 CRAFTON MICHAEL 1234 WFIFTH 5.
2l i}

Route/Seq

0o100003

00100003

00010

00010

/00010

00100010 J5589
oo100010 39572966
oo100010 39572866
00100010 2994
00100010 60004109
oo100010 60004109
00100010 84108036
00100010 84103036
noi100007 112297

Satus
A
A
A
A
A
A
A
A
A
A
A
A
A
A

msmgmmgmmémmgmp

Double click to modify a rate.. Right Click to remove it from the list (you are not deleting it...just hiding it) or click a column heading to sort.

Report and Filter the Results

Send to Excel Print Labelz Print Envelopes
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Miscellaneous Charge Entryand Listing - UCEREG
Why
Changewill appear on next bill
Apply this charge now
Deletethis charge or Delete All
Option: Only charge if the mail date of the bill isween
Print the List

L \U/B Misc Charge Entry T19 Term Date: 01/19/09 Date: 01/19/09
Options  Help

Utility Account
harge Code

Add/Save (Charge will
appear on next bill)

Add/Save (Apply thiz
charge now)

Delete this Charge

Delete All

RevDebit | RevCredit | From Date | To Date
0010001000 RRF  REM REFUSE .. 00 01-00-368.. 01-00-121..
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Bill calculation - UBC
From account to account
Service dates From and To
Mail date
Due date
Gross due date
How to cancel a bill calculatiorClear all this info and start over.

L U/B Bill Calculation T19 Term Date: 01/19/09 Date: 01/19/09

Options  Help

Please Establish Utility Billing Cyde Control Data

CURRENT
CLE FROM _ ACCOUNT NUMBER. 0000000000 Proceed

ACCOUNT NUMBER 9999999999

BILLING MALL DATE: 02/01/09

PAYMENT DUE DATE: 02/15/09 Clear all this info
: and start over.

GROSS DUE DATE: 02/16/09

Enter all dates to Caloulate.

BILLING CYQLF IS n MONTH Clears all calculations but retains dates,
Do not calculate any Rates or Services
Do not calculate any Miscellaneous Charges
If charge amount is mare than 4000,00 Cancel the calculation

Options:

Do not calculate any Rates $ervices

So not calculate any Miscellaneous Charges

If charge amount is more than cancel the calculation
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Previewthe List of calculated hills- UBLREG

Print a Bill Exception List - UBPEXCP

Maintain Selective Bills- UBMREG

L U/B Bill Maintenance T19 Term Date: 04/01/09 Date: 04/01/09

Options  Help

SERVICE FROM TO

2/ 1j2008 ~|f 3/ 1/2009 ~ |8 03/02/2009
Save Dates

UTILITY BILL

Service | Rate | Description | Charge 2l
PREV. BALAMCE 301.72

ENV EMVIR. DEBT 10.00

RES USAGE GAS SE 870 SHERIDAN RD

HWD

HWD SEW  SEWER
TAX

HWD WTR.  WATER

RES

RES RES  WATER

|

SAMUEL SMITH

JOLIET, IL 60435

[ =s=sdAwvwwvwaog

GROSS AMOUNT ACCOUNT #
DUE DATE AMOUNT DUE DATE AMOUNT 202175 0010000600
03/15/2009 2021.75 03/15/2009 2277.05
GROSS
SERVICE 970 5HERIDAMRD ACCOUNT DUE DATE GROSS BILL

ADDRESS 0010000600 ! 03/16/2009 2222.05

ter Account # and press Tab _

First il

Show optiols at the bottom of the screen.
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Print the Bills - UBPREG

L Select Bill Type:

Select the Bills you wish to work with:

Cancel
" Utility Bills (21 Bills)

= Penalty Bills
" Closing Bills

" old updated Bills

L U/B Bill Printing T19 Term Date: 01/19/09 Date: 01/19/09

Options  Help

Select the Eills to Print
1 UT101: condensed old style (Postcard) - (UBP1) |_i

Select the Accounts to Print
mm UUlDUUUEUU UU 10009000
Zip Code Qrder Options

Restart Options Side by Side Bills?
] Hl

Right Msg 1:§| Have & great winter Manage Messages
Right Msg 2:§| BE SAFE for Laser Bills

Left Msg 1:M| Happy Winter
Left Msg 2:}| BE SAFE
Left Msg 3:)| GOD BLESS
I = Favorite? |
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Zip or Account (Book Order)
All accounts or account range
Restart Options

Bill Messages

Bill Register and Updatei UBUREG

o D |
e —

Select the Bills you wish to work with:
. . Cancel |
i ity Bills (more than 500 Bill);
€ Penalty Eills
" Closing Eills
= Old updated Eills

Utility Billing Review
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Finals/ClosingBills

LLocis 7 T19 Data dir: WNT2\DATA\LOCIS7\DATA\KATHY\ 1-866-LOCIS99

Enter the program name to run or select one
from the list

& Mizcellaneous Charge Entry and L

~Bill Caleulation

- Preview the List of Caleulated Bill:

- Print a Bill Exception List

-~ Maintain selective Bills

- Print the Bills oW

- Bill Register and Update e — == =
= Finals/Closing Bills Support 1-866-Locis99
-~ Final Entrv (Cloze an account)
-~ Final List (Print a list of Accounts 1 Fax1-815-744-8182

- Miscellaneous Charge Entry and L 4000 W Jefferson Street
-~ Caleulate the Closed accounts Joliet, IL 60431

- Preview the List of Calculated Bill:
- Maintain selective Bills

- Print the Bills

- Bill Register and Update

- Penalty Bills

= Cash Receipts and Adjustments

- Utility Receipts Entry and Update
-~ E-Pay Manual/Help

-~ E-Pay Pavments Import

< i |

Monday January 19,2009 > Kﬁ“lTHY TESTING 70 T]_9

4 Customers are signed up for Direct Debit
Regular Bill run is in progress

1 Utility Receipts Entered

Double Click here to refresh this list

Final Entry 7 (Close an Account) UKE
Warnings
Change Address
New resident Old resident
Save and Enter final readings:
Service dates
Meter readings
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L. U/B Account Close Entry T19 Term Date: 01/19/09 Date: 01/19/09

Options  Help

Account to be closed: _ Account to be created for old customer: _

Mew Resident's Information (Who is moving in?) Old Resident's New Data (Where iz the final bill going?)
@ Save and Enter
final readings

- 0Old Cwner
Edit New Edit Old
Owner Owi Just Save the
i Closing (do final
Clear all Clear all reads later}

New Renter Old Renter ] ]
Edit Mew Edit Old Delete thiz Closing
Renter Renter
Clear all Clear all
New Billing 0Old Eilling
Edit New
Bill to
Clear all

Name From date To date Bal to Transfer
0010001000 0010001003 LA FROMNTERA, INC. 11/15/2008 01/19/2009 16.46

There is an option listed:

Enter the Account Status of the 00 Account, A, C or | for Active, lase

Inactive

You have the ability to change the New Owner, New Renter and New Billing
information and the ability to change the Old Owner, Old Renter and Old Billing
information.

Save and Enter final readings

Option: Just Save the Closing (do finedds later).
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L U/B Final Billing T19 Term Date: 01/19/09 Date: 01/19/09 |X|

Account Data
Save Dates
0010001000 SCHWARTZ LARGO 830 SHERIDANM RD and Close
Charge Service Dates
From: | 0a/01/2008 +|To: 01/19/2000

Rate and Readings Data

|_New Read ESSSConsumption|

I
Save this mew
- | reading

S

Service Old Read 1 Mew Read 1 Consumption Qld Read 2 |
5200 5300 100
212 242 30
212 242 30

-

Last Read Date

Final List (Print a list of Accounts being Closed)i UKL
Delete a closing from the List

Accepting thdinal listing

Miscellaneous Charge Entry and Listing- UCEFIN
Calculate the Closed Accounts- UKC
Preview the List of CalculatedBills - UBLFIN

Maintain Selective Bills: Adjusting a closed listed account
UBMFIN

Print the Bills - UBPWIN
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Bill register and update - UBUFIN

Penalty Procedure

LiLocis 7 T19 Data di 2\DATAMLOCIS7ADATA\KATHY\ 1-B66-LOCIS99

o

Enter the program name to run or select one
from the list

# KATHY TESTING 7.0's Favorites
¥ Locis
= Utility Billing
+- Regular Bill Process
#- Finals/Closing Bills
enalty Caleulation
review the List of Calculated Bill:
Maintain selective Bills Support 1-866-Locis99
rint the Bills

ill Register and Update Fax 1-815-744-8182

Penalty Letter Print 4000 W Jefferson Street

#- Cash Receipts and Adjustments Joliet, IL 60431
#- Lists and Reports

#- Utility Billing Setup

#- Miscellaneous Utilities

#- Action

# American Water
#- Direct Debit "

#- Customer Letter

- Customer Refunds

H LI Heap
[ r— >
Tuesday January 20,2009 KATHY TESTING 7.0 T19 .
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Penalty Calculation- UPC

194 U/B Penalty Bill Calculation T19 T Term Date: 02/18/11 Date: 02/18/11 =) [

e

Flease Establish Penalty Billing Control Data

Options  Help

CURRENT ALL

CLE FROM  ACCOUNT NUMBER
ACCOUNT NUMBER 7777777771 | 2222227272

SERVICE DATES

row:__[lwvpoyy
oo

MAIL DATE: MM/DD Y
ALOATE || |

DUE DATE: MM/DD,YY

Enter all dates to Calculate.

Enter the starting ACCOUNT MUMBER. or press TAB to start with the FIRST ACCOUNT
MNLUMBER..
Calculate Cl_ear_ Clear all Close
Calculation

If account is subject to penalty, minumum penalty amount is;

Don't Penalize if the Customer's balance is less than:

Don't Penalize if the Penalty Charge calculates to less than:

Peralty Calculation
Cycle from
Cycle D
Service from
Service to
Mail datei Should be Gross date of regular bills
Due dateCan be the same date as your mail date if you are not sending out

the penalty bills.
How to cancel a penalty calculation
Dondt Penal i ze calculatehtelesPthamal t y Char ge
Dondt Penalize if the Customero6s bal anc
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Leave at zero if you want to penalieeerybody regardless of how much they
currently owe.

Preview bill list (spoottotal page)

Bill Maintenan ce (Optional)- UBMPEN

Bill print (only one not required) - UBPPEN
Bill register /Update - UBUPEN

Penalty Letter print-To create the penalty letter and print the
letters. - UPLP
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Cash Receipts and Adjustments

Cash Receipts Entryand Update - UREWIN
L U/B Receipts Maintenance T19 Term Date: 01/19/09 Date: 01/19/09 |Z| | X
Apply “

IETETSES | Check only |

o]

Account Number]

unt Number . AddiSave
Liility Recei h

HNE e B | Juivres SlISSrrmme

Account Trans Date'Time
0010007000 1646 . | 16.46 01/19/09 1022 090119 1542:32.. T18

Receipts Entry -
Entryi Cash only, Mix or Check only
Delete a receipt
Source: Direct Debit, Cash Drawer, Lock BoxP&y or Mail- in

Select Options to update/Print the listed receipts

See list of Options:
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L |U/B Receipts Maintenance T19 Term Date: 01/19/09 Date: 01/19/09

Options  Help
ApPly “

IETETSES | Check only |

Grand Total: 16.46* (1) Tota

Open Drawer and Print Receipt
Print a Receipt
untNumber urrent Balance Dpeﬂ your Drawer

[ [ — = ) | —

Account View all Lockbox receipts

0010007000 1646 . | 16.46 01/19/04View all Direct Debit receipts

View all Mail-in receipts

View all Cash Register(POS) receipts

View all Cash Register(POS) receipts by date
View only T19s Cash Register(POS) receipts
View all Epay receipts

Update/Print the listed receipts

Export the listed receipts
Delete the listed receipts

Deposit Slip
Enter Service Deposits

Setup how your receipt prints
Setup how this program operates (Options)

]

Favorite? v

Out of balance audition
General Ledger

Direct Debit Payments Entryi UDRA
Lockbox Payments Entry- ULRA

Unapplied Cash Processing UUCP

When do you run? Once a month this is an accounting function. Run before your
nextpenaltyrun process.

GL posting
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Adjustment Entry - UAE
NSF
Unapplied
Credit adjustment
Add to a bill
Adjusting tax
Adjust Consumption
Adjustment Register and Update

L utility Adjustments Entry T19 Term Date: 01/19/09 Date: 01/19/09

L

Options  Help

0010001000 LA FRONTERA, INC.

830 SHERIDAMN RD
Active Account | Bal: 16.46
Remarks E

Date of Bill Adjustment Description Adjustment Amount

ADJUSTMENT 45.49- Save/Distribute
this distribution

Delete this

Adjustment

Billing Date Amount Adjustments | Adjust Consumption

08/30i07 11.50- MNone
071103 38.50- Mone
09/01/02 4549 MNone
09i02i05 2087 MNone
NSF
ADL

UNAPFLIED

v MNSF Misc Charge?
¥ Adj Comment save?

Favorite? [

1. When adding to a customers bill the debit account would be an asset usually
Accounts receivable; the credit account wdogda revenue account. The
consumption amount would be entered as a positive. Make sure you adjust
consumption if implacable.

2 . When crediting a customer 609thédi | |
debit account would usually be a revenue antand the credit account would be
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an asset, usually Accounts receivable. Make sure you adjust consumption if
implacable.

3. To record an NSF check, double clic
A. Enter the date of that the bank charged your account.
B. You may override thdescription.
C. Enter the amount of the check.
D. The general ledger numbers will be retrieved from the Misc. Charge
Master file.

4 . To post an wunapplied credit to a cu
date which is not in the open transactisih | The date will default to the Terminal
date.

A. Enter the total amount of the credit with a mingssign

B. You may applied a single distribution and assign the general ledger

numbers specified in (URCS) Set@ash Application Seq.; or enter

multiple distributions adjusting the general ledger for water, sewer, or trash

etc.
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Alternate Adjustment Entry )T UMC

L \U/B Misc Charge Entry T19 Term Date: 01/19/09 Date: 01/19/09
Options  Help

Utility Account
harge Code

Add/Save (Charge will
appear on next bill)

Add/Save (Apply thiz
charge now)

Delete this Charge

Delete All

Account Co... | Description Amount Rev Debit Rev Credit IFrom Date | To Date
0010001000 ARF  ADD REFUSE .. 12.00 01-00-121...  D1-00-368..

0010001000 ASE  ADD SEWERC.. 26.25 52-00-121... 52-00-362..
0010001000 AWA  ADDWATERC.. 52.00 51-00-121... 51-00-361..

Adjustments can also be done through miscellaneous charge entry. The most
important thing here is the correctigebf your G/L numbers, which that
information can be obtained from your rate table and your cash application
sequence.
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NOTES
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Lists and Reports

LLocis 7 T19 Data di NT2\DATAVLOCIS7ADATA\KATHY\  1-866-LOCIS99

Enter the program name to run or select one
from the list

= Lists and Reports
- Meter Read Sheets
- Utility Statements
- Utility Summary Sheets
- Periodic Receipts Report
- Periodic Adjustments Report
- Estimated Bills Listing
Shut-off Notice
- Shut-off List(Alternate)
- Special Pay Report
~'"Who has what Service?' List b Fax1-815-744-8182
Flat Rate Analysis Report 4000 W Jefferson Street
-~ Closed Accounts w/balances List Joliet, IL 60431
- New Residents List
- Back Printing on the Bills
Bill File Transfer (3rd Party Bill P1
-~ Account Master List
- Level Pay Report - - -
- Level Pay Collections Report 4 Cus‘tomel_'s are sa_g'ned up for Direct Debit
. 1 Closed Bills are in progress
Owner/Renter List Reeular Bill ..
U/B Overview gular run is in progress

4 Utility Receipts Entered
— End of Month Reports __ Double Click here to refresh this list
(_ | 11 ]

Wednesday April 1,2009 3 KATHY TESTING 7.0 T19
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Periodic Receipts Report URM
L Periodic U/B Receipts List T19 Term Date: 04/01/09 Date: 04/01/09 |g|

Options  Help

Account Mumber Range

List Payments that were registered between dates below

Options
Send to Excel as well? Detailed Report? Source:| u

Select a date Range to print a list of receipts for,

Periodic Adjustments Report- UALL
L U/B Adjustments Listing T19 Term Date: 04/01/09 Date: 04/01/09 |E|

| UB Adjustments Lising

4f 12009 > 4f 1/2009 v
Send to Excel as well as printer

Select a date Ra to print a list of adjustments for and dick P d

Select a date Range to print a list of adjustments for and click Proceed
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Shut-off Notice - UNPWIN
L U/B Shutoff Notice T19 Term Date: 04/01/09 Date: 04/01/09

Options  Help

TR

- | Indude Legal

arm
ype Accounts

0000000000 o 7777777777 | Service -
Account Account rom
Service e il 04/01,09
Date Date
en

inirnum npaid 5 ﬂ
Balance Amount Cwner and

Prior To Renter

essage Lines

Operator Message

Shut off List (Alternate) i USHUTL
L Shut off list T19 Term Date: 04/03/09 Date: 04/03/09
Options  Help

o Account:

Cancel

iz will list all Active/Inactive Accounts who owe more than
their last bil.
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End of the Month Reports

Aged Trial BalanceReport - UATB

E U/B Aged Trial Balance T19 Term Date: 05/20/08 Date: 05/20/08
Options

U/B Aged Trial Balance

From Account: To Account:
Q000007000 0010003000
Cancel

Aging Date Period 1 Period 2 Period 3  Period 4 Period 5
5/20/2008 j | 30 |EI:I |9|:| | 120 | 150
[ I [ [ [ [

Report only the customers whose balance is |I'~"I|:|re than j | o0

[ Total Page Only? [ User-Defined Fields?
[ Ignore Customers who owe less than their last bill? [ Phone Mumbers?

[ Summary (less detail)?

Select your options and dick Proceed to get UJB Aging Detail

Favorite? [
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Serwvice Deposit Report- UDL

L Deposit Listing T19 Term Date: 04/03/09 Date: 04/0... Ig]
Options  Help

R
| s |

Cancel

hich Accounts:
By selecting Print, a

From Date: | Sl
rom Da oLa Deposits will print
[ 1/ 1300 | 4 3209 =

Frint even if the date is blank?

Service Deposit Report by Month- UDLL
L Monthly Deposit Listing T19 Term Date: 04/03/09 Date: ... [X]

| it e

d
B Awibzo0o I3

" Refunded " applied/Received

This repart will list Deposit Activity in
whichever month you select. First) select the
maonth and MNext) select Refunded for
refunded depasits or Applied/Received for
new deposits,
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Consumption Reports

Consumption Report by Category- UCHBP

File Edit View Help

© SR

01/05
12/05

W WATER SERVICES

5000
10000
20000 STEP
50000 STEP

100000 STEP
1000000 STEP
6000000 STEP

999999999 LAST

~No w2

Ready lcaps num ove | | RO
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Average Consumption Report- UAVG
L Utility Averages T19 Term Date: 04/03/09 Date: 04/03/09 |g|

| Uiy dverages

0010000600 0010009000

View 2
: 1 -111111 7 Sample of the

report

To Month: |
. Bl  Apilzo0s I3 . . BB Apribzo00 3 .

Send to Excel as well?
Total Page only?

iz program generates a list of accounts consumption in the
date range specified and averages their consumption.

Favorite? [
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Consumption Report by Rate UAVGR
L Utility Rates Usage T19 Term Date: 03/18/10 Date: 03/19/10 |g|

| Uiy Rates Usage |

0010000600 0010009000

S : View a
Select Service: B ) ceryices Rates ~ Sample of the

report

To Month: |
.n March, 2009 I’. .n March, 2010 I’.

Send to Excel as well?
Total Page only?

iz program generates a list of accounts consumption in the
date range specified and averages their consumption.

Favorite? [
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Consumption Report- UCR
L Utility Consumption Report T19 Term Date: 03/18/10 Date: 03/19/10 |g|

Options  Help

Select how to Group the Report

o

00100006800 001000300

Simple Date Range

T ] CT
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Usage Rpt- UUR

L Utility Usage Report T19 Term Date: 01/20/09 Date: 01/20/09 |X|

Options  Help

Select From Manth and To Month

View a
sample of the
repart

Column Heading

WATER
ELECTRIC
TOTAL

Mote...Enter a '=' for & period total in a service field or a ' for total of all
unreferenced service.
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Rate Analysis Report- URA

Date 11/13/00 Liility Billing Printer SP1 Terminal TO0O

ST HA RS

RATE AHALYSIS REFPORT

01-LIST ALL DATES

[EHTER IH THE SERVICE TO AHAILYSTS

COLUMH HEADIHGS

05-COLUMH 1 350 MIHIMUM

06—-COLUMH 2 351 1000 15T IHCEREMEHT
07-COLUMH 3 1001 5000 " 2HD IHCEREMEHT
03-COLUMH 4 5001 10000 " 3RD IHCREMEHT
09-COLUMH 5 10001 60000 "4TH IHCREMEHT
10-COLUMH o 60001 250000 "5TH IHCREMEHT
11-COLUMH 7 250001 1000000 "6TH IHCEREMEHT
12-COLUMH &8 1000001 0999999999 LAST IHCREMEHT

13-EHTER. PREIHTER SP1

Enter Field #,

Ay11, Prrint, or E)nd

505 UB DEV

Feady caPs MU ove [ [ [
Used to analyze your rates for an increase of dollars and cents
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MiscellaneousUtilities

Mass Rate Change UMRC

File Edit View Help

¢ % ER |
MASS UTILITY RATE CHANGE
FOR ALL ACCOUNTS? Y
Y 07
A
ENTER AaTE CooE | SERICES
Ready —
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Schedule the Snowbirds UACTIVE

L Manage Active/Inactive Accounts T19 Term Date: 04/03/09 Date: 04/03/09

q M = Save Schedule

Delete Schedule

Delete all

Enter the Account and the dates. Run this utility routinely! The accounts will be active outside the dates spedified.

Account Details From Date | To Date
0010001000 Account is Currently Active. (LA FROMTERA, INC. 530 SHERIDAN RD) a1/09

Favorite? [

Utility Billing Review Page57of 73



NOTES

Utility Billing Review Page58of 73



Service Adjustment EntryUTAWIN
L utility Service Charge Adjustment T19 Term Date: 04/03/09 Date: 04/03/09 [= |[0|[X]

Options  Help

Service | Rate Code

Service Adjustments Currently On File sl s s

Sr'u'.l Rate | AdemnuntIType |
D EMY 10.00000000 F

Apply Charge to Service-Rate Codes Below

&dd
SrwRate

El
ear St /Flate
Saue’-ﬁdd

Favorite? ||
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Customer Letters

Select Accounts and Print the Letters§ ULTRL
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