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Utility Billing & Cash Receipts Review 
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Utility Billing Setup  - UM 

 

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

 

To open a program 

 

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

 
 

Provides the ability to establish a table of meter sizes.  These values are used to 

calculate consumption when a meter ñRoll Overò.  This value must match the 

same value in your UM RATES screen. 
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 Service Type/Penalty/Rate Setup ï USST  (Restricted services) 

 
 

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 the file 

 

Print List Print the listing 

 

Close  Exit the program 

 

Consumption Highs and Lows (For Exception Reporting) 
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Service Penalty Setup 

 

Cash Application Sequence -  URCS 

 
 

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

a service and click   Move óUpô or óDownô to alter the cash collection order.  If you 

do alter the cash sequence order you must do a ñRebuildò. 
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Miscellaneous Charge Setup - UMC 
 

Miscellaneous Charge  

a. NSF fee 

b. ADL Additional charges 

c. Add Chg Sewer 

 
 

Select a Code from the bottom to edit or start entering a new one.  When 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.



Utility Billing Review   Page 7 of 73  

N O T E S 
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Geographic Location Setup - UCH 

  
 

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

You have the option to Delete a geographic location. 

The history flag represents a one character service code to track in the History 

reports. 
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(UM) Account Maintenance Screen / Magnifying Glass 
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Account Master Lookup 

 
Options: 

 

Look up by 

U/B Export to Excel 

Print the screen 

Mailing Label 

      Address an envelope 

 

     Option: 

      

Other:  Small reports 
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Label Printing  

 
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 on label? 

Top Offset? (144 = 1 line down and 144 equal one line up) 

Avery 5160, 8160 or 5260 labels 

Avery 5366 (File Folder) 

Dymo Label Printer, Dot Matrix and Line Spaces? 

 

This list is 100% sortable. Your labels will print in the order you sort them.   

Double Click a line to remove one or several from the label print run.  Right 

Click a line to 

      Insert óFillerò labels (so your label can print further down the page). 
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Account Maintenance Screen - UM 

 
 

Service Start Date 

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   Page 14 of 73  

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 Format 

Yahoo 

MapQuest 

Print a label 

Google Maps 

Print an envelope 

(ZM) U/B Setup to change labels 
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ID Theft question?  Drop down arrow for question selection.   

Under Setup, LOCIS, Identity Theft Challenge Questions - LRED 
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U/B Routing Maintenance - URN 

 
         Select an existing route or ñNewò to create a new one. 

         Save Route or Delete Route 

a. Add: 

Type the Account Number and enter a sequence number.  If the 

sequence Number  

Is in use, they will all be moved down for the new one after doing 

óSave Routeô. 

b. Delete: 

Double Click the sequence in the list and click the delete button.  All 

Sequences will be moved up one after clicking óSave Routeô. 

c. Alter: 

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

Sequence or Service and then click Add/Save. 

 

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

Option to Print the List. 

Favorite. 



Utility Billing Review   Page 18 of 73  

Laser Bill Control Setup - UBPW 

 
  

You have the option to change the labels of the Laser Bill Setup 
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Meter Read Listing (UMEL ) 
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Full Page Laser Bill Msg Setup - UBPM 

 
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  

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

 
After Bill Printing, provided you have Primary (Owner) and Secondary (Renter) 

accounts setup in here, you can run a program called óOwner Billingò. 

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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Utility Billing Process:  Regular Bills 
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N O T E S 
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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 
 

 
 

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 working oné.. 

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 and Usage 
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Meter Read Listing- UMEL  
 

 

See Options 
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Miscellaneous Charge Entry and Listing - UCEREG 
Why 

Change will appear on next bill 

Apply this charge now 

Delete this charge or Delete All 

Option: Only charge if the mail date of the bill is between 

Print the List 
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Bill calculation - UBC 
From account to account 

Service dates ï From and To 

Mail date 

Due date 

Gross due date  

How to cancel a bill calculation: Clear all this info and start over. 
 

 
 

Options:  

Do not calculate any Rates or Services 

So not calculate any Miscellaneous Charges 

If charge amount is more than _________ cancel the calculation 
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Preview the List of calculated bills - UBLREG 

 

Print a Bill Exception List  - UBPEXCP 

 

Maintain Selective Bills - UBMREG 

 
  

Show options at the bottom of the screen.   
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Print the Bills  - UBPREG 
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Zip or Account (Book Order) 

All accounts or account range 

      Restart Options 

Bill Messages 

 
 

 

 

     Bill Register and Update ï UBUREG 
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Finals/Closing Bills 

 

 
 

  

Final Entry  ï (Close an Account) UKE 
Warnings 

Change Address 

New resident ï Old resident 

Save and Enter final readings: 

Service dates 

Meter readings 
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There is an option listed: 

Enter the Account Status of the 00 Account, A, C or I for Active, Closed or 

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 final reads later). 
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Final List (Print a list of Accounts being Closed) ï UKL  
Delete a closing from the List 

 

Accepting the final listing 
 

Miscellaneous Charge Entry and Listing - UCEFIN 

 

Calculate the Closed Accounts - UKC 

 

Preview the List of Calculated Bills - 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 
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Penalty Calculation - UPC 

 
Penalty Calculation 

Cycle from 

Cycle to  

Service from 

Service to 

Mail date ï Should be Gross date of regular bills 

Due date-Can be the same date as your mail date if you are not sending out 

the penalty            bills. 

How to cancel a penalty calculation  

Donôt Penalize if the Penalty Charge calculates to less than:_____________ 

Donôt Penalize if the Customerôs balance is less than:__________________ 
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Leave at zero if you want to penalize everybody, regardless of how much they 

currently owe. 

 

Preview bill list (spool-total 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 Entry and Update - UREWIN  

 

Receipts Entry -  
Entry ï Cash only, Mix or Check only 

Delete a receipt 

Source:   Direct Debit, Cash Drawer, Lock Box, E-Pay or Mail - in 

 

Select Options to update/Print the listed receipts 
 

 

See list of Options: 
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Out of balance condition 

 

General Ledger 
 

Direct Debit Payments Entry ï UDRA 

 

Lockbox Payments Entry - ULRA  

 

Unapplied Cash Processing ï UUCP 

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

next penalty run 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 
 

 
 

1.  When adding to a customers bill the debit account would be an asset usually 

Accounts receivable; the credit account would be a revenue account. The 

consumption amount would be entered as a positive.  Make sure you adjust 

consumption if implacable. 

  

2.  When crediting a customerôs bill all amounts are entered with a minus (-) the 

debit account would usually be a revenue account and 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 click ñNSFò. 

 A. Enter the date of that the bank charged your account. 

 B. You may override the description. 

 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 unapplied credit to a customer double click ñUNAPPLIEDò enter a 

date which is not in the open transaction list.  The date will default to the Terminal 

date. 

 A. Enter the total amount of the credit with a minus (-) sign 

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

numbers specified in (URCS) Setup-Cash Application Seq.; or enter 

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

etc. 
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(Alternate Adjustment Entry ) ï UMC 

 
 

Adjustments can also be done through miscellaneous charge entry.  The most 

important thing here is the correct setup of 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 
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Periodic Receipts Report - URM 

 
  

Periodic Adjustments Report - UALL  

 
 

Select a date Range to print a list of adjustments for and click Proceed 
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Shut-off Notice - UNPWIN 

 
 

Shut off List (Alternate) ï USHUTL 
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End of the Month Reports 
 

 Aged Trial Balance Report - UATB 
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Service Deposit Report - UDL 

 
 

Service Deposit Report by Month - UDLL  
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Consumption Reports 
 

Consumption Report by Category - UCHBP 
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Average Consumption Report - UAVG 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Utility Billing Review   Page 52 of 73  

Consumption Report by Rate    UAVGR 
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Consumption Report - UCR 
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Usage Rpt - UUR 
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Rate Analysis Report - URA 

 
Used to analyze your rates for an increase of dollars and cents 
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Miscellaneous Utilities 
 

Mass Rate Change     UMRC 
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Schedule the Snowbirds - UACTIVE  
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NOTES 
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Service Adjustment Entry - UTAWIN 
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Customer Letters 
 

Select Accounts and Print the Letters ï ULTRL  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


