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During November, LOCIS will be hosting 2 

training classes on the Utility Billing and Cash 

Receipts modules for LOCIS  7.0.  Deadline for 

registration is one week prior to the class.  Visit 

our website at www.locis.com and click on the 

Classes tab.  There you will find the registration 

form.  Check out the dates and locations and 

sign-up today!  We look forward to hearing from 

you! 

Register Today! 

 
 

 
 

 

 

 

During December, LOCIS will be hosting 3 

training classes on the Calendar Year End for 

LOCIS  6.0 & 7.0.  Deadline for registration is 

one week prior to the class.  Visit our website at 

www.locis.com and click on the Classes tab.  

There you will find the registration form.  Check 

out the dates and locations and sign-up today!  

We look forward to hearing from you! 

Register Today! 

AFTER-HOURS SUPPORT 

LINE 

(815) 325 - 9241 
Monday – Friday         5 PM – 9PM 

Weekends & Holidays 9 AM –  5PM 

THIS MONTH’S EVENTS 
U/B and Cash Receipts Classes 

Nov 9-Joliet Park District 

Nov 10-Caseyville Village Hall 

 

Nov 13-17 Illinois Municipal  

Treasurer’s Institute-Bloomington, IL 

 

Nov 24-25– Thanksgiving-Office 

Closed 

NEXT MONTH’S EVENTS 
Calendar Year End Classes 

Dec 7-Joliet Park District 

Dec 9-Collinsville City Hall 

Dec 14– Decatur Park District 

              (Scovill) 

 

Dec 23-Christmas– Office Closed 

Dec 26-Christmas– Office Closed 
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There are two parts to utility billing: One is the customer information, 

address, balance, history, etc.  The other is how it impacts the general 

ledger, even if you don’t use the LOCIS general ledger (which you 

should) it is impacting you financials somehow.  And, at any given 

time, these two should be in balance. 
 

The process is simple, at the end of each month after all processing 

has been updated most of you run three reports, the Utility Billing 

Trial balance (UBTB), Utility Billing Aged Trial Balance (UATB),  

and the Open Detail Report (UPDL).  In a perfect world, all three of 

these should give you the same total. 
 

Next; you will need to know the balance in your utility billing ac-

counts receivable general ledger account as of the end of the month.  

This may be only one account, it may be several, if you have more 

than one accounts receivable account for utility billing, you will need 

to add them together. 
 

If the total on the reports and the general ledger account(s) match, 

you are in balance.  If they don’t you have issues.  The first place I 

look is to make sure no one has accidentally posted something incor-

rectly in the general ledger.  I confirm that my starting balance for 

this month is the same as my ending balance from last month.  If it is 

not, someone has back dated a transaction.  You will also need to con-

firm that all of your utility billing activity properly posted to the gen-

eral ledger.  Someone could have inadvertently told the system not to 

update the GL, this will cause the utility side to be updated and not 

the GL and will end in an out of balance condition. 
 

Keeping your UB/GL in balance will make your auditors very happy. 
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LOCIS EMAIL MODULE 

This module is designed to allow the operator to electronically transmit Utility Bills to the 

owner, bill-to or even the renter. 

Once you have purchased the module, some setup has to be done.  On the LOCIS main menu, 

go to LOCIS Setup, Email Setup (LMAIL) 

 

The profile above called ‘Bills’ is required for the emailing of Utility Bills.  Locis can assist 

you in setting up the module and this screen. 

Your next step you would go to the account’s master screen (UM) and click on   edit 

(example) Owner: Enter the correct e-mail address: 

 

 

. 
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Also when you email a bill to a customer, you probably will not want to mail them a physi-

cal paper bill. Go into the Master Screen (UM) and check the box – Do Not Mail Bill. 

 

Once the setup is completed, you should calculate the bills just as you normally would and 

print bills you normally would.  You will notice during physical bill print, the accounts with 

the ‘Do not mail a bill’ button checked, will not have a paper copy to mail. 

Once the bill printing is completed, you should re-run the bill print but select ‘Email’ as the 

Bill Style. 

 

You need to click on the ‘Lock’ in order to open up the options for the print type.  Then 

click Proceed and the recipients in the current bill run with email address’ on file will re-

ceive emailed copies of their bills.  A log file will print listing the accounts/recipients that 

were emailed.  The copy of the emailed bill appears in the print out. 

When this process is finished, you will update your bills (UBU) normally. 
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Credit Card Acceptance 

Made Easy! 

Fully Integrated Into LOCIS! 

LOCIS and E-PAY 

Electronic Payment Services Program 

Local governments and state agencies use    
E-Pay to offer their customers easier, faster 

payment choices. E-Pay participants can 

choose to accept credit cards, bankcards 
and/or electronic check payments online, by 

phone or in person. 

 

•  Res i den ts  ca n  no w  pa y  the i r  b i l l s  o n l ine  

•  Pa y men ts  ca n  be  ma de  by  the  u se  o f  credi t  ca rds  

•  Sa ve  t i me  co l l ec t ing  NSF chec ks  

•  Acce l era te  y o ur  ca sh  f l o w  

•  C usto mers  no w  ha ve  mo re  pa y men t  o pt io ns  

•  Yo u ha ve  a ccess  to  y o ur  tr a nsa c t io ns  o nl ine  2 4 /7  

 

IF YOU HAVE RECEIVED REQUESTS FOR 

CREDIT CARD PAYMENTS, E-PAY ALLOWS 

YOU TO SAY YES!  
4000 West Jefferson Street 

Joliet, Illinois 60431 

(815)744-0011 (866)LOCIS99 

www.locis.com 
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Question: I need to do an adjustment on 

an account that is a direct debit customer. 

I have not calculated my next bill run yet, 

and I need to give a credit for a bad read 

before I calculate the next bill, what do I 

do? 

 

Answer: Do the adjustment so the ac-

count balance is correct and proceed 

with regular billing. The adjusted 

amount will show as a previous balance 

on the next utility bill. 
 

 

 

 
 

 

 

 

 

If your phone has a 

QR code reader this 

will link you to our 

website. 

www.locis.com 

 

 
 

 

 
 

Pioneer Office Forms would like to remind 

all the members of the Locis community 

that it is now time to order your W-2's and 

1099's for 2011. 

By this time, all the communities that or-

dered tax forms last year should have re-

ceived a fax from us detailing their order 

from last year. If you have not received a 

fax from us, are a new community this year 

or have not ordered in the past, but would 

like to order from us this year, please give 

us a call and we will get the necessary infor-

mation out to your community. 

If you have already sent your order back to 

us, thank you. If you have not responded or 

have any questions, please give us a call so 

that we can process your order as soon as 

possible. 

When you receive your order, PLEASE 

OPEN IT IMMEDIATELY AND MAKE 

SURE THAT WHAT YOU ORDERED IS 

WHAT YOU RECEIVED. 

Sometimes picking errors occur at the 

warehouse and it is much easier to correct 

them in November and early December, 

rather than on January 27th,2012. 

Again Thank You for your trust and sup-

port in ordering from Pioneer and we hope 

that the tax form season goes smoothly for 

all the Locis users. 

Pioneer Office Forms 

(708) 922-3590 

 

To subscribe or unsubscribe to this news-

letter please contact Kim@locis.com. 


