Utility Billing

1. Cash Receipts
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Anytown Utility Billing Main Menu

| 1. Cash Receipts ‘ B. Period Close

. Meter Readings C. Forecast Billing

. Post Charges . Process Direct Debits

. Print Bills H. Restore Points

. Edit Postings | Adjustments I. Installation Options
.NEMRC Backup

. Rate Maintenance . Password Maintenance

. Comment Maintenance . Reports Menu

. Calculate Aging .NEMRC Live Update

. Transfer to General Ledger . Index Data Files

Q. Quit Utility Billing

Click on “1. Cash Receipts” on the Main Menu. The following window will appear:
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Utility Billing

Cash Receipts

CashiReceipis- Apply Credits

092502007

1. Select the account you are seeking. For additional information on finding accounts, refer
to UB GENERAL ACCOUNT LOOKUPS.

2. Cancel: Click “Cancel” to return to the Main Menu.

After selecting the account (you may need to hit enter to bring it up) the following options will
appear (if applicable):
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Utility Billing

Payment/Receipt

Account Information
Balance: 0.01

Account | 110480004 - | Find Credit: 1.75

Hame |SAMFOHD,FHED Find ||Last Bill: 1.68 on 09.27/07
Last Payment: 0.01 on 051507

BookiSea| 1 | qo60 Find 1
Address |DARBY HLL RD Find

_Find |
Find |
=N
Location |DARBY HILL Find 2
| 4

Bring fully paid billz back from history

Check Humber or (CASH)

Amount Received 5 .00

Remittance Humber |E4E.1 6
Payment Date | T10e2007 7
3 g 9

Apply Credit Save Receipt | Cancel I

1. Account Information: Information regarding this account.

2. Bring fully paid bills back from history: Use to reverse a payment that was moved to
history during a previous period close.

3. Apply Credit: To apply a credit, click “Apply Credit” and the window will change
slightly (see “Apply Credit” below).

4. Check Number or (CASH): If the word cash is entered, the system will report cash
totals separate from check totals. If the field is left blank, or a check number is written, it
will be reported with Checks.

5. Amount received: Enter payment received.

6. Remittance Number: The remittance number is user defined and is transferred to
General Ledger, if a link is established. Remittance Number and Payment Date should be

uniform for all aspects of a deposit.

7. Payment Date: Enter date that payment was made. Remittance Number and Payment
Date should be uniform for all aspects of a deposit..

8. Save Receipt: Click to post the payment to the account.
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Utility Billing

9. Cancel: Click “Cancel” to cancel and return to the previous screen without posting.
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Utility Billing

Cash Distribution
When you enter an amount received, and click on “Save Receipt” the following window will

appear:

Seqn | [Due Date |[Service [Palance 2 |Paid -
[wsster 021 | 0.21
piz63m |o4ezen7 || sewer 0.00 || 0.00
| Test 0.00 0.00
[vwiater 043 | 0.00
26743 (055007 | Sewer 000 | 0.00
[Test X | 0.00
[vwiater 064 || 0.00
27123 |062607 | Sewer 000 | 0.00
[Test 000 | 0.00
[vwsater 2135 || 0.00
251861 |04r2507 | [ Sewer 0.00 | 0.00
[Test 000 | 0.00
[vwsater 2135 | 0.00
251862 052507 | [ Sewer oo | 0.00
| Test i | 0.00 M

Amount Received | soo0 3 i Expani
Amount Distibuted 021 4 7 Save | 8 Cancel

Amount Remaining 4379 &

Seqn: Sequence number for the due date (assigned by the system).
Due Date: Date that payment is due.

Balance: Amount customer owes.
Paid: You may enter the Amount Received as it is to be applied to each service. You
may also populate these fields automatically by hitting “enter” on your keyboard.

Amount Received: Amount entered in previous screen for “Amount Received”.

Amount Distributed: Portion of Amount Received that has been distributed as payment
of charges.

Amount Remaining: Amounts left to distribute from Amount Received.

Expand: Click on “Expand” to view a brief history of the selected charge.
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Utility Billing

7. Save: Click “Save” to save, and return to the first Cash Receipts screen.
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Utility Billing

Apply Credit
Click on the “Apply Credit” button and the following window will appear:
; -
( dshiReceipts —Apply Credits - W
Account Information
Balance: 0.01
Account |110450004 - | Find — e
Last Payment: 0.01 on 054507
BookiSea| 1 | 1o80 Find
Address |DAREY HILL RD Find
Location |DAREY HILL Find
Bring fully paid hillz back from history

Check Humber or (CASH)

Amount of Credit to Apply |m 1

Payment Date |11m5r2|:u:|? a2 . ;

Save Credit Change | Cancel I

1. Amount of Credit to Apply: Enter the amount of credit to apply (in dollars).
2. Payment Date: Enter the date the credit is being applied.
3. Save Credit Change: Click “Save Credit Change” to save the credit to this account.

4. Cancel: Click “Cancel” to cancel and return to the first Cash Receipts screen without
saving the credit.
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