Utility Billing
8. Comment Maintenance
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Anytown Utility Billing Main Menu

1. Cash Receipts B. Period Close

. Meter Readings . Forecast Billing

. Post Charges . Process Direct Debits

. Print Bills H. Restore Points

. Edit Postings | Adjustments I. Installation Options

6. Account Maintenance .NEMRC Backup

7. Rate Maintenance . Password Maintenance

‘ 8. Comment Maintenance ‘ . Reports Menu

9. Calculate Aging .NEMRC Live Update
A. Transfer to General Ledger . Index Data Files

Q. Quit Utility Billing

Click “8. Comment Maintenance” off the Main Menu and the following window will appear:
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Utility Billing

Comment Maintenance

Comment Maintenance

Comment Code || 1 - 2 Add

3 Cancel

1. Comment Code: If you want to edit a comment that already exists, type the code into
this field, or use the drop down arrow and select it from the list of comment codes.

2. Add: Click “Add” if you want to create a new comment. The below window will appear.

3. Cancel: Click “Cancel” to return to the Main Menu.
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Utility Billing

Creating a Comment
If you choose “Add” from above, the following window appears:

1. Code to Add: Type the code for the comment you are going to create. This is the code
that will be used to apply or edit this comment. Example: COMM4

2. OK: Click “OK” to move on and edit the comment for this code.

3. Cancel: Click “Cancel” to cancel and return to the previous window.
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Editing a Comment
Once you’ve created or chosen a comment, the following window appears:

( Comment Maintenance

Comment Code |

1

| SapLe CoMmenT

|123

3 Save 4 Cancel 5 Delete

1. Type the code EXACTLY how you want it to appear on a bill.

2. If you skip a line, anything below a blank line will not appear on a bill.
3. Save: Click “Save” to save this comment to this comment code.

4. Cancel: Click “Cancel” to return to the previous screen.

5. Delete: Click “Delete” to delete this comment code and return to the previous screen.
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