Utility Billing
R. Reports Menu: 7. Usage Summary

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
L.

. Edit Postings  Adjustments Installation Options

0. NEMRC Backup

. Rate Maintenance

. Comment Maintenance ‘ . Reports Menu
MEMRC Live Update

Index Data Files

. Caleulate Aging

u.
. Transfer to General Ledger X.

Q. Quit Utility Billing

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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Utility Billing

Amytown Ltlity'Billing (Version - 7. 3a): Heports Menu

Period 4 October

1. Billing Register Report
2. Billing Proof Sheet

3. Cash Receipts
4. Account Listing

6. Detail Transactions

T|oImm|o/o|o

7. Usage Summary

. Meter Reading Register
. Meter Route Book

. Rate Code Report

. Mailing Labels

. Detail Rate Report

. Rate file report

. Comment File Report
|. Tax Report

8. Available Credit

J. Agreements report

9. Deposit Report

K. Adjustments report

A. GL Posting Register

Z. Custom Reports and Routinesl

Q. Cancel

Click on “7. Usage Summary” from the Reports Menu and the following window will appear:
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Utility Billing

Usage Summary Report

I =

W Usage Summary Report = @

For F?Indiw’dual} 7" Book  All books

Beginning With
1

Account | -1 Find

Name | Find

BookiSeq| 0 | 0 Find
Address | Find

HEAS

Location | Find

5 ™ Allreading dates 1 3 " | 1 3
" Range of reading dates

4 v Search historical readings
51 Show meter comments

6 [ Show service location

7 Orderby ™ Account © MName  Sequence

Print Preview File Cancel |

8 0 10 11

. Beginning With: If you choose “Individual,” choose the account you want to begin with.
For additional help on finding accounts, refer to UB GENERAL ACCOUNT LOOKUPS.
If you choose “Book,” choose the Book you wish to forecast billing for. If you choose
“All Books,” this section will not be available.

. All reading dates OR Range of reading dates: Select whether this report will be for All

meter reading dates, or on a Range of meter reading dates. If you select Range of reading
dates, item 3 becomes available.

. Enter the starting and ending dates to use for the Range of meter reading dates. Only
meter readings in this date range will be reported on.

Search historical readings: Records which are paid in full are moved to history during
the period close. Click the box next to “Search fully paid bills” if you are looking for
records that were paid in full before the last period close.

Show meter Comments?: Click this box to include comments stored when the meter
reading was entered/modified. These comments may be seen in “Meter Readings” from
the “Meter” tab in “6. Account Maintenance” from the Main Menu.
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Utility Billing

6. Show service location: Click this box to include the service location of each meter in
this report.

7. Order: Click the circle next to the order you want the information to appear on the
report.

8. Print: Click this button to print this report. Refer to GENERAL PRINTING for more
information.

9. Preview: Click this button to preview this report. Refer to GENERAL PREVIEW for
more information.

10. File: Click this button to save this report on this computer. Refer to GENERAL FILE for
more information.

11. Cancel: Click “Cancel” to cancel and return to the Reports Menu.
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