Utility Billing
R. Reports Menu: I. Tax Report

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
L.

. Edit Postings | Adjustments Installation Options

O. NEMRC Backup

. Rate Maintenance

. Comment Maintenance ‘ . Reports Menu
. Calculate Aging U. NEMRC Live Update

. Transfer to General Ledger X. Index Data Files

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

Anytown Utlity Billing (Version - 7. 3a): Reports Menu

Period 4 October
1. Billing Register Report B. Meter Reading Register
2. Billing Proof Sheet C. Meter Route Book
3. Cash Receipts D. Rate Code Report
i E. Mailing Labels
4. Account Listin =
= 4 E. Detail Rate Report
- - G. Rate file report
6. Detail Transactions H-—Commentrile-Report
7. Usage Summary |. Tax Report
8. Available Credit J. Agreements report
9. Deposit Report K. Adjustments report
A. GL Posting Register Z. Custom Reports and Routines |

Q. Cancel

Click on “I. Tax Report” from the Reports Menu and the following window will appear:
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Utility Billing

Tax Report
[ ax Repor .-m
For 0 Indlwdual [ Book Al books
Beginning With
1
Account | - | Find
Hame | Find
BookiSea| g || 0 Find
Address | Find
Location | Find

Order 2 (s Transaction Date 30 Due Date

Dates |.l'."4 to | ff 5

Order 60+ Accourt 70 Mame

8v Show Accourt Detsil
9 10 11 12

Print Preview | Ale |  Cancel |

. 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.

Order: Transaction Date: Report data grouped by the date of the recorded transaction.

Order: Due Date: Report data grouped by the due date of the original billing record.

. Dates: Enter the beginning transactional date for reporting. Blank will show all available

data before the “to” date.

. to: Enter the ending transactional date for this report.

Order: Account: Data selected will be grouped by the customer account number on the
report.

Order: Name: Data selected will be grouped by the customer name on the report.

Show Account Detail: Detail each account’s transactions for the dates selected on the
report.
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10.

11.

12.

Utility Billing

Print: Click this button to print this report. You may also print from the preview screen.
For more information on printing, refer to GENERAL PRINT.

Preview: Click this button to preview this report. You may also print from the preview
screen. For more information on previewing, refer to GENERAL PREVIEW.

File: Click this button to save this report to this workstation. For more information on
saving reports, refer to GENERAL FILE.

Cancel: Click “Cancel” to return to the Reports Menu.
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