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i-nHANCE Small Business
The New Face and New Name

i-nHANCE 5000 is now i-nHANCE Small Business version 3.0!
We’ve given the software a new name to better reflect our commitment to you, our small business customer…  As your utility billing needs change, we change to meet those needs.  Our number one priority at IMSofTech is you, our valued customer.

Our “customer first” attitude is what motivates IMSofTech to provide not only the excellence in customer service you’ve come to expect, but also to provide quality software that allows you to provide excellence in customer service to your customers.  Whether entering readings, calculating charges, printing bills or generating reports, IMSofTech is committed to helping you do your job, easier, faster and better.

Based on i-nHANCE 5000’s proven core technology, i-nHANCE Small Business version 3.0 incorporates many of our customer’s insightful suggestions for improving our functionality.  We thank you.  It is only by partnering with you and listening to your comments and suggestions that we are able to continue providing service and software to meet your current and future utility billing needs.

i-nHANCE Small Business has an improved “look and feel” that will enhance your experience and increase efficiency without causing you to have to re-learn how to use the software.  We will continue to produce new functionality that serves your needs.  OUR goal is to make YOUR job easier.
Command Center

The program now looks a little different when it is first opened.  It goes directly to the Command Center.  All of the screens in the program can be accessed in any of three locations on this screen.
· The Menu Bar across the top of the screen.

· The Tree Menu on the left hand side of the screen.

· The buttons across the bottom of the screen.
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From the Menu Bar across the top, if Options is selected, the buttons across the bottom of the screen will be hidden giving more room for the screens.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Help Screen

If you are having questions/problems on a process or what something in the program is, there is help available.  You can access the help screen in two different ways:

· Press the F1 key on the keyboard

· Select Help from the menubar

· Contents

· Search for Help on

By pressing the F1 key, this option brings up the help menu for the screen that you are currently on.  You can still access the entire help file from here, but it specifically targets the location in the program that you are on.

By selecting Help from the menubar, you have the option of selecting Contents or Search for Help on.

By selecting the Contents option, it allows you to select the process that you are trying to do and then allows you to pinpoint the place that you have question on.  

By selecting the Search for Help on option, it allows you to type in a key word and search the entire help file for that key word.  It then brings up a list of all of the locations that it found your key word and then allows you to select the one that you wish to view.

The Help screen also allows you to view and Index of the Help file contents and set up a Favorites tab for the items that you currently view or need.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

System Setup Screens

The System Setup screen of i-nHANCE Small Business is used to set up the system for use by your company.  It is vital to the proper running of the system that you set up this information before you begin using the system.  The ability to view or edit these tabs can be limited by your system administrator.

Setup Imports and Exports

Setup Cash Drawer

Setup Income Centers

Setup Rate Codes
Setup Sewer Averaging

Setup Meter and Deposit Information

Setup Payment Information
Setup Draft Information

Setup Adjustment Codes

Setup Penalty Information

Setup Adjustment Codes

Setup Penalty Information

Setup Billing Defaults

Setup Work Order Configurations

Setup GL

Setup your Company

Print System Setup Report

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Import/Export Setup

Use the Import/Export Setup tab to create Import and Export layouts for your company.  Currently the only Import/Export types available are Address Import/Export and Draft Export.
· Open the Setup screen

· Select the Import/Export Setup tab

The grid only displays all import and export types setup in the system.  Use the buttons to the right of the grid to create a new import or export, view or modify an import or export, or delete an import or export.

Cash Receipts

Use the Cash Receipt tab to identify and define cash drawers for your front counter or drive through window.  All settings on this tab are global and will apply to each receipt printer and cash drawer that your company uses.

· Open the Setup screen

· Select the Cash Receipt tab

· Select the checkbox labeled Enable Receipt Printer to enable the cash drawer for your system.

Sewer Averaging

Sewer Averaging allows you to take an average of water usage to use for calculating sewer charges.  Use the Sewer Averaging tab to setup criteria for averaging the usage.  Sewer Averaging processing is performed on the Readings tab on the Processes screen.

· Open the Setup screen

· Select the Sewer Averaging tab

· Select the checkbox labeled Enable Sewer Averaging to enable sewer averaging for your system.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Meter and Deposit Information

Use the Meters/Deposits tab to setup defaults for your meters and deposits.

· Open the Setup screen

· Select the Meters/Deposits tab

Setup the meter defaults:

The default meter unit, the default multiplier, the default rollover digits, and check the box if all meter units are the same.  If you want the system to automatically correct a customer’s account if the meter was incorrectly estimated the previous month, you will check the Correct Estimates box.  This is also where you will set the handheld compatibility.
Setup the deposit defaults:

Check the box by the appropriate deposit type, either Security Deposit or Meter Deposit.  Set up the selected deposit according to your company’s policy.
Payment Information

Use the Payment Information tab to setup Payment Types and Payment Priority.

To setup Payment Information:

· Open the Setup screen

· Select the Payment Information tab

From this tab you can setup payment types and assign payment priority.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Draft Information

Use the Draft Information tab to setup banks to be used in bank drafts for your customers.  These banks can be assigned to the customer’s account though Customer Details, Extra Information.

To setup Draft information:

· Open the Setup screen

· Select the Draft Information tab

You will setup the bank information for the banks that your customers use and your company’s bank information.  The draft form that you use will also need to be setup on this screen.

Adjustment Code Setup

Use the Adjustment Code Setup tab to create Adjustment Codes for your Company.

To setup Adjustment Code information:

· Open the Setup screen

· Select the Adjustment Code Setup tab

You will setup the adjustment code descriptions and unique codes for all of the adjustment code types that you wish to use.  A list of the Adjustment Codes setup in the system can also be printed from this screen.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Penalty Information

Use the Penalty Information tab to setup penalty information for your company.  Only one penalty type can be used at a time.

To setup Penalty information:

· Open the Setup screen

· Select the Penalty Information tab

To enable penalties, split penalties and daily penalties select the checkboxes listed below.

The following processes can be performed from the Penalty Information tab:

Creating a New Penalty Type

Viewing Penalty Type Details

Deleting a Penalty Type

Printing a list of Penalty Types

Setup Daily Penalties

Billing Defaults

To use the Billing Defaults tab to setup information to print on your bills.

To setup Billing information:

· Open the Setup screen

· Select the Billing Defaults tab

The information that you want printed on your bills can be selected from this screen.  This is where the type of bill form to print on is selected and the setup of where the bill form will print to.  If permit information is needed to print on the bills, it is setup here as well.

Secondary Message – Enter a secondary (global) message in this field if you want an additional message to print on bills.  This message will print on the third line of bill messages on the bill form.  If the bill run message entered during the bill run exceeds two lines the third line of the bill run message will override this message line.  Select the Print Secondary Message on bills checkbox to activate this functionality.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Disconnect Notice – Click the Disconnect Notice button to edit the text that will display on your disconnect notice.  The Disconnect Notice button opens a rich-text editor that allows you to customize your disconnect notice.  You can change any or all of this text.  Be sure to edit the text before the first time you run disconnect notices.  The defaulted text contains places for you to enter information specific to your company, such as date of disconnect and office location.
This is also the screen that you will check the box labeled Use Combined Billing Option to enable this option.
Work Order Configuration

To use the Work Order Configuration tab to setup Work Orders, Employees, Inventory and Vendors.

· Open the Setup screen

· Select the Work Order Configuration tab

The following items are setup under this tab:
Employees

Job Types

Inventory

Vendors

GL Setup

Use the GL Setup tab to setup, view, modify or delete GL export files and Setup Distribution codes for Income Centers, as well as to setup and delete GL Payment types.

To setup GL Exports and GL Payment types:

· Open the Setup screen

· Select the GL Setup tab

The setup of GL Export types, Payments Types and Distribution Codes are all setup on this tab.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Company Special

Use the Company/Special tab to enter the company information that you want to use for display purposes.  This information will print on reports, bills, and etc.  It is also where custom fields are setup.

To setup Company information or Custom fields:

· Open the Setup screen

· Select the Company/Special tab

The following items are setup under this tab:

Company Name

Company Account Number

Bank Name

Company Address

Company phone

Company Fax

Company E-mail

Company WWW
Custom Fields
Update Database – The Update Database button will only be enabled if you are logged in as your company’s system administrator.  The Update Database button provides you with an efficient method of updating your database with updates provided by IMSofTech.

Users and Permissions

Use the Users and Permissions tab to maintain users in the system.  From this tab you can create new users, view and modify user information and delete users once they are no longer needed.

To setup Users and Permissions:

· Open the Setup screen
· Select the Users & Permissions tab.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Income Centers & Rates

From the Inc. Centers and Rates tab you can view or modify your Income Centers, and connect rate Codes to Income Centers.

To setup Income Centers and Rates:

· Open the Setup screen

· Select the Inc. Centers and Rates tab

A report showing the current Rates Structure can also be printed from this screen.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Customer List

The Customer List shows all of the customers that are in the system, regardless of their active status.  There have been a few changes to this screen, with the main change being the Statistics box at the bottom of the screen.  The Statistics box breaks down all of the customers by their Active Status.  When a search is done on the Customer List, the statistics from that search are also displayed.
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To print a list of all customer accounts grouped by book, there is a Print Book(s) option.  This option prints a list containing the accounts that are displayed in the Customer List grid in the order that the accounts are displayed in the grid grouped by book number.  There is also a Print List option that can also be selected.  This option prints a list containing the accounts that are currently displayed in the Customer List grid in the order that the accounts are displayed in the grid. 
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Customer Details

To view or modify Customer account information:

· Open the Customer List screen.

· Select the account you want to view or modify.

· Select the Details option.

The Account Details screen displays.
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The top half of the screen displays information about the customer account, this information is editable. 
The bottom half of the screen contains tabs that allow you to view additional detailed information about the account and perform processes specific to this account.

The bottom of the screen also displays 7 buttons, Extra Info, Owner Info, Notes, Sub Accounts, Print, Close and Save.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Extra Account Information

Once the Extra Info button is selected, you will notice the Paid with NSF Check box.  Select this checkbox to indicate that this customer has paid with an NSF check in the past.  When this checkbox is selected for an account, a warning message displays when you open the Payment screen for that account to remind you that you should not accept checks from this customer and a message displays on the Payment screen near the payment information entry fields that flashes the message ‘CASH ONLY – NO CHECKS’.  The system will still allow you to accept a payment by check, this is just a warning.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Registers

The Payment Register, Adjustment Register and Deposit Register all default to what is currently open in the system.  All of the payments, adjustments and deposits that have been entered in the system can be viewed by selecting the Show All option at the top of each screen.
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All of the registers look a little different now, in that the information that you enter is on the left hand side of the screen and the static information is on the right hand side of the screen.  It allows the screens to flow with a little more ease.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Payment Register

Begin by selecting an account to make a payment to by using the Account # list box, the Coded Name field or the Customer Name field.

The fields in the top right portion of the screen automatically display information about the account you selected.
There is an Edit button on the right hand side of the screen that can be selected.  By selecting this, it brings up a box that allows the user to change the mailing address for the selected account.  It will save the new address to the Customer’s account, once the Save button is selected.  If you do not want to save the change, the Close button must be selected.
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Printing a list of Payments

To print a list of payments:

· Open Payment Register.

· Click the Print List button 

      


Or

· Go to menubar: Print > Print List
The Payment List prints to screen.

All of the payments listed in the grid will print on this report.  To print only those payments entered since the last register close, select the Open radio button prior to printing.  To print a list of all payments, select the All radio button.  You can also print a list of payments based off of a search.  The report will be sorted in the same order as the grid.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Printing Deposit Slips/Payment Register

To print a payment register or a deposit slip for payments entered since the last register close:
· Open Payment Register.

· Click the Print Register button.

Or

· Go to menubar: Print > Print Register
The Print Payment List dialog box displays.
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Click the Print List of Payments Entered button to print a register of all open payments and perform a register close.

Click the Print Deposit Slip button to print a deposit slip for all open payments.

Note:  The deposit slips must be printed prior to closing the register.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Adjustment Register

The Adjustment Register allows you to make new adjustments en mass to multiple accounts without having to open each account individually, for example, if a group of accounts is getting a one time charge or credit.  From the Adjustment Register you can make adjustments to customer accounts, search for previously credited adjustments and print a list of adjustments entered since the last register close.  The Adjustment Register is closed during the End Day processes on the Processing Center screen.
The Adjustment Register grid displays the adjustments that have been made through the system.  The screen opens with the All radio button selected and displays all adjustments in the system.  Select the Open radio button the display only the adjustments made since the last register close.  

Print Adjustment Register
The Print Register button allows you to print an Adjustment Register report and perform a register close.

To print the Adjustment Register:

· Open Adjustment Register.

· Select the Print Register option

Or

· Go to menubar: Print > Print Register.

The Adjustment Register prints to screen.

Print List of Adjustments

To print a list of adjustments:

· Open Adjustment Register.

· Select the Print List option

Or

· Go to menubar: Print > Print List.

The report prints the adjustments listed in the grid.  To print a list of only those adjustments entered since the last register close, select the Open radio button before printing.  To print a list of all adjustments, select the All radio button before printing.  You can also print a list of adjustments based off of a search.  The report will use the same sort order as the grid.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Deposit Register

The Deposit Register allows you to make a new deposit to a customer’s account, credit a deposit to an account, view deposit information, apply interest to deposits, search for deposits and print a list of deposits.

At the bottom of the screen is a Statistics box that breaks down all of the deposits by their Active Status.  When a search is done on the Deposit Register, the statistics from that search are also displayed.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Print Deposit Register

The Print Register button allows you to print an Deposit Register report and perform a register close.

To print the Deposit Register:

· Open Deposit Register.

· Select the Print Register option

Or

· Go to menubar: Print > Print Register.

The Deposit Register prints to screen.

Print List of Deposits

To print a list of deposits:

· Open Deposit Register.

· Select the Print List option

Or

· Go to menubar: Print > Print List.

The report prints the deposits listed in the grid.  To print a list of only those deposits entered since the last register close, select the Open radio button before printing.  To print a list of all deposits, select the All radio button before printing.  You can also print a list of deposits based off of a search.  The report will use the same sort order as the grid.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Processes
Most of the repetitive processes in i-nHANCE Small Business are accessed from Processes.  These processes are grouped as Readings, Drafts, Billing, Overdue, Close Outs, Import/Export, and Work Orders.  They are all separated out with the above processes listed as the titles for the tabs.
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Readings
Printing Route/Rook Worksheets

Enter Readings

Process Readings

Import Readings from hand held

Export Reading file to hand held

Apply Combined Billing

Sewer Averaging

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Drafts

Process Draft Pre-notes

Process Live Drafts

Process Paper Bank Drafts

Process Draft Payments

Billing

Print Bills 

Print Bills Recap Report

Print Zip Code Analysis of bill run

Print Labels

Overdue

Apply Penalties

Apply Daily Penalties

Print Meter Shut Off List

Print Overdue Account List

Close Outs 

Close Out at End of Day
Close Out Financial Period

Close Out Billing Cycle

Import/Export

General

GL Export

CASS Import/Export

Work Orders

Create New Work Order

Print Work Orders List

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Enter Readings

i-nHANCE Small Business provides 3 methods of entering readings.
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Readings by Account

Readings by Book

Other Readings

Notes
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Entering Readings by Account
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To enter readings by account:

· Select the Account radio button.

· Enter a Reading date.

· Click the OK button.

The Enter Readings By Account screen will display.

Enter the following information:
· Account - Enter the account number of the account for which you want to enter readings.
· Reading - Enter the reading for this account. Use leading zeros if needed.  As you enter the last digit of the reading the system will insert that reading into the grid in the middle of the screen and allow you to enter another Account number.
Note:  If you do not have an actual reading for an account you can enter 

“e” for estimate

“l” for use last reading

“z” for plug zero

to tell the system to fill in the reading with the indicated method.

Note:  If, during reading entry, you realize you made a mistake in entering a reading, you can correct the reading on this screen.  Select the account with the erroneous reading, then <right click> with your mouse and select Edit Reading or select Edit > Reading from the menubar and then you can enter in the corrected reading for that account.  Once you finish entering the corrected reading and the <Enter> key is clicked, it will return to where you left off and you can enter in your next account number and reading.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Save and Close – After you have entered all meter readings click the Save and Close button to save the entered reads.

A Warning!  Potential Save Error screen will come to screen.  This is just to show you how many reads were too high, too low or left empty.  By selecting OK, it will save all of the readings that you have entered and close the screen.  By selecting Cancel, it will take you back to the entry screen.
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Close – To cancel without saving the reads, click the Close button.

A Warning!  Potential Save Error screen will come to screen.  This is just to show you how many reads were too high, too low or left empty.  By selecting “Yes”, it will save all of the readings that you have entered and close the screen.  By selecting “No”, it will close the screen WITHOUT saving the readings.  By selecting Cancel, it will take you back to the entry screen.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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The Legend provides the following information:

Empty – this means that no reading was entered into the system.

Too High – This means that the reading is above the high range, 200% greater than the last reading.
Estimated – This means that the reading is estimated.

Normal – this means that the reading is within the normal range.

Use Last – This means that the user entered “l” as the reading and the system is using the last reading that is on the account.

Plug Zeros – This means that the user entered “z” as the reading and the system entered a zero as the reading on the account.

Too Low – This means that the reading is below the low range, only 50% greater than the last read.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Entering Readings by Book
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To enter readings by book:

· Select the Book radio button.

· Enter a Reading Date.

· Select a Route/Book.

· Select either the All or Select radio button.

· Select the All radio button to include all Sequence Numbers in the Book.
· Select the Select radio button to choose the Sequence Numbers to include, and then enter the beginning and ending sequence numbers.

· Click the OK button.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Enter Readings By Book screen displays.
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The first account number will display in the Account field.
Reading – Enter the reading for this account.  As you enter the last digit of the reading the system will insert that reading into the grid in the middle of the screen and allow you to enter a reading for the next Account number.

Note:  If you do not have an actual reading for an account you can enter 

“e” for estimate

“l” for use last reading

“z” for plug zero

to tell the system to fill in the reading with the indicated method.

Note:  If, during reading entry, you realize you made a mistake in entering a reading, you can correct the reading on this screen.  Select the account with the erroneous reading, then <right click> with your mouse and select Edit Reading or select Edit > Reading from the menubar and then you can enter in the corrected reading for that account.  Once you finish entering the corrected reading and the <Enter> key is clicked, it will return to where you left off and you can continue entering readings for the Book.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Save and Close – After you have entered all meter readings click the Save and Close button to save the entered reads.

A Warning!  Potential Save Error screen will come to screen.  This is just to show you how many reads were too high, too low or left empty.  By selecting OK, it will save all of the readings that you have entered and close the screen.  By selecting Cancel, it will take you back to the entry screen.
[image: image18.png]warning! Potential Save

WARNING! There are
2record(s) T0O HIGH,
1 record(s) T00 LOW,
Orecord(s) EMPTY.

Click"OK" to Save WITHOUT Edting
or
Click"Cancel” to Return to Edting.

5] concel





Close – To cancel without saving the reads, click the Close button.

A Warning!  Potential Save Error screen will come to screen.  This is just to show you how many reads were too high, too low or left empty.  By selecting “Yes”, it will save all of the readings that you have entered and close the screen.  By selecting “No”, it will close the screen WITHOUT saving the readings.  By selecting Cancel, it will take you back to the entry screen.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Other Readings
To create readings for an account when you don’t have an actual reading to enter.

· Open the Processing Center screen.

· Click the Other Readings button.

The Other Readings screen displays
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This screen allows you to tell the system to create a reading for the accounts using the following methods:

Estimate – Estimates the reading based on previous readings.

Use Last – Uses the last reading for this reading.

Plug Zeros – Uses zero for the readings.  This should be used for non-metered accounts only.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Enter the following information:

Reading date – Enter the date for the readings.

Route/Book – Select the Book to enter the readings for.

All and Select radio buttons.  Select whether you want to include All sequences for the book or if you want to Select the sequences to include.

Beginning sequence number – If you select the Select radio button, enter the beginning sequence number to include.

Ending Sequence Number – If you select the Select radio button, enter the ending sequence number to include.

Select the method you want to use by clicking Estimate, Use Last or Plug Zeros.  The method you select is used to enter the readings.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Handheld Transfers

To Import or Export Readings:

· Open the Processing Center screen.

· Click the Handheld Transfers button.

The Import Readings screen will display.
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Click the Import Readings button or the Prepare file for HH button depending on whether you want to Import or Export Readings.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Import Readings

To Import Readings:

· Click on the Processes button.

· Click on the Readings tab.

· Click the Handheld Transfers button.

The Import Readings screen will appear.  

Click on the Import Readings button.

A screen displays to allow you to select the import file you want to import.

Select the correct file and click the Open button.

If you allow your handheld device to renumber the sequences within the book, the Import Readings process will pull in the new sequence numbers and renumber as needed in i-nHANCE Small Business.
Export Readings

To Export Readings:

· Click on the Processes button.

· Click on the Readings tab.

· Click the Handheld Transfers button.
The Import Readings screen displays.

Click on the Prepare file for HH button.

A screen displays to allow you to select the location where you want to save the export file.

Enter or select the location and file name to save the export file to and click the Save button.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

A screen displays to allow you to select the book(s) to include in the export file.
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This screen allows you to select the Book(s) that you want included on the export file.

Select Book# - Select the book(s) to include in the export file.  To select sequential Books, click on the first Book you want to include, hold down the <Shift> key, and click on the last Book you want to include.  To select non-sequential Books, click on the first Book you want to include, hold down the <Ctrl> key, and click on each of the other Books to include.
Select Sequence# - Select the sequences to include in the export file.  This option is only available if a single Book has been selected in the Select Book# field above.

Include Inactive Accounts – Select this check box to include inactive accounts in the export file.  To export only active accounts, unselect this checkbox.

Click the OK button to create the export file.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Process Readings

To process readings:

· Open the Processes screen

· Click the Process Readings button

The Process Readings screen displays.
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Select to process readings by Account, by Book or by Reading Entry.

Note:  You can only edit readings if you selected Reading Entry.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Process Readings by Account

To process readings by Account:

· Select the Account radio button

Select the Account you want to process.  The grid displays the account numbers and the number of readings per account.

Go To Account – Enter an account number in this field and click the Find button to locate a specific account.
Process Readings by Book

To process readings by Book:

· Select the Book radio button

· Select the Route/Book you want to process

All – Select the All radio button to select all of the sequences in the Route/Book you selected.

Select – Select the Select radio button to select the Beginning and Ending Sequences in the Route/Book you selected.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Process Readings by Reading Entry

To process readings by Reading Entry:

· Select the Reading Entry radio button

Select the Reading file you want to process. This grid displays the accounts and the readings in that file. 

Edit – This selection will allow you to edit readings for this Reading Entry.  The Edit button is only available if the Reading Entry radio button was selected.  Using the grid, edit any readings that need to be changed, and click the Save and Close button to return to the Process Readings by Reading Entry screen.  
New Reading Date – Enter a new reading date if needed.  To apply the new reading date to only the selected reading, click the Apply Date to Selected Record ONLY button.  To apply the new reading date to all readings, click the Apply Date to ALL Records button.

After you have performed all the processes needed for this Reading Entry, click the Save and Close button to save the edits and close the screen.

To cancel without saving your edits, click the Close button.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Re-Verify and Re-Apply Readings
To Re-Verify or Re-Apply readings you will need to turn on the Advanced Readings functionality.  These same steps need to be done whether the reads are being processed by Account, by Book or by Reading Entry.
Go to the menubar and select Options > Advanced.  This will cause the Re-Verify and Re-Apply buttons to display.
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Re-Verify – This selection will produce a report of recalculated usage and charges without actually applying those charges to the accounts.

Re-Apply – This selection will remove the current readings, usages, and charges and apply the recalculated readings, usages, and charges to the accounts.  A confirmation message displays to confirm that you want to re-apply charges for the selected accounts.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Printing Bills

To Print Bills:

· Open Processes
· Select the Billing Tab

· Click the  Print Bills button

This will bring up the Billing Wizard.
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Select the method of print bills.

By Book/Sequence

By Zip Code

By Account

Select the Billing Date, Due Date and Sort Order.

If it is First notices, there is not a checkbox to click.  If it is Second notices or Disconnects, the appropriate checkbox must be marked.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Combined Billing
To use Combined Billing:

· Go to the Setup screen.

· Select the Billing Defaults tab

· Check the Use Combined Billing Option box.

Use Combined Billing Option – Combined Billing allows you to provide a single bill (Master Account) that will combine charges for multiple accounts (Sub Accounts) as separate line items on a bill.  You will calculate charges and usage on the Sub Accounts and transfer the charges to a Master Account for billing.  The charges that are transferred remain on the Master Account and are no longer associated with the Sub Accounts.  Mater Accounts should be stored in their own Book and should not be mixed with Sub Accounts.  Sub Accounts can be stored in any Book as long as that Book does not contain Master Accounts. Reading entry and calculations are made on the Sub Account level.  The Master Account should not have Rate Codes for generating usages and charges specific to the Master Account; it will only receive charges generated from the Sub Accounts.  Combined Billing calculations are performed from the Readings tab on the Processes screen.

Master Accounts

To set up a Master Account:

· Go to Customer List.

· Select the Account that will be the Master Account.

· Click on the Details button.

· Check the Master Account box.

Once an account is set up to be a Master Account, this account must be moved to its own book.  

Note – Set up on book for only your Master Accounts.  Sub Accounts can be in any book except for the book that is designated for Master Accounts.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Sub Accounts

Sub Accounts work with Master Accounts in that you enter readings and calculate charges on the Sub Accounts then transfer the charges to a Master Account for billing.

Click the Sub Accounts button on the Account Details screen to add or edit Sub Accounts for a Master Account.
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From this screen you can:

Add a Sub Account

Edit a Sub Account

Delete a Sub Account

Print a listing of Sub Accounts

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Add a Sub Account to a Master Account

Click the Add button to add a Sub Account to this Master Account.  The Add Sub Account screen displays.
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Sub Account Information

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Close Outs

End of Day

The Close Day Process is used to close all registers and audits for the day for all users of the system.  It gives reports of the day’s activities.  You can close all registers and the day at one item or you can close each register separately.  Select the checkbox of the register(s) you want to close and click the Print and Close… button.

· Open Processes
· Select the Close-outs tab

· Select the Close Day button
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Close Payment Register – Select the Close Payment Register checkbox to close out the Payment Register.  This clears out the running total in the payment register by operator, closes the audit number used, and produces a Payment Report.  The Payment report includes both Direct GL payments and Utility Billing payments.

Close Adjustment Register – Select the Close Adjustment Register checkbox to close out the Adjustment Register.  This closes the audit number assigned to the day’s adjustments per operator and produces an Adjustment Report.

Close Deposit Register – Select the Close Deposit Register checkbox to close out the Deposit Register.  This closes the audit number assigned to the day’s deposits per operator and produces a Deposit Report.  If your company uses Meter (location) Deposits a second report prints that lists each customer, their beginning deposit amount, changes, and ending deposit amount.

Close Day – Select the Close Day checkbox to close out the day.  This can only be run after all registers have been closed.  The Close Day process produces a Daily Balance Summary which starts with the day’s beginning balance detailed by Book and Income Center, shows all debits and credits, and ends with the days ending balance.

Click the Print and Close… button to complete the Close Day process and close the screen.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Close Financial Period

The Close Financial Period Process is used to close the accounting period for your company.  The system allows you to print reports as well as close the financial period.

To close the financial period:

· Open Processes
· Select the Close-outs tab

· Select the Close Financial Period button
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The following reports will print if selected:

Adjustment Code Summary

Audit Summary

Period Activity Report

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Adjustment Code Summary – Select the Adjustment Code Summary checkbox and click the Print and Close… button to process the Adjustment Code Summary.  This report gives a list of each adjustment code used in the period and the net affect of the adjustments by Income Center.
Audit Summary Report – Select the Audit Summary Report checkbox and click the Print and Close… button to process the Audit Summary Report.  This process totals each audit number used in the period giving the total transaction amount, operator, and date.

Period Activity Report – Select the Period Activity Report checkbox to click the Print and Close… button to process the Period Activity Report and close the period.  This process totals each type of transaction by Income Center, breaks down accounts receivable total by New, Active, and Inactive accounts, and breaks down deposit totals by New, Refund to AR, Refund to check, and Deposit changes.

Three reports, System Summary, Period Summary and Period Activity print to screen.

Once you have closed the report screens a dialog displays asking if you want to close the Financial Period.  Select No to cancel the process or Yes to close the period.

The next dialog that displays asks if you want to close the Year End totals.  This will zero-out your Year-To-Date columns and totals.  Select No to cancel the process or Yes to continue.  Caution:  This process is NOT reversible.  Once these totals are zeroed-out there is no way to replicate them.  Remember to make a back up of your data immediately before performing a Year End close.

If you answer Yes to close the Year to Date totals, the Year End Summary report prints to screen.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Close Billing Cycle

The Close Billing Cycle Process allows you to identify accounts as ready for new readings and charges for a new billing and separates the cycle of billing accounts and the financial accounting period. 

The system allows you to print the Cycle Close-out Report and the Pump Station Comparison Report as well as close the billing cycle.  Everyone else must be out of the database prior to closing the cycle.

· Open Processes
· Select the Close-outs tab

· Select the  Close Billing Cycle button
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Cycle Close-out – Select the Book range you want to run a Cycle Close-out Report for.  Select the Cycle Close-out Report checkbox.  This report breaks out current cycle’s usage by book and then by Rate Code, compares to last months usage broken out the same, and calculates the percentage of change.  

Once you have closed the report screens a dialog displays asking if you want to close the Billing Cycle.  Select No to cancel the process or Yes to close the cycle.

Pump Station Comparison Report – Select the Book range you wan to run a Pump Station Comparison Report for.  Select the Pump Station Comparison Report checkbox and click the Print report button.  This report compares the usage by pump station with the usage of the customers attached to that pump station noting any adjustments made.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reports Screen

This screen gives a list of the reports in the system.  Some of the reports are automatically produced during other processes but can be run any time of the month.  Other reports can only be run from this screen.
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Column Headings

Name – This column displays the name of the report.

Book Range – This column displays a checkmark for each report that is selectable by Book and Sequence numbers.

Audit Range – This column displays a checkmark for each report that is selectable by Audit number.

Date Range – This column displays a checkmark for each report that is selectable by Date.

Note – The checkmarks in each column are not checkboxes that allow you to select how you would like to sort the report information.  They are identifiers to display how the report can be sorted.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reports
Accounts Receivable Report

Accounts Receivable (Totals Only)

Accumulated Usage Report

Adjustment Register Report

Aged Receivable Report

Aged Receivable (Complete)

Aged Receivable (Totals Only)

Audit Summary Report

Bill Totals

Calculations Report

Daily Balance Report

Deposit Slip

Detailed Audit Report

GL Payments Report

Master Posting Report

Meter Reading Worksheet

Payment Breakdown Report

Payment Register Report

Penalty Payments Report

Rate Study Report

Security Deposit Report

Sewer Average Report

Unread Meters Report

Usage Summary Report

Work Order (By Work Order #)

Zip Code Analysis Report

Custom Reports

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Accounts Receivable Report – This report can only be printed from the Reports screen.  It allows a selection criterion of Book and Sequence numbers.  It prints a listing of all accounts within the range selected, and per account displays the account’s current balance by Income Center.

Accounts Receivable (Totals Only) – This report can only be printed from the Reports screen.  The Accounts Receivable report must be printed prior to printing the Total report.  The Total Report does not contain a selection criteria, it uses the Book and Sequence range selected for the Accounts Receivable report.  It prints a total per Book for the range selected for the Accounts Receivable report.
Accumulated Usage Report – This report prints all accumulated usage for each account within the system.  The report displays the Account number, Service Location, Meter number and the Accumulated usage.  It allows a selection of Book number.
Adjustment Register Report – This report is generated when the Adjustment Register is closed.  After the report has been generated by the Adjustment Register it can be reprinted from the Reports screen by selecting the appropriate Audit number.

Aged Receivable Report – This report can only be printed from the Reports screen.  This report allows a selection criterion of Book and Sequence numbers.  It prints a listing of all accounts within the range selected and per account displays the ages of all balances by Income Center.

Aged Receivable (Complete) – This report can only be printed from the Reports screen.  This report allows a selection criterion of Book and Sequence numbers.  It prints a listing of all accounts within the book range selected and per account displays the ages of all balances by Income Center.

Aged Receivable Report (Totals Only) – This report can only be printed from the Reports screen.  The Aged Receivable report must be printed prior to printing the Total report.  The Total report does not contain a selection criteria, it uses the Book and Sequence range selected for the Aged Receivable report.  It prints a total per Book for the range selected for the Aged Receivable report.

Audit Summary Report – This report is available from the Reports screen and the Processes screen.  This is an optional report that can be run during the end of Financial period processes.  The report gives a detailed breakdown by audit number of the charges, payments and deposits and what income centers they affect for the financial period.  The Audit Summary report can be used to track a particular charge or payment.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Bills Totals Report – This report is available from the Reports screen and the Processes screen (Billing Wizard).  When printing from the Billing Wizard, the report only prints information related to that bill run.  From the Reports screen, the report allows a selection criterion of Bill Run ID number.  It prints information relating to the selected bill run such as number of bills printed, amounts charged, and total amount due.
Calculations Report – This report is available from the Reports screen and the Processes screen (Process Readings).  The one from the Reports screen is different from the report printed during the calculation process.  It shows by Book or Book range the current calculation information for the Customer accounts.  It is often used at the end of the reading process to get a complete report of all applied and reapplied charges on the account.

Daily Balance Report – This report is available on the Processes screen from the Close Day process or from the Reports screen.  This report shows what charges/payments have been applied since the last Daily Close-out.  It is broken out by Book and then also by Income Center.  This report is intended to be run on a daily basis to give you a way of balancing payments and charges for the day.

Deposit Slip – This report can be printed from the Reports screen and the Payment Register screen.  The Deposit slip will include all payments taken in since the last register close.  Note:  The deposit slips must be printed prior to closing the register.
Detailed Audit Report – This report can only be printed from the Reports screen.  This report will prompt you for an audit number and then break down everything that was included in that audit in detail.

GL Payments Report - This report can only be printed from the Reports screen.  This report prints a listing of all Direct GL payments taken since the last time the report was printed.  Print this report as part of your End of Day procedures to use when balancing your cash drawer.

Master Posting Report – This report can be printed from the Reports screen and the Processes screen, under Readings when the Apply Combined Billing is run.  It shows the charges that are posted to the Master Account and the Subsidiary accounts that the charges came from.

Meter Readings Worksheet – This report can be printed from the Reports screen and the Processes screen, under Readings when you click Print Worksheet.  It is used to manually record meter readings in the field.  This worksheet has a selection criterion of Route/Book.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Payment Breakdown Report – This report can only be printed from the Reports screen.  This report prints a listing of all accounts in the selected audit as well as the amount of payment per Income Center.

Payment Register Report – This report is generated when the Payment Register is closed, which is done from the Payment Register screen.  The report can be reprinted from the Reports screen after it has been generated by the Payment Register by selecting the appropriate Audit number.

Penalty Payments Report – This report is only available from the Reports screen.  It shows the penalty payments taken in and the Income Centers the payments affected for the selected audit number.  It is designed to be run after each batch of payments are entered.

Rate Study Report – This report can be run from the Reports screen or from menubar > Reports > Rate Study.  Rate Studies allow you to determine what your high use times are and which customers are using what percentage of the services you provide. Rate Studies are typically performed on the Water Income Center.  There are many valuable ways to use a Rate Study.  Two common uses are to determine how to modify your existing Rate structure to maximize an increase in rates and to determine where to place conservation restrictions for your customers.  The rate Study report prints one year of usage, broken down into the steps setup and displays the number of customers whose usage fit that step.
Security Deposit Report – This report can only be printed from the Reports screen.  It prints a list of all Security Deposits entered since the last time the Deposit Register was closed.

Sewer Average Report – This report can be printed from the Reports screen as well as the Processes screen, under Readings when you click Sewer Averaging.   It prints a listing of all accounts within the Book range selected that displays the averaging selection criteria, account #, name, status, and computed average.

Unread Meters Report – This report can only be printed from the Reports screen.  It prints a listing of all accounts that do not have an applied reading.  It is recommended that you run this report immediately after applying meter readings to make sure that none were missed and again before closing a cycle.

Usage Summary Report – This report is only available on the Reports screen.  It shows some additional statistical information about the calculations done during this period.  It is designed to be run after calculations are completed, usually after the Calculation report is processed.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work Order (By Work Order #) – Work Orders can be printed while creating or updating them on the Processes screen or from the Account Details screen or they can be printed from the Reports screen.  To print a Work Order from the Reports screen you must enter the Work Order number.

Zip Code Analysis Report – This report can be printed from the Reports screen or from the Processes screen, under Billing.  It prints a listing of the number of bills printed per Zip Code in the selected bill run.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work Orders

To use the Work Order Configuration tab to setup Work Orders, Employees, Inventory, and Vendors:

· Click the Setup button

· Select the Work Order Configuration tab

WO Employees

Use the Employees tab to setup new employees, view information on existing employees, delete employees, and print a list of employees.

Set up an Employee by entering in an employee number, the employee name, the salary per hour and the price per hour (amount charged to the customer).  

WO Job Types

Us the Job Types tab to create new Job Types, view information on existing Job Types, delete Job Types and print a list of all Job Types.  

Set up a Job Type by entering in a name (unique ID) for the Job Type, a description, the cost center that it is related to, the normal number of hours it takes to perform this job.

Inventory – These 2 fields allow you to assign inventory to this Job Type.  Select the inventory item you want to sassing in the Other field and click the < arrow to move the inventory item to the Selected field.  A dialog window displays that allows you to select the number of inventory items to assign to this Job Type.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

WO Inventory

The Inventory tab is used to create new Inventory items, view information on Inventory items, delete Inventory items, print a list of Inventory items, and Process End of Year for Inventory items.

Inventory Items List – This tab displays a list (grid) of all Inventory items setup in the system.

Costing Method – To the right of the grid is a list box where you can select your company’s inventory costing method.  This is the costing method that will be used for processing inventory at the end of the year.  The selections are FIFO, LIFO, and Average.

Caution: You must choose your inventory costing method BEFORE creating Work Orders, Closing Work Orders or Receiving Inventory.  Once you have created or closed a Work Order or Received Inventory you will not be able to change the costing method without Processing End of Year for your inventory.  If you attempt to change your costing method after any of these actions have been performed, the system will display a dialog minding you to Process End of Year for your inventory and requiring you to select Yes to continue.  After clicking Yes, click the End of Year Processing button to process your inventory.  Then, select the new costing method you want to use.
Order Inventory – When your company orders Inventory items from a vendor, use the Order button on the Inventory item’s Detail screen to create a record of the order.

To order Inventory you select the Vendor, select a Proposal, a description of the item, the vendor part #, the cost, and the quantity on order.

On Stock – when the items you entered on the Inventory Order screen are delivered, use the On Stock button to create a record of the delivery and make those items available for use on Work Orders.
End of Year Processing

Click the End of Year Processing button to process end of year for your inventory.  An End of Year Inventory report displays on the screen.  The costing method used is determined by the selection you make in the list box as the top right of the tab.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

WO Vendors

Use the Vendors tab to setup new vendors, view or modify information on existing vendors, delete vendors and print a list of vendors.

Setup a Vendor by entering their name, address, zip code, state, phone number, fax number, and the Representative’s name.

Create New Work Orders

Work Orders can either be created directly from a customer’s account.

Customer List > Details > Processes > Work Order
                                    Or

From the main Processes
menubar > Processes > Work Order

This will bring up a New Work Order Wizard.  It will prompt you to enter in the Account number, Job Type, Inventory, Miscellaneous Expenses, and Employees.  Click the Finish button to complete the Work Order.

A print dialog window will display giving you the option to print the Work Order at this time.  If you select not to print the Work Order you will still be able to print the Work Order from the Account Details, Work Order History tab or the Reports screen.

After the print dialog, the Work Order Wizard screen will remain open.  The screen now contains two new buttons.  To change the Work Order’s status to Completed at this time, click the Close Work Order button.  You can also close the Work Order through the Account Details, Work Order History sub-tab.  If you want to make any edits to the Work Order, you can make those changes now and click the Update button.  A print dialog will display, giving you the opportunity to print the updated Work Order.  You can also make edits to any open Work Order through the Account Details, Work Order History sub-tab.  Click the X at the top right of the screen to close this screen.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Print Work Orders List

To print a list of Work Orders:

· Open the Processing Center screen

· Select the Work Orders tab

· Select the Print Work Orders List button

· Select the Work Order date range
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Print only Open Work Orders – Select this checkbox to print only open Work Orders.  No Work Orders with the status of Completed will print.
Click the OK button to print the Work Order list.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Close Work Orders

Once the work has been completed and you are ready to close the Work Order, follow these steps:

1. Identify the Work Order you want to close.

2. Open the Customer List screen, select the account the Work Order was created for.

3. Click the Details button, then the Work Order History tab.  All of the Work Orders that have been created for this account display on this tab.

4. Select the Work Order you want to close and click the Update button.  The Work Order Wizard opens.

5. Click the Close Work Order button.  A date dialog displays allowing you to select the date you want the Work Order to be closed.  Select the date and click OK.

6. A dialog displays asking if you want to enter Employee Comments.  Select No to skip the comments and close the Work Order.  The Work Order will print to screen allowing you to print a copy of the Work Order for your records.  Select Yes to enter comments and the Employee Comments dialog will display.  This text box is the same size as the Employee Comment area of the printed Work Order.  This allows you to format the text to look like you want it to on the printed Work Order.  Click the Save button to save the comments and complete the closing of the Work Order.  The Work Order will print to screen allowing you to print a copy of the Work Order for your records.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Drafts

Process Drafts
To Process Drafts:

· Open Processes
· Select the Drafts tab

· Click the Process Drafts button

Drafts can be processed in one of two ways; Live Drafts or Paper Bank Drafts.

If you choose to do Live Drafts, the system will ask you to select the Date of Draft and enter in a message to appear on the drafts.

For both types of drafts, you will be prompted for a Route/Book range and Sequence Numbers to be included.

Note: If you select more than one book you will not be able to limit the Sequence numbers.
Apply Draft Payments

To Apply Draft Payments:

· Open Processes
· Select the Drafts tab

· Click the Apply Draft Payments button

The Apply Draft Payments screen displays.  The Route/Book range and Sequence numbers to be included need to be entered.

Note: If you select more than one book you will not be able to limit the Sequence numbers.

The grid at the bottom of the screen will display all draft accounts for your selected Book/Sequence.

To print a list of draft accounts, click the Print the Preview List button.

To apply the draft payments, click the Apply the Drafts as a Payment button.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Overdue
Apply Penalties

To Apply Penalties:

· Open Processes screen

· Select the Overdue tab

· Select the Apply Penalties by Account  or the Apply Penalties by Book button

Penalties by Account 
Select the account number or the customer name for the account you want to apply penalties to.  The screen will display the Penalizable Balance, the Eligibility Balance, the Income Centers, the Balance, the Penalty, and the Updated Balance.
Click the Apply Penalty button to apply the penalties to the account.

If you want to apply penalties to another account at this time, select the account number in the Select Account field and follow the same steps.

Click the Close button when you are finished applying penalties.  If you have not printed a Penalty Register report for this audit number a message will display to remind you that you have not printed the report and to confirm that you wan to close the audit number without printing the report.  Click the Yes button to close the audit number WITHOUT printing the report.  Click the No button to return to the Apply Penalties by Account screen and click the Print button to print the report.  

Caution: This is the only opportunity to print the report.
Click the Cancel Penalty button to close this screen without applying the penalty.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Penalties by Book
This process allows you to apply penalties to all of the accounts in a Route/Book or multiple Routes/Books at one time.

Note: If you select more than one book you will not be able to limit the Sequence numbers.

Click the Print button to print an Overdue List without actually applying the penalties.  Once you close this report down it will ask you “Do you want to apply penalties?”  If you click on No, the system will just close down the Overdue box.  If you click on Yes, the system will bring another report to screen titled Overdue Register. 

Note:  If the report is titled a ‘List’, then it is just a listing.  It did not post anything.  If the report is titled a ‘Register’, then it did post to the account(s).
Click the Apply Penalties button to apply penalties to al eligible accounts in the Book/Sequence you selected.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Report Writer

Report Writer is a new tool for i-nHANCE Small Business designed to provide users with the ability to produce custom reports without requiring extensive report design training.  

Report Writer is more than a “wizard”.  Not only can Report Writer take users through the stages of report design ending up with a finished report, existing reports can also be opened in Report Writer’s Edit mode.  No overly complicated “design environment”, yet plenty of data selection and report formatting functionality.

Report Writer is accessed via the “Reports” button on the i-nHANCE Small Business main form.

The following is a brief look into the features of Report Writer.


Accessing Report Writer from the Reports List:



New



Edit



Delete



Print


Report Writer screens:



Start



Page Options



Report Options



Grouping



Details



Criteria



Sorting



Totals


Saving Report Writer Reports:



Save As…

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reports List
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Reports List screen
The existing Reports List screen has been modified in the following ways:

1. You can only delete or print from the original List Of Reports.  New reports are added in the new Report Writer Reports section.

2. The Report Writer Reports section lists all of the user-defined reports.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Report List screen (Report Writer Reports section)

Features:
Name:  The user-defined report name.

Description:  A short description of the report (up to 200 characters).

Author:  The user (username) who created the report.

Public Design:  An option set by the author to either allow, or prohibit other users from being able to edit the design of the report.

Buttons:

New:  This button enables the user to create a new report by launching Report Writer.

Edit:  This button launches Report Writer and loads the selected report into edit mode.  This function is dependant upon “Public Design” status.

Delete:  This button permanently deletes a report from the database.  (Users are prompted to confirm the decision.)
Print:  This button launches Report Writer in print preview mode; only showing the report in the Print Preview window.

The Edit and Delete buttons are disabled if the selected report is currently opened by another user.  The Print button, however, is enabled if the report is in use by another user, but a warning is displayed and it is highly recommended not to print a report while it is in use by another user.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Start
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Start screen.

Features:


Data Source List:  Users must select a data source for new reports.

Buttons:

Build Data Source:  Refreshes the underlying data source for the report and displays the Process Status message while working.
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Process Status message


Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Close:  Closes Report Writer

Previous:  Moves the user to the previous screen in Report Writer

Next:  Moves the user to the next screen in Report Writer
Print Preview:  Generates and opens the report ready for printing in the Print Preview window.

If the user selects to create a new report, Report Writer opens to the Start screen.  The Previous, Next, and Print Preview buttons are disabled until the user selects a data source for the new report and then clicks on the Build Data Source button.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Page Options
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Page Options screen.

This screen is the first screen displayed after building a data source for a new report, or if Report Writer is opened in edit mode for an existing report.  Users can use defaults, or specify a wide range of page setup options.

Features:


Orientation, Size, and Margins
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Page Options screen
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Print Date and Page Numbers
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Page Options screen


Options for both Print Date and Page Numbers include:

Inclusion:  Whether to show the print date or page number information.

Location:  Select either Top Left, Top Right, Bottom Left or Bottom Right



Font:  Specify font attributes.

Hide Print Date on Cover Sheet:  If a Cover Sheet is selected for the report (see the section on Report Options) users have the option of not showing print date and/or page number information on the cover sheet.


Options specific to Page Numbers:

Start Numbering With:  Users have the option to begin pagination with the cover sheet if that is the Report Header style selected, or with the first data sheet.
Page Title
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Page Options screen 


Options:

Include Page Title:  Users can choose to include a page title or not.  If included, page titles will print at the top of each page unless the option to suppress the page title on page 1 is checked (see Report Options section).

Line 1, default to Company Name:  If checked, line 1 of the page title will automatically default to the Company Name system setting.

Font:   Specify font attributes for the page title.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Report Options
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Report Options screen

The Report Options screen follows after the Page Options screen.  Here, users can specify whether or not to include Report Header and Report Footer sections.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Features:

Report Header:  The first section of the report to print.  It displays user-supplied textual information that can be used to provide title, or summary information.  Up to six lines total may be printed.  
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Report Options screen


Options:




Include Header:  Whether or not to use a report header.

Style:  Cover Sheet:  This will print the report header information on a separate sheet of paper at the start of the report.  The first section (up to three lines) will start printing approximately 1/3 of the way down the page, and the remaining section (up to three lines) will start printing approximately ¾ of the way down the page.

Style:  Top of first page only:  This will print the report header information at the top of page 1.  If this option is selected, users are given the option to suppress the printing of the page title on page 1 only (page titles will print on all successive pages).  Up to six lines will print at the top of the page.

Font:  Specify font attributes for the report header on a line-by-line basis.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Report Footer:  This is the last section of the report to print.  It displays user-supplied textual information.  If groups or totals are specified, report totals will print immediately after the Report Footer text.  
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Report Options screen

Options:

Include Footer:  Whether or not to use a report footer.  (Note:  If totals are specified, and a report footer is not included, report grand totals will not be displayed.  However, users may leave the report footer text information blank.)

Style:  Follows immediately after last record:  The report footer section will begin printing just a few lines after the last record/line of the report.

Style:  Prints as a new page after last record:  The report footer section will begin printing on a new page after the last record/line of the report.

Font:  Specify font attributes for the Report Footer section on a line-by-line basis.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Grouping

[image: image44.png]Report Writer

Fie Vew Hep

- Grouping

o Grousing | B10UPING pUls records based on common values and allos (lals (o be calculate for the records wiin the groups
I Perfom GIouping i, i o the totas tha can be calculted nthe Repat Foote. I

3

Print Preyiew

Closs Previous





Grouping screen

The Grouping screen follows after the Report Options screen.  Grouping pulls records based on common values and allows totals to be calculated for the records within groups in addition to the grand totals that can be calculated in the Report Footer.  

Features:

Perform Grouping:  Whether or not to use grouping.  If checked, users can specify up to five (5) levels of grouping.  Each group selected has a group header and group footer.  Grouping should be done with care as each grouping level increases the time to process the report.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[image: image45.png]Report Writer

Fie Vew Hep

- Grouping

o Grousing | B10UPING pUls records based on common values and allos (lals (o be calculate for the records wiin the groups
7 Perfom GIouping | iy i o the totas tha can be calculted nthe Repat Foote. I

Select Fields To Group By
(Group Orcer Field 0 Group B [Aemete Label
Fist Group By:

% of Previaus Usage
15t Previous Balance
2nd Previous Balance

31 Previous Balance.
[Accoutt
Active

[Active Status
AlermateSearch

RN HAANN_ RN RN NN Koo | Dot el il i i s s

Previous Nex Print Preyiew





Grouping screen


Options:

Group Order:  The displayed grouping order.  Users must select the fields on which to group in the order they wish the grouping to occur.

Field To Group By:  Select from the drop-down list.

Alternate Label:  Column header labels can be specified that differ from the default (Field To Group By value).
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[image: image46.png]Report Writer

Fie Vew Hep

- Grouping

& Shaw C Hide
& Shaw C Hide

User Cade
Paid with NSF

Selol Felds To Gioup B
Group Orcer Field o Group B [Alernale Label
Fist Group By:___State
Then Group 8y [Ciy
Then Group By [2p
Then Group By: | User Code
Then Group By 5
@ Show C Hide State Fort| Times New Roman 12
& Show C Hide City Fort| Times New Roman 12
@ Show C Hde  Zip Fort| Times New Roman 12

Font

Font

Times New Roman 12

Times New Roman 12

o Grousing | B10UPING pUls records based on common values and allos (lals (o be calculate for the records wiin the groups
7 Perfom GIouping | iy i o the totas tha can be calculted nthe Repat Foote. I

& Shaw C Hide

& Shaw C Hide

Pai with NSF
User Cade

zip Fort| Times New Roman 12
City Fort | Times New Roman 12
Stete Fort| Times New Roman 12

Font

Font

‘Times New Roman 12

Times New Roman 12

RN HAANN_ RN RN NN Koo | Dot el il i i s s
& Shaw C Hide
& Shaw C Hide

& Shaw C Hide

.

Previous

Next

Print Preyiew





Grouping screen (showing maximum grouping levels)
Visual Display of Grouping Order:  As groups are selected, the logical order of the groups’ header footer sections is displayed.
Group Headers / Group Footers:  Displayed in the group header is the Field To Group By along with the current group value for that field.  Displayed in the group footer section is the Field To Group By, the current group value for that field, and any totals that may be specified.



Options:

Show/Hide:  Users may specify to show or hide each section.  Used in conjunction with the Details Section Show/Hide options (see the Details Section), users could display only group totals for a report rather than all records with totals.   

Font:  Specify font attributes for header and footer sections on a section basis.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Details
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Details screen

The Details screen follows after the Grouping screen.  This is where users select the fields that will be displayed in columns on the report.  The Details section consists of two sections:  The Details Header which displays labels over each column of data, and the Details Line section in which individual records are displayed.

Features

Automatic Column Sizing:  Column widths are automatically sized to the greater of either the column label, or the largest possible value for the Detail Field selected.  This width is computed based upon the data type of the field (string, numeric, etc.) and the font specifications set for the Details Header and Details Line sections.  

Multiple-Page Column Spanning:  If more columns are selected than can fit on a page, Report Writer automatically calculates (using Automatic Column Sizing) how many pages will be required to fit all of the columns.  Report Writer will print all of the pages for all columns selected before moving to the next “page” of records.

Automatic Column Alignment:  Fields are automatically aligned according to data type.  

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Details screen 


Options:

Detail Field:  Select from the drop-down list which fields to include on the report.  

Alternate Label (Line 1, 2, 3):  The user has the ability to specify Alternate Labels for the columns.  By default, Report Writer uses the Detail Field selected as the column label.  However, if so desired, a different column label can be specified.  The column label can be up to three (3) lines long.

Align Field/Label:  Users can use the Auto setting (based upon data type) or specify Left, Center, or Right alignment for the columns/labels.
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Details screen

Show/Hide Details Section:  If Hide Details Section is selected, the individual details lines and the column labels will not be printed.  However group, and report grand totals will still be calculated.  If group or report totals are specified, the Details Header section (column labels) will be printed with each total line.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Font Dialog Box

Font:  Specify font attributes for the Details Header and Details Line sections.
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Details screen

Spacing Between Lines:  Line spacing in the details line section can be set to either Single, Double, or Triple space.
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Details screen

Spacing Between Columns:  The amount of spacing between columns in the Details section can be adjusted to aid in custom formatting of the report.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Criteria 
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Criteria screen

The Criteria screen follows the Details screen.  The data upon which the report is based can be filtered based on user-supplied criteria.  

Features


Design-Time or Run-Time:  Users can specify criteria at the time of the report’s design, or only the Field Name can be specified (leaving the Criteria value blank) and Report Writer will prompt for entry of the criteria value each time the report is run.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Criteria screen

Field Selection:  Criteria specification is not limited to just the fields on the report, but can be specified for any field in the report’s data source.  Simply select from the drop-down list of Field Names.  The order of the fields selected does not matter.
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Criteria screen

Criteria Builder:  After selecting a field, users specify criteria for that field by clicking in the Criteria column and then clicking on the Criteria Button.  This will launch Criteria Builder.  

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Criteria screen (showing Criteria Builder)
Using Criteria Builder, users can build advanced queries (record filters) without the need to know complex query language syntax.  Just follow the on-screen prompts to make you selections and then click the Return Criteria button to return the criteria to Report Writer.  
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Criteria Screen (showing returned criteria)

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Sorting
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Sorting screen

The Sorting screen follows the Criteria screen.  Use Sorting to order the display of the records on your report.  

Features

Group Sorting:  If Grouping is selected, records are by default sorted according to group fields and then by the detail fields.  However, Sort Directions within the groups may be specified.

Additional Sorting:  Sorting of the detail records is not limited to the fields actually selected for display on the report.  Users can sort the detail records by any field in the report’s underlying data source.

Options:  

After selecting a Field on which to sort, select a Sort Direction (Ascending A-Z or Descending Z-A) from the Sort Direction drop-down list.

Buttons:

Reset Sort Fields:  Use this button to clear the list of fields by which to sort if you want to change your selection.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Totals
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Totals screen
The Totals screen is the last sequential screen.  Users can specify various types of totals dependant upon the selected field’s data type.
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Totals screen (showing types)

Options:  

Total Type:  If the selected field’s data type is non-numeric and non-date then the only Total Type available is “Count”.  Numeric, non-date fields can select from: “Count”, “Sum”, “Avg”, “Min”, or “Max”.  Date type fields can select from:  “Count”, “Min”, or “Max”.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Save Report As…

The Save Report As… screen is available only through the Menu bar’s “File” option.  
File Menu | Save As… option
[image: image61.png]Report Writer

Fie Vew Hep

[-Save Report s

 Allow anyone to it reports design.

© nl the repor's author can edit the report’s desin. J— -

Public
Name. Desciption urer |5 |10
B |Active Customer Balsnces Active Customers and thei Balances s [Ves |0
Total Balances s [Yes [0
Saveds Descipton
I

.

Previous Hex! Pt Preyien





Save Report As… screen

Features:  

Existing Report Writer Reports list:  Lists all of the existing Report Writer reports so that users can easily specify a valid title.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Options:

Save As:  Users enter a name for the report.  If the name is already in use, Report Writer will prompt for overwrite confirmation if the existing report allows public design, and is not currently opened by another user.  Otherwise, a message indicating the inability to save the report will be displayed.

Description:  An optional field; users can enter a short description of the report to aid in report management.

Edit/Design Permission:  The default setting is to allow any user to edit the report’s design (provided the report is not currently locked by another user).  However, users have the ability to set this value to only allow the report’s author to edit the design.

Buttons:

Cancel:  Returns the user to the previous screen without saving the report.

Save As:  Saves the report using the values specified and then returns the user to the previous screen.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Classroom Training Evaluation

Company Name:
_________________________________

Your Name:

_________________________________

Date:


September 13 & 14
Course: 

2004 User’s Conference

Instructor: 

Dawn Smith & Sherri Smith 
Your response to the quality of the program, presentation style and facility will assist in matching future programs to your needs.  Thank you for your time. 

Please answer the following questions on a scale of 1 to 10, with 1 being Poor and 10 being Excellent.

ABOUT THE INSTRUCTOR

Did the instructor appear knowledgeable in the overall scope of the applications?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Did the instructor maintain a professional manner?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Did the instructor appear to understand the procedures?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________
Were the materials presented clearly and logically?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Were questions invited and responded to adequately?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Were visual aids used effectively during class?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Please make any comments about the instructor that might be helpful in future classes.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ABOUT THE TRAINING

Was the training appropriate for your level of computer experience?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Was the training adequate to enable you to operate the software?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Was the content appropriate for your position?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Was the program beneficial to your needs?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Were the support materials (workbook) helpful in understanding processes?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

Was the layout of the room efficient in enabling you to learn properly?

1
2
3
4
5
6
7
8
9
10

Comments_____________________________________________________________

What would you consider the best part of training?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________

Please make any comments about the training that might be helpful in future training: 
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
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