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i-nHANCE 5000 Improvements
Newly Added Fields

Default Meter Multiplier and Default Rollover Digits:

These new fields allow you to set a Default Multiplier and Default Rollover Digits for meters within your system.  When you create an account or process a Meter Change-out the system will set the Multiplier and Rollover Digits fields to whatever you have them set to in the System Setup section. XE "Meter Multiplier" 

 XE "Rollover Digits" 
To find the new fields:

· Click the Setup button at the bottom of the screen.

· Select the Meters/Deposits tab.

The new fields appear on the left side of the screen and are outlined in red for this example.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Mailing Labels XE "Mailing Labels"  by Account:
Added a new selection screen to the Print Labels process screen to select the labels to print by Account Number.  The process is similar to the Print Bills by Account option and utilizes the same functionality.

To see this functionality:

· Click on the Processing Center button at the bottom of the screen.

· Select the Print Labels button in the Billing section of the screen.

· Select the Sorted by Account# radio button and press the Next button at the bottom of the screen.

· The following screen opens:
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· Select the accounts from the left pane and press the [image: image4.png]


 to move single or multiple selections to the right, or the [image: image5.png]


 to move the entire list to the right pane; click the Next button to continue.

· Make the proper selections from the next screen and click the Finish button at the bottom of the screen.  

The system will then create the labels based upon the selections and they will be ready to print.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Postal Permit:

A new field under the current Postal Permit XE "Postal Permit"  field will allow entry of City and State information that prints after the Permit # line on the Direct Print Bill forms.  If you choose to use this functionality, there will be no room on the form to print your Company Phone Number or a Money Barcode.

To use the additional field:

· Click the Setup button on the bottom of the screen.

· Select the Billing Defaults tab

· The following screen will open:

You must have the Bill Forms to print on: selection set to Direct Print and the Print to: information set correctly for this functionality to work properly.  This field should contain your company’s Permit City and State information.

Print Accumulated Usage on bills:

For companies that use Accumulated Usage Rate Codes, this functionality will show the Accumulated Usage to date for each account. 

To use this functionality:

· Click on the Setup button at the bottom of the screen.

· Select the Billing Defaults tab 

· On the left side of the screen, it will be the last checkbox in the list.

If used with the Print last year’s usage on bills check box, the bills will print with Last Year’s Usage message for all accounts that do not have a Rate Code that is setup for Accumulated Usage.  Although we allow both selections, the bill forms can only print one of the messages and will not show both.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Logicon Handheld:
The system has now been certified to use the Northrup-Grumann Logicon Handheld XE "Logicon Handheld"  units for meter reading.  This functionality gives you an additional choice to make meter reading easier.  

To use this functionality:

· Click the Setup button at the bottom of the screen.

· Select the Meters/Deposits tab

· On the right side of the Meters section, set the Invensys Compatibility dropdown to the OFF position.

· In the next dropdown, select Logicon settings.

Once you leave the screen the system saves the settings and you can immediately use this functionality.

Handheld Export changes:
You will see a new check box within the Handheld Transfers, Prepare file for HH process.  This new check box is located on the Select Book#/Sequence# screen, at the top of the form.  The box is labeled Include Inactive Accounts.  This check box is defaulted ON and will export every account within the selected Book# range.  When the box is unchecked, the system will export only New and Active accounts within the selected Book# range. 
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Customer List XE "Customer List" 
The system opens to the customer account command center.  A list of all accounts in the system is displayed on the screen in account number order and the total number of customers (accounts) is displayed on the right side of the screen.  This list may be sorted in many different ways including sorting by column headings, sorting by the Show radio buttons and using the Search button to filter the list.   
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Customer Detail Tabs

Account Balance Information XE "Balance Information" 
The Balance sub-tab on the Details screen displays the customer’s aged and current balances per Income Center and displays the Rate Code attached to the Income Center.
[image: image7.png]o Certer [ete Code_[cumert ETPE o0 [ [Fotel Bence
vt T 32275 526025 526025 85050 7375
Sewer st 52050 52050 52050 10 10250
Garbage o2 1087 1087 1087 Y 5085

3 i e 5000 5000 5000 e

Giher 5000 5000 5000 5000 5000
PENALTY a2 20738 5000 5000 456,50

Balance

Transaction History|  Billing History

Reading and Usage

s Work Order History

Processes





To view account balance information:
· Click the Customer List button.
· Select the account to view balance information.
· Click the Details button.
· Click the Balances sub-tab.

This information is read-only.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Account Transaction History Information

xe "Transaction History 
The Transaction History sub-tab displays monetary transaction information for this customer’s account.
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The following information is displayed on this sub-tab:
· Audit number.  This field displays the audit number assigned to this transaction.

· Date.  This field displays the date this transaction was performed.

· Amount.  This field displays the amount of the transaction.

· Type.  This field displays the type of transaction that was performed.

· User.  This field displays the user name of the employee who performed the transaction.

· Beginning Date and Ending Date.  Use these date fields to filter the transaction information by date.

Click the Print button to print a list of the transactions for the date range selected.

Click the column heading to order the information by that column.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Account Billing History Information

xe "Billing History" 
The Billing History sub-tab displays historical billing information (for all bills printed through the Print Bills process) for this customer’s account.
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The following information is displayed on this sub-tab:
· #.  This field displays the audit number assigned to this transaction.

· Date.  This field displays the date this transaction was performed.

· Total Amount.  This field displays the amount of the transaction.

· Income Center.  This field displays the Income Center this amount was applied to.

· Beginning Date and Ending Date.  Use these date fields to filter the billing information by date.

· After Due Date Amount.  This field displays the amount that will be charged if the current bill is not paid by the due date.  This field always displays the current bill’s After Due Date Amount regardless of what selection is made in the date fields.

· Bill run.  The number following the Bill run: identifier is an internal identification number assigned to the bill run.  This identifier is used when printing Bill Total reports, Zip Code Analysis reports and Bill Recap reports.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Account Reading and Usage History Information

xe "Reading and Usage" 
The Reading and Usage History sub-tab displays reading and usage information for this customer’s account.
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The following information is displayed on this sub-tab:
· Reading Date.  This column displays the date this reading was entered.

· Reading.  This column displays the reading that was entered.

· Estimated.  This column indicates whether this reading was estimated.

· Edited by.  This column indicates whether this reading was edited.

· Income Center.  This column shows which Income Centers were affected by this reading.

· Charge.  This column shows what charges were applied to each Income Center.

Legend:
The Legend identifies each reading by its status.  The RED indicates a new reading that has not been applied.  The YELLOW indicates a reading that has been applied.  The WHITE indicates a reading that has been Closed.  The GREEN indicates a reading that is the result of a Meter Change-out.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Account Work Order History Information

xe "Work Order History" 
The Work Order History sub-tab displays information about each Work Order that has been performed for this account.
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The following information is displayed on this sub-tab:
· WO# - The unique number assigned to the Work Order.
· Description - This field displays the description assigned to the Work Order.
· Cost Center - This field displays the Cost Center that is assigned to this Work Order.
· Start Date - This field displays the start date of the Work Order.
· Complete - This field displays the date the Work Order was completed.
· Price - This field displays the price of the Work Order.

Legend:
The legend on this tab displays "at a glance" information about each Work Order.  The RED indicates that the Work Order has been completed.  The YELLOW indicates that the Work Order has been voided.  The WHITE identifies all other Work Orders.

From this tab you can also Update a Work Order, Void a Work Order, Close a Work Order or Print a list of Work Orders for this account.

· Update - Click the Update button to open the Work Order Wizard and make changes to the selected Work Order.
· Void - Click the Void button to void the selected Work Order.
· Close - Click the Update button to open the Work Order Wizard.  Click the Close button to close the Work Order.  
· Print - Click the Print button to print a list of Work Orders that have been created for this account. 

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Customer Detail Processes Tab

Account Processes

xe "Account Processes" 
Processes that will affect only an individual account can be performed from the Processes sub-tab.
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The following processes can be performed from the Processes sub-tab:

Performing a Final Bill/Transfer for an account
Create a Work Order for an account
Performing a Meter Change-out
Edit readings for an account
Applying payments to an account
Make adjustments to an account
Applying a deposit to an account
Crediting a deposit to an account
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Registers

Adjustment Register

The Adjustment Register XE "Adjustment Register"  allows you to make new adjustments en mass to multiple accounts without having to open each account separately.  For example, if a group of accounts is getting a one time charge or credit.  From the Adjustment Register you can make an adjustment to a customer’s account, search for adjustments and print a list of adjustments.

The Adjustment Register grid displays the adjustments that have been made through the system.  The screen defaults to the All radio button selected and displays all adjustments in the system.  Select the Open radio button to display only the adjustments made since the last register close.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

To create a new adjustment:
· Open the Adjustment Register screen.

· Click the New button.

The New Adjustments screen will display.
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1. Select the account to which you want to apply an adjustment.

· Select Account - Enter an account number in the Select Account field to select by account.
· Book/Sequence - Select a Book/Sequence number in the Book/Sequence field to select by Book/Sequence.

The fields in the top left portion of the screen will display information for the account you selected.  This is Read-Only information and is not editable.
If this account does not have a current reading there will be an "Unread" message displayed above the transaction description column.  If this message is displayed then only the Other Income Center may be used for an adjustment.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Select the radio button for the type of adjustment you want to enter.

· Current - Select this radio button to apply the adjustment to the customer’s current balance.
· Previous - If this account has transferred from another service location to this service location you can adjust off the balances from the previous service location and apply them to the current service location. The customer’s account status must be New to allow a Previous adjustment.
· Purpose - Enter an explanation of the adjustment in this field. 

Enter Adjustments:

· Income Center - The information in this field is determined by clicking in the grid at the bottom of the screen to select the Income Center to apply the adjustment.
· Change - Enter the amount of the adjustment.
· Transaction type - Select the Transaction type for this adjustment.  Transaction types are created on the Setup screen, Adjustment code setup tab. 

Select the Income Center to apply to adjustment to in the grid at the bottom of the screen.  
The grid displays the following information:
· Income Center - Displays the Income Centers for this account.
· Beginning Balance - Displays the balance of each Income Center prior to the adjustment being applied.
· Changes - Displays the amount of the adjustment.
· Transaction Description - Displays the description of the Adjustment Code.
· Ending Balance - Displays the balance of the Income Center after the adjustment.

Click the Save button to apply the adjustment to this account.

Note:  You can easily move from the Select Account field through to the Save button by pressing the Tab key or the + key on your keyboard.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Payment Register

xe "Payment Register" 
The Payment Register in i-nHANCE 5000 allows you to make payments to multiple customer accounts without the need to access each customer’s account individually.  It allows you to view the details of payments, delete payments and redistribute credits.
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The Payment Register grid displays the payments that have been made in the system by the current user.

To view all payments made through the system, select the All radio button. The screen opens defaulted to All.

To view only the payments made by the current user since the last Close of the Payment Register, click the Open radio button.  If you select the Open radio button the following totals section will display at the bottom of the grid.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Enter a Payment through the Payment Register:
· Open the Payment Register screen.

· Click the New button.

The New Payment screen will display.
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Begin by selecting an account to make a payment to by using the Select Account list box or the Coded Name field.  To use the Coded Name field, enter a coded name in the field, if there are multiple accounts with that coded name, the Customer Name field will become a drop down list box to allow you to select the appropriate account.

The fields in the top left portion of the screen will display information about the account you selected.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Enter Payment:
· Payment Date - This field defaults to today's date.  If you want the payment to have a different date, click the arrow button and select the appropriate date from the calendar that appears.
· Payment Method - Select the method of payment from the list box.  This field will default to the Payment Method selected on the Payment Information tab.  If you have not selected a default Payment Method a message will display to remind you that a default method has not been selected. 
· Document ID - Enter a document ID if required for the payment type.  Document IDs are not required for Cash payments.
· Amount - Enter the amount of the payment.  Do not use commas even if the amount is greater than 999.99 dollars.  Click the [image: image18.png]


 button to default the amount that is owed in this field.

The grid at the bottom of the screen displays the following information:
· Income Center - Displays the Income Centers for this account.
· Current Balance - Displays the amounts owed per Income Center.
· Payment Distribution - Displays the amounts paid to each Income Center. You can change the distribution amounts in each Income Center, however, the distributed amount must equal the total payment amount or the payment will not be saved.
· Updated Balance - Displays the remaining balance, per Income Center, after the payment is applied.

If the payment is distributed correctly, click the Enter Payment button to apply the payment. 

If the payment is not distributed correctly, click in the Payment Distribution column of the Income Center row and enter the correct amount.  Notice that if the totals in the payment distribution fields do not equal the amount of the payment amount, the total row at the bottom of the grid will turn RED.  When all changes to the payment distribution fields have been made and the total row is GREEN, click the Enter Payment button at the bottom of the screen to save.

If the account has an unpaid balance for a Meter (location) deposit and the amount of the payment is in excess of the account's normal income center balances an additional screen will display to allow you to determine how much of the overpayment you want to pay toward the Meter deposit.  Any additional payment after the meter deposit will be applied according to your Payment Priority.  

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If you decide to abort the payment, click the Cancel Payment button.

Click the Close button to close the screen.

Note:  You can easily move from the Select Account field through to the Save button by pressing the Tab key or the + key on your keyboard.
After all payments for this batch has been entered you can print a Payment Register or a Deposit Slip for the payments by clicking the Print List button. 
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Deposit Register

xe "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.
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The Deposit Register grid displays the deposits that have been made throughout the system.

Deposit Type
· Select the Security Deposit radio button to view Security Deposits in the system.
· Select the Meter Deposit radio button to view Meter (location) Deposits in the system.

Show
Select the Non-Zero radio button to display all deposits (either Security or Meter, depending on the Deposit Type radio button selected) in the system. 

Select the Open radio button to display only those deposits (either Security or Meter, depending on the Deposit Type radio button selected) entered into the system since the last time the Deposit Register was closed.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

 To create a new deposit:
· Open the Deposit Register screen.

· Click the New button.

The Select Deposit type screen will display.

On the first screen of the New Deposit Wizard select the Security Deposit radio button to create a new Security Deposit or the Meter Deposit radio button to create a new Meter (location) deposit.  The next screens in the New Deposit Wizard depend on your selection here.
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Click the OK button to continue.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Processing Center

xe "Processing Center" 
Most of the repetitive processes in i-nHANCE 5000 are accessed from the Processing Center.  These processes are grouped as Billing, Drafts, Work Orders, Close Outs, Overdue, GL, CASS, Readings and General.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Billing
Print Bills
Print Bills Recap Report
Print Zip Code Analysis of bill run
Print Labels
Work Orders
 Create New Work Order
 Print Work Orders List
Close Outs
Close Out at End of Day
Close Out Financial Period
Close Out Billing Cycle
Drafts
Process Draft Pre-notes
Process Live Drafts
Process Draft payments
GL
 GL Export
Overdue
Apply Penalties
Apply Daily Penalties
Print Meter Pull List
Print Overdue Account List
CASS
 CASS Import/Export
Readings
Printing Route/Book Worksheets
Enter Readings
Process Readings
Import Readings from hand held
Export Reading file to hand held
General

      Custom Import/Export files

To perform these functions, click the Processing Center button at the bottom of the screen and select the function you want to perform.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reports

This screen gives a list of reports.  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 here.
Column Headings
Name.  This column displays the name of the report.
Book Range.  This column displays a checkmark for each report that can be sorted by Book and Sequence numbers.
Audit Range.  This column displays a checkmark for each report that can be sorted by Audit number.
Date Range.  This column displays a checkmark for each report that can be sorted 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.
Reports XE "Reports" 
Some of the reports that can be printed from this screen include:

Accounts Receivable Report
Accounts Receivable (Totals Only)
Accumulated Usage
Adjustment Register Report
Aged Receivable 
Aged Receivable (Complete)
Aged Receivable (Totals Only)
Audit Summary Report
Bill Totals
Calculations Report
Daily Balance Report
Deposit Slip
GL Payments Report
Labels
Meter Deposit
Meter Readings Worksheet
Payment Breakdown Report
Payment Register Report
Penalty Payments Report
Rate Study Report
Security Deposit
Unread Meters Report
Usage Summary Report
Work Order (By Work Order #)
Zip Code Analysis Report
Custom Reports
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

System Setup

The System Setup XE "System Setup"  screen of i-nHANCE 5000 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 by limited by your system administrator.

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 Billing Defaults
Setup Work Order Configurations
Setup GL
Setup your Company
Setup Custom Import/Export files
Print System Setup Report
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Coding Accuracy Support System (CASS)
CASS certification is a process of standardization of address information used by the US Postal Service to aid in the sorting and delivering mail.

Note:  Before starting the import process. We recommend you make a complete backup of your database.  Since the customer information is being changed during this process the backup will ensure that you can restore your data in the event of a problem.

 XE "Coding Accuracy Support System (CASS)" 
CASS Export/Import Processing Options

Method One:  FIXED
This method uses a specific file layout that is fixed and cannot be modified. The format of this file is the same for both the Import and Export and needs to be as follows:

Field Name

Starting position
Length

Name

           1

    30

Address Line 1  
         31

    30

Address Line 2
         81

    30

City

       131

    20

State

       159

      2

Zip (Full)

       161

      9*

Customer Identifier
       171

    10

Carrier Route
       181

      8

Delivery Point
       189

      2

End of Record Character
       191

      2

NOTE: The Zip field must not include the hyphen between the first 5 and last 4 characters in the Zip Code field

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

To simplify the process, exports and imports are done from the same menu option. Go to the Processing Center and select the Import/Export button under the CASS section:
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In the fields shown below, select the book(s) and the location and name of the file you want to process. Then select whether you are importing or exporting the information. 
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Method Two: VARIABLE

This method is used when the file you need to send or are receiving from you certifier either does not or cannot match the standard fixed file. In this method you can specify order, starting point and length of the fields in your files. 

Field lengths cannot be increased above their maximum allowed values. In the fixed layout shown above, the lengths of the fields shown are the maximum allowed in i-nHANCE 5000. If you enter a value for the field length that exceeds our maximum you will probably get an error message during the Import process.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SETUP:

1. To begin the setup process:

· Click the Setup button on the bottom of the screen. 

· Select the Import/Export tab.
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2. To create a new file type, select the New button. On the screen that opens, enter the name to identify the Import/Export type with and a file type which will be Address Import/Export.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. In the Field List grid, the fields and lengths are specified in the order that must be used in the import and export files.
[image: image26.png]Deseription [EASS Import/Export

Tope [Address Import/E sport

[ Fields List
N Descripion [Longth[_vaue | Fomat_~
D1 ame E]
2 [adcresst E]
5 [adcress2 E]
4 [cty 2
5 [Stete 2 |
6 [z FULL) g
7 |Custamer deriiier m _,_I

IV AddCiLitothe end of record [ Use Repeating Headers

e

Close

Repeat count
0

Header

Traler





4. In most cases you will also have to specify spaces between the fields. Use the field type called Constant to handle this. The layout shown below is what a standard file might look like.
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5. Make sure you check the Add CrLf to the end of the record checkbox or each customer’s record will run together.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Process:

To process an import or export file: 

· Go to the Processing Center screen. 

· Select Import/Export under the General option in the bottom right corner of the screen.
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1. The box below will be displayed and you will need to select the Import/Export Type from the dropdown. This is the name entered during the setup process.
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2. Click the Import or Export button to complete this process.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Rate Codes
Accumulated Usage

Accumulated Usage XE "Accumulated Usage"  is a method of charging customers a set rate until their Usage for the year reaches a certain amount.  Once the customer meets the minimum amount, they then start being charged a per step charge.  

To setup for Accumulated Usage: 

· Click the Setup button at the bottom of the screen

· Select the Inc. Centers and Rates tab.

· Select the Income Center that will be accumulated and click the Details button.  

· Select the Rate Code that will use the Accumulated Usage feature from the grid on the left side of the screen

The screen should resemble this example:
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Accumulated Usage feature can only be used on Rate Codes that have the Step 1 is a Minimum check box selected.  Otherwise, the system will not allow the Accumulated Usage Basis checkbox to be selected. 

Once the Rate Code is setup properly and Readings have been Applied to the accounts, the Accumulated Usage can be seen for each account by:

· Click on the Customer List button at the bottom of the screen.

· Select an account that has that Rate Code 

· Click the Details button on the right side of the screen

· Click on the Extra Info button on the right side of the header section of the screen.  

The following window will open:
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In the first column of fields the last field is labeled Accumulated Usage.  It shows this customer’s usage charged to them this year.  

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

At the end of this year, the fields will have to be reset and ready for the next year’s readings.  Enter to reset these totals:

· Click the Setup button on the bottom of the screen

· Select the Meters/Deposits tab

That screen will resemble the following example:
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In the Meters section at the top of the screen, there is a button on the lower right side that is labeled Accumulated Usage Reset.  When this button is clicked you will receive a message to confirm that you want to reset all the Accumulated Usage fields within the system.  If you click the Yes button, all accounts are reset and ready for the new year’s first readings.  If you click the No button, the operation is cancelled and the accounts are not reset.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Proration XE "Proration" 
This feature of the i-nHANCE 5000 product, allows companies to charge customers for only the portion of the month that they are actually requiring service from your company.  To use proration, there are a few additional setup steps that must be followed.  

To Setup for Proration:

· Click the Setup button at the bottom of the screen.  

· Select the Inc. Centers and Rates tab. 

· Select the Income Center that will be prorated, and click the Details button. 

The following screen will display:
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Although there are numerous configurations for proration we will focus on the most difficult of situations.  The Prorate Rate Code checkbox will activate the other fields available for the setup.  The available fields are:

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Allow Over Proration – when this checkbox is selected, the system will prorate for a longer period than what is set in the Prorate Days box.  However, if this box is not selected, the maximum number of days in the proration calculation will be limited by the Prorate Days entry.

Prorate – This dropdown box has 3 selections; New, Final and Both.

New – This selection will only prorate New accounts added to the          
 system during the current Billing Cycle.

Final – This selection will only prorate accounts during the Final 
  Bill process.

Both – This selection will prorate accounts that are New to the 
  system and those that are being Final Billed.

Prorate Days – This box will set the length of the period in days.  The most common period lengths are 30, 60 or 90-days.

All of these settings interact with the other settings on this screen for each Rate Code.  The Rate’s Step grid, at the bottom of the screen, displays additional columns used only for proration.  Although these columns are usually hidden, they are present at all times and appear when the Prorate Rate Code box is selected.  These boxes allow you to choose what you would like to prorate.  You can prorate the Usage, the amount of the charge or both.  In this example, we have chosen to prorate both.

There is another setup that must be performed for each account in order for the system to prorate properly.  Select the appropriate account, open the Account Details screen and refer to the Income Center grid.  (The grid has been expanded for this example):
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Income Center – will show the Active Income Centers within your system.

Rate - select the appropriate Rate Code for this Customer, for this Income Center.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Status - is a dropdown that has 3 selections: 

None - this setting means that this account will not be prorated during the next or current billing cycle.

New - this will designate that this account has been just added to the system and has not had a calculated reading.

Calculated - this means that this account has recently been added to the system and has Applied charges.

Start Date – this is the date that the Rate Code is to take effect or when proration starts for this account (this defaults to the current date of the machine).

The calculations for each type of proration are dependent upon having the settings correct both on the customer’s account and on the Rate Code.  

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Rate Study

Rate Studies

xe "Rate Studies"  
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.
From the Inc. Centers and Rates tab you can setup the ranges you want to use in your report and copy your existing Rate structure to a secure site in your database that allows you to manipulate the structure to project different scenarios.  Use the Reports screen to print the Rate Study reports.
Create a Copy of Rate Code Structure

xe "Copy Rate Code Structure"
The first step in creating a Rate Study is to copy your Rate Code structure to a secure site on your database.
To create a copy of your Rate Code structure:
· Select the Inc. Centers and Rates tab.
· Click the Create Copy button.
The system will create a copy of your rate codes and store the copy on the database.  When you are ready to begin modifying the rate codes for the Rate Study, the system will use the copy, not the current Rate Codes.
If you have previously copied your Rate Codes, the system will display a message reminding you that you already have a copy of your Rate Codes and asking if you want to create a new copy.  The new copy will replace the existing copy.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Edit Rate Structure

xe "Edit Rate Structure" 
The second step in creating a Rate Study is to make changes to the Rate Structure copy.  This allows you to create different scenarios for the reports.

To edit the copy of your Rate Codes:
· Select the Inc. Centers and Rates tab.

· Select the Income Center that contains the Rate Code(s) you want to edit.

· Click the Edit Copy button.

The Edit Rates screen will display.
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From this screen you can edit any part of the Rate Code.

Code.  Enter a new code name for the copy of the Rate Code.

Step 1 as Minimum.  Select this checkbox to make Step 1 the minimum charge for this Income Center.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Sewer Averaging.  Select this checkbox to utilize the sewer averaging feature of the system for this Rate Code.

Description.  Enter a description for the new Rate Code.

Charge figured as a percent of.  Select this checkbox to base this Rate Code’s charge on a previous Income Center.  A grid will display that allows you to select the Income Center to use and to enter the percentage of that Rate Code.  Each Rate Code can only be figured as a percent of an Income Center above it.  For example, Income Center #1 cannot be a percent of another Income Center.  Income Center #2 can only be a percent of Income Center #1, while Income Center #10 can be a percent of any Income Center from #1 to #9 or any combination of Income Centers #1-9.  If Income Center #1 is your Water Income Center and Income Center #2 is your Water Tax Income Center you can make Income Center #2 be a percentage of Income Center #1, so that the Water Tax is based on the Water charge.

Interpretation of number of units. Select the method you want the system to use to interpret the number of units for a meter.  For example, if this meter is to have the usage or charge or both, and step or steps to be affected by the number of units.  If you want to bill a duplex with one meter and only one reading but you want to get two minimums for the charge, you would select the option to affect step one charge.

Rate’s Steps.  This grid displays the steps for this Rate Code.  To add a Step, click the Add Step button.  The grid will display a blank line. Enter the number of units for this step and the charge per 1000 units.  To remove a step, click the Delete Step button.

Modify consumption.  Select the radio button of the rounding method you want this Rate Code to use.
Leave the usage alone.  Select this radio button to use the actual usage.

Move fractional usage up to the next unit.  Select this radio button to round any fractional usage up to the next unit of usage in the Modify to field.

Round usage.  Select this radio button to round usage up to the next unit of usage in the Modify to field.

Modify to.  Enter the unit you want to modify to if the Leave Usage Alone radio button is NOT selected.

Chop usage down to the previous unit.  Select this radio button to chop the usage down to the previous unit of the Modify to field.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Click the Save button to save this edited copy of the Rate Code.

Click the Close button to close this screen.

Setup Ranges

xe "Setup Ranges" 
The third and last step in creating a Rate Study is to setup the ranges you want to display on the reports.

· Select the Inc. Centers and Rates tab.

· Click the Ranges Setup button.

The Ranges Setup screen will display.
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The system defaults a list of common ranges.  If these are the ranges you want to use, click the Save button to accept these ranges and close the screen.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

To edit the ranges:
· Click in the field of the range you want to edit.

· Overwrite the existing range.

· Click the Save button.

To add a range to the list:
· Click in the last row of the grid

· Enter the range you want to add.

· Click the Save button.

Printing Rate Study and Financial Rate Study Reports

xe "Printing Rate Study "After editing your rate structure, click the Rate Study button to print a Rate Study report.  This report compares your current Rate Structure and your edited Rate Structure.

When you press the Rate Study button from the Inc. Centers and Rates tab the following screen displays:
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

From this screen you can:

· Select the Income Center for which you want to print for the Rate Study reports.

· Select the Rate Codes you want to include on the report.  The default is to print all Rate Codes.  Use the Select All and Deselect All buttons and the checkboxes in the Rate Code grid to select the Rate Codes.

· Select the Print button to print the report to screen.
Note:  The Financial Rate Study report prints the same information as the Rate Study report except it shows the dollar value of usage seen on the Rate Study report.  The report also prints the percent of change between the current and edited Rate Code structures.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Special Features and Tips

Reversing Payments

xe "Reverse Payments" 
i-nHANCE 5000 provides two ways of Reversing Payments:
· Reverse a payment
· Enter a Negative payment
Enter a Negative Payment

xe "Enter Negative payment" 
One method of reversing a payment is to enter a negative payment to remove the payment from the customer’s account.  Follow the instructions for entering a payment and enter a negative amount in the place of the payment amount.  This has the effect of canceling the original payment.
Note: The negative payment will be applied at the time it is entered regardless of the date the original payment was applied.
Reverse a Payment

Use the Reverse Payment button to reverse a payment made to a customer’s account.
· Select the payment you want to reverse.
· Click the Reverse Payment button.
The system will create a new transaction (and audit number) to reverse the transaction created by the original payment.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Adjustments to Previous Months Charges
To make an adjustment to previous months charges, you must first go to the Customer List screen, select the appropriate account and click on the Details button.  Once the screen appears you will see the Status box on the main screen and you will need to change the status of the customer from ‘Active’ to ‘New’.  You must Save your changes before making any adjustment to the account.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Go to the Adjustment Register and bring up a new adjustment.  Be sure that the radio dials beside Previous is selected and the adjustment that you make will be made to the previous charges.
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Once the adjustment to the previous charge is completed, be sure and save the changes.  Go back into the Detail screen on the customer and change the Status of the customer from ‘New’ back to ‘Active’ and save this change.  The adjustment to the previous month’s charges is completed.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Bill Run Numbers

Each time that bills are run out of the system, it is assigned a Bill Run Number.  You can get the bill run number from a couple of different areas.  

· Bills Total Report
· Billing History Tab in Customer Detail
Bills Total Report

The Bills Total Report comes to screen along with each bill run.  It is up to the user to print out this report.  The Bill Run number is listed at the top portion of the report.
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Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Billing History Tab in Customer Detail
The Bill Run Number is also listed with each bill run in the Customer Details.  Go to the Billing History Tab and the Bill Run Number is listed for each bill run that was done on the selected customer.
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With the Bill Run Number, you can run the Bills Recap Report that is on the Processing Center screen or run the Bills Total Report from the Reports screen.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Miscellaneous Shortcuts

There are several ‘shortcuts’ in the system that can be very helpful.  

· Wild Card sign for searches – When a search is done on the Customer List, a ‘%’ sign can be entered and in any of the fields if all of the information is not known.  This will bring up all accounts that meet the criteria that were entered on the search.

· Search for an entire or partial book – When doing a search in the Customer List, there is an option for searching for a book/sequence instead of just an account number.  In the Account number field in the search box, enter in the book number followed by a period (i.e. 10.).  This will bring up all account in that book.  If the specific book/sequence number is known, the book and the sequence number can be entered in the account number field with a period separating the two numbers (i.e. 10.236).  This will only bring up the account that meets those criteria.

· When in the Customer List, a right click can be done anywhere on that screen and a box will come up with several options.

· Details – This will bring up the details of the customer that is selected

· New – This will bring up a new account, ready for information to be entered into.

· Delete – This will give the option to delete the selected account if it meets the criteria.

· Search – This brings up the search box to give the ability to search for an account(s).

· Print List – This will print a list of all accounts to screen with the option of printing it out or just viewing it on screen.

· The Screen Tree – On the left hand side of the screen, there is a tree that has the entire list of screen names.  If the ‘+’ sign beside Setup is clicked, it will drop down a list of the screen names that are within Setup.  Whichever screen name is selected, it will go to that specific screen.

· Processing Center – In the Processing Center, each box has one letter that is underlined.  To access any of the shown options, without using the mouse, hold the Alt key down and press the underlined letter for the desired option.  This will bring that option up to screen.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Extra Features

Work Order

To create a New Work Order:
· Open the Processing Center.

· Click the New Work Order button.
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Enter the following information:
· Select Account - Select the account for this Work Order.  The account’s demographic information will display on the left side of the screen.
· Job Type - Select the Job Type to be performed with this Work Order.
· Description - This field displays the description assigned to the Job Type selected above.  You can edit this description.
· Cost Center - Designating a cost center provides you with a method to track costs associated with Work Orders.  The cost center is assigned during the Job Type setup; you can change it as needed. 
· Requested By - Enter the name of the person who requested the Work Order.  The field defaults to the account’s customer name.  You can edit this field.

Click the Next button to continue.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

On the next screen you will enter:

· Inventory Items - The inventory information in this grid populates from the chosen Job Type.  You can add additional inventory items by clicking on a blank row and selecting an inventory item from the drop down box.

· Inventory Total Price - This total is computed by the system.  It is the price your company will charge for the inventory items used with this Work Order.
· Work Order Total Price - This amount is computed by the system, it is a running total based on the selections you have made thus far.  It is the price your company will charge for the entire Work Order.
Legend.  The legend explains the colors used in the grid above.  If the line is RED, you do not have enough inventory items on stock to complete the Work Order.  If the line is YELLOW the line is new and the Work Order has not been saved.

 Click the Next button to continue.

The next screen allows you to enter:

· Miscellaneous Expense - Enter any miscellaneous expenses for this Work Order, for example parking.  This screen is primarily used when updating the Work Order as these miscellaneous charges may not be known prior to performing the work.
· Miscellaneous Expense Total Price - This total is computed by the system.  It is the price your company will charge for the miscellaneous items purchased for this Work Order.
· Work Order Total Price - This amount is computed by the system, it is a running total based on the selections you have made thus far.  It is the price your company will charge for the entire Work Order.

Legend.  The legend explains the colors used in the grid above.  If the line is YELLOW the line is new and the Work Order has not been saved.

Click the Next button to continue.

The next screen allows these selection options:

· Employee - In the grid, select the employees you want to assign this work order.  Click the drop down menu in the Emp # field to select an employee.  The Name, Hours, Price/Hr and Total Price fields will populate from the employee information setup in Work Order Configurations.

 Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Employees Total Price - This total is computed by the system.  It is the price your company will charge for the employee labor for this Work Order.
· Work Order Total Price - This amount is computed by the system, it is a running total based on the selections you have made thus far.  It is the price your company will charge for the entire Work Order.

Legend.  The legend explains the colors used in the grid above.  If the line is YELLOW the line is new and the Work Order has not been saved.

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 here you will still be able to print the Work Order from the Account Details, Work Order History tab.

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.
Print Work Orders List

To print a list of Work Orders,
· Open the Processing Center.

· Click the Print Work Order button.

A selection dialog will display.

Select the Work Order date range.

Print on 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 the steps below.  

· Select the Work Order you want to close.  
· Open the Customer List screen, select the account the Work Order was created for.  
· 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.  
· Select the Work Order you want to close and click the Update button.
· Click the Close Work Order button.  A date dialog displays allowing you to select the date you want the Work Order to be closed.
· 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.  The Employee Comments dialog displays.  

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

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Entering a Cash Drawer Payment

When a payment is being entered that is to be done as a Cash Drawer Payment, there are some extra steps that need to be done.  When entering the payment, the CD Payment button needs to be clicked at the bottom of the New Payment screen.
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Once that button is clicked, a Cash Drawer Payment screen will come up to screen.
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The correct amounts must be entered, the Post Payment button needs to be clicked and the payment will be entered in through the Cash Drawer.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Meter Readings
Entering Readings

i-nHANCE 5000 provides 2 methods of entering readings. 
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· Readings by Account
· Readings by Book

Readings by Account

xe "Enter Readings by Account" 

[image: image46.png]Enler Meler ieadngs BY | - Reading date: [

@ ook Book | [04/28/2000%] | ancel





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.
The field at the top of the screen displays the reading date and method of entering readings.  This information is determined by the selections you made on the previous screen.
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.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Note:  If you do not have an actual reading for an account you can enter "e" for estimate, "l" for use last reading, or "z" for plug zero to tell the system to fill in the reading with the indicated method. 
After you have entered all meter readings click the Finish button and the screen will change to display a legend.
The Legend provides the following information:
· Too High - This means that the reading is above the high/low range setup on the Meter Information tab in Setup.
· Too Low - This means that the reading is below the high/low range setup on the Meter Information tab in Setup.
· Empty - This means that no reading was entered into the system.
Click the Finish button again to close the screen.
Readings by Book

xe "Enter Readings by Book" 
To enter readings by book:
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1. Select the Book radio button
2. Enter a Reading date
3. Select a Route/Book
4. 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 then enter the beginning and ending sequence numbers.
5. Click the OK button
 Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Enter Readings By Book screen will display.
The field at the top of the screen displays the reading date and method of entering readings.  This information is determined by the selections you made on the previous screen.

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. 
After you have entered all meter readings click the Finish button and the screen will change to display a legend.

The Legend provides the following information:
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· Too High - This means that the reading is above the high/low range setup on Meter Information tab in Setup.
· Too Low - This means that the reading is below the high/low range setup on Meter Information tab in Setup.
·  Empty - This means that no reading was entered into the system.

Click the Finish button again to close the screen.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reading and Usage History Tab (Colors)

The Reading and Usage History sub-tab displays reading and usage information for this customer’s account.
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The following information is displayed on this sub-tab:
· Reading Date.  This column displays the date this reading was entered.
· Reading.  This column displays the reading that was entered.
· Estimated.  This column indicates whether this reading was estimated.
· Edited by.  This column indicates whether this reading was edited.
· Income Center.  This column shows which Income Centers were affected by this reading.
· Charge.  This column shows what charges were applied to each Income Center.
Legend

The Legend identifies each reading by its status.  The RED indicates a new reading that has not been applied.  The YELLOW indicates a reading that has been applied.  The WHITE indicates a reading that has been applied.  The GREEN indicates a reading that is the result of a Meter Change-out.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Verify/Apply Readings

Readings can be processed by Account, by Book or by Reading Entry.  Once one of these is selected, you can choose whether to Verify or Apply the readings.

· Verify - This selection will produce a report of calculated usage and charges without actually applying those charges to the accounts.
This can be verified on screen or printed out to see if there are any high or low charges for customers before any actual charges are applied.

· Apply - This selection will apply the readings, usages, and charges to the accounts for the first time in a billing cycle.
This is an audited report that shows actual readings, usages, and charges that were applied to the accounts.

Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Re-Verify/Re-Apply

These two options are used only when there are current applied charges on an account that are incorrect.  It can be due to an incorrect reading, incorrect usage or an incorrect charge that needs to be corrected.
· Re-Verify - This selection will produce a report of recalculated usage and charges without actually applying those charges to the accounts.
This is basically the same as Verify, in that it does not actually post charges, readings or usage to the accounts.  It just shows what it will be if left the same.

· Re-Apply - This selection will remove the current readings, usages and charges and apply the recalculated readings, usages, and charges to the accounts.  If you select the Re-Apply button a confirmation message will display to confirm that you want to re-apply charges for the selected accounts.
This is basically the same as Apply, in that it does apply charges, readings and usage to the accounts.  However, this process removes the original charges Applied to the account and will Apply New Charges to the account.  In doing so, it will create Detail Transactions that will show the effects of any changes made on each account.

Note:  This option needs to be used with caution.  Be sure that there are no just entered readings on the account before doing the Re-Apply option.  It is not the intent of this option to be used when New Readings have been added and the system cannot Apply charges to them using the Apply button described above.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Billing Cycle Close Out

Unread Meters List

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.
When it is time to close out the billing cycle, an Unread Meters list should be run first.  This may help save some steps later on.  The Unread Meters list can be run from the Reports screen.  When this report is selected to print, the system will prompt you for a book number or book range.  It will bring up a list off all accounts in the selected book range that do not have an applied reading.  All ‘Active’ accounts that show up on this list need to be reviewed to see why they do not have an applied reading.  Once all ‘Active’ accounts on the list have been reviewed, the selected book range is ready for the Billing Cycle Close Out to be done.

Close Billing Cycle Process

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.
· Book Number.  Select the Book Number or Book Range you want to run a Usage Summary Report for.
· Select the Cycle Close Out radio button.

This report breaks out current cycle’s usage by Book number, Income Center and then by Rate Code.  It also compares last month’s usages broken out in the same manner and calculates the percentage of change.  It is recommended that this report is printed out at this time.  Once the cycle is closed out, this report cannot be regenerated.  

The report comes to screen to view and print and once it is closed down, the system asks Close Billing Cycle? with a Yes or No selection.  If No is selected, the system does not do anything to the charges or readings.  If Yes is selected, the system closes the current billing cycle.  It moves any unpaid charges to the right one column and closes out the current Applied Readings.  The accounts will then be ready for new readings and charges.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Individual Customer Processes

Meter Change Out

To change-out a meter for an account:
· Select the account.
· Click the Details button
· Click the Meter Change-out button on the Process tab
[image: image50.png]Meter Change-Out =[]

Change-Out Information New Moter Information
ChangeQutDate. [o5/0mz000 =] | | Meterd: [Ggo3sa55 D% [oosarosz
MID Typedtt: [0387654321
= Resding O Dd et Bfor 1 iss
Replaced Tpe [T 5] Aoleverbigts [5 5]
45200 n FReading ’ﬁ
Inits: fGa »|  Mulipier. [100 v
- Usage Dusig The Perodn New Meter
Ui

Readng OnNewMeter: [0 00

= ==





Enter the following information:
Change-Out Information
· Change-Out date - Enter the date the meter change-out is being performed.
· Reading On Old Meter When It Was Replaced - Select this radio button to enter the final reading on the old meter.  Enter the old meter's final reading in the field provided.  
· Usage During The Period In New Meter Units - Select this radio button to enter the usage of the new meter since the actual change-out.  Enter the usage in the field provided.
Note:  You must choose either the Reading On Old Meter When It Was Replaced or the Usage During The Period In New Meter Units radio button for the meter change-out; you cannot select both.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

New Meter Information
· Meter # - Enter the serial number of the new meter.
· ID # - Enter the ID number of the new meter.  If your utility does not use the Touch Read system you can enter the account number in this field. 
Note: If you do not enter an ID number in this field the system will fill in the account number.
· MID Type/# - Enter the Type and serial number of your MID (Meter Interface Device).  This field allows 11 alphanumeric characters.  Enter the Type character as the first character in the field and then the MID number, do not leave a space between.  For example, if your MID Type is "A" and the serial number is "8423964744", enter "A8423964744" in the field.  Contact the manufacture of your MID for information on determining the Type and serial number of the device. 
· Type - Enter the meter's type.
· Rollover Digits - Select from the list box, the number of digits, minus the multiplier, on the face of the meter.  Once a meter's reading has reached its maximum, the reading digits will "rollover" to its beginning point.  For example, the maximum reading for a meter with four digit positions is 9999.  After this reading is reached, the meter will "rollover".
· Units - From the list box, select the type of units this meter measures.
· Reading Multiplier - Select from the list box, the reading multiplier by which a recorded reading should be multiplied in order to obtain the reading displayed on the meter.  
Note: This is the number of digits that are painted on the meter’s register.
· Reading On New Meter - Enter the reading of the new meter.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Final Bill

i-nHANCE 5000 provides 6-step Wizard process to final bill or transfer the service location of this account. 
Click the Final Bill/Transfer process button to perform a final bill or transfer of the service location for this account.
The following information will default for this account.  Change the mailing address fields to update the new mailing address for this account.
 Name
 Service Location
 Mailing Address
 City
 State
 ZIP
Click the Next button to continue.
Enter the following information on this screen:
· Reading Date - Enter a date or accept the defaulted reading date.
· Meter Reading - Enter the meter reading.  Remember to include the multiplier in the reading.
· Re-read checkbox - Select this checkbox to charge only additional usage charges incurred by this account since the last reading.  If you do not select this checkbox the system will perform a Cycle Close-Out on this account, and calculate a new minimum charge plus additional usage charges.  If the last reading on the account has been closed you will not be able to select this checkbox.
Click the Next button to continue.
This screen displays the following information:
· Income Center - The Income Center where the charges will be applied.
· Charge - This filed displays the amount of the new charge.  You can edit these charges.
· Balance - This field displays the total balance for the Income Center.
Click the Next button to continue.
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This screen allows you to change address, account number and book/sequence numbers for the account that has been finaled or is being transferred:
· New Account # - Enter the new account number for this account.
· New Book/Sequence - If you want to change this customer’s Book/Sequence number, enter the new Book and Sequence numbers here.
· Set Inactive checkbox - Select this checkbox to make the account’s status Inactive.  De-select this checkbox to leave the account’s status Active.
Once a new account number has been assigned, the following will be duplicated from the finaled-out account to the new account number.  The mailing and service addresses can be changed if needed.
Service Address  

ID Number
City, State and ZIP  

Rate Codes
Book/sequence   

Meter Number
Meter Reading History
Click the Next button to continue.
This screen allows you to create a message for the final bill:
· Type a final bill message in the text field.
Click the Next button to continue to the final screen of the wizard.
This screen contains the following information:
· Create New Account - Selecting this checkbox tells the system to create a new record to hold the place for this service address.
· Account Number - This field defaults to the original account number but can be changed.
· New, Active, and Inactive - Select the new status for this account.
Click Finish to complete the Final Bill/Transfer process.
The Final Bill will come to screen to view and to print.  It is recommended that you print out the final bill at this time, as it cannot be reprinted. 
Notes

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Enhancements to Come

There are several enhancements that are currently being reviewed; this section is going to review a few of them.

· Sewer Averaging Report – There will be a report that will generate when the sewer averaging button is clicked, to show what usage is going to be used for the average for this process.

· Consolidated Billing – This will allow one account to be billed for multiple locations or meters on one bill form.  (i.e. Apartment Complex, Property Management)

· Calculation Report on Reports Screen – The Calculation Report that can be printed from the Reports screen will have total lines added.  This is also the Error Report.

· Adjustments – The ability to make an adjustment while entering in payments.

· High/Low Readings – To have the High/Low readings show up on the Calculation report for easier accessibility.

· User Defined High/Low Readings – The ability for the user to define the high/low limits for readings.

· Print filtered lists – The ability to print out filtered lists from the Customer List, Payment Register, Adjustment Register and the Deposit Register screens.
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Classroom Training Evaluation

Company Name:
_________________________________

Your Name:

_________________________________

Date:


September 15 & 16, 2003

Course: 

2003 i-nHANCE 5000 User’s Conference

Instructors: 

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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