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PROCESS MOVE IN/OUT

1. Go to Process, Account Move In/Out

2. Highlight account

3. Click Select Account for Move In/Out

“~ Process Account Move In/Qut

Account Nbr Locator: 000-0000-00

Account Mbr

Customer Name Street House # Apt#

| 000-0101-00
000-0201-00
000-0300-00
000-0403-00
000-0600-00
000-0701-00
000-0810-00
000-0903-00
000-1104-00
000-1400-00
000-1505-00

MORENQ, SONIA

RHODES, BROOKLYN MAIN 5T 6436
GRANT, CLYDE MAIN 5T 133
ORTIZ, HANNAH MAIN 5T 1487
GRIFFIN, TIFFANY MAIN 5T 5739
BOYD, ROY MAIN 5T 3637
PENA, LUCILLE MAIN 5T 7031
FOX, AMBER MAIN 5T 1869
BURTON, RALPH MAIN 5T 1979
MASON, MYRTLE MAIN 5T 4966
KNIGHT, VIOLET MAIN 5T 208

Close

Select Account for Move In,-’O

4. Enter Final Reading

5. Click Final Read

“* Process Account Move In/Qut

Account Number: 000-0101-00

Meter Serial Nbr: 19191502

Last Read [+*  Final Read
Read Date: 4/30/2025 5/15/2025
Reading: 187 130 188 667
Estimated? Estimate Consumption
Comment: Remote Reading Final Read
Consumption: 1,870 1,537

MORENO, SONIA
6853 MAIN ST
Route/Seq Mbr: 01-0005

Final Read: Cancel

6. On Old Account tab

o ***\erify Service Days***

e 2 Move-In/Outs in a billing period
REQUIRES service days to be adjusted

e [f necessary, enter mailing address for
final bill

“r~ Process Account Move In/Out

Account Nbr:  000-0101-00
Old Account New Account

Service Days: @ Account Nbr:  p00-0101-02

Mailing Address

Wame: MORENO, SONIA

1st Address: 5853 MAIN ST

2nd Address:

Ci

ty: BADGERVILLE State: w1 Zip:

Move In/Out: ,;\,-:/}J Cancel

7.0n New Account tab

e Enter Address and Phone Nbr
e Verify options in lower left

o Defaultin Setup, System
o ***Verify Service Days***

“~ Process Account Move InfOut

0ld Account Mew Account Account Nbr:  000-0101-00

Mailing Address Contact Info 2nd Contact:

Name: NEW OWNER

1st Address: 853 MAIN ST

2nd Address:

City:  BADGERVILLE State: w1 Zip:

Group Code: | gp «| 00

[ Copy Memo Lines from Old Account?
@ Carry Reading History Forward?

B carry Work Order History Forward?

[J Copy History Notes from Old Account? Service Days: @ Override: | g

Move In/Out: ,\-\,--_j’/'J Cancel

8. Click Move In/Out

x
99999
Defaults
®

Get Address:

r 4

99999
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PRINT FINAL BILL

9. Go to Process, Bills, Reset
e Preview and Reset if activity found

10. Go to Process, Bills, Calculate Bills (Full or
Quick)

11. Enter Bill and Due Date

12. Check box labeled “Interim Bills
ONLY?” and Calculate Bill

Setup Advanced Setup

Utility:  From: ~ | Thru: i
Bill Date: 6/16/2025
Due Date: 7/07/2025

Order By: | Account Nbr ~

Close Reset

Calculate Bill:

13. Review register

e Commonissuein final bill is service
days

e (Can be adjusted on Service tab in
Maintain, Accounts.

e Adjuston ALL services

e |F adjusted on move-out account, likely
needs adjusted on move-in account.

14. Go to Process, Bills, Send Bills..., to Printer

15. Preview and Print Bills

e |F“No Activity” check if account is set to
Email Bills

“* Process Bills Calculate Bills Full Register @

16. Proceed to Process, Bills, Reprint
Register (Full or Quick)

e Click Create Report
17. Go to Process, Bills, Post

e Enter Post Date (Most often same
as Bill Date)

18. Click Preview Posting Bills and Post Bills

19. Interface to Accounting (if applicable)

BILL ESTIMATE TOOL

1. Go to Maintain, Accounts
2. Highlight account and click change
3. Click Account Review

4. Click Bill Estimate
] Bill Estimate

5. Answer prompt question

e Yes: Prorates charges by final read date

e No: No prorated charges; reflects what next
regular billing would be

e No Meters: Promptis bypassed, and
estimates are not prorated

Accounts - Bill Estimate
0‘ Is this an estimate for a Final Bill?
Yes | Mo |
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6. Enter Read and click check

REVERSE MOVE IN/0UT

-

(=]

Account Number: 000-0201-00  RHODES, BROOKLYN . . .
1. Reverse Final Bill on Move Out account (If it
6436 MAIN 5T
Meter Serial Nbr: 2000041845  Route/Seq Nbr: 01-0010 was pOSted)
Last Read [+ Final Read . . .
2. Open Move In Account in Maintain, Accounts
Read Date: 4/30/2025 5/15/2025 ...
Reading: 111 200 112 900 e Delete Services
Estimated? [] Estimated?  Estimate Consumption ° Close account completely
Comment: Remaote Reading Final Read
Consumption: 1,800 1,700 “ Update Accounts (=3
B Active Account?
FinaIRead Cancel Setup Addl Info 2nd Contact Memo Direct Payment Service Acct. Bal.
3758
Account Number: m e Mailing Address --——- =
5. Estimated Bill Calculates Name: NEW OWNER
1st Address: 6853 MAIN ST
VILLAGE OF PRINCELEY - WH DEMO ACCOUNT NUMBER 2nd Address:
1934 PACKER WAY 0000201 -00 '
ol FRL PR City: BADGERVILLE State: w1 Zip: 99999
Direct Payment of 5138 86 Phone Nbr: (000) 000-0000 Ext.:
Phone Nbr 2: (000) 000-0000 Bxt.:
RILUNG DATE AMOUNT DUE Email:
AHODES . BROOKL YN s
R i B2 ek I-Jnnl.—'l’r:sl-:r:l: PSC Classification: | Residential -
AFTER DUE DATE PAY
RURRATN e Street: maIN ST House # 6853 Apt #
PLEASE KETURN TOF FORTION WITH TOUR PATMENT Move In Date: 5/15/2025 Final Read Date: [ Interim Bill?
READING DATES
PREVIOUS PRESENT BILLINGDATE  DUEDATE ACCOUNT MUMBER . "
et i i sy, petgropiny Cancel  Record will be Changed «, Account Review
FREVIOUS PRESENT USAGE DESCRIPTION AMOUNT 7 Update Accounts =
Previous Bal 74,35
TRASH FEE .32 B Active Account?
BECYCLING FEE 5.61 i
BEE o iTan E 15,38 Setup Addl Info 2nd Contact Memo Direct Payment Service Acct. Bal.
ICE 19,33
111200 1 132500 1700 AE I: 3
T e e Account Number:  000-0101-00
AUTONATIC PATMENT 13586 Utility Rate Type Method of Violume Meter Nbr
7. IF Creating an Estimated Final Bill
e Keep a copy of the estimated bill!
e Oncethe closingis complete, run the
Account Move-In/Out process and create the
final bill.
Insert Change Delete
® Final bill posted to the account must be
. . . Cancel  Record will be Changed «, Account Review
identical to estimate.

3. Go to Maintain, Meters and search for Move
In Account

e Delete Meter then close meter window
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## Maintain Meters = @@

Account Nbr Locator: 000-0000-00 Type of Account: | Active v

Account Nbr[+ Customer Name Street
000-0101-00 NEW OWNER

House # Apt# Tax
MAIN 5T 6853

000-0101-02 MORENQ, SONIA MAIN ST 6853
000-0201-00 RHODES, BROOKLYN MAIN ST 6436
000-0300-00 GRANT, CLYDE MAIN ST 133
000-0403-00 ORTIZ, HANNAH MAIN 5T 1487
000-0600-00 GRIFFIN, TIFFANY MAIN ST 5739
000-0701-00 BOYD, ROY MAIN ST 3637
000-0810-00 PENA, LUCILLE MAIN ST 7031

Meter Serial Nbr Rate Type Route/Seq Nbr

01-0005

19191502 5/8" - 3/4"

Insert Delete Print Close

4. Go to Maintain, Accounts and search for
Move In Account

e Delete Account

5. Click change on Move Out Account (Acct
being restored as current owner)
e Make account Active
e Change Acct number back to “00”
e Remove Final Read Date

“7 Maintain Accounts ’?‘@
Account Nbr Locator: 000-0000-00 Type of Account: | Active
Account Nbr[+] Customer Name Street House # Apt# Tax
 000-0101-00 NEW OWNER MAIN ST 6853

000-0101-02 MORENQ, SONIA MAIN ST 6853

000-0201-00 RHODES, BROOKLYN MAIN ST 6436

000-0300-00 GRANT, CLYDE MAIN ST 133

000-0403-00 ORTLZ, HANMNAH MAIN ST 1487

000-0600-00 GRIFFIN, TIFFAMY MAIN ST 5739

000-0701-00 BOYD, ROY MAIN ST 3037

000-0810-00 PEMA, LUCILLE MAIN ST 7031

000-0903-00 FOX, AMBER. MAIN ST 1869

000-1104-00 BURTOM, RALPH MAIN ST 1979 2901

000-1400-00 MASOMN, MYRTLE MAIN ST 4966

000-1505-00 KNIGHT, VIOLET MAIN ST 208

Insert Delete Print Close

77 Update Accounts @
B Active Account?

Setup Addl Info 2nd Contact Memo Direct Payment Service Acct. Bal.

4412
Account Number:  000-0101-00 <---—-- Mailing Address -——>

Name: MORENO, SONIA
1st Address: 6853 MAIN ST

2nd Address:

City: BADGERVILLE State: wi Zip: 99999
Phone Nbr:  (000) 000-0000 Ext.:
Phone Nbr 2:  (000) 000-0000 Bxt.
Email:
PSC Classification: | Residential [v]
Street:| MAIN ST ~ | House # 6853 Apt #

Move In Date: 8/30/2021 Final Read Date:

Record will be Changed «, Account Review

Cancel
6. Open Meter Readings

e Highlight Final Read and Delete

&0 Update Meters (53 |

Account Nbr: 000-0101-00 MORENO, SONIA
Setup Remote Setup Readings Trend Analysis

Meter Serial Nbr: 19191502

Read Date Reading Consumption  Est?  Billed? Comment
5/15/2025 ] Final Read |
4/30/2025 187 130 1,870 I Remote Reading
3/31/2025 185 260 2,400 [ Remote Reading
2/28/2025 182 770 2,630 [ Remote Reading
1/30/2025 180 140 2,320 O Remote Reading
12/30/2024 177 820 2,600 [ Remote Reading
11/29/2024 175130 2,140 O Remote Reading
11/01/2024 172 990 5,570 [ Remote Reading
10/01/2024 170 830 3410 O Remote Reading

8/29/2024 167 420 3,120 O Remote Reading

Insert Qhange( Delete )

Record will be Changed
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REFUND OVERPAYMENT =

Account Nbr: 000-0403-00 ORTIZ, HANNAH

1. (If using Municipal Accounting) Go to ey | o
Adjustment
Process, Interfaces, Utility Billing
Current Balance: -22.88 22.88
e Make sure there’s nothing outstanding

A Overdue Balance: 0.00 0.00
to be interfaced —_—

Late Fee Balance: 0.00 0.00

Bank Account: | POOLED CHECKING

cancel = Record will be Changed

Utility:

@ e AC““D e Balance Adjustment amountis the
refund due to resident

2. Gotto Account Balance tab and verify

e Resulting Balance will be $0
there’s no questionable balance

e Thatwould need resolved BEFORE  Update Balance Adjustments ==

Account Nbr: 000-0403-00 ORTIZ, HANNAH

Balance Adjustment: 90.58

Trans ID: Transaction Date: 6/25/2025 ...

refund is processed

2|
[ Active Account? Description: ~ REFUND OVERPAYMENT

Setup Addl Info 2nd Contact Memo Direct Fayment Service Acct. Bol,
P L Current Balance Owerdue Balance Late Fee Balance

Account Number:  001-3600-01 Accourt Balance: Beginning Balances: -90.58 0.00 0.00
Current Overdue Late Fee Bill Date Duel I utility Adjustment:
FUEL SURCHG 0.00 0.00 0.00 0.00 0.00
GARBAGE 6.79 0.00 0.00 4/05/2023 41 SEWER
RECYCLING -3.91 0.00 0.00 4/05/2023 4/ RECYCLING
SEWER =15:54 0.00 0.00 4/05/2023 i GARBAGE
WATER -5.90 0.00 0.00 4/05/2023 4f1

Resulting Balances: 0.00 0.00 0.00
Insert | Change | Delete Resulting Balance:
cancel = Record will be Added

Tran i Trans ID AL

Payment: 4. Goto Process, Balance Adjustments,
i_L_!i':_I Cancel  Record will be Changed « Account Review Rengter (FU”. or QUICk)
3. Gotto Process, Balance Adjustment in 5. Process, Balance Adjustments, Post

Utility Billing
e Highlight Account and click Insert
e Enter balance adjustment on each

6. Interface Balance Adjustment to Accounting

service to zero out account balance
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Bank Account:

Journal Entry

Utility:
Preview lournal Entry
Ismits r Ate Thesh i & Credit
Number of Receipts: 0 Gross: 0.00 UTTLITY  6/Z6/2025  Ueilicy Adjust. - GARBAGE - 06/25/2025
100 00-46420-000-000  GARBAGE & REFUSE 13.38
Debits: 90.58  Credits: 90.58 CARBAGE Besidential - Adjustc
100-00- 13L00-000-000 AR 13.38
Preview Interfacing Utility Billing: QARG Rerafyrliles. - Ming.
Total 13,38 13,38
Interface Utility Billing: Q‘_// UTILITY /2572025 Ucilicy Adiust. - RECYCLING - OB/25/2025
100-00-46450-000- 000 CARBAGE & REFISE 10. 26
. . RECYCLING Resident 1al Al fust
—————————— Quick Post Processing ---------- ; . o
M= 0000 124100 < (00 - (00 AR 10r. 26
d RECYCLING Receilvable Ad fuse
Post date JEs: Tatal 100, 2 L]
Preview JEs: UTILITY  6/25/2025 Ucilicy Adjust. - SEWER - 06/25/2025
G20-00-4641 | -000-622  SEWER REVENUES RESIDENTIAL 44.06
] SEWER Residential - Adjust
Quick Post JEs: . : -
G20-00-13100-000-000 AR 44,06
SENER Rece ivable Adl | st
Total A4 (e 44 1085
UTTLITY  6/25¢20285 Urilivy Adjust, - WATER - Of/25/2025
Close 610-00-46451 000461 SALES OF WATER RESTDENTIAL 22 84
WATER Remidential - Adjust
G10-00- 13100000 - 000 AR 22 88

WATER Receivable - Adjust

7. Click Interface Utility Billing Total 2200 o

. Grand Total 90,58 o0 58
e DO NOT Quick Post YET
8. (With Interface Window Open) Go
to Process, Journal Entry, Register Check
R rt. Full Voucher Mbr  Check Date Payeo Amaunt
eport, Fu
B/20/2025 ORTIZ. HANNAH
° Create Report and Print REFURD UTTLITY ACCOUNT OVERPAYMENT
TO-O0-46420-000- 000 GARBAGE & REFUSE 13,24
— 10000 - 46420-000-000  GARBAGE & REFUSE 10.26
Fill |_-§_:_ | =]
| — G20-00-46411-00-622  SEWER REVENUES RESIDENTIAL 44,06
Doted From: Thru: |
GU0-00-46451-000-461  SALES OF WATER RESTDENTTAL 22 .88
Arcount Humber Locatar: O00-00-D0000-000-000
Tatal a0 58
Account Mumber Short Description
(R Grand Total 90, 58

100-00-46420-000-000 GARBAGE & REFUSE
G10-00-13100-000-000 A/R
610-00-46451-000-461 SALES DF WATER RESIDENTIAL 00,58
620-00-12100-000-000 A/R

620-00-46411-000-622 SEWER REVEMUES RESIDENTIAL

0.00

Acoount Mumber: rom => > Source: | ALL
Thit ==> T
Close Reset Create Repm-.
Cloga

9. Navigate back to interface
e Enter Date, Preview, Post
10. Go to Maintain, Checks in Accounting

e Insertresident as a Vendor

e Userevenue lines and amounts from
journal entry to enter check
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QUESTIONABLE BALANGES

What is a Questionable Balance?
When an account carries a CREDIT on one
service and a DEBIT on another.

Why do | need to resolve Questionable

Balances?

Questionable balances affect the aged report,
interfere with the late fee process, and prevent
accounts from being added to the Tax Roll

Account Nbr:
Customer Name:
Service Address:

Account Balance:

Utility
GARBAGE
RECYCLING
SEWER
WATER

001-5700-03
GIBSON , MARK
4736 CASTLE ST

0.00
<
Utility
-0.20
0.17
0.24
0.13

Inactive

Balances

Overdue
0.00
0.00
0.00
0.00

-
Late Fee
0. 00
0. 00
0. 00
0. 00

1. To check if you have any go to Reports,
Accounts, Questionable, Balances

2. Enter Balance Adjustment to use credits

e Balance Adjustment amountis $0

e Account balance doesn’t change

Trans ID:

Description:

Account Nbr: 001-5700-03

“# Update Balance Adjustments

Balance Adjustment:

Transaction Date:

Questionable Balance

GIBSON, MARK

B2

6/25/2025 ...

Current Balance

Overdue Balance

Late Fee Balance

SEWER

-0.24

0.00
0.00

Beginning Balances: 0.00 0.00 0.00
Utility Adjustment:

GARBAGE 0.20 0.00 0.00
RECYCLING 0.17 0.00 0.00

0.00
0.00

Resulting Balances:

Insert Change
Concel

Delete

Record will be Added

0.00

Resulting Balance:

3. Process Balance Adjustment Register

4. Post Balance Adjustment
5. Account Balance for services is how $0

e ALL services should either be negative or
positive afterwards

=]
] Active Account?

Setup Addl Info 2nd Contact Memo Direct Payment Service Acct. Bal.

Account Number:  001-5700-03 Account Balance: 0.00
Current Overdue Late Fee Bill Date Due
GARBAGE 0.00 0.00 0.00 12/31/2021 1/3
RECYCLING 0.00 0.00 0.00 12/31/2021 1/
SEWER 0.00 0.00 0.00 12/31/2021 1/
WATER 0.00 0.00 0.00 12/31/2021 1/
7 Trans Date Trans ID Amount

Fayment: @

Cancel  Record will be Changed «, Account Review

What about an account where the balance

isn’t $0?

6. Total the amount of the credit to be used. In
below example, the credit amount is $6.02.

=]
B Active Account?
Setup Addl Info 2nd Contact Memo Direct Payment Service Acct. Bal.
Account Number:  000-6801-00 Account Balance:
Current Overdue Late Fee Bill Date Dug
GARBAGE -3.32 0.00 0.00 11/30/2023 12/
RECYCLING -2.70 0.00 0.00 11/30/2023 12/
SEWER 23.65 26.34 0.79 4/30/2025 5/
WATER 12.86 14.37 0.50 4/30/2025 5/
7 4 Trans Date Trans ID Amount
Payment: Y
Cancel  Record will be Changed «, Account Review

7. Enter balance adjustment.
Select the service to which you will apply the
credit. Apply the credit in the following order:
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First to late fees, then to overdue, finally to
the current balance.

Credit amount to use $6.02

Selected service: SEWER

Late Fee Balance: Applied -0.79 to zero that
out first

Overdue Balance: Applied -5.23 (Remainder
of total credit)

Current Balance: Nothing happens as no
creditamountis left

.?.‘ - i b : §

Account Nbr:  000-6801-00 SMITH, MELVIN

oy TN

Adiustment

Current Balance: 23.65 0.00
Overdue Balance: 26.34 -5.23
Late Fee Balance: 0.7% -0.79

Record will be Changed

oK Cancel

MARK ACCOUNTS

1. Go to Process, Mark Accounts

2. Change Unmark/Mark drop box to Unmark

Note: Balance Adjustment is $0 and Resulting
(account) Balance is the same.

% Update Balance Adjustments
Account Mbr: 000-6801-00 SMITH, MELVIN
Balance Adjustment:
Trans ID: Transaction Date:  gy25/2025 ...
Description: ~ Balance adjustment

Current Balance Overdue Balance

Late Fee Balance

Beginning Balances: 30.49 40.71 1.29
Utility Adjustment:

GARBAGE 3.32 0.00 0.00
RECYCLING 2.70 0.00 0.00

Resulting Balances:

Insert Change

36.51 35.48

Delete

Record will be Added

Resulting Balance:

=]
Search
Account Nbr = | Customer Name = | Sireet = |House ® = | Apta =
000-0101-00 MOREND, SONI&A MAIN 5T G853
000-0101-01 | JENSEN, LOGAN MAIN 5403
000-0201-00 | 5
00g-0300-00 GRANT, OLYDE MAIN 5T 133
000-0403-00__| ORTIZ, HANNAH _ MATH ST 1487
000-0600-00 GRIFFIN, TIFFANY MAIN 5T 5739
B0G-0701-00 _|BGYE, ROY MAIN ST W
000-0810-00 PENG, LUCTLLE MAIN 5T 703
000-0810-01 WOOD, JOANNE MAIN 5T 1649
000-0810-02 | MYERS, CHERLY MAIN 5T 7653
000-0810-03 POWELL, B0 MAIN 5T G969
000-0810-04 | STEWARD, ANDREW MAIN 5T 237
H0-05903-00 FOX, AMBER. MAIN ST 1869
Q00-1104-00 BURTON, RALPH MAIN 5T 1979
000-1104-01 WILLIAMNS, JOSEPHINE MALN ST 2068
000-1400-00 MASON, MYRTLE MAIN 5T 4066
000-1505-00 KMIGHT, VIOLET MAIN ST 208
0-1505-01 FISHER, MEGHAN MAIN 5T 2591
& Print anl"(r'M v Unmark Cloce
n n
3. Press "Ctrl A" on keyboard to select all
accounts
4. Click Unmark
P t '3
£ Search
& | House 2 Aprd =

@ Print

5. Double-click account to mark

e Double-click again to unmark account
e Green accounts are "marked"
e White accounts are "unmarked"
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Search
Account Nir & | Costomer Name & | Streat House & & | dpt & -
000-0101-00 | MORENO, SONTA MATN 5T 6853
000-0101-01__| JENSEN, LOGAN MAIN 5T 5403
000-0201-00 | RHODES, BROCKLYN MAIN 5T 6435
000-0300-00 | GRANT, CLYDE MAIN 5T 133
000-0403-00 | ORTIZ, HANNAH MAIN ST 1487
000-0600-00 | GRIFFIN, TIFFANY MAIN 5T 5739
000-0701-00 | BOYD, ROY MAIN ST 3637
000-0810-00__| PENA, LUCILLE MAIN ST 7031
000-0810-01 | WOOD, JOANNE MAIN 5T 1845
000-0810-02__| MYERS, CHERLY MAIN 5T 7663
000-0810-03 | POWELL, BOB MAIK 5T 6369
000-0810-04 | STEWARD, ANDREW MAIN ST 137
00-0503-00 FOX, AMBER MAIN ST 1559
000-1104-00__| BURTON, RALPH MAIN 5T 1979
000-1104-01 | WILLIAMNS, JOSEPHINE MAIN ST 2068
000-1400-00 | MASON, MYRTLE MAIN 5T 4066
000-1505-00 | KNIGHT, VIOLET 5T 208 |
DE-1505-01 FISHER, MEGHAN ] = 5
@ print  |Unmar/Mark Unmark  * | o Unmark Close

5. Change drop-down to Mark and click Print to
view list of marked accounts

(7 —
Enter Account Nbr Search
Arcount Nbr = | Cusiomer Name = | Street House @ = | Apté=
003-0101-00 | MORENQ, SONIA MAIN 5T 6453
000-0101-01 | JEMSEN, LOGAN MAIN ST 5403
O00-0201-00 RHODES, BROOKLYN MAIN 5T 416
O00-0300-00 | GRANT, CLYDE MAIN 5T 133
000-0403-00 | ORTIZ HANMNAH MAIN 5T 1487
D0-0600-00 GREIFFIN, TIFFANY MAIN 5T 5739
000-0701-00 | BOYD, ROY MAIN ST 3637
O00-0810-00 | PENA, LUCTLLE MAIN 5T 7031
0O0-0810-01 | WOOD, JOANNE MAIN 5T 1849
O00-0810-02 | MYERS, CHERLY MATN 5T 7663
0O0-0810-03 | POWELL, BOB MAIN 5T 5360
000-0810-04 STEWARD, ANDREW MAIN 5T 2237
-5 03-00 FOX, AMBER, MATN 5T |BES
O00-1104-50 | BURTORN, RALPH MAIN 5T 1a7g
Of0-1104-001 | WILLIAMNS, JOSEPHINE MAIN 5T 2068
0ikd-1400-00 MAIN 5T 4966

nmnrh'Mark Mark = o Mk

Close

6. When done proceed to the desire report or

process

7. Check ‘Marked Accounts?’

8. Click create report

==

*:A Reports Accounts Labels

Setup Advanced
[ First Name First?

Status: Order By: | Account Nbr ~
) 2nd Contact Labels?

[ Exclude Account D2 @

[J Exclude Duplicates?

Group: From:
Thru:

Label Type & Size: | 8162 (1 1/3" by 4" labels, 14 per page] ~ |

From:

Carrier Route:

Thru:

Print Adjustment: Horizontal: o Vertical: ]
Begin Printing At: Row: Column:
Close Reset Print Labels: J

Processes and Reports With This Option:
* Process Late Fees
* Resend Bills to Printer
* Reprint Bill Register
* Reprint Bill Reversal Register
* Account Reports (Quick or Full)
* Account History
* AccountLabels
* Reprint Work Orders
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TAX ROLL PROCESS

Running Past Due Notice is NOT the same as
running Tax Roll Notice.

The Tax Roll process should be used in
Workhorse.

Typical Timelines (both acceptable):
OPTION 1

e RunTaxRoll Notices Oct 15
e Apply penalties Nov 1
e Sendto county Nov15

OPTION 2

e RunTaxRoll Notices Oct 15
e Apply penalties AND send to
county Nov15

1. Go to Process, Tax Roll, Account
Selection, Reset

e Clears previous account selections

¢ When you click Reset, any account
marked as “Exclude” in the Addl Info tab
will be excluded, and all other accounts
will be included.

7~ Update Accounts @

Active Account?

Setup Addl Info 2nd Contact Memo Direct Payment Service Acct. Bal. DPA

Account Number: 000-0101-00

Tax Roll ID:

Carrier Route Sort:

Bill Cycle Code:
Group Code: |po ~ NfA

[ calculate Late Charges? Has DPA?
B Exclude from Tax Roll Process?:

Delivery Options
Bill: | Mailed Disconnect Motice: | mailed

Past Due Notice: | piailed

Number of Accounts:

Preview Reset Selection:

Reset Selection: C/@

Setup Close

“~ Process Tax Roll Account Selection Reset @

o Resetrestores account selection based
on the setting under Maintain > Accounts
> Addl Info.

oK ] Cancel  Record will be Added \, Account Review
2. From Reset go right to Setup

Reset

Number of Accounts: 258

Preview Reset Selection:

Y

Reset Selection: C

- Unlock Close

3. Onceinside Account Selection

e Accounts in white are INCLUDED in the
tax roll process

¢ INCLUDED allows the system to
look at that account and
determine IF it has a balance that
SHOULD go on the tax roll
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e If no pastdue balance is found, no

amount will be placed on the tax
roll for the account

e Accountsinorange are EXCLUDED from
the tax roll process

e EXCLUDED tells the system NOT
to look at that account

e Ifthis account has a pastdue
balance, it will NOT be placed on
the taxroll

e Accountsinred
are INACTIVE and INCLUDED in the tax
roll process

o INACTIVE accounts that are

INCLUDED will go on tax roll if past

due balance is found

e Double-click on INACTIVE account

to turn orange and EXCLUDE from
taxroll

4. Double-click on an
account to manually change
exclude/include for individual

Account Nbr Locator: 000-0000-00 Type of Account: | Al

“~ Process Tax Roll Account Selection Reset @

w

Account Nbr Customer Name

000-0101-00  MORENO, SONIA

JENSEN, LOGAN
000-0201-00  RHODES, BROOKLYN
000-0300-00  GRANT, CLYDE
000-0403-00 | ORTIZ, HANNAH
000-0600-00 | GRIFFIN, TIFFANY
000-0701-00 BOYD, ROY

PENA, LUCILLE

000-0810-00

] WOQOD, JOANNE

S

Exclude/Include: |Exclude ~ | Exclude: o

Reset Erint Close

5. To EXCLUDE ALL, select Exclude in drop-
down and click green check

¢ Helpfulif you have a small list of
accounts you wish to INCLUDE

¢ Manually search and double-click
accounts to Include

Exclude/Include: e Exclude: fj
6. To INCLUDE ALL, select Include in drop-down
and click green check

e Overrides option on account to exclude
from Tax Roll

e System looks at ALL accounts

Exclude/Include:

Include Include: ol

7. Print Include/Exclude list to review

e Oncelistis correct- do NOT reset

Exclude/Include: | Include | ~ |

Reset Close

8. Go to Process Tax Roll, Tax Roll
Notices, Print

Include: ol

e Enter Date to Print on...
e Enter “All Amounts Posted Before” date
o “Before” not“on or before”
e Enter minimum amount in “Overdue
Balances Greater Than”
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“* Process Tax Roll Tax Roll Motices Print

Setup Messages

Date to Print on Tax Roll Notices:  10/15/2025 ...

All Amounts Posted Before: 9/30/2025 ..

Overdue Balances Greater Than: 10.00
Order by: | aAccount Nbr ~
[_] 2nd Contact Notices? [ First Name First?

|_J Group Code Sort Prefix? Print register on preview

Number of Notices: Total Past Due:

Preview Printing Past Due Notices:

Print Past Due Notices:

Test Past Due Notice Print: off

Close

9. Enter information on Messages tab

“* Process Tax Roll Tax Roll Motices Print @

Setup Messages
Fast Due Notice Messages:

#1  YOU ARE RECEIVING THIS NOTICE FER

#2  STATE STATUTE 66.0808, YOU HAVE UNTIL NOV. 15

#3  TO AVOID PLACEMENT ON THE 2025 TAX ROLL.

#4  T0O AVOID A 10% PENALTY PAST DUE BALANCES

#5 MUST BE RECEIVED BY NOV. 15T.

#6

Close

10. Preview and Print notices

e Check“print register on preview” for
register report

11. Apply Penalties (On Nov 1 or 15)

e GotoProcess Tax Roll, Apply
Penalty, Reset

e Process Tax Roll, Apply
Penalty, Calculate

e Click calculate

e Print Register
e Process, Tax Roll, Apply Penalty, Post

7 Process Tax Roll Apply Penalty Calculate Quick Register

Setup
Include On Tax Roll Register All Amounts Posted Before: 9/30/2025 ...
Overdue Balances Greater Than: 10.00
Percentage To Be Added When Putting On Tax Roll: 10.00
Group: From: e
Thru: ~
Order By: | Account Nbr ~ [ Include 2nd Contact?
[ Service Address?
Close Calculate Tax Roll:

== Total number of Accounts listed = 11 ==

12. Send to County

e GotoProcess, Tax Roll, Send to County
Reset

e Process, Tax Roll, Send to
County, Calculate (Full or Quick)

e Click Calculate Tax Roll

“* Process Tax Roll Send Te County Calculate Quick Register @

Setup

Include On Tax Roll Register All Amounts Posted Before: m

Overdue Balances Greater Than: 10.00
Group: From: ~
Thru: ~
Order By: | Account Nbr - [ nclude 2nd Contact?

[ service Address?

Close Calculate Tax Roll: /

13. Create Export for County
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optians

@ o

Go to Process, Tax Roll, Send to
County, Export Data

Click Send To

Click on file folder to place and name file
Click “Save”

B Column Headers

Filz Mame

File Farmat

O Ercel [25V) O Excel i) O Excal (e
L HTML

T .
ML
L IS0ON
=eneral Optians Excel Options
S start Column: 4
Start Row:
Templake:
CUsersianmy Debacsy\DeskropyTay Raoll Send To County —

ave Cancel

14. Post Tax Roll

15. Int

Go to Process, Tax Roll, Send to
County, Post

Enter Post Date

Preview

Click Post Tax Roll Information

Totaling:  1,048.32

Preview Posting Tax Roll Information:

Post Tax Roll Information:

Close

erface to Municipal Accounting (if

applicable)

NOTE: If a customer pays AFTER tax rollis
posted

¢ IF you accept the payment, do not
record it in Utility Billing. Consult with
your auditor or Workhorse Support for
% proper handling.

NON-SUFFICIENT FUNDS (NSF)

3 1. NSF should NOT be handled with a balance
adjustment

e WHY: Balance adjustments don’t
touch cash

e WHAT DOES THAT MEAN: You’ll be off
in reconciliation

e Forour example, this check (#5468)
was returned on 5/26/2025

Sr24/2025 5/24/2025 Receipt Sd68 74.35 .00

[ ] Ending Halaoco [T Ti]

2. Reverse the receipt for the payment that

' was NSF
“* Process Tax Roll Send To County Post @
e Dateis when payment was returned
Post Date: 11/15/2025 ... at bank
Preview e Transaction ID should be NSF
Tax Roll Information: Humber of Accounts: 11 e Receiptamountis the same but

negative
o This gets confusing because it
shows in history -74.35 and you
are entering a -74.35. This is
correct! &
o Pay attention to the beginning
and resulting balances to

confirm processing.
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2,

Account Nbr: 000-0201-00 RHODES, BROOKLYN

Setup split
Beginning Balance: 0.00
Trans ID: MNSE
Transaction Date: 5/26/2025 ..
Amount Received: -74.35
Resulting Balances: 74.35
RECEIVED

FROM RHODES, BROOKLYN

Batch Mbr: g

Past Due: Q{?’
Cancel Record will be Added Balance: Q/?
s

3. IFACH is rejected- treat the same as an NSF
but notate ACH NSF in the Transaction ID

#* Update Receipts

Account Nbr: 000-0201-00 RHODES, BROCOKLYN
Setup Split
Beginning Balance: 0.00
Trans ID: ACH NSF
Transaction Date; S/26/2025 ...
Amount Recefved: -74.35
Resulting Balances: 74.35
RECEIVED

FRON RHODES, BROOKLYN

Batch Nbr: g0

PastDue: | o

L

[ ok | cancel | Record will be Added Balance: o
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