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Introduction

Purpose:

The purpose of GAS MANager is to generate gas bills based on the amount of gas consumed,
either actual or estimated, over a billing period. The program has also been expanded to allow
for the management of additional information that is not directly required for the generation of gas
bills, but is important in the operation of a gas co-op. GAS MANager has been developed around
the theory that there are several related entities, or pieces of information, that must be combined
in order to produce the gas bill.

Five major entities were identified:

1. Customers A Customer is any person or company who requires an Account and/or
who is a landlord of an Account holder.
2. Meters A list of all Meters owned by the co-op regardless of whether they are
in inventory or are installed at a Service Location.
3. Service Locations  The Service Location is the physical location where a Meter will be or
(Utility) has been installed. In GAS MANager the Service Location is referred to
as the Utility.
4. Profiles Profiles contain the charges and fees that are applicable to an
Account or a group of Accounts.
5. Accounts The Accounts Receivable Account brings together the above entities.
An Account belongs to a Customer, and is a member of a Profile. An
Account is connected to a Utility at which a Meter is installed.
Profile (Billing Information)
Customer A/R Account N Gas Bill
Meter Utility (Service Location)

This "entity" approach has the following advantages:
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Easy Customer Since the Customer record is separate from the A/R Account, only one

Maintenance Customer record needs to be created. The Customer can then be linked
to one, or more, A/R Accounts. When a Customer changes their mailing
address, only one Customer record needs to be updated.

Complete Meter Because the Meter is considered to be a separate entity from the Utility,
Listing a complete inventory of all Meters can be maintained.

Complete Utility Since the Utility is separate from the Meter and A/R Account, a

Listing complete listing of all Utilities can also be maintained. As soon as a
Service Location is established, a Utility record can be created. Then,
when an A/R Account is set up, the Utility can be linked to it. Similarly,
when a Meter is installed at the Service Location, it can also be linked

to the Utility.
Grouping of Billing A group of Accounts that are subject to the same charges can be
Information into grouped under a single Profile. An Account that is subject to unique
Profiles billing charges can be setup under a separate Profile. When a change

to a billing rate is necessary, a single change to the Profile affects all
Accounts that are members of the Profile.



Chapter 1 - Software Installation

GAS MANager is designed to operate under the operating systems:
1 Microsoft Windows 7
1 Microsoft Windows 8.1
1 Microsoft Windows 10

It is assumed that the user can perform the following Windows tasks:
Start and end programs.

Choose commands from program menus.

Use scroll bars.

Minimize and maximize windows.

Control and switch between printers.

Use the Windows Start Menu and Windows Explorer.

Copy and rename files.

=A =4 =444

Dates are in the format MM/DD/YYYY.

Complete installation instructions can be found on the GAS MANager distribution media in the
documents called GAS MANager Installation Guide.pdf.

GAS MANager employs a Microsoft SQL Server database; and a computer running Microsoft
SQL Server 2008 or higher must be accessible on the network. The installation program and
instructions for Microsoft SQL Server 2014 Service Pack 1 Express Edition are provided on the
GAS MANager distribution media. Before beginning the installation of Microsoft SQL Server
software, ensure that the computer that will host the database meets the minimum system
requirements for running this software by visiting the Microsoft SQL Server 2014 Express Edition
web page at: https://www.microsoft.com/en-ca/download/details.aspx?id=42299.

It is strongly suggested that the default destination folder be used when installing the GAS
MANager software. The default destination folder for 32-bit versions of Microsoft Windows is
C:\Program Files\GAS MANager and for 64-bit versions of Microsoft Windows the default
destination folder is C:\Program Files (x86)\GAS MANager. Manually installed software
updates that may be provided in the future will be programmed as though GAS MANager was
installed to one of these local destination folders. In the event that a computer has had GAS
MANager installed in a folder other than the default folder, be sure to document the alternate local
destination folder as this location must be known when manually installing future program
updates.

Additional information about updates to your GAS MANager software can be found in the GAS
MANager Installation Guide. Custom Data Centre recommends the use of the Automatic
Software Updates feature that has been provided in GAS MANager.


https://www.microsoft.com/en-ca/download/details.aspx?id=42299

Chapter 2 - Getting Started

Before starting to enter data.

1. Review chapters 3 and 4 noting the similarities and differences between GAS MANager and
your current billing system.

2. Plan your profiles. Group accounts that have the same charge rates into a profile and create
separate profiles for accounts with unique charge rate and/or penalty charges.

3. Decide on a starting date. Ideally, this will be a billing date.

1  When setting up the utilities (service locations), the meter that was in service at this
location on the starting date will need to be the connected meter.

1 Similarly when setting up the A/R account, the connection date will be the date when a
meter was first installed at the site and the meter reading will be as of the starting date. If
the account is disconnected on the starting date, a disconnect date and reason will also
need to be entered.

1 The opening balance for each account will be the account balance as of the starting date.

When initially entering data, the following sequence of data input is suggested:
1. Complete the reference tables that appear under Lists:
1.1 Transaction Types i Set up all transaction types to be used and apply appropriate taxes.
1 Keep the number of transaction types to a minimum. Once a transaction type has
been used it cannot be deleted, only the description can be changed.
1.2 Taxes i Enter a G/L account for taxes, and enter a Franchise Tax rate and G/L account if
a Franchise Tax is required.
1.3 Disconnect Reasons i Enter disconnect reasons to be used.
1.4 Customer Types (optional)
1.5 Payment Types (optional)
1.6 Units Conversion i Add units and conversion multipliers if using units other than MCF
and GJ.
2. Enter Heat Values (required), Daily Average Temperatures (optional) and/or Tap Purchases
(optional).
3. Complete the following two tasks, order is not important.
3.1 Complete Utility Information
3.1.1 Enter all meters
3.1.2 Setup all utilities (service locations) with the meter that was attached on the
selected starting date.
3.2 Complete Profile Information
3.2.1 Define each profile.
3.2.2 Enter the charge rates in effect for each profile on the selected starting date.
3.2.3 Specify the appropriate taxes that apply to each profile.
3.2.4 Enter the charges and fees that were in effect for this Profile on the starting date.
4. Complete Account Information
4.1 Create a record for each Customer. The Customer list should include landlords, even if
the landlord will not normally be receiving a bill.
4.2 Setup A/R Account(s) for customers using information as of the selected starting date
and connect these accounts to the proper utilities.
5. Opening Balances
Using the invoicing feature, enter the opening balance for each account as of the selected
starting date.
6. Account Activity
Enter all changes to accounts since the selected starting date.
New accounts.
Changes to customer and account information.
Meter installations, changes, disconnects, and reconnects.
Payments and/or invoices.
Meter readings.
Print bank deposit listings.
7. Run a parallel billing and compare the results from both systems. This will help in the
identification of any data entry errors or omissions.

=4 =8 -4 -8-4-1
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Chapter 3 - Lists

Customer Types Mote: ID Number must be between 1 and 255.

ID Mumber Customer Type

Click here to add a new row

Urban
Commercial
Disconnect
Sales

Government

® 0O 06

Find Delete Refresh  Preview Print

Working with Data in Grids

The information below applies to all editable cells in all grids. This includes all of the Lists
discussed in this chapter, as well as the Batch Payments and Batch Meter Readings and/or
Payments grids.

I To add a new row, move to the row at the bottom of the grid that contains the phrase
Click here to add a new row. Enter the data for the new row and press Enter. A row
containing the new data will be added to the bottom of the grid.

0 The Batch Payments and Batch Meter Readings and/or Payments grids are
different in that new rows must be added to the bottom of the grid.

I To editaline, click on the data item to be changed and make the necessary changes.
The change is automatically saved when you move to another line within the grid.

1 Toremove a line, click anywhere on the row that is to be removed and click the Delete

button

Grid columns can usually be resized by dragging the right-side border.

To ensure that the data in the grid is saved, move to another line within the grid before

you click on any of the toolbar buttons, or close the window.

1 If you make a mistake while editing a grid cell, remain on the cell and press ESC to
restore the original content.

1  When working with cells that contain a date, a calendar can be accessed by pressing F4.

Date cells also contain a small down-arrow button that can be used to open the calendar.

I Some grid cells, such as the Id Number column in the above example, are locked and
may not be edited.

Sorting Data in Grids

The information below applies to the Bank Deposit, Batch Payments, and Batch Meter Readings
and/or Payments grids.

1 Grids may be sorted by clicking on a column header. Click once to sort the grid

ascending order. Click the column header again to sort the grid in descending order.

1 After sorting the grid based on a column& contents, a second sort may be applied by
performing a shift-click on another column header. Shift-click once to sort the grid
ascending order. Shift-click the column header again to sort the grid in descending order.
Once sorted, a grid may be previewed or printed using the new sorted order.

To return the grid to its original state, perform a Ctrl-click on each of the sorted columns.

= =
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3.1 Transaction Types

Every Transaction Type that you require must be defined in this table. Transaction Types are
used in the billing, invoicing, and receipting processes. Transaction Types used in the billing
process are identified in the Profiles. For example, if a Connection Charge is to be applied, then
a Transaction Type for Connection Charges must be selected in the Profile. Invoices can be
used to record the sale of merchandise and/or services, and to adjust to A/R accounts.

MNote: Type must be between 1 and 32767.

** Reserved for Taxes **
** Reserved for Taxes **
** Reserved for Future Use **
** Reserved for Future Use **
** Reserved for Future Use **

** Reserved for Future Use **

Payment

Payment Reversal 1006
5 Operating Charge 5000
Operating Charge Reversal 5001
Penalty Charge 5002
Penalty Charge Reversal 5003
Meter Reading Charge 5004
MSF Payment 1110
MSF Payment Fee 5008

G/fL Account GST Franchise

Click here to add a new row

1006

OO0 0OReEOOO0O0OOOOod

~—,

(

p—

® O00000O00O0O0Oo0Oo0OoOoooodg

) 0O G 6

Find Unlock Taxes  Delete Refresh  Preview Print Close

Fields:
Type 1 A unique number between 1 and 32767 to identify the Transaction
Type. The numbers 251, 252, 256, 257, 258, and 259 are reserved.
Description 91 A text description of up to 30 characters that will serve as the default
Transaction Description.
G/L Account 1 The general ledger account to which these transactions will be applied.
 Maximum 10 characters.
GST 9 A check-mark indicates that the transaction is GST taxable.
Franchise 1 A check-mark indicates that the transaction is Franchise taxable.
Notes:

1 Transaction Types must exist for Cost of Gas, Delivery (Transportation) Charge,
Payment, and Operating Charges

1 To apply taxes to a Transaction Type, click the Unlock Taxes button and then click on
the appropriate tax check box next to the Transaction Type.

1 When finished, click the Close button to save the Transaction Type table.
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3.2 Taxes

Each Tax Type has been predefined in the Taxes table. The Tax Rate and the General Ledger
Account are the only information that may be edited in this table.

Type Tax Description Tax Rate G/L Account

252 Franchise

Note: Apply GST to Franchise in GAS MANager Settings

SRORONEY

Refresh  Preview Print Close

Fields:
Tax Description 1 Atext description of up to 30 characters that will serve as the default
transaction description.
Tax Rate 1 The rate at which this tax is applied.
1 Expressed as a percentage.
G/L Account 1 The general ledger account to which these transactions will be
applied.
1 Maximum 10 characters.
Notes:

1 The message Apply GST to Franchise in GAS MANager Settings that appears at the
bottom of the Taxes grid serves as a reminder that in order to make the Franchise Tax a
GST taxable item, you must make the appropriate selection in the GAS MANager

Settings.
1 The process of determining if a transaction is taxable is a two-step process.
1. The accountdés profile is checked to determine

2. If the profile is taxable, then the transaction type is checked to determine if it is
also subject to these taxes.
91 If both the profile and the transaction type are subject to a tax, then the tax is applied to
the transaction. Taxes must therefore be applied to both the profiles and the transaction

types.

The Apply Taxes to Profile tool can be found in the Billing group on the main GAS MANager
window.

To apply a tax to a Profile, click the Unlock Taxes button then click on the check box next to the

appropriate Profiles for each tax that is to be applied. When finished, click the Close button to
save the contents of the grid.
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Apply Taxes to Profile

Default G/L Account for Taxes set up using Lists, Taxes

Goods and Services Tax G5T Franchise Mot Specified

Profile GST GST G/L Account FRM FRM G/L Account
AGRICULTURE
CASH SALES
CLOSED
COMMERCIAL
CONTRACT
GST EXEMPT
REGULAR

WHONSRORORCY

Unlock Taxes Find Refresh  Preview Print Close

O EEE
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3.3 Disconnect Reasons

Each reason for disconnecting an A/R account from a utility must be defined in this table. When
an account is being disconnected from service, the reason for the disconnection can be selected
from the list.

Disconnect Reasons Mote: ID Number must be between 1 and 255.

ID Mumber Disconnect Reason

Click here to add a new row

Payment in Arrears
Temporarily Locked Off
Service Terminated

Customer Sold or Moved

Seasonal

ONORSROROKEY

Find Delete Refresh  Preview Print Close

Fields:

Disconnect Reason 1 Description of the reason for disconnecting an account.
1 Maximum 30 characters.
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3.4 Customer Types

A/R accounts can be grouped by Customer Types. The Customer Type is optional and has no
impact on billing. Some GAS MANager reports can be organized by Customer Type. You can
choose to implement Customer Types at any time.

Customer Types Mote: ID Number must be between 1 and 255.

ID Mumber Customer Type

Click here to add a new row

Urban
Commercial
Disconnect

Sales

Government

® 0O 06

Find Delete Refresh  Preview Print

Fields:

Customer Type 1 Description of the Customer Type.
1 Maximum 30 characters.
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3.5 Payment Types

Payment of accounts may be provided using a variety of means. The Payment Type list allows
you to document the method of payment for each payment that is received. Although the use of
Payment Types is optional, at least one Payment Type must be defined. For this reason, the
Payment Type of CHEQUE, may not be deleted. You can choose to implement Payment Types
at any time.

( ;@ Town & Country Gas Co-op Ltd. Payment Typ

Paym ent Types Mote: ID Mumber must be between 1 and 255.

ID Number Payment Type Auto-Pay

Click here to add a new row

AUTODEBIT
VISA - Pre-Authorized
4 VISA
5 MASTERCARD - Pre-Authorized
& MASTERCARD
7 CASH

@ OO OX

—
Find Unlock Auto-Pay  Delete  Refresh  Preview Print Close

(]
O
O
O

Fields:
Payment Type 9 Description of the method of payment.
T Maximum 30 characters.
Auto-Pay 91 Select this check-box if the payment transaction will be

processed automatically. This selection will also cause the
billtoshowi PtAart hor i zed Payme naxt O
to the Amount Due for accounts that have an Auto-Pay
payment type selected as the Payment Method on the
Customer Information section of the Account Information
window.

To mark Payment Type as Auto-Pay, click the Unlock Auto-Pay button then click on the check
box next to the appropriate Payment Types where payment will be processed automatically.
When finished, click the Close button to save the contents of the grid.

Notes:

1 Payment Types defined here may be selected as the method of payment when working

with the Receipt tool.

1 A Payment Type may also be selected in the Settings area of the Batch Payments or
Batch Meter Readings/Payments tools. The Payment Type selected here will be applied
to all payments processed in the batch.

A default Payment Method can also be assigned to each customer account.
The Bank Deposit Listing provides subtotals for each Payment Type.

=a =4
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3.6 Units Conversion

The units MCF, M3 and GJ are required for gas billing and have therefore been provided. If units
other than MCF, M3 and GJ are required, they must be defined here with the appropriate
multipliers. Each metering unit in use and the associated billing unit must be defined in the
Units Conversion table.

All of the units and conversions required for typical gas billing scenarios have been provided for
you. The example below also shows the additional units (m3) and conversions (GJ to m3) that
would be used if GAS MANager was being used to bill for metered water usage.

Units Conversion

Step 1: Create Unit in table below.

For Metering Units, do not check Billing Unit. For Billing Units, check Billing Unit.

Add Unit Billing Unit?

Click here to add a new row

Step 2: Create the Conversion Factor

For Metering Unit. enter conversion from the Unit to M3. For Billing Unit, enter conversion from GJ to the Unit.

Converting From Converting To Description  Multiplier

Click here to add a new row
Temperature 0.998075701
Volume 0.0283163846

© © 000X

Delete Unit  Delete Conversion Refresh  Preview Print Close

Fields:
Add Unit 1 The name of the unit of measure.
1 Maximum 30 characters.
Billing Unit 1 Identifies this unit as a basis for billing consumption.

Converting From 1 Select the name of the unit that the consumption is being converted from.
Converting To I Select the name of the unit that the consumption is being converted to.
Description 9 A description of the kind of conversion calculation being performed.
Multiplier 1 The multiplier that is used to complete the conversion calculation.

The units GJ, M3, and MCF are protected and may not be deleted.

The Temperature and Volume conversions from MCF to M3 are protected and may not be
deleted.
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Chapter 4 - Creating New Entities

Before any billing can be performed, a record must be created in the database for each unique
instance of the entities defined in Chapter 1. In other words, every service location must have a
Utility record, every meter must have a Meter record, every customer must have a Customer
record, and every account must have an Account record. Before any account records can be
created, every unique set of fixed fees and consumption charge rates must have a Profile defined
in the database. Finally, each active service location (Utility) must have a Meter attached to it,
and every active Account must be connected to a Utility.

4.1 Creating a Customer Record

When creating a customer record, the customer name is the only required field, but each
customer name must be unique. From the main GAS Manager program window, click on the
Customer tile and the Customer Information window will open.

The customer information is used when printing invoices, receipts, energy use statements and
gas bills. Choose a format for customer names (i.e. John Smith or Smith, John) and be
consistent. If the bills are to be sorted by postal code and then by address line 1, be sure that
this information is entered in a consistent manner. Always use the same capitalization, spacing
and abbreviations.

. Customer Address

Name | Ace Drilling Ltd.

Address Line 1 [Box 460

Address Line 2 [

City Stettler

Province Postal Code TCIC 2L0 E Country Canada

- Additional Information

: Bank Information

- EMail Addresses and Custom Message

~ Membership

. MNotes/Comments

: Phone Numbers

Account Disconnect Utility | Land Location Utility Description Role

b 74201 508535 0603 1958

DV O®OOV

Mew Save Delete Find Previous MNext Refresh Show All  Preview Print Close

In order to conserve space on your computer monitor, the Customer Information window contains
several collapsible sections. Some of these sections contain data that is only accessed

occasionally so these sections are collapsed by default. Use the down-arrow button at the end of
the section header to expand a collapsed section. Once expanded, the section may be collapsed
again by clicking the button which now shows an up-arrow. As an alternative to clicking the arrow
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buttons, you may left-click on a section header to expand the section and right-click on a section
header to collapse it. If you wish to expand all collapsed sections, click the Show All button.

. Customer Address

Name | Ace Drilling Ltd.

Address Line 1 [Box 460

Address Line 2 [

City Stettler

Province AB La| Postal Code TCIC 2L0 E] Country Canada

Additional Information

Customer Status @ Current ) Nencurrent

Bank Information

Branch l Bank ’

EMail Addresses and Custom Message

Only EMail Address 1 is used by EBilling. To send EBill to multiple Emails, use comma fo separate emails.

EMail Address 1 [

(] Combine Bill Attachment into single EMail

EMail Address 2 [

EMail Address 3 [

Custom Message [

. Membership
. Motes/Comments

| Phone Numbers

Account Disconnect Utility | Land Location Utility Description Role

u 74201 508535 0603 1958

DVYOEO®O OV

Mew Save Delete Find Previous Mext Refresh | Show All | Preview Print Close

A table showing the Accounts that are associated with the selected Customer is shown above the
button bar. Click on the Account Number field to view the Account Information window.
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- Membership

Member [7] Membership Date [

Membership # ’ Closure Date [

Voting Member ’

MNotes/Comments

Phone Numbers

Title or Name ’Primary l Phone Number [{403}742_2144

| Alternate | | (403)742-8416

[ cen | [

Account Disconnect Utility Land Location Utility Description Role

P 74201 508535 0603 1958

DV O®OOX

Mew Save Delete Find Previous MNext Refresh Show All  Preview Print Close

When adding a new customer record, use the Tab key, or Enter key, to move to the next data
field. When typing in the Notes/Comments field, the Tab key must be pressed in to move to the
next field. Although the collapsible sections are presented in alphabetical order, pressing the tab
or enter key in the last field of a section may cause a section other than the next one to be
opened for data entry. A new section may not be opened if the required fields in the current
section have not been completed. When data entry has been completed, click on the Save
button to save the new record in the database.

Fields:
Customer Address Section
Name 1 Unigue customer name.
1 Maximum 75 characters.
Address Line 1 T Maximum 50 characters.
Address Line 2 1 Maximum 50 characters.
City I Maximum 15 characters.
Province T Maximum 2 characters.
1T Default wvalue AABO
Postal Code T Maximum 10 characters.
1 Automatically converted to upper case letters.
Country T Maximum 10 characters.
T Default val.ue ACanadabd
Additional Information Section
Current/Noncurrent Status  Default = Current
1 Customer and Phone Lists may be based on this setting.
Respect Privacy 1 Membership List may be based on this setting.
Bank Information Section
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Branch I The Branch (Transit) numberofthec ust omer 6 s b g
Bank f The Bank (I nstitution) numbenr
Account T The customerb6s account number

1 The Branch, Bank, and Account fields are required if you

intend to use Preauthorized Transfer files.
Email Addresses
Email Address 1 T Maximum 100 characters.

9 This field has been designed to accept multiple email
addresses separated by commas. This has been done to
permit the EBilling program to send a bill to multiple email
addresses.

Combine Bill Attachment 1 Enabling this option results in the customer receiving a single
into Single Email email message with all of their EBIlls attached. Disabling this
option causes al/l Ebills for
as an individual email message.
Email Address 2 T Maximum 50 characters.
Email Address 3 1 Maximum 50 characters.
Custom Message T Maximum 255 characters.
1 Text entered here will be added to the body of the email
messages sent by the EBilling program to this customer.
Membership Section
Co-op Membership 1 Checked = Yes, Unchecked = No
Membership Number Maximum 10 characters.
1 Available only if membership is checked.
Membership Date 1 Available only if membership is checked.
Closure Date 1 Date that membership is terminated.
Voting Members Name Maximum 50 characters.
1 Available only if membership is checked.
Notes/Comments Section
Notes/Comments T Maximum 255 characters.
1 Use this area for notes about this customer.
1 This information is never printed on reports or gas bills.
Phone Numbers Section
Primary 1 Maximum 10 characters.

T A( - A) for mat t iaotgnatically. added

1 The Title or Name field to the left of this phone number may
be edited to provide a more meaningful description of the
phonenumber. The default value i s f
contain up to 20 characters. Use of the check-box to indicate
that the phone number can receive text messages is optional.

Alternate 1 Maximum 10 characters.

T A( - A) for mat t iaotgnatically. added

1 The Title or Name field to the left of this phone number may
be edited to provide a more meaningful description of the
phonenumber. The default value i s f
contain up to 20 characters. Use of the check-box to indicate
that the phone number can receive text messages is optional.

Cell T Maximum 10 characters.
T Aa( - A) for mat t iaotgnaticaly. added
1 The Title or Name field to the left of this phone nhumber may

be edited to provide a more meaningful description of the
phonenumber. The default value 1is
contain up to 20 characters. Use of the check-box to indicate
that the phone number can receive text messages is optional.
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4.2 Creating a Meter Record

All meters regardless of their location, either in service or in inventory, should be recorded in the
database. From the Main screen, click on the Meter tile and the Meter/Utility Information screen
will open to the Meter tab.

Meter Number Device Type (@ Meter _ Instrument
Serial Mumber Inspection Date
Manufacturer Seal Expiry Date
Model Transponder Number (ERT)

Metering Unit w

Total Number of Digit 2| Used to determine when meter will roll-over

Decimal Places Used to place decimal point in reading

~
b
Itron Settings

Meter Note

Utility/Pressure Information

0VPROEOO®OOR

Clear Save Repeat Delete Find Previous  Next Refresh ShowAll Prnnt  History Close

In order to conserve space on your computer monitor, the Meter Information window contains
several collapsible sections. Some of these sections contain data that is only accessed
occasionally so these sections are collapsed by default. Use the down-arrow button at the end of
the section header to expand a collapsed section. Once expanded, the section may be collapsed
again by clicking the button which now shows an up-arrow. If you wish to expand all collapsed
sections, click the Show All button.

When adding a new meter record, use the Tab key, or Enter key, to move to the next data field.
When typing in the Note field, the Tab key must be pressed in to move to the next field. Although
the collapsible sections are presented in alphabetical order, pressing the tab or enter key in the
last field of a section may cause a section other than the next one to be opened for data entry. A
new section may not be opened if the required fields in the current section have not been
completed. When data entry has been completed, click on the Save button to save the new
record in the database.

When entering meter records, use the Repeat button to save the currently displayed meter record
and then clear only those fields that are required in order to make the next meter record unique.

A meter cannot be deleted if the meter is installed at a service location.
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Meter Number H Device Type (@ Meter ) Instrument

Serial Number ‘ Inspection Date |

Manufacturer ‘ ‘ Seal Expiry Date |

Model ‘ ‘ Transponder Number (ERT) |
Metering Unit ‘ ‘

Total Number of Digit 0 Used to determine when meter will roll-over

Decimal Places Used to place decimal point in reading

ltron Settings

Show [ Decimal in Reading Read Type Code | (0 - 99, Default 0)

Meter Note

Utility/Pressure Information

Connected To
Utility No Pressure Setting

Pressure Factor

Account

Additional Device on

Utility No
Account
@ % @

©O0®WOOV

Clear Save Repeat Delete Find Previous Next Refresh ShowAll Print  History Close

Fields:

Meter Section

Meter Number 1 A user assigned number which uniquely identifies the meter.
I Maximum 30 characters.
Device Type 9 Select Meter or Instrument.
Serial Number 1 The serial number assigned by the meter manufacturer.
1 Maximum 30 characters.
Manufacturer f Thenameofthe met er 6s manufactur ¢
1 Maximum 30 characters.
Model T The meterds model number
1

Maximum 50 characters.
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Metering Unit 1  The unit that the meter is measuring in (ie. mcf).
1 Choose the proper unit type from the drop-down list.
Total Number of Digits 1 The total number of digits on the meter.
1 Any number between 1 and 255.
Decimal Places 1 The number of decimal places in the meter reading.
1 This is used to eliminate the need to enter a decimal point
when recording meter readings.
1 Any number between 1 and 255.
Inspection Date 1 The date of the last inspection.
Seal Expiry Date 1 The date when the seal will expire.
Transponder Number (ERT) 1 Automatic meter reading transponder number
1 Maximum 30 characters.
Itron Settings Section
Show Decimal in Reading 1 Check this box if required by Itron.
1 Default value is unchecked.
Read Type Code 1 Select the appropriate code for this meter in accordance with
Itron system requirements.
1 Avalue of 0 (default) will cause meter readings to be
truncated by 2 digits.
1 A value of 1 will cause meter readings to be truncated by 1
digit.
1 A value of 2 will result in no truncation of the meter reading.
Meter Note Section
Meter Note 1 Maximum 255 characters.
1 Record any notes that you wish to make about this meter.
Utility/Pressure Section
1 There are no editable fields in this section.
9 If this meter is in-service, this section displays data related to
the service location (utility).
1 If the Meter is in service as an Additional Device, this section

displays data related to the service location (utility).
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4.3 Creating a Utility Record

The Utility record contains details about each service location. It provides data fields to describe
the physical location of the riser and it specifies which Tap each service location belongs to.
From the main GAS MANager Program window, click on the Utility tile and the Utility Information
window will be opened.

Utility i e Description

Tap Branch

LSD Quarter I:l Section I:l Township I:l Range I:l Meridian I:l
Lot |:| Block Plan

SubDivision | Municipal

~

GPS: Lat 45.000000 Long | _125.000000 Canstruction

Elevation (ft) . Anode

ByPass

Additional Information

Billing Data for Most Recent Billing

Meter/Pressure Information

Regulater Infarmation

Pending MNext Bill Run

Utility Note for Meter Reading Worksheets

Additional Details

Account Connect Disconnect Walk Mame Sequence

DV O®O @

Clear Save Delete Find Previous MNext Refresh  Show All Print Map Close

When adding a new utility record, use the Tab key, or Enter key, to move to the next data field.
When typing in the Notes/Comments field, the Tab key must be pressed in to move to the next
field. Although the collapsible sections are presented in alphabetical order, pressing the tab or
enter key in the last field of a section may cause a section other than the next one to be opened
for data entry. A new section may not be opened if the required fields in the current section have
not been completed. When data entry has been completed, click on the Save button to save the
new record in the database.

A utility cannot be deleted if it has a meter installed.
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In order to conserve space on your computer monitor, the Utility Information window contains
several collapsible sections. Some of these sections contain data that is only accessed
occasionally so these sections are collapsed by default. Use the down-arrow button at the end of
the section header to expand a collapsed section. Once expanded, the section may be collapsed
again by clicking the button which now shows an up-arrow. If you wish to expand all collapsed
sections, click the Show All button.

Utility Riser Description

Tap Trunk Branch

Legal Quarter l:l Section I:l Township I:l Range |:| Meridian |:|

Lot Block Plan

SubDivision Municipal
GP5: Lat A45.000000 Long _125.000000 Construction

Elevation (ft) . Anode

ByPass

Additional Infarmation

Utility Multiplier | 1.000000 ] .

BTU Load | ‘ Date Taken

Line Length | ‘ Line Length Units ‘ Line Length Billable []

Riser Reads

Anode 0.0000 | Steel 0.0000 2

Anode and 5teel 0.0000 ‘ Date Taken ‘

Billing Data for Most Recent Billing

Active On Connect Date

Billing Date [” Reading Date

Reading Meter Difference

Est. Annual Cons. 0.000000 ‘ (Billing Units)

Account Connect Disconnect Walk Name Sequence

DV O®O@a®

Clear Save Delete Find Previous MNext Refresh  Show All Print Map Close




A table showing the Accounts that have been associated with the selected Utility is shown above
the button bar. Click on the Account Number field to view the Account Information window.

To the right of the Accounts table Next t is a table showing the Walk & Sequence information for
the selected Utility. Click on a Walk Name to edit the Walk & Sequence information for this Utility.

Meter/Pressure Information

Billing Meter PFM Inspection Date

Meter Number " Pressure Setting

Transponder  Transponder

Pressure Factor

Additional Device (for Documentation only, not Billing)

Meter Number ‘ | “

Regulater Information

Make ‘ ‘ Model |

Spring ‘ ‘ Crifice Size |

Pipe Inlet ‘ ‘ Pipe Outlet |

Pending MNext Bill Run

Date | D‘ Reading Meter Status

Utility Note for Meter Reading Worksheets

Additional Details

Account Connect Disconnect Walk Name Sequence

DVYOEHO®O@®

Clear Save Delete Find Previous MNext Refresh  Show All Print Map Close

Fields:

Utility

Utility Number 1 A number that uniquely identifies the service location.
1 Any number between 1 and 2,000,000,000.
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Riser Number 1 The number assigned to the riser at this service location.
1 Any number between 1 and 2,000,000,000.
1 May be the same as the Utility Number.
Description 1 Text that helps to describe the service location.
1 Maximum 30 characters.
Tap Number 1 The number of the tap which services this location.
1 Any number between 1 and 999.
Trunk 1 The number of the trunk line which services this location.
9 This number can contain a decimal point (ie. 10.1)
Branch 1 The number of the branch line which services this location.
1 This number can contain a decimal point (ie. 10.1).
Service Location 1 Legal description of this service location.
1 May be recorded using Lot, Block, Plan and/or Quarter, Section,
Township, Range, Meridian.
0 Loti 3 character lot name/number.
o Blocki 3 character block name/number.
o Plani 10 character plan name/number.
0 Legal SubDivision (LSD) i A number between 1 and 16.
0 Quarteri 2 character code: SE, NE, SW, NW.
0 Sectioni 2 character section number.
0 Townshipi 3 character township number.
0 Range 1 2 character range number.
0 Meridiani 2 character meridian name/number.
Subdivision 1 Name of the subdivision containing this service location.
1 Maximum 30 characters.
Municipal Address 1 Address required by emergency services.
1 Maximum 30 characters.
GPS Co-ordinates I Latitude & Longitude in Decimal Degree format.
Construction Date 1 Date when Riser was installed.
Elevation 9 The elevation, in feet, at this riser location.
Anode 1 Used to indicate the presence of an anode equipped riser.
ByPass 9 Used to indicate the presence of a meter bypass.
Additional Information
Utility Multiplier 1 A multiplier which can be applied to metered consumption.
1 The default value is 1 but this value can be changed to address any
unique metering issues at this service location.
BTU Load 1 The line load at this location.
1 Any number between 1 and 2,000,000,000.
Date Taken I The date on which the BTU Load was determined.
Line Length 1 Length of line at this utility.
Line Length Units 9 The unit of measure used when measuring the Line Length.
Line Length Billable 1 Check this box to produce Line Charges on the bill for this Utility.
Anode 1 Enter the appropriate riser reading here.
Steel 9 Enter the appropriate riser reading here.
Anode and Steel 1 Enter the appropriate riser reading here.
Date Taken 9 The date on which the riser reads were collected.

Billing Data for Most Recent Billing

Active On 1 The customer account on which consumption at this service
location is being billed.
Connection Date 1 The date on which the currently active account was connected to
this utility.
Billing Date 1 The billing date that was used for the most recent billing cycle that
produced a hill for this location.
Reading Date 1 The date of meter reading that was processed during the above

billing cycle.
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Reading 1 The reading on the meter that was processed on the above reading
date.
Meter Difference 1 The consumption, in metered units, that was billed during the above
billing cycle.
Estimated Annual 1 Provide a value here, in billing units, to permit the billing program to
Consumption calculate consumption estimates for new service locations.
Meter/Pressure Information
Billing Meter Number 1 The co-op assigned number which identifies the meter that is
installed at this location.
1 Maximum 30 characters.
PFM Inspection Date 1 The inspection date of the PFM unit.
Pressure Setting 1 For PFM sets, this field shows the regulator pressure of the
installed meter.
1 For Pressure Correcting sets, this field shows the meter multiplier.
Pressure Factor 1 The calculated pressure multiplier for the installed meter.
1 No value will be shown if no meter has been installed at this
location.
Transponder 1 Meters equipped with a transponder for automated meter reading
will have their transponder number shown here.
Additional Device 1 The co-op assigned number which identifies the additional device
Meter Number that is installed at this location.
1 Choose the appropriate meter number from the list of meters and
instruments.
Regulator Information
Make 1 The Make of the regulator at this location.
Model 1 The Model of the regulator at this location.
Spring 91 Description of the spring at this location.
1 Maximum 30 characters.
Orifice Size 1 The size of the Orifice on the regulator at this location.
Pipe Inlet 1 The size of the Inlet Pipe on the regulator at this location.
Pipe Outlet 1 The size of the Outlet Pipe on the regulator at this location.
Pending Next Bill Run
I This section does not contain any editable fields.
9 Data related to pending meter or pressure changes is shown here.

Utility Note for Meter Re

ading Worksheets

Notes 1 Maximum 255 characters.
1 Record any notes that you wish to make about this utility.
1 Notes made here will be printed on meter-reading worksheets.
Additional Details
Account List 1 Alist containing the account numbers for every account that has

been billed for service at this location.

9 Also shows the connection and disconnection dates for each
account.

Walk Information 1 Alist containing Walk Names and Sequence Number for each walk

that the Utility has been assigned to.
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4.4 Creating a Profile

A Profile is used to group together customer accounts that are to be charged the same gas rates,
service charges, and penalties. Profiles are also used to identify the transaction types to be used
by the program when recording bills and receipts. In order to reduce maintenance time and
effort, create as few profiles as possible.

Before entering data, click the Create button to load all of the drop-down lists with data.

When adding a new profile record, use the Tab key, or Enter key, to move to the next data field.
When typing in the Notes/Comments field, the Tab key must be pressed in to move to the next
field. Although the collapsible sections are presented in alphabetical order, pressing the tab or
enter key in the last field of a section may cause a section other than the next one to be opened
for data entry. A new section may not be opened if the required fields in the current section have
not been completed. When data entry has been completed, click on the Save button to save the
new record in the database. A profile cannot be deleted if it has a member account.

Charge Rate Requirements:
1 All profiles require a consumption charge transaction type, a consumption limit, and a
charge rate.
1 For non-burning profiles, enter a charge rate with a maximum consumption limit (all 9s)
and a charge rate of $0.00. The presence of a charge rate of $0.00 will result in billed
amount of $0.00. Transactions with a value of $0.00 are dropped during the billing
process and these transactions willneverappear on an account hol der és

Multiple Charge Rates:

1 To bill accounts at different rates based on the Billed Units in a given billing period, use
the following table as an example:

Effective Date 01/09/2004 01/09/2004
Consumption Limit 100 99999999
Rate 1 $6.25 $6.00

1 Any accounts on this profile will be billed at a rate of $6.25 on the first 100 billing units
and at a rate of $6.00 for any additional billing units.

i To bill accounts at different rates based on Accumulated Billed Units, first fill in the
Contract Start Date and End Date. Then, complete the charge rates table as above.
During each billing cycle the Consumption Limit will be compared to the Accumulated
Units Billed for each account that belongs to the Profile.

1 For each Effective Date, the table must contain a record with a consumption limit of
99999999.

Operating Charges:

1 The Operating Charge can be broken down into 2 separate charges using Operating
Charge (1) and Operating Charge (2).

1 The Operating Charge can be applied in the period that the utility is connected and/or
disconnected. It can also be prorated for the number of days that the utility is connected
during the billing period. These selections are made in the Additional Settings section of
the Bill Run program.

Budget Billing (Equalization) Amount and Start Date
1 Inorder for budget billing to function, a transaction type for Equalization and Equalization
Reversal must be defined. These transaction types are then entered into the profile used
by the budget billing accounts.

1 Itis not necessary to establish separate profiles for budget billing accounts. A single
profile can service both budget billing accounts and non-budget accounts.
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In order to conserve space on your computer monitor, the Profile Information window contains
several collapsible sections. Use the down-arrow button at the end of the section header to
expand a collapsed section. Once expanded, the section may be collapsed again by clicking the
button which now shows an up-arrow. If you wish to expand all collapsed sections, click the
Show All button.

Profile Information

Profile Name

Payment Transaction

Consumption Multiplier 1.000000 a (Default: 1)

Budget

Equalization Transaction I

Equalization Reversal I

Budget Recalculation Include Rate 1 Yes Mo  Include Rate 4 Yes No
Include Rate 2 Yes Mo Include Rate 5 Yes No

Include Rate 3 Yes Mo Include Rate 6 Yes Mo

Charges and Fees

Operating Charge (1) 0 E I

Operating Charge (2) 0 E I

No Meter Reading Charge 0 E I

Meter Reading Charge 0 j I

Idle Riser Charge 0 j I

Connection Fee 0 E I
Disconnect Fee 0 E I
Line Rate 0 E I

@@.@@@@.@

Clear Create Sa Delete Find Pr Refresh  Show All Print Close
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