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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 

(Utility) 
The Service Location is the physical location where a Meter will be or 
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. 
 

 
 
 

 
 
 
 

 
 
 
 

This "entity" approach has the following advantages: 

 

Profile (Billing Information) 

A/R Account 

Utility (Service Location) 

Customer 

Meter 

Gas Bill 
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1. Easy Customer 

Maintenance 
Since the Customer record is separate from the A/R Account, only one 
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. 
 

2. Complete Meter 
Listing 

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

 
3. Complete Utility 

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

4. Grouping of Billing 
Information into 
Profiles 

A group of Accounts that are subject to the same charges can be 
grouped under a single Profile. An Account that is subject to unique 
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. 
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Chapter 1 - Software Installation 
 
GAS MANager is designed to operate under the operating systems: 

 Microsoft Windows 7 

 Microsoft Windows 8.1  

 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. 
 
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
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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. 

 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. 

 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. 

 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 – Set up all transaction types to be used and apply appropriate taxes. 

 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 – 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 – Enter disconnect reasons to be used. 
1.4 Customer Types (optional) 
1.5 Payment Types (optional) 
1.6 Units Conversion – 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. 
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Chapter 3 - Lists 
 

 
 

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. 

 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. 

o 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.  

 To edit a line, 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. 

 To remove 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. 

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

 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.  

 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. 

 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. 

 After sorting the grid based on a column’s 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.   
 

 
 
Fields: 
 

Type  A unique number between 1 and 32767 to identify the Transaction 
Type.  The numbers 251, 252, 256, 257, 258, and 259 are reserved. 

Description  A text description of up to 30 characters that will serve as the default 
Transaction Description. 

G/L Account  The general ledger account to which these transactions will be applied. 

 Maximum 10 characters. 

GST  A check-mark indicates that the transaction is GST taxable. 

Franchise  A check-mark indicates that the transaction is Franchise taxable. 

 
Notes: 

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

 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.   

 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. 
 

 
 
Fields: 
 

Tax Description  A text description of up to 30 characters that will serve as the default 
transaction description. 

Tax Rate  The rate at which this tax is applied. 

 Expressed as a percentage. 

G/L Account  The general ledger account to which these transactions will be 
applied. 

 Maximum 10 characters. 

 
Notes: 

 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. 

 The process of determining if a transaction is taxable is a two-step process.  
1. The account’s profile is checked to determine if it is subject to any taxes.  
2. If the profile is taxable, then the transaction type is checked to determine if it is 

also subject to these taxes.  

 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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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. 
 

 
 
Fields: 
 

Disconnect Reason  Description of the reason for disconnecting an account. 

 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. 
 

 
 
Fields: 
 

Customer Type  Description of the Customer Type. 

 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. 
 

 
 
Fields: 
 

Payment Type  Description of the method of payment. 

 Maximum 30 characters. 

Auto-Pay  Select this check-box if the payment transaction will be 
processed automatically.  This selection will also cause the 
bill to show “Pre-Authorized Payment DO NOT PAY” next 
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: 

 Payment Types defined here may be selected as the method of payment when working 
with the Receipt tool. 

 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. 
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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. 
 

 
 
Fields: 
 

Add Unit  The name of the unit of measure. 

 Maximum 30 characters. 

Billing Unit  Identifies this unit as a basis for billing consumption. 

Converting From  Select the name of the unit that the consumption is being converted from. 

Converting To  Select the name of the unit that the consumption is being converted to. 

Description  A description of the kind of conversion calculation being performed. 

Multiplier  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. 
 

 
 
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.  
 

 
 
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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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  Unique customer name.  

 Maximum 75 characters. 

Address Line 1  Maximum 50 characters. 

Address Line 2  Maximum 50 characters. 

City  Maximum 15 characters. 

Province  Maximum 2 characters. 

 Default value “AB”. 

Postal Code  Maximum 10 characters. 

 Automatically converted to upper case letters. 

Country  Maximum 10 characters. 

 Default value “Canada”. 

Additional Information Section 

Current/Noncurrent Status  Default = Current 

 Customer and Phone Lists may be based on this setting. 

Respect Privacy  Membership List may be based on this setting. 

Bank Information Section 
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Branch  The Branch (Transit) number of the customer’s bank. 

Bank  The Bank (Institution) number of the customer’s bank. 

Account  The customer’s account number at the above described bank. 

 The Branch, Bank, and Account fields are required if you 
intend to use Preauthorized Transfer files. 

Email Addresses 

Email Address 1  Maximum 100 characters. 

 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 
into Single Email 

 Enabling this option results in the customer receiving a single 
email message with all of their EBills attached.  Disabling this 
option causes all Ebills for the customer’s accounts to be sent 
as an individual email message. 

Email Address 2  Maximum 50 characters. 

Email Address 3  Maximum 50 characters. 

Custom Message  Maximum 255 characters. 

 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  Checked = Yes, Unchecked = No 

Membership Number  Maximum 10 characters. 

 Available only if membership is checked. 

Membership Date  Available only if membership is checked. 

Closure Date  Date that membership is terminated. 

Voting Members Name  Maximum 50 characters. 

 Available only if membership is checked. 

Notes/Comments Section  

Notes/Comments  Maximum 255 characters. 

 Use this area for notes about this customer. 

 This information is never printed on reports or gas bills. 

Phone Numbers Section 

Primary  Maximum 10 characters. 

 “(   )   -    “ formatting is added automatically. 

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

Alternate  Maximum 10 characters. 

 “(   )   -    “ formatting is added automatically. 

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

Cell  Maximum 10 characters. 

 “(   )   -    “ formatting is added automatically. 

 The Title or Name field to the left of this phone number may 
be edited to provide a more meaningful description of the 
phone number. The default value is “Primary”. This field may 
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. 
 

 
 
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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Fields: 
 

Meter Section 

Meter Number  A user assigned number which uniquely identifies the meter. 

 Maximum 30 characters. 

Device Type  Select Meter or Instrument. 

Serial Number  The serial number assigned by the meter manufacturer. 

 Maximum 30 characters. 

Manufacturer  The name of the meter’s manufacturer. 

 Maximum 30 characters. 

Model  The meter’s model number. 

 Maximum 50 characters. 
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Metering Unit  The unit that the meter is measuring in (ie. mcf). 

 Choose the proper unit type from the drop-down list.  

Total Number of Digits  The total number of digits on the meter. 

 Any number between 1 and 255. 

Decimal Places  The number of decimal places in the meter reading. 

 This is used to eliminate the need to enter a decimal point 
when   recording meter readings. 

 Any number between 1 and 255. 

Inspection Date  The date of the last inspection. 

Seal Expiry Date  The date when the seal will expire. 

Transponder Number (ERT)  Automatic meter reading transponder number 

 Maximum 30 characters. 

Itron Settings Section 

Show Decimal in Reading  Check this box if required by Itron. 

 Default value is unchecked. 

Read Type Code  Select the appropriate code for this meter in accordance with 
Itron system requirements. 

 A value of 0 (default) will cause meter readings to be 
truncated by 2 digits. 

 A value of 1 will cause meter readings to be truncated by 1 
digit. 

 A value of 2 will result in no truncation of the meter reading. 

Meter Note Section 

Meter Note  Maximum 255 characters. 

 Record any notes that you wish to make about this meter. 

Utility/Pressure Section 

  There are no editable fields in this section. 

 If this meter is in-service, this section displays data related to 
the service location (utility). 

 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. 
 

 
 
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.  
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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. 
 

 
 
 
Fields: 
 

Utility 

Utility Number  A number that uniquely identifies the service location. 

 Any number between 1 and 2,000,000,000. 



 

 - 28 - 

Riser Number  The number assigned to the riser at this service location. 

 Any number between 1 and 2,000,000,000. 

 May be the same as the Utility Number. 

Description  Text that helps to describe the service location. 

 Maximum 30 characters. 

Tap Number  The number of the tap which services this location.  

 Any number between 1 and 999. 

Trunk  The number of the trunk line which services this location. 

 This number can contain a decimal point (ie. 10.1) 

Branch  The number of the branch line which services this location. 

 This number can contain a decimal point (ie. 10.1).  

Service Location  Legal description of this service location. 

 May be recorded using Lot, Block, Plan and/or Quarter, Section, 
Township, Range, Meridian. 

o Lot – 3 character lot name/number. 
o Block – 3 character block name/number. 
o Plan – 10 character plan name/number. 
o Legal SubDivision (LSD) – A number between 1 and 16. 
o Quarter – 2 character code: SE, NE, SW, NW. 
o Section – 2 character section number. 
o Township – 3 character township number. 
o Range – 2 character range number. 
o Meridian – 2 character meridian name/number. 

Subdivision  Name of the subdivision containing this service location. 

 Maximum 30 characters. 

Municipal Address  Address required by emergency services. 

 Maximum 30 characters. 

GPS Co-ordinates  Latitude & Longitude in Decimal Degree format. 

Construction Date  Date when Riser was installed. 

Elevation  The elevation, in feet, at this riser location. 

Anode  Used to indicate the presence of an anode equipped riser. 

ByPass  Used to indicate the presence of a meter bypass. 

Additional Information 

Utility Multiplier  A multiplier which can be applied to metered consumption. 

 The default value is 1 but this value can be changed to address any 
unique metering issues at this service location. 

 BTU Load  The line load at this location. 

 Any number between 1 and 2,000,000,000. 

Date Taken  The date on which the BTU Load was determined. 

Line Length  Length of line at this utility. 

Line Length Units  The unit of measure used when measuring the Line Length. 

Line Length Billable  Check this box to produce Line Charges on the bill for this Utility. 

Anode  Enter the appropriate riser reading here. 

Steel  Enter the appropriate riser reading here. 

Anode and Steel  Enter the appropriate riser reading here. 

Date Taken  The date on which the riser reads were collected. 

Billing Data for Most Recent Billing 

Active On  The customer account on which consumption at this service 
location is being billed. 

Connection Date  The date on which the currently active account was connected to 
this utility. 

Billing Date  The billing date that was used for the most recent billing cycle that 
produced a bill for this location. 

Reading Date  The date of meter reading that was processed during the above 
billing cycle. 
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Reading  The reading on the meter that was processed on the above reading 
date. 

Meter Difference  The consumption, in metered units, that was billed during the above 
billing cycle. 

Estimated Annual 
Consumption 

 Provide a value here, in billing units, to permit the billing program to 
calculate consumption estimates for new service locations. 

Meter/Pressure Information 

Billing Meter Number  The co-op assigned number which identifies the meter that is 
installed at this location. 

 Maximum 30 characters. 

PFM Inspection Date  The inspection date of the PFM unit. 

Pressure Setting  For PFM sets, this field shows the regulator pressure of the 
installed meter. 

 For Pressure Correcting sets, this field shows the meter multiplier. 

Pressure Factor  The calculated pressure multiplier for the installed meter. 

 No value will be shown if no meter has been installed at this 
location. 

Transponder  Meters equipped with a transponder for automated meter reading 
will have their transponder number shown here. 

Additional Device 
Meter Number 

 The co-op assigned number which identifies the additional device 
that is installed at this location. 

 Choose the appropriate meter number from the list of meters and 
instruments. 

Regulator Information 

Make  The Make of the regulator at this location. 

Model  The Model of the regulator at this location. 

Spring  Description of the spring at this location. 

 Maximum 30 characters. 

Orifice Size  The size of the Orifice on the regulator at this location. 

Pipe Inlet  The size of the Inlet Pipe on the regulator at this location. 

Pipe Outlet  The size of the Outlet Pipe on the regulator at this location. 

Pending Next Bill Run 

  This section does not contain any editable fields. 

 Data related to pending meter or pressure changes is shown here. 

Utility Note for Meter Reading Worksheets 

Notes  Maximum 255 characters. 

 Record any notes that you wish to make about this utility. 

 Notes made here will be printed on meter-reading worksheets. 

Additional Details 

Account List  A list containing the account numbers for every account that has 
been billed for service at this location. 

 Also shows the connection and disconnection dates for each 
account. 

Walk Information  A list 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: 

 All profiles require a consumption charge transaction type, a consumption limit, and a 
charge rate.   

 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 will never appear on an account holder’s bill. 

 
Multiple Charge Rates: 

 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 

 

 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. 

 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. 

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

 
Operating Charges: 

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

 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 

 In order 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.   

 It is 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.  
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Fields: 
 

Profile Information 

Profile Name  Descriptive name for the profile. 

 Maximum 30 characters. 

Payment Transaction Type  Transaction type to be used when recording 
payments. 

Consumption Multiplier  An additional multiplier which can be applied 
against metered consumption. 

 Default value is 1. 

Budget (Optional) 

Equalization Transaction  Transaction Type to be used to when applying 
transactions to the Equalization account. 

Equalization Reversal  Transaction Type to be used to record Equalization 
Reversals. 

 Equalization Reversal transactions are used to 
return the Equalization Account to a zero balance.  
This takes place during the billing that contains that 
anniversary date of the customer account 
beginning the Budget (Equalized) billing program. 

Budget Recalculation – Include 
Rates 1 - 6 

 Tells the Budget Billing Amount Calculation which 
rates should be used in the calculation of the 
Budget Amount. 

 Typically, all rates except any government rebate 
program rates should be included in the Budget 
Billing Amount Recalculation. 

 The Budget Billing Recalculation takes place 
during the billing that contains that anniversary 
date of the account beginning the Budget 
(Equalized) billing program. 

Charges and Fees 
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Operating Charge (1)  The fixed service charge. 

Operating Charge (1) Transaction 
Type 

 Transaction Type that is to be used when recording 
the Operating Charge (1). 

Operating Charge (2)  A second service charge which can be used to 
break down the operating charge. 

Operating Charge (2) Transaction 
Type 

 A charge that is to be applied if there is no meter 
reading entered for the account. 

No Meter Reading Charge  A charge that is to be applied if there is no meter 
reading entered for the account. 

No Meter Reading Transaction 
Type 

 Transaction Type that is to be used when recording 
the No Meter Reading Charge. 

Co-op Meter Reading Charge  The charge that is to be levied if a billable co-op 
meter reading is processed. 

Co-op Meter Reading Transaction 
Type 

 Transaction Type that is to be used when recording 
the Co-op Meter Reading Charge. 

Idle Riser Charge  A fixed charge which will be levied on accounts 
that were disconnected in a prior billing period.  
See the section on Idle Riser Charges in chapter 
12. 

Idle Riser Charge Transaction 
Type 

 Transaction Type that is to be used when recording 
the Idle Riser Charge. 

Connection Fee  The fee that is charged for utilities that are 
connected during the billing period. 

Connection Fee Transaction Type  Transaction Type that is to be used when recording 
the Connection Fee. 

Disconnect Fee  The fee that is charged for utilities that are 
disconnected during the billing period. 

Disconnect Fee Transaction Type  Transaction Type that is to be used when recording 
the Disconnection Fee. 

Line Rate  This rate may be multiplied by the Line Length 
(Utility) to produce a Line Charge on the bill. 

Line Rate Transaction Type  Transaction Type that is to be used when recording 
the Line Charge. 

Consumption Charge Rates 

Effective Date  The date on which the consumption charge rate 
becomes applicable. 

Consumption Limit  The maximum consumption, in billing units, that is 
to be charged at the specified rate. 

 If a Contract Start Date and End Date are entered, 
the consumption limit applies to the entire contract 
period. 

 If no contract is specified, the consumption limit is 
for the current billing period only. 

Rates 1 - 6 Transaction Type  Transaction type to be used when recording 
consumption charges. 

Rate 1 – 6 Charge Table  The amount which is to be charged for each billing 
unit of consumption. 

Contract 

Contract Start Date  Start date for consumption contract. 

 Used to determine the accumulated units billed 
during the contract period. 

Contract End Date  End date for consumption contract. 

 Used to determine the accumulated units billed 
during the contract period. 

Estimation Fees 

Estimation Charge Transaction 
Type 

 Transaction Type that is to be used when recording 
the Estimation Charge. 
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Charge on First Estimate  The fee that is applied to accounts that have been 
billed for an estimated consumption. 

 This charge is applied only if the previously billed 
consumption was based on an actual meter 
reading. 

Charge on Second Estimate  The fee that is applied to accounts that have been 
billed for an estimated consumption where the 
previously billed consumption was also based on 
an estimate. 

Charge on Additional Estimate  The fee that is applied to accounts that have been 
billed for an estimated consumption where the 
previous 2 billed consumptions were also based on 
estimates. 

Default Estimated Consumption  A consumption amount, expressed in billing units, 
that will be used as an estimate of consumption if 
other estimation methods cannot be used due to a 
lack of consumption history. 

Consecutive Estimate Limit  The maximum number of consecutive estimates 
permitted before the account is included on the 
Consecutive Estimates Warning report. 

Minimum Consumption 

Minimum Consumption Amount  An amount to which a customer’s consumption 
charge will be   increased to if the account’s 
calculated consumption charge will be less than 
the specified amount. 

Minimum Billed Amount  An amount to which a customer’s bill will be 
increased to if the account's bill will be less than 
this amount. 

Transaction Type for Minimum 
Billing Amount 

 Transaction type to be used for charges that are 
added to the bill in order to meet the minimum 
billing requirement. 

Notes/Comments on Profile 

Notes  Maximum 255 characters. 

 Record any notes that you wish to make about this 
profile. 

Penalties 

Penalty Transaction Type  Transaction Type that is to be used when recording 
the late-payment Penalty Charge. 

Penalty Type  Fixed Dollar Amount 
o Applies a Penalty Charge using the 

amount specified. 

 Monthly Percentage Rate 
o Applies a Penalty Charge as a percentage 

of the overdue amount. 

Effective Yearly Rate  A calculation of the Effective Yearly Penalty Rate. 

 This field cannot be edited. 

 The calculated Effective Yearly Penalty Rate will 
be printed on bills.  

Minimum Penalty Charge  This amount will be used as if the Penalty Charge 
that is calculated using the Monthly Percentage 
Rate method is lower than the specified amount. 

Compound Penalty  Choose “Yes” if the Penalty Charges are to be 
compounded. 

 If you choose “No”, the Open-Item method of 
managing Accounts Receivable must be in use. 
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Minimum Account Balance to 
Charge Penalty 

 Serves as a threshold amount for overdue account 
balances.  Overdue accounts with a balance that is 
less than this amount will not receive a Penalty 
Charge. 

Penalty Period  Outstanding as of Prior Bill Date. 
o This method considers any transactions 

dated on or before the last billing date to 
be in arrears. 

 Days Prior to Current Bill Date 
(i.e. 30, 60, 90 days). 

o This method will calculate a penalty on any 
transactions that are older than the date 
calculated using the specified criteria. 

 Specify Overdue Date in Bill Run. 
o This method allows the user to specify the 

overdue date the next time that penalties 
are calculated. 

Grace Period  The Grace Period can be used to prevent overdue 
accounts from getting Arrears Notices.  When 
preparing Arrears Notices, the number of days in 
the Grace Period field for the Account’s Profile is 
used to determine if an account is actually overdue 
according to the credit terms of the co-op.   

 For example, an account that has a balance owing 
past the payment due date from the billing is not 
considered to be overdue for Arrears Notices 
purposes if the overdue balance has not yet 
exceeded the Grace Period. 

 Enter the number of days that your co-op extends 
as a Grace Period on overdue accounts.    

 The Grace Period should be set to zero (default) to 
ignore this feature. 

Override Bill Message on Accounts 
with Outstanding Balance 

 If an Account had a balance carried-forward from 
the previous period and either of these 2 message 
lines contains text, the billing program will replace 
the standard 2-line message on the bill form with 
the Overdue Bill Message from the Account’s 
ProFile. 

 A Bill Preview button allows the user to see how 
the message lines will appear on the bill form. 

Sales Figures 

Include Consumption in Sales 
Figures? 

 “Yes” if consumption billed using this profile is to be 
included in sales reports.  

 “No” if consumption billed using this profile is not to 
be included in sales reports.  This selection would 
typically be used if the profile is used to bill for 
transportation (delivery) charges only.  

Security Deposit 

Deposit Required  The amount of the Security Deposit required. 

Security Deposit Transaction Type  The Transaction Type to be used to record the 
collection and refund of the deposit. 

Interest Rate  The Annual Percentage Rate to be applied against 
the Security Deposit. 

 This field may be set to 0.00 if the calculation of 
Security Deposit Interest is no longer required.  
However, a Security Deposit Interest Transaction 
Type will still be required. 
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Security Deposit Interest 
Transaction Type 

 The Transaction Type to be used to record the 
dispersal of accrued Security Deposit Interest. 

Taxes 

Goods & Services Tax  When checked, the GST checkbox causes 
accounts which belong to this profile to be subject 
to the tax. 

Goods & Services Tax G/L Account  The name or number of the G/L account to which 
this transaction will be posted. 

 The G/L account assigned to the Tax in the Taxes 
table will be displayed. 

 If taxes applied to accounts in this profile are to be 
posted to a G/L account other than the default 
account, a G/L account name (number) for this 
profile can be specified. 

 Maximum 10 characters. 

Franchise  When checked, the Franchise checkbox causes 
accounts which belong to this profile to be subject 
to the tax. 

Franchise G/L Account  The name or number of the G/L account to which 
this transaction will be posted. 

 The G/L account assigned to the Tax in the Taxes 
table will be displayed. 

 If taxes applied to accounts in this profile are to be 
posted to a G/L account other than the default 
account, a G/L account name (number) for this 
profile can be specified. 

 Maximum 10 characters. 
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4.5 Creating an Account 

 
The Account record contains details about each accounts receivable account.  Accounts provide 
data fields to associate the accounts with a customer, assign membership to a profile, and display 
information about the charges that have been attributed to the account.  The account window also 
shows information about the service location (utility) at which the customer is being charged.  In 
addition, the account record also contains data about other billing related items such as budget 
billing amounts, security deposit, and in the case of a rental property, landlord information.  A 
customer may have multiple accounts but only 1 utility can be billed through an account and only 
1 account may be connected to a utility at any given time. 
 
There are 2 types of accounts:    

 Consumption Account 
o This is the typical account setup for customers that will be consuming gas. 
o The Utility Number, Connection Date, and Meter Reading fields are completed. 
o When printing bills, the bill form is used. 

 Merchandise Account 
o This account is used for customers who only purchase goods or services. 

 A customer may have both a consumption account and a merchandise 
account. 

o The Utility Number, Connection Date, and Meter Reading fields are empty. 
o When printing bills, the statement form is used. 

 
Billing Cycles 
GAS MANager permits the use of up to 255 billing cycles.  The use of multiple billing cycles 
makes it possible to easily separate different kinds of accounts during the billing process.  Billing 
cycles can also make it possible to use different bill forms for different kinds of accounts.  
Assigning accounts to multiple billing cycles can also help to balance office workload throughout 
the month. 
 
Utility Number, Connect Date, and Meter Reading 
The Utility Number, Connection Date, and Meter Reading can be only changed until the Bill Run 
program has produced a bill for the account.  Once a billing has occurred, these fields are locked 
for data integrity reasons. 
 
From the main GAS MANager Program window, click on the Account tile and the Account 
Information window will be opened. 
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When adding a new account 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. 
 
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.  
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Before entering new accounts, click the New button to load all of the drop-down lists with data. 
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Fields: 
 

Account Number 

Account Number  A unique number, or alpha-numeric string, that identifies 
the account. 

 Maximum 10 characters. 

Customer  From the drop-down list, choose the customer who is 
the account-holder. 

Utility/Meter Information 

Utility Number  From the drop-down list of utilities that are not currently 
associated with an account, select the utility for which 
this account will be billed. 

 A utility can only be active on one account at a time.  It 
must be disconnected in all other accounts. 

 The Go to Utility button can be used to display the Utility 
record for the service location that this account is being 
billed for. 

Auto-Estimate?  Is this account to be auto-estimated in the event that no 
meter reading is provided for billing purposes?  

 Select “Y” or “N”. 

Service Location  The location of the selected utility. 

 Display only. 

Tap Number  The tap that provides service to the selected utility. 

 Display only. 

Utility Description  The user assigned description of the selected utility. 

 Display only. 

PFM Inspection Date  Inspection date of the PFM unit at the selected utility. 

 Display only. 

Meter Number  The user assigned number that identifies the meter 
installed at the selected utility. 

 Display only. 

Pressure Factor  The pressure factor that is stored on the utility record for 
the selected utility. 

 Display only. 

Connection Date  The date that service was started. 

Meter Reading  The current (last billed) meter reading. 

 This field is locked after the first bill run. 

 Cannot exceed number of digits as defined in the meter 
record. 

Billing Data for Most Recent Billing 

Billing Date  The date of the last billing for the account. 

Reading Date  The date of the last billed meter reading. 

Reading  The meter reading that was processed on the Billing 
Date. 

Meter Difference  The metered consumption that was billed on the Billing 
Date. 

Accum. Units Billed  If the account is a member of a profile that has a 
contract start date and end date, the value shown here 
is the number of billing units that have been billed 
during the current contract period. 

Days To Pay  The average number of days between the Billing Date 
and the receipt of payment for this account. 

Billing Information 

Profile  From the drop-down list, select the profile to which this 
account belongs. 

Billing Cycle  The cycle on which this account is to be billed. 

 Any number between 1 and 255. 
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Billing Output  Select “Yes” or “No” for each billing output method as 
required for this account. 

 If both of these fields are set to No, a warning message 
will be displayed when the account is saved but the 
save will be permitted.  This allows you to suppress bill 
production for internal accounts and for accounts that 
receive a monthly statement.  

Budget Information 

Budget Amount  The budget billing amount that is in use for this account. 

Budget Account  The current balance of the budget billing (equalization) 
account. 

Budget Start Date  The date that the current budget billing program was 
started for this account. 

Ignore Anniversary Date  This option will default to “No”. 

 If set to “Yes”, the anniversary of the Budget Start Date 
will not cause the Budget Amount to be recalculated. 

Customer Information 

Bill To  From the drop-down list, choose the customer who is to 
receive the bills. 

 Leave this field blank if the customer is to receive the 
bill. 

Customer Type  Select a value from the drop-down list of defined 
customer types. 

 The use of this field is optional. 

Payment Method  Select from the drop-down list, a default Payment 
Method for this account. 

 The selection made here will be entered as the default 
Payment Method when entering payment transactions. 

Special Invoice?  Is this account eligible to be invoiced using the Special 
Invoice tool? 

 Select “Y” or “N”. 

Closure/Disconnect Information 

Closure/Disconnect Date  If the account has been disconnected, the date of the 
disconnection is shown here. 

 Entering a date here will initiate the disconnection 
process. 

Closure/Disconnect Reason  If the account has been disconnected, the reason for 
the disconnection is shown here. 

Pending Next Bill Run 

Pending Date  The date of the most recent meter reading that has 
been recorded but has not yet been billed. 

Pending Reading  The most recent meter reading that has been recorded 
but has not yet been billed. 

Meter Status  Special messages about meter related issues that are 
associated with the Pending Reading. 

 Example: A regulator pressure or meter change. 

Rental Information 

Renter?  Is this account held by a renter? 

 Select “Y” or “N”. 

Underwritten?  Is the renter’s account underwritten (guaranteed) by the 
landlord? 

 Select “Y” or “N”. 

Landlord  From the drop-down list of customers, choose the 
customer who is the landlord for this renter’s account. 

Security Deposit Information 

Deposit Date  The date that the security deposit was paid. 

Deposit Paid  The amount of the security deposit that was collected. 
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Accrued Interest  The amount of interest that has been accrued on the 
security deposit. 

Additional Details 

  This section does not contain any editable fields. 

 Buttons that provide access to transactions, 
consumption history, a calendar showing meter 
readings, and diary entries occupy this section. 
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4.6 Connecting Meters to Utilities 

 
Before consumption at a service location can be measured and billed, a meter must first be 
installed at that location.  The same logic holds true for GAS MANager. 
 
Begin by locating the Utility record for the service location. 
 

 
 
Click the Edit button next to the Meter Number field in the Meter/Pressure Information section. 
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Complete the information requested in the Meter Addition window by providing data in each of the 
following fields. 
 
Fields: 
 

Date of Change  Enter, or select from the drop-down calendar, the date on 
which this meter was installed. 

 This date should be within the current billing period. 

Meter Number  Enter, or select from the drop-down list, the meter that was 
installed at this service location. 

Start Reading  The reading that was shown on the meter when it was 
installed. 

PFM (Pressure Gauge)  If the installed meter is of the PFM variety, select this type of 
meter and enter the Enter the gauge pressure of the installed 
PFM set.  
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Pressure Correcting  If the installed meter is of the pressure compensating type, 
select this type of meter and enter the calibration pressure for 
this Pressure Correcting meter. 

Note  Information provided here will appear in the Meter History tab. 

 Use of this field is optional. 

 

 
 
Click the Save button when the required fields have been completed. 
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4.7 Connecting Accounts to Utilities 

 
Before an account can be billed for consumption, the account must be connected to a utility. 
 

 
 
Begin by locating the Account record and clicking the Edit button next to the Utility No. field in the 
Utility/Meter Information section. 
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Complete the information requested in the Utility Addition window by providing data in each of the 
fields. 
 
Fields: 
 

Date of Change  Enter, or select from the drop-down calendar, the date on 
which this connection occurred. 

 This date should be within the current billing period. 

Utility  Select from the drop-down list, the utility for which this 
account is to be billed. 

 The drop-down list contains only those utilities that are 
not already connected to an account. 

Start Reading  The reading that was shown on the meter when this 
account was connected. 
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PFM (Pressure Gauge)  This field will be populated with the information that is 
stored on the utility record. 

 If no values appear here, then you must connect a meter 
to the Utility.  

Pressure Correcting  This field will be populated with the information that is 
stored on the utility record. 

 If no values appear here, then you must connect a meter 
to the Utility. 

Note  Use of this field is optional. 

 
Click the Save button when the required fields have been completed. 
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Chapter 5 – Meter Readings 
 

5.1 Entering Batched Meter Readings and Payments 

 
The Batch Meter Readings and Payments tool has been provided to facilitate the rapid recording 
of meter readings and account payments.  To open this tool, choose Batch Meter Reading 
and/or Payments from the main GAS MANager window. 
 

 
 
The Settings section of the Batch Meter Readings and/or Payments tool allows the user to 
provide some default settings that will apply to all transactions recorded in the batch.  These 
default values reduce the likelihood of typing errors, and make the data entry process as fast as 
possible.  The settings are split into 4 areas: 

 Reading Date 
o The Reading Date is used to specify a default meter reading date that will be 

used for each meter reading recorded in the batch.   
o The user may override this date for individual meter readings. 

 Reading Type 
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o The Reading Type section allows for the selection of a default meter reading type 
that will be applied to each meter reading that is recorded in the batch.  The user 
may override these selections for individual meter readings. 

 Customer Readings 

 Use this setting if the majority of the meter readings in the batch 
have been provided by the customer. 

 Co-op Readings 

 Use this setting if the majority of the meter readings in the batch 
have been taken by a representative of the co-op. 

 Co-op Estimates 

 Use this setting if these meter readings are intended as a 
manual estimate of consumption.   

 The presence of these meter readings will prevent the 
consumption from being auto-estimated by the billing program. 

 Co-op Billable 

 Use this setting to cause the account to be billed for the meter 
reading. 

 This setting is usually used to trigger the Co-op Reading Charge 
that has been defined in the Profile. 

 Show Line Numbers 
o When entering data into the grid, an item might be missed and the sequence of 

transaction in the grid might not match the sequence on the meter reading 
worksheet. There isn’t a way to insert a line into the grid but by using the Show 
Line Numbers option, the transaction grid can be re-sequenced by editing the 
line numbers. Sorting the grid by line number then produces the desired result. 

 Show Select for multiple row deletions 
o There isn’t an easy way to delete multiple lines from the grid but by using the 

Show Select… option it becomes much easier.   
o Click the Show Select… checkbox and a new column appears as the left-most 

column in the grid.  This column contains a Select checkbox for each row in the 
grid.  Multiple rows can then be selected for deletion.  Once the required rows 
have been selected, click the Delete button to remove the selected rows from the 
grid. 

 Sequence 
o The Sequence section provides several methods of causing the next sequential 

account to be automatically loaded into the grid. 
 No Sequence 

 No automatic completion of the Account field will be performed 
and the user will be required to provide an account number. 

 Tap Order 

 The Tap Order selection requires that the user select a Tap from 
the drop-down list of Taps, and either the Customer Name or 
Legal Description sequence.   

 Once these settings have been chosen, the grid will be 
populated using the selected Tap and Sequence. 

 Walk Order 

 The Walk setting requires that the user select a Walk from the 
drop-down list of Walks.   

 The grid will then be populated using the selected Walk and 
Sequence Numbers. 

 Payment Type 

 Use this setting to cause the Account field to be completed in 
account number order for all accounts that have been flagged 
with the selected preferred Payment Method. 

 Payment 
o Payment Date 

 The selected date will be recorded as the payment date for all payments 
entered in the batch. 

 The Payment Date may differ from the Reading Date.  
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o Payment Type 
 The selected payment method will be associated with all payments 

entered in the batch. 
o Enter Account Balance as Payment 

 Select this option to automatically enter the account balance as the 
Payment Amount.   

 As each account is loaded into the grid, the account balance is 
automatically placed in the Payment field.  If this amount does not match 
the amount of the payment, the proper payment amount can be typed in 
its place.   

o Apply Payment to Oldest Bill/Invoice 
 If the Apply Payments to Oldest Bill/Invoice option has been selected in 

the GAS MANager Settings, then payments will be applied to the 
accounts in this manner.  (For more information, see Chapter 11.)   

o The Hide Meter Difference column and Hide Units Billed selections are used to 
suppress either, or both, of the right-most columns in the grid.   

 These columns are provided as an additional means of verifying the 
validity of the meter readings as they are entered in the grid.  A meter 
reading that produces an unusually high consumption may be detected 
during data entry.  This consumption may be a result of a data entry 
error, or an error in writing down the meter reading on the part of the 
customer.  In either case, there is an opportunity to correct the problem 
before an incorrect bill is provided to the customer. 

 The Meter Difference is calculated as the difference between the last 
meter reading and the     meter reading that was just entered.  If a meter 
change has already been processed for the account in question, the 
metered difference shown is the difference between the take-out reading 
of the removed meter and the meter reading that was just entered. 

 
After selecting the appropriate settings for the batch, the Settings section of the window 
can be collapsed by clicking the Expand/Collapse button.  This will provide more space to 
display additional grid rows on your computer monitor. Click the button again to view the 
current settings. 
 
The consumption calculated during the bill run may differ from the consumption displayed in the 
grid. The consumption on the grid is based on the last billed amount and the last known heat 
values. The meter reading in this batch may also be rejected by the bill run due to the nature of 
any meter readings/changes that may be recorded at a later date. 
 
The Autoload button can be used to populate the grid if any of the automatic Sequence options 
(Tap, Walk, or Payment Type) are selected.   
 
Meter readings and payments are recorded by completing the fields in a row of the grid that 
appears in the Batch Meter Readings and/or Payments tool.  These fields are described below: 
 
Fields: 
 

Account  The number (name) of the account for which a payment is being recorded. 

Customer Name  The name of the customer who holds the specified account. 

Reading Date  The date on which the meter was read by the AMR service provider, customer, 
or co-op representative. 

 Defaults to today’s date. 

 To reduce the likelihood of typing errors and to make the data entry process as 
fast as possible, the meter reading date will be automatically taken from the 
previous line.  If this date is not correct, simply type the correct date in its 
place. 

Meter Reading  The reading that was taken from the meter on the reading date. 

D  
(Disconnected) 

 A check mark in this column indicates that the account has been disconnected 
from service. 
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R/O 
 (Rollover) 

 A check mark in this column indicates that the meter has been marked by the 
user as having rolled-over as a result of this reading. 

 If the entered reading is less than the last recorded reading, the user is asked 
if this reading is a roll-over?  If the reading is not a roll-over, then it is taken as 
a credit reading. 

Co-op? 
 (Co-op Reading) 

 A check mark in this column indicates that this meter reading has been 
gathered by a representative of the Co-op? 

 This selection will be made automatically if the Co-op Readings selection has 
been made in the batch settings. 

 The Co-op Reading flag can be manually selected or deselected for individual 
meter readings within the batch. 

Estimate?  Is this meter reading a manual estimate?  

 Checked = Y, Unchecked = N. 

Chargeable?  Is this reading billable?  

 Checked = Y, Unchecked = N. 

 If the reading is a co-op reading, is the reading subject to the Co-op Reading 
charge that has been defined on the account’s profile? 

 If the reading is a co-op estimate, is the reading subject to the Estimation 
charge that has been defined on the account’s profile? 

Payment  Enter the amount of the payment that was received. 

P  Indicates that this account is paid using a Pre-authorized payment type. 

Meter Diff.  Calculated meter difference between last billed reading and this meter reading. 

Units Billed  Calculated estimate of the billed units based on the above metered difference 
and the set of multipliers that were used during the previous billing cycle. 
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When an account number is recorded in the grid: 

 The Current Transactions section of the window will show a list of the outstanding 
transactions for the account.  The current balance due will be shown below the Amount 
Due column. 

 The Account Last Billed Information will show the meter reading and the reading type of 
the meter reading that was last used to bill the account.  Also shown will be information 
about any other pending meter readings that have been entered since the last bill was 
produced. 

 
The status line at the bottom of the grid shows: 

 The number of rows (transactions) in the grid. 

 A total of the meter readings entered. 

 The total value of the payments entered. 

 If the column has not been hidden, a total of the Meter Difference column. 

 If the column has not been hidden, a total of the Units Billed column. 
 
Grid rows may be deleted prior to processing by selecting the row to be deleted and then clicking 
the Delete button.  A row is selected for deletion by clicking anywhere on the row. 
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If the Reading Date in the Settings section had not been set to the correct date prior to entering 
the batch, set the Reading Date to the desired date and then use the Change Date button to 
reset the reading date on all transactions in the grid. 
 
When the user is satisfied that the meter readings and payments have been entered correctly, 
they should click the Process button to apply the payments to the A/R accounts.  Before 
processing, it may be useful to sum the meter readings and/or payment amounts that appear in 
the source documents on a calculator and ensure that the calculated sums match the column 
totals that appear in the status line of the Processed Readings grid.  This can help to alert the 
user to any data entry errors that may have occurred so that they can be corrected before they 
are saved to the database. 
 
Once a batch of meter readings and payments has been entered, a listing of the batch contents 
can be printed by clicking the Print button.  This is an optional report because a batch listing is 
always provided when the Process button is clicked.   
 
Once processing has completed, the user will be given the opportunity to print receipts for any 
payments processed.  
 
How Meter Readings are Selected for Billing 
The following readings will both be processed for an account if they occur within a billing period: 

 A meter change followed by a meter reading. 

 A meter change followed by a disconnect reading. 
The following rules are applied to all other meter reading and meter change combinations: 

 A meter reading followed by a later meter reading: 
o If both readings are customer readings, the most recent reading will be 

processed. 
o If both readings are co-op readings, the most recent reading will be processed. 
o If a customer reading is followed by a co-op reading, the co-op reading will be 

processed. 
o If a co-op reading is followed by a customer reading, the co-op reading will be 

processed. 
o If a co-op estimate is followed by a customer reading, the co-op estimate will be 

processed. 

 If a disconnect reading is preceded, or followed, by a meter reading, the disconnect 
reading will be processed as long as the account remains disconnected. If the account is 
subsequently reconnected prior to running the billing program, the disconnect reading will 
be rejected. 

 If a disconnect reading is followed by a meter change, the disconnect reading will be 
processed and the meter change will be rejected. 

 A meter reading followed by a meter change will result in the meter change being 
processed and the meter reading will be rejected. 

 
Meter Roll-Overs 
If the meter reading entered is less than the previous billed reading, a message box will be 
displayed to ask the user if the meter has “rolled-over”.  If the meter has rolled-over, click the Yes 
button, otherwise click No.  Even if the user makes the wrong decision, the Roll-Over flag can be 
checked, or unchecked, at any time prior to processing the batch.  The metered difference and 
units billed columns, if displayed, will be adjusted accordingly. 
 
Meter Changes and Disconnects 
If GAS MANager detects that a Meter Change has already been recorded for an account, an 
informational message will be displayed.  If the meter reading that is about to be entered was 
taken from the replaced meter, do not record the meter reading.  Only readings taken from the 
new meter should be entered.  Otherwise, the customer may be erroneously billed for 
consumption beginning with the start reading on the new meter and ending with the meter 
reading that was taken from the replaced meter. 
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Meter Reading Codes 
A table of the Meter Reading Codes that appear on the bill forms and in the consumption history 
records can be found below.     
 
CODE 

 
DESCRIPTION 
 

CODE 
 

DESCRIPTION 
 

A Consumption Adjustment Invoice 
 

EC Consumption Estimate - Co-op Provided 
 

EG Consumption Estimate - Computer Generated  
 

MC Meter Change 
 

MR Meter Removal 
 

R Meter Reading – Customer 
 

RC Meter Reading - Co-op 
 

RD Meter Reading – Disconnection 
 

P Consumption Prorated To Date On 
Consumption Detail Line 
 

RT Rate Change 
 

T Charge Rate Table Threshold Exceeded   
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5.2 Processed Meter Readings 

 
Sometimes it becomes necessary to determine what, if any, meter readings have been recorded 
and are waiting to be billed.  GAS MANager provides a way for you to get a listing of processed 
meter readings from the Processed Readings section of the Batch Meter Readings and/or 
Payments tool. 
 

 
 
The Processed Readings list can be prepared for: 

 All accounts with no date restriction. 

 All accounts within a specified date range. 

 A specific account with no date restriction. 

 A specific account within a specified date range. 
 
The Processed Readings list can be sorted in 2 ways: 

1. By Account then Meter Reading Date. 
2. By Meter Reading Date then Account with daily totals. 

 
The list can also be filtered to show only those accounts that have pending disconnect meter 
readings.  
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5.3 Importing Meter Readings from an AMR System 

 
The Batch Meter Readings and/or Payments tool contains a section labeled Import Readings.  
This section is used to import meter readings from an external file, such as those obtained from 
an Automatic Meter Reading (AMR) system. 
 

 
 
The screen sample above contains a Browse button that allows the user to provide GAS 
MANager with the location of the file that is to be imported.  It also contains information about the 
required layout and contents of the file that contains the meter readings that are to be imported. 
 

 
 
The import file must contain the Account Number, Meter Reading Date (mm/dd/yy), and Meter 
Reading in a Tab-Separated format.  The example shown above shows what the import file 
should look like when it is viewed using the Windows Notepad. 
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After providing GAS MANager with the location of the text file containing the meter readings to be 
imported, click the Import button. 
 
A successful import will result in an informational message like the following example. 
 

 
 
Individual meter readings may be deleted if they are not required and any of the cells in the grid 
may be edited.   
 
When any necessary editing has been completed, use the Process button to record these meter 
readings in the database in preparation for the next billing.  These meter readings will processed 
by the billing program according to the rules set out earlier in this chapter. 
 
If the imported meter readings are to be treated as Co-op Readings, be sure to select the 
Co-op Readings option in the Settings section before performing the import.  Failure to do 
this will require the user to manually click the Co-op flag on each meter reading in the grid. 
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5.4 Working with Meter Reading Worksheets in Excel format. 

 
Create an Excel spreadsheet version of a Meter Reading Worksheet. 
 

 
 
To create a Meter Reading Worksheet as an Excel spreadsheet:  

 Select the desired Worksheet Options. 

 Select the Tap Reading Worksheet options or the Walk Reading Worksheet options. 
o Use the drop-down list to select a specific Tap or Walk. 
o Making no selection produces a file containing all Taps/Walks. 

 Click the Create button. 
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Meter reader uses the excel file to enter meter readings. 
The meter reader can now use the Excel file to record meter reading and the date that the 
readings were taken on the appropriate line for each meter. 
 

 
 
If meter readings are all taken on the same date, the date column can be duplicated using the 
first date entered. 

 Enter the reading date in the topmost cell where readings for that date begin. 

 Select the cells in the date column to which the reading date should be duplicated. 

 On the Home tab, click the down-arrow next to Fill and select Down. 
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In the event that the meter reader is unfamiliar with the values in the Reading Code column, a list 
of reading codes can be found on the Reading Codes tab of the worksheet.  
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Freeze Pane 
This Excel feature can be used to lock information on the screen. In the example below, the 
account number will be locked so that it is always visible when scrolling across the columns. 
 

 
 
On the View tab, click Freeze Panes, Freeze First Column. 
 
Now scroll to the right and the Account Number column stays frozen on the screen. 
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Create an Import Text file from the Excel Spreadsheet 
The meter reading worksheet that you created previously contains a macro to convert the 
spreadsheet into the format required by the Import Readings feature of the Batch Meter Readings 
and/or Payments tool.  To run the macro, hold down the CTRL key and press i for Import. 
 
Complete the Save As window using the example below as a guide.  Enter a file name without an 
extension as the extension .TXT will be added automatically.  You may also accept the default 
location for the file (usually the same folder where the Excel spreadsheet resides) or select a 
location of you own choosing. 
 

 
 
Click the Save button when you are satisfied with your folder selection and file name. 
 
When the text file has been created, the worksheet will disappear from the Excel window and 
Excel may now be closed. 
 
The import file will contain the Account Number, Meter Reading Date (mm/dd/yy), and Meter 
Reading in a Tab-Separated format.  The example below shows what the import file looks like 
when it is viewed using the Windows Notepad. 
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Because the text file is in the same format as that used when meter readings are collected by an 
AMR system, this file may now be imported into the Batch Meter Readings and/or Payments tool 
using the procedures described in the previous section of the GAS MANager User’s Guide.  
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5.5 Export Batch to Excel 

 
 
After entering a batch of meter readings, but before Processing those readings, the batch may be 
exported to Excel.  To do this, open the Export Batch to Excel section after entering the batch of 
readings. 
 

 
 
The default file name is BatchRdgs and the default location for the file is the user’s Documents 
folder.  These default values may be changed to suit the user’s requirements. 
 
Once a suitable file name and location have been provided, click the Export button. 
 

 
 
Click the OK button to acknowledge the message advising that the batch has been exported to as 
an Excel file.  The Excel document may now be opened where further data manipulation may be 
performed. 
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The batch of meter readings may now be recorded by clicking the Process button, or discarded 
by clicking the Clear button.  
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Chapter 6 - Invoices 
 
All GAS MANager Invoice forms have been formatted for printing on letter size (8.5” * 11”) 
letterhead paper.  In the event that a printing error, such as having the incorrect paper in the 
printer or a hardware failure, any invoice can be re-printed at any time. 
 
Before an invoice can be saved, the Taxes button must be clicked.  Performing the sales tax 
calculation will enable the Save button and disable the Taxes button.  If a change is made to any 
part of the invoice prior to it being saved, the Save button will be disabled and the Taxes button 
will be re-enabled.  This enforces the requirement that a sales tax calculation be performed as the 
last step before an invoice can be saved.  Once saved, an invoice can no longer be edited.  Only 
after an invoice has been saved, will the Print button be enabled.   
 
The following rules must be observed when preparing a General Invoice.  While the GAS 
MANager program will enforce these rules for you, it is a good idea to commit these rules to 
memory. 

 Invoices cannot be backdated prior to the account’s most recent billing date. 

 Do not enter an Invoice Number as the computer will automatically select the next 
sequential Invoice Number when the invoice is saved.  

 
Each section in this chapter discusses the creation of an invoice using one of the GAS MANager 
Invoice Tools. 
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6.1 General Invoice 

 
The procedures described below are intended to describe the process of creating an invoice for 
the provision of goods and/or services.   
 
1. Choose General Invoice from the main GAS MANager program window. 
2. Enter the account number of the account to be invoiced. 
3. The current date is automatically entered as the Invoice Date. This date can be changed if 

necessary by typing a different date or by selecting a date from the drop-down calendar.  
Press the Enter key to proceed. 

4. The optional Memo box is provided for the recording of any desired additional information or 
description of the invoice.  Press Enter when you are finished with the Memo field. 

5. Provide a valid Transaction Type using either of the following methods. 
a. Enter the numerical code for a valid Transaction Type. 
b. Click the Show/Hide button on the Transaction Type List section header.  Select from 

the list, the desired Transaction Type and click the Add Transaction Type to Grid 
button. 

6. When a valid Transaction Type has been provided, the Description that is associated with the 
selected Transaction Type is displayed.  This Description can be modified in order to provide 
a more accurate representation of the transaction.  For example, a transaction type with a 
Description of “Merchandise Sales” can be edited to provide a more meaningful description of 
the goods or services that are being sold.  The revised Description applies only to the current 
detail line of this invoice.  Press Enter to proceed. 

7. Record the number of items sold in the Quantity field and then press the Enter key to 
proceed.  The value provided for the Quantity may contain up to 2 decimals. 

8. Enter the Unit Price for this detail line and press Enter to continue building the invoice. 
9. The Extension will be calculated from the Quantity and Unit Price fields and is displayed in 

the Extension column.  Press Enter to proceed. 
10. If there are more detail lines to be added to this invoice, click on the empty row at the top of 

the grid identified by the phrase, Click here to add a new row and return to step 5 above.  
11. Once all the detail lines have been entered, click the Taxes button.  At this point the program 

will validate each detail line and calculate any applicable taxes based on the Customer’s 
Profile and the Taxes that have been associated with each Transaction Type.  When this 
calculation is complete, the tax line(s) will appear at the bottom of the Invoice Details grid and 
the Save button will be enabled. 

12. Click the Save button to record the invoice on the A/R account.  During the Save process: 
a. The next sequential Invoice Number is assigned to this invoice. 
b. The invoice is recorded in the database as a Current Transaction on the customer’s 

A/R account and no further changes can be made to the invoice. 
c. The invoice can now be printed by clicking on the Print button. 
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6.2 Consumption Adjustment Invoice 

 
Corrections to billed consumption can be made by selecting Consumption Adjustment Invoice 
from the GAS MANager program window.  Consumption Adjustment Invoices will update both the 
customer account and the consumption history for the utility.  In order to be eligible for 
adjustment, the consumption record must be dated within the last 12 months.   
 
Before attempting to create a Consumption Adjustment Invoice, the user should have an 
understanding of the components of the Consumption Adjustment Invoice tool.  Consider the 
following screen sample:   
 

 
 

1. The Adjust Reading should contain the consumption record that is to be corrected.  The 
consumption record must be chosen from the drop-down list of billed consumption 
records. 

2. When making a consumption adjustment it is often necessary to reset the meter reading 
that shows on the Account Information screen. Use the Adjusted Reading field to record 
the desired meter reading.  This reading will be recorded on the Account for use as the 
start reading for the next billing.   

3. The Consumption Details grid is comprised of 3 rows: 
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 The Billed row contains the data that is contained in the consumption record that has 
been selected for adjustment. 

 The Adjustment row contains the data that will comprise the consumption adjustment 
record.  This data will be recorded in the consumption history when the Consumption 
Adjustment Invoice is saved. 

 The Actual row is used to accept the corrected data from the user.  This row should 
be populated with the data that should have been contained in the consumption 
record that is being corrected.  Typically, only the Meter Difference requires input 
from the user but the billing multipliers may be edited if necessary.  Any changes 
made on this row of the grid will be reflected on the Adjustment row, which in turn will 
be used to adjust the customer account and the consumption history. 

4. The Charge Details grid contains the data from the A/R Transactions that appeared on 
the customer’s bill.  The Adjusted Rate and Adjusted Charge columns may be useful if 
the customer was billed using an incorrect charge rate.    

 

 
 
To use the Consumption Adjustment Invoice tool, follow the steps described below: 

1. Do not enter an Invoice Number as the next available Invoice Number will be retrieved 
automatically when the invoice has been completed. 
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2. Enter the Account Number of the account to be adjusted. 
3. The Invoice Date will default to today’s date but this date may be changed if necessary.  

This should be a date in the current period, even if you are adjusting a prior period billing. 
4. The Memo field will be completed with a description of the adjustment transaction when 

the taxes have been calculated.  You may enter your own memo text either before, or 
after the tax calculation. 

5. In the Adjust Reading field, select the meter reading for which the billed consumption is 
to be corrected.  The adjustment will be based on the multipliers and charge rates that 
applied to the original billed consumption record. 

6. Enter the actual metered difference that should have been billed in the Meter Difference 
column on the Actual row.  To credit the customer’s account enter a negative value.  If it 
is necessary to adjust any of the billing multipliers, these changes can be made in the 
appropriate columns of the Actual row. 

7. The Adjustment Rate and/or Adjustment Charge fields in the Charge Details grid may be 
edited if necessary. 

8. If necessary, record the desired meter reading in the Adjusted Reading field.  This value 
will be used as the Start Reading during the next billing. 

9. When all of the required corrections have been made, click the Taxes button to calculate 
the sales tax implications of the adjustment and add the necessary tax transaction to the 
Charge Details grid.  The Memo field will now be populated with a description of the 
adjustment transaction.   

10. The Save button will now be enabled.  No further changes can be made to the invoice 
once it has been saved. 
 

 
 
A message like the above example will be displayed.  If you respond by clicking the No 
button, the invoice will not be saved and you will be returned to the Consumption 
Adjustment Invoice.  If you respond by clicking the Yes button, the invoice will be saved 
and the meter reading shown in the message will be used as the Start Reading for the 
Account during the next billing run. 

11. Saving the invoice causes the Print and Preview buttons to be enabled and also assigns 
the next available number to the invoice.  No more changes are permitted to this invoice. 
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6.3 Prorated Consumption Adjustment Invoice 

 
The Prorated Consumption Adjustment Invoice tool differs from the Consumption Adjustment 
Invoice tool, presented earlier in this chapter, because it is capable of adjusting multiple 
consumption history records with a single invoice.   
 
The need to use this tool usually arises from an incorrect meter reading or an inaccurate estimate 
having been processed.  In addition to making any necessary A/R account adjustments, this tool 
will also correct the consumption history by recording consumption adjustment records. 
 
Prorated consumption adjustments can be calculated using the Number of Days method or the 
Heating Degree Days method of prorating consumption.  If Daily Average Temperatures have not 
been entered for any date in the period being adjusted, then the program will force the use of the 
Number of Days method of proration.    
 
Because the Prorated Consumption Adjustment tool has the ability to adjust multiple consumption 
history records, considerable care should be taken when using this tool.  Consider making a 
backup of your database before using this tool for the first time.  This will allow you to return the 
database to its original condition in the event that your adjustments produce an undesirable 
result.  Experimenting with this tool, after making a backup, solely for the purpose of learning how 
it works will result in more confident use of this tool in the event that its use becomes necessary.  
 
Refer to the following screen sample and the discussion of the numbered areas of the tool before 
attempting to create a Prorated Consumption Adjustment Invoice.   
 

 
 

1. The Pending Reading drop-down list contains a list of the Meter Readings that have 
been recorded for the selected account since the last billing.  Before an account can have 
a Prorated Consumption Invoice created, there must be at least one meter reading which 
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will result in a negative (credit) consumption, and no meter changes, waiting to be 
processed by the Billing program.   

2. Select the Start Adjustment from the drop-down list of processed meter readings that 
will serve as last known accurate reading.  This list contains all meter readings that have 
been recorded in the last 12 months, or since the last meter change. 

3. The Adjusted Reading is calculated but may be overridden if necessary.  The total 
consumption from the Start Adjustment selected in field 2 to the Pending Reading 
selected in field 1 is divided by the number of days between these meter readings.  The 
resulting daily average consumption will be used to determine what the meter reading 
should have been at the last billing in order for the Pending Reading to produce 
consumption that complies with the calculated daily average.   

4. The transaction grid will be populated beginning with the Start Adjustment consumption 
record and will include all consumption records through to the Last Billed Reading. 
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Follow the steps described below to prorate consumption and charges from the Meter Reading on 
the Start Adjustment Date to the Adjusted Reading: 
 

1. Ensure that an accurate Meter Reading has been recorded for the account being 
adjusted.  If no current meter reading has been recorded, GAS MANager will prevent the 
processing of a Prorated Consumption Adjustment.   

2. Do not enter an Invoice Number as the next available Invoice Number will be retrieved 
automatically when the invoice has been completed. 
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3. Enter the Account Number of the account to be adjusted. 
4. The Invoice Date will default to today’s date but this date may be changed if necessary.  

This should be a date in the current period, even if you are adjusting a prior period billing. 
5. The Memo field will be completed with a description of the adjustment transaction when 

the taxes have been calculated.  You may enter your own memo text either before, or 
after the tax calculation. 

6. Select the Pending Reading that has been determined to be the most accurate from the 
drop-down list of available meter readings.   

7. Select from the Start Adjustment drop-down list, the meter reading that will be used as 
the starting point for the adjustment.  This drop-down list is populated with all 
consumption records in the last 12 months, or since the last meter change.  The total 
consumption from the Meter Reading selected in field 2 to the Meter Reading selected in 
field 1 is divided by the number of days between these Meter Readings.  The resulting 
daily average consumption will be used to determine what the Meter Reading should 
have been at the last billing in order for the Pending Reading to produce consumption 
that complies with the calculated daily average.  The consumption grid will be populated 
beginning with the Start Adjustment consumption record and will include all consumption 
records through to the Last Billed Reading.  

8. An Adjusted Reading is calculated automatically.  This reading will be used to update 
the Last Billed Reading on the Account.  The Adjusted Reading will ensure that the 
consumption that is billed during the next Bill Run will comply with the daily average 
consumption that was calculated in the previous step.  If you would like to make some 
manual adjustments to any of the lines in the transaction grid, you may do so by editing 
the value that appears in the Calculated Meter Difference field.  Doing so will cause the 
Adjusted Reading to be recalculated with each edit. 

9. When you are satisfied with the adjustments that will be made, click the Taxes button to 
calculate the applicable taxes and enable the Save button.   

10. Click the Save button to enable the Print and Preview buttons and assign the next 
available Invoice Number to the document.  Note that no changes can be made to the 
Invoice once it has been saved. 

 
Special procedures for Meter Changes and Meter Removals where the “take-out” reading 
will result in an undesirable credit consumption. 
Before executing the Meter Change or Meter Removal: 

1. Enter the take-out (final) reading for the old meter using the Batch Meter Readings and/or 
Payments tool.  Date this meter reading the same as the date of the meter 
change/removal. 

2. Use the Prorated Consumption Adjustment Invoice tool to prorate the consumption and 
eliminate the credit consumption that would otherwise occur.  The invoice date should be 
the same as the date of the Meter Reading that was entered in step 1.   

3. Perform the Meter Change or Meter Removal in the usual manner. 
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6.4 Special Invoices 

 
The Special Invoice tool provides a means of delivering identical invoices to multiple accounts.  
Without this tool, each invoice would have to be recorded and processed individually.  The 
Special Invoice tool is able to create debit, or credit, invoices for virtually any purpose. 
 
GAS MANager uses the Special Invoice Flag in the Customer Information section of the Account 
Information window to identify accounts that are to receive a Special Invoice.  Target accounts 
must have the Special Invoice flag set to "Yes".  
 

 
 
Customer accounts may be flagged individually, or with the aid of the Account Flag Maintenance 
tool (see Chapter 9).  After flagging the eligible customer accounts it is recommended that you 
prepare a "Special Invoice List" as a means of verifying that no accounts have been mistakenly 
flagged as being Special Invoice eligible.  The Special Invoice List can be printed from the 
Account Flag Maintenance tool.   
 

The creation of Special Invoices is a relatively simple procedure.  The Special Invoices tool can 
be found on the main menu.  The Special Invoice tool will create an invoice for each of the 
flagged accounts using the input that you provide. 
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After providing all of the required input, click the Taxes button to add the appropriate taxes to 
each account in the Special Invoice grid.  Click the Save button to record the Special Invoices on 
each of the flagged accounts.  The resulting Special Invoices will appear on the bills with the 
Description that was given to Transaction Type selected in the Special Invoice tool. 
 
A list of the Special Invoices prepared should be saved for audit trail purposes.  A paper listing 
can be obtained by clicking the Print button.  A file containing the invoice listing can be created 
by clicking the Preview button and then using the Export Document button to save a copy of the 
list of Special Invoices in your preferred file format.  
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6.5 Consumption Rebate Invoices  

 
This invoicing tool was developed as means of providing rebates on past consumption.  In order 
to use this tool, the co-op must have purchased the Gas Rebate Invoice upgrade for their GAS 
MANager License.  This license upgrade can be purchased at any time.  
 
Once the process of applying Consumption Rebate Invoices to A/R accounts has begun, 
the process cannot be reversed without a considerable amount of work on the part of the 
user, or Custom Data Centre.  Therefore, it is highly recommended that a backup of the 
GAS MANager database be made before preparing Consumption Rebate Invoices.  This 
will allow the database to be returned to its original state in the event that an error is 
made, or a computer/network failure occurs, during the invoice creation process. 
 
The Consumption Rebate Invoice tool provides considerable flexibility in the ways that 
consumption rebates can be calculated, and in determining which accounts are eligible to receive 
a rebate. 
 
Consumption rebates can be calculated for all A/R accounts, for A/R accounts on the basis of 
their Profile membership, or by the status of their Special Invoice Flag.  It is also possible to apply 
a consumption rebate for a specific billing period.  This can be useful if it is determined that an 
incorrect charge rate was in effect during the bill processing. 
 
The invoice creation process is initiated by opening the Consumption Rebate Invoice tool and 
providing data for the following invoice fields. 
 
Fields: 
 

Invoice Date  The date on which the invoice is to be applied to the account. 

 Defaults to today’s date. 

Transaction Type  Select from the drop-down list, the transaction type that will appear on 
the invoice details. 

 Since the invoice will be based on consumption, you might consider 
using the same transaction type that is used for billed consumption.   

 You might also prefer to setup a special consumption rebate transaction 
type in order to provide for a more detailed general ledger. 

Rebate Rate  Enter the amount of rebate that is to be applied for each unit consumed. 

Memo  This field will be completed by GAS MANager but you may provide your 
own description of the transaction at any time before the invoices are 
created and saved. 

Consumption Dates  The dates that mark the beginning and the end of the period during 
which the rebate eligible consumption occurred. 

 The Consumption Date fields are not used if a specific billing is being 
used to select rebate eligible accounts. 

Accounts  Select one of the four available options: 
o All Accounts 
o Accounts with Special Invoice Flag set to “Yes”. 
o Accounts on a specific Profile. 

 Select the desired Profile from the list. 
o Accounts billed during a specific billing cycle. 

 Select the desired billing cycle from the list of prior 
period billing cycles. 

 Accounts with credit consumption or zero consumption will not receive a 
rebate invoice. 

 
In the example that follows, a Consumption Rebate Invoice that provides a $.05/GJ rebate on 
consumption during the month of October 2011 will be prepared for all A/R accounts.  
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When all of the required fields have been completed, the Load Consumption button should be 
clicked.  This will generate a list of the accounts that will be invoiced, the consumption that was 
billed through each of those accounts, and the value of the Consumption Rebate Invoices. 
 

 
 
The example above shows the accumulated consumption, the calculated rebate amount, 
applicable sales taxes, and the rebate invoice totals organized by tap.   
 
The grid is initially displayed with a single line for each tap.  Clicking on the Plus Sign button for a 
tap will cause the grid to show the accumulated consumption, the calculated rebate amount, 
applicable sales taxes, and the rebate invoice amount for each account associated with a utility 
on the tap.  
 
If it is necessary to recalculate the Consumption Rebate Invoices (i.e. A different Rebate Rate or 
Consumption Date Range is required.), you should remove the contents of the Memo field before 
clicking the Load Consumption button again.  Failure to do so will result in the memo field 
containing a description of both the original and the new rebate calculation.   
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When you are satisfied that the desired results will be achieved by the Consumption Rebate 
Invoice tool, click the Apply Rebate button to generate invoices using the information shown in 
the grid.  The contents of the Date, Transaction, and Memo fields will be replicated on every 
invoice. 
 

 
 
Click the Preview or Print buttons to prepare a report containing the content of the grid.  This 
report provides a useful audit trail for the invoices that have been recorded.  
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Chapter 7 - Payments 

7.1 Entering Batched Payments 

 
The Batch Payments tool has been provided to facilitate the rapid recording of account payments.  
To open this tool, choose Batch Payments from the main GAS MANager program window. 
 
The Settings section of the Batch Payments tool allows the user to provide some default settings 
that will apply to all transactions recorded in the batch.  These default values reduce the 
likelihood of typing errors, and make the data entry process as fast as possible.  The settings are 
split into 4 areas: 

 Payment Date 
o The Payment Date is used to specify a default date that will be used for each 

payment in the batch.   
o The user may override this date for individual payments. 

 Payment Type 
o The Payment Type allows for the selection of a default payment type that will be 

applied to each payment in the batch.   
o The user may override this selection for individual payments. 

 Sequence 
o The Sequence section provides several methods of causing the next sequential 

account to be automatically loaded into the grid. 
 No Sequence 

 No automatic completion of the Account field will be performed 
and the user will be required to provide an account number. 

 Tap Order 

 The Tap Order selection requires that the user select a Tap from 
the drop-down list of Taps, and either the Customer Name or 
Legal Description sequence.   

 Once these settings have been chosen, the grid will be 
populated using the selected Tap and Sequence. 

 Walk Order 

 The Walk setting requires that the user select a Walk from the 
drop-down list of Walks.   

 The grid will then be populated using the selected Walk and 
Sequence Numbers. 

 Payment Amount and Reconciling 
o Enter Account Balance as Payment 

 Select this option to automatically enter the account balance as the 
Payment Amount.   

 As each account is loaded into the grid, the account balance is 
automatically placed in the Payment field.  If this amount does not match 
the amount of the payment, the proper payment amount can be typed in 
its place.   

o Apply Payment to Oldest Bill/Invoice 
 If the Apply Payments to Oldest Bill/Invoice option has been selected in 

the GAS MANager Settings, then payments will be applied to the 
accounts in this manner.  (For more information, see Chapter 11.)   

 
After selecting the appropriate settings for the batch, the Settings section of the window 
can be collapsed by clicking the Expand/Collapse button.  This will provide more space to 
display additional grid rows on your computer monitor. Click the button again to view the 
current settings. 
 
The Autoload button can be used to populate the grid if any of the automatic Sequence options 
(Tap, Walk, or Payment Type) are selected.   
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A payment is recorded by completing the fields in a row of the grid that appears in the middle of 
the Batch Payments tool.  These fields are described below: 
 
Fields: 
 

Account  The number (name) of the account for which a payment is being 
recorded. 

Customer Name  The name of the customer who holds the specified account. 

Payment Date  The date on which the payment is to be applied to the account. 

 Defaults to the Payment Date specified in the Settings section.  If this 
date is not correct, simply type the correct date in its place. 

Payment Type  Select from the drop-down list, the method of payment that was used by 
the customer. 

 Defaults to the Payment Type specified in the Settings section.  If this 
payment type is not correct, simply select the correct payment type from 
the drop-down list. 

Payment  Enter the amount of the payment that was received. 

P  Indicates that this account is usually paid using a preauthorized payment 
type. 

D  Indicates that this account has been disconnected. 
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When an account number is recorded in the grid, the lower portion of the window will show a list 
of the outstanding transactions for this account.  The current balance owing will be displayed in 
the box below the Amount Due column. 
 
If the Payment Date in the Settings section had not been set to the correct date prior to entering 
the batch, set the Payment Date to the desired date and then use the Change Date button to 
reset the payment date on all transactions in the grid. 
 
When the user is satisfied that the payments have been entered correctly, they should click the 
Process button to apply the payments to the A/R accounts.  Before processing the payments, it 
is a good idea to sum the payments on an adding machine and ensure that the calculated sum 
matches the Payment Total that appears at the bottom of the payment transactions grid. 
 
Once a batch of payments has been entered, a list of the payments in the batch can be printed by 
clicking the Print button.  This is an optional report because a batch listing is always provided 
when the Process button is clicked.   
 
During payment processing, the option of printing receipts is provided.  A receipt, formatted for 
printing on letterhead, will then be printed for every payment in the batch. 
 
As individual payments are processed, GAS MANager compares the payment amount to the 
account balance.  If these items are a perfect match, then all of the open transactions on the 
account are reconciled.  If the payment amount equals an outstanding invoice or gas bill, then it is 
reconciled to that invoice or gas bill.   
 
Grid rows may be deleted prior to processing by selecting the row to be deleted and then clicking 
the Delete button.  A row is selected for deletion by clicking anywhere on the row.     
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7.2 Single Payment 

 
This tool can be used to record a payment and prepare a receipt immediately upon completing 
the data entry.  GAS MANager’s payment receipts are formatted for printing on letterhead paper.  
The Single Payment tool is intended to be used when a customer requires a receipt for a 
payment or when you simply want to enter a single payment and have no need to use the Batch 
Payments tool.   
 
Recording a Payment 
Do not enter a Receipt Number as the computer will automatically select the next sequential 
Receipt Number when the receipt is saved. 
 
Type the Account Number to which the payment is to be applied and press the Enter key.  This 
will cause GAS MANager to search for, and display, the missing customer name and phone 
numbers as confirmation that you have entered the correct account number.  A list of the current 
transactions on the selected account will also be displayed. 
 
The current date is automatically entered as the Receipt Date.  This date can be changed if 
necessary.  When a suitable date has been provided, press Enter to move the cursor to the 
Payment Amount field.   
 
The current Account Balance will automatically be entered as the Payment Amount.  If the actual 
Payment Amount differs from the Account Balance, type the Payment Amount and press Enter. 
 
Choose a method of payment from the list of available Payment Types.   
 

 
 
After selecting the Payment Type, pressing the Enter key will initiate the saving of the payment 
transaction and a window like the following example will be seen. 
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If you are certain that the payment details are correct, click the Yes button.  If you click the No 
button, you can still save the payment by clicking on the Save Payment button. 
 
When the payment is saved, the next sequential Receipt Number will be assigned automatically 
and the payment will be applied to the account.  The Print and Preview buttons will now be 
enabled and a receipt may be printed if necessary.   
 

 
 
An attempt to reconcile the payment with outstanding transactions will now be made using the 
method described below.    

 If the Payment Amount matches the Account Balance, all of the Current Transactions will 
be reconciled to this payment.   

 If the Payment Amount is not sufficient to pay the entire Account Balance, a search for 
bills and invoices that have a matching amount is performed.  If a match is found, this 
payment will be reconciled to the oldest transaction with a matching amount. 

 If the Apply Payment to Oldest Invoices / Bills selection has been enabled in the GAS 
MANager Settings, the payment will be reconciled with the oldest outstanding bills and 
invoices until the entire Payment Amount has been applied.  If the payment could not be 
reconciled to bills and invoices in such a way that their amounts totaled to zero, then a 
balance-forward transaction will be created for the amount of the difference. 

o The user may elect to deselect the Apply Payment to Oldest Invoice/Bill option 
for this payment.  The user may then perform a manual reconciliation, or simply 
save the receipt without performing any reconciliation.   
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If no automatic reconciliation can be performed, GAS MANager will provide the user with an 
opportunity to perform a manual reconciliation. 
 
To manually reconcile a payment with invoices and/or bills perform the steps described below: 
1. Double-click on the Number column on the line in the Reconcile grid that contains the newly 

saved payment.  The Receipt Number of the payment will be entered in the Reconcile 
column. 

2. Double-click on the Number column of each of the invoices/bills to which the payment is to 
be applied. 

 
Several payments, invoices and gas bills can be reconciled at one time.  The total of the 
reconciled transactions must equal $0.00 before continuing.   
 

 
 
Once the transactions have been selected for reconciliation and the Reconcile Total is equal to 
$0.00, click the Save Reconcile button to record the transaction reconciliation in the database.   
 
During the billing process, all reconciled transactions are moved from the account’s Current 
Transactions list to the Reconciled Transactions list.  This is done to keep the Current 
Transactions list as small as possible as a small Current Transactions list results in faster 
database lookups and faster bill processing. 
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7.3 Penniless Cash Payment 

 
The removal of the penny from circulation in 2013 put merchants in the position of having to 
round payment transaction amounts to the nearest $.05.  The Penniless Cash Payment tool has 
been provided for those users that accept cash payments and must now deal with the fact that 
they are unable to include pennies in a customer’s change.   
 
In addition to performing the required rounding the Penniless Cash Payment tool will also record 
the required debit or credit to the customer’s account so that the net balance of the 
invoice(s)/bill(s) being paid and the payment tendered has a net value of zero.  A payment receipt 
may also be printed for the customer. 
 
GAS MANager users that choose not to round cash payments as prescribed by the legislation 
that took the penny out of circulation should not use this tool.  Instead, they should use the Single 
Payment tool.  These users will then simply allow those $.01, $.02, $.03 and $.04 over-payments 
and under-payments to be treated as a balance-forward amount.   
 
Prior to using the Penniless Cash Payment tool, a tax exempt Transaction Type must be created 
for the purpose of collecting the $.01 and $.02 transactions that arise from the rounding process.  
The net value of the transactions accumulated in this account should not be significant as 
sometimes the rounding will be to the advantage of the customer but other times it will be to their 
disadvantage.  Typically this Transaction Type would be linked to a general ledger expense 
account called Cash Over and Short but the choice of which general ledger account is used for 
these transactions is at the discretion of the user.  
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Recording a Payment 
When recording a Payment, you begin by typing the Account Number.  Pressing the Enter key or 
Tab key will cause GAS MANager to search for, and display, the missing customer account 
information.   
 
The current date is automatically entered in the Date field but this date can be changed if 
necessary.  Receipt Dates must be between 14 days prior to, and 7 days after today’s date, and 
the payment cannot be backdated prior to the customer’s last bill date.  Press Enter when a valid 
date has been provided to move the cursor to the Apply To area of the form. 
 
Payment of the Account Balance 
The Account Balance option will automatically be selected and an appropriately rounded amount 
will be entered as the Payment Amount.  The difference between the rounded payment amount 
and the Account Balance will appear as the Cash Over/Short amount.   
 
Select the Transaction Type that should be used to record the Payment Amount from the list of 
available payment types. 
 
If the actual Payment Amount differs from the Account Balance, type the actual Payment Amount 
and press Enter.  Entering a different Payment Amount will force the Cash Over/Short Amount to 
be recalculated so that the net value of the Account Balance, the Payment Amount, and the Cash 
Over/Short amount is equal to zero. 
 
Choose a Transaction Type for the Cash Over/Short amount from the list of available non-taxable 
transaction types.   
 
Do not enter a Receipt Number or an Invoice Number as the computer will automatically select 
the next sequential numbers when the payment is saved. 
 
Click the Save button to assign receipt and invoice numbers and to save the payment on the 
account.  The Print button will now be enabled and this receipt may be printed if necessary.  The 
payment will now be reconciled with the invoices/bills that were paid. 
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Payment of a Single Transaction 
To pay an individual invoice or bill, click the Single Transaction button and then choose the 
transaction being paid from the list of transactions on the account.  An appropriately rounded 
amount will be entered as the Payment Amount and the difference between the rounded payment 
amount and the Account Balance will appear as the Cash Over/Short amount.   
 
Select the Transaction Type that should be used to record the Payment Amount from the list of 
available payment types. 
 
If the actual Payment Amount differs from the amount of the selected transaction, type the 
Payment Amount and press Enter.  Entering a different Payment Amount will force the Cash 
Over/Short Amount to be recalculated so that the net value of the invoice or bill being paid, the 
Payment Amount, and the Cash Over/Short amount is equal to zero. 
 
Choose a Transaction Type for the Cash Over/Short amount from the list of available non-taxable 
transaction types.   
 
Do not enter a Receipt Number or an Invoice Number as the computer will automatically select 
the next sequential numbers when the receipt is saved. 
 
Click the Save button to assign Receipt and Invoice Numbers and save the payment on the 
account.  The Print button will now be enabled and this receipt may be printed if necessary.  The 
payment will now be reconciled with the invoice/bill that was paid. 
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7.4 Printing a Payment Receipt 

 
The Single Payment tool may be used to record a new payment, but it can also be used to print 
or reprint a receipt for a payment that is already in the database.   
 
Enter the Receipt Number and click the Find button.   
 

 
 
When the requested payment has been retrieved from the database, the Print and Preview 
buttons will be enabled.  Click the Print button to print the receipt. 
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7.5 Printing a Bank Deposit Report 

 
As each payment is entered using either the Payments or Batch Meter Readings and/or 
Payments tool, a record of the payment is entered into the Bank Deposit list.  When a bank 
deposit is to be made, you can prepare a printed list of the payments that have been recorded in 
GAS MANager.  To access this program feature, choose Bank Deposit from the GAS MANager 
program window. 
 

 
 
Click the Print button to print a Bank Deposit list.  The default sort order of the bank deposit grid 
is an alphanumeric sort of the Receipt Number field.  However, the Bank Deposit grid can be 
sorted into another sequence by clicking on any of the cells that act as a column title.  The grid 
can be sorted in the reverse order by clicking the same column title cell again.  If you sort the grid 
into the desired sequence and then click on the Print button, the Bank Deposit report will print in 
your selected sequence. 
 

 
 
When the Bank Deposit grid has been printed or previewed, the user is asked for permission to 
delete the payments from the Bank Deposit grid.  This allows for a reprint of the deposit list if the 
printing process failed due to a printer problem. 
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After printing, the Bank Deposit grid should be cleared so that a new Bank Deposit list can start 
accumulating. 
 
The Bank Deposit report was designed to act as a supporting document to the bank deposit slip.  
Some GAS MANager users prefer not to use this report and therefore do not print it.  However, 
this practice adds to the size of the GAS MANager database. 
 
The database grows because of the events that occur when a payment is recorded.  In addition to 
being applied to the affected A/R account, payment transactions are also retained in another 
table in the database.  Payment transactions accumulate here until the Bank Deposit report has 
been printed, and the bank deposit grid has been cleared.   
 
To reclaim the space occupied by these payment transactions, simply print a Bank Deposit report 
and clear the grid when asked.  
 
If you don't usually print a Bank Deposit report, or have not printed one for a long time, the report 
could be quite lengthy.  To avoid wasting paper caused by printing a report that you do not intend 
to keep, use the Preview option.   
 
While the total amount of space occupied the Bank Deposit transactions is not significant in terms 
of physical disk space, they could add an additional 10-12% to the size of your database.  
Reclaiming this space could result in an increase in the performance of the GAS MANager and 
Billing programs as well as a reduction in the size of the database backup. 
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7.6 Payment Reversals 

 
The Payment Reversal tool provides a means of reversing a payment and reinstating the aging of 
the accounts receivable to the point that it would have been if the payment had never been 
recorded.  This is of particular importance to users of the Open-Item method of managing their 
Accounts because it maintains proper aging of the accounts receivable. 
 
Open the Payment Reversal tool from the GAS MANager program window and complete the 
Payment Reversal form.  Like all other GAS MANager invoices, the Invoice Number will be 
determined automatically by GAS MANager when the Save button is clicked.   
 
The example below illustrates the use of the Payment Reversal tool to reverse an NSF payment.   
 

 
 
The payment to be reversed can be selected from the list of payments in the drop-down list 
labeled Reverse Payment. 
 
The Payment Reversal tool can also record an invoice for any charges that might arise from an 
NSF payment.  To create such an invoice, select the NSF Transaction Type and provide an 
amount for the NSF Charge in the fields provided as the bottom of the Payment Reversal tool. 
 
Click the Save button when all fields have been completed to your satisfaction.  The Print button 
will be enabled when the Payment Reversal has been saved.   
 
Clicking the Print button will cause the Payment Reversal Invoice to be printed.  If an NSF 
Charge Invoice was created, you will then be offered the opportunity to print the NSF Charge 
Invoice. 
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In addition to recording the above described invoices, the Payment Reversal tool also performs 
the following transaction management tasks: 
 
If the payment to be reversed is an Open Item: 

 All transactions that contain the same value in the Reconcile column of the Current 
Transaction list as the payment that is being reversed will have their Reconcile column 
cleared.  This causes the bills and/or invoices that had been reconciled with the payment 
being reversed to become Un-reconciled Open Items. 

 The payment that is being reversed and the payment reversal invoice will be reconciled 
using the invoice number of the payment reversal invoice.  (These transactions are not 
actually moved to the Transaction History until the next billing.) 

 
If the payment to be reversed is a Reconciled Item: 

 All transactions that contain the same value in the Reconcile column of the Reconciled 
Transaction list as the payment that is being reversed will have their Reconcile column 
cleared.  These transactions are moved from the Reconciled Transactions tab to the 
Current Transactions tab.  This causes the bills and/or invoices that had been reconciled 
with the payment to become Open Items (Current Transactions) again. 

 The payment that is being reversed and the payment reversal invoice will be reconciled 
using the invoice number of the payment reversal invoice.  (These transactions are not 
actually moved to the Reconciled Transaction tab until the next billing.) 
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7.7 Preauthorized Transfers 

 
The Preauthorized Transfers tool is used to create a file containing payment requests for your 
preauthorized debit payment customers.  Once created, this file is sent to your bank for 
processing and payment collection. 
 
Before using this tool, the following tasks must have been completed: 

 The Bank Information section on the Customer record of each preauthorized debit 
account holder must be completed. 

 The Bank Information section of the GAS MANager Settings must be completed.  You 
may require assistance from your bank in order to complete these data items correctly.  

 
Once the above tasks have been completed you may use this tool as follows: 

1. The Creation Date will default to today’s date.  This value may be changed if necessary. 
2. Select the Billing (date and cycle) for which this file is being prepared. 
3. The Sequence Number will be taken from the Settings area and automatically 

incremented by 1 but this value may be changed if necessary. 
4. The Due Date will be retrieved from the log of the Billing that was selected in step 2. 
5. Enter a value in the Cross Reference field.  This value is your reference number for this 

batch of preauthorized payment requests. 
6. Select the Payment Type that you use to indicate that an account is paid by means of 

preauthorized debit directly from your customer’s bank account. 
7. To suppress the inclusion of zero balance accounts in the grid, select the Ignore zero 

value transfers option. 
 
Click the AutoLoad button to fill the grid with details of those accounts that have a balance owing 
as a result of the selected billing. 
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You can delete rows from the grid by clicking anywhere on the row to select it, and then clicking 
the Delete button or pressing the Delete key on the keyboard.  Any rows that you delete will not 
be included in the preauthorized transfers file and you will have to make other arrangements with 
your customer in order to obtain payment. 
 
The grids in the PreAuthorized Transfers window can now be sorted using any column header.  
The Sort button can still be used to sort the top grid by Transfer Amount (1st sort) & Customer 
Name (2nd sort).  If the upper grid has been sorted, the data file, Preview window and printed 
report will be in the same order as the sorted grid. 
 
Use the Preview button and the Export Document option to save a copy of the grid.  (A printed 
copy of the grid is created automatically when you click the Process button.) 
 
Click the Process button to create the preauthorized transfers file for the selected billing.  The 
first step in the process is to create a report of the contents of the grid.  It is strongly 
recommended that you keep a copy of this report for your records. 
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Once the report has printed, the preauthorized transfers file will be created in the location 
specified on the Bank Information tab of the GAS MANager Settings.  This file is now ready to be 
sent to your bank for the processing of payments. 
 
When the Processing Complete window appears, click the OK button. 
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7.8 Un-Reconciling Transactions 

 
Sometimes it is desirable to change the way that payments and charges are reconciled in order to 
correct errors or to give the customer a bill that is more logical in its presentation of account 
activity.  To unreconcile transactions, begin by opening the Account Transactions window of the 
account in question. 
 

 
 
Click the UnReconcile button.    
 

 
 
From the list of Reconciled Transactions, select one of the transactions that you wish to un-
reconcile. 
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In the above example, the Bill dated September 30, 2009 was selected.  Note that this transaction 
was reconciled with the payment identified by the receipt number 1065 R. 
 
The Reconcile Transaction Group shows all of the transactions that were reconciled with the 
payment bearing receipt number 1065 R. 
 
It is not possible to deselect individual transactions for processing as all transactions with the 
same value in the Reconcile column will be selected.    
 
To proceed with Un-Reconcile process, click the UnReconcile button. 
 

 
 
If you are confident that your selections are correct, click the Yes button in the Confirm 
Unreconcile window. 
 
The Account Transactions window will once again be displayed. 
 
Depending on the dates of the items selected for unreconciling, you may need to adjust the value 
selected in the View field in order see your unreconciled transactions.  
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Chapter 8 - Meter Maintenance 

8.1 Installing a Meter at a Utility (Service Location) 

 
Before attempting to add a meter to a utility, ensure that both the meter and the utility reside in 
the database and have been properly defined. 
 
To add a meter to utility, follow the procedures describe below: 

1. Open the meter/utility information window and enter the Utility Number of the utility that 
is to receive the meter. 

2. Click the Find button to load the window with the utility information. 
 

 
 

3. Open the Meter/Pressure Information section and click the Edit button. 
4. Record the date that the meter was installed in the Date of Change field. 
5. Choose the Meter Number of the meter that was installed from the drop-down list of 

available meters.  The meter drop-down list contains only meters that are not currently 
installed at a service location.  This enforces the rule that a meter can only be installed at 
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a single location, or it may be available for installation.  It is not possible for a meter to be 
installed at multiple service locations. 

6. Enter the reading that was on the meter when it was installed as the Start Reading. 
7. Identify the meter as being of the PFM or Pressure Correcting variety.  If the meter is a 

PFM unit then you must provide the Gauge (Regulator) Pressure in psi format. 
8. A Pressure Factor will be calculated from the meter and utility information. 

 

 
 
 

9. You may also provide a brief note that describes the Meter Addition.  This information will 
be saved in the Meter History during the next billing cycle.  

10. Click the Save button to record the Meter Addition. 
 
If the utility was associated with an account and the account is disconnected at the time that the 
meter is added to the utility, the account will remain disconnected.   
 
To add an Additional Device, simply select the number of the desired device from the list of 
available devices and click the Save button. 
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8.2 Connecting an Account 

 
The act of connecting an account also requires knowledge of the reading that was on the meter at 
the time that the meter was installed and the account became responsible for charges arising 
from consumption.   
 
The steps required to connect an account are described below.  Before performing these 
procedures, ensure that a meter has been installed at the utility.   

1. Locate the A/R account on the Account Information window. 
2. Open the Utility/Meter Information section. 

 

 
 

3. Click the Edit button next to the Utility No field.   
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4. Enter the date that the consumption was started in Date of Change field. 
5. Select for the list of utilities that are not associated with an account, the Utility for which 

consumption will be billed to the selected account. 
6. Enter the Start Reading. 
7. Click the Save button. 
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8.3 Changing a Meter 

 
Meter Changes are easily accomplished using the steps described below: 
 

1. Open the Utility Information window and retrieve the record for the utility where the Meter 
Change has been performed. 

2. Open the Meter/Pressure Information section of the Utility Information window. 
 

 
 



 

 - 115 - 

3. Click the Edit button located next to the Meter Number field. 
 

 
 

4. Specify the date that the meter was changed in the Date of Change field. 
5. Enter the reading that was on the removed meter in the Take-Out Reading field.  If the 

meter dials have rolled-over since the last reading was taken, select the Roll-Over option.  
If the meter has recently rolled-over but you are unsure if the roll-over occurred after the 
last billing, you can see the Last Billed Reading in the Meter Change/Removal window. 

6. From the list of uninstalled meters, choose the Meter Number of the meter that was 
installed.  The serial number of the new meter is shown for meter verification purposes. 

7. Enter the Start Reading that showed on the newly installed meter at the time of 
installation. 

8. If the newly installed meter is of the Pressure Correcting variety, choose this option.  If 
the newly installed meter is of the PFM variety, choose the PFM option and specify the 
pressure.  If the removed meter was also a PFM unit, the pressure of the removed meter 
will be provided for you.   

9. Optionally, you may enter an Inspection Date for the PFM unit.  Please note that the PFM 
Inspection Date for the removed meter is not saved.  If the Meter Change is rolled-back, 
the original PFM Inspection Date will not be reinstated. 

10. You may also provide a brief note that describes the meter change.  This information will 
be saved in the Meter History during the next billing cycle. 

11. Click the Save button to record the Meter Change in the database. 
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If GAS MANager detects that the Take-Out Reading is less than the Last Billed Reading and the 
Roll-Over check-box has not been checked, a window like the following example will be 
presented.  If there should not have been a negative consumption calculated, click Cancel and 
correct the Take-Out Reading.  If the dials on the removed meter have rolled-over since the last 
billing, click the Yes button.  Otherwise, click the No button to allow the negative consumption to 
be processed.    
 

 
 
When the Meter Change has been saved in the database: 

 The Pending Next Bill Run section of the Utility Information window will be updated with 
the Meter Change data that was just recorded.   

 The Meter/Pressure Information section will be updated with the data for the new meter. 

 The data for the new meter will be shown on the A/R account associated with the utility.   
 
Any new Meter Readings that are recorded with a date that is equal to, or greater than, the date 
of the meter change will use the newly installed meter’s Start Reading as the starting point when 
calculating consumption. 
 
To change an Additional Device, simply select the number of the desired device from the list of 
available devices and click the Save button. 
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8.4 Disconnecting an Account 

 
The section on Disconnecting an Account has been included in this chapter because, like the act 
of Connecting an Account, the task includes meter related activities. 
 

 
 
The steps required to Disconnect an Account are described below:   
 

1. Load the A/R account on the Account Information window. 
2. Open the Closure/Disconnect Information section. 
3. Click the Edit button. 
4. Enter the effective date of the disconnection in the Closure Date field. 
5. Choose the reason for the disconnection from the drop-down list in the Closure Reason 

field. 
6. Enter the final Meter Reading for the account and if the meter digits have rolled-over 

since that last billing, click the Roll-Over checkbox.  
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7. You may also provide a brief note that describes the disconnection.  This information will 
be saved in the Meter History during the next billing cycle. 

8. Click the Save button to update the Account and save the final Meter Reading for 
processing during the next billing cycle. 

 

 
 
After the Disconnect data has been saved, the Disconnected status of the account will be shown 
on the account screen and additional meter readings for this account will not be accepted in the 
Batched Meter Reading tool. 
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8.5 Reconnecting an Account 

 
The section on Reconnecting an Account has been included in this chapter because, like the acts 
of Connecting an Account and Disconnect an Account, there is a meter related aspect to the task. 
 

 
 
The steps necessary to Reconnect an Account are described below:   
 

1. Load the A/R account on the Account Information window. 
2. Open the Closure/Disconnect Information section. 
3. Click the Edit button. 
4. Remove the disconnection date from the Closure Date field. 
5. Remove the reason for the disconnection from the drop-down list in the Closure Reason 

field. 
6. If the Meter Reading that is shown differs from the Meter Reading that is to be used as 

the starting point for billing consumption, enter the correct Meter Reading.  In most cases, 
the Last Billed Reading should be entered as the Meter Reading. 
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7. Provide the date on which service was restored in the Re-Open Date field.  If the 
Disconnection and Reconnection occur within the same billing period, the Last Billing 
Date should be used as the Re-Open Date.  The previously recorded Disconnect record 
will be removed from the database when the Reconnection data is saved. 

8. You may also provide a brief note that describes the Reconnection.  This information will 
be saved in the Meter History during the next billing cycle. 

9. Click the Save button to update the account and save the Meter Reading for processing 
during the next billing cycle. 
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8.6 Changing the Pressure of a Meter 

 
GAS MANager provides a tool for changing the Regulator Pressure on PFM units and the Base 
Pressure for Pressure Correcting units.   
 

 
 
To begin, locate the desired utility record in the database, open the Meter/Pressure Information 
section of the Utility Information window, and follow the procedures described below: 
 

1. Click the Edit button next to the Pressure Setting data. 
2. Select the Date of Change using the drop-down calendar, or type the desired date in 

MM/dd/yyyy format. 
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3. Enter the Meter Reading at the time of the Pressure Change in both the Take-Out 
Reading and Start Reading fields.  Gas consumed after the Regulator Pressure Change 
will be billed using the new Pressure Factor while consumption occurring before the 
Regulator Pressure Change will be billed using the original Pressure Factor.  To bill all 
consumption in this billing period at the new Pressure Factor, enter the Last Billed 
Reading in each of these fields. 

a. The proper value must be provided on both of these fields.  If now value is 
entered, a zero will be assumed and since zero is a valid meter reading, 
consumption transactions will be calculated using a meter reading of zero. 

4. If the Meter in question is of the PFM type, enter the new Regulator (Gauge) Pressure.  If 
a Pressure Correcting Meter is being changed, a new Base Pressure can be entered.  

5. You may also provide a brief note that describes the Pressure Change.  This information 
will be saved in the Meter History during the next billing cycle. 

6. Click on the Save button to update the Account and save the Pressure Change record for 
processing during the next billing cycle. 

 

 
 
When the revised meter information has been saved to the database, the utility record will contain 
Pending Transaction information. 
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8.7 Roll-back Pending Change 

 
In the event that a Meter Change, Meter Removal, or Pressure Change has been recorded 
incorrectly, the Roll-back Pending Change command can be used to reverse the transaction.  The 
Roll-back Pending Change option is only available until the next billing cycle has been processed.    
 

 
 
Clicking the Rollback button in the Pending Next Bill Run section of the Utility Information 
window results in the user being asked to confirm or cancel the Rollback action. 
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Click the Rollback button to perform the rollback operation or click the Close button to close the 
window and do nothing. 
 
If the Rollback is performed, the pending change is removed from the database and the Pending 
Next Bill Run section of the Utility Information window is cleared. 
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Chapter 9 – Other Tasks 
 

9.1 Viewing Account Transactions 

 
 
Current Transactions 
To view account details, first locate the desired A/R account using the Account Information 
window and then click the Transactions button.   
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By default, the transaction grid shows transactions from the past 1 year.  Using the View option, 
this grid can show transactions for the past 2, 4, 6, 8, or 10 years or the Show All option can be 
selected.  The SubTotal line in the grid shows the cumulative balance of all transaction prior to 
the period shown in the transaction grid. 
 
The Account Transactions grid can be resorted in ascending, or descending, order using any of 
the grid columns but if a sort order other than “ascending date” is applied to the grid, the Total 
column will be removed from the grid display. 
 
Initially, the Current Transactions grid shows the header information for each current transaction.  
Transaction details can be seen by clicking on the + symbol that appears to the left of each line in 
the grid.  This will cause the transaction details to be shown directly below the header 
information.   
 
Clicking on the – symbol, which has replaced the + symbol, will cause the transaction details to 
be removed from the display.  Simultaneously expanding multiple headers allows you to view and 
compare several invoices, payments or bills.   
 



 

 - 129 - 

The only editable column in the grid is the Reconcile column.  When reconciling, the total of the 
reconciled items must equal $0.00.   

 When the accounts receivable are managed on a balance-forward basis, all reconciling 
will take place automatically.   

 When the accounts receivable are managed on an open-item basis, the majority of 
accounts will be reconciled automatically.  Only those accounts where partial payments 
occur may require any manual reconciliation. 

 
The billing routine moves all Reconciled Transactions from the Current Transactions grid to the 
Reconciled Transactions grid.   
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Reconciled Transactions 
The Reconciled Transactions grid operates in the same manner as the Current Transaction grid.  
Reconciled Transactions are shown with the youngest transaction at the top of the grid but the 
grid can be resorted in ascending, or descending, order using any of the grid columns.  By 
default, there is no Total column on the Reconciled Transactions grid because total value of an 
Account’s reconciled transactions is always equal to zero.  However, if the grid is sorted in 
another sequence, a Total column will be added to the grid.  The Total column will remain in the 
grid until a different sort order is selected.  
 

 
 
When first opened, the Reconciled Transactions grid displays transactions that are up to 1 year 
old.  The View control provides a drop-down list that can be used to add older transactions to the 
grid. 
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9.2 Viewing Consumption Records 

 
The billing program records the following information about each consumption record: 
 

Account Number Utility Number Meter Number 
Reading Date Meter Reading Metered Difference 
Metering Units Heating Factor Consumption in Billing Units 
Billing Units Heat Value Actual Reading Date 
Reading Code Transaction Number Meter Digits 
Meter Decimals Pressure Factor Units Conversion Multiplier 
Consumption Multiplier Utility Multiplier Billing Multiplier 
Tap Number Trunk Branch 
Service Location Customer Profile  

 
By A/R Account 
To view consumption details for an A/R account, first load the desired A/R account into the 
Account Information window and then click on the Consumption button.  All consumption 
information is ‘display only’ and no editing or deleting of consumption records is permitted.  A 
consumption history inquiry from an A/R account will reveal only those consumption records that 
pertain to that account. 
 
When first opened, the Consumption grid displays transactions that are up to 2 years old.  The 
View control provides a drop-down list that can be used to change the date range of the grid. 
 

 
 
By Utility 
To view consumption details for a utility, first load the desired utility into the Utility Information 
window and then click on the Consumption button.  This consumption history screen is similar to 
the Consumption History screen for A/R accounts except that the utility number is replaced by the 
A/R account number.  A consumption history inquiry on a utility displays all of the consumption 
records for that utility, for all accounts that have ever been connected to that utility.   
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Printing and Graphing Consumption History 
In order to print and/or graph consumption history, a Consumption window must be opened from 
an Account or from a Utility so that the Consumption Grid is populated with data.  Once the 
Consumption grid has been opened, click the Consumption Report button. 
 

 
 
The Date Range for the report is populated with dates of the first and last consumption history 
records that are shown in the grid.  The Date Range can be narrowed if necessary but the 
selected date range must contain at least two consumption history records in order to prepare a 
graph. 
 
An example of a Consumption History Graph and Report can be found below.  This example was 
prepared from the report options that were selected in the screen sample above.   
 
If a graph is to be prepared, the graph can be based on Meter Units, or on Billing Units.  If a 
graph is selected, the graph will occupy the first page of the report with the consumption history 
records that were used to prepare the graph occupying the second, and any subsequent, pages.  
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9.3 Reading Calendar 

 
The Reading Calendar window provides access to a calendar display that indicates the Meter 
Reading Dates and the Reading Codes for those meter readings.  The Reading Calendar shows 
a 4-month window that can be navigated backwards and forwards to show any 4-month period.   
 
Dates on which a meter reading has been recorded are shown with a box that contains the 
Reading Code.  This calendar can be navigated backwards/forwards to show any 4-month period.   
 

 
 
This window can be accessed by clicking the Reading Calendar button on the Account 
Information window or on the Utility Information window.     
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9.4 Tap Purchases 

 
For each tap, the amount of gas purchased can be recorded.  As these purchases do not affect 
the billing process, the entry of this information is optional.  Tap purchases can be recorded at 
any time. 
 
Fields: 
 

Tap Number  The number of the Tap for which a purchase is to be recorded. 

 Taps are numbered between 1 and 255. 

Purchase Date  The date of the purchase. 

Purchased Volume  The purchased volume expressed in billing units. 

 Any number between 1 and 2,000,000,000. 

Billing Unit  The unit that the purchase was measured in. 

 

 
 
The grid display can be populated with purchases for All Taps or for any individual tap.  If a tap 
does not appear in the Select Tap drop-down list, then there are no utilities assigned to the tap.
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Once tap purchases have been entered, reports showing Purchases vs. Sales can be prepared.  
Click the Reports button to access the reports window. 
 

 
 
There are 2 type of graph available: 

 Specific Month 
o This graph compares purchases and sales for a selected calendar month. 
o The graph may include purchases and sales for a single tap, several taps, or for 

all taps. 

 Specific Tap 
o This graph allows the user to select a start date and an ending date. 
o This graph can only provide purchase and sales figures for an individual tap. 

 
An example of the Specific Tap form of Purchases vs Sales graph can be seen below.  This 
graph shows purchases and sales for a 12-month period for tap 10.  In addition to the bar graph, 
the report also contains the purchases that were recorded using the Tap Purchases tool and the 
sales totals for the selected tap in each calendar month.  The variance in billing units, and as a 
percentage of purchases, is also provided. 
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9.5 Security Deposits 

Apply Security Deposits for 1 or more Accounts 

 
On occasion, it becomes necessary to apply the amount being held as a Security Deposit and/or 
any accrued interest on the Security Deposit to a customer’s A/R account.  This can be done 
using the Apply Security Deposit tool.  This tool can be opened from the Account section of the 
GAS MANager program window.  A list of customers with security deposits is displayed along 
with any accrued interest. 
 
Steps to Applying Security Deposits: 

1. Select an Invoice Date. 
2. Select the accounts that are to receive a refund of their security deposit and/or the 

interest that has been accrued on their deposit.   

 All accounts can be selected by using the Select All button. 
3. If printed copies of the resulting invoices are required, select the Print Invoice(s) option. 
4. Click on either the Apply Deposit and Interest or Apply Interest Only button. 

 

 
 
Once the security deposit and/or interest amounts have been applied to the accounts(s), the 
current transactions list of the selected accounts will contain a credit invoice for the amount 
applied.   
 

Apply Security Deposit or change Security Deposit Amount for an Account 

 
Sometimes there is need to: 

 Apply the amount being held as a Security Deposit and/or any accrued interest on the 
Security Deposit to a single A/R account.   

 It may also be necessary to edit the Security Deposit data for a single A/R account.  
 
Start by loading the desired account’s data into the Account information window and then click 
the Edit button in the Security Deposit Information section.  The Security Deposit window will be 
displayed and any existing Security Deposit data will be shown on the line labeled as “Current 
Deposit”.   
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Notice in the above example that the Current Deposit information does not include a Deposit 
Date.  This is because prior versions of GAS MANager did not provide for the collection of a 
Deposit Date.  If the user wants to add a Deposit Date without making any other changes, they 
simply need to enter the appropriate date in the Deposit Date field on the Change Deposit line 
and click the Save button. 
 
Changes to the Security Deposit Amount or Accrued Interest fields can be accomplished by 
entering amounts in the appropriate fields on Change Deposit line.  Enter a positive amount to 
cause in increase or a negative amount to cause a decrease.  The impact the change(s) will be 
shown on the New Deposit line and these amounts will appear on the A/R Account.   

 If you wish to create an invoice for the amount(s) shown on the Change Deposit line, 
provide a date that falls within the current billing period in the Invoice Date field. 

 If no Invoice Date is provided, no record of any changes will be created and the user is 
responsible for making any necessary adjustments to the A/R Account using a General 
Invoice. 

Once the desired result has been achieved, click the Save button.  
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9.6 Walk Maintenance 

 
A Walk is a list of utilities that is arranged in such a way that if someone was to start at the 1st 
utility on the list and travel to the 2nd utility, 3rd utility, and so on, the traveling would be done in the 
most efficient manner possible.  Additional Walks can be created at any time and utilities can be 
added to, and removed from, Walks as necessary. 
 
When a utility is added to a Walk, it must be assigned a Sequence Number.  The Sequence 
Number determines each utility’s position in the Walk.  A utility’s Sequence Number can be 
changed at any time by editing the Sequence column of the grid.   
 
The Walk Maintenance tool can assign Sequence Numbers at Intervals of your choosing.  The 
default Interval is 5 but you can select any number that suits your needs.  It is advisable not to 
use an Interval of 1 because there will be no room to insert a utility into an existing Walk.  If there 
is no room to insert a utility into the desired Sequence in the Walk because there are no more 
Sequence Numbers available, click the Resequence button to renumber the utilities using the 
Sequence Interval. 
 
To Add a Walk: 

 Type a unique name for the Walk and press Enter. 
o You must add at least 1 utility to the Walk in order for the new Walk to be saved. 
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To Add a Utility to a Walk – Method 1 

 Select the Walk from the drop-down list of Walks and press Enter.  The grid will be 
populated with the utilities that belong to the Walk. 

 Click on the first row in the grid.  This line is labeled Click here to add a new row.  This 
will create a blank line with the next available Sequence Number.   

 Click on the utility number column and type the number of the utility that is to be added to 
the Walk. 

 You may press accept the Sequence Number or you may change the Sequence Number 
in order to cause the utility to be inserted into another position in the Walk.   

 

 
 
The presence of an X in the No M (No Meter) column means that there is no meter at this utility, 
and the account that is currently associated with the utility has been disconnected if there is an X 
in the D (Disconnected) column.  
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To Add a Utility to a Walk – Method 2 

 Select the Walk from the drop-down list of Walks and press Enter.  The grid will be 
populated with the utilities that belong to the Walk. 

 Click the Find button and choose Find Utilities by Location.   

 In the new window, enter the search criteria by providing values in any of the fields 
provided.  Note that the Walk Maintenance Find Utility window may be resized and 
repositioned on the screen(s) to allow you to see Walk Maintenance window at the same 
time.  This can be helpful in selecting Sequence Numbers for the utilities being added to 
the Walk. 
 

   

 From the Show line, select 1 of the 3 available selections. 

 Click the Find button to populate the grid with all of the utilities that match your search 
and show criteria. 

 To add any of the Utilities in the grid to the selected Walk, enter a Sequence Number.  
Utilities where the Sequence Number has been left at “0” will not be added to the Walk.   

 If necessary, you may remove unwanted rows from the grid by selecting the row in the 
grid and clicking the Delete button. 

 When all of the required Utilities have been assigned a Sequence Number, click the 
Close button to add the numbered Utilities to the Walk. 

 Upon returning to the Walk Maintenance window, you may use the Resequence button 
to renumber the Utilities using your selected numbering scheme.     
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To Remove a Utility from a Walk. 

 Select the Walk from the drop-down list of Walks.  The grid will be populated with the 
utilities that belong to the Walk.   

 Click anywhere on the row containing the utility to be deleted. 

 Click the Delete Utility button. 

 The Delete Row window will be shown and the deletion can be confirmed by clicking the 
Yes button or cancelled by clicking the No button. 

 

 
 
To Change Sequence Numbers 

 Select the Walk from the drop-down list of Walks.  The grid will be populated with the 
utilities that belong to the Walk. 

 Click on the Sequence Number cell of the row containing the utility to be changed. 

 Type the new Sequence Number or use the increment/decrement buttons to scroll to the 
desired value. 

 Move off of the edited row to save the new Sequence Number.  If the new Sequence 
Number given to a utility is already in use, a window like the following example will be 
shown and the original Sequence Number will be reinstated.   
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To Delete a Walk 

 Select the Walk from the drop-down list of Walks.  The grid will be populated with the 
utilities that belong to the Walk. 

 Click on the Delete Walk button. 

 In the Delete Walk message box, click the Yes button to proceed with the deletion. 
o This process cannot be reversed! 

 
To Rename a Walk 

 Select the Walk from the drop-down list of Walks.  The grid will be populated with the 
utilities that belong to the Walk. 

 Click on the Rename button. 
 

 
 

 Enter the new Walk Name and click the OK button. 
 
There are 2 ways of printing a Walk: 

 The Print button that is provided on the Walk Maintenance window will produce a 
printed copy of the contents of the grid. 

 A Walk Reading Worksheet may be printed by from the Walk Reading Worksheets 
section of the Worksheet Reports area.  Select the Walk from the drop-down list of 
Walks and click on the appropriate Walk Sequence report button.  These reports are 
suitable for use by persons who will be reading the meters that will be found on the 
Walk.  

 
Walks may be plotted on a map by clicking the Map button. 

 Utilities that do not have GPS co-ordinates specified will not appear on the map. 

 The Map button submits the Walk data to Bing Maps so this feature requires an Internet 
connection. 

o This feature used to use Google Maps but Google now has a maximum of 8 
navigation points. 

 Custom Data Centre has no control over the operation of Bing Maps.  This tool may be 
subject to a maximum number of GPS locations that can be included on a map.  The 
maximum number of GPS locations that can be mapped may be changed by Microsoft.  
Walks that contain more Utilities than can be accommodated by Bing Maps will not be 
able to be mapped.  

 
 



 

 - 146 - 

9.7 Account Flag Maintenance 

 
The purpose of this feature is to allow the user to set the Auto-Estimate flag and/or the Special 
Invoice flag and/or the EBill flag for all accounts that match the selection criteria.  The selection 
criteria may include Profile membership or Customer Type membership.  It is also possible to 
exclude accounts that were disconnected prior to a user specified date.  The Disconnect Reason 
may also be used to target specific accounts for exclusion.   
 

 
 
The above screen sample shows the Account Flag Maintenance utility as it appears when it is 
first opened.  To use this utility, first select the flag(s) that are to be set and the values to which 
they are to be set.   
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In the above example, the Special Invoice flag and the Auto-Estimation flags will be set to "Yes" 
and the EBill flag will be set to “No” for all accounts.   
 
In addition to selecting Yes or No, the user must also click on the check box for each flag that is 
to be set.  Choosing Yes or No and then failing to check the flags that are to be set will result in 
no flags being changed from their current setting. 
 
The next step is to identify the criteria that will be used to select the accounts that are to be 
updated with the new settings.  In the example below, the criteria selected will result in both flags 
being set to "Yes" for all accounts that are members of the REGULAR Profile.  However, the flags 
for any accounts that were disconnected prior to August 31st 2012 will not be affected.   
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To set the flags, click on the "Update Accounts" button.  When the selected accounts have been 
processed, a message like the following example will be displayed as each account flag is 
processed. 
 

 
 
In addition to performing Account Flag Maintenance, this utility also provides for the printing of the 
Special Invoice Accounts List, the Auto-Estimated Accounts List and the EBilled Accounts List.  
These reports may be printed at any time. 
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Chapter 10 - Budget Billing 
 

10.1 Budget Billing 

 
GAS MANager’s Budget (Equalized) Billing feature allows the co-op to insulate their customers 
from seasonal fluctuations in gas prices by allowing the customer to make payments of a pre-
determined amount throughout the year.  For GAS MANager purposes, the terms “Budget Billing” 
and “Equalized Billing” have the same meaning and these terms are used interchangeably in this 
document.   
 
GAS MANager employs two accounts for managing Budget Billing.  The customer’s A/R account 
receives the bill as usual and an Equalization account is used to track the difference between the 
Budget Billing Amount and the actual charges that are calculated by the Billing program.    
 
Once each year, the Billing program will generate an invoice that will transfer any balance that 
remains in the customer’s Equalization account to the customer’s A/R account.  This is done 
automatically during the billing cycle that contains the anniversary of the Budget Billing Start 
Date.  During this same billing cycle, the Billing program also calculates a new Budget Billing 
Amount based on the past year’s consumption.   
 
In order to facilitate the flow of funds between a customer’s A/R account and their Equalization 
account, GAS MANager requires that each profile whose member accounts may use the Budget 
Billing feature is provided with 2 Equalization Transaction Types.  The Equalization transaction 
type is used to move funds from the A/R account to the Equalization account and the Equalization 
Reversal transaction type allows funds to move in the opposite direction.  Before you can assign 
Equalization Transaction Types to a profile, the Equalization and Equalization Reversal 
Transaction Types must first be defined in the Transaction Type table.   
 
The Equalization transaction types should be associated with a single general ledger account in 
the current liabilities or current assets section of the balance sheet.  The selection of a general 
ledger account for reporting the Equalization account balances is a decision that should be made 
by management prior to implementing Budget Billing.     
 
When setting up Transaction types for Equalization and Equalization Reversal, it is recommended 
that no taxes be applied to these transactions.  Equalization and Equalization Reversal 
transactions are payment related transactions and payment transactions have no sales tax 
implications.  The Equalization account is merely a place for the customer to deposit money that 
will be applied as a payment against future bills. 
 
Applying sales taxes to Equalization and Equalization Reversal transactions can also lead to 
problems in the event that a sales tax rate changes.  If the Equalization and Equalization 
Reversal transactions are taxed and there is a change in the sales tax rate, an under-remittance 
or over-remittance situation could arise.   
 
Converting from other billing systems: 
To establish an opening balance in an Equalization account, include the amount of the desired 
balance in the opening balance of the A/R account.  Then use the Budget Maintenance tool to 
transfer funds from the A/R account to the Equalization account.   
 
For example, if a customer’s A/R account has an opening balance of zero and their Equalization 
account should show a credit opening balance of $100.00, record the $100.00- as the opening 
balance of the A/R account.  Then use the Budget Maintenance tool to transfer $100.00 from the 
A/R account to the aqualization Account.  This will result in a balance of $0.00 in the customer’s 
A/R account and a credit balance of $100.00 in their Equalization account.  
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10.2 Calculating A Budget Billing Amount 

 
To assist in the calculation of an appropriate Budget Billing amount for an account, a calculation 
tool has been provided on the Account Consumption window.  Before preparing an Equalization 
Calculation the user must first open the Consumption window for the Account in question.   
 

 
 
In order to perform an Equalization Calculation, the Account must have at least 12 months of 
consumption history.  When the consumption history grid is loaded, the grid is loaded with 
transactions from the current calendar month back to the same calendar month in the prior year.  
Depending on circumstances, such as the date of the last billing, it may be necessary to display 2 
years of consumption history in order to activate the Equalization Calculation menu item.  This 
may be necessary in order to populate the consumption history grid with a sufficient number of 
Actual meter readings or to load 12 consecutive months of history into the grid.  The Equalization 
Calculation tool cannot use Estimates or Pro-rated meter readings as either the first, or the last, 
meter reading when determining the total consumption for the most recent 12 month period.   
 
The profile to which the account belongs should also have valid transaction types specified for 
Equalization and Equalization Reversal purposes.   
 
Click the Equalization Calc. button. 
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The recalculation of the Budget Billing Amount can be done using the current Charge Rates or 
using an average of the Charge Rates that have been applied during the past 12-months.  These 
charges may be replaced with values that more accurately reflect what you think will happen to 
monthly operating charges and charge rates over the next 12 months. 
 
Click the Preview button to see the results of the calculation on the screen.  You can change the 
estimated monthly cost and repeat the Equalization Calculation as often as necessary until you 
are satisfied with the results. 
 
Click the Print button if you wish to keep a printed copy of the calculation for your files.  You may 
also print this report on letterhead paper if you wish to provide the customer with a copy of the 
calculation. 
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The Total Consumption from the previous 12 month period is divided by 11 to arrive at an 
Average Monthly Consumption, which is then multiplied by the user provided operating charges, 
charge rates, and current tax rates to yield an estimate of the monthly bill amount.  
 
The Total Consumption is divided by 11 months because the 12th (anniversary) month is used as 
an adjustment month.  During this bill cycle, the balance of the customer’s Equalization account is 
transferred to their A/R account.  
 
The report shows 2 Equalization Amounts.  The first is an exact calculation based on the 
consumption history and the billing rates provided.  The second amount is determined by 
rounding the first amount up to the next $5.00 increment.  
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10.3 Budget Adjustment 

 
The Budget Adjustment tool is used to increment, or decrement, the Budget Billing Amount by a 
user-specified percentage or dollar amount for all accounts in a selected profile, on a selected 
tap, or with a selected budget billing anniversary date.   
 
To open this tool, click on Budget Adjustment on the main GAS MANager program window.  
 

 
 
Complete steps 1 through 4 as indicated on the Budget Adjustment window. 
 
To see what the new Budget Billing amounts will be, click the Preview or Print buttons.  This 
report can be prepared as often as is necessary until you are satisfied that the adjusted amounts 
are correct.   
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When the desired result has been obtained, click the Process Adjustments button to update the 
selected accounts with their new Budget Billing Amounts.  The adjusted Budget Billing Amounts 
will be used during the next billing cycle. 
 
Budget Billing amounts for an individual account can be adjusted using the Budget Maintenance 
procedures described in the next section.   
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10.4 Budget Maintenance 

 
Multiple Accounts Method 
Before performing any Budget Maintenance activities the following conditions must be satisfied: 

1. Equalization and Equalization Reversal transaction types must exist. 
2. Each profile that will have accounts using the budget billing feature must have the 

Equalization and Equalization Reversal transaction types selected on the Budget section 
of the Profile Information window. 

 
The Budget Maintenance screen provides a single screen for adding, editing and deleting budget 
billing information for A/R accounts.  It also provides a means of applying the balance in a 
customer’s Equalization account to their A/R account.  This can be done in conjunction with the 
removal of the account from the budget billing program, or it can be done without impacting the 
account’s participation in the budget billing program. 
 
Working with the Budget Maintenance tool requires an understanding of how GAS MANager 
implements the accounting for budget (equalized) billing.  Notice in the following screen sample 
that every customer’s Equalization account balance is shown as a negative number.  This is 
because these customers have accumulated funds in their Equalization account by making 
payments that exceed their actual charges.  These funds represent a liability to the co-op and 
liability accounts usually have a credit balance in the general ledger.  GAS MANager shows 
Equalization accounts that have a balance that is a liability to the co-op as a credit amount.  This 
practice also makes sense to most customers because they think of a credit amount as an 
amount that is in their favour. 
 

 
 
When transferring the balance of a customer’s Equalization account to their A/R account, the 
amount being transferred should be expressed using the opposite sign from the sign that appears 
on the Equalization account balance. 
 

If Equalization Account Balance = $100.00- (credit)  
 Then Transfer Amount = $100.00 (debit). 

 
This will result in a debit of $100.00 being applied to the Equalization account, which will bring the 
Equalization account to a balance of $0.00.  The A/R account will receive a $100.00 credit which 
will reduce the balance owing by $100.00. 
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If a customer’s Equalization account has a debit balance then the situation is reversed. 
 

If Equalization Account Balance = $100.00 (debit)  
 Then Transfer Amount = $100.00- (credit). 

 
This will result in a credit of $100.00 being applied to the Equalization account, which will bring 
the Equalization account to a balance of $0.00.  The A/R account will receive a $100.00 debit 
which will increase the balance owing by $100.00.  This is justified because an Equalization 
account with a debit balance represents a customer debt, and an account receivable to the co-op. 
 

 
 
To apply the balance of a customer’s Equalization account to their A/R account perform the 
following actions: 

1. Select either the Clear or Leave Budget Date and Budget Amount option.  The Clear 
option will apply the balance of the customer’s Equalization account to their A/R account, 
and terminate the account’s participation in the budget billing program.  The Leave option 
will apply the balance of the customer’s Equalization account to their A/R account without 
affecting their participation in the budget billing program.  

2. Click on the Select cell of each account to be processed. 
3. Click on the Apply Equalization button. 
4. The Apply Equalization process creates an invoice for each selected row that transfers 

the balance of the Equalization account to the A/R account.  If the Clear option was 
selected, the Budget Start Date and Budget Amount will be removed from the customer’s 
A/R account. If the Print Invoice(s) option was selected, the resulting invoices will be 
printed.  

 
Single Account Method 
Sometimes it is preferable to transfer funds between the Equalization account and the A/R 
account for a single account.  This can be accomplished by performing the following actions: 

1. Open the Account Information window for the desired account. 
2. Open the Budget Information section and click the Edit button. 
3. Click the Transfer from Budget Account to Account Balance option. 

a. Use the Transfer from Account Balance to Budget Account option to transfer 
funds in the opposite direction.   

4. Enter the Transfer Amount and the New Budget Account Balance and New Account 
Balance fields will be updated to show the impact of this transfer. 

5. Provide an Invoice Date for the invoice that will be used to perform the funds transfer. 
6. To print the resulting invoice, ensure that the Print Invoice selection is enabled. 
7. Click the Save button to create an invoice that transfers the specified amount from the 

Equalization account to the A/R account.   
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a. Before clicking the Save button, the user may choose to enter a New Budget 
Amount and/or a New Start Date.   

 

 
 
Starting an Account on Budget Billing 
If an account is being started on the Budget Billing program for the first time, it will be necessary 
to calculate a Budget Billing Amount.  The Budget Billing Amount includes any operating charges, 
the monthly billed consumption, and any applicable taxes.  While this calculation can be 
performed manually, you may find it easier to use the Budget Billing Amount Calculation tool that 
is provided in GAS MANager.  (See Chapter 10) 
 
If an A/R account has a credit balance at the time that budget billing is started, the Amount Due 
on the next bill will be equal to the Budget Billing amount, less the outstanding credit.  It may 
therefore be desirable to transfer any outstanding credit balance in the A/R account to the 
Equalization account prior to sending out the first bill under the budget billing plan. 
 
Use the procedures described below to start a customer on budget billing using the Budget 
Maintenance tool.   

1. Calculate the Budget Amount for the account.  
2. Open the Account Information window for the desired account. 
3. Open the Budget Information section and click the Edit button.   
4. Choose the Budget Start Date. 
5. Enter the Amount for budget billing.   
6. Select the required setting for the Ignore Anniversary Date option. 
7. You now have the option of transferring funds to the customer’s Budget account.  This 

should be done only if the A/R account has a credit balance.  Click the Transfer from 
Account Balance to Budget Account option. 

8. Enter the Transfer Amount, as a positive value.   
9. Provide an Invoice Date for the invoice that will be used to perform the funds transfer. 
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10. To print the resulting invoice, ensure that the Print Invoice selection is enabled. 
11. Click the Save button to create an invoice that performs any requested funds transfer and 

updates the account with the new budget billing date and amount.   
 

 
 
If it becomes necessary to make changes to an Account’s Budget Billing information, simply 
return to this window and make any necessary changes.  
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Chapter 11 - Software Settings 
 
The GAS MANager Software Settings can be accessed by clicking the Settings button in the 
Tools section of the main GAS MANager program window. 
 
The Print button will produce a report of containing all of the settings contained on this window.  
The Print All button will produce a report of containing all of the settings contained on this 
window and all of the settings that are accessed from the Billing program.  To protect the integrity 
of any passwords that may have been defined, the Security section will not appear on these 
reports. 
 
Some of the sections on this program window have been created with an Unlock button.  These 
sections contain software settings that would have serious consequences for the database if a 
setting was changed by accident.  Use the Unlock button to enable editing of the settings in this 
section.  Once the section has been unlocked for editing, the Save button will be enabled when a 
setting has been changed.  
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11.1 GAS MANager Settings 

 
A/R Method 
The open item method of managing A/R accounts works best when the majority of the accounts 
are either paid in full each month, or if charges and payments can be easily matched by their 
amounts.  The open item method results in unpaid charges, and charges and payments that 
cannot be easily matched, remaining on the Current Transactions list.     
 
The balance forward method of managing A/R accounts is suitable for use where there is no 
requirement to maintain proper aging of the accounts receivable.  Under this method, only current 
period transactions and the Balance Forward transaction from the previous period can be found 
on the Current Transactions list.   
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The BillRun program performs the balance forward processing after the bills have been prepared.  
Any transactions with a transaction date up to and including the current billing date that remain on 
the Current Transactions list of an Account are replaced with a single balance forward 
transaction.  In order to see the individual transactions that were replaced by the balance forward 
transaction, it is necessary to view the Reconciled Transactions list of the Account.  After a billing 
run, all A/R Accounts will have just a single balance forward transaction on their Current 
Transactions list. 
 
In practice, the balance forwarded transaction(s) are replaced with 2 transactions.  First, a 
balance forward transaction is created with an amount that is equal to the value of the 
transactions that are being balance forwarded, multiplied by -1.  The purpose of this transaction is 
to ensure that the Reconciled Transactions list maintains its zero balance.  This transaction is 
then reconciled with the transaction(s) being balance forwarded.  The second balance forward 
transaction is then recorded as an outstanding item on the Current Transactions list. 
 
Prior to selecting the balance forward method in the GAS MANager Configuration program, it is 
necessary that a transaction type be available for use by the balance forward transactions.  If you 
built your GAS MANager database manually you will probably have a balance forward transaction 
type already defined.  If you do not have a balance forward transaction type you will need to 
create one.  It is preferable to select a transaction type for balance forwarding that is not being 
used for any other purposes.  It is also not necessary to assign a G/L Code to this transaction 
type because balance forward transactions have no effect on the co-ops financial position.  This 
is due to the fact that the total value of balance forward transactions will always be equal to zero.  
 
The decision to employ the balance forward method of customer account management should 
not be taken without an understanding of the implications of that decision.  There are some kinds 
of processing that will be affected by the use of the balance forward method. 
 

Aging of Accounts - Because the original open transactions are replaced by a single 
balance forward transaction, it is no longer possible to produce an aged accounts 
receivable listing.  The balance forward method will always cause the balance of an 
account to be a current period balance. 
 
Penalties - The only method of calculating penalties that is available to users of the 
balance forward method is "Outstanding As Of Prior Bill Date".  Because the other 
methods rely on the ability to determine the age the current transactions, they will no 
longer yield accurate penalty transactions.  When you elect to implement the balance 
forward method, all profiles will automatically be changed to use this penalty calculation 
method.  In addition, because it is no longer possible to identify prior period penalty 
transactions, it is therefore impossible to avoid penalty compounding.  For documentation 
purposes, the penalty compounding selection will be set to YES for all profiles when you 
implement the balance forward method.  
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11.2 Bank Information 

 
The Bank Information section provides a place to record the co-op’s banking information.  This 
information is necessary if you intend to build Preauthorized Transfer (auto-debit) files for 
submission to your bank in order to obtain payments from those accounts that have been defined 
as auto-debit accounts. 
 

 
 
The information in the Bank Information section can usually be obtained from your cheques 
and/or deposit slips.   
 
In Canada, the Branch (Transit) number is a 5-digit number.  Branch numbers ending with: 
0 are located in British Columbia and Yukon 
1 are located in Western Québec including Montreal and surrounding areas 
2 are located in Ontario including Toronto and surrounding area 
3 are located in Nova Scotia, Prince Edward Island and Newfoundland excluding Labrador 
4 are located in New Brunswick 
5 are located in Eastern Québec including Labrador 
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6 are located in Eastern Ontario including Ottawa and surrounding area 
7 are located in Manitoba and North-Western Ontario 
8 are located in Saskatchewan 
9 are located in Alberta, the Northwest Territories and Nunavut 
 
The Bank (Institution) number is a 3-digit number.  As a general rule, Bank institution numbers 
start with 0, 2, 3, or 6, Credit Union and Caisse Populaire institution numbers start with 8, and 
Trust Company institution numbers with 5.  Some examples have been provided below: 
  
XXXXX-001 Bank of Montreal 
XXXXX-002 Bank of Nova Scotia 
XXXXX-003 Royal Bank of Canada 
XXXXX-004 Toronto-Dominion Bank (TD Canada Trust) 
XXXXX-006 National Bank of Canada 
XXXXX-010 Canadian Imperial Bank of Commerce (includes President's Choice Financial) 
XXXXX-016 HSBC Canada 
XXXXX-030 Canadian Western Bank 
XXXXX-039 Laurentian Bank of Canada 
XXXXX-117 Government of Canada  
XXXXX-127 Canada Post (money orders) 
XXXXX-177 Bank of Canada (Canadian central bank) 
XXXXX-219 ATB Financial 
XXXXX-241 Bank of America Canada 
XXXXX-260 Citibank Canada 
XXXXX-270 JPMorgan Chase Bank, N.A. (Toronto Branch) 
XXXXX-290 UBS Bank (Canada) 
XXXXX-308 Bank of China (Canada) 
XXXXX-309 Citizens Bank of Canada (Canada) 
XXXXX-326 President's Choice Financial (now shares XXXXX-010 code with CIBC) 
XXXXX-338 Canadian Tire Bank 
XXXXX-340 ICICI Bank Canada 
XXXXX-509 Canada Trust (Prior to the merger of TD & Canada Trust) 
XXXXX-540 Manulife Bank 
XXXXX-614 ING Direct Canada 
XXXXX-809 [Central 1 [Credit Union] - BC Region] 
XXXXX-815 Caisses Desjardins du Québec 
XXXXX-819 Caisses populaires Desjardins du Manitoba 
XXXXX-828 [Central 1 [Credit Union] - ON Region] 
XXXXX-829 Caisses populaires Desjardins de l'Ontario 
XXXXX-837 Meridian Credit Union (formerly Hepco) 
XXXXX-839 Credit Union Heritage (Nova Scotia) 
XXXXX-865 Caisses populaires Desjardins acadiennes 
XXXXX-879 Credit Union Central of Manitoba 
XXXXX-889 Credit Union Central of Saskatchewan 
XXXXX-899 Credit Union Central Alberta 
 
If you are unable to obtain this information from these forms, we suggest that you ask your bank 
to provide you with the proper information. 
 
When you are setup for Preauthorized Transfers with your bank, your bank will provide you with 
values for the following fields: 

 Transfer ID. 

 Transaction Type. 

 Destination Data Centre Identifier. 
 
The Sequence Number should be set to zero before you submit your first transfers file.  This 
number will be automatically incremented by a value of 1 with each new Preauthorized Transfer 
file that you prepare. 
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Set the Transfer File location to the local or network folder of your choice.  Be sure to select a 
folder that is visible to the computer that will be sending the transfer file to your bank. 
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11.3 Compounding Taxes 

 
The Compounding Taxes section of the GAS MANager Setting window provides for the 
compounding of sales taxes.  Enabling this setting causes the addition of GST to any Franchise 
Tax that may be levied.  
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11.4 Corporate Creditor Identification Number 

 
A Corporate Creditor Identification Number (CCIN) is a unique, non-transferable, number that is 
assigned to the co-op by the Canadian Payments Association to facilitate the routing of bill 
payments to the co-op’s financial institution.  A CCIN, which appears at the bottom of bills and 
invoices, allows corporate creditors to be uniquely identified for the purpose of electronic bill 
payment processing.  Any use of a CCIN to process bill payments must be in compliance with 
Standard 006 and Rule H6 as prescribed by the Canadian Payments Association.   
 

 
 
Once a CCIN has been obtained it may be recorded in the GAS MANager Settings.  The use of a 
CCIN requires that specific symbols be included as delimiters.  These special characters are not 
found on a computer keyboard so alternative characters have been provided for recording CCINs.     
 
If a CCIN is provided here, it will automatically be included on all bills sent by the EBilling 
program.  The co-op may also choose to have the GAS MANager Billing program print the CCIN 
on printed bills or the CCIN may be pre-printed on the bill forms by the forms supplier.  Because 
the above quoted rules, the CCIN must be printed using magnetic ink or magnetic toner.  While 
having GAS MANager print the CCIN on your bill forms may seem like an easy choice, it may be 

http://www.cdnpay.ca/imis15/pdf/pdfs_rules/standard_006.pdf
http://www.cdnpay.ca/imis15/pdf/pdfs_rules/rule_h6.pdf
http://www.cdnpay.ca/
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more cost effective to have the CCIN pre-printed on the bill forms as magnetic ink and toner 
tends to be more expensive and more difficult to obtain than regular ink and toner.   
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11.5 Customized Field Sheets 

 

 
 
If you do not wish to use the Field Sheets that are provided with GAS MANager you may develop 
your own Customized Field Sheets.   
 
Use the Browse buttons to navigate to the master copy of each type of field sheet.  In a multi-
user environment, the location specified must be accessible by all users of GAS MANager who 
will be creating field sheets.  Be sure to click the Unlock button first. 
 
When a GAS MANager user creates a field sheet and a Customized Field Sheet has been 
specified for the type of field sheet being created (Meter Change, Work Order, etc.), the program 
will create a new spreadsheet using the master copy specified above.   
 
To make your customized field sheets work with GAS MANager, you should make your master 
copy using the following process: 

1. Open your existing customized field sheet spreadsheet. 
2. Open CustomFieldSheet.xlsm which resides in the Worksheets folder in the GAS 

MANager Program Files folder. 

 C:\Program Files (x86)\GAS MANager\Worksheets on 64-bit Windows systems. 

 C:\Program Files\GAS MANager\Worksheets on 32-bit Windows systems. 
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3. Drag the GAS MANager tab from CustomFieldSheet.xlsm to your customized field 
sheet.  

4. Edit your spreadsheet so that it refers to the cell locations for each data item in the GAS 
MANager tab.  For example, Tap Number is in cell C16. 

 

 
 
Your customized field sheet spreadsheet should now look something like the example shown 
above.  The file should contain a tab that contains your customized field sheet and a tab called 
GAS MANager.  When a field sheet is created from your master, the GAS MANager tab will be 
populated with data from the GAS MANager database.  If you have made the proper cell 
references in your customized field sheet, it will contain data from the GAS MANager tab. 
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Do not edit CustomFieldSheet.xlsm as future updates to GAS MANager may include an 
updated version of this file.  
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11.6 Default Payment Type for Batch Readings & Payments 

 

 
 
The Payment Method selected here will be used as the Default Payment Type when payments 
are recorded using the Batch Payments or Batch Meter Reading and/or Payments tools. 
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11.7 Default Reading Type for Batch Readings & Payments 

 
The Reading Type selected here will be used as the Default Meter Reading Type when meter 
readings are recorded using the Batch Meter Reading and/or Payments tool. 
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11.8 Set Default print Logo Option for Invoices, Receipts and Statements 

 
This Settings option is used to enable or disable the printing of the co-op's logo (coop.jpg) on all 
invoices, receipts and statements.   
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11.9 Default Multipliers 

 
The default Utility and Consumption multipliers will be added to new Profiles and Utilities.  If you 
require a default value of something other than “1” when setting up new Profiles or Utilities, edit 
these values. 
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11.10 Inactive Period 

 
The Inactive Period setting for Accounts and Utilities specifies how many days an account, or 
utility, must have been inactive before it becomes eligible for deletion.  The minimum number of 
days that can be selected is 366.  This minimum standard helps to ensure that sufficient time is 
provided for transactions to be transferred to the co-ops general ledger before they are deleted. 
 

 
 
Utilities may be deleted from the Meter / Utility Information screen if the utility has been inactive 
for the required number of days. 
 
Inactive Accounts and their related transactions can be deleted from the Account Information 
window.  Accounts must have been inactive for the number of days specified in the Inactive 
Period for Accounts field before deletion is permitted.  Before an Inactive Account may be deleted 
it must have zero balance. 
 
It is important to remember that the deletion of inactive accounts will cause any reprints of prior 
year reports to be inaccurate. This includes G/L, A/R and Consumption reports.  Please be 
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certain that you have a copy of all of the required reports for all prior periods before deleting 
accounts.   
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11.11 Security 

 

 
 
The Security settings restrict access not only to the GAS MANager program but also to the Bill 
Run, EBilling, Maintenance and G/L Export programs.   
 
To activate Security, only a password for Level 4 – Supervisor needs to be entered. 
 
Passwords are a maximum of 20 characters in length and are case-sensitive.  Passwords are 
displayed in visible text so caution should be used when viewing this screen as others may read 
the passwords and thus gain unauthorized access. 
 
Passwords will not be effective until the GAS MANager program has been closed and restarted.  
Once password security has become effective, the following Login prompt will appear whenever a 
GAS MANager program is opened. 
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Level 1 - Read Only Users 

 
For these users, the ability to make changes to the GAS MANager database has been disabled 
because all Save buttons are disabled for users with this password.   
 
Read Only users are not prohibited from using Account Diary if a license for this module has been 
purchased. 
 
Read Only users are prevented from using the Bill Run, EBilling, Maintenance and G/L Export 
programs. 

Level 2 – GAS MANager Only and Level 3 – Full Access Users 

 
These users have full access to all areas of GAS MANager with the exception of the Security 
area.  For these users, passwords are not displayed in the Security section of the GAS MANager 
settings window.  

Level 4 - Supervisor Users 

 
These users have full privileges in all areas of all GAS MANager programs.  These users are the 
only users who can add, change and delete passwords.  
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11.12 Billing Report Settings 

 
The Billing Report Settings can be accessed by clicking the Report Settings button in the 
Settings section of the Bill Run program.  These settings are provided for the purpose of allowing 
each co-op to customize the report and report sort order selections that will be used during the 
billing process. 
 
Reports that have a square check-box beside their names are reports that may be deselected.  
For example, the Pre-Estimation Report and the Consecutive Estimates Warnings Report are of 
no use if your co-op does not use any form of consumption estimation.  These reports can be 
deselected and the billing process will not attempt to prepare these reports. 
 
Some of the billing reports, such as the Security Deposit Interest Report, are required in order to 
provide a proper audit trail and have therefore been omitted from the Billing Reports Settings. 
 
The selection of billing reports and sort orders is at the discretion of the co-op.  The choices made 
on the Billing Report Settings tab can be changed as the co-op’s reporting requirements change. 
 
Co-ops that have elected not to use a bill form that has been pre-printed with their logo and 
contact information should select the Print Co-op.jpg on Bills option.  Selecting this option tells the 
Bill Run program to print the contents of the file Co-op.jpg on the top left corner of the bill forms. 
 
After making changes to any of the Billing Report Settings, you must click the Save button in 
order to record your preferences. 
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 - 181 - 

11.13 Estimation Settings 

 
Estimation Methods 
The selection of Estimation Methods is done from the Estimation Settings section in the Bill Run 
program.  These settings allows for the selection of the methods of estimation that should be 
used by the Bill Run program to estimate consumption for accounts marked as Auto-Estimated.  
In order for consumption estimates to be calculated for an account, the account must be marked 
as Auto-Estimate, and there must be no meter readings recorded for the account since the last 
billing. 
    
When estimating consumption, the Bill Run program identifies which methods have been 
enabled, and beginning at the top of the list and moving down through the list of estimation 
methods, the Bill Run program uses the first method that has been enabled.  If this method 
cannot be employed due to a lack of information, the Bill Run program attempts to estimate 
consumption using the next selected method.  If all four methods are deselected or incomplete 
information prevents the use of all of the enabled methods, the Bill Run program will then 
examine the account’s profile.  If the profile contains a Default Estimation Consumption value, this 
value will be used for the estimated consumption.  This process is repeated for each account in 
the Billing Cycle that does not have a current period meter reading. 
 
The enabling of any, or all, of the methods of estimation is done at the discretion of the user. 
 
The use of the Heating Factor and Heating Degree Days method of requires that Daily Average 
Temperatures be recorded for every day in the billing period.  (See Chapter 12 for information on 
Daily Average Temperatures.)  In addition, a value must be provided in the Annual Heating 
Degree Days field to permit the Bill Run program to estimate consumption for service locations 
that do not have 12-months of consumption history. 
 
Operating Charge (1) and Operating Charge (2) 
The Operating Charge areas of the Additional Settings section in the Bill Run program allows the 
user to define how the operating (service) charge will be applied by the Bill Run program.  More 
specifically, it is used to determine how this charge is to be applied if an account is Connected, or 
Disconnected, during the billing period. 
 
The Bill Run program can be instructed to apply an Operating Charge if an account becomes 
Connected, or Disconnected, during the billing period by clicking on the Connection Date and/or 
Disconnect Date check-boxes that are appropriate for your billing policies. 
 
Additionally, the Operating Charge may be prorated based on the number of days during the 
billing period that the account was connected.  The formula used to determine the prorated 
operating charge is shown below: 
 
Daily Rate = ((Operating Charge * 12) / # of Months in Billing Period) / 365  
Days Connected * Daily Rate = Prorated Operating Charge 

 Operating Charge is taken from the Account’s Profile. 

 # of Months in Billing Period is taken from the Operating Charge area of the Additional 
Settings section of the Billing program. 

 

Example of a Monthly Billing Cycle with a 
$10.00 Operating Charge Prorated to 7 Days 

Example of a Quarterly Billing Cycle with a 
$30.00 Operating Charge Prorated to 7 Days. 

Daily Rate = (($10.00 * 12) / 1) / 36 Daily Rate = (($30.00 * 12) / 3) / 365 

Daily Rate = (120 / 1) / 365 Daily Rate = (360 / 3) / 365 

Daily Rate = 120 / 365 Daily Rate = 120 / 365 

Daily Rate = $0.32876712328 Daily Rate = $0.32876712328 

7 Days Connected * $0.32876712328 = $2.30 7 Days Connected * $0.32876712328 = $2.30 
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The default value for the # of Months in Billing Period is “1” so if your customers receive bills on a 
schedule other than monthly, you should select another value in this field.  For example, if you bill 
on a quarterly basis then you should set the No. of Months in Billing Period to “3”.  
 
Prorating Consumption on Month End 
When a calendar month-end falls between the previous meter reading and the current meter 
reading, the Bill Run program will record a special prorated consumption record in the 
consumption history table.  This is necessary for the application of charge rates and rebates.  
There are 2 methods of prorating consumption: 

1. Based on Number of Days. 
2. Based on Heating-Degree Days. 

 
The first method simply divides the total consumption that is being billed by the number of days 
between the meter readings to determine an average daily consumption.  This average daily 
consumption is then multiplied by the number since the prior billing date to the calendar month-
end.   
 
The second method prorates consumption using Heating-Degree Days.  In order to use this 
method or prorating consumption, the Daily Average Temperatures must be recorded for every 
day since the prior billing date.  More information about Heating-Degree Days can be found in 
Chapter 12 of this document. 
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11.14 Charges Settings 

 

 
 
The Charges Settings section of the Billing program provides the means of specifying how 
Operating Charges and Idle Riser Charges will be applied.  In addition to selecting the date 
triggers that will result in these charges being applied, there is also an option to prorate these 
charges based on the number of connected days in the billing period, or to apply the full amount 
of the operating charge regardless of the number of days the account was connected during the 
billing period. 
 
The Charges Settings window also allows the user to specify the basis for the prorating of 
consumption on each month-end date and to specify how many months comprise each billing 
period. 
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11.15 Purge Settings 

 

 
 
The Purge Settings section of the Billing program facilitates the specification of the length of time, 
in years, before the Bill Run performs a deletion of records from the database.  The purpose of 
deleting (purging) old data from the database is the improved processing speed that results from 
the GAS MANager programs working with smaller databases. 
 
In addition, to the automatic purging that is performed by the Bill Run program, Heat Values and 
Charge Rates can also be deleted manually.  However, Transactions can only be purged by the 
Bill Run program.  The Transactions setting applies to invoices, payments, and bills.  During the 
Bill Run processing, the program will examine the database to see if any of the data is older than 
the specified age.  If over-aged data is found, it is removed from the database.    
 
Because the net value of the transactions in an account’s Reconciled Transactions tab must 
always equal zero, it is sometimes necessary for the BillRun program to generate a Carry-
Forward Invoice.  This occurs when the value of the historical transactions that are being purged 
does not equal zero.  Carry-Forward invoices are automatically added to an account’s Reconciled 
Transactions tab when the value of the remaining transactions is not equal to zero.  The value of 
the Carry-Forward Invoice is determined by calculating the sum of the remaining Reconciled 
Transactions.  The amount that is required to return the Reconciled Transactions tab to a zero 
balance will be used as the Carry-Forward invoice amount.  It is recommended that a special 
Transaction Type be created for Carry-Forward purposes.   
 
The Consumption setting determines how long consumption history will be retained in the 
database while the Bills setting determines the number of years for which it will be possible to re-
print a prior-period bill. 
 
GAS MANager users are reminded that the Alberta Carbon Levy introduced on January 1, 2017 
creates a requirement to retain transaction history for a period of 6 years after the end of the 
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calendar year in which the transaction was created.  This means that carbon levy transactions 
created in January of 2017 cannot be deleted until after December 31, 2023.  To ensure 
compliance, we recommend that the following Purge Values be set to 7 years: 

 Charge Rates 

 Transactions 

 Consumption 

 Bills 
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11.16 Other Settings 

 

 
 
The Other Settings section of the Billing program provides a place for the selection of the default 
method of rate selection that should be used when the program recalculates Budget Billing 
Amounts. 
 
The recalculation of the Budget Billing Amount can be done using the current Charge Rates or 
using an average of the Charge Rates that have been applied during the past 12-months, or, the 
Budget Amount can be left unchanged. 
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Chapter 12 - Penalty Calculation & Billing 
 

12.1 Penalty Calculation 

 
The Penalty Calculation should be performed as soon as possible after all of the A/R transactions 
dated on, or before, the Payment Due Date have been recorded in the database.  This is 
essential because the penalty calculation will only be accurate if the A/R accounts are current as 
of the Payment Due Date.   
 
A "Penalty Calculation Procedures" checklist has been provided in Appendix C of this document. 
This checklist will serve as a guide through the steps required to calculate and apply penalty 
transactions to overdue accounts.  This form can be copied, and a copy used, each time that a 
Penalty Calculation is performed. 
 
The Penalty Calculation and Billing program is a single-user program.  Even if you have a 
network license for the GAS MANager program, this program must have exclusive access to the 
GAS MANager database.  If a GAS MANager program detects that the Penalty Calculation and 
Billing program is in use, the following message is displayed and access to the database is 
denied.   
 

 
 
Penalties on overdue balances are calculated using the following formula: 

Penalty Charge = (Overdue Amount * Monthly Penalty Rate) / 100 

 Overdue Amount = Sum of transactions on the Current Transactions list of the 
Account being processed.  Unless the Specify Overdue Date in Bill Run or the 
Specify Number of Days Prior to Current Bill Date options have been selected in the 
account’s profile.  When calculating the Overdue Amount: 

o All Equalization transactions are ignored.  
o If Penalty Charge compounding has not been selected, then Penalty Charge 

transactions are also ignored. 

 Monthly Penalty Rate is taken from the Profile of which the Account being processed 
is a member. 

 
Penalty Charges are created for accounts with overdue balances according to the rules specified 
in each account's profile. (See Chapter 4 for information on Profiles.) In the example below, there 
are 2 different sets of penalty calculation rules in effect. 
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In this example, accounts that are members of the CONTRACT profile will receive a penalty 
charge based on the sum of the account’s un-reconciled transactions that are dated prior to the 
Overdue Date that is associated with the profile.  The specification of the overdue date allows for 
the application of different A/R terms for different types of accounts.  The Overdue date of 
08/31/2013 will be used for all accounts that are not members of the CONTRACT profile.  Any 
accounts that have un-reconciled transactions dated prior to this date will receive a penalty 
transaction at the interest rate specified in the account's profile. 
 
Clicking on the Apply Penalty button will cause a window like the following example to be seen.   
 

 
 
Click the Perform button apply penalty transactions according to the parameters defined on each 
profile and the dates discussed above. 
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The Penalties Applied Report provides a record of the penalty transactions that have been 
applied.  The penalty transactions will be dated on the Penalty Invoice Date. 
 

 
 
Under normal circumstances, the penalty log will contain a message stating the Penalty Run has 
completed.     
 
The operator may scroll through the log or view the entire billing log by clicking either the Preview 
or Print button.  This log file can also be reprinted at a later date from the main GAS MANager 
program. 
 
Click the Exit button to close the Bill Run program. 
 
If the Bill Run is aborted for any reason (system error or user intervention) the database must be 
recovered from a backup.  (See Section 12.15) 
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12.2 Bill Run 

 
The Penalty Calculation and Billing program is a single-user program.  Even if you have a 
network license for the GAS MANager program, this program must have exclusive access to the 
GAS MANager database.  If a GAS MANager program detects that the Penalty Calculation and 
Billing program is in use, the following message is displayed and access to the database is 
denied.   
 

 
 
A "Billing & Consumption Calculation Procedures" checklist has been provided in Appendix C of 
this document.  This checklist will help guide the user through the sequence of events that will 
result in the printing of bill forms.  Following this check list will also ensure that the appropriate 
database backups are made. 
 
The Bill Run processing does not include the calculation and application of penalties on overdue 
Accounts.  In order for current period penalty transactions to appear on the bills, the Penalty 
Calculation must have been performed since the Prior Billing Date. 
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Select the Billing Cycle to be processed from the drop-down list of Billing Cycles.  The remainder 
of the fields will be completed using the information from the last time that this Billing Cycle was 
processed.  
 
When enabled, the Print Preview feature causes all of the billing reports to be presented as an 
on-screen preview.  This feature may be useful if there is insufficient time available to complete 
the printing of reports and bills but there is still a need to complete the bill processing.  The billing 
reports, and if necessary, the bill forms for any billing cycle can be printed from the main GAS 
MANager program.  The Print Preview feature also permits a Billing Cycle to be processed even if 
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no printer is available.  The Print Preview option also allows for the saving of reports to a file so 
that they can be archived for viewing or printing in the future.   
 
The Prior and Current Billing dates specify the date range in which payments and meter readings 
have been entered.  During each billing cycle’s initial bill run, the Prior Billing date must be 
provided by the user. During subsequent billings, the Prior Billing date will be automatically 
entered as the Current Billing date that was provided during the previous bill run.  Under normal 
circumstances, the Prior Billing date will be correctly managed by the Billing program.  In the 
event that this date must be changed, click the Unlock button located to the right of the Prior 
Billing date to open this field for editing. 
 
The date specified in the Due On field will be printed on the bill forms as the date by which 
payment is required.  This date will also be used to determine the payment amount that will be 
required if payment is not made by the Due On date.  The Due On date should be 1 day prior to 
the date on which payment is considered late and the Account becomes eligible to receive a Late 
Payment Penalty charge. 
 
The G/L End date is used to place transactions in their proper General Ledger period. For 
example, Operating Charges and Taxes are current period transactions, but Consumption 
Charges may be a prior period transaction.  The ability to specify a G/L date for Consumption 
Charges enables the matching of sales and purchases in the proper period. 
 
The list of Taps that appears under the heading Co-op Read Message is used to advise 
customers if they are not required to read their meters.  This can be used if the co-op normally 
accepts customer readings but the co-op intends to read meters for the next billing cycle.  The co-
op can select specific taps that will be read and the affected customer’s bills will contain the 
message Please DO NOT read your meter this month ONLY. READ BY COOP.  This 
message replaces the boxes on the remittance stub where the customer would normally write 
their meter reading and the date on which the reading was taken.   
 
The Message Line fields allow for the inclusion of a message on the gas bills.  This message may 
occupy no more than 2 lines on the bill form.  The message will appear on all bills that are 
produced during this Billing Cycle.  Once your message has been entered on the Messages 
Lines, click the Preview button to see a preview of how the message will look when it is printed 
on the bill form. 
 
Note that a printed bill will only be produced for those Accounts where the Print Bill field has been 
set to “Yes”. 
 
The selection of the Bill Form is made on the Billing Reports Settings tab.  The current selection 
is displayed for informational purposes only. 
 
Enable the “Display Message Before Printing Bills” option to cause the Billing program to display 
a message instructing the user to load the Bill Forms in the printer.   
 
The selection of the Billing Unit will determine the calculations that are performed by the Billing 
program when calculating actual, or estimated, consumption.  Co-ops that bill for products other 
than gas must ensure that the proper billing unit is selected.   
 
If the co-op’s GST Registration Number has not been pre-printed on the Bill Forms, type the GST 
Number in the field provided.  The GST information will be printed exactly as it appears in this 
field.  We recommend that the GST Registration Number not be pre-printed on the Bill Forms as 
any changes in the GST Registration Number might result in the co-op being caught with a supply 
of Bill Forms that cannot be used.  
 
The Apply GST to Franchise Tax Amount checkbox and the Balance-Forward Transaction Type 
are shown for information purposes only.  These selections are made in the Settings area of the 
main GAS MANager program.  
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Click the Perform Billing button to proceed with the Billing Cycle processing.  The clicking of this 
button represents step 8 of the 14 steps that are documented on the Billing & Consumption 
Calculation Procedures checklist.  The use of this checklist is strongly recommended to ensure 
trouble-free Billing Cycle processing. 
 
Prior to doing any processing, the Bill Run program will examine the database for the existence of 
current period penalty transactions.  If no such transactions are found, the following message will 
be displayed. 
 

 
 
This gives the opeator the chance to abandon the billing process and perform a penalty 
calculation, if necessary. 
 
If the operator is satisfied that no penalty transactions are required, or if the Bill Run program 
found current period penalty transactions, a window like the following example will be seen. 
 

 
 
Click the PreBilling button to perform the processing. 
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When the processing has been completed and the Pre-Billing reports have been prepared, the 
billing log will contain a message advising the operator to examine the reports for any issues that 
may result in an undesirable bill being produced.  In the event that a Pre-Billing report reveals an 
error, the Bill Run can be abandoned, and corrections can be made to the database.  When the 
Bill Run is re-started, another set of Pre-Billing reports will be produced.  This process can be 
performed repeatedly until the user is satisfied that the Bill Run will produce the desired results. 
 
When the Pre-Billing results have been found to be satisfactory, click the Billing button to resume 
processing. 
 
If the “Display Message Before Printing Bills” option had been selected, a message instructing the 
user to load the Bill Forms in the printer will be displayed.   
 

 
 
The Billing program will wait for the user’s input and will not proceed until one of the buttons on 
the Printing Bills window have been clicked.  If the No button is clicked, Billing Cycle processing 
will continue but Bills will not be printed and the Bill Forms for this Billing Cycle will have to be 
printed from the Bills section of the Billing Reports area of the main GAS MANager program.  If 
the Yes button is clicked, the printing of Bill Forms will begin immediately and the billing process 
will continue.  If the printer is still busy printing reports, it may be necessary to have the Billing 
program wait for a reply until all of the reports have been printed and the Bill Forms have been 
loaded into the printer.    
 
Once the Bill Run is continued beyond the Pre-Billing reports, Customer Accounts will be updated 
and the billing reports will be prepared.   
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Under normal circumstances, the billing log will contain a message stating the Bill Run has 
completed.     
 

 
 
The operator may scroll through the log or view the entire billing log by clicking either the Preview 
or Print button.  This log file can also be reprinted at a later date from the main GAS MANager 
program. 
 
Click the Exit button to close the Bill Run program. 
 
If the Bill Run is aborted for any reason (system error or user intervention) the database must be 
recovered from a backup.  (See Section 12.15) 
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12.3 Consumption Calculation 

 
Before multiplying the volume of gas consumed by the Heat Value to determine the consumption 
in gigajoules, the volume of the consumption must be converted to standard pressure and 
standard temperature. 
 Standard Pressure =  

 an absolute pressure of 101.325 kPa in the International system of units, 

 14.73 psia in the Imperial system of units. 
Standard Temperature =  

 15°C in the International system of units, 

 60°F in the Imperial system of units. 
This is accomplished by using the following formula: 

Metered Difference * Volume Multiplier * Pressure Multiplier * Temperature Multiplier 
 
The result of the above calculation is multiplied by the Heat Value for the tap to determine the 
number of gigajoules of energy consumed.  The number of gigajoules consumed is then 
multiplied by the Profile Multiplier and the Utility Multiplier. 
 
Metered Difference 
Metered Difference = Current Reading – Last Billed Reading 
For Meter Readings after Meter Change,  
 Metered Difference = Reading after Meter Change – Start Reading on New Meter 
 
Volume Multiplier  
To convert cubic feet to cubic meters, the metered difference is multiplied by the constant 
.028316846 (.30483).  This calculation is not applied to metric pressure correcting meters. 
 
Pressure Multiplier (PM) 
For PFMs: 

 PM = (Pressure Gauge + Atmospheric Pressure) / Base Pressure 

 Atmospheric Pressure = 14.73 – (0.0005 x Elevation in Feet) 

 PM is rounded to 3 decimal places as per Measurement Canada instructions. 
For Pressure Correcting Meters: 

 PM = Pressure Absolute / Base Pressure 
Base Pressure = 14.69594901 
 
Temperature Multiplier  
(459.67 + 59) / (459.67 + T) 
T= 60°F for Imperial meters or 59°F for Metric meters  ((15°C * 9/5) + 32 = 59°F). 
Metric Meters = 1, Imperial Meters = 0.998075701 
 
Heat Value 
The Heat Value multiplier is taken from the Heat Value table for the Tap that the Utility is 
connected to.  The Effective Date of the Heat Value is used to select the proper Heat Value for 
the billing period.  The Heat Value is to be specified in GJs/m3 @ 101.325 kPa @ 15°C. 
 
Profile Multiplier 
The Profile Multiplier can be found on the Account’s Profile (Profile Definition tab). The default 
value is 1. 
 
Utility Multiplier 
The Utility Multiplier is located in the Utility Information and has a default value of 1. 
 
A free Consumption Calculator spreadsheet is available for download from the GAS MANager 
page on our website.  This Excel spreadsheet can be used to calculate gas consumption using 
the same formulas and constants as GAS MANager and should provide results that are very 
close to those calculated by the Billing program.  Due to the slight differences in the way that 
Excel performs calculations, the results may not be exactly the same.  This spreadsheet is in 

http://www.customdatacentre.com/download/Consumption%20Calculator.xlsx
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Excel 2007/2010 format. This spreadsheet is also compatible with the OpenOffice suite, which is 
also free.  
 
 

http://www.openoffice.org/


 

 - 199 - 

12.4 Methods Of Auto-Estimation Of Consumption 

 
The method to be used for estimating consumption is specified on the Estimation Settings section 
of the Billing program.  
 

 
 
Multiple estimation methods may be selected and the methods appear in the order that the Billing 
program will try to use them when estimating consumption for an Account.  If the first selected 
method cannot be used due to a lack of information, then the Billing program will attempt to use 
the next selected method.  This process is repeated until all of the available Estimation Methods 
have been exhausted.  If all of the selected methods fail to produce an estimate, the Billing 
program will look to the Account’s Profile for the Default Estimated Consumption value. 
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To setup an Account as Auto-Estimate: 

 Select Yes in the Auto-Estimate field on the Account tab of the Customer / Account 
Information screen and save the change.  

 Open the Profile for the Account, and switch to the Charges / Fees / Estimation tab. 

 Estimation Charges are optional but if they are used, a Transaction Type must be 
assigned for use by the Billing program.  

 It is recommended that a Default Estimated Consumption be specified (in billing units) in 
the Profile. If an estimate cannot be calculated for an Account using any other method, 
the billing program will use the Default Estimated Consumption. Otherwise, the Account 
will not receive a consumption estimate.  This value should be adjusted to reflect the 
current season in order to produce a more reasonable consumption estimate. 

 A Consecutive Estimate Limit value is optional.  This value is used to produce a report 
that identifies those Accounts that have exceeded the allowable number of consecutive 
estimates.  

 
Using Heating Factors and Heating Degree Days. 
For this method to be used, the Daily Average Temperature must be entered for every day within 
the Billing Period. 

 Daily Average Temperature history must also have been recorded for at least the past 2 
months.  This will calculate the Heating Factor using only the most recent consumption 
data. 

 If the option to calculate Heating Factors based on 12 months of history has been 
selected in the Estimation section on the Additional Settings tab of the Billing program, 
then 12 months of Daily Average Temperature history is required.  This will calculate the 
Heating Factor based on the consumption history of the prior 12 months.  If this 
information is unavailable, you may optionally provide the total Heating Degree Days for 
a prior 12-month period.  

Regardless of the alternative chosen, the Heating Degree Days method of estimation depends on 
an accurate Heating Factor and an accurate Heating Factor cannot be calculated until 2 accurate 
actual readings have been processed.  Inaccurate meter readings lead to incorrect Heating 
Factors, which in turn lead to inaccurate consumption estimates. 
 
New service locations which have not yet accumulated a sufficient consumption history can still 
be estimated using this method if a value has been specified in the Estimated Annual 
Consumption field on the Utility screen and a value has been provided in the Annual Heating 
Degree Days field in the Additional Settings area of the Billing program. 

 
Using an Average of the Prior Years Consumption. 
For this method to be used, one year of consumption history must be present. 
 
Using Monthly Percentage of Annual Consumption. 
For this method to be used, 

1. One year of consumption history must be present.   
2. A percentage of annual consumption must be attributed to each month of the year.   

 
This estimation method examines the consumption history to calculate the annual consumption.  
To do this, the Billing program subtracts 13 months from the current billing period. 

If the Billing program is trying to estimate consumption for gas consumed in January of 
2007, the accumulation of an annual consumption amount begins with the January 2006 
consumption history record and continues through the December 2006 consumption 
history record. In most cases, the billing of gas consumed in January 2007 will take place 
in February 2007, hence the requirement for a consumption history record dated 13 
months ago. 

The Billing program then works its way through the consumption history records to find 12 
consumption records.  Should this search of the consumption history fail to produce 12 records, 
this method of estimation fails.  The most common situations that can cause the method of 
estimation to fail are: 

 A disconnection has taken place during the 13 month period described above. 
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 A change in the regular billing dates has taken place during the 13 month period 
described above.  For example, advancing the date that appears on the consumption 
history records from the 15th day to the last day of the month will cause the first 
consumption history record to be missed.  This occurs because the Billing program will 
be expecting the first consumption history record to be dated on the last day of the 
month.  Because the first consumption history record that should be used falls prior to 
the starting date of the search, the program is not able to find 12 consumption history 
records.  

 
New service locations which have not yet accumulated a sufficient consumption history can still 
be estimated using this method if a value has been specified in the Estimated Annual 
Consumption field in the Utility Information.  
 
Using Last Month’s Consumption. 
For this method to be used, the prior month’s consumption history must be present. 
 
Default Estimated Consumption from Profile. 
There is no select option for this estimation method as it is always the estimation method of last 
resort. 
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12.5 Estimated Consumption Calculation 

 
Using Heating Degree Days (HDD) and Heat Factor 
 Estimated Consumption = Accumulated HDD * Heat Factor 
 
 Accumulated Heating Degree Days 
  For each day in the billing period: 
   If Average Daily Temperature does not exceed 18 
    Then Daily HDD = 0 
    Else Daily HDD = 18 – Average Daily Temperature 
   Add Daily HDD to Accumulated HDD 
 
 Heat Factor 
  If the Utility has an Actual Meter Reading,  
   Determine the Consumption for the Period 
   Heat Factor = Consumption / Accumulated HDD 
   If Heat Factor is less than zero then use the last Heat Factor 

If the current reading is a computer-generated estimate, the heat factor is based 
on the last 2 actual readings.  If the current reading is an actual reading 
(customer or co-op), the heat factor is based on the current reading and the prior 
actual reading.  If either of these conditions is not met, the previous heat factor (if 
one exists) is brought forward as the new heat factor. 

 
Using an average of the Prior Years Consumption 
 Estimated Consumption =  
  ((Prior Year, Same Month) + (Prior Year, Prior Month)  
  + (Prior Year, Next Month)) / 3 
 
Using Monthly Percentage of Annual Consumption 
 Estimated Consumption = Annual Consumption * (Monthly Percentage / 100) 
 
Using Last Months Consumption 
 Estimated Consumption = Prior Month Consumption 
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12.6 Idle Riser Charges 

 
In addition to defining an Idle Riser Charge in the Profile, the following settings will determine 
whether, or not, an Idle Riser Charge will be applied to an Account during the BillRun. 
 

 
 
GAS MANager now provides the ability to apply Idle Riser Charges in the same manner that 
Operating Charges can be applied.   
 
If Account becomes Connected or Disconnected during the billing period, the Idle Riser Charge 
will be applied, or ignored, based on the status of the Connect Date and Disconnect Date check-
boxes in the Charges Settings window of the billing program.   
 
The full amount of the Idle Riser Charge can be applied or the Idle Riser Charge may be prorated 
based on the number of days that the Account was disconnected during the billing period.     
 
The above settings can be accessed from the Charge Settings section of the BillRun program. 
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12.7 Security Deposit Interest 

 
Security Deposit Interest = Deposit Paid *  
 (Interest Rate * (Date Difference between Prior and Current Billing Dates))/365) / 100 
 
Interest on Security Deposits is calculated, and accrued, for each affected account by the Billing 
program.  The Interest Rate and Security Deposit Interest Transaction Type are taken from the 
Security Deposit section of the Profile Information of the Profile to which the account belongs. 
 
A report detailing the Security Deposit Interest that was accrued during each billing cycle is 
prepared by the Billing program. 
 



 

 - 205 - 

12.8 Billing Reports 

 
The Report Settings area of the Billing program is used to control the selection and sort order of 
the reports that are prepared by the Billing program.  Some reports are optional and the user may 
choose not to print these reports.  The optional reports are indicated by the presence of a square 
check-box.  If this check-box is empty, the report will not be produced during the Billing process.  
Some reports are considered mandatory and for audit trail purposes these reports are not shown 
on this window or are shown without the option of de-selection.  If the Preview option is not 
selected, these reports will be sent to the default printer. 
 

 
 
The selection of a Bill Form and the selection of some of the content of the Bill Form can also be 
made from this window.  The Standard Bill Format offers the option of including a Consumption 
History Graph.   
 
The Meter Reading & Payment card portion of the bill form has 3 optional selections: 
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1. Reading Date & Meter Reading – This option should be deselected if you do not accept 
meter readings from customers. 

2. Please Pay… - This line may be hidden if you do not want to include a line that advises 
the customer of the payment amount that will be required if payment is made after the 
due date.  

3. Total Current Charges – This line may be hidden if you would prefer not to advise the 
customer of the value of the charges that were generated in the current billing period.  
This information consumes a detail line and may increase the likelihood of creating a 
multiple-page bill. 

 
Bill forms can be sorted in ascending order using 2 different criteria.  If you receive reduced 
postage rates for sorting your bill forms first by Postal Code and then by P.O. Box number, you 
must take care to record your customer’s addresses in a consistent manner.  For instance, if you 
always record the P.O. Box number on Address Line 1, then you can choose Postal Code as the 
First Sort Order and Address Line 1 as the Second Sort Order.  In addition to consistently 
recording the P.O. Box number in the same field, you must also ensure that addresses are 
recorded in a consistent format.  For example, “Box 460” will be sorted ahead of “P.O. Box 100” 
because the “B” in “Box” will sorted ahead of the “P” in “P.O. Box”. 
 
If the Print Preview option has not been selected, Bill Forms will be sent to the default printer, or 
to the “Bills” printer, if one exists.  A “Bills” printer may be a different physical printer or it can be 
another logical instance of the default printer, with a different printer driver installed.  A "Bills" 
printer can be useful in the event that you experience difficulty in matching the computer 
generated portion of the bill to your pre-printed Bill Form.  Specifying a "Bills" printer allows the 
use of a printer driver that may be better suited to the task of printing bills, without sacrificing any 
of the functionality provided by the original driver in other programs.   
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12.9 Penalty Calculation / Bill Run Log 

 
Each time that a Penalty Calculation or a Bill Run Log is performed, a log file is created.  This log 
file contains the settings and selections that were in effect when the Penalty Calculation or Bill 
Run processes were executed.  The log files also contain a step-by-step summary of the 
processing that was performed, as well as documentation of any error conditions that were 
encountered. 
 
Log files can be an invaluable resource when diagnosing processing problems and they should 
be printed and retained until you are confident that the processing was successful and free of 
errors. 
 
Log files from previous penalty or bill processing can be previewed or printed from the Billing and 
Penalty Logs section of the Billing Reports area in the main GAS MANager program. 
 
The following pages contain an example of a Bill Run Log.  The actual contents of your log files 
may vary slightly from this example depending on the billing options that you have selected. 
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12.10 Heat Values & Heat Value Maintenance 

 
For each Tap, the Heat Value and its Effective Date are entered into the Heat Values table.  The 
billing process requires Heat Values for each Tap with an Effective Date that is within 28 days of 
the billing date. 
 
Fields: 
 

Tap Number  A number between 1 and 255 that identifies the tap. 

Effective Date  The date on which the Heat Value should be used for billing purposes. 

Heat Value  The Heat Value for the Tap expressed in MJ/M3. 
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To enter a new Heat Value, click on the first row of the grid.  This row contains the phrase “Click 
here to add a new row”.  Enter the new Heat Values with their Tap Numbers and Effective Dates 
and press the Enter key as each row is completed.  New Heat Values will be saved at the bottom 
of the grid display but will be sorted into sequence by Tap Number and Effective Date the next 
time that the Heat Values grid is opened.  Enter additional Heat Values as necessary.  The grid 
contents are saved automatically. 
 
If a Heat Value is entered for Tap and Effective Date combination that already exists in the grid, a 
message like the following example will be shown and the new value will be discarded. 
 

 
 
By default, the Heat Values grid will display all of the Heat Values that are in the database.  
However, sometimes it is advantageous to restrict the grid display to show only some of the 
recorded Heat Values.  This can be done by in three ways: 

1. Specifying a Starting At date will cause GAS MANager to show only those Heat Values 
with an Effective Date that is equal to, or greater than, the Starting At date. 

2. Select a Tap from the drop-down list of Taps causes the grid to display only those Heat 
Values that are associated with the selected tap. 

3. Use both the Tap selection and Starting At features together to focus the grid display on 
only those Heat Values that are of interest. 

 
If a mid-period Heat Value change is detected, consumption will be pro-rated in the same manner 
that it would if a mid-period Charge Rate change was detected.  In order to avoid creating 
consumption pro-ration records for Heat Values, the Effective Date for Heat Values should the 
first day in the billing period. 
 
With the passage of time, the Heat Values table will accumulate historical data.  The Billing 
program will automatically remove older Heat Values based on the Purge Settings that are 
defined in the Billing and Penalty Calculation program.   
 
A more convenient way to record new Heat Values is to use the Heat Values Maintenance tool. 
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To use this tool, simply enter the Effective Date of the new Heat Value and then enter the new 
Heat Value next to the appropriate Tap Number.  When all of the Heat Value for the Effective 
Date have been recorded, click the Save button. 
 
If any of the taps shown in the grid will not be receiving a new Heat Value, you must delete the 
tap from the grid by clicking on the Tap Number and then using the Delete button to remove the 
row from the grid. 
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12.11 Daily Average Temperature 

 
The recording of Daily Average Temperatures is required if the Heating Degree Days method is 
to be used when estimating consumption.  The average temperature can be calculated by 
averaging the high and low temperatures for the day.  This value will be used by the billing 
program to calculate the Heating Degree Days for the billing period which in turn will be used to 
estimate consumption. 
 
The Daily Average Temperature calendar can be accessed from the Billing section of the main 
GAS MANager program window.  If the calendar does not show the desired date, click the Go To 
button and enter the desired date. 
 
When the calendar display shows the desired starting date for the recording of Daily Average 
Temperatures, double-click on the first date for which a temperature is to be recorded to open the 
temperature input window. 
 

 
 
Enter the Average Temperature for the date shown in the window.  Press Enter to calculate the 
Heating Degree Days for the date.  Heating Degree Days are calculated using the following 
formula:  
 
 If Daily Average Temperature exceeds 18°C 
  Then  
   Daily Heating Degree Days = 0 
  Else  
   Daily Heating Degree Days = 18°C – Daily Average Temperature 
 
Press Enter to save the Average Temperature and advance the Date by 1 day.  Repeat this 
procedure until of the available temperatures have been recorded. 
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The Preview and Print buttons can be used to produce a report showing the Daily Average 
Temperatures that have been recorded for a user selected date range.  Also shown on this report 
is the Heating Degree Days value that has been calculated from the recorded temperatures. 
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This method of estimation requires that the following conditions be satisfied before it can be used: 

 A Heat Value must be entered for each tap and the Effective Date of each Heat Value 
must be within 28 days of the billing date. 

 A Daily Average Temperature must be recorded for every day within the billing period. 

 The Using Heating Factors and Heating Degree Days method of estimation must be 
selected on the Additional Settings tab of the Billing program. 

 Before this estimation method can be used for an account, the consumption history must 
contain at least two actual readings.  In addition, the Heat Values and Daily Average 
Temperatures for every day between, and including, the dates of these actual meter 
readings must have been recorded in the database.  This information is used to calculate 
a Heating Factor, which in turn is used in the calculation of future consumption estimates.   

If the above conditions cannot be met, the Billing program will look for an alternate method of 
estimation. 
 
A Heating Degree Days comparison report can also be prepared for any date range.  In the 
example below, a report has been prepared for a single year.   
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Calculating the Daily Average Temperature 
The most obvious method of calculating the Daily Average Temperature is to simply add together 
the high and low temperatures for the day and divide the result by 2.  This will provide a Median 
average.   
 
A more accurate method of determining the Daily Average Temperature would be to calculate a 
Mean average temperature.  A Mean average provides a more accurate result because it takes 
more data into consideration.  An example of a Mean Daily Average Temperature calculation can 
be found below. 
 

Time of Day Temperature in °C 
00:00 -7.0 
01:00 -6.0 
02:00 -3.7 
03:00 -3.5 
04:00 -3.5 
05:00 -3.0 
06:00 -3.2 
07:00 -3.3 
08:00 -3.2 
09:00 -1.3 
10:00 1.8 
11:00 4.5 
12:00 7.2 
13:00 8.5 
14:00 10.2 
15:00 11.3 
16:00 10.6 
17:00 7.9 
18:00 6.9 
19:00 5.7 
20:00 4.3 
21:00 3.5 
22:00 2.8 
23:00 2.2 

  
Total 49.7 

  
Mean Daily Average  
Temperature = 

 
49.7 / 24 Hours = 2.07 

 
Data containing the maximum, minimum, and mean temperatures each day, as well as hourly 
temperature readings, for all of the monitoring stations operated by the Meteorological Service of 
Canada is available on Environment Canada’s Climate Data website.  
 http://www.climate.weatheroffice.ec.gc.ca/climateData/canada_e.html 
 

http://www.climate.weatheroffice.ec.gc.ca/climateData/canada_e.html


 

 - 221 - 

 
 
The Daily Average Temperatures tool also provides a calculator that can be used to demonstrate 
the impact of prorating consumption based on Heating-Degree Days.  To use this calculator, click 
the Prorating Comparison button that appears at the bottom of the Daily Average Temperatures 
screen.  On the Prorating Comparison window, provide a date range and consumption amount for 
the selected period and click the Calculate button.   
 
In the example above, the prior meter reading occurred on December 31st and the current meter 
reading was taken on March 31st with a consumption of 60.   
 
The grid shows us that using the Number of Days method of prorating consumption, the 
consumption attributed to January would be 20.2174 and February would be allocated 18.913 
billing units with the remaining 20.2174 billing units being attributed to March consumption. 
 
If the Heating-Degree Days method of prorating was used then January would be 22.1974 and 
February would be allocated 20.2421 billing units and March would be allocated 16.7859 units. 
 
When charge rates are highly variable, such differences in estimated consumption could have a 
profound impact on the customer’s bill, the co-op’s cash flows, and the co-ops attempts to 
measure gas purchases vs. gas sales. 
 

 



 

 - 222 - 

 
The Daily Average Temperatures tool also provides an Estimate Calculator that can be used to 
estimate consumption based on Heating-Degree Days and the Heating Factor that was 
calculated during the last billing for the account.  Click the Estimate Calculator button on the 
Daily Average Temperature window to access this tool. 
 
The Date Range is taken from the Daily Average Temperature window but these dates may be 
changed.   
 
Enter the name or number of the Account that is to be estimated. 
 
Either manually enter the Heat Factor that you wish to use or click the Get Heat Factor button to 
retrieve the Heat Factor that was calculated during the last billing cycle for this Account. 
 
Click the Calculate button to obtain an estimate of consumption for the Account during the period 
selected. 
 
Use the Preview and Print buttons to obtain printed or electronic file copies of the results of the 
calculation. 
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12.12 Charge Rate Maintenance 

 
The Charge Rate Maintenance tool is used to apply updates to the Charge Rate tables that 
appear on each Profile.  While it is possible to open each Profile and edit the Charge Rate tables 
directly, this tool is intended to provide a means of applying Charge Rate changes in a more 
efficient manner. 
 
If the Charge Rates for the current period are the same as those for the prior period, there is no 
requirement to perform Charge Rate Maintenance.  The Billing process works backwards from 
the current billing date until it finds a Charge Rate.  It is not necessary to enter Charge Rates for 
each billing cycle unless it has been decided that a change in the Charge Rates is required. 
 
Charge Rate Maintenance can be accessed from the main GAS MANager program window. 
 

 
 
Begin the Charge Rate Maintenance task by providing the Effective Date of the new Charge 
Rates.  The user should then populate grid with a line for each unique combination of Profile, 
Charge Rates, and Consumption Limit.  It is only necessary to provide Charge Rates for those 
Profiles where a rate change is being implemented.  Providing an Effective Date for which Charge 
Rates have already been recorded will cause the previously recorded rate to appear in the grid.    
 
Charge Rate Maintenance has an option to automatically repeat a charge rate from the 1st Profile 
row, down the column to all other Profiles.  To use this feature, click the Repeat Rate check box 
before entering a rate on the first row of the grid.  Moving off of the cell just edited causes the rate 
to be repeated down the column.  Only rates that are currently set to zero will be set using this 
method. 
 
If any of the Charge Rates on a Profile do not have an associated Transaction Type, the 
matching column in the grid will be disabled for editing purposes. 
 
If it is necessary to add a new Charge Rate with a different Consumption Limit, select the Profile 
that is to receive the new Charge Rate from the list of Profiles and click the Add button.  This will 
add a line to the grid where the new Charge Rates can be recorded. 
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Click the Save button to record the contents of the Charge Rate Maintenance grid in the Charge 
Rate table for each of the Profiles shown in the grid. 
 
If a Profile already has a Charge Rate table entry for the Effective Date provided, the existing 
Charge Rates will be overwritten. 
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12.13 How To Deal With Problem Accounts On Billing Day 

 
Sometimes it is necessary to complete a billing run even though you know that one or more 
accounts will be billed incorrectly if you proceed with the billing routine.  This situation may result 
from the fact that you want to send out bills in order to provide time for customers to pay, and to 
ensure that meters are read at the proper time.  Sometimes these problem accounts cannot be 
dealt with immediately because you require additional information or assistance from another 
person. 
 
At such times, it is easy to make the decision to proceed with the billing and deal with the problem 
accounts later.  However, the best course of action is to move the problem accounts to a 
temporary billing cycle before proceeding with the billing.  This will allow you to bill the majority of 
your accounts and provide those customers with a bill and meter reading card at the appropriate 
time. 
 
Once the problem accounts have been corrected, perform a billing using the temporary billing 
cycle.  When the billing for the temporary cycle has been completed, reassign the corrected 
accounts to their usual billing cycle.  Using this method, the problem accounts can be processed 
using the same billing dates as were used for the cycle to which these accounts normally belong.   
 
While it may be tempting to process the bills for problem accounts along with the rest of the 
accounts in the regular billing cycle, this can result in confusion for your customer and for co-op 
staff.  The above method will also ensure that both the consumption history and transaction 
history contain accurate information without the confusion created by adjusting transactions.  This 
method might even reduce the likelihood that you will need assistance from Custom Data Centre. 
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12.14 Correcting Billing Errors Caused By Incorrect Meter Readings 

 
Sometimes a billing error due to an incorrect meter reading goes unnoticed until after the bills 
have been printed.  The three methods of dealing with this situation have been described below.  
The selection of the method to be used will depend on the severity of the error, the nature of the 
customer whose bill contains the error, and whether or not the erroneous bill has been mailed to 
the customer. 
 
Method 1 relies on the goodwill of the customer to permit the error to be corrected on the next 
bill. 

1. Inform the customer of the billing error and make any necessary arrangements regarding 
payment. 

2. Enter the correct meter reading for the account for processing during the next billing 
period. 

 
Method 2 can be used if the erroneous bill has not been sent to the customer.  While it relies on 
a complete re-run of the billing cycle, this method might be preferred if: 

 The billing error is significant and/or the customer is likely to complain. 

 There are several accounts with erroneous bills. 

 The Alberta Government Natural Gas Rebate Program is in effect and the billing error will 
require rebate adjustments to be made. 

Follow the steps described below if this method is deemed to be the best course of action. 
1. Restore the pre-billing backup. 
2. Enter the correct meter reading as a Co-op reading.  If the incorrect meter reading was 

also a co-op reading, enter the corrected reading with a reading date that is equal to, or 
greater than, the date of the incorrect meter reading. 

3. Re-run the billing cycle. 
4. Print the billing reports but do not print the bills. 
5. When the billing process has completed, perform a new post-billing backup. 
6. The corrected bill for the affected account can then be printed from the Bills section in the 

Billing area of the main GAS MANager program. 
7. Perform a new post-billing backup. 

 
Method 3 may be preferred if only a small number of accounts are affected.  This method is 
suitable if the bills have not been sent to the customer, or if the customer can be advised to 
destroy the erroneous bill and accept a corrected bill in its place. 

1. Change the A/R Account(s) to an alternate Billing Cycle. 
2. Enter the correct reading as a Co-op reading.  If the incorrect meter reading was also a 

co-op reading, enter the corrected reading with a reading date that is equal to, or greater 
than, the date of the incorrect meter reading.  

3. Run the Billing program for the alternate billing cycle, using the same billing dates as the 
original bill run. The bill will show the consumption calculation for the corrected reading. 

4. When the bill processing has completed, return the affected A/R Account(s) to their 
original Billing Cycle. 

5. Perform a new post-billing backup. 
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12.15 Recovering A Database After A Penalty Calculation or Bill Run Crash 

 
GAS MANager does not perform its own backup during the Penalty Calculation or Bill Run 
procedures.   
 
Refer to the GAS MANager Backup Guide for detailed instructions on the restoring of your GAS 
MANager database. 
 
A pre-penalty, post-penalty, pre-billing, and post-billing backup that is stored offsite should be an 
important part of your overall backup strategy.   
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12.16 Out of Cycle Bills 

 
GAS MANager provides for the preparation of out of cycle bills.  This can be of assistance in the 
timely provision of final bills for disconnected accounts. 
 
In order for an account to be eligible for processing as an out of cycle bill, the following criteria 
must be satisfied: 

 The account must have a Disconnect Date that is more recent than the Last Billed Date. 

 The account must not have been, or must no longer be, on a Budget Billing plan. 

 Any applicable Security Deposit and Interest should have been applied to the account. 

 The account must belong to a profile that does not have an Idle Riser Charge defined. 
o This is necessary because if the account remains on a profile that has an Idle 

Riser Charge, this charge will be applied to the account during the next bill run 
for the cycle.  For example, if the Last Billed Date is August 31st and the account 
is processed as an out of cycle bill on September 15th, the regular bill run on 
September 30th will cause an Idle Riser Charge to be applied.  In most cases, 
this is an undesirable outcome.  

 
To prepare an out of cycle bill, open the Bill Run program and click on the Out of Cycle Bill Run 
button. 
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Complete the Current Billing, Due On, and G/L End date fields.  Notice that these dates default to 
today’s date but these dates may be changed if necessary.  The G/L End Date must be after the 
Prior Billing Date. 
 
Click the Select Accounts button to proceed. 
 
If no accounts have been found that meet the criteria for Out-of-Cycle billing, a message like the 
following example will be shown. 
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If there are accounts that meet the criteria for Out-Of-Cycle billing, a window like the following 
example will be displayed. 
 

 
 

Select the account(s) to be billed from the list of accounts that are eligible to be billed and then 
click the Perform Billing button. 
 
The program will move the selected accounts to a special billing cycle, process the eligible 
accounts, and then return the selected accounts back to their original billing cycle. 
 
The steps required to prepare Out-Of-Cycle bills is identical to the steps performed during a 
normal billing cycle.  Click the PreBilling button to perform the pre-billing check and prepare the 
pre-billing reports and then click the Billing button to proceed with the billing process. 
 
Be sure to retain the reports that are produced during the billing process as the information that 
appears on these reports will not appear on the reports that are produced during the next regular 
bill run for the selected cycle.  
 
The ability to prepare Out of Cycle bills would be less appealing if the GAS MANager Bill Run 
program performed all of the usual housekeeping duties on the database.  For this reason, a 
selection has been added to the Purge Settings area of the Bill Run program for the purpose of 
selecting the billing cycle during which the purge processing should be performed.  By default, 
billing cycle 001 is selected but you are free to perform the purge process during any billing cycle.  
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Chapter 13 - Printing Reports 
 
Most GAS MANager reports can be printed for all records or for a selected group of records.  If 
multiple fields are given in the record selection area, provide the minimum amount of information 
that will return the desired group of records.  For example, the re-printing of Gas Bills allows 
selection by Name, Account, and Postal Code, but to reprint a specific bill, only the Account 
number is required. 
 
After completing the record selection criteria for the desired report: 

 Click the Print button to send the report to the default printer.   

 Click the Preview button to display the report on the screen.  Once previewed, the report 
may be: 

o Printed to any installed printer. 
o Searched for specific content. 
o Exported in any of several file formats. 

 The last section of this chapter deals with the exporting of previewed 
reports. 
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13.1 Account Reports 
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Section/Report Title Report Description Selection Criteria 

Accounts by Account Number 

Accounts by Account Number List of accounts in Account Number order. Account Number Range 

Accounts by Billing Cycle 

Accounts by Billing Cycle List of accounts by Billing Cycle. Billing Cycle 

Accounts by Billing Output   

Accounts by Billing Output Accounts by Billing Output Method Billing Cycle, Profile, 
Billing Output Method 

Accounts By Customer Type 
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Section/Report Title Report Description Selection Criteria 

Accounts By Customer Type List of accounts by Customer Type. Customer Type 

Accounts by Payment Type 

Accounts by Payment Type List of accounts by Preferred Payment 
Method. 

Sort by Account number 
or Customer Name with 
option to show the 
Customer’s banking 
information. 
Report may be produced 
as an Excel Spreadsheet. 

Accounts by Profile 

Accounts by Profile List of accounts by Profile. Profile 

Inactive Accounts 

Inactive Accounts List of inactive accounts. Inactive Since Date 

Other Account Reports 

Autoestimated Accounts List of accounts with Auto-Estimate flag 
enabled. 

 

Non-Autoestimated Accounts List of accounts with Auto-Estimate flag 
disabled. 

 

Special Invoice Accounts List List of accounts with Special Invoice flag 
enabled. 

 

EBilling Accounts List of accounts with EBill flag enabled.  

Co-op Summary Summary of customers and accounts by 
Status, Profile and Tap.  

 

Accounts not on any Walk List of accounts where the connected 
utility is not a member of any Walks.  

 

Accounts without Meters List of accounts not associated with a 
Meter. 
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13.2 Customer Reports 
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Section/Report Title Report Description Selection Criteria 

Customer Selection 

 The selection criteria in this section apply to 
the reports in the other sections of this 
program window. 

Name, City, Postal Code, 
Account Number range, Tap 
Number range, Include 
Disconnected Accounts (Y/N), 
Customer Status 

Customer List 

Customer List List of customers. Sort by Customer Name or 
Postal Code. 
Output format. 
Folder for Excel spreadsheet. 

Membership List 

Membership List List of customers who are co-op members. Membership Date range. 
Respect Privacy (Y/N). 
Active/Closed/All Members. 
Show Municipal Address (Y/N). 
Folder for Excel spreadsheet. 

Other Customer Reports 

Phone List Phone list.  

Landlord List List of Landlords with their renter’s 
accounts. 

 

Renters List List of accounts held by renters.  

Address with Account 
Numbers 

Mailing labels for Avery 5161 4 x 1.  

 
 
The Customer List and Membership List may be exported directly to an Excel file in XLSX format.  
If the computer where the report is being prepared does not have Microsoft Excel 2007 or 
Microsoft Office 2007 installed, then you may need to install the Office 2007 System Data 
Connectivity Components prior to exporting these reports in Excel format.  This software is 
provided on the GAS MANager DVD (Optional Office\AccessDatabaseEngine.exe).   
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13.3 Account Lists 
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Section/Report Title Report Description Selection Criteria 

Budget List 

Budget List List of accounts showing Budget Billing 
information. 

Start and End Date Range 
Budget Amount Range 

Connect List 

Connect List List of accounts by Connection Date. Connection Date Range 

Disconnect List 

Disconnect List List of accounts by Disconnect Date. Disconnect Reason 
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Section/Report Title Report Description Selection Criteria 

Connection Date Range 

Line Rates List 

Line Rates List List of Accounts by Profile with Line 
Lengths defined on the Utility where the 
Line Length has been flagged as billable. 

Profile Range, 
Show Phone Numbers 

Profile List 

Profile List Summary list of Profiles with Charge 
Rates and Fixed Charges.   

All Profiles or Active Profiles or 
Inactive Profiles or Single Profile, 
Date Range for Charge Rates 

Security Deposit List 

Security Deposit List List of accounts showing Deposit Amount 
and Accrued Interest. 

Account, Name, Security Deposit 
Paid, Sort by Customer or 
Account Number. 
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13.4 Meter Reports 
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Section/Report Title Report Description Selection Criteria 

Meter Report Options 

 The selection criteria in this section 
apply to the reports in the other 
sections of this program window. 

Include Constructions Date, 
Itron Settings, Phone Numbers, 
Transponder Number, GPS Co-
ordinates, Municipal Address, 
SubDivision, ByPass, Utility 
Number, Utility Description, PFM 
Inspection Date. 
Folder for Excel spreadsheet. 

Meter List, In-Service Meters, Meters not Installed 

Meter List List of all meters. Meter Number Range. 
Specific Manufacturer or All. 
Specific Model or All. 
Specific Tap or All. 
Specific Number of Digits or All. 
Bypass selection. 
Anode selection. 
Sort Order. 

In-Service Meters List of meters that are in service. 

Meters not Installed List of meters that are not in service. 

Billing Meters List of meters that are used for billing 
purposes. (Additional Devices 
excluded.) 

Additional Devices List of meters that are installed as 
Additional Devices only. 

Meters by Inspection Date, by Seal Expiry Date or by PFM Inspection Date 

Meters by Inspection Date List of meters by Inspection Date. Meter List or Contact List. 
Meters only, Instruments Only, 
or Both. 
Date Range. 
Specific Tap or all Taps. 
Show only meters with a 
transponder. 
Bypass selection. 
Anode selection. 
Sort Order. 

Meters by Seal Expiry Date List of meters by Seal Expiry Date. 

Meters by PFM Inspection 
Date 

List of meters by PFM Inspection Date. 

Meter Inventory List 

Meter Inventory List For use with GAS MANager Task 
Organizer 

Specific Manufacturer or All. 
Specific Model or All. 
 

 
The above reports may be exported directly to an Excel file XLSX format.  If the computer where 
these reports are being prepared does not have Microsoft Excel 2007 or Microsoft Office 2007 
installed, then you will need to install the Office 2007 System Data Connectivity Components prior 
to exporting these reports in Excel format.  This software is provided on the GAS MANager DVD 
(Optional Office\AccessDatabaseEngine.exe).   
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13.5 Utility Reports 
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Section/Report Title Report Description Selection Criteria 

Inactive Utility 

Inactive Utilities List of inactive utilities. Inactive Since Date 

BTU Load 

BTU Load Total BTU load with tap totals and 
optional trunk and branch totaling. 
Sort by Tap or Date Taken. 

Tap Range. 
Show Trunk, Trunk Range. 
Show Branch, Branch Range. 
Show Phone Numbers. 

Line Lengths 

Line Lengths In Tap order, a list of Utilities with a Line 
Length defined. 

Tap Range. 
Show Phone Numbers. 

PFM Inspection Date 

 List PFMs with an Inspection Date that 
falls within the specified date range. 

Date Range. 

PFM Lists 

All PFMs by Tap Distribution of PFMs by tap. Specific PFM Set or All. 

PFMs by Tap with Details Detailed information about PFMs by tap 
with details. 

Specific PFM Set or All. 
Specific Tap or All. 

PFMs by Profile List of PFMs by Profile. Specific PFM Set or All. 
Specific Profile or All. 

Pressure Correcting Lists 

All Pressure Correcting by 
Tap 

Distribution of Pressure Correcting 
meters by tap. 

Specific Pressure or All. 

Pressure Correcting by 
Tap with Details 

Detailed information about Pressure 
Correcting meters by tap with details. 

Specific Pressure or All. 
Specific Tap or All. 

Pressure Correcting by 
Profile 

List of Pressure Correcting meters by 
Profile. 

Specific Pressure or All. 
Specific Profile or All. 

Regulator List 

Regulator List List of regulators. 
Sorted by Make, Model, Tap or Tap, 
Make, Model. 

Tap Number Range. 
Restrict to specific combination 
of Make and Model. 

Riser List 

Riser List List of risers with tap, trunk, branch and 
utility numbers. 

Riser Number Range. 

Riser Reads   

Riser Reads List of Riser Reads. Date Taken Range. 
Anode Read Range. 
Steel Read Range. 
Anode and Steel Read Range. 

Tap List 

Tap List List of utilities and accounts sorted by 
tap. 

Tap Number Range. 
Secondary sort order. 

Utility by Location 

Utility by Location. List of utilities by location. Specific Legal location or All. 
Specific SubDivision or All. 

Utility List 

Utility List List of utilities. Utility Number Range. 

Utility Service Information 

Utility Service Information Utility Service Information. Utility Number Range. 

Other Utility Reports 

Utilities Not Connected To 
An Account 

List of utilities not associated with an 
account. 

 

Utilities Without a Billing 
Meter 

List of utilities without a meter.  
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13.6 Consumption Reports 
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Section/Report Title Report Description Selection Criteria 

Annual Consumption 

Annual Consumption Number of utilities in each tap with 
annual consumption under/over 1000 
billing units, grouped in increments of 
100 billing units. 

Calendar Year 

Branch Line Totals 

Branch Line Totals Consumption totals by tap with trunk line 
and branch line sub-totals. 

Tap Number Range. 
Reading Date Range. 
Billing Units or Metered Units. 
Show/Hide Trunk & Branch. 

Consumption Break-downs 

Reading Code Break-down Number of meter readings for each 
reading code. 

Tap Number Range. 
Reading Date Range. 

Tap Volume Break-down Analysis of consumption by tap and 
reading code. 

Tap Number Range. 
Reading Date Range. 

Consumption by Profile 

Consumption By Profile 
(Detailed) 

Billed consumption for members of 
selected Profile with consumption details 
for each account. 

Reading Date Range. 
Specific Profile or All. 

Consumption By Profile 
(Summary) 

Billed consumption totals for selected 
Profile. 

Reading Date Range. 
Specific Profile or All. 

Consumption by Tap 

Consumption by Tap Billed consumption for utilities on 
selected Tap. 

Tap Number Range. 
Reading Date Range. 
Show/Hide Trunk & Branch. 

Consumption Summary 

Consumption Summary 
(Meter Difference) 

Consumption totals shown in metered 
units with tap, trunk line and branch line 
sub-totals. 

Report on Sales Figures or 
Non-Sales Figures. 
Tap Number Range.  
Reading Date Range. 
Show/Hide Trunk and Branch. 

Consumption Summary 
(Billed Units) 

Patronage Reports 

Patronage Report (Non-
Renting Accounts Only) 

Metered and billed consumption for non-
renters 

Reading Date Range. 
Specific Profile or All. 

Patronage Report 
(Members Only) 

Metered and billed consumption for co-
op members’ accounts only. 

Reading Date Range. 
Specific Profile or All. 

Purchases vs Sales Totals 

Purchases vs Sales Totals Analysis of gas purchases vs gas sales 
with monthly & YTD differences and 
sales as a percentage of purchases. 

Date Range. 

Top Consumers by Tap 

Top Consumers by Tap Billed consumption for highest 
consuming utilities with monthly totals. 

Tap Number Range. 
Reading Date Range. 
Billing Units or Metered Units. 
Number of Utilities to include. 
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13.7 Field Sheets 

 

 
 

Report Title Report Description Selection Criteria 

Meter Change These work order forms may 
be prepared and then made 
available to field staff for 
completion. 

Tap. 
Walk. 
PFM & Tap. 
   (Leave Tap blank for All) 
Pressure Correcting & Tap. 
   (Leave Tap blank for All) 
Inspection Date. 
Seal Expiry Date. 
Account Number. 

Work Order 

PFM Field Sheet 

PFM Field Test 

 
Each of these reports is prepared as a spreadsheet in XLSM or XLSX (Excel 2007-2010) format.   
 
When selecting by Tap, Walk, Inspection Date or Seal Expiry Date the File Name field is left 
blank as a different file with a unique name will be created for each Account in the Tap/Walk. 
 
When selecting by Account, enter an Account Number and then press Enter to populate the form 
with data from the selected account and the corresponding Utility and Meter records.  To create a 
blank form, leave the Account Number field empty.  Specify a different file name for each 
spreadsheet as the program will overwrite any existing file with same name. 
 
The File Location field allows the user to specify where the spreadsheet file is to be saved.   
 

 



 

 - 257 - 

13.8 Worksheets 
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Instead of previewing these worksheets on the display or sending them to a printer, click the 
Create button to send the selected worksheet to an Excel file. 
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Section/Report Title Report Description Selection Criteria 

Account Options 

 The selection criteria in this section 
apply to the reports in the other 
sections of this program window. 

Show either Last Billed or Last 
Actual reading. 
Show only Accounts without a 
pending reading.  
Show only Accounts that met or 
exceeded the maximum number of 
allowable estimates. 
Show Accounts without a pending 
reading and have met or exceeded 
the maximum number of allowable 
estimates. 
Include Consecutive Estimates for 
selected prior billing. 
Landscape or Portrait orientation.  

Preview/Print Options 

 The selection criteria in this section 
apply to the reports in the other 
sections of this program window. 

Landscape or Portrait orientation.  
Show Elevation.  
Show GPS Co-ordinates. 
Show Municipal Address.  
Show Transponder Number. 
Show Notes Area. 
Show Email Address. 
Show Utility Description. 
Show PFM Inspection Date. 
Show Anode information. 
Show ByPass. 
Show BTU Load. 
Show Regulator information. 
Show Riser Reads. 

Spreadsheet Options 

 The selection criteria in this section 
apply to the reports in the other 
sections of this program window. 

Location of Excel file. 
Name of Excel file. 

Tap Reading Worksheets and/or Tap Emergency Response Sheet 

Tap Reading Worksheets Meter Reading Worksheet by Tap. 
Emergency Response Sheet by 
Tap. 

Specific Tap or All. 
Legal Location, Customer Name or 
Utility Number sequence. 

Walk Reading Worksheets and/or Walk Emergency Response Sheet 

Walk Reading Worksheets Meter Reading Worksheet by Walk 
name & Sequence #. 
Emergency Response Sheet by 
Walk name & Sequence #. 

Specific Walk or All. 
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13.9 Readings Reports 

 
The reports available here can be used to help reduce the likelihood of an erroneous bill being 
produced and streamline the billing process by identify and correcting problem accounts prior to 
running the billing program.  
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Section/Report Title Report Description Selection Criteria 

Billing Cycle 

 The selection criteria in this section apply to the 
reports in the other sections of this program 
window. 

Billing Cycle. 

Accounts by Last Billed Reading Date 

Accounts by Last 
Billed Reading Date 

Account listing by last billed reading date.  

Month Limit Exceeded List 

Month Limit Exceeded 
List 

List of accounts where the last billed reading 
date is older than the number of months 
specified in the program configuration. 

Current Billing Date. 

No Last Billed Reading Date 

No Last Billed 
Reading Date 

Account without a last billed reading date  

No Meter Reading Date 

No Meter Reading 
Date 

List of all accounts that do not have a meter 
reading waiting for the next Bill Run. 

Current Billing Date. 
Customer Name or Account 
Number sequence. 
Show Phone Numbers. 
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13.10 Billing Reports 

 
The reports presented in this section can be used to reprint reports that are normally produced 
automatically during the billing process.  These reports allows GAS MANager users to avoid 
committing reports to paper during the billing process and then print the reports at a more 
convenient time using the reports provided here.  
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Section/Report Title Report Description Selection Criteria 

Billing 

 The selection criteria in this section apply to 
the reports in the other sections of this 
program window. 

Billing. 

Bills 

Bills Print Bill(s) from the selected billing with 
option to print bills for all accounts, non-
ebilled accounts only, ebilled accounts only, 
the bill for a specific account, or accounts 
where no billing output method has been 
specified.   
An option to send PDF copies of bills to a 
user-specified folder is also available.  Each 
account will have a PDF copy of their bill 
saved in the specified folder. Each PDF file 
will be named using the account number. 

Bill format. 
Account(s). 
Print logo on bill. 
Print CCIN on bill form. 
Sort order. 
Folder for PDF bills. 

Billing and Penalty Logs 

Billing and Penalty Logs Print the log for the selected Penalty 
Calculation or Billing. 

Date and Billing Cycle. 

Billing Summary and Totals 

Billing Totals Print the Billing Totals for the selected billing. Sort order. 

A/R Summary Print the A/R Summary for the selected 
billing. 

Sort order. 

Budget Account Balance 

Budget Account Balance List of budget billing accounts with the pre-
billing balance of the equalization account, 
the sum of equalization transactions from the 
billing, and the post-billing balance of the 
equalization account. 

Sort by account number or 
by customer name. 

Budget Recalculation List 

Budget Recalculation List List of all accounts that have had their budget 
billing amounts recalculated by the Bill Run 
program. 

Sort in account number 
sequence or in the same 
sequence as the bills. 
Show Customer Address. 

Consecutive Estimates Warning 

Consecutive Estimates 
Warning 

Print Consecutive Estimates Warnings report 
for the selected billing. 

Sort in tap/account number 
sequence, account number 
sequence or in the same 
sequence as the bills. 
Show Customer Address. 

Estimated Consumption 

Estimated Consumption Print Consumption Estimates report for the 
selected billing. 

 

Meter Volume 

Meter Volume Print the Meter Volume report for the 
selected billing. 

Select to report on Sales 
Figures or Non-Sales 
Figures.  

Security Deposit Interest 

Security Deposit Interest Print the Security Deposit Interest 
transactions that were calculated and 
recorded during the selected billing. 

 

Tap Volume 

Tap Volume Print Tap Volume Summary from the 
selected billing. 

Select to report on Sales 
Figures or Non-Sales 
Figures.  
Report or Pie Chart. 
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13.11 Transactions Reports 
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Section/Report Title Report Description Selection Criteria 

Adjustment Invoices 

Consumption Adjustment Invoices Details of consumption adjustments 
made using the Consumption 
Adjustment invoice tool. 

Account Number Range. 
Date Range. 

Rebate Adjustment Invoices Listing of Alberta Gov’t Natural Gas 
Rebate Program adjusting invoices. 

Account Number Range. 
Date Range. 

All Transactions 

All Transactions Combined list of current and 
reconciled transactions with details. 

Account Number. 
Date Range. 
Show Detail Lines. 

Invoices and Payments 

Invoices List of invoices. Invoice Number Range. 
Transaction Date Range. 
Show Reconciled 
Transactions. 

Payments List of payments received. Invoice Number Range. 
Transaction Date Range. 
Show Reconciled 
Transactions. 

Transaction Reconciling 

Transaction Reconciling List of all un-reconciled 
transactions. 

Profile. 
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13.12 Statements 

 

Section/Report Title Report Description Selection Criteria 

Customer Statements 

Customer Statements Consolidated A/R statement for 
customers with multiple accounts. 

Billing. 
Specific Customer or All. 

Energy Use Statements by Account 

Energy Use Statements by Account Statement of consumption by 
account over a specified period of 
time. 

Account Number Range. 
Date Range. 
Customer Status. 
Sort Order. 

Energy Use Statements by Utility 

Energy Use Statements by Utility Statement of consumption by 
Utility over a specified period of 
time. 

Utility Number Range. 
Date Range. 
 

Landlord Statements 

Landlord Statements A consolidated A/R statement for 
landlords.  Message lines may be 
used to add a message that will 
appear on all statements. 

Billing. 
Specific Landlord or All. 

 
All Statements can be previewed, printed, or saved as a PDF file. 
 
All statements can be printed on letterhead paper.  If a logo image (coop.jpg) is available, these 
statements may also be created with the logo image positioned in the top-left corner. 
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13.13 G/L Reports 
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Section/Report Title Report Description Selection Criteria 

Aged A/R – Flows 

Aged A/R – Flows Aged accounts receivable where 
transactions appear in the period 
in which they are dated. 

As Of Date. 
Sort Order. 
Show Phone Numbers. 

Aged A/R – Credits Applied 

Aged A/R – Credits Applied Aged account receivable with 
payments applied against open 
invoices beginning with the oldest. 

As Of Date. 
Age in Days. 
Sort Order. 
Show Phone Numbers. 

Arrears Notices 

Arrears Notices Arrears/Shut-Off list in Arrears 
Notices format. May be saved as 
individual PDF files for emailing. 
Can be restricted to include only 
accounts whose balance falls 
within a user specified range of 
values. 

As Of Date. 
Number of Days Overdue. 
Select specific Profile or 
leave blank for all profiles. 
Sort Order. 
Customer Message.  

Arrears / Shut-off List 

Arrears / Shut-off List Listing of all customers with 
Overdue Transactions (Payments 
applied to oldest invoice first.) 
May be exported to an Excel file 
but this version does not include 
any Landlord, A/R transactions, or 
Customer Email Address. 
Can be restricted to include only 
accounts whose balance falls 
within a user specified range of 
values. 

As Of Date. 
Age in Days. 
Select specific Profile or 
leave blank for all profiles. 
Include, Exclude, or show 
only EBilling Accounts. 
Sort Order. 
Show Landlord for renter 
accounts. 
Include or exclude A/R 
Transactions. 
Show Customer Email 
Address. 
Location for Excel file. 
Name of Excel file. 

G/L Summary 

G/L Summary Transactions by G/L date. 
May be exported to an Excel file. 

Billing Cycle. 
Transaction Type. 
Date Range. 
Show Detail Lines or Show 
Detail Lines with Dates. 
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13.14 Rebate Reports 

 

 
 

Section/Report Title Report Description Selection Criteria 

Accounts by Profile (Alberta Gas Rebate) 

Accounts by Profile  
(Alberta Gas Rebate) 

Listing of accounts containing information 
for Alberta Gov’t Natural Gas Rebate 
Program in Excel format. 

Profile. 
Excel file format. 
Location for Excel file. 

Tap Consumption Totals for Gas Rebates 

Tap Consumption Totals 
for Gas Rebates 
 

Listing of total consumption for each 
account that matches the selection criteria 
with tap totals. 

Tap. 
Reading Date Range. 
All Accounts, Special 
Invoice Accounts Only, 
Accounts on Specific 
Profile, or Accounts in Prior 
Billing. 
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13.15 Carbon Levy Reports 

 

 
 
 

Section/Report Title Report Description Selection Criteria 

Transaction Type Selection 

 The selection criteria in this section 
apply to the reports in the other 
sections of this program window. 

Transaction Types to be 
included in report. 

Remitter Report 

Remitter Report Listing of consumption by account 
showing the charge rate and billed 
amount for each selected 
transaction type for the selected 
Billing Date.  Detailed report also 
shows the connect/disconnect date 
and invoice/bill reference number. 

Billing. 
Adjustment Invoice Date Range. 
Show Details. 
Optional sorting by Customer 
Type or Profile. 
 
 

 
The user is responsible for determining which Adjustment Invoices will be included in each 
remittance.  There are 2 methods of handling Adjustment Invoices assuming a March 28 
remittance date for charges dated in February. 

1. If the Billing Date was February 28, 2017, the Adjustment Invoice dates could be 
February 1 to February 28.  The rationale for this method is that all February transactions 
are remitted together.  Since the remittance for invoices dated in February is due on 
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March 28, you could choose to use Adjustment Invoice dates that match the billing period 
(February 1st to February 28th in this case). 

2. If the Billing Date was February 28, the Adjustment Invoice dates could be March 1 to 
March 28.  The rationale for this method is that Adjustment Invoices in this date range are 
likely to be affecting gas consumed in February.  Since the remittance for invoices dated 
in March isn’t due until April 28, you are actually remitting these Carbon Levy funds 
before you are required to do so.  However, this method requires more conscious effort 
and planning than method 1 which simply follows the calendar. 
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13.16 Audit Reports 
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Section/Report Title Report Description Selection Criteria 

Billing Totals 

Billing Totals Combines the Billing Totals from 
multiple billing periods and 
billing cycles into a single report. 

Billing Cycle/Date Range. 

Billing Totals by Profile 

Billing Totals by Profile Like the Billing Totals report 
above but with totals provided 
for each Profile containing 
transactions. 

Billing Cycle/Date Range. 
Selected Profile or All. 

G/L Totals 

G/L Totals Totals the transactions for the 
selection criteria and provides 
totals by Billing Cycle. 

Select Billing Cycle, Transaction 
Type, Date Range.  
 

Transaction Totals by Tax Status 

Transaction Totals by Tax Status Totals the taxable and non-
taxable transactions for auditing 
the taxes collected. 

Select Taxable Profiles or Non-
Taxable Profiles. 
Date Range.  
 

Non-Taxable Profile Accounts with Tax Details 

Non-Taxable Profile Accounts 
with Tax Details 

Lists the tax transactions for 
Accounts belonging to Non-
Taxable Profiles. 

Date Range.  
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13.17 Exporting Reports to Other Applications 

 
Because GAS MANager reports can be “previewed” before committing the report to paper, you 
have the opportunity to redirect these reports to a file instead of a printer.  This capability can be 
used to place the contents of these reports into word processing documents, spreadsheets, or 
any of a number of other file formats.   
 

 
 
The screen image above contains a preview of a Phone List report.  Clicking on the arrow to the 
right of the Export Document button causes a list of the available export formats to be displayed.  
Click on the desired export format or simply click on the Export Document button to use the last 
used export format. 

The Send (Email) button operates in much the same manner but rather than saving the 
file, a new email message will be opened with the export file already attached to the 
message.  To use this feature, your computer must have an email client such as Outlook 
or Windows Mail installed and configured.  This button cannot be used if you access your 
email from a web browser. 

 
An Export Options window will be shown upon selecting an export format.  Each format has its 
own unique Export Options but it is not necessary to enter any Export Options in order to export a 
report.   
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Click the OK button to proceed to the Save As phase of the export process. 
 
The Save As dialog will allow you to save the exported file to any available storage device.  The 
export file will also be given a default name but this can be changed to suit your requirements.  
 

 
 
When you are ready to proced with the export, click the Save button. 
 
When the export has completed, you will be asked if you would like to view the exported report. 
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The exported report can now be used by any program that is capable of working with the file 
format that was selected above.  Depending on the export format that you selected and the 
intended use of the export file, you may find it necessary to perform some additional editing and 
formatting.  
 
No harm can come from experimenting with the different export formats and we encourage you to 
try exporting reports in various formats to compare the results and practice with the various 
options settings. 
 
In addition to being exported, previewed reports may also be printed to any available printer by 
clicking on the Print button on the Preview Report toolbar.   
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Chapter 14 - Account Diary 
 
The GAS MANager Account Diary is an optional software module that must be purchased 
separately.   The GAS MANager Account Diary is implemented by means of a license file 
upgrade.  No additional programs need to be installed as the Account Diary features are 
incorporated into the main GAS MANager program. 
 
If you have licensed the Account Diary module, the Account Diary buttons on the main GAS 
MANager window will be enabled. 
 
The GAS MANager Account Diary can be used to: 

 Document customer communications.  This can be especially useful when dealing with 
customers whose accounts are in arrears. 

 Schedule meter maintenance and service related tasks. 

 Alert the user to perform scheduled tasks. 
 
The GAS MANager Account Diary relies on the use of 3 date fields to manage the Diary Entries: 

 Open Date – This is the date on which the Diary Entry was recorded. 

 Alert Date – This date provides a way of drawing the user’s attention to a scheduled 
event.   

o If a Diary Entry was opened because an account was in arrears, an Alert Date 
could be set to remind the user to a call or send a letter to the Customer.   

o The use of the Alert Date field is optional.  For example, Diary Entries that are 
made to document communications with a Customer, may not require any further 
action so an Alert is unnecessary.   

 Close Date – This field should be completed when the issue that provoked the creation of 
the Diary Entry has been resolved.   

o If a Diary Entry was opened because an Account was in arrears, the Close Date 
would be completed when payment is received.   

o Diary Entries that do not have a Close Date are considered to be Open 
(unfinished).   

o Diary Entries with a Close Date that is at least 1 month in the past may be 
deleted. 
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14.1 Employees  

 
Account Diary Entries must be associated with an Employee.  Only those Employees who will 
record and/or update Account Diary Entries are required to be defined in the Employees list.   
 

 

 
Fields: 
 

Employee ID  A unique string of up to 5 characters, such as the employee’s initials, that will 
serve as an employee identifier. 

First Name  The first name of the employee. 

 Maximum 20 characters. 

Last Name  The surname of the employee. 

 Maximum 20 characters. 

 
To add an Employee: 

1. Click on the grid row containing the last phrase “Click here to add a new row”. 
2. Type the information for the new Employee in the Employee ID, First Name, and Last 

Name fields. 
3. Press Enter to create a new row. 
4. If more Employee records need to be created, return to step 3, otherwise click the Close 

button. 
New Employees can be added as necessary. 
 
To delete an Employee: 

1. Click on the row containing the Employee to be deleted. 
2. Click the Delete button. 
3. If more Employees need to be deleted, return to step 1, otherwise click the Close button. 

Employees may not be deleted once they have been associated with an Account Diary Entry. 
 
To edit an Employee: 

1. Click on, and then type over, the Employee’s First Name and/or Last Name. 
2. Click on a different Employee, or press Enter. 
3. If more Employee records need to be edited, return to step 1, otherwise click the Close 

button. 
If you edit an Employee, the new Employee information will be associated with any existing 
Account Diary Entries that had been associated with the original Employee record. 
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14.2 Topics  

 

 Topics describe the nature of an Account Diary Entry.   

 Entries and Account Diary reports may be organized by Topic.    

 Account Diary Entries must be associated with a Topic.   
 

 

 
Fields: 
 

Topic Description  A unique string that describes a Topic. 

 Maximum 20 characters. 

 
To add a Topic: 

1. Click on the grid row containing the last phrase “Click here to add a new row”. 
2. Type the Description of the new Topic. 
3. Press Enter to create a new row. 
4. If more Topics need to be created, return to step 3, otherwise click the Return button. 

New Topics can be added at any time. 
 
To delete a Topic: 

1. Click on the row containing the Topic to be deleted. 
2. Click the Delete button 
3. If more Topics need to be deleted, return to step 1, otherwise click the Return button. 

Topics may not be deleted once they have been associated with an Account Diary Entry. 
 
To edit a Topic: 

1. Click on, and then type over, the Description of the Topic to be edited. 
2. Click on a different Topic line in the list, or press Enter. 
3. If more Topics need to be edited, return to step 1, otherwise click the Return button. 

If you edit a Topic Description, the new Description will be associated with any existing Account 
Diary Entries that had been associated with the original Description.  
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14.3 Entries  

 
Account Diary Entries are used to document and organize events related to GAS MANager 
Accounts.  By using the Alert Date feature, Account Diary Entries can also be used to schedule 
activities. 
 
To create an Account Diary Entry, follow the steps described below: 

1. Open the Account Diary Calendar window by clicking the Account Diary Calendar and 
Entries button on the main GAS MANager program window. 

2. Click the New button. 
3. Identify the account that is to receive the Entry by typing the Account Number and 

pressing Enter.   
4. The current system date & time will be entered in the Opened field.  These values may 

be adjusted if necessary.  Once this date has passed, the Entry may not be deleted. 
5. Select an Employee from the Employees list.  If the desired Employee is not on the list, 

the Entry must be cancelled and the Employee added to the Employees List. 
6. Select the Topic for the Entry from the Topics list.  If the required Topic is not on the list, 

the Entry must be abandoned and the missing Topic added to the Topics List. 
7. If you would like to receive an Alert message for this Entry you may select an Alert Date.  

The use of the Alert Date field is not required but if an Alert Date is provided, the date 
must be in the future. 

8. Use the Comments area to provide a description of the Entry.  The Comments field can 
hold up to 262,144 characters.      

9. Click the Save button to record the Diary Entry in the database and return to the Account 
Diary Calendar window. 
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The Diary Entry can now be seen on the Account Diary Calendar window.   
 
The Repeat button facilitates more rapid recording of similar Diary Entries.  Once a Diary Entry 
has been prepared, clicking the Repeat button causes the current Diary Entry to be saved.  Then 
the Account field is cleared but all of the other data fields remain populated.  In this way, a Diary 
Entry can easily be applied to multiple accounts.  
 

 
 
It is also possible to find Account Diary Entries from the Account Information window by clicking 
on the Diary Entries button. 
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The Account Diary Entries window provides another place where Account Diary Entries may be 
recorded and edited. 
 

 
 
As the above screen sample shows, it is also possible to add Diary Entries by clicking the New 
button.   
 
The Account Diary Entries window provides several View and Sort options that can be used to 
display only selected Entries in the grid.  The grid may be filtered by Topic and by Open / Closed 
status.  The grid can also be sorted by Topic and the, Open Date, or simply by Open Date using 
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the buttons provided.  In addition, the grid can be sorted in ascending or descending order by 
clicking on the column headers.   
 
The Find button will scan the grid contents and highlight all instances of text that matches the text 
entered in the Search Criteria box. 
 

 
 
Click the Close button to close the Search area and return the grid to its normal appearance. 
 
Click the New button to create another Diary Entry for this Account. 
 
When the issue that precipitated the creation of an Account Diary Entry has been resolved, the 
Entry should be marked as Closed by the recording of a date and time in the Closed field.   
 
To Close an Account Diary Entry, open the Diary Entry from the Account Diary Calendar or from 
the Account Information window and follow 1 of the methods described below: 
 
Method 1 

1. Click the Close button to close the Diary Entry using the current date and time and save 
the updated Diary Entry to the database.   

 
Method 2 

1. Use the drop-down calendar to select the date on which this item was first considered to 
be Closed.  The current system date will be offered as a default date.  If this value is 
correct, press Enter, otherwise, select the appropriate date from the calendar. 

2. A default time of 12:00 AM (Midnight) will be offered but this value may be changed if a 
more accurate time is required.  

3. Click the Save button 
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14.4 Alerts  

 
When the GAS MANager program is opened, the program examines the database to see if there 
are any Diary Entries with an Alert Date that matches the current system date.  If there are Alerts 
found, the main GAS MANager window will contain an Alerts indicator.  As you can see from the 
screen sample below, the Alerts indicator is displayed in the top-right corner of the window. 
 

 
 
If the Account Information window is opened to an Account that has Open Diary Entries, a Diary 
Alert message is displayed in the top-right corner of the window.  This message will be shown 
until all Diary Entries with an Alert Date that is older than or equal to today’s date have been 
closed. 
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14.5 Calendar  

 
The Account Diary Calendar provides a way of seeing the dates that contain Diary Entries and 
Alerts.   
 

 
 
Days that contain a Diary Entry are shown with a blue bar containing a summary of each Diary 
Entry that was opened on that date.  Hover the mouse over each item to cause a more complete 
description of the Diary Entry to be displayed. 
 
Days containing an Alert are shown on the Calendar with a red bar containing a summary of each 
Diary Entry that was opened on that date.  Hover the mouse over each item to cause a more 
complete description of the Diary Entry to be displayed.   
 
Double-clicking on a calendar entry causes the complete Diary Entry to be displayed.   
 
The Account Diary Calendar provides the ability to print a report Diary Entries and/or Alerts.  
These reports may be sent to a printer, or previewed on the screen.  To prepare a report, click the 
Reports button. 
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To request a report for a range of dates select the desired date range in the Print Diary Entries 
window.   
 
The report may contain: 

 Entries with Alerts and not closed – Report shows only those Diary Entries with an Alert 
that have not yet been closed. 

 Entries without Alerts and not closed – Report shows only those Diary Entries without an 
Alert that have not yet been closed. 

 All Alerts – Report shows all Diary Entries with an Alert regardless of their Open or 
Closed status. 

 All Entries – Report shows all Diary Entries regardless of the presence of an Alert and 
regardless of their Open or Closed status.   

 
The option of including Account Balances on these reports is also provided. 
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Chapter 15 – Tile Management 
 

15.1 Tiles  

 

 
 
GAS MANager program features are accessed by clicking on Tiles.  This design mimics the tile 
(Metro) interface that was introduced with Microsoft’s Windows 8 operating system.   
 
Unlike menu based programs, GAS MANager’s tiles may be reorganized in a manner that suits 
each user’s preferences.  The tile layout can be reorganized as often as required as the users 
preferences change over time.  Once a tile layout has been established, the layout may be saved 
in the user’s personal Layout Folder.  The location of this folder can be found by clicking the 
Setup button on the opening GAS MANager program window. 
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Tiles can be dragged around the GAS MANager program window and dropped wherever the user 
would like them to reside.  When a suitable arrangement of the tiles has been achieved, the user 
should click the Save Layout button.  GAS MANager will then display the tiles in the user’s 
preferred layout each time that the program is executed. 
 
To restore the original tile layout that was established when GAS MANager was installed, click 
the Reset Layout button on the opening GAS MANager program window.  
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15.2 Editing Group Titles  

 
GAS MANager provides 10 default groups (Account, Utility, Billing, Payments, Invoices, Batch, 
Tools, Reports, Lists, Diary) for organizing tiles. Sometimes it is desirable to make changes to the 
titles of these groups.   
 

 
 
In this example we will change the title of the “Payments” group to “Receipts”.  Click the Edit 
Header button on the toolbar.  The Group Headers are now in Edit Mode and the titles can be 
edited as necessary. 
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When you have finished editing, click once on the blank space within the program window. 
 
Click the Save Layout button to cause GAS MANager to remember the new Group Title for 
future use. 
 
Edit mode will remain enabled until GAS MANager is closed. 
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15.3 Making A New Group  

 
When a tile is dragged and dropped; between existing groups, to the right of the right-most group, 
or to the left of the left-most group, a new group is created.  In the example below, a new group 
has been created to the left of the Account group, which used to be the left-most group. 
 
The act of dragging the desired tiles into the new group, enables Edit Mode on the Group 
Headers.  
 

 
 
Click on the Group Header for the new group and then type a meaningful name for the new 
group.   
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When you have finished editing, click once on the blank space within the program window. 
 
Click the Save Layout button to cause GAS MANager to remember the new Layout and Group 
Header for future use. 
 
Edit mode will remain enabled until GAS MANager is closed. 
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15.4 Sizing Tiles  

 
GAS MANager provides each user with the ability to reclaim screen real estate by reducing the 
size of user selected tiles on the main GAS MANager program window.  
 

 
 
When GAS MANager is installed, all of the program tiles are set to a default size.  By shrinking 
tiles, the screen space requirement can be significantly reduced. 
 
Select a tile for shrinkage by performing a right-click on the tile. In the example below, the tiles 
Meter and Utility have been reduced in size. 
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This action can be repeated for as many tiles as necessary and tiles may be restored to their 
original size by performing a right-click on the tile. 
 
As tiles are reduced in size, the GAS MANager window will be reduced so that it does not 
consume more space than is necessary. 
 
Remember to click the Save Layout button to cause GAS MANager to remember the new tile 
layout for future use. 
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Chapter 16 - Software Support 
 

16.1 Before Requesting Support  

 
Before requesting support, please ensure that you running the most recent version of GAS 
MANager.  You can easily ensure that you are running the most recent version of GAS MANager 
by using Custom Data Centre’s Automatic Update feature.  If the use of this feature is not 
available, you can download the most recent program and report updates from the GAS 
MANager page on our website at www.customdatacentre.com.  When an updated version of GAS 
MANager has been made available, an email message containing a description of the update(s) 
and the new program version numbers is sent to all users.  Compare this version number with the 
version number of the software that you currently have installed by clicking the About button on 
the main GAS MANager program window.   
 

 
 

http://www.customdatacentre.com/


 

 - 305 - 

16.2 Support Options  

 
For software support, contact Custom Data Centre at: 
 
 Phone: (403) 742-2144 
 Fax: (855) 742-8416 
 E-Mail: custdat@customdatacentre.com 
 
The final page of this chapter contains an example of the information that should be provided to 
us in the event that a program error occurs.  This page can be photocopied, completed and faxed 
to our office at the above fax number.  Be sure to include a cover page listing your Co-op’s name, 
phone number, and the name of a contact person when faxing information.  You may also email 
the required information to the above email address.  
 
If you are reporting a program error, every effort will be made to provide a corrected version of 
the affected program as soon as possible. 
 
All requests for urgent program modifications will be reviewed by Custom Data Centre.  Requests 
for non-urgent program modifications should be presented for discussion at the GAS MANager 
User Group Meeting.  Implementation of these modifications will be at the discretion of Custom 
Data Centre.   
 
An additional source of software support is the GAS MANager Google Group.  This group was 
established as a result of the GAS MANager User Group meeting on April 22nd 2015.  At that time 
it was suggested that an electronic forum be provided for GAS MANager users. Since it was 
important that this forum permit communication to, from, and between GAS MANager users at no 
cost it was decided that the best way to provide this forum was using a Google Group. 
 
To join the GAS MANager Google Group, click on this link: 
https://groups.google.com/d/forum/gas-manager  
 
When the web page is displayed, click on Subscribe to this group and follow the instructions. 

 This is a "members only" group so your subscription request must be approved by a 
group manager. Upon approval, you will receive notification by email. 

 You do need to subscribe to the group using an email address. 

 You do not need to subscribe to the group using the same email address as the address 
that received this invitation. 

 You do not need to use or create a Google Mail (Gmail) address to subscribe to the 
group. 

 Before you can access the forum, you must first create a Google account using the same 
email address that you used to subscribe to the group. Google accounts are free but they 
are required to provide security to the group.   

 

mailto:custdat@customdatacentre.com
https://groups.google.com/d/forum/gas-manager
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GAS MANager Software Support Request 
 

Write down the error message: 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
 

What action(s) were you performing before the error occurred? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
 

What actions did you take after the error occurred? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 

 
Can you reproduce the error? __________ 

 
 

Has the configuration of your computer or network changed recently? 
 For example, has any new hardware or software been installed? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 

Fax this form to: (855) 742-8416 
Please include a cover page with your Co-op’s name, phone number and contact person. 

 
You may also email the above information to custdat@customdatacentre.com. 

mailto:custdat@customdatacentre.com
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Chapter 17 - Multiple Licenses 
 
A co-op can provide billing services for other co-ops by purchasing additional GAS MANager 
licenses.  When a GAS MANager program detects multiple licenses, the following window will be 
displayed.  
 

 
 
The user can work with the data for any of the co-ops in the License List by double-clicking on the 
co-op’s name. 
 
Each co-op's data is stored in a separate database.  These unique databases aid the task of 
managing multiple co-ops by: 

 Reducing the likelihood that information will be recorded for the wrong customer, account, or 
utility. 

 Allowing the user to work with smaller, individual co-op files provides faster program 
execution and greater processing flexibility. 

 A co-op that wishes to take control of their own data processing can be provided with a copy 
of their database, complete with any accumulated transaction and consumption history. 
 

 
If the GAS MANager Automatic Update feature is in use, the user is required to close this window 
manually after instructing the program to install the available program update. 
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Appendix A - Toolbar Buttons 
 
The GAS MANager program contains a variety of buttons.  Some GAS MANager users may find 
that most of these buttons are self-explanatory.  The role of some of these buttons may not be 
self-evident to new users so an explanation of the more frequently used buttons has been 
provided below.  For information about the function of other program buttons, refer to the section 
of this document that deals with the window where the button is located.  
 

  

 

Use this button to configure your GAS MANager software to look for a GAS 
MANager database on a different SQL Server.   

  

 

Click this button to specify the folder where your customized layout should be 
saved and to configure the Automatic Update utility.  

  

 

This button is used to enable editing of the names of the tile groups on the main 
GAS MANager program window.  See the chapter called Tile Management for 
more information. 

  

 

Click this button to remove any customization and restore the main GAS 
MANager program window to the original layout. 

  

 

After adjusting the layout of the tiles on the main GAS MANager program 
window, click this button to save the layout as your new default layout. 

  

 

Click this button to see information about your GAS MANager software license, 
including which add-on modules have been purchased. 

  

 

Opens the GAS MANager User’s Guide using your default PDF reader. 

  

 

Allows the user to switch between the available colour themes. 

  

 

Closes the main GAS MANager program window. 
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This button is used to clear all editable information from the window.  The New 
button can be used to clear all information after a Save in preparation for the 
input of another record.  It can also be used to clear all information prior to using 
the Find button. 

  

 

The Save button is used to make a permanent record of the information that has 
been either added or changed.  All information is validated before the save is 
performed.  If any of the information fails the validation, an explanation is 
displayed and the save is abandoned.  The user can then make the necessary 
corrections before clicking the Save button again. 

  

 

The Delete button allows for the permanent removal of the currently displayed 
record from the database.  If any other records are dependent upon the 
existence of the record to be deleted, this button will remain disabled.  For 
example, if a Customer has an A/R Account, then the Customer cannot be 
deleted. 

  

 

The Find button attempts to locate the first record that matches the information 
entered by the user.  If no matching record(s) can be located, a message is 
displayed.  If no information is entered prior to using the Find button, the records 
are displayed in sequential order based on the "key" field.  For example, A/R 
Accounts will be displayed in Account Number sequence, but Customers will be 
displayed in order of the Customer's name. 

  

 

The Previous button attempts to locate the prior matching record that matches 
the information entered for use by the Find button.  The Previous button is 
enabled when a second matching record is found, and is disabled when the first 
record that matches the Find criteria is displayed. 

  

 

The Next button attempts to locate the next matching record based on the 
information entered prior to using clicking on the Find button.  The Next button is 
enabled if a record is found using Find, and disabled when no more records can 
be found that match the Find criteria. 

  

 

This button refreshes the contents of the screen by re-reading the currently 
displayed record from the database. 

  

 

On program windows that have collapsible sections, the Show All button will 
expand all of the collapsed sections.  Once clicked, this button becomes a Hide 
All button which performs the opposite function. 

  

 

The Preview button behaves in the same manner as Print button with the 
exception that the resulting output will be displayed in a window rather than 
being sent to printer. 

  

 

The Print button behaves differently depending on its location.  In some cases, 
the Print button will print the report that has been selected from a menu.  In 
other cases, the Print button will print the contents of the current window. 
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The Close button causes the current window to be closed and control will be 
returned to the window from which the now closed window was launched.  If 
changes have been made and the Save button has not been pressed, an 
opportunity to save the changes before closing will be presented. 

  

 

Clicking this button causes all items in a list to be Selected for processing. 

  

 

This button performs the opposite task of the Select All button. 

 



 

 - 311 - 

Appendix B – Lists of Previously Entered Values 
 
The GAS MANager program contains a variety of buttons.  Some GAS MANager users may find 
that most of these buttons are self-explanatory.  The role of some of these buttons may not be 
self-evident to new users so an explanation of the more frequently used buttons has been 
provided below.   
 

 
 
To assist with data entry,  GAS MANager v9 changes some data fields.  Fields that have an input 
area that looks like the example below contain a list of previously entered values. 
 

 
 
To use these fields, you can click the down-arrow button to select an existing value or you may 
start typing a value that you would expect to find in this field and matching values will appear.  
From this list you can select the appropriate value.   
 
If no approprate value is found, click the + sign and a new window appears.  Enter the desired 
value in the new window click the OK button to add the value to the list and popultate the input 
field. 
 
This list is dynamic in that it only shows values that are currently in use in the database. Once a 
value is not longer used, it will disappear from the list. 
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Appendix C - Forms 
 
The following pages contain master copies of forms that may be of assistance to you as a user of 
GAS MANager.  Use these forms as masters, from which you can photocopy additional forms as 
the need arises. 
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GAS MANager Enhancement / Modification Request 

Is this request being made because of a perceived program defect ? 

 
Yes _____  No _____ 

Has this request been brought to a GAS MANager User Group meeting? 

 
Yes _____  No _____ 

Describe the enhancement or modification that you are requesting: 

 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 

Fax this form to: (855) 742-8416 
 

Please include a cover page with your Co-op’s name, phone number and contact person. 
 

Implementation of proposed modifications and enhancements is at the discretion of Custom Data Centre. 
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Penalty Calculation 
Procedures Checklist 

 
 

Co-op Name:  _________________________________________________ 
 

 
Billing Period Ending Date:  ________________________ Billing Cycle:  ______________ 
 

 
 

  Operator 
Initials 

1. Ensure all customer Payments received on, or before, the due date have been 
entered. 
 

 
________ 

2. Close all GAS MANager programs and backup the GAS MANager database. 
This backup will contain your database as it was before the penalty calculation. 
If the penalty calculation must to be re-run for any reason, this database can be 
restored.  Do not skip this step.  If you don’t know how to backup your database, 
you are strongly encouraged to ask us or your trusted IT consultant for help. 
 
Media Used ______________________________ 
 

 
________ 

3. Start the Billing / Penalty program and select the billing cycle to be processed on 
the Penalty Calculation tab. 
 

 
________ 

4. Specify the correct billing dates for the billing cycle selected in the previous step. 
 

 
________ 

5. Enter the appropriate Overdue Dates. 
 

 
________ 

6. Click on the "Perform Penalty Calculation" button.  
________ 

7. Review the Penalties Applied report for errors. 
Erroneous penalty charges can be corrected with invoices.  If an excessive 
number of penalties are incorrect, the backup that was made in step 2 can be 
restored, and the entire process can be repeated. 
 

 
________ 

8. Print and file the Penalty Calculation Log.  
 

 
________ 

9. Backup the GAS MANager database. 
Do not use that same media that was used in step 2 unless this backup can be 
appended to the media.  Do not skip this step.  If you don’t know how to backup 
your database, you are strongly encouraged to ask us or your trusted IT 
consultant for help. 
 
Media Used ______________________________ 
 

 
________ 
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Billing and Consumption Calculation Procedures 
 
 

Co-op Name:  _________________________________________________ 
 

 
Billing Period Ending Date:  ________________________ Billing Cycle:  ______________ 

 
  Operator 

Initials 
1. Complete all customer and utility maintenance including meter changes and all  

changes to profiles and charge rates. 
- Do not delete any destroyed meters at this time.  
 

 
________ 

2. Ensure all customer payments and meter readings have been entered. 
 

________ 

3. If using estimation based on heating degree days, ensure that all daily average 
temperatures have been entered. 
 

________ 

4. Ensure that the required Heat Values have been entered. 
 

________ 

5. Close all GAS MANager programs and backup the GAS MANager database. 
This backup will contain your database as it was before the billing.  If the billing 
must be re-run for any reason, this database should be restored.  Do not skip 
this step.  If you don’t know how to backup your database, you are strongly 
encouraged to ask us or your trusted IT consultant for help. 
 
Media Used ______________________________ 
 

 
________ 

6. Start the Billing / Penalty program and select the billing cycle to be run on the 
Bill Run tab. 
 

________ 

7. Enter the Next Billing Date and ensure the rest of the options are correct. 
 

________ 

8. Click on the "Perform Billing" button. 
 

________ 

9. When asked, review all pre-billing reports before proceeding. 
 

________ 

10. Check the Bill Run Details for errors. 
 

________ 

11. Print and file the Bill Run Log. 
 

________ 

12. Backup the GAS MANager database. 
This backup will contain your database as it was immediately after the billing.  
In the event of a serious system failure, or loss due to fire or theft, this backup  will 
will provide a known starting point for recovery.  Do not skip this step.  If you 
don’t know how to backup your database, you are strongly encouraged to ask 
us or your trusted IT consultant for help.   
- This backup should be stored at an off-site location. 
- Do not use that same media that was used in step 5 unless this backup can 
  be appended to the media. 
 
Media Used ______________________________ 
 

 
________ 

13. Print the Aged A\R, GL Report and Tap (or Walk) Sequence Reports. 
 

________ 

14. Delete any meters that have been destroyed in the previous billing period. ________ 
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GAS MANager Software Support Request 
 

Write down the error message: 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
 

What action(s) were you performing before the error occurred: 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
 

What actions did you take after the error occurred: 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 

 
Can you reproduce the error? __________ 

 
 

Has the configuration of your computer or network changed recently? 
 For example, has any new hardware or software been installed? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 

Fax this form to: (855) 742-8416 
Please include a cover page with your Co-op’s name, phone number and contact person. 

 
You may also email the above information to custdat@customdatacentre.com. 

mailto:custdat@customdatacentre.com
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Appendix C - Knowledge Base 
 
The following pages contain user support articles.  These articles contain hints and tips on how to 
deal with issues that may not be included elsewhere in the GAS MANager User’s Guide. 
 
As the GAS MANager User’s Guide is updated some articles may disappear from this appendix. 
Some articles have been removed because they were no longer relevant while the information 
from other articles has been incorporated elsewhere in this document. 
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C.1 Importing Data from GAS MANager into Microsoft Excel 

 
The procedures provided below can be used to import data from a GAS MANager database into 
Microsoft Excel 2010.   
 

1. Open Excel. 
2. Click on the Data tab. 
3. From the Get External Data section, click on From Other Sources and choose From 

SQL Server from the list of sources. 
4. In the Data Connection Wizard window, enter the name of the SQL Server that hosts 

your GAS MANager database in the Server Name field. 
 

 
 

5. If the SQL Server resides on the computer at which you are presently working, you may 
select Use Windows Authentication, otherwise, select the Use the following User 
Name and Password option and specify a User Name of GMUser and a Password of 
CustomData. 

6. Click the Next button. 
7. Select the GAS MANager database, de-select the Connect to a specific table option.  
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8. Click the Next button. 
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9. Provide a Description for the data connection and click the Finish button. 
10. Select the database Table that you wish to import into Excel and click the OK button. 

 

 
 

11. Decide where the data should be placed.  The default location is the current position of 
the cursor when Step 2 was performed.  If you do not wish to import the data into the 
current spreadsheet, you can select New Worksheet and a new Excel worksheet will be 
created for you.  Click the OK button when ready to proceed with the import.  
 

 
 

 
Should it become necessary to import GAS MANager data into an Excel spreadsheet in the 
future, the Data Source that was saved above can be re-used.  To re-use this connection with a 
new spreadsheet, open a new spreadsheet, click on the Data tab, and then click on the Existing 
Connection button.   
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Select the GAS MANager connection and click the Open button. 
 
Now you can use the procedures described in steps 10 and 11 to import data from your GAS 
MANager database into your spreadsheet.  
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C.2 Use of Dates 

 
The following is an outline of how GAS MANager employs dates to properly represent the 
financial activities that occur during a billing period.  For illustration purposes, consider the 
following example: 
 

Billing Dates 

Prior Billing Date 15th of Month 1 

Current Billing Date 15th of Month 2 

Meter Reading Date End of Month 1 

Payment Due Date 10th of Month 3 

G/L End Date for Current Billing Date End of Month 1 

 
With every invoice, payment, and gas bill, two dates are recorded; the Transaction Date and the 
G/L End Date. For invoices and payments, these dates are the same.  For example if an invoice 
or payment is given a date of 05/10/2010, then the G/L End Date for that transaction is also 
05/10/2010.  
 
However, in the case of a gas bill, the Transaction Date and the G/L End Date for individual detail 
lines may differ.  Bill details such as late payment penalties and taxes are current period 
transactions.  In the example above, late payment penalties are not applied until after the 
payment due date has elapsed (11th of Month 3) so the Transaction Date and the G/L End Date 
for the late payment penalty transaction are the same.  Likewise, the Transaction Date and the 
G/L End Date for tax transactions are the same because the tax does not become payable until a 
bill is prepared. 
 
In the above example, charges such as monthly operating and consumption charges are 
essentially prior period transactions because they arise from the provision of goods and services 
in the prior month.  This argument is based on the fact that the meter reading is taken at the end 
of the prior month and each bill is for consumption that took place in the prior month. 
 
Because some meter readings are taken after the end of the month, meter readings require 
special treatment.  When the period between meter readings contains a calendar month-end, 
GAS MANager creates pro-rate records on the last day of each calendar month.  This is 
accomplished by dividing the consumption that has taken place since the last meter reading by 
the number of days between the date of the last meter reading and the date of the current meter 
reading.  This yields an average daily consumption which can be used to pro-rate the 
consumption at each calendar month-end.  These pro-rate records are useful in balancing 
purchases and sales and are also used to assist in the application of the Alberta Government 
Natural Gas Rebate Program.   
 
For G/L purposes, meter readings that are dated after the G/L End Date are backdated to the G/L 
End Date.  Consumption estimates are only calculated up to the G/L End Date so both the 
Transaction Date and G/L End Date for computer generated estimates are the same.  The use of 
the G/L End Date in this manner helps to ensure that a matching of gas purchases and gas sales 
takes place in the general ledger.   
 
By using the G/L End Date for transactions that actually took place in the prior period and the 
Current Billing Date for current period transactions, the G/L Summary report, and G/L Export, 
accurately reflect the financial activities for each period.   
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C.3 Using The Wildcard Character With The Find Button 

 
Sometimes it is necessary to search for a Customer or Account record without knowledge of the 
Account Number or only partial knowledge of the customer or account information.   
 
You probably already know that you can type part of a Customer Name or Account Number and 
then use the Find button to locate the first record that matches your search criteria.  If the first 
record returned is not the desired record, you can use the Find Next button to scroll through all 
subsequent records that also satisfy your search criteria. 
 
You can also use the "%" character as a wild card character at the beginning of your search 
criteria.  For example, let's assume that your database contains the following customers: 
                Brown, James 
                Brown, Jill 
                Brown, John 
                Green, Bill 
                Smith, John 
 
Typing "%John" in the customer name field and clicking the Find button will return the record for 
"Brown, John".  Clicking the Find Next button will return the record for "Smith, John". 
 
You can use the "%" character at the beginning or in the middle of your search criteria.  A "%" 
character at the end of your search criteria is assumed. 
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C.4 Unexplained Disk or Network Errors During Billing 

 
If you experience unexplained disk or network error during the billing process, these errors may 
be due to excessive network traffic and/or disk drive contention. 
 
Network Traffic may be reduced if: 

 The GAS MANager database resides on a network server and that same computer is 
also acting as the print server 

 The GAS MANager database resides on a network server and printer where billing 
reports are being printed is also located on the network 

Disk Drive Contention may be reduced if: 

 The GAS MANager database resides on the same disk drive as the disk drive where print 
jobs are spooled. 

- What is Print Spooling? 
Print jobs are loaded into a buffer (usually an area on a disk), and then the printer 
pulls the print jobs from the buffer at its own rate.  Because the print jobs are in a 
buffer where they can be accessed by the printer, the user is free to perform 
other operations on the computer while the printing takes place in the 
background.  

 
Consider trying one or more of the following remedial actions to address these problems and 
reduce the BILLRUN processing time:   

 Say "No" to bill printing during the BillRun program and use the GAS MANager re-print 
bills feature to print the bills when the processing has completed. 

 Wait until all of the reports have finished printing before proceeding with bill 
printing/preparation phase of the BillRun. 

 Use the optional Print Preview selection in the BillRun program.  Reports can be 
examined in the preview windows for accuracy and then discarded.  The reports can then 
be printed later from the GAS MANager Billing Reports menu. 

 Deselect all of the BILLRUN reports and print them later from the GAS MANager Billing 
Reports menu. 

 
Any of the above remedial actions will reduce the BILLRUN processing time, which in turn makes 
the database available to other users more quickly.  Additionally, the workload on the server is 
less intensive because printing is done after the processing has completed. 
 
Performing a BILLRUN from a computer that is using a wireless network connection is not 
advisable because wireless connections are much more prone to errors and delays.  Working 
with large databases over a wireless network connection has been shown to result in an increase 
in the frequency of errors and an increased likelihood of database corruption. 
 
If you are experiencing errors during the billing process and these errors occur even if you 
perform the billing from a different computer, your database may be reaching the maximum size 
limit for the SQL Server Express software.  SQL Server Express 2005 and SQL Server Express 
2008 have a maximum size limit of 4GB.  It is easy to identify the size of your database by looking 
at the size of your database backup (???GASMAN.BAK).  If this file is approaching 4 GB (4096 
MB) in size then you will have to upgrade your SQL Server Express 2008 software to SQL Server 
Express 2008 R2 Service Pack 2, or higher.  SQL Server Express 2008 R2 Service Pack 2, and 
higher versions, has a maximum size limit of 10 GB (10,000 MB). SQL Server Express 2008 R2 
Service Pack 2 can be downloaded, frre of charge, from Microsoft at the following URL: 

http://www.microsoft.com/en-us/download/details.aspx?id=30438   
We suggest that you contact Custom Data Centre or your preferred computer systems and 
service provider for assistance with this upgrade. 
 

http://webmail.telushosting.com/hwebmail/services/go.php?url=http%3A%2F%2Fwww.microsoft.com%2Fen-us%2Fdownload%2Fdetails.aspx%3Fid%3D30438
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C.5 Relocating the GAS MANager Database to a Different SQL Server 

 
Before the relocation of the GAS MANager database can be performed, you must have a 
current backup of the database.  It is recommended that you make several backup copies 
of the GAS MANager database.  These backup files must reside on media, or stored at a 
network location, that will be available to the new SQL Server.      
 
Begin the database relocation by performing the following procedures: 

1. Make several backup copies of the GAS MANager database.  (See the GAS MANager 
Backup Guide for assistance.) 

2. Install SQL Server 2008 on the computer that will host the database.  (See the GAS 
MANager Installation Guide for assistance.)   

3. Restore the database backup that was made in step 1 above to the new SQL Server that 
was created in step 2.  (See the GAS MANager Backup Guide for assistance.)  

 
Once the new SQL Server has been installed and the database has been restored to the new 
SQL Server, each GAS MANager user must tell their GAS MANager software where to find the 
database.  This is accomplished by clicking the Data Source button on the GAS MANager 
program window. 
 

 
 
The Connect to Server window will compile a list of the SQL Servers that are visible to the 
computer.  If the program title shows (Not Responding), please be patient and wait for the 
program to complete the search for available SQL Servers. 
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 Select the server that now hosts the GAS MANager database from the list of available 
SQL Servers. 

 If the SQL Server software is running on this computer, select the Windows NT 
Authentication method. 

 If the SQL Server software is running on another computer on the network, select the 
SQL Authentication method and use the following credentials: 

o SQL UserName = GMUser 
o SQL Password = CustomData 

 
If the SQL Server that hosts your GAS MANager database is located on a different computer and 
it is not shown in the list of available SQL Servers, it is possible that a firewall is preventing the 
desired SQL Server from being advertised on the network.  This situation has been seen where 
the desired SQL Server is hosted on a computer running the Windows 7 64-bit operating system.   
 
The instructions below should provide a remedy where the Windows Firewall is in use.  If your 
computers are using a different firewall, refer to the vendor’s instructions for allowing programs to 
communicate through the firewall that you have deployed.  These instructions should be executed 
on the computer where SQL Server was installed.  
 
Click on Allow a program through Windows Firewall under the Windows Firewall heading in 
the System and Security section of the Windows Control Panel. 
 

 
 
The allowed programs and features are listed alphabetically so you should be able to scroll down 
to where programs whose names start with “SQL” should be listed. 
 
If the programs SQL Server Windows NT – 64 Bit and SQL Browser Service EXE are already 
on the list of allowed programs, then it is unlikely that the firewall is preventing GAS MANager 
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from seeing the SQL Server.  At this point you should seek assistance from your IT consultant or 
from Custom Data Centre. 
 

 
 
If the above named programs do not appear in the list, click the Allow another program button. 
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Click the Browse button and navigate to C:\Program Files\Microsoft SQL 
Server\MSSQL10.SQLEXPRESS\MSSQL\Binn\sqlservr.exe. 
 

 
 
Click once on sqlservr.exe to select the program and then click the Open button. 
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This should have caused SQL Server Windows NT – 64 Bit to appear in the Add a Program 
window.  Click the Add button. 
 

 
 
If your computer network is a Domain type of network, ensure that the Domain check box has 
been selected.  If your network is not a Domain network, ensure that the Home/Work (Private) 
check box has been selected.  If you are unsure which type of network you are using, select both 
types of network.   
 
Click the Allow another program button. 
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Click the Browse button and navigate to C:\Program Files (x86)\Microsoft SQL 
Server\90\Shared\sqlbrowser.exe. 
 

 
 
Click once on sqlbrowser.exe to select the program and then click the Open button. 
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This should have caused SQL Browser Service EXE to appear in the Add a Program window.  
Click the Add button. 
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If your computer network is a Domain type of network, ensure that the Domain check box has 
been selected.  If your network is not a Domain network, ensure that the Home/Work (Private) 
check box has been selected.  If you are unsure which type of network you are using, select both 
types of network.   
 
Click the OK button to return to the System and Security section of the Windows Control Panel.  
You may now close the Control Panel and return to the beginning of this chapter and repeat the 
steps necessary to establish a connection to your SQL Server.  
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C.6 How to convert GPS Coordinates between Decimal Degrees and 
Degrees Minutes Seconds 

 
The following instructions have been prepared as a courtesy to users of GAS MANager.  
   
 
Decimal Degrees to Degrees Minutes Seconds 
 
27.7592 = 27 Deg. 45 Min. 33.12 Sec. 
 
Degrees portion requires no conversion. 
 
Multiply the digits to the right of the decimal by 60 to determine the minutes. 

.7592 * 60 = 45.552 Min. 
The digits to the left of the decimal tells us the number of whole minutes. 
 
Multiply the digits to the right of the decimal in the product of the above calculation by 60 to 
determine the seconds. 

.552 Min * 60 = 33.12 Sec. 
 
 
Degrees Minutes Seconds to Decimal Degrees 
 
27 Deg. 45 Min. 33.12 Sec. = 27.7592 
 
Degrees portion requires no conversion. 
 
Divide the number of minutes by 60. 

45 / 60 = .75 
 
Divide the number of seconds by 3600. 

33.12 / 3600 = .0092 
 
Add the results of the 2 calculations shown above. 
 .75 + .0092 = .7592 
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C.7 Custom Fields Sheets 

 
If you decide to use custom field sheet spreadsheets files instead of those provided with GAS 
MANager, the following considerations should be observed. 
 

 
 
When specifying the location of each of your custom field sheet files, ensure that the files are in a 
location that can be opened by all GAS MANager users. 
 
GAS MANager is provided with a spreadsheet file called CustomFieldSheet.xlsm.   
 
Your custom field sheet file must contain a tab called GAS MANager like the one in the example 
seen below.  Your custom field sheet file may have any number of additional tabs but these tabs 
must retrieve GAS MANager data from the GAS MANager tab.  
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If Custom Data Centre releases a new version of CustomFieldSheet.xlsm, your custom field 
sheet file must have its GAS MANager tab updated with the contents of the GAS MANager tab 
from the new CustomFieldSheet.xlsm.   
 
As a user of custom field sheets, you must pay attention to the list of files that are included with 
each GAS MANager program update.  If CustomFieldSheet.xlsm is one of the included files, 
you must refresh the GAS MANager tab in your custom field sheet file with the GAS MANager tab 
in the newly released CustomFieldSheet.xlsm.  In addition, you must edit any other tabs that 
retrieve data from the GAS MANager tab to ensure that the cell references are still valid.  (A data 
item in the GAS MANager tab may have been moved to a different cell.) 
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C.8 Why an account with an outstanding balance is not charged a penalty 

 
This situation can occur under the following circumstances: 

1. Penalties are not being compounded. 

2. The Open Item method of managing accounts receivable is in use. 

3. The customer pays a lump sum amount which is not get applied to specific charges. 

 

Below is an example of an account with an outstanding balance that will not be charged a 

penalty. 

Date Description Amount Reconcile Running Total 

01/01/2016 Bill 179.81 136537 R 179.81 

01/31/2016 Payment -179.81 136537 R 0.00 

02/04/2016 Bill 184.37  184.37 

03/01/2016 Invoice 3.69  118.06 

03/07/2016 Bill 134.50  322.56 

04/01/2016 Invoice 6.45  329.01 

04/04/2016 Bill 111.61  440.62 

05/01/2016 Invoice 8.81  449.43 

05/03/2016 Bill 52.39  501.82 

05/16/2016 Invoice 26.25  528.07 

06/01/2016 Invoice 10.56  538.63 

06/06/2016 Bill 39.06  577.69 

06/22/2016 Payment -400.00  177.69 

06/30/2016 Invoice 3.55  181.24 

07/04/2016 Bill 26.02  207.26 

07/31/2016 Invoice 4.15  211.41 

08/04/2016 Bill 18.42  229.83 

08/29/2016 Payment -240.00  -10.17 

09/01/2016 Bill 24.60  14.43 

 
Since penalties are not compounded, they must be removed from the balance to which penalties 
will be applied. Only unreconciled items have penalties applied to them. 
 

Date Description Amount Reconcile Running Total 

02/04/2016 Bill 184.37  184.37 

03/07/2016 Bill 134.50  318.87 

04/04/2016 Bill 111.61  430.48 

05/03/2016 Bill 52.39  482.87 

05/16/2016 Invoice 26.25  509.12 

06/06/2016 Bill 39.06  548.18 

06/22/2016 Payment -400.00  148.18 

07/04/2016 Bill 26.02  174.20 

08/04/2016 Bill 18.42  192.62 

08/29/2016 Payment -240.00  -47.38 

09/01/2016 Bill 24.60  -22.78 

 
Once the penalty invoices are removed, the account actually has a credit balance. 
 
In order to avoid this situation, lump sum payments should be split so that they can be applied 
(reconciled) to individual transactions.   
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In the next example, the payment of $240.00 is split into 2 payments. The first split will pay off the 
balance owing of $229.83 and the remainder of the payment ($10.17) will become an open item 
on the account. 
 

Date Description Amount Reconcile Running Total 

01/01/2016 Bill 179.81 136537 R 179.81 

01/31/2016 Payment -179.81 136537 R 0.00 

02/04/2016 Bill 184.37 156748 R 184.37 

03/01/2016 Invoice 3.69 156748 R 118.06 

03/07/2016 Bill 134.50 156748 R 322.56 

04/01/2016 Invoice 6.45 156748 R 329.01 

04/04/2016 Bill 111.61 156748 R 440.62 

05/01/2016 Invoice 8.81 156748 R 449.43 

05/03/2016 Bill 52.39 156748 R 501.82 

05/16/2016 Invoice 26.25 156748 R 528.07 

06/01/2016 Invoice 10.56 156748 R 538.63 

06/06/2016 Bill 39.06 156748 R 577.69 

06/22/2016 Payment -400.00 156748 R 177.69 

06/30/2016 Invoice 3.55 156748 R 181.24 

07/04/2016 Bill 26.02 156748 R 207.26 

07/31/2016 Invoice 4.15 156748 R 211.41 

08/04/2016 Bill 18.42 156748 R 229.83 

08/29/2016 Payment -229.83 156748 R 0.00 

08/29/2016 Payment -10.17  -10.17 

09/01/2016 Bill 24.60  14.43 

 
In this example, a penalty will be applied to the account balance as no unreconciled penalty 
invoices. 
 

08/29/2016 Payment -10.17  -10.17 

09/01/2016 Bill 24.60  14.43 
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C.9 Why can’t I delete an Account 

 
For an Account to be eligible for deletion, the following conditions must first be satisfied: 

1. The Account must be Disconnected. 

2. There can be no unreconciled transactions.  Transactions can be reconciled manually as 

follows: 

a. Open the Account in question. 

b. Click on the Transactions button. 

c. Click on the Reconcile button. 

d. Enter a value in the Reconcile column for all transactions.  The net value of the 

reconciled transactions must be zero. 

e. Click the Save button to record the changes. 

3. All reconciled transactions must have been processed through at least 1 billing cycle 

since becoming reconciled.   

a. The BillRun program will move reconciled A/R transactions from the open 

transactions table to the transaction history table.   

b. Only once all transactions for an account have been relocated to the history table 

in the database can the account be deleted. 

4. The Budget (Equalization) Account balance must be zero.   

a. This is unlikely to be the reason why an account cannot be deleted because 

transferring the equalization account balance to the A/R account is typically 

performed as part of the account closure process. 

5. The Security Deposit Paid and Accrued Interest fields must be zero.   

a. This is unlikely to be the reason why an account cannot be deleted because 

transferring the security deposit and the accrued interest to the A/R account is 

typically performed as part of the account closure process. 

6. There must be no transactions for the Account in the Bank Deposit listing. 

a. See Section 7.5, Printing a Bank Deposit Report. 

7. The most recent transaction must be older than the number of days specified in the 

Inactive Period section of the GAS MANager Settings. 

a. See Section 11.10, Inactive Period. 
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