
 

Creating Bill Codes 
 

• Step 1: Review rates set up by city, by ordinance or resolution.  
 

• Step 2: General Tab 
Billing/Collections > Utility/Tax Billing > Calculate Bills > Bill Code Maintenance 

 
 

• Step 3: Add 3 Character Code 
Add 

(in this example we will add code “WR1”) 

 (options will vary on codes) 



 

 
• Step 4: Calculation Tab 

  
**Rounding usage depends on how meter is read. 

 
• Step 5: Receivables/Refund Tab 

 
** This revenue account is where they want the billing to go when paid. 

 
• Step 6 (optional): Rate Table Tab – based on calc type of bill code 

 
Minimum is the balance before use, the allowance is what is allowed for the rate, and the factor is how the 
use is billed (10’s, 100’s, or 1,000’s is what is common) 

 



 

Meter Reading Adjustment 
 

• Step 1: Open Utility Account 
Billing/Collections > Utility/Property Tax Billing > Utility Accounts > Account Maintenance 

 
Select Account meter reading is incorrect (this example we will use Donald Duck) 
 

• Step 2: Review Meter Reading from Detail Tab  

  
OK 
 
 



 

 
**in this example there was a high use this past billing and Donald Duck stated he though his meter 

was wrong – once the meter was checked he was correct and it was mis-read, meter show the reading 
was 763070, we need to correct the reading. 

 
 
 

• Step 3: Open Meter Reading Adjustment Routine 
Billing/Collections > Utility/Property Tax Billing > Meter Reading > Meter Reading Adjustment Routine 

  
Select service Type (Irrigation) Account Id, Meter seq, and Reading Type 
Click Edit and Change Reading 
Save 

 



 

Creating Pay Codes 
 

• Step 1: General Tab 
Billing/Collections > Payments > Payment Code Maintenance 

 
 

• Step 2: Add 3 Character Code 
Add 

 
(in this example we will add code “UT1” a utility umbrella code) 
  

• Step 3 (optional): Center in payment codes if you’re creating an umbrella payment code 

 
**Options will vary on Payment Types. 

 



 

• Step 4: Enter Revenue Codes

 
**Because this is a umbrella code, we will need to review the Primary Payment Codes from General 

Tab, in this example we will review payment code “WTR” 

 
 



 

 
Replacing Meters 

 
• Step 1: Open Utility Account 

Billing/Collections > Utility/Property Tax Billing > Utility Accounts > Account Maintenance 

 
Select Account meter is being replaced/exchanged on (this example we will use Snow White) 
 

• Step 2: Select W/S Meter Tab (this may be labeled differently on your system) 

 
(You should have received the final meter reading and the new meter information for this account.) 
  
 
 
 
 
 



 

 
 
 
 
 
 
 

• Step 3: “Replace Meter” Button 

 
 
(Fill in information that was given to you to replace/exchange the meter, and save.) 
 

 

 
 
 

Interim Read: The Final Read for the Old Meter 
 
 
 
 
 
 
 
 
 

Year/Period: This will default to the next unbilled 
period 
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