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GS – Utility Billing Module

Procedures for Getting Started and “Closing Out” Each Month
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Setup

· General Information

· Customers

· Landlords

· Service Addresses
· Utility Rates
Implement Anytime During Year
· The Utility Billing module can be implemented at any time during the year.  Further, the implementation requires only a one-month parallel test.
Preliminary Testing

Note:  The first set of billings that you create in the parallel test is very labor intensive.  This is because you must enter both the beginning and ending meter readings.  Also you must enter the “service period” dates for each utility including on each billing.  Do not get discouraged.  You will find that when you create the following month’s billings, most of that information will be populated automatically.  In other words, after the parallel test, the entry of the customer billing information will go much quicker.
· Before starting the parallel test, which includes all utility customers, select a few customers that use different utility rates for a preliminary test.  This will allow you to check if the rates are computing the billing correctly.
· Create billing records in the new system for the selected customers using the most recent billing date in the old system.
· Print billings for the billing records that were created.

· Compare the new system billing to the old system billing.  Is the “current” billing amount the same?

Note:  At this point look only at the “current” billing amount.  We will deal with the “total amount due” later.

· If the current billing in the new system does not agree with the old system, you must figure out why.  Most likely the utility rate in the new system needs to be modified.
· For one of the customers used in the preliminary testing, create another test billing for the following month.  Notice how most of the information is populated for you, reducing the time to create the billing record.

· When you feel comfortable that the rates appear to be correct, you should proceed to the one-month parallel test.

One-Month Parallel Test
· Create billing records in the new system for all customers using the most recent billing date in the old system.

· Print billings for the billing records that were created.

· Compare the new system billing to the old system billing.

Is the “current” billing amount the same?  If not, you must figure out why.  Most likely the utility rate in the new system needs to be modified

Is the total amount due the same?  If not, most likely there is an unpaid balance forward in the old system billing, or possibly there is a credit balance forward in the old system billing.  In either case you must enter a billing adjustment in the new system for that customer.

Important:  If the old system total amount due is greater than the new system total amount due (i.e., an unpaid balance forward), enter a positive adjustment for the difference.  If the old system total amount due is less than the new system total amount due (i.e., a credit balance forward), enter a negative adjustment for the difference.

· Tip:  Print the billing exceptions report to assist you in checking for billing errors.

· Before proceeding to the next month, you must go through the procedure to “print” the billings.  This is necessary to “permanently lock in” the billing.  You don’t actually have to print the billings in the printer.  However, you must go through the procedure as if you are going to print the billings.  When the billings appear in the “view window”, you can exit the window without printing any billings.
· You have just finished the one-month parallel test.

Customer Payments
After completing the one-month parallel test, you need to go back to the beginning of the month and enter all customer payments for the parallel month in both systems.  This is necessary in the new system so the system knows what the balance forward is when the next set of billings is created for the next month.

First Set of Billings in New System

After completing the one-month parallel test, you are ready to print the next month’s billings out of the new system.
· Create billing records in the new system for all customers for the month following the parallel testing month.

· Print billings for the billing records that were created.

· Review the billings fairly closely.

· Tip:  Print the billing exceptions report to assist you in checking for billing errors.

Optional:  Second Month Parallel Test

If you, for whatever reason, are still a little uneasy about the new system after just a one-month parallel test, you can extend the parallel test a second month.

· Create billing records in the old system for all customers for the month following the parallel testing month.

· Print billings for the billing records that were created.

· Compare the old system billings with the new system billings.

· Tip:  Print the old system billings using plain paper.  Use the new system billings to send to customers.
Month-End Reconciliation

At the end of each month it is a good idea to reconcile the utility billing customer accounts.

· Print the Monthly System-Wide Summary Report.

The beginning unpaid balance should equal the ending unpaid balance from the prior month.
· Print the Monthly Adjustments for Inactive Customer Accounts.

This report will identify UB distribution records created during the month for the purpose of zeroing out an inactive customer account number.

The “Billed Amount” total should equal the difference between the Monthly Billings Register total and the Monthly System-Wide Summary.
The “Collected Amount” total should equal the difference between the Monthly Customer Payments total and the Monthly System-Wide Summary.

· Print the Monthly Billings Register for the monthly period being reconciled (Print Billing Summary).
The billings total plus the “Billed Amount” total in the Monthly Adjustments for Inactive Customer Accounts should agree with the Monthly System-Wide Summary.

Note that the current billings total in the Monthly Billings Register does not include penalties.  Instead the penalties are included with the unpaid balance forward.  For this reason, the penalty amount is added back to the current billings total in the billings register to enable you to reconcile to the Monthly System-Wide Summary.

Note also that customer deposits and interest appear as credits in the billing and are labeled “adjustments.”  Further, these credits are treated as adjustments to penalties in the receipt and billing distribution records.  Consequently, the penalty charges will appear to be less in the System-Wide Summary by the amount of the credits for deposits and interest.  The actual amount of penalties for the month is shown on the last page of the billings register.
To be technically correct, the amount of the credit should be transferred to the various utility funds based on the unpaid balance for each utility on the last billing.  Related interfund transfers could be entered in the Budgetary Accounting module.  The transfers would be made from the fund containing the utility deposits to the various utility funds that are “owed” their portion of the total credit.
· Print the Billings By Utility Report for the monthly period being reconciled (Print Summary).
The total in the Billings By Utility Report, as well as the individual utility amounts, should agree with the related amounts in the Monthly System-Wide Summary.

· Print the Customer Payments Report for the monthly period being reconciled (Print Summary).

The report total plus the “Collected Amount” total in the Monthly Adjustments for Inactive Customer Accounts should agree with the Monthly System-Wide Summary.
· Print the Cash Receipts By Utility Report for the monthly period being reconciled (Print Summary).

The payments total in the Cash Receipts By Utility Report, as well as the individual utility amounts, should agree with the related amounts in the Monthly System-Wide Summary.
Note:  This report can be tied to the Budgetary Accounting module as explained below.
· Print the Accounts Receivable Report (Print Summary).
The ending balance total on the Accounts Receivable report should tie to the penny to the Year-to-Date ending unpaid balance on the Monthly System-Wide Summary.  If there is a difference, the Monthly System-Wide Summary report likely includes one or more inactive accounts that have not been zeroed out.
· Tie the Cash Receipts By Utility to the Budgetary Accounting module.
Important:  This reconciliation is important in that it shows the moneys being collected and entered in the Utility Billing module are being properly credited to the correct funds for the correct amount in the Budgetary Accounting module.

Start with the Cash Receipts By Utility report for the monthly period being reconciled that was printed previously.  Subtract out the “Collected Amount” in the Monthly Adjustments for Inactive Customer Accounts because these amounts were not actually posted to Budgetary Accounting.
Click on BA/Reports/Receipt Detail By Fund.

Enter the date range for the month being reconciled.

Select a utility fund from the dropdown box labeled Select a Fund.

Click on Print Summary.

Repeat for the other utility funds.

Note:  If utility penalties or utility sales taxes are deposited into a fund other than a utility fund, you will need to print that fund also.
Compare the totals for each utility that appears on the Cash Receipts By Utility Report.

Note:  You need to investigate any totals that don’t agree.  The totals might not agree if you entered a cash receipt in the Budgetary Accounting module and used the same fund and receipt code used to post utility payments to Budgetary Accounting.
Tip:  For each type of utility, including sales tax and penalties, that appears in the report, you must know what fund and receipt code are used when the utility billing customer payments are posted to Budgetary Accounting.  To determine this, use UB/Setup/General Information.  The General Information tab will tell you the fund and receipt code being used for sales tax and penalties.  Next, you must determine the fund and receipt code being used for collections for utility services.  To do this, use UB/Setup/Utility Rates.  Highlight a rate in the listing and click on Edit.  That screen will tell you the fund and receipt code being used for that utility rate.  Most likely, you use the same fund and receipt code for all rates for that utility.  Determine the fund and receipt code for each utility by selecting a rate for that utility.
Year-End Creation of Customer Beginning Unpaid Balances
After the month-end reconciliation procedures have been completed for the last month of the year, you should update (roll forward) the customer unpaid balances (credits) as of the end of the prior year.  GS has a special procedure to create beginning unpaid balances (credits) automatically.
Before you create the beginning balances for the new year, you must 1) complete the month-end reconciliation procedures, and 2) set the Utility Billing beginning-of-year date to the new year.  You can then use GS/Setup/Starting a New Year, and click on Create Beginning Balances.
After the updated beginning balances have been created you can edit them and print related reports using UB/Setup/Customer Beginning Unpaid Balances.  A beginning balance record will actually have a “year-end” date for the prior year.  For example, the beginning balance for 2012 will be dated 12/31/2011.

These balances should tie to the related year-end accounts receivable report.  To compare the two, you must print the Beginning Customer Unpaid Balances reports in two parts:  1) Payments (customer overpayments representing credits), and 2) Billings (customer unpaid balances).
