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Caselle Master Reports
All of the standard reports in Caselle come with at least one Master report definition.  These report 
definitions are used as a template. Customize them to get the needed report.  The Caselle Masters 
cannot be overwritten.  If changes are made, it will require it to be saved as a new report.

In this example, the Aging Report has five (5) Caselle Master report definitions.  Select the one that 
matches closest to what is needed on the report. For example, if the report that is being created 
should be in Customer Number order, Select Aging Report – by Customer Number [Caselle Master] 
and make the modifications needed.  



Report Setup
Having selected a report to use as a template,  it can be customized.  The first tab to customize is 
the Report Options.  This will have different options depending on which report is being used.  

The Report Date(s) to 
use for the report is at 
the top left.

Options specific to 
the report will be 
below the date.

Data on the report will 
meet the criteria 
entered on the top 
right.

Data will print on the 
report in the order 
specified in Report Order.

Sections to print on the 
report are controlled in 
Report Sections

Caselle is in the process of rewriting all of the reports.  The new reports have a white background as shown above.  The 
old style reports have a grey background.   For this tab, both are the same except the Report section is on a separate tab 
in the old style reports.



Report Setup
Dates:  Under the dates field is Advanced Options… this will allow the default date type to be 
selected. The options are All, Calendar day, Calendar Month, Calendar Year, Custom , Cycle, Period 
or a Prompt.  Select the Date type for the report and click OK

Options: Check the box or radio dial for the options to include on the report.  These are unique to 
each report.  A few examples are:



Report Setup
Selection Criteria:  Each report will have some standard Selection Criteria fields setup.  If you will 
be using one or more of these to narrow the criteria, double click on the word “All” or highlight the 
field and click       if it’s a new style report.  The enter values popup will open.

From here individual or a range of values can 
be entered or selected using the         and 
either Add Value for specific value or Range 
End for a Range of values.

It can be setup to Prompt for value when 
printing or previewing the report

Operators can also be used to select the 
criteria.  The Operators available will depend 
on the field.



Report Setup
To add additional criteria, click on the      or double click in the white/grey area of selection criteria box.  
This will bring up a list of any available fields that can be used as selection criteria for this report.  Find 
the field needed and Select it to move it to the right side.  Then click OK.



Report Setup
Report Order:  Each report will have fields setup to sort by.  To add or change the sort fields, click 
on the      or double click in the white/grey area of Report Order box.  This will bring up a list of any 
available fields that can be used as sort criteria for this report.  Find the field needed and Select it 
to move it to the right side.  Sort order is important, the fields can be moved into the correct order 
by using the Move Up and Move Down buttons.  Once the fields are in the correct order, click OK.

The report order is used to determine Ascending or Descending order, if the report will print a title, total, line or page 
break based on that field.   Report order can be used on different Sections of the report as well.



Report Setup
Report Section:  Reports can have one or more separate sections, which can be controlled using 
the Report Section.   This determines if the section will print, have headings, print detail, print 
totals, lines or page break between sections.    

The old style reports have a separate Sections tab for the report section.  It also includes some 
options for printing page headers/footers or selection criteria.



Report Setup
Additional Options:  Some report definitions will have a tab for Additional Options (Services on some 
reports).   These will usually give the option to select specific services, rates or meter information.    



Report Setup
Columns:  Each report will have some columns setup.  Columns can be added or deleted by clicking 
on the      or double clicking in the white area to open the selection box. 

From here columns can be 
Selected from the left side or 
Deselected from the right side 
to get the exact columns 
needed.   The Move Up and 
Move Down buttons will allow 
the columns to be put in the 
preferred order.



Report Setup
Columns:  Each column has setup options on the right side or on bottom on the old style reports.

Heading is the Column Header this 
can be changed.  A comma will add 
a line feed.
Justification or Align will determine 
if the column is aligned to the left, 
right or centered.
Total(s) either counts, sums, both or 
nothing for column totals.
Borders can be set for the column
Format is used for the number of 
characters, number format,  date 
format or specific items like 
Account No for GL accounts.
Width can be based on characters 
or inches.
Font gives the option to bold, 
italicize or underline.  The new style 
reports allow choice in type of fonts  
as well.
Export  Filler allows a filler character 
like 0 to be added to if exporting a 
fixed length file.
Drill-down:  List the fields that can 
be clicked on to drill down to more 
information.



Report Setup
Columns:  Some reports will have more than one line of information for each record.  These lines can 
be added or removed in the column tab.

The icon bar on the new style reports, has icons for each of the 
tasks that can be done  to add, move or remove either columns or 
lines.  The old has the tasks listed in the bottom left hand corner.



Report Setup
Print Settings:  Reports can be printed, saved, exported or sent to a document management system.  
Print will give options for  paper size, orientation, margins, font and size along with standard print 
functions. 



Report Setup
Print Settings:  Save As gives options for type of file, file name and emailing.  Reports are normally 
saved as a PDF.
Export gives options for File type, File name, email options and how the file is exported.  This is usually 
used to create a csv file to open in Excel.



Report Setup
Once all of the settings for the report have been completed, click save       to save the report. 
If the original report was a Caselle Master, the only option when saving is Save as a new report.  If the 
original report was not a Caselle Master, the options are Save current report, Rename or Save as a 
new report. 



Report Setup
The report that is used most often can be set as the default report.  In the new style reports click the 
options icon       and select the report from the Default report dropdown list.  Click OK and click Save 
for the entire organization.

For the old style reports, have the report displayed in the Title box and check the box Default report:



Drill Down Capability
The new style reports have drill down capability if the reports are previewed.  If the report lists customers,  click on the 
customer number or name to go to Customer Inquiry.    If the report is made up of different totals, clicking on a total will 
bring up a second report to show what customers made up that total.  



Questions?



Accounts Receivable by Service Report
The Accounts Receivable by Service Report will list the balance of each service for each account.  It can give detail by 
service or be summarized by service category.   It will also give a Contract summary and Loan Summary if needed.



Aging Report
The Aging Report will list the balances for each account aged either by the number of days or by billing period.  It can give
totals only, detail by service, be summarized by service category or summarized by Customer Type.



Billing and Usage Summary
The Billing and Usage Summary lists the usage billed and the amount billed for all services by customer type.  It will print 
monthly totals and year to date totals on the report.  It can be summarized by service category.



Billing Exception Report
The Billing Exception Report has 2 Masters one is for Unbilled Active Services and the other is Billed Inactive Services.  The 
Unbilled Active Services is more popular.  It will list each account that has services that have not been billed.  For this 
report, miscellaneous and penalty services are normally deselected on the Additional Options tab so it doesn’t list every 
account.  



Billing Rate List
The Billing Rate List is a relatively new report that list each account and the services that were billed for that service or each 
rate and the customers billed that rate.  It will note if the amount billed Matches the Billing Rate, if it has been Prorated, if it’s 
Consolidated Billing or if the Multi Month Option was used in calculating the amount. 



Billing Register
The Billing Register is used to make sure billing is correct.  This is one of the reports that normally is exported to Excel so it 
can be sorted by the total bill and the billing clerk can quickly find accounts that are billing high and may need to be 
reviewed.  It can list service detail or summarize by service category.   Specific services can be selected to  print on the 
report for example just penalties are selected for the Penalty Register.



Consumption Analysis Report
The Consumption Analysis report gives consumption history based on existing rate levels.  It allows for forecasting based 
on historical consumption with hypothetical rates.



Contract List
The Contract List gives a list of Contracts based on the status of the Contract with or without Detail.



Customer History
The Customer History report will give all financial transactions for the selected customer for the time period requested.  The 
Sections needed on the report can be selected by checking the box for that section.  If all sections are selected the report 
can be long.  The most popular version of this report is 1 year of history.



Customer List
The Customer List has four master reports, the Customer List – Active Customers and Customer count summaries for 
Collection Codes, Customer Type & Group codes.  The default columns are Customer Number, Name, Service Address & 
Account Balance, but any columns from the Customer, Location, Customer Type and Collection Codes are available.



Customer Services Report
The Customer Services Report will list each customer and the services that they have.



Deposit Exception Report
The Deposit Exceptions Report will list customers that do not have Deposits for the deposit services.  It can also be run for
only customers that have had a delinquency in the last 12 months.



Deposit Register
The Deposit Register will list any or all deposit or interest transactions for the time frame selected.



GL Reconciliation Report
The GL Reconciliation Report will show all of the GL entries by date based on financial transactions in Utility Billing.   A 
detailed report can be also be run listing each individual transaction.



High Consumption Report
The High Consumption Report will give a list of customers that match the criteria entered for Total Usage. The second master 
report is the Top Users report.  This will give the Top Customers by usage for the service and time period selected.



Loan List
The Loan List gives a list of Loans based on the status of the Loan with or without Detail.



Location Report
The Location Report will print a list of all the locations.  The second Caselle Master is a list of Locations without an Active 
Customer.   This report is good to use to make sure all locations are being billed.



Meter Activity Report
The Meter Activity report lists the meter activity selected for the services selected.   The report can also be determined by
action codes, meter size or information codes



Meter Consumption Report
The Meter Consumption report lists consumption for each account for the time period selected.



Meter Evaluation Report
The Meter Evaluation report can be printed by Meter ID, Age or Street Order.  It will list the meter status, current install date, 
original install date and the number of years since the original install date.



Meter History Report
The Meter History report can print a summary or detailed history for the meter.  The Services/Action Codes tab can be used 
to customize what is displayed on this report.   Summary shows meter status, current install date, original install date, Age
of the meter, number of years at the current location and the install and/or removal information.  The detail will show all 
Meter activity.



Meter Reading Exception Report
The Meter Reading Exception Report is the main report used for verifying Meter Readings.   It can be run as one report or 
separated into reports for each Exception.  This report has recently been rewritten and has new exceptions available.

There is now the option to check for multiple 
consecutive periods on any of the exceptions.   
For example, this paired with Active with no 
usage can give a list of possible stopped 
meters.   Note: The date range must include 
the number of periods selected.
Active with no reading will give Skipped 
Reads.
Active with no usage will give meters with 0 
consumption.
Inactive with usage are meters that are not 
active in Caselle but have usage.
Exact same usage  are meters that have the 
same usage from period to period.  This used 
in conjunction with Check consecutive 
periods can check meters that have exactly 
the same usage for many billing periods.
Meter with a register that rolled over will list 
all rollovers.
Meter activity with information codes is 
usually used to check estimates.
Meter Usage outside the high/low range will 
now give the option to change the high/low 
check on the report.



Meter Reading Exception Report



Meter Reading List
The Meter Reading List is used to read meters manually.



Meter Reading Proof Report
The Meter Reading Proof Report is used to check Meter Readings.  This is one of the reports that normally is exported to Excel 
so it can be sorted by the usage or amount and the billing clerk can quickly find accounts that have high usage and may need 
to be reread.  



Meter Summary Report
The Meter Summary Report gives a count of meter activity by meter size and a count of meters by customer type and size.



Open Deposit Report
The Open Deposit Report lists any customers that currently have a deposit that has not been refunded.



Rate Summary Report
The Rate Summary report will give metrics for billing by rate.  It will display the number of customers billed each rate, the
base amount, the usage amount (Excess Amount), adjustments, total amount and quantity billed.  This is usually setup to 
total by service to make it easier to use.



Rates List
The Rates List will list rates by rate number with one line per rate.  Rate levels and base amounts or GL Accounts can be 
added to this list to take the place of the Rate lists in Table List or Report Writer.  It can also be printed to include all details 
per rate.



Sales Tax Report
The Sales Tax Report has two master reports.  The reports differ based on the way the Sales Tax is setup in Caselle for your 
Utility.   



Service Exception Report
The Service Exception report is used to find accounts that may be missing services.  For example, it can find accounts that 
have Water but not Sewer or Electric but not PCAC.



Services List
The Services List will list services by service number with one line per service.  Additional service fields or GL Accounts can 
be added to this list to take the place of the Services lists in Table List or Report Writer.  It can also be printed to include all 
details per service.



Transaction Allocation by Service Report
The Transaction Allocation by Service Report will display any transactions with the detail by service or service category.  
This is a very versatile report that can be for payments, adjustments, billing etc.  Basically any type of financial transactions 
can be chosen to print on this report.



Transaction Register
The Transaction Register is similar to Transaction Allocation by Service Report in that it will display any transactions 
however it does not break them down by service allocation.  This is also a very versatile report that can be  payments, 
adjustments, billing etc.  Basically any type of financial transactions can be chosen to print on this report.



Transaction Summary
The Transaction Summary is all of the financial transactions in Utility Management for the month or period at a glance.  It 
gives a starting balance and then a daily running balance of the Utility System.



Questions?


