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Setup in Organization

Organization > Organization > Organization tab

all civicsystems

strong softwere, strong community

Delinquent Minimum Balance - Limits the customers that will receive a delinquent notice based on how much is past due.
Delinquent Periods— The number of periods a customer is past due to meet the criteria for a Delinquent Notice

Shutoff Minimum Balance - Limits the customers that will receive a shutoff notice based on how much is past due.
Shutoff Periods — The number of periods a customer is past due to meet the criteria for a Shutoff Notice

@ Caselle Connect® 2021.02.162  ( Licensed to Civic Systems )
File Edit Zoom Help

Close E ) i @@

Caselle Connect® ~ > Utility Management - > Organization ~ > Organization

|’C lle Connect® || Delinquent List/Motices || Organization |:|\|

Primary name: |Anycity Corporation

Secondary name: |

|
|
Address line 1: |10 N Commerce Ave |
Address line 2: |PO Box 123 |
City: [anyaity |

State/Province: |WI ‘

Zip/Postal code: _ Delivery point: l:l

Customer number format:

Use generation segment

[] read sequence order default

Display date warning EI days past month end
Delete account history after periods

” SsE | EMJJVE ” I8IpPEYD |

5

Delete meter service order history after periods

l

\

Penalty minimum balance: 5.00

saqlosed S

Country/Region; | ‘ Utility bill minimum balance:
Telephone 1: Delinquent minimum balance: |
Telephane 2: Delinguent periods:
Fax: l:l Shutoff minimum balance:
Email: | | Shutoff periods:

|:| Use master properties from System Management

Net metering

[ store credit usage
Apply credit usage when creating bilings
Custom options: l:l
City of Anycity admin | C:\a\startup Local - Connect Tue, Mar 30, 2021 6 47 AM

www.civicsystems.com 1-888-241-1517
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Organization > Organization > Dates
Shutoff Date — Can setup a default date to print when the Shutoff Date variable is used on forms.

Caselle Connect® - = Utility Management ~ > Organization - > Organization

Caselle Connect®

” Customer Inquiry

|| Organization Q‘

all civicsystems

strong softwere, strong community

& X
Date

Rotation:
Period:
Cycle:

[04/30/2019

=1
[l
[E=1

Date:

Duedate:  |05/31/2019

Shutoff date:  |06/25/2019

Organization ayment Allocation Direct Pay Certification Conservation Stock Certificates Interfaces Motifications Passwords Tracking User-Defined Notes
Cycles per period: Current cycle: |04/30/2019  ~
Maximum periods:
( Rotation Period Cycle Date Due Date Shutoff Date

2019 4 1 04/30/2019 05/31/2019 06!25,‘2019. A
2019 3 1 03/31/2019 04/30/2019 05/25/2019 [
2019 2 1 02/28/2019 03/31/2019 04/25/2019
2019 1 1 01/31/2019 02/28/2019 03/25/2019
2018 12 1 12/31/2018 01/31/2019 02/25/2019
2018 11 1 11/30/2018 12/31/2018 01/25/2019
2018 10 1 10/31/2018 11/30/2018 12/25/2018
2018 9 1 09/30/2018 10/31/2018 11/25/2018| =
2018 8 1 08/31/2018 09/30/2018 10/25/2018
2018 7 1 07/31/2018 08/31/2018 09/25/2018
2018 6 1 06/30/2018 07/31/2018 08/25/2018
2018 5 1 05/31/2018 06/30/2018 07/25/2018
2018 4 1 04/30/2018 05/31/2018 06/25/2018
2018 3 1 03/31/2018 04/30/2018 05/25/2018
2018 2 1 02/28/2018 03/31/2018 04/25/2018 W
2018 1 1 01/30/2018 02/28/2018 03/25/2018
2017 12 1 12/30/2017 01/30/2018 02/25/2018
2017 11 1 11/29/2017 12/30/2017 01/24/2018
2017 10 1 10/30/2017 11/29/2017 12/24/2017
2017 9 1 09/29/2017 10/30/2017 11/24/2017
2017 8 1 08/30/2017 09/29/2017 10/24/2017
2017 7 1 07/30/2017 08/30/2017 09/24/2017
2017 6 1 06/29/2017 07/30/2017 08/24/2017
2017 5 1 05/30/2017 06/29/2017 07/24/2017
2017 4 1 04/29/2017 05/30/2017 06/24/2017

www.civicsystems.com 1-888-241-1517
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Organization > Customer Types
Is residential identifies the residential customer types and is used in conjunction with Organization > Services>
Service - Subject to Residential shutoff and Subject to commercial shutoff to determine if a service is subject to
shutoff for residential and/or commercial customers.
It is also used to determine which customers get residential notices vs commercial notices if you have a different
set of delinquent or shutoff criteria for residential and commercial customers.

File  Edit

Search

Clusea:} AE")%

Caselle Connect® - = Utility Management » > Organization - > Customer Types

Zoom  Help

7| G

@ Caselle Connect® 2021,02.162  ( Licensed to Civic Systems )

all civicsystems

strong softwere, strong community

@ Caselle Connect® 2021.02.162  { Licensed to Civic Systems )
e ey =
= a8 e

File  Edit Other Zoom Help

C|nse,§;;{\E'ﬂéﬁ“+—"4 8- 8 e

Search

g -

Is residential

|' Caselle Connect® D" Delinquent List/Motices

|| Organization || Customer Types \:I\L

Caselle Connect® « > Utility Management ~ > Organization - > Services

Customer type: |
Customer type:  Residential
Customer Type

Customer type: |Residential

Service

" Caselle Connect® ” Services \:I‘l
Service: ||
Service: 1 (Electric)

Service number:

|Electri:

Standard

Description:

Abbreviation 1:
Abbreviation 2:
Type:
Service category: | ELECTRIC SERVICES i
[ advance bil
Bill prior on new connects
[ include current charges in balance due
Allow equal pay
Allow assistance
Subject to residential shutoff
Subject to commerdal shutoff

Subject to penalty
Penalty periods:
Subject to tax certification

Certification periods:
Active service
Penalty service options

Penalty type: 0

Bill final disconnects

Prorate options

Mew connects: Prorate minimum
Temporary disconnects: | Prorate minimum
Final disconnects: Prorate minimum

Read date services:

Biling quantity based on other services

Type: |Mone o

Services:

MNew customer options

Add to new customers

|

Average usage:

Deposit options

Allow deposits
Interestrate:
Periods before refund: |1

Delinquencies allowed:

:III:
i NI

Default amount:

v 4 4t of 12 [

Service Biling Defaults Rates Meter Options  High/Low Checks Meter Defaults General Ledger Accounts  Credit Calculation  Conservation Custom  Notes

Select...

Select...

” yse) SAIJJVE ” 38R0 |

City of Anycity admin | Cha'startup Local - Connect

Tue, Mar 30, 2021 6 34 AM

”
L

L

saquoeg
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I ﬂﬂ' CiViCSIJStEITIS
. . strong software, strong community
Date Discussion

The dates that delinquent and shutoff notices are run and the period end dates are very important when selecting
the Delinquent Periods and Shutoff Periods to use when selecting customers to get notices.
We normally see two different policies used when processing notices.

1. As soon as an account is past due, a delinquent notice is sent and 10 to 12 days later the shutoff notice/door
hanger is sent or posted.

Period 1 Period 2
Bill Date/Period End Close Period Due Date Delinquent Notice Sent Bill Date/Period Close Close date Shutoff Notice Sent
2/28/2021 2/28/2021 3/20/2021 3/25/2021 3/31/2021  3/31/2021 4/14/2021 (4/6/2021)

2. When an account is 30 days past due the delinquent notice is sent and then 10 to 12 days later the shutoff
notice/door hanger is sent or posted.

Period 1 Period 2 Period 3
Bill Date/Period End Close Period Due Date Bill Date/Period End Close Period Due Date Delinguent Notice Sent  Bill Date/Period Close  Close date Shutoff Motice Sent Due date  Delinguent Motice
13172021 173142021 2/20/2021 2028/2021  2/28/2021 3/20/2021 3/25/2021 32021 33172021 41472021 4/20/2021 4/25/2021
for bill due on for bill due for bill due
212002021 212002021 372072021

www.civicsystems.com 1-888-241-15617
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Customer Inquiry > Credit History

all civicsystems

strong softwere, strong community

Displays each billing period and the dates a delinquent or shutoff notice was sent.
If multiple were sent on the same date, it will say “multiple” and the detail can be seen by hovering over the word “multiple

with your mouse.

49 Caselle Connect® 2021.02.162  { Licensed to Civic Systemns )
File Edit Search Filters Settings Pericd Other Document Management Zoom  Help
Close |38 043072020 - 4 | &-|E F-E-v R M2 O @9

Caselle Connect® - > Utility Management - > Organization = > Customer Inguiry

|’ Casele Connect® || Customer Inquiry Ql
Customer: | Customer ~ 4 4|5 of 28 [
2,149.01 Bates, Wiliam 5. 733 Palisades Dr Account balance: 237.51
733 Palisades Dr Balance due: 04/30/2019 162,51
2148 Anycity WI 38388 Last payment: 03/23/2020 53.93-

Display Compare History Tramsactions Customer Services Location Meters Backflow Contracts Loans Certification CreditHistory  Supplemental

" saliosed 5% ” sse L iy ” IIPPALD £, ]

|‘ Period | Charges ‘ Due Date | Balance Delinguent Shutoff Collection Code ‘ Periods: EE
04/30/2018 56.19 05/31/2018 56.19 Active since:  04/18/2009
05/312019 57.69 05/30/2018 57.69 Last shutoff: 08/13/2021
06/302012 60,84 07/31/2013 60.84 Equal pay
07/31/2019 67.15 08/31/2018 67.15 ZL“I::'I';;d
08/31/2019 63.99 09/30/2018 63.99 ’
09/30/2013 60.84 10/31/2018 12483 10/30/2019  11/29/2019
10/31/2018 60.30 11/30/2018 185.13  11/29/201%  12/30/2013
11/30/2018 57.10  12/31/2018 178.24 12/30/2019  01/30/2020
12/31/2019 53.93 01/31/2019 171,33 01/30/2020  02/27/2020
01/31/2020 55.60 02/29/2020 166,63 02/27/2020
02/29/2020 52,34 03/31/2019 161.87
03312020 54.57 04/30/2019 162.51
04/302020 75.00 05/31/2019 237.51 08132021
5 5 o ‘
City of Anycity admin| C\a\startup Local - Connect Tue, Mar 30, 2021 7:23 AM

WWww.civicsystems.com
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Customer Inquiry > Collection Comments

Notes entered inCollection Comments will be displayed when selecting customers for Delinquent & Shutoff
Notices. Enter notes about payment arrangements here.

& Caselle Connect® 2021.02.162  ( Licensed to Civic Systems ) — ] *
File Edit Search Filters Settings Pericd Other Document Management Zoom  Help
Close | % | 04/30/2020 - 4 ' &-E T-a-v 8l & 89 . $

Caselle Connect® - > LHility Management - > Organization - > Customer Inguiry

[ Caselle Connect® | customer Inguiry | E‘ (
Customer: || Customer ~ M 4 of 28 oM

2,143.01 Bates, William 5. 733 Palisades Dr Account balance: 237.51
733 Palisades Dr Balance due: 04302019 162.51
2149 Anycty WI 38888 Last payment: 03232020 53.93-

Display Compare History Transactions Customer Services Location Meters Backflow Contracts Loans Certification  Credit History  Supplemental
Customer 1 Customer 2 Equal Pay  Alternate Maiing  Additional Fields  Deposits  Assistance  Direct Pay  Attachments  Collection Comments  potes

Existing notes:
Mr Bates called and promised to bring in a payment by 10:00 AM on Friday (2/12/YY) to avoid shutoff.

|’ sajlased 5L || sysel aanay [ || 3sIpPAYD

Mew note:

Add Mote

City of Anycity admin | C\a\startup Local - Connect Tue, Mar 30, 2021 7 26 AM

www.civicsystems.com 1-888-241-1517
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Delinquent List/Notices
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Allows you to send a notice before the Shutoff notice/door hanger goes out. By using this in addition to the Shutoff notice
you can let the system keep track of who paid between the notice and the door hanger rather than manually tracking it on

the Shutoff List.

Reports Options

Print delinquent list — Prints a report
of the customers that are eligible to
receive notices. If printed at the same
time notices are printed it is a list of
the customers that received notices.
Print delinquent notices — Prints the
notice for the delinquent customers.
Update customer’s credit rating —
Populates the Credit history table in
Customer Inquiry with the date the
list/notices were processed.

Include — allows you to control which
type of customers will get this notice.
Selection Criteria— use to be more
specific about which customers get
notices.

Report Order— The order to print the
report and notices.

@ Caselle Connect® 2021.02.162  ( Licensed to Civic Systemns |
Eile Edit Zoom Help

Cluse|}| |E‘ﬂ|§&“? k?

Caselle Connect® = > Utility Management ~ > Reports = > Delinquent List/Motices

|’ Caselle Connect® || Delinquent List/Motices |:\|

|
O
X

|

=

i CHl Delinguent List/Notices - by Name [Caselle Master

Report Options  Additional Report Options  Payment Options Dates Forms Columns  Sections  Print Settings

Print delinquent list Selection criteria:

V||:|Defau|trepnrt M4 W

Calumn Value Test
[JPrint a line between customers —
Customer.Customer number All Entire field
Print delinquent notices Customer.Name all Entire field
[ print a duplicate notice for the service address Customer.Cycle {Current cycle} Entire field
[ Print a duplicate notice for each unit Group Code.Groupcode all Entire field
Customer Type.Customertype Al Entire field
[ Print a duplicate natice for the titie company
Update customer's credit rating
Incude
Report order:
[ Final billed customers Column Sort Title | Total | Page Test
[ Disconnected customers [Report].Name Ascending ~| [0 [ [ Entirefield

Residential customers

Commerdial customers

|’ ECHTTENPACS " SHsEL BMJDVE ” ]SIMDSLD‘?‘._ |

City of Anycity admin | Cla\startup Local - Connect

Tue, Mar 30, 2021 7 41 AM

www.civicsystems.com 1-888-241-1517
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— all civicsystems
Additional Report Options strong software, strong community

Print copy.. - Is where you specify which address to use for this notice.

Selected Services— Allows you to print separate notice for different metered services.

Create Service Orders- If you have the Service Order application, this can be used in Shutoff Notices to create service orders for
the customers that meet the report criteria and need to be shut off.

@ Caselle Connect® 2021.02.162  { Licensed to Civic Systerns )
Eile Edit Zoom Help

CIDSEE;:| |E|ﬂ|§ﬁl|? ?

Caselle Connect® = » Utility Management + > Reports » > Delinquent List/Notices

[ Caselle Connect® i Delinguent List/Motices I:I‘|

Title: |Delinquent List/Motices - by Name [Caselle Master] v | ] mefault report

Report Options ~ Additional Report Options  payment Options  Dates  Forms  Columns  Sections  Print Settings

Print copy for customer accounts |:| Create service orders

(®) Lse customer mailing address Service Action Code

El

() substitute cosigner mailing address for customer address
() Substitute landlord mailing address for customer address
[IPrint copy for cosigners with cosigner name and address
[JPrint copy for landlords with landlord name and address
Create service orders for all services
Selected services

) Create service orders for the customer's first service only
Indude all metered services

Electric e
Water
Select...
[Jcreate biling transactions Due date
05/31/2019 [ - || »
Advanced options. ..
Select... Print service orders

Assign collection code: ~

www.civicsystems.com 1-888-241-1517
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all civicsystems
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Use district default — may be changed if you are doing notices at a different time then you normally do.

@ Caczelle Connect® 2021.02.162 [ Licensed to Civic Systermns )
Eile Edit Zoom Help

dose [| < |[H| | @[] P 2

Caselle Connect® = = Utility Management = = Reports = > Delinquent List/Motices

|§ Caselle Connect® || Delinquent ListMotices |;||

Title: |DEIinquent List/Motices - by Name [Caselle Master]

Report Options  Additional Report Options  Payment Options  Dates Forms Columns  Sections  Print Settings

Indude standard payment customers [ ]incude equal pay customers
Periods delinguent H
Use district default 7
1 = u] =

Evechutdee cxrstomers who have Indude assistance customers
made payments since: I:I E [] Check assistance service balances
Check minimum amount against
(®) Delinguent balance
[ ] check each service balance
() Prior account balance

() Current account balance

www.civicsystems.com 1-888-241-1517
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Dates Selections for the form. If your form uses any of these date fields they can be update here or usinfdvanced
options...they can be set to prompt the user for the dates at the time the process is run.

@ Caselle Connect® 2021.02.162  { Licensed to Civic Systems )

File Edit Zoom Help

CInseE‘,‘| |E|ﬂ|§&|? K?

Caselle Connect® = = LUtility Management = > Reports = > Delinquent List/Motices

|' Caselle Connect® |;||| Delinquent List/Motices |;||

Title: |De|inquent List/Motices - by Name [Caselle Master]

Report Options  Additional Report Options ~ Payment Options  Dates  Forms Columns  Sections  Print Settings

Mailing date Delinquent date
03/30/2021 ~ 4| e 05/31/2019 ~ 8] 4| »
Advanced options... Advanced options...
Due date Biling date
|n4,f14,f2|321 |E| q | » 04/30/2020 5] 4| »
Advanced options... Advanced options. ..
Shutoff date
o4/15/202 I« |[»

Advanced options...

Indude transactions through
04/30/2020 o1 PR S

Advanced options...

www.civicsystems.com 1-888-241-1517



http://www.civicsystems.com/

Aging Report

all civicsystems

Report— Aging Report is the closest report to seeing who may be showing on your delinquent or shutoff lists.

Include active customers

Include customers with a credit balance

Agedusing billing penods

strong softwere, strong community

Custormer LastPmt Last Pt Final Bil
Mumber Marme Balance 04/30/2019 03/3120149 02/28/2019 01/3120149 Date Amourit Msg Date

1.101.01 Acme Manufaciuring 345.85 .00 345.85 .00 00 03/08A9 379.08

1.102.01 Morma's Hair Salon 206.31 .00 206.31 .00 00 03M5A9 196.47-

1.103.01 Joe's Drive-In 48.49 .00 48.49 .00 00 03M5A9 180.70-

1.104.01 Smith, Dr. RonaldT. 14627 .00 14627 .00 .00 03/08A9 13939

1.106.01 Jones, Dr.HarvevD. 276.91 .00 188.05 88.80 00 03/08A9 188.86-

1.106.01 Simpson Receplion Cen 216.66 .00 216.66 00 00 03M5A9 207 .81-

1.108.01 Brown's Garage 180.70 .00 180.70 .00 00 03/08A9 173.91-

1.112.01 Betty's Fabric Shop 36942 3.65 12270 117 14 12583  03M5A49 121.71-

214500 SpencerProperties 55.08 .00 55.08 .00 00 03/23A9 G2.02- LLDisc
214501 Richardson, DavidT. 3844 .00 38.44 00 .00 .00

214601 Clemens, GordonF. 65.23 .00 66.23 .00 00 03/08A9 63.16

2.147.01 Carter, Clayion 136.38 18.949 2117 65.77 3045 03/23M149 71.52- Final 0402149
214702 Welling, Martin E. 25.00 25.00 .00 .00 .00 .00

2.148.01 Donaldson, Kira G67.97 .00 67.97 .00 00 03/08A9 64.63

214901 Bates, William 5. 23913 TG.62 54 57 52.34 5560 03/23M149 53.93

2.153.01 Allan, Cynthia 109.08 156.30 73.58 20.21 00 03M5A9 66.00

215401 Brown,Jack 145.36 .00 70.05 58.59 1572  03M5A49 66.00-

215501 Smith, Judy 32.56 .00 32.56 .00 00 03/23A9 50.57-

217101 Sessions, Ronald 108.53 .00 108.53 00 00 03/23A9 55.11-

www.civicsystems.com 1-888-241-1517
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ProceSSing = Pri nt/Print PreVieW strong softwere, strang community

When print or print preview is selected, the process will begin. The Delinquent List/Notices Selection box will appear aftéhe
system has compared all of the customers to the criteria entered.

Customers can be deselected individually, all on the screen below the highlighted line or all customers below the highlighte
line.

Delinquent List/Motices Selection x
4 Other
b B[E0

Default: | Yes

Customer Mumber Mame Collection Comments Past Due | Balance |Print| A
2.153.01 Allan, Cynthia 93.79 108.79( |vw
2.172.01 Barber, Devin A. 34.46 3946 v
2.148.01 Bates, William 5. MrBates called and pramised to br 162.51 23?.51
1.112.01 Betty's Fabric Shop 365.77 365,77 v
1.108.01 Brown's Garage 180.70 180,70 |
2.146.01 Clemens, GordonF. 66.23 66.23| v
2.148.01 Donaldson, Kia 67.97 67.97( [v
2.173.01 Hamiltan, Bryan 71.89 71.89| |v
1.103.01 Joe's Drive-In 24.65 49,49 |v
1.105.01 Jones, Dr. Harvey D. 188.05 188.05| v
1.102.01 Maorma's HairSalon 206.31 20631 |w
2.145.01 Richardson, DavidT. 38.44 3844 v
2.171.01 Sessions, Ronald 108.53 108.53 | |w
1.106.01 Simpson Reception Center 216.66 216.66| v |V
Collection comments:

Mr Bates called and promised to bring in @ payment by 10:00 AM an Friday (2/12/Y) to avoid shutoff.

Help oK Cancel

www.civicsystems.com 1-888-241-1517



http://www.civicsystems.com/

— all civicsystems

Del i nq uent List stro1g software, strolg community

Anycity Corporation Delingquent Account List FPage: 1
Mar 30, 2021 07:51AM

Report Criteria
Standard payment customers
Current period: 04/30/2020 - Transactions included through: 04/30/2020
Mo delinguent minimum amount
Customer Customer number = All
Customer Name = All
Customer, Cycle = {Current cycle}
Group Code. Group code = All
Customer Type. Customer type = All

Customer Last Pmt Last Pmt

Mumber Mame Balance Non-Deling 03/31/2020 02292020 01/31/2020 Date Amount Meszage
2.153.01 Allan, Cynthia 108.79 15.00 7358 2041 - 03152020 66.00 Zeroth Time
2172.01 Barber, Devin A 34 46 - 34 46 - - 0443062020 34 46 Eighth Time
2.148.01 Bates, William 5. 23751 75.00 h4 57 h2.34 5560 03/23/2020 53.93 Fifteenth Tim
1.112.01 Beity's Fabric Shop 36577 - 12270 11714 12583 03152020 12171 Thirteznth Ti
1.108.01 Brown's Garage 180.70 - 180.70 - - 03/082020 173.91 HNinth Time
2.146.01 Clemens, Gordon F. 66.23 - 66.23 - - 03/082020 63.16 Minth Time
2.146.01 Donaldson, Kira 67.97 - 67.97 - - 03/08/2020 64.63 Fifth Time
2.173.01 Hamilton, Bryan 71.89 - 16.88 35.M - 03/23/2020 37.69 Fourteanth Ti
1.103.01 Joe's Drive-in 49.49 - 24 65 - - 03152020 180.70 Seventh Tim
1.105.01 Jones, Dr. Harvey D. 188.05 - 188.05 - - 03/08/2020 188.86 Second Time
1.102.01 Norma's Hair Salon 206.31 - 206.31 - - 03152020 196.47 Third Time
2.145.01 Richardson, David T 38.44 - 38.44 - - - Zeroth Time
2.171.01 Sessions, Ronald 108.53 . 108.53 - - 03232020 5511 Eighth Time
1.106.01 Simpson Receplion Center 216,66 . 216.66 - = 03152020 20791 HNinth Time
2.155.01 Smith, Judy 32.56 : 3256 - = 03232020 50,587 Zeroth Time
2.145.00 Spencer Properlies 56.08 : 55.08 - = 03232020 62.02 Fourth Time

Grand Totals 202844 90,00 1,607 .37 224,70 181.53

www.civicsystems.com 1-888-241-1517
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strong softwere, strong community

Delinquent Notice

After the report is printed a Forms window will pop up to remind you to put forms in the printer, if necessary. Click Yes
and the Print setup window will appear, make changes, if necessary, click OK and the notices will print or display.

ANYCITY CORPORATION
10 N Commerce Ave

Anycity UT 88888

333-5551212
Bates, William 5
733 Palisades Dr
Anycity Wl 58888
ACCOUNT #: 2.149.01 DATE: 03/30/2021

REMINDER OF PAST DUE ACCOUNT

We are sending you this friendly reminder calling your attention to your past due balance

YOUR PROMPT PAYMENT OF THIS BILL WILL BE APPRECIATED.

If you have recently made payment, please disregard this reminder and accept our sincere thanks.

Delinguent Amount Due:  162.51

www.civicsystems.com 1-888-241-1517
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The process functions the same way as Delinquent List/Notices. The options are the same, usually with a different
number of periods back selected. This will pull in the customers that did not pay after they received the Delinquent Notice

This can be run multiple times if you want to do Door Hangers and then the next day create Service Orders or Disconnect
Charges.

@ Caselle Connect® 2021.02.162  { Licensed to Civic Systems ) —
File Edit Zoom Help

C|CISE|}‘ |E|ﬂ‘§&|‘? N?

Caselle Connect® - > Utility Management + > Reports » > Shutoff List/MNotices

|' Caselle Connect® || Shutoff List/MNotices |:|‘|

Title: hutm‘FLis otices - by Name [Caselle Master V| ] Defauit report W d

Report Options  Additional Report Options  Payment Options Dates Forms  Columns  Sections  Print Settings

Print shutoff list Selection criteria:
Column Value Test
[JFrint a line between customers —
Customer.Customer number All Entire field
Print shutoff notices Customer.Name All Entire field
[JFrint a duplicate notice for the service address Customer.Cycle {Current cycle} Entire field
Print a duplicate notice for each urit Group Code.Group code All Entire field
Customer Type.Customer type All Entire field
[JFrint a duplicate notice for the title company
Update customer's credit rating
Ll Report order:
[Final billed customers Column Sort Title | Total | Page Test
Dhscmec=d ST Customer.Name Aszcending «| [0 [0 [ CEntirefield
Residential customers
Commercial customers

www.civicsystems.com 1-888-241-1517
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e . .
— Additional Report Options cngnfcsgs’qceﬁms:

Print copy.. - Is where you specify which address to use for this notice.
Selected Services— Allows you to print separate notice for different metered services.

Optional items:
Create Billing Transactions— Will create billing for a Shutoff or Disconnect charge. Note the service type needs to be Penalty.

Assign Collection Code— A Shutoff for Non-Payment collection code can be added to customers.
Create Service Orders- If you have the Service Order module, this can be used in Shutoff Notices to create service orders for the
customers that meet the report criteria and need to be shut off.

@ Caselle Connect® 2021.02.162  { Licensed to Civic Systemns )
Eile Edit Zoom Help
dose | < B[ v |& 2] 7 W

Caselle Connect® > Utility Management = > Reports = > Shutoff List/Motices

[ Caselle Connect® i Shutoff List/Motices I:I\|

Title: |5hub3f'f List/Motices - by Name [Caselle Master] ~ | [JDefault repert

Report Options  Additional Report Options  Payment Options  Dates  Forms  Columns  Sections  Print Settings

Print copy for customer accounts Create service orders

(®) Use customer mailing address Service Action Code
Electric Electric Non-Pay Turn Off -
() Substitute cosigner mailing address for customer address Y J

() Substitute landlord mailing address for customer address
[ Print copy for cosigners with cosigner name and address

[ Print copy for landlords with landlord name and address
(®) Create service orders for all services

Selected services

Indude all metered services () Create service orders for the customer's first service only

Ep— Department: Electric e
Water Assigned to: i
Select... Created comment:
Create biling transactions Due date
02/20/2008 E R
Shutoff | |
Advanced options...
Select... Print service orders

Assign collection code: | Shutoff ~

www.civicsystems.com 1-888-241-1517
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D civicsystems
PI'OCGSSing - Print/Print Preview strong software, strong cammunity

When print or print preview is selected, the process will begin. The Shutoff List/Notices Selection box will appear after t
system has compared all of the customers to the criteria entered.

Customers can be deselected individually, all on the screen below the highlighted line or all customers below the highlightkline.

Shutoff List/Motices Selection *

Crther
b B[E R

Default: |Yes

Customer Number Name Collection Comments Past Due | Balance | Print
2.153.011 Allan, Cynthia 20.21 108.79| |v
2.149.01 Bates, William 5. MrBates called and promisedto br 107.94 23?.51
1.112.01 Betty's Fabric Shop 243.07 365.77| v
2.173.01 Hamilton, Bryan 35.01 71.89 v

Collection comments:
Mr Bates called and promised to bring in @ payment by 10:00 AM on Friday (2/12/YY) to avoid shutoff,

Help 0K Cancel

www.civicsystems.com 1-888-241-1517
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Once the customers have been selected a print window will come up for the list,

Click OK and the report will print or display.

all civicsystems

strong softwere, strong community

make any changes necessary,

Anycity Corporation

Shutoff Account List by Mame

Fage: 1
Mar 30, 2021 08:07AM

Report Criteria
Standard payment customers
Current period: 04/30/2020 - Transactions included through: 04/30/2020
Shutoff minimum of 35 00 compared to delinquent balance
Customer. Customer number = All
Customer.Name = All
Customer.Cycle = {Current cycle}
Group Code.Group code = All
Customer Type. Customer type = All

Customer Telephone
Mumber Mame/Service Address Mailing Address MNumber Message Past Due  Balance
2.153.01 Allan, Cynthia 530 Qak Hills Dr First Time 20.21 108.79
530 Cak Hills Dr Anycity W 28888
2.149.01 Bates, William 5. 733 Palisades Dr Minth Time 107.94 237.51

1.112.01

2.173.01

733 Palisades Dr

Belty's Fabric Shop
40 N Commerce Ave

Hamilton, Bryan
1875 5 Lake Rd

Grand Tolals

Anycity W 88888

40 N Commerce Ave
PO Box 56
Anycity W 88888

1875 5 Lake Rd
PO Box 195
Anywhere Wi 99999

Thirteenth Time

Fourteenth Time

www.civicsystems.com 1-888-241-1517

243.07 365.77

35.01 71.89
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Sewlce Orders (Optlonal) strong saft\.wE'egrm_q COMmmunity

After the report is printed a Forms window will pop up to remind you to put forms in the printer, if necessary. Click Yes
and the Print setup window will appear, make changes, if necessary, click OK and the notices will print or display.
The Service Orders will print first if they were selected.

Anycity Corporation
SERVICE ORDER

Service Order Mo: 625 Created By: admin Created Date: 03/30/2021

Service Information:
Service Address: 530 Oak Hills Dr

Due Date: 02/20/2008

Comments:

Customer Information:
Customer No! 2.153.01
Customer Name: Allan, Cynthia
Fhone Number:

Action: Electric Non-Pay Turn Off

Current Meter Information:

Meter ID: 476256KL EMR Code:
Manufacturer: Ampking EMR |D:
Size 100 MU D
Serial No: 63391AK MXLU Type
Last Reading: 40,771 MXU Port ID
Current Reading MXU Port Position:
Comments:
Completed By: Completed Date:

www.civicsystems.com 1-888-241-1517
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Shutoff Notice or Door Hanger st797g softwe-e, irang com ity

After the report is printed a Forms window will pop up to remind you to put forms in the printer, if necessary. Click Yes
and the Print setup window will appear, make changes, if necessary, click OK and the notices will print or display.
The Shutoff Notice or Door Hanger will print next.

ANYCITY CORPORATION
10 N Commerce Ave
Anyeity UT 88888

333-555-1212
Allan, Cynthia
530 Qak Hills Dr
Anyeity WI 88888
ACCOUNT # 215301 DATE: 04/14/2021

SHUT OFF NOTICE

Your Utility Account is Past Due and services are subject to SHUT OFF. Your immediate payment of this
bill will insure continuous services. Unless Payment is made before the shut off date, service will be
discontinued

SHOULD SERVICES BE DISCONTINUED
Before services shall be continued, the account must be paid in FULL plus a $50.00 turn on fee.
The delinguent amount due is: § 20.21
The account balance is § 93.79

SHUT OFF DATE: 04/15/2021

If for economic reasons you are unable lo pay your balance in full, please contact the City Office before
the shut off date

Demo City Corporation

Utility Department

www.civicsystems.com 1-888-241-1517
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Customer Inquiry after Shutoffs with all Optiong =" emmns

Customer Inquiry after Shutoffs:

The Collection Code has been assigned.

The Transaction has been added.

The pending Service Order is on the customer.

@ Caselle Connect® 2021.02.162

( Licensed to Civic Systems )

Zoom  Help

Edit  Search  Filters Settings Period Other Document Management

ia-3 v-a-% 8o @ e

Caselle Connect® - > Utility Management - > Customer Inquiry

Close | &% | 0473002020 = 4

= 5

[«

|‘ Caselle Connect® || Shutoff List/Notices || Customer Inquiry | '@,3
Customer: || Ci f [
: ustomer ~ 4 4|5 of 28 bkl T
2
2.145.01 Bates, Wiliam 5. 733 Palisades Dr Account balance: 237.51 %
Shutoff 733 Palisades Dr Balance due:  04/30/2019 162,51 |
2149 Anycity WI 83888 Last payment: 03/23/2020 53,93 i
=
Display Compare History Transactions Customer Services Location Meters Backflow Contracts Loans Certification CreditHistory Supplemental %
b
( i o o | Display by
Date Type | Reference Number | Service | Quantity Biled Description Amount %
Assistance applied |l
01/31/20... Billing 53 5Tax 0 Automatic Biling 83 Balance transfers 2:‘#
01/31/20... Biling 53 Pnlty 0 Automatic Biling .86 Biling adjustments é“
" 3
02/11/20... Pmt 35 = 0 Utiity Payment 57.10- Bilings =
] j -
02/28/20... Biling 27 Elec 370 Metered Entry 28.98 Contract adjustments ]
Contract billings
02/29/20... Biling 23 Water 26 Metered Entry 11.20
Deposits applied
02/29/20... Biling 53 Sewer 0 Automatic Biling 6.00 Interest
02/29/20... Biling 53 Garb 0 Automatic Biling 5.00 Payment adjustments
02/29/20... Billing 53 5Tax 0 Automatic Biling .85 Payments
02/29/20... Biling 53 Pnlty 0 Automatic Biling .81 Reallocations
03/23/20.. Pmt 7= 0 Utiity Payment 53.93 Virite-offs
) Summarize
03/31/20... Biling 27 Elec 399 Metered Entry 30.23
Adjustments
03/31/20... Biling 28 Water 28 Metered Entry 11.60 .
Bilings
03/31/20... Biling 53 Pnlty 0 Automatic Biling .83 Interest
03/31/20... Biling 78 Sewer 0 Automatic Biling 6.00 Payments
03/31/20... Billing 73 Garb 0 Automatic Biling 5.00
03/31/20... Billing 73 5Tax 0 Automatic Biling a1
04/15/20... Biling 1 Misc 1] 25.00
e e ) I e T

City of Anycity

| adrnin| Cha\startup Lecal - Connect

| Tue, Mar30, 2021822 M | :

www.civicsystems.com 1-888-241-1517
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Cosigner or Landlord Notices

all civicsystems

strong softwere, strong community

The Delinquent List/Notice or Shutoff List Notice can also be used to print Cosigner or Landlord Notices based on
the same criteria the customer notices use. There are two options for this on the Additional Report Options tab.
These can be run as a separate process by selecting substitute cosigner or landlord mailing address for the

1.

customer address.
customer’s notice.

Using this option, the notice for the cosigner/landlord can have different verbiage than the

As part of the same process as the customer by selecting Print Copy for Cosigners or Print Copy for Landlord
in addition to the Print copy for customer accounts.

@ Caselle Connect® 2021.02.162  ( Licensed to Civic Systems )

File Edit Zoom Help

cose 3] < |B| = | & | 7 W2

[ Casele Connect® || Shutoff List/Motices IZIKHV Customer Inquiry |

|
O
X

I

Caselle Connect® ~ > Utility Management + > Reports ~ > Shutoff List/Notices

Title: |Shubof'f List/Motices - by Name [Caselle Master]

V||:|Defaultrepnrt M 4 r W

Report Options  Additional Report Options  payment Options  Dates

D Print copy for customer accounts

Use customer mailing address

Substitute cosigner mailing address for customer address

Substitute landlord mailing address for customer address
Print copy for cosigners with cosigner name and address
[C1Print copy for landlords with landlord name and address

Selected services
Indude all metered services

=====

Create billing transactions

Shutoff

Select...

Assign collection code: | Shutoff e

Forms  Columns  Sections  Print Settings

Create service orders

Action Code
Electric Non-Pay Turn Off |

Service
Electric

(®) Create service orders for all services
(O) Create service orders for the customer's first service only
Department: Electric v

Assigned to: ~

Created comment:

Due date

EEE—

Advanced options...

Print service orders

|‘ ESTILTENRAS ” SyseL a.\mvlz\”‘ Js!ppaug‘g‘._“

City of Anycity admin | C:\a\startup Local - Connect

Tue, Mar 30, 2021 8:26 AM

www.civicsystems.com 1-888-241-1517
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strong softwere, strong community

QUESTIONS?

www.civicsystems.com 1-888-241-1517
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