Version 3.18.00:
What’s New:

e Mass credit import process; imports accounts and credit amounts from a file and creates credit records for those accounts that will be
applied in the billing process.



Import Credit Window:

1. Go to Utilities 2 Import Credits.
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2. Select the import type from dropdown. This will set defaults in all the other fields. The defaults can be changed, but these are set based

on the original intent of the import type selected.

E Create Credits from File ==

Credit Import Type: |REe
ion: |Overcharged
Ciedit Description: [Qvercharged %
Credit Date: [01/02/2003 |
Import Famat: [C5Y i

Unda Credit

3. Once all the information is entered, Click on the ‘Import’ button to import the file and create the credit records. You will be asked to

locate the file to imported. Choose the location and click on ‘Open’.
@Impor‘t File Name (=3
Lock in: | , PB_Applications j L] &5 Egv
Name Date modified Type Size 3
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. MCE
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. schedule
“ﬂ Refunds for Sewer Bill 12-31-08
E Refunds for Sewer Bill 12-31-08

File name: |Re{unds for Sewer Bill 12-31-08
Files of type: |AII Files (*.7) j Cancel




4. Once the file is completed, you will receive a notification. Also the complete list of customers who received the credit and the amount of
the credit will be shown in the list box on the window. The totals of accounts and amount will be shown at the bottom right-hand corner
of the window.

@ Create Credits from File ==

Credit Impor: Type: [Dverchaige El AT
Overcharged
Credit Description ,varcalga— Close
Credit Date, [01/02/2003 |
|mport Farmat. csv hd

2328 - Opatkiewicz, Chester - $24.00 > Unda Credit
2328 - Morris, Melissa - $15.00 —

2330 - Mattey, William - $27.00
2331 - Willams, Donald - $36.00
2332 - Yoder, Don - $27.00

2333 - Leska, Allan - 327.00

2377 - La Carte, Stefanie - $21.00
2378 - Schwartz, Patty - $21.00
2379 - Ramsey. Shelley - $21.00
2360 - Baciak, Scott - $21.00
2381 - Heckle, Nicolette - $21.00
2382 - Bonasorte, Gregaory - $21.00
2383 - Civitelle, Jobn - $21.00
2384 - D'Alessio, Anthory - $27.00
23085 - Baldii, Phillip - $21.00
2386 - Fardyee, Ay - $21.00
2387 - Chavez, Henry - $21.00
2388 - Lazar, Darrell - $21.00
2389 - Snyder. Brandon - $21.00
2667 - Georgulis. James - $39.00
2674 - Mori, Dean - $21.00

2676 - Phillipg, Joann - $21.00
2676 - Hoffman, william - $21.00
2677 - Chapman, Jend - $21.00
2678 - Kurylo, Steve - $21.00
2678 - Yuschak, Carey - $21.00
2660 - Dzpak, Judith - $21.00
2681 - King, Ronald - $21.00
2682 - Bumows, James - $21.00 b

343 accounts updated totaling $19.752.00 in credits

5. Clicking the ‘Undo Credit’ button will remove the credits. Be sure the Credit Description and the Credit Date are the same as when the
credits were added, or the system will not be able to find the credits to delete.
6. These credits will show on the credit/debit report as well as the credit/debit entry screen.



